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Reconciliation

-f! but for auditing purposes, the most useful reconciliati
& \ou have probably, at some time checked through yoff‘r checking that the balance of your Current Account
& hank statement — ticking off items of expenditure an(ggrees with the balance shown on the statements iss
=3 receipts. You have probably also checked your trans e(_the Bank.

7% tions to find out which ones have not appeared on youfeur bank statement and the Current Account balanc
=4 statement and which items on your statement are notin your accounts will seldom agree and it is important
‘= accounted for. You have? Well that's Reconciliation! know what items make up the difference.

3 Bottom Line’s reconciliation facility consists of two

i m cummt et wmwe | COlUMNS Of dates and figures...
= STATIMENTOTACCOUNT | o A ist of recent credit and debit items in the Genera
e | BRI g bz pringrd Ledger account — th&ccount Transactions
- . . , ,
- o — — — — A list of recent (matching) entries frpm your bank
B e statement — th&tatement Transactions
oy AL AMOF FOEYEARL: g il
‘; Sonta o147 v e Hing totus 20 The entries in one column can be matched against th
L: ot ﬁ':f:f oy | aoan in the other. The interesting items are those which
| e o 7 s au ': o appear in one column only — usually missing from th
= oosn | o 1800 s V( Statement Transactions.
o £ o s 38 ] .
At In Bottom Line, the process starts when you set up a

_ reconciliation account for the first time so that the
E;' This chapter examinesconciliation — or verifying Statement Transactions’ balance matches the bank
™ that the balance of an account agrees with an indepestitement’s balance. You may have to enter some
;“' ent calculation of that balance. missing, un-reconciled items to achieve this initial

@ You can reconcile any account in the General Ledgerbalance-
L
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L Reconciliation
-#% Reconciliation in practice

-'%& Having manually identified the un-reconciled items and once the account list and bank statement reflect th
‘% correct reconciliation, you are ready to start using the facility.

fEHE=———— Reconciliation &=/

I.-’ =

Reconciliation Tor: R e
16100 Current Account
Items which correspond in

sy
Y

both column are ticked. _Mus_@_r_ﬂ_l_umnm_l
Date [Transaction] Date |[Transaction
Balance Brought Forward: 5.524.13 8,524.13
¥ Eales receipt 100067 4 18-fug=9T | SBEET ] ZI-Aug=9T | 0 SEZE2T MG
_[Payment Cq 504 18- Aug-37 (3,220,500 35-Aug-37 (5,220504 |
..... aymentCS05 ] F1=Aug=FF | (231EVH F¥-AwgmRT | (23167
L Rwcwiph 100158 O T == =t L 4,048 28 | d-Zap-9T | 4,046 2%
______ L247 Payment Cg 506 4-54p—37 (V30008 12-Sep-37 {1 30,00
C PL24E Paymend Cq 307 ) defep=9T | (TESEZN 11-Sep=3T §  (IES.EZ)
PPLzesPayment Ca0s | a-Sep-97 | s000NiZeepsr] | (250000
LZ50 Fayment G 509 B-Sepm97 T
FSL Rrecadpk 100189 11-Sep-37 2 E20.82 i
Balance Carried Forward: 11,3869 10, 108,84

B #[=] Save | mnore | Close I#EEEEE:EEEE5555'155.*5EEEE:EEEE5.*55'155.*5EEEE:EEEE5r55'=.55r5E'~.55.*EE'~.5ErEE%EErEEEil*lﬁl

In this example, the missing (un-reconciled)
1?-" account items explain the difference between
¥ the account’s current balance of £11 ,386.99 and

"W the bank statement balance of £10,108.84. Un-ticked items in the reconciliation list mayclude...
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g Reconciliation
-7% Unreconciled examples

% . Cheques which you have paid into the Bank but which have not yet been credited to your account.
=, Cheques which you have issued but which have not yet been presented to the Bank for payment.

o Later, when you have checked your bank statements, you may end up with un-ticked items on the stateme
= — these may include...

- Transactions which the Bank has passed directly to your account — such as interest earned, bank chart
ey fees — and which you may not have entered into your accounts.

<, + Cheques paid into the Bank but which have since been returned dishonoured.

<2 It is the un-ticked items that highlight the differences between the current balance in your accounts and the
/4 balance on your bank statement. These differences are then used for verification.

23 At the same time, the reconciliation process exposesaald reasons for the difference — such as book-
<= keeping errors or mistakes made by the bank — and the necessary steps can then be taken to rectify thos
-

=

=
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L
it J Creating a Reconciliation Account

“2 illustrate the steps involved in setting up and maintai
=3 ing a bank reconciliation account.

bank statements.

—
-

@

W that you want to reconcile like this...

