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Supplemental Guide Overview

PURPOSE OF THIS GUIDE

The recorded modules provided instruction on how to use bank feeds, set up and process payroll,
learn about apps and the QuickBooks Online ecosystem and the reporting functionality in the
program. This guide is an accompaniment to provide you with written documentation of the
concepts and exercises demonstrated in the recordings.

The topics presented in this handbook are intended to help you:

® Utilize the Banking Center to link your banking and credit card accounts to QuickBooks Online

® Use tools such as Recurring Transactions, Attachments and the Reconcile tool

LEARNING OBJECTIVES

In this module you will learn concepts and workflows related to the following learning objectives:

® Identify the steps to set up and utilize bank feeds
® Recognize the functionality of Recurring Transactions

® Determine the steps to reconcile transactions to a bank statement using the Reconcile tool

Module 7: Banking and Tools 3
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TRAINING AT A GLANCE TABLE

Overview

Use this as a guide to selecting the specific training you want to cover.

TOPICS SUB-TOPICS LEARNING OBJECTIVE
1 BANK FEEDS ©® Understand Bank Feeds ® |dentify the steps to set up and
’ o Setup Bank Feeds utilize bank feeds
® Navigate the Banking Center
e  Work with Bank Feed
Transactions
e Bank Rules
2 TOOLS e Recurring Transactions ® Recognize the functionality of
’ o Using Registers Recurring Transactions
o Attachments ® Determine the steps to reconcile
transactions to a bank statement
® Reconciliation Tool

using the Reconcile tool

Module 7: Banking and Tools
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QUICKBOOKS ACCOUNTANT TEST DRIVE

Some of the exercises contained in this handbook can be completed using a QuickBooks
Accountant “test drive” file. The test drive uses a sample company file called Craig’'s Design &
Landscaping Services. It can be accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file, just complete the security
validation and click Continue.

If you don't see the Accountant Toolbox when logging in through this URL, log into gbo.intuit.com
with your Intuit ID. This will open up QuickBooks Online Accountant. Click on the gear icon then
click Sample Company.

This is what you are looking for in the sample company.

E Craig's Design and Landscaping Services ¥

This test drive is designed for you to explore and try out new things without worrying that you will
break something or make a mistake. It is not designed to retain any changes you make. Once you
close this QuickBooks Online test drive company it is completely refreshed, so please remember to
allow sufficient time to complete each activity. Don't worry if you have to close the test drive before
you are finished, you can always begin again. You can also share the test drive with your clients.

NOTE: The test drive uses QuickBooks Accountant. It contains some features that are not available in
QuickBooks Online Simple Start, Essentials or Plus. In addition, some features (such as in-product
Help) are not enabled inside this test drive file. This is subject to change.
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Topic 1: Bank Feeds

UNDERSTAND BANK FEEDS

The bank feeds in QuickBooks Online is one of the most dynamic features of the program. It links
your online banking and credit card accounts and feeds the transactions directly into the Banking
Center.

When the transactions are imported from your bank, they are un-posted. From the Banking Center,
you match them to previously recorded transactions or use them to add new transactions to your
registers. This process simplifies data entry and can help businesses get a handle on their balances.

When you use bank feeds to enter transactions, your accounts become self-reconciling which means
that as each transaction is entered, it is marked cleared. A transaction that has been matched or was
created from a bank feed has the letter C next to it in the register.

£ Back to Chart of Accounts ENDING BALANCE
Bank Register | checking N [ $1,201.00
Go to: of 1 1-44 of 44

Y ow Al = B &

DATE + FEF NO. PAYEE MEMO PAYMENT DEPOSIT 7 BALANCE
TYPE ACCOUNT )

$000.00 $1,201.00

CC-Credit Mastercard

09/16/2016 Tania's Nursery $29.50 $2,101.00
Cash Purch Job Expenses;Job Matenals:Plants and Soi {b

091372016 76 Pam Seitz £75.00 c $2.124.50
Expense Legal & Professional Fess 5

0941372016 75 Hicks Harduware §228.75 & 52,129.50
Check plit (=)

