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Hello! You can call
me “Bea”
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Certifications



I utilize MS Excel for SOD, MOD, and EOD tasks,
as well as for creating templates for GL Account
postings. At the start of the day, I update bank
statements using MS Excel. Additionally, I rely on
MS Excel for month-end activities such as
preparing top sheets and conducting bank
reconciliations.

Tools I Use
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MS Excel



Tools I Use
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Xero



I prepare the End of Day (EOD) file and send
email communications to the stakeholders. After
completing all the necessary clearings and
updating the file, I ensure that the EOD file is
prepared and sent to the respective departments
via email. This file serves as an email reminder in
place of the LT meetings.

Tools I Use
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MS Outlook & Teams

Checking and sending follow-ups.

Handling calls for queries regarding the open
items and month-end matters.



Daily Tasks 
Open Item Management:
Automatic upload and interface of MT940 to
SAP.
- Check and ensure automatic MT940 file
was successfully processed
- Receive mail confirmation from SSC – O2C
team that CMS day-end file is successfully
processed.
- Ensure Bank balances (Bank Statement received vs.
SAP) are matching.
- Execute f.13 automatic clearing
- Prepare SOD Bank Reconciliation Statement file
- Perform necessary contract identification
procedures and liasing
- Prepares and raises e-contact ticket for line
items requiring necessary manual journals
- Perform manual clearing for all other line
items not cleared with f.13 automatic
clearing
- Prepare EOD file and send email
communication to the stakeholders
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Activity Output: SAP Bank Registration, FI Document and
E-contact Ticket 

Monthly Task
Prepares month end reconciliation

Activity Output: Top Sheet



English Proficieny
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PC and Laptop 
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Let’s work
together!



Reach Out

Get in Touch
with Me
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Address
Santa Rita Pampanga

Phone Number
+63 961 069 4739

Email Address
mariabeatricelansang@gmail.com
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Maria Beatrice Lansang