% |n the following sections, we use a worked example to

& ‘- - - -

'5' You can, of course, use the same principles outlined “‘F“”""'"’“““ 2
=2 this chapter to reconcile other General Ledger accoufjtsst!ect Recanciliation Recount :

= for example, High Interest, Petty Cash or Credit = IR

Eﬂ* Card accounts it is also a good idea to reconcile your

‘= VAT account to ensure that the General Ledger VAT _

+= Account(s) are in line with thBetailedVAT Records
“2 Before creating a new account reconciliation, you s [ DK i

2= should ensure that the account is up-to-date in Bottorja
_‘-la Line. ThIS means... Add T Beconclllatian E

i . Add Account To Aeconcilintion :
‘::: » Post allJournalsand adjustments to date. T
» Post the currentustomer transactiorandsupplier ISZ000 High WWierest Aessmmil
=] . 14409 Prity Cash
transactiongrom the Sales and Purchase Ledgers to 16500 Higz, Detetr aned Crectbs
*®  the General Ledger 20508 Contier Soas seem
. ler mpFaz e Aocoand
DT Agsrualr f Prowinerg
== Do a manual reconciliation of the account. If this is T AT b i S
3 your current account, go through your cheque stubs 20000 kol ey

and locate items that have never appeared on your

Reconciliation
Double click the Reconciliation icon on
m the Bottom Line desktop then, when the
following dialogue appears, click the
New button...

Feconciliation

I
Locate and click the General Ledger account that you
want to reconcile then click the Add button.

= The next step is to select the General Ledger account

You can now open the account as shawar...
Chapter 17 -5
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,-3 Reconciling an account for the first time

R Opening an account reconciliation

Reconciliation
When you first open a reconciliation account you will
see a list of all the debits and credits currently held in
the General Ledger for that account and the date on
which they were posted as in the exampler the

page
The Statementlist is preset to blank.

you will be greeted with an empty Reconc

£

g Click the Reconclliation E
'_3 8preel;]/ebau|t:E2 Snlecl Aeconmclliation Account @
=% Reconcilia-
+a, tion window

for the

., Selected
E': account... [ open(;
e

—

=
-

-
=

-
- Drawing a blank

; If you have just cleared the Transaction Li

'-""' ation window — but don’t worry ! You will see that
“F | it is a simple matter to add items into the list on eif
i

5t,
li-

heYou are now able texamine the initial figureen the

side of the reconciliation.

reconciliation table...
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a4

+&, Current (un-

=% this account.

L

- Initial reconciliation against statement

The Account Record column initially includes
the Balance Brought Forward amount from
the General Ledger account.

! cleared) transac-
tions which have
been posted to

Reconciliation

—— - All monies
i | Reconciliation i .
credited from
Reconciliation for: the Current
16100 Current Account Account are
shown in
Account Record | Statement | brackets — as
Dalte nsaction Dale Transaction |
Balance Brought Forward: Tn% smzsj & B 25 hegative
S Fecept 100168 1-5ep-37 4,046 23 o] | amounts. These
..... 24T Payreent CqS06 | 4-Sep-37 [ 0 (130000 —} represent
248 Payment Cq 507 4-Sep-aT (165 £2)
249 Puayrent Cg 508 A-Eap=i7 {250 00 Payments .
R0 Payment CqB0% _ B-Gep? | D AT 1 | b
Receiph 100165 11=5ep-97 2pa088 | —— ki
Balance Carried Fornuard: i1, 5Ee53 £ 08 3
B 3 B T e T s B

At the end of the list, the Balance Carried Forward
shows the current balance of the account — this figure
will always equal the balance in your account.

Monies debited to the Current Account
are shown as positive amounts

representing the Receipts which have
been paid into your bank account.

¢ Now check this initial list against your bank statement.

:-_-lii‘ As mentioned earlier, the current bank balance according to the accounts
~® seldom agrees with the current balance on your bank statement

Chapter 17 -7



Reconciliation

» The Current Account includes payments

and receipts which have not yet been _ Curnt Acoound 554 88T
Mational Direct
- cleared by the Bank. STATEMENT OF ACCOUNT
~“% « The banl'< statement may include items —- Feksbdlid L M
.2&  such as interest earned, bank charges o
fees — which the Bank has automatically Dictashs Paymants Revuaps Diate alanex
paid into or deducted from your account. "7
BALANCE FORWARD 14 #2403
Crada |a0IeT 158437 ¥ 1000 4
= g
_|=I . Lo vl el —-«{ p ko] Thllg BHTR
: Items which have been posted to ———— oset — | Al Thisg [T
= the account and also appear on Cruda 1201e8 404611 Hap 1045446
% the bank statement. i - 1o o
100504 13000 1 g
""} [Le ikt Lol 10108 B4
—————— Aecancillation |
= | [Reconciliation for: ¥ -~ E i!*.'-:’i' ;': > Items which have already been
= | 16100 Current Account e s cleared from the accounts.
> ___<
T Rccound Record | Statement |
Date [Transaction| Date |Transection|
_-_'=- Balance BFI:II.Igl'It Foruard: b 608 25 ERODETE |
o ([ (ELRecoipd 100068 | 1-Sep-97 | apeeay) 000 | i
i (150 (508 it
_-E, (185 G2
: _r.fﬁgﬁ__ e E— - Items which do not appear on
2 620.87 — o the bank statement.
TUF | Balance Carried Forward: 11,586.57 ]
v [0 1 T T T L& Bl

lﬂ’ Chapter 17 - 8



fag Reconciliation

Adding bank statement items Only a copy

‘ Before going any further, you should chegk At this stage it is important to realise that
oy through the bank statement for items whi¢h ' the figures in the reconciliation list are only
.z | have not yet been entered into the accounts. If yqu | copies of the figures in the actual account. Any