09/13/2016 $868.15 c $2,428.25
Deposit D

09/12/2016 85315 $1,560.10
Cash Purch

091272018 108 Tania's Nursary 54608 $1,823.25
Expense Job Expenses

09/12/2016 45 Tim Philip Masonry 366600 $1,670.23
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SET UP BANK FEEDS

Connecting an account to QuickBooks Online is easy. Over 15,000 financial institutions allow their
customers to connect their accounts to QuickBooks Online. If a financial institution does not
participate, you can still upload bank feeds to QuickBooks Online if the transactions can be exported
from the banking website to .CSV, .QFX, .QBO or OFX formats.

NOTE: If you are unable to export your banking information to any of these formats, there is at least
one app available that can convert a .PDF statement to .QBO format.

\
o Step-by-Step: Connect an Account to the Banking Center

1. When you open the Banking Center you will be prompted to connect an account. After the first
account is added, you can connect another account by clicking Add account.

@ﬁ.{‘:mnmm = (= I S e Compeng| | (D)
e Bank and Credit Cards Mastercard - dats  w
# , "

2. Choose the name of the bank from the list provided then enter the online ID and passcode you
use to sign into your bank’s online banking page.

3. QuickBooks displays the accounts included under the login ID of the bank.

Module 7: Banking and Tools 7
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4. Choose the type of account then click Connect.

Welcome to QuickBooks, Isabellal

|

Select the accounts you want to connect.

www _capitalone.com 1-800-855-7070
1. Choose a QuickBooks Account for each account you're connecting

2. Click Connect to download up to 90 days of transactions. Need a shorter date range?

ACCOUNT NAME ACCOUNT TYPE BALANCE

Ll VISA BUSINESS (OOOOCOCOO0GOON 3644) \:H \4.125.75

Checking

Savings

Credit card

Money market

Trust account

TIP: By default, QuickBooks will import 90 days of transactions during your first import, but

"

you can choose to change the date range you want to bring into QuickBooks Online by
clicking Need to change the date range? You may want to do this if you have already
reconciled the account for a more current period or the starting date of the QuickBooks

company is more recent than 90 days.
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IMPORT BANK FEED TRANSACTIONS

If a bank isn't in the financial institution list, you may still be able to import transactions into the
Banking Center. You may also want to use this import utility to bring in transactions older than 90
days. You can import transactions to the Banking Center in the following formats:

® .CSV,.GBO, .QFX, .OFX

O

o  Step-by-Step: Upload Banking Transactions Using CSV Format

1. Click File Upload from the Banking Center.

2. Click Browse to locate the file you wish to upload.

(@ QuickBooks Online Login % / () Banking x| - X

€« - C | https://gbo.intuit.com/app/bankfileupload T =
Upload file

Download data from your bank

1. Open a new tab and sign in to your bank
2. Download transactions: CSV, QFX, QBO, or OFX format only.
3. Close the tab and return to QuickBooks.

Select the file to upload

banking export.csv
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3. Choose the QuickBooks account you want to link then click Next (you can also add a new
account here).

Select an account

Select a QuickBooks account for the bank file you want to upload

Bank file QuickBooks Account
banking export.csv Ci ount] B
+ Add new

Savings B
Prepaid Expenses  Other Current Assets
Uncategorized AssetOther Current Assets

Undeposited Funds Other Current Assets

Cancel Back

4. Map the fields in your upload file to the fields in QuickBooks Online. If your CSV file has a header
row, make sure to check the box at the top left of the screen.

Map CSV columns

For each bank account field, select a QuickBooks field

& First row in csv file is a header row

QuickBooks Online fields = Yourstatement fields
Date Column 14 :Registration [ ¥ MM/ ddyyyy =
Description Column 15 :Registration ¢ ¥
Amount
Amount

Column 3 :Now, please s ¥

GSV file has amounts in:

® 1 column: both positive and negative numbers

2 column: separate positive and negative numbers

Module 7: Banking and Tools 10
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5. Choose your file amount column formats (single or double column) then click Next.

