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About the Author

Laura Redmond

Redmond Accounting Inc.

Aero Workflow

«2DPro aero

poweredty REDMOND ACCOUNTING INC

Laura Redmond is a financial controller and IT manager turned cloud accounting advocate and app
designer. She is a QuickBooks Online power user, Advanced Certified QuickBooks ProAdvisor,
member of the Intuit Trainer/Writer Network, and co-author of QuickBooks Online training and
certification courses. Laura has been awarded Top 100 ProAdvisor and Leading QuickBooks Online
Practice.

Laura runs Redmond Accounting Inc., a boutique cloud accounting and consulting firm selected by
Intuit as a Top 20 Firm of the Future. Their service delivery is centered solely on QuickBooks Online
and its ecosystem of apps. Laura co-created the Aero Workflow app used by accounting firms to
manage their knowledge capital and service delivery. The Aero Library includes step-by-step
instructions and procedures for many of today’s most popular apps in the QuickBooks Online eco-
system.
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About the Team

It does take a village to complete a project of this magnitude. My heartfelt thanks goes out to the
following team members and fellow ProAdvisors as well as Intuit employees Linsay Ransom and
Trudie Folsom for all their long hours and dedication.

Michelle L. Long, CPA, MBA

Long for Success, LLC
QB Power Hour
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Michelle’'s been providing QuickBooks training since 1999. She is an International Trainer for Intuit
and speaker at many conferences. She is co-host of QB Power Hour (free bi-weekly webinar).

Michelle is the owner of Long for Success, LLC, specializing in QuickBooks training and consulting.
Plus she consults with developers regarding feedback and input on app development,
understanding and reaching the market and more.

She is co-author of the Advanced Certifications for QuickBooks (both QuickBooks Online and
Desktop) and author of numerous courses for Intuit's Accountant University.

Michelle is the author of five books: How to Start a Home-Based Bookkeeping Business, QuickBooks
Practice Set, QuickBooks Online Practice Set, QuickBooks 2014: on Demand, and Successful
QuickBooks Consulting — all are available on Amazon.

Michelle's recognition includes: CPA Practice Advisor Most Powerful Women, Top 10 ProAdvisor for
Trainer/Writer and Social Media, Top 100 ProAdvisor, Small Business Influencer Champion, Stevie
Gold Winner for Women in Business and more.

Module 4: Advanced Banking 3



Supplemental Guide About the Team

MB Raimondi, CPA.CITP

mb@mbraimondicpa.com
Visit MB on Facebook
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MB (Mary Beth) Raimondi, CPA, CITP, MS Taxation, is an Advanced QuickBooks Certified ProAdvisor
in both QuickBooks Desktop and QuickBooks Online as well as being certified in Enterprise and
Point of Sale.

She has been teaching QuickBooks nationally to both end users and accountants/consultants since
1999. She is a charter member of the Intuit Trainer/Writer Network.

The focus of her practice in Connecticut is mainly QuickBooks consulting and training, specializing in
strategizing, researching and installing third party add-ons and conversions to QuickBooks from
other accounting software.

She's part of the Intuit Premier Reseller program, getting great deals on Intuit products and services.

MB was named the Top QuickBooks Online ProAdvisor, 2015 by Insightful Accountant and has been
in the Top 100 ProAdyvisors for 2014, 2015 and 2016.
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Heather D. Satterley, EA

www.satterleyconsulting.com

Q Satterley

Traiming & Consulting,

Heather has been helping users learn and use QuickBooks since the late 1990s. Her passion is
helping others improve their business accounting processes through the use of QuickBooks and
related apps, and sharing her knowledge and experience with others through blog articles, live
events and webinars.

As owner and founder of Satterley Training & Consulting, LLC, Heather works with accounting
professionals to create accounting systems and procedures using QuickBooks and related
applications that simplify and streamline their day-to-day workflows.

She is Advanced Certified in QuickBooks Desktop and Online as well as POS Desktop and
QuickBooks Enterprise. In addition to QuickBooks related services, Heather is also an Enrolled
Agent licensed to practice before the IRS and works with clients to resolve tax issues.

Heather was named a Top 100 ProAdvisor by Insightful Accountant in 2014, 2015 and 2016. She is a
member of Intuit Trainer/Writer Network.
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Supplemental Guide Overview

PURPOSE OF THIS GUIDE

An integral part of closing the books is to confirm all transactions have been entered and to
reconcile the balance sheet accounts to their supporting documents and schedules. In this module
we'll take a closer look at advanced topics related to bank feed and reconciliation logic and
troubleshooting.

PrRODUCT UPDATE NOTIFICATION!

QuickBooks Online and QuickBooks Online Accountant are constantly being improved:

@® Whenyou log in to gbo.intuit.com, it may look different from the screenshots originally taken for
this supplemental guide

@® Where to go to learn about the latest product updates:
® nhttps://www.firmofthefuture.com/product-industry-news/product-updates//
® nhttp://quickbooks.intuit.com/blog

GOOGLE CHROME

NOTE: Screenshots and instructions included in this guide use Google Chrome as the browser.

LEARNING OBJECTIVES

® Indicate advanced techniques to get started with bank feed

@® Recognize complex concepts to work with bank rules, matching and suggested categories
® Reinforce best practices for using batch actions to work the bank feed

@® Recognize complex concepts to reconcile accounts

@ Identify the steps to troubleshoot bank reconciliations
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TRAINING AT A GLANCE

Use this as a guide to select specific workflows you want to cover.

TOPIC STEP-BY-STEP WORKFLOWS LEARNING OBJECTIVES
1 BANK EEED e Get started ® Indicate a}dhvancidf techniques to get
e Add bank feed started th bank feed
e Match bank feed ° R(_ecognlze complex co_ncepts to work
_ with bank rules, matching and
® Suggestions suggested categories
¢ Batch actions e Reinforce best practices for using
® Break the connection batch actions to work the bank feed
2 BANK e Reconciliation logic ® Recognize complex concepts to

reconcile accounts

Reconciliation )
troubleshooting e |dentify the steps to troubleshoot

bank reconciliations

RECONCILIATION

e Openitems
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QUICKBOOKS ONLINE ACCOUNTANT TEST DRIVE

GUIDES

Exercises contained inside this guide can be completed using the QuickBooks Online Sample
Company, Craig’s Design and Landscaping Services.

@® Open the Sample Company by logging into your QBOA - gear icon - Your Company section
- Sample Company

@® While you are working in the Sample Company, your work will be saved

@® Upon closing the sample company file, QuickBooks Online automatically restores its settings and
data. If you log out and log in again, the Sample Company will reset (your work is not saved).

® By default, the Sample Company will sign out if inactive for one hour. You will lose any data and
settings, since this sample company resets each time you log in. Give yourself enough time to
complete the assignment.

@® To increase the maximum hours of inactivity allowed before timing out, in the Sample Company
-> gear icon = Your Company section - Account and Settings - Advanced Settings > Other
preferences > Sign me out if inactive for and select two hours or three hours.

NOTE: The QuickBooks Online Accountant test drive company contains some features that are not
available in QuickBooks Online Simple Start, Essentials or Plus. (You may wish to share the
QuickBooks Online test drive file with your clients for them to practice without seeing Accountant-
only features: https://QuickBooks Online.intuit.com/redir/testdrive.) In addition, some features (such
as in-product Help) are not enabled in this test drive file. This is subject to change.
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Topic 1: Bank Feed

Cash flow is important to a business. The banking feature in QuickBooks Online is one of the most
effective forms of managing cash flow by linking to your bank balance and bank activity to automate
your workflow. This feature significantly reduces data entry and increases accuracy by downloading
activity from your bank and credit card accounts, allowing you to more efficiently enter new
transactions or use as a safeguard to match and verify that all transactions have been recorded.

GET STARTED

Data is pulled into QuickBooks Online by either directly connecting it to the financial institution’s
online banking site, or downloading it from the bank and uploading it to QuickBooks Online. Some
businesses have corporate credit card accounts with multiple cardholders which can be set up as
sub-accounts in QuickBooks Online. Once all the accounts are set up you will use the Banking
screen to automate your workload. QuickBooks Online helps you do that by recognizing bank
activity.

@® Connect
® Upload Data
@® Sub-accounts

® Recognized

Module 4: Advanced Banking 9



Supplemental Guide

Connect

As you learned in QuickBooks Online Core Certification, you set up the banking function by

connecting QuickBooks Online to your online bank and credit card accounts. This automatically

Topic 1: Bank Feed

pulls posting date, bank detail (text describing activity such as wire, branch deposit, merchant name,
check number, etc.) and amount on all activity posted to that online account into QuickBooks.

Bank and Credit Cards Checking -

Uncategeeisad iccame

Update
Chacking
$304.56 $-3,621.93 $200.00
$157.72 $1,201.00 $800.00
" J ok ]
r | Batch actions v Al (25) Rocognized (14
CHECK NO I BANK DETAN Is.ra-:,:mv'.& MATCH SFENT RECEIVED I

ACTION

A

Ackd

Add

Match
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QuickBooks Online pulls the check number from the bank detail field into its own column on
QuickBooks Online’s Banking screen; use the grid gear icon to show this column in the grid.

Bank and Credit Cards  Checking - upine | - | [

Chedang

$304.98 $-3,621.893 $200.00

BALS MM ANCT - NARK DAL ASAY BANE NLALANCT

3157.72 $1,201.00 _ $800.00

~
Foe R oD ook ud:
r Batch actions w All 125) Rucagrized {14) ‘.&
EANCDETAL CATEGORY OR MATTH SFENT REC

BOCKS BY BESSIE Unemtegorised income
Al
31820 % Unzegariaed income
03" AT RENTAL BACKHOE RENTAL  Umimtegariaed Esperas $1 20
221720 At RENTA Unemtegone SR $300.00
1821 FAM SEITZ
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Topic 1: Bank Feed

QuickBooks Online also cleans up the bank detail and offers a cleaner description; use the grid gear
icon to toggle between the complete bank detail and abridged description in the grid.

QZAR2017 37500 Pam Setz

r Bawch actions w Al 125) Recoagrizad [14) E%

DATE CHECK NO BANK DETAL CATEGORY OR MATCH SFENT REC Col
Cohimm

04/15:2047 BOOKS 8Y BESSE Urcategorizsd locame g L) Myee
& Chack nn.