. | find any, close the Reconciliation window in the changes, additions or deletions that you make to ¢
i usual way and enter the item(s) into the accounts] @freconciliation list will not be passed back to the real
- re-opening the Reconciliation window, Bottom Ling | accounts.
J:,, will have added the newly posted items to the list.

42 Notice also that, in thebove examplethe statement from your bank includes transactions which have alread
“.2 been cleared from the account. However, the Balance Brought Forward figure will
2 reflect them.

<= Furthermore, there may also be items which have been cleared fro
“i= account but have still not appeared on a statement. Evidence of these

= missing transactions will have come to light amongst your cheque book
S stubs...

" Before you attempt to reconcile the two closing balances, you should first
_? ensure that the opening balances agree. This means adding any missing transactions so that the transact
™ is brought into line with the initial bank statement as describedeaf

o
D

A\1”4
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g Reconciliation
#r J Adding Reconciliation Items

£
~ MNational Direct
’ STATEMENT OF ACCOUNT
.
= | Rock Solid Lid 145gA7
15 Berlan Lame, Lockangton, BAI2 olL. M 24
=
Datail= Fanmeends Raocoipits Date Balanice
1997
BALAMCE FORWARD ldbag 852413
B crean 100167 153627 T2hag 1006040
2 1 00504 172050 15 hug 681950
100505 1167 py L 660823

- \_’/_,_ —\J"/
== In ourexample the bank statement includes three ~ What you can do now is add them to the reconciliatio
= entries which have been entered into Bottom Line butlist. Don't forget that, according to your cheque book
- have since been cleared from the Transaction List sostubs, you may also need to add transactions which
-~ - they do not appear in the list. have been cleared from the accounts but which have

w

= appeared on the current bank statement.

- Referring to your bank statement and cheque book, &
o the missing transactions, one by dfie this...

Chapter |7 - 10
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-7% Add a new
.i& reconciliation
‘& item

jgﬂ Reconciliation “""'""""'""""'""""'""""'""""'"""‘"""'Eg

Reconciliation Tor:
16100 Current Account

W

-
Account Record | Statement I
Date [Transaction] Date [Transaction
Balance Brought Forward: & 608 23 £ 608 3T
Receipl IODIEE 1-Sep-37 4,044 23 £
247 Payment Cg 506 -Sap=97 (130,00
| JFL Z4E Pagrewnt Cq 30T | A-SepdT | (165620 S S _
248 Payreend Cq 508 _E-Sap=07 L e 1) [
250 Fayment Cg 509 8-5ep-97 (1 24267
Receipl 10DIES 11-Sep-37 2 E20E3
2-0:4-97 o
Balance Carried Forward: 11,326.53 £ 50828
Ilillﬂiﬂlwrlﬂhﬂl’:l [=]m|

EITHER Click here to add a
new row to the end of the
reconciliation list.

" Complete the new entry like this...

OR: Choose Add Item from the
Reconciliation menu.

Reconciliation

= |

[Sales receipt 100167

| 18-hug-97 |

1.536.27 |

e

o

{u transaction.

L

Click inside the description
sf’-" cell then replace the preset
¥ text with a description of the

cell then enter the date on
which the transaction was
posted to the account.

Tab to or click inside the Date

Tab to or click inside the Transaction cell to

enter the value of the transaction — either
as a negative amount (bank payments) or
as a positive amount (bank receipts).

Chapter |7 - |1



g Reconciliation
-% Matching up the balance brought forward

‘& Bear in mind that when you add account records to the Reconciliation window, it does not mean that you a
‘% cooking the books! The transaction details that you enter here only affect the Reconciliation listing — they
=% posted to the actual account and, therefore, do not affect the account’s current balance.

i .

:ﬂ* AFTER... Account Record Statement ] Consequently, if you compare

=2 Date  [Tramsaction ate |Transaction| our sample reconciliation

4= Balance Brought Forward: 252412 252415 beforeand after the addition of
—__[5L Receipt 100165  1-Sep=97 | 404633 7 Do .

B [ [FL247 Payment Cq 505 4-Eep-97 £30.00 = the historic transactiongou

i | P22 Paymant Cq 50T L 4cBepn8T | CIESESN i | Wil SEE..

|- PLza3 Pagmant 0g 503 . kL 250008

il FL2S0 Payrrend Cg SO _B-Sepa¥ | (1,342.67)

i, | JSLReceipt 100069 | 11-Bep-97 | 2p2082| R .