6. Select the transactions to import, click Next.

Select the transactions to import

'  DATE

| 08/01/2015
| 08/05/2015
V| 08/14/2015
+  08/03/2015
+  08/01/2015
+  08/04/2015
| 08/25/2015
| 08/17/2015
v 08/22/2015

+  08/15/2015

Cancel Back

7. Click Yes to import your data.

DESCRIPTION

Check 1205

Exxon

Check 1203

Transfer 2212

Deposit

Deposit

Insurance PremiumAMICA

Check 1204

Comcast 47951156XX

Deposit

AMOUNT

-1,200.00

-46.80

-615.00

-5,000.00

10,895.00

4,100.00

-500.00

-125.00

-84.25

3215.00

Select CSV transactions for import

Next

Module 7: Banking and Tools
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NAVIGATE THE BANKING CENTER

The top section of the Banking Center shows the accounts able to use bank feeds.

Bank and Credit Cards Mastercard - Update

58089 fdd

1. Ifthe account is connected to your online banking account, the top blue portion of the account
box will show the bank balance as of the date of the last sync.

2. Ifitis not connected, it will show $0.00. The bottom portion of the account box displays the
current balance in the QuickBooks register and the number of transactions displayed in the For
Review tab below.

3. The buttons at the top right of the Banking Center are action buttons to add a new account,
begin an upload or update a linked account.

4. Transactions are imported from a bank feed as un-posted transactions. They are not added to
the register until you take action.

5. Bank feed transactions are organized into three tabs: For Review, In QuickBooks and Excluded.

® For Review tab displays un-posted transactions from the bank feed

® In QuickBooks tab displays bank feed transactions that have been matched or added to the
register

® Excluded tab displays transactions that have been removed from the New Transactions tab
by the user

Module 7: Banking and Tools 12



Supplemental Guide

NAVIGATE THE BANKING CENTER - TRANSACTIONS

You begin your banking workflow with the New Transactions tab.

additional tab headings: All and Recognized.

Topic 1: Bank Feeds

Transactions are listed under two

Bank and Credit Cards Mastercard -
Mestorcand
5304 94
AN LALANCL Murrerids mps
rE
i3 AE
o 25 1
i Success! You connested your credit card account.
To keep your books accunmte, thers are some important steps you need to take when you transier money between accounts. Leam how
For Raview In QuickBooks Excluded
o - Al F 3
£
DATE = DESCRIFTION PaYEE CATEGORY O MATCH
Adiaton Uncalegorited Expernse
10102016 LA%a's Laminabon Urcateqerized Expense
- . s Fxpenss 0H77/30716 518,69
/2772018 Sauesky Kigér Car T ——
FasTon aky Kleen Ca Squeaky K e Squaaky Kleen Car Wash
oazeante fob's Buuger ) Lot
o
tart o miter A Iorlon Lusntier und Builcrg Miteriats

i =
-~
SPFENT ACTION
Add
§spo@.  Ade 4
51299 Match
S1EE
$19.99 atch
103,55 a

If QuickBooks recognizes a transaction that is already recorded in the register, it will display a green
MATCH tag next to the transaction and add it to the Recognized tab. If you see a gray MATCH next
to the transaction, it means QuickBooks Online found multiple possibilities for a match.

QuickBooks can also recognize common vendor names and will make suggestions as to which
general ledger account it should be coded to. If you accept the suggested account, QuickBooks will
change the account for all transactions of that same name and the color of the text will be changed

to green.

If a transaction has been coded using a predefined bank rule, the transaction will have a green rule

tag in the account field.

&

TIP: To sort transactions by column click on the column name.

