Payroll

7. Check Reconciliation
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Q. Quit Payroll

Click on “7. Check Reconciliation” from the Main Menu and the following window will appear:
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Payroll

Check Reconciliation

Account Reconciliation

General Checks l l
Tool to Uze " Un-Reconcilistion IE'
2 3

Diskette Reconciliation Check # Amourit
Bank Stat Length  Start Length
Citizens Bank (C=Y File) 5 ] G 0
Chittenden Bank 2 ] 4 0
Peoples Heritage Bank 42 10 1| 11
Morthfield Savings Bank 2 ] 3 0 ) |
T Mational Bank (X-Changs] 44 9 14 9 Show Mismatches
Your Bank | | | | Reconcile Diskette How |
_Swe  |ceacdchecks 0 0.00

Report

Cancel

1. Tools to Use: Reconciliation: Select this option to record checks that have cleared the
bank.

2. Tools to Use: Un-Reconciliation: Select this option to change a check that was already
reconciled and should not have been. This is often used for electronic checks that need to

be re-processed.

3. Start: Click this button to begin the process of the option 1 or 2 chosen above.
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Reconciliation: Checks tab
After you choose “Reconciliation” and click “Start,” you will need to go to the “Checks” tab.

General | 1 Checks
Check # Matne Date Check &mount Reconcile | « 2
30470 LALREL HART™ 0406106 SE.91 [
30705 SOk SIMPLETOR DE29/06 M [

hdark all

—1 Clear al'
-

3
4 swve  looeachecks 0 0.00

5 Report
6 Cancel

1. Checks: The tab is highlighted during the process and works according the option chosen
on the General tab.

2. Reconcile: Review the check number detail lines with your bank statement and check off
those checks that appear that have cleared on a statement.

3. Cleared Checks: This is informational to track how many have been marked and their
total values.

4. Save: Click this button to save the reconciliation of checks in the check file.

5. Report: Click this button to choose an output option for a report of what you’ve just
done.

6. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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Reconciliation: General tab
Now go to the “General” tab.

Checks

Toaol to Use

{* Reconcilistion

" Un-Reconcilistion

1

Diskette Reconciliation Check # Ammournit
Bank Stat Length  Start Length
Citizens Bank (C=Y File) 5 ] G 0
Chittenden Bank 2 ] 4 0
Peoples Heritage Bank 42 10 1| 11
Morthfield Savings Bank 2 ] 3 0 )
T Mational Bank (X-Changs] 44 9 14 9 Show Mismatches | 2
Your Bank | | | | Reconcile Diskette How | 3

5 Sawve 4

= Cleared Checks 1 56.91
6 Report
T Cancel

1. Diskette Reconciliation: If your bank provides a diskette of cleared checks and you have
defined the positions for check numbers and amounts then items 3 will become available.
The information will appear here.

2. Show Mismatches: Click this button to report a list of checks cashed for amounts other
than expected or checks cashed that are not on file.

3. Reconcile Diskette Now: Click this button after establishing the setting from item 1 to
begin processing data from a diskette provided by the bank.

4. Cleared Checks: This is informational to track how many have been marked and their
total values.

5. Save: Click this button to save the reconciliation of checks in the check file.

6. Report: Click this button to choose an output option for a report of what you’ve just
done.

7. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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Output
After you click “Report” the following window will appear:

Report Qutput Options

_ Preview | Print Print Compressed fe | cancel |
1 2 3 4 5

1. PreView: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

2. Print: Click this button to print this report. Refer to GENERAL PRINTING for more
information.

3. Print Compressed: Click this to print the report. This is different from the “Print”
option in that it will use less paper for the same report.

4. File: Click this button to save this report on this computer. Refer to GENERAL FILE
for more information.

5. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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Un-Reconciliation
After clicking “Start” the following notice will appear:

i PLEASE NOTE: To unreconcile a check you have to un-check the one check wou want unreconciled, Leawve all of the other checks that are reconciled
{checked) checked.

Un-Reconciliation: Checks tab
After you choose “Un-Reconciliation” and click “Start,” you will need to go to the “Checks” tab.

General ;1 Checks
Check # Mame: Diate Check Amourt Reconcile | « 3
25866 LALREL HARTY 120601 1478 [
25047 PAMELA ISLEY 01 0302 14233 [
258449 CALYIN HOBBES 01 0302 996 55 v
25840 ELMER FUCD 01 0302 94914 v
25852 ROSEBLD KAMNE 01 o302 25.79 |
25853 DAYID PARTRIDGE 01 0302 25.09 [w
25854 SIMORN SIMPLETOM 01 0302 7rar [w
25055 BABE RUTH 01 az02 11636 [w
25057 LALREL HARTY 04 30z 29.56 [
25052 JULILES CEASER 01 0302 1,095 .42 [
25067 PALL REVEIRE 01 0302 26227 [
25865 COPPER HOUMD 01 0302 1,062.95 v
25871 JACK SPARROW 01 0302 494 63 v
25872 COLONIEL MUSTER 01 o302 74508 v | -
Save 3
Cancel 4

1. Checks: The tab is highlighted during the process and works according the option chosen
on the General tab.

2. Reconcile: Un-check the box on the detail line for the check or checks to be removed
from the reconciliation.

3. Save: Click this button to save the reconciliation of checks in the check file

4. Cancel: Click “Cancel” to cancel and return to the Main Menu.
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