[P E [ A1 RENTAL BACKHOE g t7nd O S'

4/ 0Ny Lrca ot WEOMe
DEPOST REFUND g “* tramsactian details
Eilltable dute frakd

03142097 Al RENTAL BACKHOE RENTAL | Uncategocized Expense $1.20000 .

v Copy bank detall
mema
02212017 Al RENTAL Ureategorized Erperas $300.00
2 7%
£ANR2007 PAM SEITZ Spares £75.00
2 0212017 575.00 Parm Selks -
I Batch actions w M (25) Recognézod (14)

DATE CHECK NOL DESCRIFTION CATEGUHY OR MATCM SFENY ne

04/1572097 Hooks By Beasie Uncetegarizad woome 4 Hayes
' Chack na

03N &2047 A Fantal Urcetegorized icame L3
Trersaction detalh

031162037 ARental Uncategorited Expeoee $1.20000 Extiakla dute ekl
W Copry hank detall ta

o2r21207 A Reptal Uocategorized Expense 330000

Lop 7
02182047 Ram Seite BRIDNR. 9 57500
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Let's explore some mistakes that can occur during setup that ProAdvisors can help small businesses
straighten out.

Once connected, if the QuickBooks Online account had no transactions posted to it prior to the
connection, then QuickBooks Online will record the opening balance per the bank’s balance on the
oldest date imported. View the register to find the transaction with an offset to the Opening Balance
Equity account. Best practice is to delete this transaction, since it is preferable to use historical
activity or journal the beginning balances at the proper start date to arrive at the bank balance.

ACCOUNT LOCATION

A wRoTN . e ’ o Sor - ViLas R avnss

Part of the initial bank connection has you map each online account to the corresponding account in
your Chart of Accounts. The drop-down list from which you select only shows type Bank and type
Credit Card. Although not likely or easy to do, it is possible the Chart of Account type could be
changed, which would cause an error when you try to add financial activity from the Banking screen.
The error message reads, "You need to select a different type of account for this transaction.” You or
your client may assume this message means the target account category you selected is causing the
error, when in fact it is the source account that is causing the error. To fix this, simply go to the Chart
of Accounts and change the type of account to Bank or Credit Card.

.

BANK (O Tax \J it e 5
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When the connection is made to the online bank, the initial bank feed pulled into QuickBooks
Online, whether 7, 30 or 90 days, could potentially represent activity that has already been posted to
the general ledger and reconciled. Downloaded bank activity cannot match to reconciled
transactions, so QuickBooks Online will not suggest a match. A novice may not understand this. They
may assume this downloaded information must not be entered yet. It is a common mistake for
businesses to enter this activity into QuickBooks Online again, thereby creating duplicate
transactions.

If the business records duplicate transactions via the Banking screen, you will need to delete the
duplicates. First, perform a careful bank reconciliation for the periods in question to identify which
transactions should remain and which are duplicate. Then delete each one individually, or use the
batch tools to delete groups of duplicate transactions.

Step-by-Step: Delete Duplicate Transactions

1. From the Banking screen’s In QuickBooks tab, select all the duplicate transactions and click
Undo. This deletes all of the selected posting transactions from the general ledger and puts the
downloaded banking activity back on the For Review tab.

Module 4: Advanced Banking 14
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2. From the For Review tab, select the duplicates you just undid and click Batch Actions = Exclude

Selected.

In QuiickBooks Excludec

r Batch actiors » AlL(3) Recognized (2]

SPENT RECEWVED ACTIOf

o Accept Sefectod MANK DETAL CATEGORY OR MATOM

v 'U\'b HARDWARE Uncategorized Experas 52438 Add

™ |
ModiFy Selected
Jabs Expermes ol Maturisis: Plemis
v 01/1572017 TANIA'S NURSERY $10809 Add
" |
v o207 800KS 2Y SESSIE Legal & Professionel $35.00 Add
Jof3

3. From the Excluded tab, select the duplicates and click Batch Actions - Delete.

For Ravigw In QuickBooks Fxcluded g

L Batch actions »

7| Undo moN AMOUNT ACTION

Dwlaty

V| by dwaie 52428 Undo

v OINMS201T  Taris s Nursery S10800 Undao

V! 0V0B2017  Bocks By Bessle 55400 Undo

1-3of

Another option is to select O days at initial connection, then download the exact data you want from
the bank and upload it to QuickBooks Online Banking.

15
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Upload Data

If you are unable to connect QuickBooks Online to a particular financial institution or if you need to
import bank activity farther back than 90 days, use the File Upload option found on the Banking
screen’s Update button. This tool allows you to import a data file containing bank activity posting
date, bank detail and amount into the Banking Center. Process it the same way you would bank
activity that is directly connected: add, match, exclude.

Banking Bank Rules
Bank and Credit Cards 10100 Checking ~ Update | v
Manage rules
$16,552.21 $220.07 Jer Check
BANK DALANCE BANK BALANCE RN
$46,531.22 | xaeas Jug
~
[ kel i i
I- Batch actions » All {(141) Recognizrod {0)
DATE = DESTRIFTION PAYEE CATEGORY OR MATCH SPENT RECEIVED ACTION
118/2017 -:),. ne Banking !— n.-j:.-o-qr_-n:e': $10.000.00 Add
O » Bank
1572017 - far » Uncategorized income $30,000.00 Add
1 Th Ca .: tegorr 0000 $d
pense

The web-connect formats (.QBO and .QFX) are the preferred file type for upload as the data fields
are already mapped. Let's explore the type of information contained in a web-connect data file.

1. Open a text editor, like TextEdit (Mac) or NotePad (pc), click Open.
2. Inthe browse window, change the file type to All Files.

3. Browse for and select the QuickBooks Online file and open it.

Module 4: Advanced Banking 16
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The text editor allows you to see the data carried in the file. The first lines of data carry summary
information about the dataset; the remaining lines carry data for each individual line of bank activity.
Here's some of the info you will find:

® <ORG> = name of financial institution that shows on screen in QuickBooks Online during upload
process when you map to QuickBooks Online Chart of Accounts

® <FID> = financial institution’s ID number

® <INTU.BID> Intuit's internal bank ID number for that financial institution

® <ACCTID> = bank/credit card account ID number

® <DTSTART> and <DTEND> = date ranges of the bank activity in the data file
@® <STMTTRN> = starting line of each individual activity

® <TRNTYPE> = debit (money out), credit (money in)

@® <DTPOSTED> = date posted YYYYMMDDHHMMSS

® <TRNAMT> = amount (negative sign denotes money out)

® <NAME> = description

® </STMTTRN> = ending line of each individual activity

Module 4: Advanced Banking 17
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OFXHEADER:100
DATA:OFX5GML
VERSION:102
SECURITY:NONE
EMCODING:USASCH
CHARSET:1252
COMPRESSION:NONE
OLDFILEUID:NONE
NEWFILEUID:NONE

<OFX>
<SIGMNONMSGESREVL=
<50NR5>=
<STATUS>
<CODE=0
<SEVERITY=INFO
</STATUS>
<DTSERVER=20170307163045[0:UTC]
<LANGUAGE=ENG
=F|=
<0RG>=Bankof USA
<FI0=2189
</FlI>
<INTU.BID=7236
< {SONRS>
<fSIGNONMSGSREVL>
<CREDITCARDMSGSRSV1=
<CCSTMTTRMNRS =
<TRNUID=20170307163045[0:UTC]
<STATUS>
<CODE=0
<SEVERITY=INFO
</STATUS>
<CCSTMTRS=
<CURDEF=USD
<CCACCTFROM=
<ACCTID=4460690209305259
</CCACCTFROM:>
<BANKTRAMLIST=
<DTSTART=20170123170000[0:UTC]
<DTEMD=20170221170000[0:UTC]
<STMTTRN>
<TRNTYPE=DEBIT
<DTPOSTED=20170123170000[0:UTC]
<TRMAMT=-26.16
<FITID=201701231
<CORRECTFITID=201701231
<CORRECTACTION=REPLACE
<MNAME=APPLEINMN CRESCENTPARK CA
</STMTTRN=

Topic 1: Bank Feed
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As you learned in core certification, if web-connect is not available, you may upload file types .CSV
or .OFX. If the financial institution can offer no data file at all, there exist apps (like Q by ProperSoft
and MoneyThumb), that scrape data off scanned/PDF bank statements into data files (like .CSV)
which can then be uploaded to QuickBooks Online, and apps (like Transaction Pro Importer) that
can import categorized activity directly into the general ledger bypassing the Banking screen.

Sub-accounts

Many businesses issue corporate credit cards to staff. These individual cardholder accounts can be
connected to QuickBooks Online for bank feed and reconciliation. Financial institutions can differ,
but here is a common setup for corporate credit card management in QuickBooks Online:

Step-by-Step: Setup for Corporate Credit Card Management

1. Create a general ledger parent account for the company.

2. Create general ledger sub-accounts for each cardholder.

Chart of Accounts

ke 7 05 5

3. Banking - Add account.

4. Map each online cardholder account to the GL sub-accounts created in QuickBooks Online.

Module 4: Advanced Banking 19
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5. Do not map the parent account.

Connect an account x

Which accounts do you want to connect?

W'll import 90 days of trananctions, Waal a shoral time period

VISA
\/ Account 702( Viss: Srowe 34530 =
Balance 37,78

VISA
\/ Account ... B14E Vise-Johnsan 8237 2
Balance 112.01

Viss: Seilly «3242

E23
§8%
85
I
.
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6. Sub-accounts show balances on the balance sheet for activity recorded to each card.

TOTAL

22643692

700.00

188420

Total Cradit Caeds $2,539.20

» (b rrwrt Lintalitime L LR A LR

Tetal Curtunt Linbifties $34891.08

+ Long Term Lisbilities 330696601

Toned Linbitities SE£21.858.55
U
0

Opening Bel Equity
10100 Capstal Stock
000 Hertwed Eamings

Poat Ingor—e

Toted Equity 5214

TOTAL LIABIITIES AND EQUITY $536,523.92

€ Rack 10 Chant of Account ENDING BAANCE
Credit Card Register | e - $1 844 20 m
N .
20600 Vies » Cree Caret |
o af 1
W od S
= neo 2
DWTE » REF NC . CLASE CHARGE PAYMENT v BALANCE
FYPE erith x5 34 > 3 LOCATION
v Dueto O
! 2021 1 f abitnas hee 1 4
s . &N dara
1nzm 24020 FICA Payabie he) Overhaed $41.52 53300
Epe — .
12000200 fluwgshare CalO2 Service Overhuad $22.50 $1,706.00
Experse 60110 Autix e Fut
12/02/2021% am CAIOH Company Overhesd 513580 $1.762.58
heck 10100 Chacking
112297021 Bayshore CalOd Senvice achesd $1047 o 21 896.38
Expanee 40110 Actocsctila:Fosl
11/47/2021 Bapshore CalOF Senvice Ovarhuad 52610 2 $Lam9mn
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8. Assign payments as debits to the parent account or split to sub-accounts to zero out their
growing credit balances.

9. Depending on the organization of the statements received from the financial institution, or the

Topic 1: Bank Feed

quantity of charges, you can reconcile the parent account only; all activity from sub-accounts will
be included. Or you can reconcile each sub-account.

Taxes

I Accounting

Apps

Reconcile

Reconcile an account

Opan your statement and |ler's gat startad

Which account do you want to reconcile?