Module 7: Banking and Tools
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NAVIGATE THE BANKING CENTER - GEAR ICON SETTINGS

With the gear icon at the top right of the transaction list in the Banking Center you can add or
remove the columns displayed here and change the number of transactions included on each page.
Columns you can add are:

Check number
Payee

Editable date field allows you to edit the date of the transaction

Copy bank detail to memo - retains a record of the bank text in the transaction, essential if you
forget to add a name to the Payee field

Show bank details

For Reviow In CrsickBooks Erchudied
L Barchactons ¥ AN Recognized (3)
Columns
DATE + DESCRIPTION EAYEE CATEGORY OF MATCH == —— izl ;
Payes
w1 Arnazon Uncatogarzed Expense £29,59 o
Lar's Laminatan Uncateganzed Expense $150.00
G Expans 2016 §19 0
CRTR0E Squeaky Kieen Car ‘Squsaky Kiaen Car Wash = o g —_—

Squey Kiger

ORE02016 Bob's Burger Bob's Burger Joint S1R47
ORE02016 Scquasky Kleen Car Squesiy Kisen Car Wash §19.99
Bill Payment 1 09/152018
m5s20ms Heeton Lumber Ang Herton Lumber and Builaing Massnals $103.55 Nonon Lumber and Bulding §10355
Materiais
pense 50 CACA2016 §47 45
LamRENIA Tacis b Tocia'a bt I oo £0.00,00 2010 682 824

Module 7: Banking and Tools 14
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WORK WITH BANK FEED TRANSACTIONS

Lo

o  Step-by-Step: Add a New Transaction

1. Click on the transaction you want to add in the Banking Center.

2. Enter details about the transaction, such as Payee and Category (G/L account). If you need to
split the transaction between multiple categories, click on the transaction line and an expanded
window appears. Click Split, enter your details into the pop-up window then click Save and add.

X
Split Transaction $ 1 5 0 00
Downloaded Transaction :
Lara's Lamination on 10/16/2016 for $-150.00
Payse
Lara's Lamination S
CATEGORY AMOUNT
Advertising — 100.00
Offica Expanses = 50.00 i
Add lines Reset Spiit amount $150.00
Original amount $150.00
Difference S0.00
Mermo
LARA'S LAMINATION BUSINESS CARD| ‘

Module 7: Banking and Tools 15
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A

o Step-by-Step: Match to an Existing Transaction

Topic 1: Bank Feeds

1. If QuickBooks recognizes a transaction already recorded in the register, it will tag it as matched
in the Category or Match column. To match the transaction, click Match in the Action column.

Mastercard
$304.96

AN BALANGE

Bank and Credit Cards Mastercard -

0 5uccess! You connected your credit card scoounl.

For Review i QuickBooks Exchudod
L Betshactons » AT Recogrized (%)
DATE = DESCRIPTION

Lara's Larninabion

Saubaky Kieen Car

Bob's Burger

Squeaky Kesn Car

Hexton Lumber And

o]
(43]

T Hoep your B0s DCTLPNtE, Thers Q1 Some ImEGAING Stepa you resd 10 ake when you tnster maoney betwesn nccounts, Laam he

PAYEE

Botr's Burger Joirt

Squaaky Kisen Car Wash

Noarton Lumber ard Bukding Materials

CATEGORY Ofl MATCH

Urcategonized Expense

Urcategoried Expanse

SPENT

£150.00

s1897

$19.99

$103.55

i %

~
= B
RECENVED ACTION
58099 [

Once a transaction is matched or added in the Banking Center, it is marked with a C (for cleared)

in the register and moved to the In QuickBooks tab.

2. If QuickBooks doesn't recognize a transaction that is already recorded in the register, you
can manually match it to the transaction: click on the transaction line then select Find Match.

Module 7: Banking and Tools
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3. Alist of possible matches is displayed in the Match transactions pop-up screen. Place a
checkmark next to the match and click Save. If the bank feed transaction is made up of multiple
transactions in the register, you can check multiple lines in this screen to resolve the difference in
amounts, or you can create a new transaction to resolve the difference by clicking Resolve

difference.
Bob's Burger
BO&'S BURGER JOINT $ 1 89 ?

Shitred Seaech From T

Select transaction to match

[+]  coozote Crockt Gard Expense Bob's Burger Joint B1RET 1847

TIP: You can also match bank feed transactions to bills, open invoices, sales receipts and
customer payments. If there are open items in any of these categories, they will be displayed
in the Match Transactions pop-up screen. You can match multiple transactions already
recorded in QuickBooks Online to the single bank feed; however, if you do match multiple
items to a single bank feed transaction it will create multiple entries in the bank register. This
can make it difficult to match transactions to the bank statement. To avoid this, open a new
QuickBooks Online window in your browser, create a deposit or bill payment that groups the

items together, then go back to the bank feed and match the transaction.

