Course 3 - Record Transactions in QuickBooks Online Topic 4: Other Tools

Topic 4: Other Tools

QuickBooks Online has tools that are especially helpful to maintain the accuracy of your QuickBooks
Online data. In this topic, you will learn where to access those tools and specifically learn about two
tools:

® Reconciliation history and Undo bank reconciliations tool

® Setthe closing date

O
o Step by Step: Bank Reconciliation History and Tools

1. Click Accounting = Reconcile from the left navigation bar.
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2. If you see the Match the books to the bank records screen, click Get started.
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* Keep yourself ontrack
® Find holes in your accounting

® Getthings tidy for tax time

)
R

' e

3. Ifyou see the Reconcile like a pro screen, click Let's do it.
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4. You're going to reconcile the Checking account, so there is no need to change the account to

reconcile.
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5. Enter Statement Ending Balance $4,349.46 and Statement Ending Date of the last day of the
month before last and click Start reconciling.

Chartof Accounts  Racondila

Chartof sccounts > Bankregister > Reconcile

Reconcile Summary | History by account | Show me around
v
v
v

Reconcile an account

Open your statement and let's get started.

© We know it takes time to get used to new stuff X

Which account do you want to reconcile?

Account

‘ Checking -

Add the following information

Beginning balance [ Ending balance © Ending date *

5.000.00 234945 04/30/2021

6. Make sure the filter at the top of the grid shows Statement ending date. Click the Payments tab
to display the payments and withdrawals from the account only.

= sample Company © Bwepes @Qup Q N & O
Chartof accounts > Bankregister > Reconcile
Reconcile  Checking ‘
Statement ending date: April 30, 2021 A =
$4,349.46 _ $5,000.00
STATEMENT ENDING BALANCE CLEARED BALANCE G"‘ _$650.54
:) DIFFERENCE
$5,000.00 a $0.00 4 $0.00 )
BEGINNING BALANCE 0 PAYMENTS 0 DEPOSITS
Show me around
C\sar filter / View all l payments || Deposts | Al )
DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO @ PAYMENT (USD) DEPOSIT (USD)
0142042021 Bill Payment. 10 Accounts Peyabl. Roberson & Associates 300.00 =
02/11/2021 Expense 12 Legal & Professi. Robertson & Associates 250.00
03/05/2021 Check 4 Automobile:Fuel Chin's Ges and Oil 5455
03/11/2021 Sales Tax Payment - Split- Q1 Payment 38.50
03/11/2021 Sales Tax Payment - Split- Q1 Payment 38.40
03/14/2021 Expense 0 Job Expenses:) Tanis's Nursery 80.00
03/14/2021 Check 12 Legel & Professi Books by Bessie 55.00
03/20/2021 Check 5 Automobile:Fuel Chin's Ges end Oil 62.01
03/21/2021 Expense 15 Job Expenses Tanis's Nursery 108.09
04/03/2021 ill Payment 7 AczountsPayssl | Hicks Herswars 250.00
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7. There are seven transactions that cleared in the Payments area during the statement period, and
you can clear each one individually by clicking a checkmark in the circle in the far-right column
for each transaction. Alternately, you can clear every transaction in a column by clicking a
checkmark in the circle at the top of that column rather than in each individual circle. Therefore,
clearing seven would be best done by clearing all nine, then un-checking the two that did not
clear. If you do clear all transactions by clicking a checkmark at the top of a column, you'll be
asked to confirm Yes, select all. Then you can un-check the ones that did not clear.

= sample Company

Chartof accounts > Bank register > Reconcile

Recencile  Checking

Statement ending date: April 30, 2021

8 Mybperns (@ Help

Qa Q0 =@ e

e )

4,349.46 4,174.46
TV-\TE%ENL ENDING BALANCE B gEA’RED BALANCE $’I 75.00
DIFFERENCE
$5,000.00 _ $825.54 + $0.00
BEGINNING BALANCE 7 PAYMENTS 0 DEPOSITS
Show me around
X Statementendingdate Clear filter / View all (Cpayments | Deposis | Al )

DATE CLEARED DATE TYPE REFNO. ACCOUNT PAYEE MEMO \ij PAYMENT (USD) DEPOSIT (USD)

