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Agenda
• Reconciliation Process
• Using Bank Reconciliation Screen
• Balancing with the Bank
• The Bank Statement
• Adjustments
• Correcting Deposits
• Voiding Checks  

• After the Bank Rec is done
• Variance?!
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Reconciliation Process
Bank Statement

Credits/Deposits
Debits/Checks

Fees, Transfers, Interest & 
Other Items

= In Balance =SchoolBooks

Deposits
Checks
Adjustments
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Bank Reconciliation
• Single or Multiple 

School.
• Single – one 

school uses this 
account.

• Multiple –
multiple schools 
use this 
account 
(usually at 
district level).
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Bank Reconciliation 
• Enter the  Beginning Balance directly from 

your bank statement.
• Enter the Ending Balance directly from your 

bank statement.
• 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/district.
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Bank Reconciliation Wizard – Cont.
• Select Bank Code for account being reconciled. 
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Reconciliation Screen
• Clearing transactions – compare your bank 

statement to the Bank Reconciliation screen.
• Clear all checks that cleared the bank this month.
• Clear all deposits that cleared the bank this month.
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Balancing with the Bank
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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.
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In Balance
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Print Reconciliation Report - 1
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• Verify 
data is 
correct.

• Update 
report to 
finalize.

Print Reconciliation Report - 2
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Update
• Process is not complete until you click the “Finish”

button and receive this message.

• Staple:  Bank Statement, Bank Rec Report PLUS 
AA Detail Report for Cash Account for this month.

• 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 $$
• Make a Negative adjustment = Less $$

• Income/Expense – What column do you 
want the adjustment to appear in?
• Income:  Was the original transaction a deposit or 

interest earned?
• Expense:  Was the original transaction a check 

you wrote or a bank fee you are being charged?
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Variance 
• What does a variance mean?

• There is a problem with your data.
• It could mean you have corrupted data.

• What causes a non-zero amount in the Variance Field?
• You’ve entered a wrong Beginning Balance from 

bank statement.
• 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 

file 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 Detail Report for last month.
• Trial Balance from last month.
• A backup of your data from Month End.
• Bank Statement for this month.
• Current Backup (with your Bank Reconciliation in 

balance = GREEN).
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How to Prevent a Variance 
• The program will not allow you to enter a transaction 

PRIOR to the date of the last reconciled statement date 
for this account.
• Good hardware/networking means no computer 

failures and helps to avoid data corruption.
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Let’s Walk Through It!
Or

Questions & Answers