Module 7: Banking and Tools 17
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BANK RULES

You can automate your data entry using Bank Rules and significantly reduce the amount of time it
takes to code and record transactions. QuickBooks will use the criteria entered in your Bank Rules to
pre-fill your bank feed transactions with the required information.

O

o Step-by-Step: Create a Bank Rule

1. Click the downward arrow next to the Update (or File Upload) button then select
Manage rules.

5 6 | (@) He

Update =

File upload

Order Checks

2. Click the New rule button at the top right of the screen.

Module 7: Banking and Tools 18
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Rule name For In

Staples Office Supplles Money out > All pank accounis w

When a transaction meets| ai ¢ of these conditions e

Description % Contains % Staples il
and | Amount * Is less than ¥ 100.00

Add line

Set one or more of the following

Transaction type

Expense H o

Payee Category Class
Staples | R H Overead N

Split

Location Memo

Larry's Landscaping | #

Automatically add to my books e

Note: Aules apply to unaccepted transactions only
_

3. Give your rule a name and choose whether the rule applies to Money in or Money out.

4. Choose whether the rule applies to all bank accounts or only specific ones.

5. Setthe criteria for the rule. You can add multiple criteria and use all or any to refine or expand
your selections.

6. Setthe type of transaction you want to create with the rule and add the details of the
transactions, such as Payee and Categories, then click Save. You can also code class and location
here if you have them enabled in a Plus subscription company.

7. Select Automatically add to my books if you want the rule to automatically record transactions
that meet the defined criteria without having to click the button in the For Review tab.
Transactions that have been automatically added by a rule will have this icon next to it in the In
QuickBooks tab.

Module 7: Banking and Tools 19
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NOTE: All your rules will be listed in the Rules list. They can be edited, copied and modified to create
new rules, or deleted by clicking the buttons under the Actions column. You can also export Bank
Rules and import them into another QuickBooks Online company.

Module 7: Banking and Tools 20
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Topic 2: Tools

RECURRING TRANSACTIONS

Recurring transactions can serve many purposes in QuickBooks. You can use recurring transactions
to create templates of transactions that are frequently used in your workflow or to schedule
transactions that need to be recorded at regular intervals.

Most types of transactions can be made recurring with the exception of transactions that are created
from other transactions, such as:

@® Receive payment
® Bill payments
® Sales tax transactions

® Payroll transactions created from QuickBooks payroll services

\
o Step-by-Step: Create a Recurring Expense Transactions

1. Open the Recurring Transactions list from the gear icon menu.

Bella Blue Art Gallery
Settings Lists Tools Your Company
Company Settings All Lists Import Data Your Account
Custom Form Styles Products and Services Import Desktop Data Manage Users
Chart of Accounts Recurring Transactions Export Data Feedback
Payroll Settings Attachments Recongile Refer a Friend
QuickBooks Labs Budgeting Privacy

Audit Log Switch Company

Order Checks [

3 Sign Out
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2. Click New at the top right of the Recurring Transaction list.
3. Select Expenses from the Transaction Type drop-down list then click OK.
Select Transaction Type
Select the type of template to create
Transaction Type
Bill ¥
Bil -
Credit Card Credit
Cradit Mamo
Depesit
Estimate
Invigice
Joumal Entry
Non-Pasting Charge
MNon-Posting Credit =
4. Enter the required information for your expense, including:
® Template name
® Type - Scheduled, Reminder or Unscheduled
® Payee and Account
® Interval, Start date and End date
&  Expense
Recurring Expense
| Template name Type
Insurance Payment Scheduled 4 | Create days n advance
Payee Accoun
Townley Insurance Agency > Checking 4567 3
Interval Start date End
Monthly # on| day ¥ 10th & |ofevery 1 monthis) 10/15/2016 After [} occurrences
Payment method
EFT a
Module 7: Banking and Tools 22
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5. Transaction information such as account details, item, amount, billable status and tax, customer
or class.