Account

b Beown #4538

Enter the following from your statement
Heginnieg balance Ending balance * Ending date *

Q00

Enter the finance charge, if necessary

Dale Finance charge Expenie account

Module 4: Advanced Banking
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Manage Credit Card Use with Apps

A powerful solution for managing company credit card usage by employees is to use an app like
Expensify to automate much of the data entry and receipt attachment work. Bank feeds connect to
Expensify and each cardholder categorizes and attaches receipts and memos. They click a button to
electronically submit their report to the manager for approval. The manager clicks to approve
expenditures, then the accounting department pushes all the data to QuickBooks Online. Each
individual credit card purchase or credit can be synced to QuickBooks Online as individual expense
transactions posted to the credit card liability account. Then QuickBooks Online bank feed matches
easily to each line item and the credit card account is reconciled. This collaboration puts
responsibility for the purchase and description on the cardholder, gives managers great oversight
into expenditures and automates most of the work for the accounting team.

1]
inburt N
@au.ckbOOks Apps My Appz Learring Cance B - fobtens l‘.‘f

E @& Expensify
- The AICPA recommended solution for simplified expense management

L 2 2 2 2 MR OF‘?{-A[NEO#M%

Overview

» -

Pretuved Trsener  yhasrdepmnion D sen

o
-

Gm Dt of bl enpense
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Recognized Bank Feed

Once online accounts are connected to QuickBooks Online or data is uploaded to QuickBooks
Online, that data is displayed in a grid on the For Review tab waiting to be processed. Use the All
and Recognized tabs to toggle to an often smaller sub-set of bank feed that QuickBooks Online
recognizes as it may be faster to process this activity first.

r Batch actions w All{24) Hrcognired (17
- 4
\J
DATY ESCHIPTION » PAVEL CATRGONY OR MATON SPinT OIVED ACTION
= 1
! 1. pavan 4 v Match
a
ncles Match
porting 0 Matc)
Twi
....... R e Match
121772017 34
- "D
$B68.13 Matcl
)2/18/2017 55631
1 Hwm A Rert )
1 i - 2182017 $75.00 Pam Match
B D2AE01T M
1 ) s atch
Ay Secanahen |
Apes

Recognized activity (in green) is one of three things:

o — Bank activity that QuickBooks Online determines is a match to a transaction already
posted to the GL. QuickBooks Online will suggest you match this activity to the transaction. A
green match is a direct match to one transaction.

Srosnahan inswmance T2 1072017 $2.000 ¢
froamahan myuramce Age = X $2,000,0¢
Agercy Brognahan Insurence

Agency
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@® A gray match — There are multiple matching options; they are found using the All tab, not the
Recognized tab

B

POSSIBGE WATCES -[

@ Experse TAUINMNIVIT STE00 Pem Seits
LN Find other matching tiamactons

A Pageset 3 QI/4EI0T7 $75.00 Bocks by Sesse

BANK DETAL Sam =512 | § Acd Ans

o — Bank activity that QuickBooks Online determines fits the parameters of a rule you have
set up. QuickBooks Online will suggest you add this transaction as defined by the rule.

CAE 2PN RD

AN DETAL O3 GaZ AnD O | § ASS Amachmant

® SUGGESTION — Description in bank activity which QuickBooks Online recognizes and
determines is similar to activity you have categorized in a specific manner previously.
QuickBooks Online will suggest you assign the vendor and account you used last time.

Halle

The goal is to clear the bank feed activity from the For Review tab. As you learned in QuickBooks
Online core certification, you will determine whether to add, match or exclude each row.
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ADD BANK FEED

If the activity has not been recorded in QuickBooks Online, then add the transaction. Adding bank
activity creates a new transaction, and debits and credits the general ledger.

@® The posting date, bank detail and amount will be populated already from the bank feed

@® Assign the vendor, account, class, location, customer:job, billable status, attachment, and custom
memo and click the button to Add the transaction

® Click the Split button to allocate the bank activity among multiple accounts and classes and
assign location

. .
O bubiouid i $666.00

Tim Philip Masonry on 02/03/2017 {or 5666.00

® If arule has been applied, review allocation and click the button to Add the transaction

® Switch from Add to Transfer to record a transfer transaction between two Balance Sheet
accounts. Click the button to Add the transfer transaction.

® Use the Copy bank detail to memo setting from the banking grid’s gear icon to pull the
downloaded bank activity description automatically onto the transaction’s memo field
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In some cases, you will not add the activity from the Banking screen; rather you will need to add
activity using the proper sales and purchase forms since the following limitations exist when adding
transactions via the Banking screen:

® No products and services items, must use sales and purchase forms

@® No sales tax accrual or payment, must use sales forms to accrue sales tax and Sales Tax Center to
record payment

@® No batch allocation for customer:job, billable status or attachments; those are only available on
individual lines in bank feed

Modify Selected

Payee Category

Class Location

® No split capability for customer:job, billable status or attachments. If you need to split a
transaction and allocate it to a customer or mark it billable, use the individual transaction forms.
You can't do it from the Banking screen’s split tool. If you want to add an attachment to a
transaction with split categories, then attach the document first, click the Split button, allocate
between categories, then Save & add.

(\

TiP: The use of multiple browser tabs will help with this process.
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Add by Rule

Automate the process of adding new transactions by using Bank Rules. Rules only apply to bank
feed that is in the For Review column; they do not apply retroactively to already posted or already
linked transactions on the In QuickBooks tab or to bank feed on the Excluded tab.

{ Batch actionms w AlL9) flmcognired {6
i

WMTE DESCRIPTION PAYEE IR OR MATCH » SPENT RECENVED ACTION

i
:

Adld

Rules help you customize and automate bank feed to give you a finer level of control. You can set up
rules to tell QuickBooks what to do with downloaded bank activity that meets particular conditions
you define, then assign pre-specified data such as payee, category, class and location. Rules can be
configured to split amounts between categories by percentage or dollar amount.

Rule ® X

Set one or more of the following

Transaction type

Mayee

Add line
|

Mema

Canced Daitu Save
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Rules are defined as money-in or money-out transactions only, not both.

Rule ® X

Rule name fon G
NS GAS AND OF | Money out M - All ik sccnunts w
N
Moy
When a transaction meets + OfINes® CONQITIONS
flank toyr - ontalm v N IAS AND O
Add lire

Set one or more of the following

Tandaaction type

Paywe

PERCENTAGE CATEGORY CLASS

Rules can apply to all bank and credit card accounts, or you can select individual or multiple bank or
credit card accounts.

Rule Q@ X

Kula name oy n

MINE GAS AND O M- e .- Al bank aroowety v
« AB bank acoounts

« Mastorcand

When a transaction meets « of these condition Examplé Btk USA
Chacking
b ient - saing - HIN'G OAS AN amate Dank LS A
Add hire v Savings

Set one or meare of the following

Tiansaction type

Fayne
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They are not case sensitive. You don't have to create multiple rules to accommodate uppercase and
lowercase variations in the description conditions.

Rules are a powerful way to script how QuickBooks should handle downloaded transactions.

NOTE: Sometimes the effect of editing and moving rules takes a while to appear, both in the For
Review list and on the Rules list.

Manage Rules

To manage your rules, navigate to the Banking Center, click the down arrow on the Update button
then click Manage Rules. From the Manage Rules screen you can add, edit, copy or delete rules. In
the grid of rules, find the rule you want to work with and use the options on the drop-down menu.
Edit will open the rule so you can make changes then Save. Copy will open a copy of the rule, which
you can rename and make the desired changes. Delete any rules no longer needed.

Rules e =)

o QuickBooks applies only ane rule per transaction and you prioritize the rules
Fer caditgle. W1}

HNO. BULE NAME CONDIMONS SETTINGS AJIO AL ACTIONS

CHINS GAS AND OiL Bank text cantaes "CHINS GAS AND OL Sgit by pescentage in 2 categores, set Pays. tdit J"

LARAS LAMINATION Bank text camtmes “LARA ot Foywe tu “Lara's Lamnation” sst Catego

The grid gear icon lets you specify how many rows of rules you want to appear on the page: 50, 150
or 300, and make the rows compact if you want to shorten the row height so more rules appear
onscreen.
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Rule Conditions

You learned to add new rules in core certification. When adding new rules, you configure conditions
for QuickBooks to consider when it downloads banking data. QuickBooks will run each bank activity
through your list of rules to determine if any are applicable. Here is a matrix of the conditions
settings available.

SELECT FIELD SELECT OPERATION ENTER CONDITION

Contains Text

BANK TEXT

Doesn't contain
Is exactly

Contains Text

DESCRIPTION

Doesn't contain
Is exactly

Equals Numbers only
Is greater than
Is less than

AMOUNT

Doesn't equal

Notice that there are two quite similar fields you can create conditions on. Bank Text field is the
complete bank detail text. Description is the QuickBooks Online abridged version of the bank text.
To see the difference, on the Banking screen use the gear icon to toggle between showing the
column as Bank Details (i.e., Bank Text) or Description (abridged version of bank detail).

|_| DATE BANK DETAIL CATEGORY OR MATCH SPENT RECEIVED ACTION
|:| 03/07/2017 AMAZON SOFTWARE Uncategorized Expense £89.99 Add
|_| DATE DESCRIPTION CATEGORY OR MATCH SPENT RECEIVED ACTION
|_| 03/07/2017 Amazon Uncategorized Expense 580.99 Add

When configuring conditions, note that “contains” is a key operator since it allows all kinds of
transactions to be assigned to one set of actions. For example, transactions at a national gas station
chain or at a nationwide store can come across with many different descriptions all containing the
name of the store along with other information like store number or city name. You may want to
create a condition using the “is exactly” operator for an exact match to that one location. Or, more
commonly, you can use the “contains” operator to create one rule for the one store name that
appears in all the bank text for all locations, to treat all purchases at all these stores with the same
classification.
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You can build up to five layers of conditions into a rule. You specify whether the bank activity has to
meet all of the conditions before the rule is applied, or any of the conditions. You cannot create a

rule that does both.

Rule

Rule nome

CHNS GAS AND OIL

When a transaction meet

Set one or more of the following

Transaction type

Payea

Canced

®

All bunk accoumts v

[eletn
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Order of Rules

Rules are applied in numerical order as listed on the Manage Rules list. Only one rule is applied per
bank activity. The first rule that fits a bank activity is the one applied. You can change the order of
your rules by dragging them up or down in the Manage Rules list grid. Reordering the rules list lets
you control which rule to apply first.

