Prepare a Bank Reconciliation

The Reconciliation Window allows the user to prepare periodic bank

reconciliations.
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Quick Reference Table
Box or Other Location Procedure

Home Page

Click the Reconcile icon under Banking.

Account

Select an account from the drop-down list to be reconciled.

Statement Date

Accept the default date or edit.

Ending Balance

Enter the correct ending balance.

Service Charge

Enter the amount charged.

Date

Accept the default date or edit.

Account

Select the appropriate general ledger account for the service
charge from the drop-down list.

Interest Earned

Enter the correct amount of interest earned.

Date Accept the default date or edit.

Select the appropriate general ledger account for the interest
Account .

revenue from the drop-down list.
Continue Select the Continue button to proceed to the Reconcile window.

Hide transactions checkbox

Click the “Hide transactions after the statement's end date”
checkbox so that only transactions through the bank statement
ending date are shown in the window.

Various

For each item cleared with the bank statement, click anywhere on
thatitem's line to indicate the item is no longer outstanding.

Reconcile window

Review the information to verify that it is correct.

Reconcile Now

Click the Reconcile Now button.
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Select Reconciliation Report
window (not shown)

Click the Display button to preview the bank reconciliation. If you
want to print a copy after previewing it, use the Print button.
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Account 10100 - C: eral Acc... +

Statement Date 01137112

Beginning Balance 4,887.12

Ending Balance

%

Enter any senvice charge or interest earned.

last reconciled on 12/31/2021.

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

What if my beginning balance deesnt match my statement?

Locate Discrepancies

Undo Last Reconciliation

Cancel

Account Class
Miscellaneous @ -
Account Class

- -

Help

For period: 0113112021
Checks and Payments
S i DATE = £ i PAYEE i AMOUNT
01/07/2021 502 National Insuran... 1,557.65
0111512021 503 Jennifer M Brow. 11312021 DEP 10,140.79
0111512021 504 Kenneth J Jorge... 1 11412021 DEP 637.88
01115/2021 505 Mark C Phelps 1111912021 DEP 1,089.38.
0111712021 506 Ohio Power & Li.. b1/202021 DEP 11,602.50
0172172021 507 'Omni Incorporat... 1,609.65 1212021 DEP 12,142.20
Lp112512021 508 American Linen ... 22,475.00 2412021 DEP 12,286.26
0112612021 500 Ohio National Ba... 562.50 01/25/2021 DEP 10,059.00
0112012021 510 Jennifer M Brow. 252127 01/28/2021 (American Lin..|BILL
0112912021 511 Kenneth J Jorge. 1510.25
0112912021 512 Mark C Phelps 926.53
0211012021 513 'Omni Incorporat... 293.02
0211512021 514 Jennifer M Brow... 252127
0211512021 515 Kenneth J Jorge... 1,619.69 ¥
 Highlight Marked Mark All Unmark All GoTo Columns to Display...
Beginning Balance 14,897.12 Modity Senvice Charge -25.00
ftems you have marked cleared Interest Eamed 0.00
0 Deposits and Other Credits 0.00 Ending Balance 1849372
0 Checks and Payments 0.00 Cleared Balance 1487212
Diference 3.621.60
L Reconcile Now Leave
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