Reconciliation
The “Reconciliation Screen” is where cash accounts are reconciled to the bank statement.  As transactions are reconciled, the outstanding and reconciled bank balance should equal.  Outstanding balances represent the transactions that are still outstanding.  Reconciled balances represent the transactions being reconciled for this statement.  A bank statement that has been successfully reconciled would show the same Bank Balance for Outstanding as the bank statement shows for a closing balance.
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¥ smimH Depositfor Upholstery for Bench 0710512002 8567 §117390
DOUGLAS Denositfor Marble Top 0710512002 5061 $1,28060
GoLDMAN Depositfor Chaise 0710512002 9900 $384313
GoLDMAN Denositfor Chaise Fabric & Side Table 0710512002 9901 §377390
TAvLOR Depositfor Club Chair Fatiic 0710512002 5542 §1956.50
SMiTH Depositfor Banquette 0710512002 2276 $267865
NICHOLS Depositfor Gisal 0710512002 3509 $2288.00
NICHOLS Depositfor Chandelier 0710512002 3510 §447200
TATLOR Depositfor Table Larnp 0710512002 8703 §82453
TAvLOR Depositfor Headhoard 0710512002 8704 §321425
TAvLOR Depositfor Custorn Firish 0710512002 8705 $356.36
DOUGLAS Depositfor Sconces 0710512002 4377 §1,26653
DOUGLAS Depositfor Side Chair 0710512002 4378 $1.02697
DOUGLAS Depositfor Console 0710512002 5060 $488315
DOUGLAS Denositfor Oxford Sofa Fabic 0710512002 6632 §1387.75
DOUGLAS Depositfor Desk Finish 0710512002 3090 $387.00
SMITH Depositfor Sofa Fatiic 0710512002 9568 $1193.40
NICHOLS Depositfor Oak Dining Table 0710512002 3290 §531050
NICHOLS Depositfor Custom Finish on Dining Table 0710512002 3291 §80356
GoLDMAN Depositfor Floor Larmps 0710512002 1518 §181675
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Reconciliation

Outstanding Reconciled Cash Account
Your Cash Balance: Beginning Balance. Cash Account
Deposits: Deposits: Bank Statement Date:

Checks Checks
Purchases: Purchases:

Sales: Sales:

Adjustments Adjustments

Bank Balance: Bank Balance:

Resets [oisbursererts | Salss | Purnases | AGNGHTEie |

Reconcie this Chesk
Amount:

Client ﬂ Vendor Order# Invaice # Description Reconciled




[image: image3.png]2 Stud er - [Reconciliatio B
EENERAE I A e x
Recenciiznon Adustnerts | Outstanding | Reconcied ||_close
Outstanding Reconciled Gash Account
Your Gash Balance: Beginning Balance Gash Account =
Deposits Deposits Bank Statement Date
Checks: Checks:
R R Reconcie tis Check
Sales: Sales: Amount
Adjustments Adjustments
Bank Balance Bank Balance
Receipts | DiSBUrSements | gq g Purchases | Adjustments
Glient Vendor | Orer# | Imoice® Deseription Date Check# | Amount | Reconciled
P|GOLDMAN  EURCFAB 6 P.0. Payment Fabric for Chaise Lounge 0710512002 1000 (520000)
DOUGLAS  hax 3 P.0. Payment Venetian Pedestal Sink 0710572002 1001 (3400.00)
GOLDMAN TR 5 P.0. Payment Flaor Lamps with Custom Finish 0710572002 1002 ($500.00)
DOUGLAS  GOLDEN 1 P.0. Payment Reupholster Side Chair 0710572002 1003 (5250.00)
DOUGLAS M 2 P.0. Payment 18th Century Venetian Wall Sconces 0710572002 1004 (3675.00)
TAOR  STELLA 13 P.0. Payment Pewter Finish for Table Larnp 0710512002 1005 (3160.00)
SMiTH GOLDEN 10 P.0. Payment Reupholster Banquette 0710572002 1005 ($310.00)
NICHOLS M 8 P.0. Payment Oak Dining Raom Table 0710572002 1007 (351,100.00)
GOLDMAN  MaxX 14 P.0. Payment Antique Round Side Table 0710512002 1008 (3425.00) I
DOUGLAS  EUROFAB 28 P.0. Payment Fabric for Venice Armchair 0710572002 1009 ($195.00)
GOLDMAN  STELLA 17 P.0. Payment Finish for Martle Wall Sconces 0710572002 1010 (311000
GOLDMAN M 4 P.0. Payment Custarn Chaise Lounge 0710512002 1011 ($975.00)
NICHOLS  TaR T P.0. PaymentIron Chandelier 0710572002 1012 (382500
TAYLOR  GOLDEN 21 P.0. Payment King Headhoard Upholstered in Chintz 0710572002 1013 (575500
SMiTH EUROFAB 18 P.0. Payment Fatiic for Custom Sofa 0710572002 1014 ($5235.00)
SMiTH GOLDEN 15 P.0. Payment Reupholster Antigue Bench 0710572002 1015 (3512000
DOUGLAS M 20 P.0. Payment Venice Open Armchalr 0710572002 1016 (3417.50)
DOUGLAS  STAR 27 P.0. Payment Tulip Iron Sconces 0710572002 1017 (3450.00)
SMITH EUROFAB 11 P.0. Payment Pillows for Banquette 0710572002 1018 (352500
GOLDMAN M 16 P.0. Payment Antique Area Rug 0710512002 1019 ($2,100.00)
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Enter a posive Amourt to Debt or ncrease Cash.
Enter a negative Amountto Credt o Reduce Cash







