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Checking Account Reconciliation
Go to Accounting Checking  New Reconciliation
1. Select the checking account from the drop down list
2. Select the reconciliation date from the drop down calendar
3. Select the bank statement date from the drop down
calendar
4. Type the opening balance from your bank statement
5. Type the ending balance from your bank statement
6. To enter any bank charges that were charged to the
account, such as bank fees:
a. Click on the box under each heading to enter
information
b. For adjustment account select from the drop down list
of general ledger accounts.
7. Click
to reconcile the bank account records
with the registry of checks
A list of checks will appear on a new screen:
(Click on the heading of any column to sort)
8. To remove a check from the registry, click the reconciled
(Rec) box
9. The Theoretical Balance will adjust with each check/deposit
selected
10. The difference field will display the difference between the
theoretical balance and the statement ending balance
11. Once all the checks are reconciled, if a difference remains,
click

.

A new screen will appear:
12. Select the GL Account from the drop down list (also called
Adjustment Account)
13. To add a note, click
.
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14. Commonly used notes screen will appear
Click
to add another note to the choices
 To select a note from the list, highlight and click
.
 Click Save and Exit
 To exit without using a note click
.

15. To create adjustment to the account click
16. Or click

.

to exit without adjusting

You will be returned to the previous screen, “Reconcile Register”
and the difference will read zero
17. Click
report.

, to save the adjustments and print the

Void or Reprint Reconciliation
Go to Accounting  Checking  Void/Reprint
Reconciliation
Select the Reconciliation from the list
To Void, click

. (This cannot be undone!)

To Reprint, click

.
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