= Sales receipt 100167 | 18-Awg-87 | VASESTE
— |Payment Cg 504 T (3220500 B =

&, | = [P ayment Cq 505 21-hug=97 (231 67)

- Balance Carried Forward: 11,586.58 m Currmt Agoand @ lser

= STATEMENT OF ACCOUNT

=] o i L, Losinghon, BATZ6IL i

s Previously cleared items Current balance .

== added back to the list. remains constant - i ' - SRR D:::: R /
- whatever you add to BALANLCE FORMARD g Hi3a

W H Criadat L=l 1) I5M1r 11k [FDDeD 40

= the list. iy S— Ty o

S #2E505 10EY Thibug PP

L Crada Rt | A 11 At [ LT

o [ BESE] 11 5 TR R

4 ()] I

b :u ] 15000 R

lﬂ Chapter |7 - 12



g Reconciliation
.7% Adjusting the Balance Brought Forward

& 2

. ACCOUNT STATEMENT

~23 Balance Brought Forward: 8,524.13 w 8,524.13

‘-} Minus the total value
- of the account
transactions listed

:} Balance Carried Forward: 11,386.99
|
-

The account’s Balance Carried Forward has not changed.

» Bottom Line has adjusted the account’s Balance Brought Forward figure (the sum total of previously cle:
transactions) to reflect the value of the missing historic transactions that you have just added back into t

The Balance Brought Forward for the account, in turn, becomes the Balance Brought Forward for the st:
ment.

This figure matches the opening balance shown on your bank statement — signifying that the account t
tions and bank statement are starting from the same datum.

Redaidovo

5 Chapter |7 - 13



Reconciliation

=L
2r ) Re-organising Transactions

- Having added the required historic transactions, you may want to change the order in which the account re
“® are listed — for example, to match the order in which they appear on the bank statement.

_‘:‘:5 You can re-position an account transaction using the OPTION key and mouse like this...

<@ [ Sales receipt 100167 | 18- dug-57 | 1,536.27 | | |
I

*2 EITHER: Position the
= mouse pointer over Balance Brought Forward: - B524.13 852412
i< the item that you want [ Recent 100148 1=Sep-07 4,046 2%
<3 to move then hold PL24T Payerind Cq 06 4 Sep=97 (130 00N
) FLZ4S Payrend Cq 507 4-Sep-5T7 (155 2
«/# down the Option key. Im T IPL24% Payment Cq %08 PR (290 (0 )
- - 4 \ [FLZ50 Payment Cq 509 e Gep=97 {1,342 67}
<3, Notice that the pointer \-_- Fecrt 100165 s 2oz 62
<& changes to this: = 160167 13- hug-37 1.536.27
- aymment Cg S04 18- hug-37 (2 220 507
Y= While holding down the [Payent Cq 505 21-hug-37 (231 67
' Balance Carried Forward: 11,385 53 8,524.13

- Option key, click and drag
S the pointer to the item’s new position in the list — then

v release the mouse button. m—
Add Item

~“=# The selected item moves to its new position.
) Delete Item

= _ _ Group Items

¥ OR: Alternatively, you can select the transaction you _ Move Up #®1
‘® want to move then... | mMoue Down %0
:_"E' ...select either the Move Up or Move Down commands

" from the Reconciliation menu. Reconciliation Report...

lﬂ’ Chapter |7 - 14



=L ]
&2t ] Reconciling Account Records

Reconciliation

- Having recreated the missing history and organised

“® the account records in the required order, you ca Courrent Acoourk 446817
= begin reconciling items against the bank statemieri® STATEMENT OF ACCOUNT
o .

:& To do this... e L ok iagn, AL s
“2 For each payment or receipt listed on the bank

*= statement, locate the matching transaction entry-in— 2+ Tormmts Boopts ‘:‘: Bl

%= the reconciliation list. Once matched, reconcile [th@wascs roswaa PHA I
“= account record like this... Gl S v s o e

P 10055 o IR LT ]
= T = oser | o s Thhug 60827
o L L 11 L R 10068 o 84800 Ahap 1054 8

caset sk cati

-, Reconciliation for: :m-:u v :Lm :,I: I

==, Check that 16100 Current Account st | 1sem 101004
e the bank’s

¥ .
S figure Account Record | Statement | __then enter the
" Date [Transaction| Date [Transaction
o~ matchgs e | Batance Brought Forward: Ba24.18 TRE statement date on
figure inthe | L7 Teates recept io0ier | To-dug7 | 153627 | 22-hug-57 | 152527 |53 | which this amount

" accounts o |Pagment Cg 504 5= Aug=37 (3,220500 25-Aug-37 320500 | | was paid into or out
== then doubl [/ [Pagment Cq 508 2= Aug- 07 (221 47 20- hug=07 (331 6T)

e clich hor 1o | - Eesebt 100163 ASepd7 | 4046231 4-Sap-97 iMETE of the account.
- click here to o [FLZAT Pugrient Cq 506 A-Tap-37 (120000 1 2-Sep-57 RESE .