6. Add a memo or attach a document and click Save template.

&  Expense ® X

Payment method Refno

EFT s

Location

I =)

v Account details
4| ACCOUN DESCRIPTION AMOUNT | BILLABLE | TAX | CUSTOMER CLASS

Overhead

=

1 | Automobiiezinsurance

Add lines

» Item details

Memao Total $125.00

) Attachments  Maximum size: 25MB

Save template

TIP: To view the Recurring Transaction list click its name in the gear icon under Lists. You
can use, duplicate, pause, skip next date and delete your recurring transactions by clicking
the down arrow in the Action column. You can also create a recurring transaction by clicking

the Make recurring link at the bottom of many of transaction screens.

Make recurring More
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USING REGISTERS

Topic 2: Tools

Registers can be accessed from the Chart of Accounts. Every Balance Sheet account in QuickBooks
has a register except for the Retained Earnings account. The register is a great place to view
transactions. One of the benefits of registers is you can see the cleared status of your transactions.

[=] Craig's Design and Landscaping Services ¥
2015 ” UGS

Payrmant

8404578

C Transaction has been marked Cleared

Transaction has been Matched or Added to a bank feed transaction

1§

R Transaction has been reconciled using the Reconcile tool

You can customize the view you see in the Register screen. You can choose what field to sort by and

filter the view by reconciliation status.

&

TIP: While you can enter transactions directly in the register by clicking the drop-down

menu at the top left of the register, this is not a recommended way to enter transactions and

may produce undesired results .Because QuickBooks Online is forms-based you should use

the appropriate form screen to record transactions as prescribed in the other modules.

Module 7: Banking and Tools
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ATTACHMENTS

You can attach documents to transactions, customers and vendors in QuickBooks, whether you are
logged in via your browser or from your mobile device, using the mobile app. You can download
the QuickBooks Mobile App from the App Store on Apple devices or from the Play Store on
Android devices.

\
o  Step-by-Step: Attach a Document to a Transaction within a Browser

1. Open the transaction you want to attach the document to.

2. Click in the Attachment box to browse for a document or drag the document into the box from
another window.

@ Eepense x - X
« C | & https://gbo.intuit.com/app/creditcardexpense?tunld =144 w =
~
& Expense O]
» |tem details
€ Open X
+ > ThisPC > Desktop » QBOT6 ~ @ | SearchQBO16 )
Memo
Organize ~ New folder Ez- O @
I Desktop o ~ [ Name Date modified Type Size
Click here to
browse for a fie ¥ Downloads [ banking export MAM  Microsoft Bxcel C. 1KB
Documents A% banking export 2AM  Microsoft Bxcel W.. 3KB
[&] Pictures [ Receipt 015201 PM  BMP File 0KB
() Attachments Maximum size: 25M8 .
Or drag and drop the
file into the box
QBO16
Show existing B videos
4@ OneDrive
[ This PC
E . o
File name: |Receipt | Al Files v

Make recurring More Saveandnew v
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% TIP: You can also attach documents using the QuickBooks App for iPhone and Android
devices by downloading it from the Apple Store or Play Store. Once you have the app
installed, log in and create a new transaction or open an existing one, click the camera icon
and you can either take a new photo of a receipt or upload an existing

picture or document.

Take Photo

Choose Existing

Cancel

(@ TIP: To view all attachments click Attachments from the gear icon menu under Lists.
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RECONCILIATION TOOL

Although the bank feeds in QuickBooks match your entries in QuickBooks to the bank, it is a best
practice to reconcile the accounts monthly to the bank statement using the Reconcile feature. The
reconcile process can help find errors and omissions between QuickBooks and the bank. It also
changes the reconcile tag on transactions from C to R, which gives you another way to filter reports
and can help troubleshoot issues with your bank feeds.

v
o Step-by-Step: Reconcile a Bank Account Using the Reconcile Tool

1. Open the Reconcile screen from the gear icon under Tools.
2. Choose the account to reconcile from the drop-down menu then click Reconcile Now.

