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HOW TO RECONCILE AN ACCOUNT

Accountant -> Reconcile

Begin Reconciliation Type a help question |A5k| % How Do I?| ﬂ

Select an account bo reconcile, and then enter the ending balance from your account statement.

Account

j last reconciled on 0731 /2007,

Statement Date [oajztiz007 |

Beqginning Balance 27.51 What if my beginning balance doesn't match my stakement?

Ending Balance I

Enter any service charge or interest earned.

Service Charge  Date Accounk
[0.00 [oaj31j2007 8| [Bank Service Charges = |
Interest Earmned  Date Accounk
[o.00 [oajztjzo0r & | =]
Locate Discrepancies | Continue | Cancel | Help

Once at this screen verify the beginning balance matches that on your BANK
STATEMENT

Adjust the date as needed
Enter ending balance

Enter Service Charges, date and account (BANK SERVICE CHARGES)
Click CONTINUE
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File Edit “ew Lists Accountant  Company  Cuskomers  Yendors Employvess Banking Reporks  Window  Help
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® & & g =¥ % g ¥ & =
Horme Customer Cenker  Wendor Center  Employes Center | Repork Center Reminders Feedback | Services Payroll Credit
w | Company
E = Wihere
S =
3 | Tvpe a help question Ask- % How Do I? h = ||:||£| = Accouw
& = ] ; ; Marme =+
| Reconciling For the perial Shaow only fransactions on ar before the statement ending date! [Mrood
Checks and Paymenks Deposits and Other Credits
4 | Date Chi # Payee Amount | + | Date Chi # Mema Amount
E Custor
Cusko
and s
EH Learn
Mark All nimark, &l | Go To | Columns to Display... |
S Learn
opkiar
Beginning Balance 27.51 Mudify | Service Charge 0,00
Tterms you have marked cleared — Inkerest Earned 0,00 ’ﬁé HECer
0 Deposits and Other Q.00 Ending Balance 15.0%
0 Checks and Pavments 0,00 Cleared Balance 77,51 \é Drdet
Difference -11.59 Forms
¥ Other
Reconcile Now Leave
K8

This page will appear with all unreconciled checks and deposits.
Simply check the appropriate matching transactions.

The DIFFERENCE should move to zero (0).

Click RECONCILE NOW.
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Horme Customer Center  Wendor Center  Emploves Center | Report Center Reminders Feedback | Services Pawroll Credit ¢
w Company -
E =3 Where
g =
; * Reconclle - Tnwo —lofxj| | BAccou
@ _I-'-! Reconcile Adjustment 5 x|| |ame 2
T Invwood
E There is a $-11.59 discrepancy between your statement and the transactions ‘Return to Reconcile
= wou have selected,
| - Click Return to Reconcile ko correct this discrepancy so QuickBooks can have Leave Recondile |
an accurake record of your income and expenses, Look For transactions that PR |
are on your skakement but not in QuickBooks, e e ol = Custor
- Click Leave Reconcile to complete reconciliation later, QuickBooks will save Help | usko
vour changes. and s
- Click Enter Adjustment ko force QuickBooks ko match wour skatement,
QuickBooks will post a journal entry to a Reconciliation Discrepancies expense
account on your skakement date, This option is not recommended unless the ELearn
discrepancy is too small bo be worth correcting, ]
L 0y Learn
opkior
Be T
Items you have marked cleared ——— " 1 InterestEamed 0.00 ﬁé HLCEE
0 Deposits and Other 0.00 Ending Balance 15.02
0 Checks and Payments 0,00 Cleared Balance 27.51 ,_g Ordet
Difference -11.54 Fiorrns
¥ Other

Reconcile Now | Leave |

Kl

Y ) Startl @ @ i @ |£-| |£| L5 @http:,l',l'rau:liu:u.launch.y... ”@ Whitney Heritage L.. #] Documenti -Miu:ru:usu::F...I |_+c

You will have the option to Enter an Adjustment — recommended if a minute amount
Alternatives are: Leave Reconcile to complete later or Return to Reconcile to try to find
the difference. It could be something as simple as a miss entered or inverted number in a

deposit or hand written check; non-entered bank fee, etc..

Simply return to your bank ledger and edit or enter the missing information or choose
Enter an Adjustment then go to the bank ledger and locate the transaction.

Choose SPLIT and note the missing actions.
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Harme Customer Center  Wendor Center  Employes Center

Report Center Reminders Feedback | Services Payroll Credit
w Company
E =3 Wihere
i |
¥ Sl Type @ help question | Ask (SR = How Do 121 _ |
ﬁ- & Goto... | £ Print... | & Edit Transaction CuuickReport Download Bank. Stakemnent
Date Mumber Payves Payment J Deposit Balance
Tvpe Acoount | Memo
02272007 ash g,300.00( 7,375
CHE Intercampany Transfe TransFer Funds ko payy
02{27}2007 1 0.00] 7,375
GEMIRML ||Intercompany Transfe monies to WP Dallas fo
073142007 12.00) 7,363,
ZHE Bank Service Charges Service Charge |
07312007 E|z Pavee T 7F.5336.00 J ||Deposit 27
GEMIRML ||Reconciliakion Di... epi unlisted kransactio. ..
Accaunt Arnounk Mermo Custamer: Job T Fliie
iciliation Discrepancies 7,336.00 [Balance Adjustment: x b
| Clear
_I Recalc
W ——————
Splits | Ending balance 27
[T 1-Line
4] Sortby [Date, Type, Mumber... ﬂ Record Festort

Adjust the Reconciliation Discrepancies by choosing the proper account and amount for
any needed adjustments.
Click RECORD and you are ready for next month.
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