¥ reconcile the |[# [Przepumentcasor | “aseeer | ii656a] 11-sepeer | 16862 Notice that Bottom
= entry... LSO Pagrant Cqs08 | ggepor | (O 3azerd 00 =

el [ faL L 100165 11-543-97 262082 | | ment amount for you
F Balance Carried Forward: 11 3000 10,1004 and ticks the item to
e T[] =] Gwve | wes | Ciose |G ElE| show that it agrees —

Chapter |7 - IS5
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Reconciliation

'-3 or reconciles— with the amount posted to the accoun
@ All you have to enter is the date on which this transag
) tion was processed by the Bank.

% Repeat this process until all items on the bank statem
.7& have been reconciled to the existing account records

=3 The Statement Reconciliation’s Balance Carried For-
== ward should now match the figure on the statement
& from the bank. If it does not match then you must

=3 search for the missing item(s) and add them until it d¢
2=, match.

More about reconciling account
records

If you find that you have reconciled the

(T

wrong item, double click the reconciliation box agai

to remove the tick and the Statement amount ent
for that item.

You can also reconcile an item by typing the bank
statement date and amount directly into relevant g
boxes. If you enter a Statement amount that matg
the Account Record amount then Bottom Line tick
the item for you, indicating that it is reconciled.

[=4
>

216

he

ntpy!

Spotting mistakes

There will be times when the value of an
ent item on the bank statemedtbes not agree
with the amount posted to the account. In these
circumstances, you should overwrite the pre-suppj
Statement amount with that shown on the bank
statement and Bottom Line automatically-recon-
g'lesthe item. The transaction then remains un-
reconciled until the reason for the discrepancy has
been identified.

~+

If the error is your fault, close the reconciliation lis
then post the relevant adjustment to the accounts
returning to the reconciliation window, the adjust-
ment can then bgroupedwith the original transac-
vdion and reconciled as described later in the next
section entitledviaintaining a ReconciliatioAc-
count

f the Bank is the culprit, you should notify them of

,dhe error then await the relevant correction in the ne
bank statement.
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8z ] The Final Reckoning ACCOUNT

-®& Each time you tick” an
‘® account recordBottom {E‘“h“;EdE}"““H“ Forward:
cormpute

8,524 13

“3 Line re-calculates the
23 pank statement balance
=3 taking account of the
i4 statement amount en-
& tered. It works like

<4, this...

+= As you reconcile items,
/% Bottom Line adds each
&, statement amount

Dedud the surn o1
the acoount
transadions listed

Balance Carried Forward:
{does not vary from the
account balance)

[1, 386529

a3

- Reconciliation

“~—

Reconciliation
STATBEABNT

8,524 13

Add the surm o
the staternent
arounts entered

[0, 10884

== entered to the statement’s Balance Broughimmtm,m,. for: o e D
«;= Forward figure to arrive at the statement’s 16100 current Account ot per g g
-2= Balance Carried Forward... . _ —
fecound Recard | Liatement
=] Dale [Transaction| Dale |Transection
Balance Broughl Foruard; A48 [T N
= L [ales recapt 100167 18- hugg= 9T 1,385 27 | 33-Auge 0T 1 =85 27 Hr
- call DT T L N 6 - L
by L P agmant Cg 505 1= fuag=¥T {381 6T 29 Aug=%T {3EL 47
R~ AL Reckiph | D0N£8 I -S4 5T 405 23 | 4SBT 4,45 23
b ¥ FL24T Pugmend Cg 502 A=Zap=9T e I e
:'E L 248 Fugrnerd g =0T A=5ap=FT iVES 62 0 =Sap=9T (L
" [PLIAS Firgrnad Cg 5085 f A-SapeST | CS0000IZeepsT] | (2000
oo " . %0 Pgrmerd g T BeSap=¥T £1 34307 .
-, ...and, it is this figure which should Receipt | 00163 1154597 242082 o
™ oventually match the balance on your Belance Carvied Forward: LA R 10108 8
% ank statement T & Clase EE

Chapter |7
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Reconciliation

Current Account 9538807
- MNational Direct
STATEMENT OF ACCOUNT

3 |
- ﬁ?l.,i{i}l.l-.dﬁidq Lockington, BA1Z 6]L. 1&%":‘;}
=
Chetail= Paymsmnts R ats Cratir Balaince
= 1997
BALAMOE FORWARD ELI BE14. 13
Crodit 100167 o 152627 12hug 10060 40
- 0504 & 31050 25dug 681990
- 60505 13147 Mhis §608.23
Crodit 100168 ¥ 404622 4Sap 1065446
- 160507 o 16552 115ep 1046884
| 100504 ¢ 13000 125ep
- 100508 ¢ 15000 1010884
=

- . . . .
- Notice that, in the above example, two account items remain un-reconciled...

