Bank Reconciliation Help Sheet

Computer Reconciliation — Sage Accounting

In Enhanced View, click the pane Banking, then the task Reconcile Accounts.
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In Reconciliation & Deposits window, choose the Bank Account to reconcile.
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Tranzaction [Account Reconciliation A
‘ Account: 10600 Regal Bank Current -
Statement Start Date Apr01, 2015 Statement Opening Balance: 198,586.33
Statement Er Apr 30, 2015 Statement End Balance: 184,904 .45 CAD
Reconciliation May 13, 2015 Comment:
“worksheet  Transactions Incoma] Expense1
Sort Trang. by | Date | A_Zd | [ Show Deposit Slip Details 7] Do not show corrections
Source Deposit Ma. Date Comment Depositz Withdrawals 9= Status
206 Mar 21, 2015 Dextor, Drew & An| 5 311384,/ |Cleared
207 bdar 31, 2015 Strieamline Couriers 111.27|. |Cleared
208 bdar 31, 2015 Underhill & MecLeod 1,808.00./ |Cleared
209 bdar 31, 2015 Blackwell Rentals | - 1,808.57] Outstanding
210 bdar 31, 2015 Fanwest Telephone - 1,978.32] Outstanding
21 bdar 31, 2015 Morthwest Hydra C - 208912,/ |Cleared
212 Blackwell Rentals = B, 559.6 Cleared
272 btar 31, 2015 ACME Movelty Ltd - 11413 |Dutstanding
273 ktar 31, 2015 Office Equipment R - 59500  |Outstanding
274 btar 31, 2015 Twogood Partners | = 169.50) Outstanding
275 bar 31, 2015 Dextor, Drew & Ang| = 50.00 Outstanding
Rezolved -13,681.88 Outztanding Unrezolved o.00 & s
Dizcrepancy 000 = I
The ending balance for the account as shown on the statement |

- Enter the Statement End Date.
- Enter the Reconciliation Date.
- Enter the Statement End Balance.

In the Transactions tab: Mark as Cleared the transactions that have cleared the bank (click beside it in the
Cleared column).

If there is no discrepancy, click Process to post the bank reconciliation.

Print the Account Reconciliation reports:
- Under Reports
o Select Banking
o Select Account Reconciliation Report
o Select Account, enter start and end date of reconciliation
o Click OK
- Print report and attach to bank statement and backup documentation