'_/'U' ot Payee 0 " Aitoloon’, set Catngory 10 A Fdlt »

For example, a company creates three rules. Rule 1 is configured to code all purchases at AutoZone
to Auto Supplies expense. Rule 2 is configured to code all purchases at Office Depot to Office
Supplies expense. Rule 3 is configured to code all purchases over $500 to Fixed Assets. When the
company spends $750 at AutoZone, it will be coded to Auto Supplies expense because it fits Rule
1's conditions and stops there. They would need to drag Rule 3 up to the first position to have that
purchase (and any other over $500) coded to Fixed Assets.
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Export/Import Rules

You can also export rules from one QuickBooks Online company subscription and import them into
another. Perhaps you have customers with similar transactions you want to import to each
customer’s QuickBooks Online company instead of re-typing all of them. Perhaps your firm has

created a template of standard rules to use on clients.

2. Step-by-Step: Import Rules

1. Onthe Rules screen, click the down arrow on the New rule button and select Export rules.

0 OuickBooks applies only ane rule per tiansaction and you priorities the rules

aemmpie 1 the tugt rule sppies th & trarsertion. then no folneing rdes il be spgied. To moae » e o A
Iz RULE NA ONOITION ETTINGS AUTO ADO ACTIONS
PXEDASSETS . Amow 1 tes tha ' od A Edit »
Beok 1 AUTOZON 3 Autol sl Categ Edit -
ank te s o . e Dep - Edit -
‘ 1IN AN Bank te i AL A ) eniage goties st Edil »
AMA2ON ank text contm AMATON ot Payee 1o " Amenos set Catagory 10 "OF Fdit =
AREN Bank 1 A Reptal t Cate t Edit »
LARAS LAMINATION ank to = ARA e ate's Larrenant " ate Ldht -
) H ank to e s . . E " ‘. Fdit »
4 A U] & tox 1 M - - - Hick - Edit »

2. QuickBooks exports these as an .xls file.
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3. Widen columns to show the fields exported - the same fields as on the Edit Rules screen.

A B c

1 . RueCondwers _ _____RueOupus
| 2 FIXED ASSETS {MrueCondimions™ [ neType™ 10, Vvalue® '-1']‘(‘rulé1’~,pe“ 3, value™ *-500] TsAndRuke™ true) [MrulActions™ [[MactionType” 0, velue™ Fied AsstsT}
| 3 AUTOZONE FrueConditions™ {["nieTyps" 10 ke 1) PruleType™ 8 “value™ "ALTOZONE)} "sAndRud ["nusActions" |[“actionType" 5 value" “AuteZons") (MactionTyps" 0 vk’
| 4 OFFICE DEPOY [rueCondmions™ [[“rde Typa™ 10 Vvalue® *- 17, Crule Type™ 6, “value" “OFFICE DEPOT'Y WsAn MueaActions™ [MachonTypa®™ & “valoa™ “Office Depct™) ("actionType™ 0. “val
[ 5 CHINS GAS AND OL [MrueCondtions™ {"ndeType™ 10 “vakue™ ™17 [ruleType® 6 “vaue" "CHN'S GAS AND OIL") { MrulsActions™ [FacbonType™ 8 “valoe™ ["actonifolist” [{"categoryid™ Ve
| 6 AMAZON ["ndeConditions" {["nde Type® 10 Vakue® *-17), CruleType® 8 “value® "AMAZON]] "sAndRule” 1 ["rulcAchons” |MachonType® 5 “value* "Amazan®] [“actionType™ ) “value" |
| 7 ARENTAL [FrueCondtions™ [[MnieType™ 10 Vakue™ 17}, (ruleType™ 6, "value® "A Rental™]] "sAndRule” U [MruleActions™ [MactionType™ 5 value® "A Rental) [MachonType™0 “vake™

f 8 LARAS LAMNATION ["nseCondtions" {["neType" 10 “value® "1 FruleType” 8 “value™ "LARAT| =sAnaRule" true ["ruleActons" |[FacbonType* 5 “value® "Laa's Lamnaton) ("achonType" |
| 9 BOOKS BY BESSIE MreConations™ {{"nue Type™ 10, Value® "-17) (rule Type™ 6 “vaiue™ "Books By Bessie”]] "sAr MrueActions” [("achonType™ 5 value™ "Books by Besse™) ("actonType™ 0
' 10 HICKS HARDWARE [MrueConditions™ ["nieType™ 10 “vakue™ " 17, MruleType” 6, value®™ Hicks Hardware™]] "sAnc [MrusActions™ [[FactonType™ 5 value™ "Hicks Hardware™) ["achonType" 0
[ 17 MAHONEY MUGS ["ndeCondtions™ {{“rnieType™ 10 Value® “-17) CruleType® & “value” “Mahoney Mugs™)| “sAndf ("rleAchons” |(“achonType™* & “value* "Mahoney Mugs"} {"actionType™ 0%
12
L 13

4. If any rules don't pertain to the business you are importing to, delete those rows.
5. Save as a new xls file.

6. Navigate to new QuickBooks Online company, navigate to the Rules screen and click the down
arrow on the New rule button to choose Import rules.

7. Browse to select the new .xls file and click Next.

8. QuickBooks will give you a list of all of the rules from that .xIs file; select those you want to
import. Note any rules that are auto-add.

Import rules b ¢
SELECT RULES
Select rules to import
7 NALE NAME FOR CONDITYONS SETHINGS AUTO-ADD
! | PIxeD assers Money out Amognt I8 graster than <500 et Ctegony 10 “Fland Assets
v AUTOZONE Money out Senk tent cootaing "AUTOZONE St Papee 1o "Autolone”, wet Category o “Automobile
v OFFICE DEFOT Money out Sank text cuntaing *OFFCE DEPOT Set Payen fo "Office Depot”, set Ctegury %0 "Offics £..,
o | CHINS QAS AND O1 Manwy out Bank text cootalne “CHIN'S GAS AND OIL°, sad Amou...  Split by percentage in 2 crtegoces, set Paywe 8o " Chin..
v | AMAZON Mooey out Beok sent contalng "AMAZON St Pagee 10 “Amazon” set Catwgory to "Ofcr Expon
v ARENTAL Money ot Bank text cootaing "A Reetal” 5ot Payee 10 "A Rentsl™ set Cotegary %0 "Equipement R,
4 BOCKS BY BESSIE Moy out Bank toxt containg “Books By Sessia Set Puyne 10 “Books by Seasn”, set Catagary ta "Offic...
v HIOS HARDWARE Maoney o Bark toxt coctaim “Hicks Hardware S Fayee 10 Higks Rarchwern” set Camegery 1o “Job M,
v | MAHONEY MUGS Money out Berk tent contalne “Mahaney Mugs S0 Paywe 10 Mahoney Mugs'. sst Casegory %0 “Mesls A
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9. Map vendors and accounts, classes, etc.

Import rules X

©

SET RULE DETAILS

Select rule details for Craig's Design and Landscaping Services

IMPORT RULE DETA - ¥ DESIIN AND LANDSCAFING STRVICES OFf

Payoos

AutoZone .’3
A\

Oifice Depar -

Chin's Gas and O1l Chin's Gad sndd Qi v

Amazon -

A Ranta .

Hooks by Uesslo Sooks by Bessie .

Hicks Hardware

Mahorwy Muga Mehonay Mugs B

rﬂm. .‘Il ~

10. Click Import.
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Auto-added Rules

Transactions added automatically by a rule can be found on the Banking screen’s In QuickBooks tab.
There is a filter above the grid to view those by Auto-add rule. Notice the Auto-add button, Rule
stamp and name of rule.

Rule AMOUNT ADDED OR MATCHED RULE ACTION

If you don't want a transaction auto-added, click Select & undo. This sends the activity back to the
For Review tab without running it through the rules again; therefore it will not be auto-added again
in an infinite loop. However, once back in For Review, if you edit the rule and save it, the auto-add
will now kick in again on all activities in For Review, including the one you just sent back there.
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MATCH BANK FEED

If the activity has already been recorded in QuickBooks Online but has not been marked reconciled,
then match the bank activity to the transaction. If the activity has already been recorded in
QuickBooks Online and is marked reconciled, then QuickBooks Online will not suggest a match and
you should exclude the bank activity. You learned in core certification how to process green (single)
matches and grey (multiple) matches.

Matching links the bank activity to an existing financial transaction already posted to the general
ledger, or records the payment on an open invoice or bill transaction to close it. Matching also
changes the reconciliation status of the transaction from Unreconciled (blank) to Cleared (C).

< Beckto Lhart af Accours ENDG SALANCE
Bank Register ciec-q R ey $1.201.00 m

Clemsnct  Tavtwtively incnnc bedd
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The link between the transaction and the bank activity is an important concept to explain to the
clients you work with. When troubleshooting particular bank activity, search for the bank activity
from the Banking screen’s In QuickBooks tab and follow the link to the transaction.

Bank and Credit Cards Checking - vt~ [
Checking
$304.96 $-3,621.93 $200.00
BANK BALANC . BANK GALANCE HANY SALAMES
$157.72 7 $1,201.00 - $800.00 1
' I Ok :
DATE + DESCRINON AMOUNT  ADOLD ON MATCHLL s ACTION
1672017 Bauesky Kieen Car 31959  Matched tor Check Gabit 02414720 Undi
02/13/2017  Dylan Sollfrank 5337.30 | Motched 1o« isies Safjot 10254 0 Undo
27002017 S404.10( Added Yo Peymemt Q2112017 56 Undo
01T Well Progartiey $90000  WMmtched to: BN Paymest 11 02011 Unade
OVA8/2017  Tanie's Nursary $-100.09 Motched 10 Expamse 15 017187201 Undo
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When you troubleshoot a particular transaction, follow the link in the upper left of the transaction
screen to the bank activity.

(%) Sales Receipt #1003 @ X
ANYOLURNT
A -
Date Type Amount Payeo Mode
Vb bryrblag refigee
o 02/93/2077 CREDIT 333730 DYLAN SOLLFRANK  Maaually matched Mrimanc
Miling 20drem Salos Rocsipt oate
1%
Crom b
Payrvaare methaod Hatwmicn no Dapost to
- . 10264 - .
& PROOUCTSERVICE CESCRIPTION ary RATE AMOUNT TAX
1 Qusige N or oalg A s S "
A Tnes Clear ul finves Subtotal $337.50
Muszege dapleyed on wlar recept uxabls sibsctel
Print or Proview Make reasTing Customize

This linking further confirms the likelihood the transaction did occur at the bank and was recorded
on the books.

Find Match

Sometimes QuickBooks Online does not suggest a match or suggests an incorrect match.

@® The transaction is posted to the wrong account
@® The date range for searching is not correct

® The amount of the transaction posted in QuickBooks Online is greater than the amount that
cleared the bank
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When QuickBooks Online does not find a match, click the row to expand it and click the radio
button to Find match.

0312017 Eoolka By Sesse Uncmegarired iccame $55.00

® “.II o=
v || Uncatagorised incocne v Soli m

BOOKS BY SESSE

BANK DETAR DOCHS BY 835t | & Add Avtechment

When QuickBooks Online suggests an incorrect match, click the row to expand it and select one of
the other possible matches, if shown. If none of those are correct, click Find other matching
transactions.