“m» * Acheque for £1,342.67 which, according to the bank statement, has not yet been presented to the Bank
=» Payment.
& * A receipt for £2,620.82 which has not been cleared.

:ﬂ It is the un-reconciled items which form the basis of your reconciliation since it is these items which fully ex
¥ the difference between the account balance and the bank statement balance.

L
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Reconciliation

- Reporl Options m m
- Having completed the reconciliation, you should

“® print a permanent copy for your audit records. Report date:

_:_3 Do it like this... B i departments  Department | Na Deparl... w |
Reconciliation Choose Reconciliation O showe zero halance accounts [ Show Commas
Adu flem Report from the Recon- O show Detail B show Pence
Delete 1tem ciliation menu to display
Group | tems this dialogue... O Show last year's figures B Customer Invoice
::ﬁ: :zum B Shoar this period O Delivery Notes
Click Show un-reconciled [ Show budget [ cCopy Invoice
., Reconciliation Report,.. only to exclude all 5] $Show unreconciled only [l Fre-Printed Form
reconciled items from the Totalling : | Normal T] COHeaded Paper
report then click OK to e ’ '
display the preview on Margins: Top in Boltom in
screen... 5

If you leave theshow Un-reconciled Onlycheck box
deselected, the program selects all items (reconciled ar
un-reconciled) for inclusion in the report and presents
all the entries as they appear in the Reconciliation
window.
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Reconciliation

EEE! Reconciliation Report
% - Rock Solid Limited o Date : 14-Sep-
o Reconciliation
s 16100 Current Account
2 Asopnt Ressid Statemant
r_ Description Cate Transation Date Transmetion
PL2S0 Payment Cq 509 BSep-97  [1,242.67)
SL Receipt 100169 11-Sep-97  2,620.82
ot Unreconciled Totals 1,27T8.15 ond
=
= | Optionz | Fants |{':I T

=
§Once you have previewed the report on screen, you (
print it by choosing the Print command from the File
. menu in the usual Macintosh way.

- of the Report window to return to the Reconciliation
-, window.

[

; On completion, click the close box in the top left corner

~

~

Before you print...

If you are unfamiliar with the chooser or
Page Setup, either turn @hapter Sor to
your Macintosh User’s Guide for more information|.

D
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- Having completed your first reconciliation and printed
S the report, you can now save the information as shown

Reconciliation

here... s _'___rr,..-vz"ff-—‘f
B EEeal 11-5epoa7 |
T esdd Rayment Cq 308 d-Sep-97 [ (250004 13-Sep-97
FLESOPaurnend Cq 509 | B-Sep-57 |  (igszévy L
5L Receipt 100169 11-5ep-97 262082 i
Balance Carried Forward: 11,386.939 1010854
Ee]-] sawe | hmro; | ':'Im; 2 | e T )
Click Save to ...OR, click ...OR, click here to close
accept the Ignore to the window. If any un- Do you want 1o save the changes to this
information erase the  saved details are de- & window?
entered. un-saved tected, you will see this - [—] ﬁ
changes. alert... I@ Lancel Save

Behind the scenes
While the reconciliation window is closed,

ciliation window to include all subsequent transac-
tions posted to this account. When the next bank
statement arrives, these new transactions can be
reconciled as described in thext section

Bottom Line constantly updates the Recop- changes...

Click here to ...OR, click here ...OR, click
ignore the un- to return to the here to save
saved Reconciliation the changes.

window.

On saving, the Reconciliation window closes.
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,-3 Maintaining a Reconciliation Account

& Once you have set up and completed the initial reco
“> ciliation, all that remains is to carry out the routine ta
=3 of updating and reconciling this account with each

~23 subsequent bank statement received — but, before ypu EEEEEITTIEET
=2 reconcile an account ensure that it is up-to-date. Thi
i% means...

=.
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Reconciliation
Click the account that you want to reconcile then...

Reconciliation

Select Reconciliation Accownt .

MeL
Remoue

Posting allJournalsand adjustments to date.

Posting the currentustomer transactiorand
supplier transactiorfsom the Sales and Purchase
Ledgers to the General Ledger.

Checking the bank statement for any un-posted items
— bank charges, fees, direct debits or interest earriéigk the Open button to display the updated
— which the Bank has deducted or paid into your Reconciliation window...

account. If you notice one of these items, use the

Journalfacility to post the amount to the relevant

accounts.

Cancel

Bl

_? Having done this, re-open the reconciliation account. Notice that Bottom Line has maintained the Account

g
W
w

o Reconciliation

Record entries by adding all transactions that have b
posted to this account since the previous reconciliatic
was saved. All you have to do, is supply the bank

statement entries as described in the previous sectiol

to briefly recap..