01/20/2021 Bill Payment 10 Accor Payabl.. Robertson & Associstes 300.00 °
02/11/2021 Expense 12 Legel & Professi... Robertson & Associates 250.00 e
03/05/2021 Check 4 Automobile:Fuel Chin's Gas and Ol 5655 ®
03/11/2021 Sales Tax Payment -spli- Q1 Payment 3850 ®
03/11/2021 Ssles Tox Payment -Spli- Q1 Payment 3840 [
o3/14/2021 Eepoms . ot e Toriai ey 89,09 °
03/14/2021 Check 12 Legsl & Professi... Books by Bessie 55.00 e
0372072021 Check Automobile Chin's Gas and Oil &62.01

032172021 —— s e TN 108.00

04/03/2021 Sill Payment 7 Accoums Payabl . Hicks Hardware 25000

04/06/2021 Expense 8 Lendscaping Ser. . Hicks Hardwars 2436

Click the Deposits tab and mark only the first item on the list, the $175 deposit early in the

month. When the difference between the Statement Ending Balance and the Cleared Balance is
zero (and only when it is zero), click Finish Now.

= Sample Company

Chart of accounts > Bank register > Reconcile

Reconcile  Checking
Statement ending date: April 30, 2021

$4,349.46

STATEMENT ENDING BALANCE

$5,000.00

BEGINNING BALANCE

% Statementending date  Clear filter / View all

DATE CLEARED DATE  TYPE REF NO.
01£28/2021 Recsive Payment 1053
03/30/2021 5664
03/30/2021 1008
04/01/2021
04£17/2021 Reszive Payment 1886
9 Seles Receipt 1003
Deposit
2064

ACCOUNT
Accounts Recaiv
Accounts Recsiv.
Design income.

Accous

Accounts Reseiv...

Design income

$4,349.46

CLEARED BALANCE

$825.54

7 PAYMENTS +

$175.00

1 DEPOSIT

1 D

PAYEE MEMO

Bill's Windsurf Shop

Freeman Sporting Goods:55 Twi
Kate Whelan

Amy's Bird Sancwery Amy dlaims the pest control did not accur

Cool Cars

Dylan Sollfrank

Trevis Waldron

Fresman Sporting Goads:55 Tw

O 8 Wybpens

@wr QA 0 B O

Finish now .
° $0.00

DIFFERENCE

Show me around

PAYMENT (USD) DEPOSIT (USD)
175.00 [}
8640
225.00
105.00
69400
33750
21875
10355
50.00
408.00

868.15
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= WARNING: if you click Finish Now with a non-zero difference, you will be creating an Auto Adjustment
transaction for the difference to be posted to the Reconciliation Discrepancies account, and you will
require your accountant user (who has access to QuickBooks Online Accountant and its exclusive tools)
to fix your problem. This may entail undoing one or more reconciliations, which can only be done with
access to QuickBooks Online Accountant. If you cannot finish reconciling to the point where you have a

zero difference, click Save for Later and come back to your reconciliation when you are fresher.

WARNING: if you reconcile an account then change an amount on a cleared transaction (something you
should never do), that will also require someone with QuickBooks Online Accountant access to fix the
problem. Even if you change something else, like a date on a cleared transaction, if the date change is
major, it could cause problems that would require someone with QuickBooks Online Accountant access

to remedy.

2.  Step by Step: Set the Closing Date

There is no formal closing in QuickBooks; it's a perpetually running system.

QuickBooks Online knows, by what month you set as the first month in your fiscal year in the Account
and Settings, when to roll up last year’s income into Retained Earnings for reporting purposes.
However, when you have completed your review of the accounting records or sent the information
off to the accountant to complete the tax returns, you should protect any prior period data from
changing.

You do this by setting the Closing Date.

1. Click the gear icon > Account and Settings.

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings @ Alllists Order checks [} Feedback
TR T Products and services Import data Privacy
Custom form styles Recurring transactions Import desktop data
Chart of accounts Attachments Export data
QuickBooks labs Custom fields Reconcile
Tags Budgsting
Auditlog
SmartLook
Resalution center
You're viewing QuickBooks in Accountant view. Learn more Switch to Business view
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