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BANK RECONCILIATION 

 

If there are bank fees, direct debits, periodical payments, or direct deposits, these need 

to be entered before the reconciliation is started. 

 

TO ENTER ALL DEBIT ITEMS 

 

From the Banking menu, select Write Cheques. 

 

Key in BS (Bank Statement) into the cheque number field.  Adjust the date if 

necessary.  In the payee field, key in the name of the bank (Quick add if necessary). 

Key in the amount of the bank fee.   

 

 
 

In the account field, select Bank charges from the pull down list of accounts. (Open 

the Bank Charges account if necessary).  Check that the amount of the bank fee is 

entered in the amount column.   Click on Save & Close. 

 

To enter direct deposits 

 

From the Banking menu, select Make deposits. 
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Adjust the date. 

In the Received From field, enter the source of the deposit (name of the bank).  Select 

the account for the income from the pull down list (or open the account if necessary).  

The Memo field can be used to note the reason for the deposit.   

 

Key in the amount of the deposit.  

 

Click on Save & Close. 

 

TO RECONCILE THE ACCOUNT WITH THE BANK STATEMENT 

 

From the Banking menu, select Reconcile. 

 

In the reconcile box, enter the closing balance of the bank account from the bank 

statement. 

 

 
 

Click on Continue. 
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At the Reconcile screen, lists of deposits and cheques appear.  These need to be 

compared to the cheques and deposits on the bank statement. Insert a tick on the left 

of the lists for any item which appears on both records. 

 

At the bottom right of the box is the field Difference.  As the cheques and deposits 

which are showing on the bank statement are ticked off, this difference will decrease 

to 0.00.  The account is now ready to be reconciled. 

 

Click on Reconcile Now and QuickBooks removes the reconciled items from the list 

and prepares the lists for the next reconciliation.   

 

Printouts of the full list of deposits and withdrawals showing the reconciled items, or 

a summary of the reconciliation showing unpresented cheques and deposits not 

credited are obtained by selecting the report required from the following screen. 

 

 

 

 