From the Bottom Line desktop, double
click the Reconciliation icon to open it.
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-% Reconciliation as you go

E
=

T [ T Reconciintion P s T

Reconciliation Tor:
16100 Current Account

Reesn

-
Account Record | Statement |
Dale_ |Transaction] Dale  |Transaction)
alance Brought Forward; 8534058 FEFERE
[Eakes revept 100167 22- =31 1,536 37| 22-#ug-37 1,586 27
w_|Fagrivent Cq 504 1B Aug-37 (32000 PT-keg-97 | 032200500
o [Fugrank CqS0% | Fl-keg-37 [ (231 ETH F9-kug-37 (231 £7
W [EL Rpesiph 100168 1-Sap- 57 4046 33 | 4-Sep-5T 4 (4 23
of PLIATPayeert o506 | 4-Gep=97 [ (130008 12-Sep-97 113000
o [PLEAE Payrmend Eg 507 A=Gep= 9T (a8 g2y 11 =Sep=97 (165 52
o [PLEAS Payrreent G 508 -G 5T (250008 12-5ep-37 (25000
[FL250 Pyt Ciy 509 B-Sap-57 {1,342 57) L ]
_ELPecelpl NOOIES ) Wi-Sep-5T7 | 0 2ga0&2) 0 |
Riceipt 100170 18-54p-57 327835
s L — Ti-Sap=97 [ 5 | R E—
Reseipt 100170 18-5ep- 97 0334
IPL251 Payment Cg 510 29-Sep-5T 589544
e Bank berest charges 23-Sep- (60 23]
PLISE Pageeded Cy 501 | &-0ed-3T | ITEDET) i -
FLIST Paytesnd Cg 512 11-0ei-57 7624 P
Bolance Carried Forward: i3 796 T 10,105 84
2 3 I e I =)

Reconciliation

To reconcilean account item with

one that appears on the bank state-

ment:

EITHER: Double click inside the cell
to the left of the item’s description to
tick it then enter the Statement
Date.

OR: Type the Statement Date and
Statement Amount in the relevant
boxes then, if statement and ac-
count record amounts agree, Bot-
tom Line ticks the item for you.

Bottom Line also provides a numbe

of other facilities to help you com-
plete your reconciliation —turn the
pageto find out more...

Changing descriptions

You can change the description supplied by Bottom Line to something more meaningful — just
inside the relevant description cell then edit the text in the usual way.
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Reconciliation

=L
2t ) Grouping Transactions

& There may be times when a number of individual account transactions appear as a single entry on the ban
“= ment. For example, you may have paid a number of customer cheques into your account using a single b:

=3 slip.
& ‘- - - - - - -
"'5 In these circumstances, you would select and group the individual account transactions to be reconciled.
“2 o this in a number of ways...
- Grouping adjacent items

.:'3 If the transactions are positioned together in the list, use the SHIFT key as shown in Step 1
- select the items then group them as showsiép 2

o STEP1: SELECTING THE ITEMS TO BE GROUPED

= | 7L Recel {i-Bep-a7 | EspEs |
.............................................................................. 18-Bep-a7 | ZavEas |
............. 18-Sep-o7 | 26074 | . [T
= 18-Sep-97 | sgeEq|
| 29-Sep-97 | e934l| |

=
v Click the first item in the group then, while holding down the
= SHIFT key, click the last item in the group to be selected.
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ﬂ Reconciliation
._-!. STEP 2: GROUPING THE SELECTED ITEMS

s — T T— _'_'_'_-_-_-_"'"--._________‘

- | 5L Receipt 100169 11=54p~57 262082
[t Peespt 1o0170 155437 321828
L L L o LA I i L I E——
i Fecelpt 100170 18-S4p-57 355 34
i1 392833
_______ 250 Pagment CqSI0 | | ZO<Eep-9T BEIE4 | B
) B4 Bank interest charges Z=Sep=3T el ] Lo
"' 252 Pagment Cg 511 4-0c1-96 TI055 A
= Balance Carried Forwlard: 13 756,78 1010594
=~
:: W[*[=] Sare | bnore || Chosr o] G
r | Group total row.
i
EITHER, Click here to group the selected OR, Choose Group items from the
items, inserting a Group Total row. Reconciliation menu.

ot
«:=, Bottom Line inserts a Group Total for the selected items. If this total matches the Delele Item
== amount shown on the bank statement, carry out Step 3 to reconcile the group.

fdd 1tem

Moue Up ®U
S® STEP 3: RECONCILING THE GROUP Mouve Down ®0

[ ek Reseipt 00188

Reconciliation Repart..,

e L
:d:ir Double click the reconciliation
“{@ cell for any item in the group...

i

...then enter the Statement
Date in the Group Total line.
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-4 Grouping non-adjacent items

‘% list, you can hand pick the items to be grouped like

~% this...

