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Bank Reconciliation —
Finishing Touches

. CONNECTIONS 2007



Agenda

e Reconciliation Process

e Using Bank Reconciliation Screen
e Balancing with the Bank

e The Bank Statement

e Adjustments

e Correcting Deposits

e Voiding Checks

e After the Bank Rec is done

e Variance?!
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Reconciliation Process

Deposits Credits/Deposits
Checks _ Debits/Checks
Adjustments <ot Fees, Transfers, Interest &

Other Items
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Bank Reconciliation

|S Bank Reconciliation - Play School High School

« Single or Multiple
School.
* Single — one
school uses this
account.

e Multiple —

Thiz iz the Bank Reconciliation Wizard.

fou can reconcile any of the banks for a single schoal,
or yau can reconcile a bank that includes multiple schaools.

Ta reconcile multiple schools, the check box far multi-zchool
bank reconciliation must be checked for any school that iz
to be included. Thiz checkbox is located on the Accounting
tab in Management/CustomizeS chool Settings.

Select which type of reconciliation you will be daing,

m u Itl ple SChOOIS and then click on "Mext" below,

Single School -

use this
account
(usually at

dlSthCt Ievel) [@ M et I[;ﬁ Eancel

Ch ZPLAY 02/22/06
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Bank Reconciliation

 Enter the Beqginning Balance directly from
your bank statement.

 Enter the Ending Balance directly from your
bank statement.

e Enter the Statement Ending Date.

 Even If statement ends on the 29th of the month or
another date close to the end of the month, we
recommend you always balance to the LAST DAY of the
month.

* Do this unless otherwise advised by your auditor/distric

. CONNECTIONS 2007



Bank Reconciliation Wizard — Cont.

o Select Bank Code for account being reconciled.

|S Bank Reconciliation - Bank Selection

Bank Reconciliation Wizard

Thiz Bank Reconciliation \Wizard will guide wou through the necessan steps
to enzure that the bank reconciliation process completes in the least amount of time,
with the least chance for emror.

Mote: v'ou may exit and re-start thiz process at any lime, without lozing
the wark, that you have donhe 2o far, should the need arize to do 2o,

To beqin, please select the bank code for the curent bank, statement, and prezs Mest'
[For Multi-5 chool Reconciliation, the bank code must be the same for all zchools. ]

Bank Code FAE
Bank G/L Account Mumber 1000-00-00

Account Description Sunzhine Bark - Checking
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Reconciliation Screen

 Clearing transactions — compare your bank
statement to the Bank Reconciliation screen.

o Clear all checks that cleared the bank this month.
» Clear all deposits that cleared the bank this month.

|5 Bank Reconciliation - Entering Cleared Items from the Bank Statement

Flzase enter 'cleared’ items from the bank staterment. and press 'Mest’ to complete the process.

Bank Code: A Opemng Bal: 1500012 Ending Bal: 29 072 23 Daff: -2.923.13
Closing Statement D ate 743105 Deposits lh Transit 3.B2375
Opening Bank Balance 15.000.12 Outztanding Checks B27. B2
Cleared Dieposits 12.300.00 Outztanding Adjustments 1300
Cleared Checks/Charges 116353 Calculated Book Balance 23907223
Cleared Adjustments 12.57 Actual Book Balance 29.072.23
Calculated Bank Balance 26145910 Wariance .ao
Type Ref Mo Crescrnption Amount Clrd
=y 4 HMSF Checkf 43Z —13.00 .
2 5 Interest Earned -— 12.57 cC
M ZIZB( BEok's Yeazrk Pro S00.00
Sent =y M 3 State Board E.na 251 .45 c
Checks Grouped - M =2 Zreen Fhoto hyr 1500
ped T M 3 Harper OLf£i rod &2 .82
Tupe, Mumber M 3 Mary Smith 1z.14 C
Date M =g =E Shirts Forever Who 900 ._00 =
| ] = = OSIT 3,000_00
] 3 F,«00_00 cC ol
[@ Clear/lUnclear J [\__;I Back ];l_‘fj Mext _[l‘;@ Cancel l b=4 ]
Enter Sart By ChdA ZPLAN 02/22/06
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Balancing with the Bank