Check Dabit
02012017 Squnsky Kewn Car Squsaky Lleen Car Wash 020172017 $190.99 Squmaky S99
Cleon Car Wash

At (@) Mat:

POSSIBLE MATCHES m

®  Chock Osbit D201/2017 510,99 Squeaky Kloen Car Wash

Find athwr matching Transactions
Cavh Murch 01/35/M1 7 $19.99 Sqgunsky Klsen Car Wash

DANK DETAL SOUTAXY GIDN CAVWARH | B Adld Attarhamnent
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The Match transactions screen will drop down and allow you to search for the appropriate
transaction(s) from a list of open transactions that have not been reconciled or linked to another
bank activity. Select from the Show drop-down list to filter by specific transaction types, or search by
keyword or a particular date range.

Match transactions @ X

Tania's Nursery

$108.03

ptch
REF NUMBER PAYEL TRANSACTION AMOLUL QPN RALANCG PAYMENT

Tania's Nirsery s1o009

Tania's Nurssry SAV.09 no.ov

Bocks by Bewin
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If you make multiple selections and they do not equal the amount of the bank activity, you have the

opportunity in the bottom right corner of the Match transactions screen to resolve the difference by
adding a new transaction.

Match transactions @ X
7 1A} | " T Wy 9 09
~h E shy B le
5 AD
| ¥ ] o448 L
\ ek } { Ol a
NS il stk -k e
et —al b et 310805
Rescve dMew-ce w (fFerunce 50.00
v A r-r chior
Add new transaction -
DATE PAYER CATEGORY MEMO AMOUN
1 - ol ! - 19 o
Now tansaction totd $19.00
Total $108.09

When you save the selected matches, QuickBooks Online links the bank activity to each selected
transaction, including the new transaction that resolved the difference.
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Matched to Multiple Transactions

When individual bank activity is matched to multiple GL transactions, QuickBooks Online will show
that detail from the In QuickBooks tab when you click the multiple transactions link.

For Beview In QuickBonks Excdlutied Go 1w Regsts
- ANl
DATE v DESCRFTION AMOUNT  ADDED OR MATCHED ARE ACTION
01/15/2017  Taria's Nursery $100.0¢] Matched 1o prliipie Weu-"w't Undo
< Banking

Bank and Credit Cards Multiple Transactions

TANIA'S NURSERY

Dists Z017-01-18 Hank

Amuount s 0% Accoust ol
Tiamaaction type DERIT Tiensaction 1D 250040
Nedsrarce mn. Updiate 0 3
Detatn

Matched Transactions

NO. FAPENSE DATE DETAILS AMOLNT
011572017 Expense $1%,00
0v/oa01? Esprerse 10 Tanda's Nussery 529.09

)
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When reconciling the account, the individual transactions must be manually added together to

determine which make up the single corresponding amount on the bank statement.

Reconcile Checking

$108.08

$0,00 @ 5-206.19

Editinto

Save for ator A

Statemant anding dets: February 28, 2017 7 PAYMENTS il DEPOSITS DIFFERENCE
-
Give Fowdback
X Stacament ending date  Claar filter ¢ View all ; l:w;:n;; Decosta =
DATE TYFE REF NO PAYEE MEMO = FAYMENT LEPOSIT
11820146 Bill Pyyment Robertson & Amccates 000
1082014 Frperse Hobertanr K Asscoates ne
12730/2016 Chech - Chin s Gas and OF 48
NDS201 Salws Taw Puymant 31 Paymrens an
o 201 Saius Tas Payment G Paymrent 50 ‘
I 01/¢ )" [ v Tarin's Nursery ‘t! 09 o I
0V es2017 Check 2 Socks by Besee 300
01714 ’ Chack Chin's Gas and O 0t
0vs2017 Esporas Tania s Nursary 108.0¢
I " 201 Eapecss | 9.00 (/] I
01282017 Bilk Faymere Hicks Hardhwars 25900
o130t Eapacas ] Hicks Hartware 14
Chack Tomy Randonumu )00
Cash Eaperse Sob's Burger ot S.0e
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When you match bank activity to an open invoice, QuickBooks Online will record the payment
received transaction directly to the bank account and link the bank activity to it. It does not record
the payment to Undeposited Funds.

(< Receive Payment @ X
AMOUNT RECEIVET >
i 2 $2UD 00
.
Date Type Amournt fayee Modo
N 0311472017 CREDIT $200.00 A1 RENTAL  Manually added Unmatch
Paymant duln
02167201 WY
Fayment mothoc Rotersoce 0o Cuaposit to A raaive
e | 1 AR o | X ¥
Outstanding Transactions
Fiter w
DESCRIFTION DUE DATE CORGINAL AMOUNT QPEN BALANCE PAYMENT
v . i} 20 X
1
Amsunt 10 Apoly 00.0:
Artrount 1o Tredt )
Cancel Moo Sweandnew w
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When you match bank activity to multiple open invoices, QuickBooks Online will record each
individual payment received transaction directly to the bank account and will not be grouped
together on a deposit transaction.

< Nanking

Bank and Credit Cards Multiple Transactions

Datn 0174214 Ao

Ao 1] $as8 13 Accoumt wall
Trassactian type DES Tevancting 10 259001
Netarance \patane K .
Datare

Matched Transactions

NO EXPENGE DATE DETAILS AMOUNT
ot oYY Erpuiine $200.00
S0y Faymmnt 1 Juibes Daskharhinl Camyg $4a0 an
| F 1t A b t $220.00
B 3] ¥ by L 10,00
1 n ' N $81.00

1 ' ¥ ¢ " ingy r ] 314
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When reconciling the bank account, these individual payments will not agree to the total deposit
amount found on the bank statement.

Reconcile Checking $308.09 $1,068.15 @ $-1.07434 [ niio | Seveforlater
Statement ending date) February 28, 2017 3 PAYMENTS 5DEPOSAS DIFFERENCE e
-
Glve Feadback
Y X Statement ending date Clearfilter/ Viewall = Payments | Deposits ! All S &
DATE TYPE HEF NO. PAYEE MEMO = PAYMENT DEPOSIT
11/28/2016 Receive Pay... 1053 8ill's Windsuef Sh... 175.00 N
01/28/2017 Receive Pay.. 5662 Freeman Sportin... 8640
017242017 Sales Recelpt 1008 Kate Whelsn 22500
01/26/2017 Receive Pey.. Amry's Bird Senct.,..  Amy cleéma the pest control did n... 105.00
0/1372017 Sales Receipt 1003 Dylan Soilfrank 337.50
02/1472017 Recaive Pay.. Freeman Sportin., 50.00
02/1472057 Deposit 21875
02/17/2017 Deposlt apa.00
021372017 Receive Pay... Trania Waidron D 21.00 /]
02/Y8/2017 Receive Pay... Dikea Baskotball... D A6DL0 (/]
02/18/2047 Receive Pay... Amy's Bird Sanet... U] 220,00 (]
02/18/2017 Receive Pay... Sushl by Katsuyuk s} 80.00 (/]
02/18/2047 Receive Pey... Freemen Sportin... © 32675 /]
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It is a best practice to close invoices by using the Receive Payment screen to record the payments to
Undeposited Funds. Then use the Banking screen’s Find match mechanism to match the one bank
activity to multiple payments. QuickBooks Online will then group the payments together on one
deposit transaction matched to the bank feed.

(<  Deposit @ X

 Bew liasking ranbes

Select Existing Payments

RECEIVED FROM DATE TYPE PAYMENT METHOD WMEMO REF NO AMOUNT
o4 bt Sashuiball Camy )1/22/20%7 Pagment - 4s0.40
7 C F = " 1 ent .
| Temvis Wi 1201 - .
v 1 ( Fayment - -
o ushi 1 " - 80
( ymen . 1

Mt Mako recurming Moeo
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Similarly, when you resolve a difference on a deposit on the Match transactions screen, QuickBooks
Online records a new deposit or expense transaction, separate from the other deposit that grouped
the selected payments together.

Retarence n

Deatals

Matched Transactions

NO EXPENSE DATE DETALS ANOUNT

1 2NN T Apense

7 "
2 ¥

When you reconcile the account, this resolve difference deposit or expense transaction will not
agree to the total deposit found on the bank statement. You'll need to check off the grouped
payments deposit and the resolve difference deposit or expense to agree to the amount on the bank
statement.
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SUGGESTIONS

In the recognized bank activity on the For Review tab, if not a match or a rule, QuickBooks may make
a suggestion. When QuickBooks Online recognizes the bank description it may automatically recall
the same vendor and category assignments you used on previous bank feeds. QuickBooks is trying
to be helpful and automate work, assuming you may want to be consistent and code the activity the
same as you did previously. Consider these suggestions that help automate your workflow, but be
sure to change the vendor and/or category assigned if either is not correct.

When you change the category on one of the suggestions, a message appears, “We'll set [merchant]
to [new account selected] from now on.” Next to this message is a hyperlink to Edit this setting. Note
that the action to display this option is when the suggested account category is changed.

DESCRIPTION PAYEE CATEGORY DR MATOH » SPENT RECEIVEL ACTION

Billable
- Msinterance and RepalnEguipme < v Splr
ave { 1's Gas unca (

BANE DETAN CHM S GAS AND L |

1. Check the box Leave [merchant] uncategorized, such as bank activity like wire out that would
change vendor and categorization with each instance.

2. Click the hyperlink to create custom rule to further define and manage the conditions and
allocation of this merchant’s financial activity.

QuickBooks Online is programmed to not automatically recall the previous category assignments for
certain generic terms like check and deposit since these are invariably not coded the same.

Module 4: Advanced Banking 51



Supplemental Guide Topic 1: Bank Feed

BATCH ACTIONS

Let's walk through a common scenario for working the bank feed.

1. Click the For Review tab in the Banking Center.

2. Click Recognized to view activity related to matches, rules and other suggestions.
3. Sort the banking grid by the Category or Match column.

4. Find the group of green Match activity. Click each row to review details.

a. Check the box in the first row in the range, hold the Shift key and check the last row in the
range. All boxes between the rows checked will be selected.

b. Deselect any you do not want to match.

c. Click Batch actions - Accept Selected.

»
-
m
5

v Seyzhoww Caloll Service 314300 Bayshare CalOll 31430 Mazch
Moty Salerte

Match

5
2

": 4
ks 3
1 o d

0 i
R Py A
SR
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5. Find the group of green Rule activity. Click each row to review details.

a. Check the box in the first row in the range, hold the Shift key and check the last row in the
range. All boxes between the rows checked will be selected.

b. Deselect any you do not want to match.

c. Click Batch actions - Accept Selected.

Y O MATON » PENT RECEVE ACTVON

s
)

|
»
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6. Find the remaining bank activity with green suggested account categories assigned. Click each

row to review details and modify as needed.

a. Check the box in the first row in the range, hold the Shift key and check the last row in the

range. All boxes between the rows checked will be selected.

b. Deselect any you do not want to match.

c. Click Batch actions - Accept Selected.

