
Reconciling Bank Accounts 
 

When you maintain bank accounts in the program, you must reconcile them on a regular basis, that is, check the 
entries and the balance on your accounts against the statement from the bank. There are several steps involved. 

To Reconcile Bank Accounts: 
1. Filling In Bank Reconciliations 
2. Correcting Bank Reconciliation Lines (if necessary) 
3. Applying Entries (if necessary) 
4. Posting Bank Reconciliations 

Filling In Bank Reconciliations 
 

When you maintain bank accounts in the program, you must reconcile them on a regular basis, that is, check the 
entries and the balance on your accounts against the statement from the bank. The first step is to fill in the bank 
reconciliation header and lines. 

To Fill In Bank Reconciliations: 
1. Click General Ledger, Periodic Activities, Bank Account Reconciliations. 
2. In the Bank Account No. field, click the AssistButton , and click the desired bank account code. The 

program automatically fills in the Statement No. and the Balance Last Statement fields based on the 
information on the bank account card. 

3. In the Statement Date field, enter the date of the statement from the bank. 
4. In the Statement Ending Balance field, enter the balance from the bank's statement. 
5. Click Functions, and then Suggest Lines. 
6. In the Starting Date field, enter the starting posting date for the ledger entries to be reconciled. In the 

Ending Date field, enter the ending date for these ledger entries. 
7. If you use the check printing features in the program, you can click the Include Checks field. This makes 

the program suggest check ledger entries instead of the corresponding bank account ledger entries. 
8. Click OK. The program then fills in the lines. 

To complete the reconciliation, you must correct the lines (if necessary), apply the entries (if necessary) and 
post the reconciliation. 

Correcting Bank Reconciliation Lines 
 

Once you have filled in the bank account reconciliation header and lines, you must compare the suggested lines 
with the transactions on the bank's statement. If the reconciliation lines do not agree with the bank statement, 
you must correct the lines. 



To Correct Bank Reconciliation Lines: 
1. Click General Ledger, Periodic Activities, Bank Account Reconciliations. 
2. Select any lines that appear on the reconciliation lines but do not appear on the bank statement, and 

press Delete. Click OK to delete. 
3. Enter a new line with any transaction from the bank statement that does not appear on the reconciliation 

lines. 
4. Enter a new line with interest or fees from the bank statement. 

The Difference field now shows the amounts from any new entries created in steps 2 and 3, because they have 
not been applied to bank ledger entries for the bank account yet. The ledger entries that were suggested by the 
program were automatically applied to. Therefore, the Difference field contains 0 for these entries. 

It is not possible to post the bank reconciliation unless the sum of the contents of the Statement Ending Balance 
field is equal to the contents of the Total Balance field. To get these to balance, you must apply entries. 

Applying a Bank Statement Transaction to Two or 
More Bank Account Ledger Entries 
 

To reconcile a bank account, you must fill in the reconciliation header and lines, and correct any necessary 
lines. If the contents of the Statement Ending Balance and Total Balance fields are not equal after correcting 
lines, then you must apply entries. For example, you may find that a single transaction on the bank statement 
corresponds to two separate bank account ledger entries in the program. In this case, you must apply these two 
ledger entries to the reconciliation line for the bank statement transaction. 

To Apply a Bank Statement Transaction to Two or More Bank 
Account Ledger Entries: 

1. Click General Ledger, Periodic Activities, Bank Account Reconciliations. 
2. Select the line with the entry to be applied (you probably entered this line while you were correcting the 

lines). 
3. Click Apply Entries. 
4. Click the Applied field on the entries to be applied to the reconciliation line. 
5. Click OK to apply the entries. 

In the Bank Acc. Reconciliation window, you will notice that the Difference field on the line is now 0.00. 

Posting Bank Reconciliations 
 

Once you have filled in the bank reconciliation, corrected the lines (if necessary) and applied entries (if 
necessary), you are ready to post the bank reconciliation. 



To Post Bank Reconciliations: 
1. Click General Ledger, Periodic Activities, Bank Account Reconciliations. 
2. On the reconciliation lines, check that all the fields in the Difference column are now 0.00, and the Total 

Difference field at the bottom is also 0.00. 
3. Click Posting, and then click Post. 

All bank account ledger entries are modified to reflect that they have been applied to by a bank statement 
transaction. The check mark in the Open field is cleared and the bank statement number is registered on the 
entries. 

After the bank reconciliation has been posted, the program creates a bank account statement, which can be 
viewed from the relevant bank account card by clicking Bank Acc., Statements. 

Handling Erroneous Bank Statement Transactions 
 

It may occur that a bank statement contains transactions that are erroneous. If your bank statement has an 
erroneous transaction, you will not be able to apply it to a ledger entry. A difference will remain in the 
Difference field and you will not be able to post the bank reconciliation. Before you can do this, you must fill in 
the bank reconciliation header and lines. 

To Handle Erroneous Bank Statement Transactions: 
1. Click General Ledger, Periodic Activities, Bank Account Reconciliations. 
2. Select the line that contains the erroneous transaction. 
3. In the Type field, click the AssistButton , and then select Difference. When you do so, a message may 

appear that asks if you want to delete the application. 
4. Click Yes to have the program clear the Applied field on the ledger entry. The Total Difference field 

still shows an amount. However, as long as this amount is equal to the sum of all bank statement 
transactions on lines where the Type field contains Difference, the bank reconciliation can be posted. 

Attention 

An error may be corrected by the bank on the next bank statement whereby the bank records a corrective 
transaction instead of reversing the erroneous transaction and then recording the correct transaction. In this 
situation, you must manually enter the erroneous transaction with Type = Difference and the correct transaction 
with Type = Bank Account Ledger Entry in order to be able to apply it to the ledger entry. 

Posting Transactions Recorded by the Bank Only 
 

Sometimes a bank statement will contain an amount for interest or fees charged. This cannot be applied to a 
ledger entry because you have not posted the transaction that the bank has recorded. In order to complete a bank 
reconciliation, you must post this type of transaction with a general journal. 



To Post Transactions Recorded by the Bank Only: 
1. In the Reconciliation window, select the line with the entry to be posted. 
2. Click Functions, and then Transfer to General Journal. 
3. Select the appropriate journal template in the Gen. Journal Template field and the appropriate journal 

batch in the Gen. Journal Batch field. Then click OK to transfer the entry. The journal batch you copy to 
must be empty (no lines filled in) if you have specified a number series. 

4. Click General Ledger, General Journals. The General Journal window appears with the entry on the top 
line. Notice that the bank account number has been inserted. 

5. In the Document No. field on the journal line, enter the appropriate number. 
6. Enter the appropriate G/L account number as the balancing account, and then click Posting, Post to post 

the journal. 

After the entry is posted, apply the bank statement transaction to it: 

7. Click General Ledger, Periodic Activities, Bank Account Reconciliations. 
8. In the Bank Acc. Reconciliation window, select the line with the open entry and click Apply Entries. 

The Apply Bank Acc. Ledger Entries window appears. 
9. Click the Applied field on the entry with the appropriate amount, and then click OK. 

 

 

 
 