|5 Bank Reconciliation - Entering Cleared ltems from the Bank Statement

Fleaze enter 'cleared items fram the bank, statement, and prezs 'Mext' ta complete the process.
Bank Code: A Opening Bal: 15.000.12 Ending Bal: 29.072.23 Diff: -2.923.13
Cloging Statement [ ate 07/31./05 Depozts [n T ransit 3.
Opening Bank Balance 1600012 Outztanding Checks Eo-
Cleared Deposits 12,300.00 Outstanding Adjustments -1 380
Cleared Checks/Charges 1.163.54 Calculated Book, B alance 2907223
Cleared Adiustments 1257 Actual Book Balance 29072 23
Calculated BEank Balance 2614910 Wariance o0
D ate Tupe Ref Mo D ezcription Amaunt Clrd
a7 /20,05 Y 4 WN5F Checkg 432 =-13.00 oy
a7/30/05 2 = Interesat Esrned - 1z2.57 C
a7/01/,05 M 3280 Bob's Yearbook Pro 500.00
a7/,03,/05 M 3281 State Board of Equ 251 .45 C
a7/05/05 M 3282 EFreen Photography 125.00
a7/20,/05 M 3zZ23 arper QOffice Prod CZ.BZ
07 /25,05 M 3z24 Mary Smith 12.14 C
07/25/05 M 3zZ8¢ Shirts Forewer Who 900 .00 C
07/30,05 ] z BAME DEPOSIT 2,000.00
a7/1e/05 | 3 BANE LDEBROSIT 3,800.00 C o
[ & ClearUnclear J

[@ Back l@ Meut l@ Cancel _[ f@’]

CH ZPLAY

02422408




Clearing Voids

 Void checks appear on the Bank Reconciliation as two transactions —
the original and the void.

 When you void a check, SchoolBooks marks both the original check

and the void as cleared. You must clear both of them on the same
Bank Reconciliation in order to balance.

The date on the void check must fall before the bank
statement ending date in order for both the original check
and the void to show correctly.

« Original Voids do not show on the Bank Reconciliation.

Crate Type Hef Mo Drezcrnphion Amaount  Clrd
o220, 05 o =) Interest Earned -
02 15,08 M 203 Mowe mohey 24 .00
gz 1008 1 2287 WMestern Athletic & 00 .00 C
aas1E5s08 w 3za7 WMestern Athletic & —&00_ 00 C
gz 1008 1 2z88 Bob's Tearbook Pro Loo.ao
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In Balance

IS Bank Reconciliation - Entering Cleared Items from the Bank Statement [Z||E|E|

Fleasze enter 'cleared’ items from the bank statement, and prezs Mest’ to complete the processz.

Bank Code: A Opening Bal: 15,!]!]!].11 Ending Bal: 29.072.23 Diff- 0.00
Clozing Statement D ate 0743 /05 Deposzits In Transit

Opening B ank Balance 16.000.12 Qutztanding Checks

Cleared Depaositz 16.923.75 Outztanding Adjustments

Cleared Checks/Charges 1.851.21 Calculated Book Balance 2907223
Cleared Adjustments - 43 Actual Book Balance 2907223

Calculated Bank B alance | 29,072 23 Yarance 0o | \

Crate Type Het Mo Drescription armount Clrd

a7,/03,05 M 3281 State Board of Egu 251 .45 C L

a7/05/,05 M 3z3:2 Zreen Fhotograephy 1z5.00 C ]
Sort By 'II:E-EI-:I% M 3533 Brper ;-:':'in:e Brod EE .EZ E
Q725,058 M 3284 Mary Smith 12.14 C
Checks Grouped QTSEES08 M 3288 Shirta Forewer Who 00,00 C
a7,/30,05 D z BANE DEPOSIT 3,000.00 C
07/1e/05 [} 3 BANE DEROSIT 3,200.00 C
a7 /s17 05 D 4 BANE DEPOSIT g,700.a0 C

! 07/29/05 D 33033 BANE DEPOSIT 521.25 C —

07/,21/,05 [} 33034 BANE DEPOSIT 10z .50 C W

[ﬁ%‘ Clear/Unclear J [@ Back 1153 Mext Iﬁ"l Caticel I = J
Chd FPLAY 02,2206
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Print Reconciliation Report - 1

Flay School High School
BANK RECONCILIATION REPORT
Az of Statement Ending Date: FA2172006
Bank Code: A - Sunshine Bank - Checking 3L Account: 1000-00-00 Sunshine Bank - Checking
Opening Bank Statement Balance: 1500012
Cleared Deposits: 15.923.75
Cleared Checks and Charges: 1.851.21
Cleared Adjustments: 0.43)
Calculated Bank Balance: 20,072.23
Less: Qutstanding Chechs: Q.00
Flus: D eposits In Transit: 299.00
Flus: Uncleared Adjustments: 0.00
C alculated Book Balance: 2037123
Actual Baok Balance: 28,371.23
WARIANC E: 0.00
Ending Bank Statement Balance: 2907223
Calzulated Bank Balance: 2907223
Out of Balance Amount: oo
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Print Reconciliation Report - 2