BESCRFTN CATERGINE OR MATLr, o e
"

Module 4: Advanced Banking

54



Supplemental Guide Topic 1: Bank Feed

7. Click the All button to view the remaining banking activity that was not recognized.
8. Sort the banking grid by the Category or Match column.

9. Find any group of gray Match activity. Gray matches mean QuickBooks Online has found more
than one transaction. Click each row to view the options and select the proper transaction to
match the bank activity. You can match these one at a time or select several.

a. Check the box in the first row in the range, hold the Shift key and check the last row in the
range. All boxes between the rows checked will be selected.

b. Deselect any you do not want to match.

c. Click Batch actions > Accept Selected.

10. Sort the banking grid by the Description column to sort the bank activity by merchant
description.

Module 4: Advanced Banking 55



Supplemental Guide

Topic 1: Bank Feed

11. Find any group of merchants that would potentially be coded the same.

a. Check the box in the first row in the range, hold the Shift key and check the last row in the
range. All boxes between the rows checked will be selected.

b. Deselect any you do hot want to add.

c. Click Batch actions - Modify Selected.

0/2016 Business

AN (11

Accept Selectod DESCRIPTION »

Baok Anycity

Bank Anycity

Assodl

172017 U Blectsh

Uncoategoris

Uncategorised £

ates Furcheoes

PESRT

ed Exp

Al G

CATEGDORY OR MATCH SPENT

enie $2.770%0

;erve 33 40582

and Elackric €332.00

RECEIVED ACTION

Add

Add

Add

Add

d. Specify the payee (vendor), category class and/or location. (Customer and billable are not
available in this batch action — only on individual rows.)

Modify Selected

Payee

Bank of Anycity

Class

Cancel

Category

v 62400 Interest Expense

Location

e. Click Batch actions > Accept Selected.
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12. Select any banking activity that is a duplicate or for some other reason needs to be excluded.
Click Batch actions - Exclude Selected.

Acsmgt Lu LACIr 0N ATROORY ON MANCM LN

13. Click the Excluded tab.

a. Select any transactions that were uploaded into QuickBooks Online as duplicates.

b. Click Batch actions - Delete.

v Unao rroON AMOUNT ACTION
4 ed $27. 02442 Undo
| 122002070 Busieens Associetes £3,100.00 Undo
J] 12012018 Hayes Propersies §1,200.00 Unda

14. Return to the For Review tab and work individually on the remaining bank activity to add, find
match or exclude as needed.
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BREAK THE CONNECTION

When an account is disconnected from the bank, the bank’s card or tile in the upper section of the
Banking Center will disappear. With it, all bank activity in the For Review tab that has not been
added or matched and all bank activity in the Excluded tab will be hidden from the Banking grid.

Any bank activity that was matched to transactions will remain matched. There won't be a card on
the Banking screen with an In QuickBooks tab to find these, but you can navigate to the transaction
and click the link to view the linked bank activity.

{“ Expensa & @ X

e aa— $155.94

v Account details
¢ ACCOUNT DESCRFTON AMGUNT BRIAELE MASIOP TAX  CUSTOMER CLASS

Fiom Supplies A 00112705 MENLO MARK CA

» [tem details

If you reconnect the online bank account to the same GL account, all the bank activity in the For
Review, In QuickBooks and Excluded tabs will be restored as they were when you disconnected. If
you had a year's worth of downloaded bank activity on the For Review tab when you disconnected,
and when you reconnected you could only choose to pull in a max of 90 days of activity, all the prior
bank activity plus any new activity up to 90 days ago will be shown in the bank grid. QuickBooks
Online is not pulling in this older-than-90-days data again, it is showing it again.

If you reconnect the online bank account to a new or different GL account, it acts like a first-time
connection and pulls in up to 90 days to the For Review tab. None of the historical bank activity on
the For Review or Excluded tabs will be shown.
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Anytime you connect to an online account, QuickBooks Online will attempt to block any duplicates
of bank activity by comparing the bank activity to the activity already on the For Review, In
QuickBooks and Excluded tabs. If you hard-deleted activity from the Excluded tab, this activity could
be pulled in again during a re-connect. If you connected a new online account, or re-connected an
online account to a different GL account, then there is no activity in any of the banking grid’s tabs for
QuickBooks Online to block duplicates against, so all activity in the date range will be downloaded.
In all cases, upon initial connection and reconnecting, be diligent and look for whether there are any
duplicates downloaded from the online banking site.

As you learned in core certification, sometimes you have to troubleshoot the bank connection. First
click the Update button on the Banking screen. If that doesn’t work, then click the pencil icon on a
bank or credit card tile. Click the Edit sign-in info button to update username and password criteria.
If that doesn't work, click the pencil icon again then click the Edit account info button. There you can
check the box to disconnect and reconnect the account, as we just discussed.

Account

Category Typu

* Detail Type

Cred:Ced

Connected to

1€2 Bliale

I j Disconnect this account an save I

If none of these steps work, your final option would be to call ProAdvisor support, they have a
special department that can work with banks.
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If you're merging bank or credit card accounts connected to online banking, first disconnect the
account that will no longer be used. Re-name the account that will no longer be used; give it the
exact same name and account type as the account you want to merge into. All transactions posted to
the unused account will be moved to the active account and the unused account will be made
inactive. The bank will stay connected on the active, unchanged account and show activity in For
Review, In QuickBooks and Excluded.
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Topic 2: Bank Reconciliation

Reconciling bank and credit card accounts to statements received from financial institutions is a
central component of closing the books. It can help identify incorrect, missing and duplicate
transactions that cause the bank and QuickBooks to differ. The QuickBooks Online Core Certification
course covers how to use QuickBooks Online’s reconciliation tool to easily manage this important
task. Here we'll explore more advanced usage and troubleshooting of this tool.

RECONCILIATION LOGIC

The Reconcile tool allows you to reconcile most balance sheet accounts. Balance sheet accounts
have registers where you can view all transactions posted to the account and their reconciliation
status. In an account register, you'll see a narrow column with a checkmark at the top. This column
indicates the reconciliation status of each transaction.

@® Transactions with a blank status are Uncleared

@® When bank feed is linked to a transaction or when a transaction is checked in a not-yet-
completed reconciliation, the status is changed from Uncleared to Cleared [C].

@® When atransaction is selected during a reconciliation, the status is changed to Reconciled [R]
when the reconciliation is finished
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¢ Back to Chart of A

Bank Regis't.;rw- P v $62,29276r m

In the account register, you can use the filter to show, for example, all transactions that are No Status
to view open transactions that have not been matched to bank feed nor reconciled, to tie the bank
balance to the register balance.

When transactions are checked off as reconciling items during a reconciliation, the Reconcile tool
keeps track of which reconciliation a transaction was grouped with. These reconciling items for a
particular period can be found in the list of cleared transactions on the Reconciliation report for a
particular period.
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Topic 2: Bank Reconciliation
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Reconciliation Report

When a balance sheet account is reconciled, the Reconciliation report acts as the supporting
documentation that ties the ending balance on the bank statement as of a particular date to the
ending balance in the QuickBooks Online account as of the same date. This report lists all the details
about which transactions were reconciled and which were not at the time of the reconciliation.

® The difference between the bank statement’s ending balance and the book’s register balance
are the uncleared transactions dated as of the period end date

Reconcie

Rock Castle Construction, Inc,

10100 Chacking, Patiod Ending 02/20/2012

HECONOLIATION REFORY

Summary

@® The Reconciliation report retains its original details and does not reflect changes made after the
reconciliation
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@® Any changes made to transactions after the reconciliation date on the report are reflected above
the report in the Reconciliation Change Report section, which shows the type of change (such as
unreconciled, deleted, amount change) and the amount changed

hart of Accounts Raconcile
Chaet of secounts Punk cugister > Reconciliation sty Nepron
Reconci"‘“on fopoft Revanciln | Give Fosdtiack
Account Satament ending date

0100 Checking - oxe0n? - é

Rock Castle Construction, Inc.

10100 Chacking, Perlod Ending 02/20/2017

RECONCILIATION CHANGE WEPONT

Since iy reconcilinthion on 0310/201 7, changes were made 1o the reconcled tasaactions In this repo
DATE wr REF MO PAYEE OMGeAL AMT CUSRENT AMT OMANGE AMDUNT CHANGE
1/ Fapwree :,",'-""" » A 229 e A s hangeid A 20000
Vo
Tostul 4 10000

RECONCIIATION REFONT

Reconclled an 0312017

Reconciled lyy Robert Lane
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L

Step-by-Step: Run a Previous Reconciliation Report

1. Navigate to the Reconcile - Reconciliation history screen.
2. Use the Account drop-down menu to select the account.
3. Use the Report period drop-down menu to show all reports or only the past 365 days.

4. Click a row to view its Reconciliation report or click the down arrow in the Action column to print
or undo that row’s reconciliation. The undo option is only available if the QuickBooks Online
company is accessed from QuickBooks Online Accountant. When you undo a reconciliation that
is prior to the latest reconciliation, you will undo all subsequent reconciliations.

Hecanoie

Reconciliation history

Remember that if you've imported your data from QuickBooks Desktop, reconciliations performed
in QuickBooks Desktop don't convert, so those period reconciliation reports will not be available in
QuickBooks Online.

The Reconcile report doesn’t have an option to export it to Microsoft Excel®. However, there is a
simple workaround to accomplish this.
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‘2. Step-by-Step: Copy Report Information into Excel

1. Find the Reconcile report you want to print.
2. Highlight the information on the report.

3. Right-click and copy the information.

Chart of Accounty Hucorcile ‘
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4. Open Excel and paste the information.

Topic 2: Bank Reconciliation

5. Adjust the column widths for the format of the Excel report to show all the information.

6. Click Save.

iy HEBsRatspeRgleaisiajonivinie]

WU

A Ly TP [ < Y
Rock Castle Construction, inc.
10100 Checking. Pariod Ending 02/28/2017

RECONCILIATION REPORT
Reconaled on: 03/18/2017
Reconcited by: Aobert Lane

Any charges made to transactions after thas date aren't Inchuded in this report.
Summary

innieg balence 16,688 98
Checks and payments cleared 10,778.34
Deposits and other oredits cearedsd, 254,65
Statement ending balacce58,165.29

Uncieared transactsons as of 02/28/2017-5,307.29
Register balance as of 02/28/201752,758.00
Clesred transactions after 02/28/2017%0.00
Unciearod transactions after (2/28/20179,494.76
[hegister balancs as of 0/10/201 762,252, 70

Details
Checks
et
payments
Cleared

DATE Pe REFNO.  PAYEE AMOUNT|

21172017 Expense £33 Bayseare Auto Mall 43297
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Reconcile Other Balance Sheet Accounts

In addition to bank and credit card accounts, QuickBooks Online’s reconciliation tool allows you to
reconcile most balance sheet accounts in order to track open items responsible for account
balances. Some examples of other balance sheet accounts that are appropriate candidates for
reconciliation include Prepaid Expenses (asset), Employee Advances (asset), Deposits Paid (asset),
Retainers Received / Unearned Income (liability), Garnishments Payable (liability), Opening Balance
Equity (equity). Balance sheet accounts that cannot be reconciled using this tool include Accounts
Receivable, Undeposited Funds, Accounts Payable and Retained Earnings accounts.

