How to Reconcile Your Bank Account
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1. Select the site name - cogwheel and choose ‘Reconcile’ as listed under the Tools

section to begin the process.
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Reconciliation History & Reports

Statement Ending Date Reconciled On Ending Balance Changes Auto Adjustment
05312018 06i012018 30940317
04302018 050472018 48979 41
033172018 040512016 45.307.36
021292018 03032018 f021282
0112972018 02022018 8350047
123112015 011052018 85.035.12
1113072015 120012015 7151315
1013012015 1110312015 4802303
0973012015 1072712015 11,606.73

H100% -

2. Select the blue button “Reconcile Now” to begin the reconciliation process.
3. The following screen will appear.
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1. Enter the following from your statement

Statement Ending Date Beqinning Balance Ending Balance

v 39.493.17

2. Enter service charges and interest earned, if any

Service Charge Date Account
| | 7
Interest Eamed Account

0K Cancel
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4. Type in the statement ending date — needs to be the last day of the month that is
being reconciled.

5. Type in the bank statement ending balance that appears on the monthly bank
statement.

6. Select the blue button ‘OK” to reconcile the chosen bank account.
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Reconcile - Wells Fargo-Checking

For statement ending on:  05/31/2014

Checks and Payments

O Dates

061012013
11142013
11142013
031172014
0410912014
041232014
041232014
41232014
041232014
041232014
412412014
0412412014
0412412014
041242014
412412014
0412412014
041242014
412412014
0412412014
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Type

Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check

Sewvice Charge
Interest Earned

A list of all the outstanding deposits, checks and journals will appear.

Num
219
2937
2935
3008
02
3032
3034
3038
3037
3038
3039
3040
042
3043
3044
3045
3046
047
3048

Edit Information from Statement

Name

The Active Nefwork, Inc.
Rick Budzynski
Melissa Armes
CMEA/SBS
Cindy Conser
Amber Quinnel
Sheila Weiner
Amy Moeller
Dezaree Doroliat
Stacie Pearson
Morgan Bradburry
Kristen Brownell
Amy Davis

Cindy Donaldson
Jason Giavara
Maria Grande
Jenni Huckaby
Jay Jackson
Shawn Knepple

Amount

556.00 A
3285
56.29
300.00
2900
169.11
285.78
20000
3033
200.00
4500
45.00
45.00
45.00
4500
45.00
45.00
4500

v
45.00

Beginning Balance
0 Checks and Payments
0 Deposits and Other Credits
Statement Ending Balance

Cleared Balance
Nifference

Ak

Deposits and Other Credits

O Dates
O e
O o4n0o014
O o4noo0
O 0501014
O osnend
O osnenn
O osom4

2125595
0.00

0.00
30,000.00
2125595
A 744 05

Type

Deposit
Deposit
Deposit
Deposit
Deposit
Deposit
Deposit

Num
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v| Hide transactions affer the statement's end date

Name Amount
£,215.00

Music Club 3043.15
47820

4847.06

1,193.30

468.25

270375

Finish Later Cancel
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Using the current monthly bank statement, each item that shows up on the bank
statement will need to be checked off.
If the difference does not show a value of “zero,” you can choose the grey button
‘Finish Later’ to save what you have done and make any adjustments that may need
to be done. Adjustments could be to write-off stale-dated checks, make an escrip
entry or make bank adjustment entries.
If the difference shows a value of “zero,” you can choose ‘Finish Now’ to complete
the monthly bank reconciliation.
Always print a hard-copy of the bank reconciliation as the report is a static report
and cannot be reproduced once it is finished and a new reconciliation has begun.



12. Just a reminder, once the bank reconciliation has been “finished” — the following
transactions listed on the reconciliation must not be changed.

a. Any reconciled check or deposit or any outstanding check or deposit dated
in a reconciled month must not be voided or deleted — any changes or
adjustments must be made on a journal entry because QB will void/delete
in the month the transaction occurred, and the correction will be dated in
the current month. This action will cause your cash (bank balance) on your
Trial Balance report to be out of balance.

b. Checks and/or deposits with prior months’ dates cannot be entered.