Reconciliation Screen


Cash Account 

Enter the account # of the cash account to be reconciled in the “Cash Account”.  The balances for the cash account fill in.


Bank Statement Date
Enter the cut off date of the bank statement in the “Bank Statement Date”.


Beginning Balance
Enter the bank’s beginning balance in the “Reconciled Beginning Balance”.


Enter Adjustment

Adjustments (bank charges and interest) may be entered by clicking the “Adjustment Button”.  The “Adjustment Screen” is displayed.

Reconciliation - Adjustment
Adjustments (bank charges and interest) are entered on the “Adjustments Screen”.




Adjustment Screen


Post Adjustment 

After the adjustment information is entered, click the “Post Adjustment Button” and the transactions are posted to the general ledger.  A debit (interest) is posted to the “Cash Account” if the amount is positive and a credit to the “Adjust Account”.  A credit (bank charge) is posted to the “Cash Account” if the amount is negative and a debit to the “Adjust Account”.

For interest or amounts that increase cash, enter the interest account (or other applicable account) in “Adjust Account” and a positive amount in “Amount”.  This should NEVER be the cash account.
For bank charges or deductions in cash, enter the bank charge account (or other applicable account) in “Adjust Account” and a negative amount in “Amount”.  This should NEVER be the cash account.

Reconciliation - Receipts
To reconcile cash receipts or deposits, click the “Receipts Tab”.  Cash receipts are listed with cash receipts not yet reconciled on the top of the list.






Reconciliation Screen


Reconcile Deposits on This Date 

Reconcile Deposits on This Date, automatically fills in with the date of the first cash receipt.  To reconcile all cash receipt transactions with this date, click the “Reconcile Deposits on this date Button” and the “Bank Statement Date” fills in the “Reconciled” date for the cash receipt transactions.


Amount
Amount displays the total of all cash receipt transactions with the date in “Reconcile Deposit on This Date”.


Reconciled
The item’s “Reconciled” date fills in with the “Bank Statement Date” when the transaction is reconciled.  The item’s “Reconciled” date should be blank if the transaction is not reconciled.  The item’s “Reconciled” date automatically fills in when “Reconcile Deposits on This Date” is clicked.  The item’s “Reconciled” date can be manually changed by moving to the item’s “Reconciled” date and pressing the space bar.



Reconciliation - Disbursements
To reconcile cash disbursements or checks, click the “Disbursements Tab”.  Cash disbursements are listed with cash disbursements not yet reconciled on the top of the list.






Reconciliation Screen


Reconcile This Check 

Reconcile This Check, automatically fills in with the check # of the first cash disbursement.  To reconcile all cash disbursement transactions with this check #, click the “Reconcile This Check Button” and the “Bank Statement Date” fills in the “Reconciled” date for the cash disbursement transactions.


Amount
Amount displays the total of all cash disbursement transactions with the check # in “Reconcile This Check”.


Reconciled
The item’s “Reconciled” date fills in with the “Bank Statement Date” when the transaction is reconciled.  The item’s “Reconciled” date should be blank if the transaction is not reconciled.  The item’s “Reconciled” date automatically fills in when “Reconcile This Check” is clicked.  The item’s “Reconciled” date can be manually changed by moving to the item’s “Reconciled” date and pressing the space bar.

Reconciliation - Adjustments
To reconcile adjustments, click the “Adjustments Tab”.  Adjustments are listed with adjustments not yet reconciled on the top of the list.




Reconciliation Screen


Reconciled
Adjustments must be manually reconciled by pressing the space bar while in the item’s   “Reconciled” date field.
Reconciliation - Reports
The reconciliation reports should be printed after the reconciliation is complete.  The reports should be stored for reference later.




Reconciliation Screen


Outstanding Report 

To print the outstanding reconciliation report, click the “Outstanding Button”.  The outstanding reconciliation report lists all transactions outstanding through the “Bank Statement Date”.


Reconciled Report
To print the reconciled report, click the “Reconciled Button”.  The reconciled report lists all transactions reconciled with the “Bank Statement Date”.
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Note: 


To un-reconcile a previously reconciled transaction, locate the item and press the spacebar while the curser is in the reconciled field.


Reconciled items are simply moved to the bottom of the lists and can be located using filters.
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