When you reconcile a balance sheet account that has no statement received from a financial
institution with an ending balance, you will reconcile to ending balance zero and check off all debits
and credits that wash each other out, leaving unreconciled open transactions for which you can run a
report (see Module 5) and which make up the detail of the account’s balance.

Step-by-Step: Reconcile Other Balance Sheet Account
Let's reconcile a Tenant Security Deposit liability account to create a Security Deposits Owed to
Tenants report.

1. Each time you record the receipt of a security deposit, code it to the liability account. /t’s
important to include the tenant name to get the best results.

2. When you return the security deposit to the tenant after they move out, code the check payable
to them to the same account. /t's important to include the tenant name to get the best results.
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3. Each period, reconcile the Tenant Security Deposit using the period ending date and an ending

Topic 2: Bank Reconciliation

balance of zero.

hart o A " Roconelle

Chart of dccoiints » Lisbillty registe

Reconcile

vk Feoidbhach

Reconcile an account

Open your statement and lot's get started

Which account do you want to reconcile?

Accoumt

000 Tonant Secutity Deposits Mekd

Enter the following from your statement

Beginning balanis | Eniing batancs * Fialing dute *

)01 [ ), 04721201

Mark both the check you wrote to reimburse the tenant and the original deposit received from
the tenant cleared. The difference will be zero. Remember, only clear the security deposits

you've returned.

5. Click Finish Now to save the reconciliation.
Chant of sccoum Lishiliny teginie Masion "
Reconcile 29000 Tenant Security Deposits Held $1,000.00 $1,00000 | @ s0.00 S o m
Srarement anding data: Macch 21, 2017 | CHARGE 1 FAYMINT Do nCe
/] 1 1 N
' worl wneling date i uw all J ' " Al
DA " e ND PAYLL & MAMO CMANGL PAYMENT
001201 hek Flahee swnniibne redonid sa ey dupnal) | b0 V]
SR YT Depeait Plyhee sennling prcurtty dapait ecalved 1,000.00 (/]

All the security deposits received that have not yet been returned remain Uncleared. You'll learn
how to run a custom report for all uncleared items in Module 5 so you have quick access to a report

of Security Deposits Owed to Tenants.
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TROUBLESHOOT RECONCILIATION
When a bank, credit card or other account won't reconcile to the ending balance on a statement,

there are two areas to troubleshoot to find your solution:

@® Beginning balance

@® Currentreconciling items

Troubleshoot Beginning Balance

When you begin a new reconciliation, QuickBooks Online asks for the statement ending date and
ending balance. It does not ask for the beginning balance, instead it shows the calculated beginning
balance. This is not a static, memorized number based on the ending balance you entered on the
last reconciliation. QuickBooks Online calculates this beginning balance the moment you begin a
new reconciliation.

Reconcile

Reconcile

Reconcile an account

o) your Statement and let's get sturte

Which account do you want to reconcile?

Account

Enter the following from your statement

Beginning balance | Ending balance * Ending daie

58,165.29
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It is the sum of all the transactions posted to the account with any date prior or future that is marked
as reconciled. You can view the reconciliation status of a transaction from the register. Transactions
with the status R affect the beginning balance on a reconciliation.

€ Back to Chart of A e

Capansm

Bank Register 10100 checiing

View All

PAYER

ACCOUNT

Bank 8alance

$0.00

MO

i Smrvion Eayshocw Cullil Sary

CLASS PAYMENT
LOCATION
Overhand
Onurhuad 300
Ouwrhansd $1.42200

ENDNG BALANCE

$62,292.7
1.64 of 44
oerout v BALANCE
e
30 »

Transactions can be marked as reconciled by being checked off in a reconciliation that is completed
or they can be marked as reconciled by changing their reconciliation status directly in the register
from a blank or C to anR.

e
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As soon as any reconciled transaction is changed, the reconciliation screen displays an alert that
your account is not ready to reconcile because your beginning balance doesn’t match the ending

balance of the previous reconciliation.

Reconcile
Reconcile an account

Which account do you want to reconcile?

Accoamt

Topic 2: Bank Reconciliation
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When you begin a reconciliation, if that alert is showing, resolve those discrepancies first before
continuing with the next reconciliation. Click the link in the alert message to resolve the discrepancy.
This will take you to the Reconciliation Discrepancy Report screen which shows the amount of the
discrepancy difference and lists any transaction that was changed after it was reconciled. Click a
transaction to view or edit it. The alert, the Discrepancy Report list, and the click-through to changed
transactions dramatically reduces the amount of time it takes to make sure the beginning balance is

correct.

Raconciliation Discrepancy Report

Rock Castle Construction, Inc.

10100 Chacking

o Wao think i you resolva these transactions, you'll be ready to ecoocile,

e ORGINAL DATE  LAST CHANGED  ORIGINAL REF NC ORGINAL PAVEE ORIGINAL CURSENT

penve o/2ee? ox A Beyshore Cadl 1200 1.472.0¢

Cances Edir

$-1,280.00

Let's explore some common occurrences that cause the beginning balance to change, which you'll

find on the Reconciliation Discrepancy Report screen.
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Reconciled Transactions Deleted

If previously reconciled transactions are deleted, this will affect your beginning balance. View the
Reconciliation Discrepancy Report screen to identify which transactions were deleted.

Reconciliation Discrepancy Report

©$4,063.48

Rock Castle Construction, Inc. 10100 Checking

o Wa think if you resolva these transactions, you'll be ready to recoocile.

They wess sither changed atter they weve seconcted or weis arseconaled s the sogmit wginter. Youtl b ieady tn reconmle when the total dissepescy dfarenoe is 30 D0 Learm maes sl boling
Jacre pancie
vee ORKGINAL DATE  LAST CHANGED = ORIGINAL REF NC DRIGINAL PAYEE ORIZNAL CURRENT CHANGE TYPE DFFERENCE 4 HISTORY
Check o0/2820%7 - WAFT Dod Check Chang 125 0,00 | Deleted 125 View
Check 025207 22 Calod Company 402053 0,00 | Deleted 400098 Sew
A

Click the View link to see the details found on the Audit History screen for each deleted transaction.
Use these details to re-enter the deleted transactions if appropriate.

Audit History

History of this transaction: Check No, 122 10; 3169

Compate Show all —
» Mar 19, 12:20 am Paciisc Daylighst Time: Deleted by Robert Lane
v Mur 18, 11:356 pm Pacilic Daylight Time: Inditect eddit by Robea Lane
Trpe Chaeck Mot 122
Diate pz/ys7207 Narsu CaKH Company
Aot
Chack
Marn
MATEH
NO. CUSTOMER DESCRIFTION CLASS HNLABLE MASKLUP as STATLS ACCOONT AMOUNT
Murealh
) l R mahed  10100Thecking L0158
1 Oumrrear Owarband No L 405

» Mar 18, 11:32 pm Pacific Daylght Time: Indirect adit by Robect Lanw
» Mar 18, 11:30 pm Pacitic Dayight Tima: Indirect sdit by Robert Lane
» Mar 18, 11:10 pm Pacific DaySight Teme: Indirect edit by Robert Lane

» Ma 18, 11:29 pn Pacilic Daylight Tame: Inclimet wdit by Robet Lane
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Once re-entered, check the Banking screen to see whether the bank activity is in For Review or
Excluded, and link it to the newly re-entered transaction. Then reconcile the transaction. You can do
this individually by clicking the status column of the transaction in the account register. Or you can
perform a one-time adjustment reconciliation. Start a new reconciliation; use the same date as the
last reconciliation. Check off all the remaining formerly-deleted transactions that did clear the bank,
make sure difference is zero, click Finish. Both of these options will correct the beginning balance
on the Reconcile screen, but the Reconciliation history report for the original period(s) will continue
to show those deleted transactions as changed, since it was re-entered and re-reconciled outside
that particular Reconciliation report grouping.

Reconcliliation history

Another option is to undo the reconciliation and re-do it. When troubleshooting deleted
transactions, consider whether there had been duplicate transactions that were previously identified.
Perhaps the duplicates were deleted, leaving the books correct with only one of each transaction. If
the duplicates that were deleted were the R Reconciled status, then you don’t need to re-enter them.
The solution would be to mark these remaining transactions reconciled.
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Reconciled Transaction Changed

If the status or amount of a reconciled transaction changed, then you will have a discrepancy. You
will find these instances on the Reconciliation Discrepancy Report screen.

If you accidentally clicked a line in the register and marked a reconciled [R] transaction as cleared [C]
or uncleared [blank], this will affect your beginning balance. If the amount on a reconciled
transaction is changed, if a transaction is voided, or if the bank/credit card account on a reconciled
transaction is changed (similar to deleting a transaction, you've now removed it from this account
register) — this will affect your beginning balance.

Reconciliation DLscrepancy Report
Rock Castle Construction, Inc, 10100 Checking $1.079.29
> ;
o Wao think f you resalve these transactioon, you'll be ready to reconcile.
T ww sither changed atter they mere reconcled ware uroecancied it the accnart recicter. You M Be rescdy iz rezoncle mhen the totel tizoese d ¥ wrerree is S0.00. Lasern moew sbesst ¢
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Unreconciled Transaction Changed

If an unreconciled transaction (past or future) was accidentally marked as status R on the register, this
will affect your beginning balance. The Reconciliation Discrepancy Report screen will track the
discrepancy difference, but the list does not show the previously-unreconciled transaction that was
manually marked reconciled.

Reconciliation Discrepancy Report
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When troubleshooting this scenario, run this custom report to search for the culprit:

2! Step-by-Step: Report of Last Modified Reconciled Transactions

1. Navigate to Reconcile - History and Reports. Find the Reconciled On date when the last
reconciliation was performed.
2. From the Chart of Accounts select the proper bank account and click Report.

3. Set the Transaction Date to All Dates.

4. Customize the report:

® Rows/ Columns: add the Last Modified date field as a column to the report
® Filter: Last Modified Date for the date the last reconciliation was performed
® Filter: Cleared for only Reconciled status

5. Sort by - Last Modified in Descending order.

6. Run Report to view transactions marked as Reconciled after the last reconciliation.

Rock Castle Construction, Inc

ACCOUNT QUICKREPORT
walel/Ediact Marth 19 -1 omber 3

OATE TRANSACTION TYPE UM NAME MEMOTESCRIPTION ACCOUNT o AMOUNT BALANCE  LAST MOOFED
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Troubleshoot Current Reconciling Items

The Reconcile screen provides many tools for working with current reconciling items. Use the filters
to locate specific transactions.
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When needed, click on a transaction to edit it onscreen or click the Edit button to edit the entire
transaction.