3. Enter the Statement Ending Date and Ending Balance from the bank statement then click OK.

|
Start Reconciling

Account  (Checking -

Enter the following from your statement

Statement Ending Date Beginning Balance Ending Balance
10/31/2016 - 5,000.00 2,567.08

Module 7: Banking and Tools 27



Supplemental Guide Topic 2: Tools

4. Check off the transactions in the Checks and Payments column and Deposits and Other Credits
column as you match them to the statement. Transactions that were added or matched to bank
feed transactions will already be marked cleared.

Reconcile - Checking

or atumantanang o 103122018 ™ m—CSiaioren D ) 4] Hils franaaztans afer TG AWMARTs #ng 18
Checks and Payments Deposits and Other Credits
1 Date = Ty Mum  Mame 1 paze = Type Mum  Mame Ameount

o3

& Payment 1053 By Windsurf Shoo

LR R o B S Y

IR EA AN EAAEEAAAE SRS R AR AR R

¥ Eofnknmanan rom Sasenen Beginning Batance 5 0 00
32 Checka and Payments TOTOIS

Senaca Chamge 11 Deposis 3nd OTwr Crecisy
It Edcned
St Ending Balance.

Ciagred Gatance 20100 ¥
Diflemnneh 365 6 Fmitsh Laster Cancel

5. The Reconciliation Summary box at the bottom center of the screen displays the total number of
transactions marked cleared in each column along with the difference between the statement
ending balance and the cleared balance in QuickBooks. When the difference shows a zero
amount, click Finish Now.

NoOTE: If you click Finish Now when the difference amount is not zero, QuickBooks will create an
automatic adjusting entry to balance the register balance to the balance entered in Step 3 above. The
off-setting debit or credit will be posted to the Reconciliation Discrepancies account.
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6. You can print the Reconciliation Report from the main Reconcile screen after you have
completed your reconciliation. This screen also displays any changes made to reconciled
transactions and if an auto adjustment was recorded during a reconciliation. To view details of
the changes click the amount under the Changes column. An auto adjustment will occur if you
click Finish Now when the difference amount is not zero. You will learn some great tips to help
you troubleshoot reconciliations in Module 9.

Reconcile

@ Reconciliation just got faster and easier in QuickBooks Labs!

Try it out and see how easily you can find, select, and troubleshoot transactions. Show me

Reconciliation History Clickon a row to see the (XI
reconciliation report.
Statement Ending Date Ending Balance Changes Auto Adjustment

1013112016 10/112016 256798 1,366.98

Handle Discrepancies during a Bank Reconciliation

Occasionally you may need to add a transaction that has not been recorded in QuickBooks but
appears on the bank statement.

\
o Step-by-Step: Transaction on the Bank Statement is not in QuickBooks

1. Open a new browser tab by right-clicking on the current tab then choose Duplicate and click on
the new browser tab.

2. Click Quick Create to open the transaction screen and record the transaction.

3. Go back to the Reconcile screen, click Refresh in your browser and you will be able to mark the
new transaction as cleared.

4. If you find you have made an error in one of your entries, you can click on the transaction from
the Reconcile screen to edit it. Save and close the transaction and resume the reconciliation
process.

If the bank has made the error, you should record a new transaction to adjust your balance. After you
resolve the error with your bank, reverse the transaction. You will mark the reversing entry cleared
during the reconciliation of the period in which the correction appears on your statement.

Module 7: Banking and Tools 29



Supplemental Guide Guide Conclusion

Guide Conclusion

You have just completed Module 7, Banking and Tools. This Supplemental Guide, in tandem with its
recorded module, has been provided to help prepare you for the QuickBooks Online Certification
Exam. Continue on to the remaining modules and their related guides then proceed to the
certification exam.

By completing this module, you should be able to:

® Identify the steps to setup and utilize bank feeds
® Recognize the functionality of Recurring Transactions

® Determine the steps to reconcile transactions to a bank statement using the Reconcile tool
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