Flay S¢
BANK RECONCILIATION REPORT
- Az of Statement Ending Date: 7023172006
® Verlfy Bank Code: A - Suns hine Bank - Checking L Account: 1000-00-00 Sunshine Bank - Checking
data - Date Type MHame Ref # Amount Cleared
IS
Cleared D eposits:
CorreCt 07006 D BANK DEFOSIT 101 300000 ©
- o7 HG0G6 L BAMK DEFOSIT 102 50000 .
o7 HM806 b BAaMK DEFOSIT 103 52125 C
) U pd ate o7 M7 06 L BAMK DEFPOSIT 110 gyo0ono  C
0720006 L BAMK DEFPOSIT 111 10250 G
S Cleared Deposits: 1582375
report to
Cleared Chechks:
f' I 0701 /06 I Jack's Snack Shop 2270 Q0000 .
Ina Ize . 0704 06 I Jdack's Snack Shop 3280 50000 G
070306 T State Board of Equalization 3281 251.45 [
07 0506 [T} zreen Photography Company 3282 12500 C
07 2006 [T} Harper Office Products 3283 52 52 C
072506 I Mary Smith 2284 1244 C
G Cleared Cheacks: 1.851.21
Cleared Adjustments:
072006 A MEF Chech# 432 101 {12.007
OF 2006 A Interest Earned - Juhy, 2003 102 12.87
2 Cleared Adjustments: 0437

Outstanding Deposits:
07 2506 L BANK DEROSIT 104 299.00
1 Outstanding Deposits : 289.00
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Update

* Process is not complete until you click the “Finish”
button and receive this message.

All Done

! E B ank Beconciliation |z Finished.

e Staple: Bank Statement, Bank Rec Report PLUS
AA Detall Report for Cash Account for this month.

e Balance your bank statement promptly — within
days of receiving your statement.
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Adjusting Entries

* Positive/Negative? Does this transaction
Increase or decrease the balance in my
cash account?

* Make a Positive adjustment = More $$
* Make a Negative adjustment = Less $$

e Income/Expense — What column do you
want the adjustment to appear in?

* Income: Was the original transaction a deposit or
Interest earned?

ﬁ * Expense: Was the original transaction a check
£ you wrote or a bank fee you are being charged-
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Variance

e \What does a variance mean?
 There is a problem with your data.
It could mean you have corrupted data.
e \What causes a non-zero amount in the Variance Field?

* You've entered a wrong Beginning Balance from
bank statement.

e Your cash balance in Beginning Balances/Opening
Entries is wrong.

« Data Corruption — something has damaged a file.

 Maybe a transaction that exists in your GL history
fille does not exist in the bank reconciliation file.
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When you have a Variance

* Print the AA Detail Report for the Cash Account for this
month. Compare it to the Bank Reconciliation Report.
Does an item show on one and not the other?

 Call Blue Bear Support. There Is nothing you can do to
fix it. Blue Bear has to fix it. Here’s what we need:

« Bank Statement from last month.
« Bank Reconciliation Report from last month.
* AA Detall Report for last month.
 Trial Balance from last month.
* A backup of your data from Month End.
« Bank Statement for this month.
o Current Backup (with your Bank Reconciliatio

balance = GREENz
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How to Prevent a Variance

e The program will not allow you to enter a transaction
PRIOR to the date of the last reconciled statement date
for this account.

e Good hardware/networking means no computer
failures and helps to avoid data corruption.

IS Bank Reconciliation - Entering Cleared Items from the Bank Stat P ] S
Pleaze enter 'cleared’ items fram the bank statement, and press MNest' to complete the process.

Bank Code: A Opering Bal: 15.000.12 Ending Bal: 29.072.23 Dnff: 0.00

Clozing Statement Date 07431 /05 Depozitz In Transit .00
Opening Bank Balance 15.000.12 Cutstanding Checks .on
Cleared Depozitz 1592375 Outztanding Adjuztments .00
Cleared Checks/Charges 1.851.21 Calculated Book Balance 29.072.23
Cleared Adjustments - 43 Actual Book Balance 2912423
Calculated Bank Balance 2907223 Wariance 52.00
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Let’s Walk Through It!
Or
Questions & Answers
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