=2 Hold down the COMMAND key, then click each item
=3

Reconciliation
Bottom Line re-organises the selected items into a

& |f the relevant transactions are scattered throughout tfif'9l€ adjacent block and inserts a Group Total line.

The Group Total can then be reconciled against the
bank statement as shownSiep 3

in turn to select it. Once all items have

- been selected, group them as$iep 2
- . Account Record Statement
X Dale [Transaclion] DOate |Transaction
- 1 Farward: 000 o0
r Tl R O s L o (e ' (| e i)
w3 " S A X111 B 3 e
| 133 oL BT s R
E " BRESHD _ SR AR s
= SLT2Y Saler Invedcs 11=0ci=a7 (4 5]
SLTIE Saler nveics 11 =0ed=57 (1 a4
= | e eveke win0/284 | B9y | ol 1 S
- B0 Esler veice Fi=0gd=07 150 05
s 20 Falery veiee B =0ei=97 [0S 5 B3
I-.; - E1=0ct=97 ke
; lance Carried Forward: (5,1 67559 000 |
L]

Removing an item from the group
If you have inadvertently included an

@ unwanted transaction in the group, click
that transaction then, while holding down the
OPTION key, drag it out of the group to another
location in the list.

Un-grouping Items
If you have grouped the wrong items, cli

@ the group then click the Group button

again to ungroup the items and remove the Group
Total.
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g Reconciliation
2r ] Completing the Reconciliation i e
Jwreyrs] Seooued
-& Once you have reconciled all items on the bank state-m STATEMENT OF ACCOUNT
“® ment with the corresponding account transactions, Bebnae s
=3 check the Balance Carried Forward at the foot of the e '
-2 right hand column against the final balance shown of Dtadis e fr— Do —
== the bank statement. PR hed -
~= If these two figures agree, print a Reconciliation repgrt~™ o | somae e vl I
% as described P AR L~ -
i afew pages =1 Reconc et :-: [rerny g [T
P [ [T [F=
:; back Reconciliation for; wes | e {
i
- 16100 Current Rccount .;"’ o
<= Account Record Statement
- Date [Transaction| Date |Transactlion
“r= Balance Brought Forward: B,524.13 252413
o [Salesreceipt 100167 | 18-Aug-97 | 153827 2i-Augd7 | 1,336.27 [4¢
- ' _[Payment Cq 504 ) A BmAug=97 | (3220500 25-Aug-97 | (322050
=) of PawmentCaSos | 21-Aug-87 | (2EVETN 29-Aegd7 | (231.57)
' [EL Reoeipt 100168 e B FT 4,046,232 | 4=Sep=57 | 404623
b o FLZ4TPagment Cq306 | 4-Sep%7 | (130000 12-Seprd7 | (130.00)
R L2498 Payment Cq SO7 LABep=97 | LIESEN 11-Sep37 | (1E5E2Y
> o FL2A9Pagreent 0308 | 4-Sep-57 Jlzmoooiizsepsd | (230 00}
o LSO Pagmerd CoS0% | B<Seped7 | CLEAZETH
o Receipt 100163 11-5ep-37 262082 L
o Balance Carried Forward: 11,586,939 10,108 24
e 'i.—':l'l'l' I Save I e '|' Closs IWEEEEEE:EEEETEEEE.:EE:E: EEH] RN RS BT RN S E:E:Ei@
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“* now ready to save and close the window.

-::i However, before you do this, you may war

to weed out previously reconciled transac-
tions to help reduce the clutter that is begi
2 ning to accumulate in the window.

To delete a reconciled transaction...
Click the tick box for the first reconciled item

EL ]
2r ] Deleting Reconciled Items

&2 Having completed the reconciliation, you af@= | Reconciliation

Reconciliation

Aeconcilialion for:
T16100 Current Account

]_
Balance Broughl Forward;

B
= to be deleted then, to select additional

'S items..

..group the selected items as described
"‘«a above.

EITHER, choose Delete Item from the
Reconciliation menu...

ﬁi&’ii'iiiilﬂiiu

..OR, click here to remove the selected
item(s).

Reconciliation Tor;
16100 Current Accaunt

Recound Recond

Date Transadlion
18- w77
FIE
-+ L
L ot L
A-Sapr 3T,
A-Gap5T
=S¥
5L Fitapiprt 100G Ul =5ap=97
i T —
| bmrﬂmttqmz 11 =l k=i T (T34 o |
Ealance Carried Forward: 15 756 7R 1% =% m

[F]=] Save | bnors | Cloe 7]
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Reconciliation

More about deleting items

This process only removes transactions

from the Reconciliation window — it does
not delete them from the actual accounts! Notice
when you remove reconciled items, the Balance
Carried Forward totals do not change — it is the
Balance Brought Forward figures which adjust thegm
selves.

tharemove it is taeconcilethe item then delete it. Itis

Deleting un-reconciled items

If you have manually entered an item in
error, you will find that the only way to

important not to delete an item which is genuinely
un-reconciled.

next chapter wh
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