When your online bank or credit card account is connected to your QuickBooks Online account,
downloaded bank activity that is added or matched to a transaction marks the transaction with a C
for cleared. When you reconcile the account, you'll find these cleared transactions already have a
checkmark next to them. This makes your reconciliation quicker.

Sometimes it doesn't work out. If the beginning and ending balances on the reconciliation match the
bank statement and the reconciliation difference does not equal zero, then the error lies in the open
reconciling items. These are the transactions that have or have not been checkmarked. Use these
steps to help find the reconciling item(s) causing the discrepancy:

1. Verify whether you typed in the ending date and balance correctly on your reconciliation. An
incorrect amount will keep you from reconciling to zero. An incorrect date can cause transactions
to be hidden or incorrectly checked off.

2. On the bank statement, compare the total withdrawals amount and the total deposits amount to
the totals listed on the Reconcile screen. This can help identify if the incorrect transactions are
deposits or withdrawals.

Module 4: Advanced Banking 79



Supplemental Guide Topic 2: Bank Reconciliation

3. Verify every checked transaction onscreen against the statement to make sure it is checkmarked
or not checkmarked correctly. Remember that you can sort the grid by column headers and use
the filter to help find information. You may choose to deselect all checkmarks and start over,
checking each one that cleared the bank statement.

4. Look for current-cleared, future-dated transactions (see section below for more on this).
5. Look for future-cleared, current-dated transactions (see section below for more on this).
6. Add any missing transactions.

7. Fix any incorrect amounts; you can do this right in line on the Reconcile screen.

8. Confirm that interest earned and bank fees paid have been recorded. This is less likely to happen
if the accountis connected to the bank, and you've worked your bank feed before beginning the
reconciliation.

9. Check to see if there is a transposition error, when two digits are reversed. When two adjacent
numbers are transposed, the resulting error will always be divisible by 9. For example, if a
transaction amount was actually $220.00 and cleared the bank as $220.00, but was entered as
$202.00, the difference is $18.00, divisible by 9.

10. If you can’t find errors or omissions in any transactions in QuickBooks Online, the problem
may be the result of a bank error. If so, record an adjusting transaction for the difference
between the wrong amount (what the statement says) and the right amount (how the transaction
was entered in QuickBooks Online and should have cleared bank). Check the box next to this
transaction so you can finish your reconciliation. Contact the bank to report the error. When you
receive the next bank or credit card statement, verify that it contains an adjustment for the error,
record a reversing entry for the adjustment transaction that you made previously.
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Current-cleared, Future-dated Transactions

Let's look at an example of a current-cleared, future-dated transaction. A company processes payroll
dated July 1. They submit the payroll several days ahead of time. Funds are withdrawn from the
company’s bank account on June 30 in order to direct deposit net paychecks into employee’s bank
accounts on July 1. When you reconcile the company’s checking account for June, the bank
statement shows the withdrawal for direct deposit paychecks. Your books have this recorded in July;
therefore the reconciliation screen does not have this listed as one of the options for you to check
off. The transaction is current-cleared for the period you are reconciling, but future-dated.

One solution is to change the filter in order to see future-dated transactions past June 30.
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Now you can check off the box for the payroll transaction as cleared in June. However, any other
future-dated transactions with bank matches are also now showing and checked, throwing off your
reconciliation. You would need to identify and uncheck each of these future-dated and future-
cleared transactions. Next month you will need to manually re-check any of these transactions that
cleared.

Another solution is to change the filter to see future-dated transactions past June 30, find the future-
dated payroll transaction, double-click it to open the transaction, change the date of it to June 30, if

appropriate for this business, save and close. Check that transaction to clear it, then change the filter
back to only show transactions through the statement ending date.
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Another solution is to enter an adjusting journal entry dated June 30 to reduce cash for the amount
of the net direct deposit paychecks with an offset to a wash account.
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Enter a reversing entry dated July 1. During the June reconciliation, you can check off the journal
entry to reconcile. During the July reconciliation, check off the reversing journal entry against the
original payroll entry to net to zero and not affect the July reconciliation.
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Future-cleared, Current-dated Transactions

Now let's look at an example of a future-cleared, current-dated transaction. Some transactions are
booked to a particular month but don't clear until the following month. For example, you give a
vendor your credit card info on October 31, receive the goods and book the purchase on October
31. But the merchant doesn’t charge you until November 1. When the charge posts to your credit
card on November 1 and downloads into QuickBooks Online’s banking screen, it is matched to the
already-entered transaction dated October 31.
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When you reconcile October, that transaction shows as cleared on the Reconcile screen. It didn't
clear in October, it cleared in November. For the October reconciliation, it needs to be unchecked/
uncleared. Next month you will need to manually re-check these transactions that cleared.

One solution is to work the bank feed for only October-cleared transactions, reconcile October, then
return to the bank feed to continue adding and matching November-cleared activity.
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Old Open Transactions

Topic 2: Bank Reconciliation

Sometimes a business has transactions that cleared on prior bank statements, but they are still
showing as open reconciling items waiting to be marked reconciled [R]. Research these transactions
to determine whether they are valid transactions that did occur, and why they didn't clear the bank
or whether they are duplicates that need to be deleted.
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Duplicates

If you find duplicates that need to be deleted, pay attention to the pairs of duplicates to make sure
you delete the proper one. One may have different supporting documentation attached, be coded
differently, dated differently — and one is probably in a reconciled [R] status.

= [ RockCastle Construction, inc. v
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Bank Reg‘ister 100 Checking - ” 53261 58‘8 m
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If you determine the best transaction of the two duplicates to be kept is the unreconciled one and
delete the reconciled one, then be sure to mark the unreconciled transaction as reconciled. Do this
on the account register by clicking the Status column until it changes to an R and Save. Deleting the
prior-reconciled transaction is going to show a change in the reconciliation for the period it was
reconciled in. But the beginning balance on the next reconciliation should be correct, since you also
marked the open transaction as reconciled in its place.

Module 4: Advanced Banking 85



Supplemental Guide Topic 2: Bank Reconciliation

Reconciliation Adjustments
It could be these transactions are not duplicates of other individual transactions; rather they are a

reconciliation adjustment entry that was forced in their place. Reconciliation adjustments are made
because previous reconciliations did not balance.
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When the adjustment is posted, it is taking the place of an actual transaction that was missing or not
seen, or the adjustment is, in whole or in part, a duplicate of the proper transaction. You will need to
locate (see below) and delete the adjustment transaction.
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Or,

you can modify the amount of the adjustment to remove the open transaction’s amount from the

adjustment amount. Mark the open transaction as reconciled from the account register by clicking
the Status column until the R shows, then Save. Deleting or modifying the reconciliation adjustment
transaction will show a change in the reconciliation for the period the reconciliation adjustment was
made. But the beginning balance on the next reconciliation should be correct, since you marked the
open transaction as reconciled in its place.

Or

Step-by-Step: Locate Reconciliation Adjustments

Reconcile - History and Reports.
View Auto Adjustment column.

Identify reconciliations with auto-adjustments in the same period that your currently-open
transaction cleared the bank. Consider whether that auto-adjustment was marked as reconciled
(in whole or in part) instead of your currently-open transaction.

Click the row to view the Reconciliation Report. On the report, click the line that says
Adjustment to view, modify or delete that adjustment transaction.

Accounting = Chart of Accounts.
Select the proper bank or credit card account - Run report action link.

Customize the report to show:

® Report Period = All Dates
® Filter 2 Cleared Status = Reconciled

® Filter> Memo = adjust (since QuickBooks Online adds the memo Reconcile Adjustment on
forced reconciliation adjustment transactions)

Click Run Report and view the report for possible culprits.
Save this report customization.

Click the row to view the Reconciliation Report and click the line that says Adjustment to view,
modify or delete that adjustment transaction.
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Null and Void

And finally, it could be that these open transactions were expected to clear the bank and didn't. In
this case, determine whether they are ever expected to happen. It may be a check was written and
never delivered then finally voided or destroyed. Delete transactions that have been determined to
be null and void. If the transaction was in a prior period, do not delete it. Instead, as you learned in
core certification, enter an offsetting transaction in the current period and mark them both
reconciled on the next reconciliation.

OPEN ITEMS

Once the reconciliation is complete, you're still not finished. You have to review the open items and
look for other errors and omissions. Look at transaction dates and find any that seem stale. Spot-
check open transactions to determine whether they are valid and likely to clear the bank soon, or
whether they have the potential to be a duplicate of another identical transaction, or associated to
the same customer/vendor and also recorded as part of other transactions.

Report of Voided Checks

To create a report of voided checks, void must be entered in the Memo field of the check, which is
what occurs when you use QuickBooks Online’s Void button.

1. Accounting - Chart of Accounts.
2. Select the proper bank or credit card account - Run report action link.

3. Customize the report to show:

® Report Period = Select the range you want (If in doubt, select All Dates)

® Filter > Transaction Type - select Check, Bill Payment (check) and Liability Payment
(check)

® Filter > Memo = void (since QuickBooks Online adds the memo Voided on voided checks)

4. Click Run Report.

5. Save this report customization.
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Fiterss Distribution Account X Transaction Type X Memo X

Sotw Addnotes Editheadsr == P A

Rock Castle Construction, Inc.

ACCOUNT QUICKREPORT u
Since December 19, 2016

Dare TRANSACTIONTYPE  hUM  NAME MEMODESCHIPTION  ACCOUNT an AMOUNT  BALANCE
- 10100 Checking
OB/0S/2017  Check 187 Caty of East Bayshors Voided - VOID! 10100 Chockl., R 0.00 0.00
DB/D5/2017 Check 188 Ciy of East Bayshore Voided - VOID: 10100 Check.. R 0,00 0.00
10/15/2018  Bili Payment (Check) 419  Keswick insudation Voided - VOID: 10100 Chedid... 0.00 0.00
11/01/2018  Check 439 Thomas Kitchen S Bath  Voided - VOID: 10100 Chckl.. 0.00 0.00
11/01/2018  Check 438 Kenhew ComputerServ..  Voided - VOID: 10100 Checki.. 0.00 0.00
Total for 10100 Checking $9.00
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Report of Missing Checks

QuickBooks Online does not have a missing checks report, which would allow users to scan for
missing or duplicate check numbers. You can create a report of all checks sorted by check number
to look for missing check numbers:

1. Accounting - Chart of Accounts.
2. Select the proper bank or credit card account - Run report action link.

3. Customize the report to show Report Period = select the range you want (if in doubt, select All
Dates).

4. Filter > Transaction Type - select Check, Bill Payment (check) and Liability Payment (check)
5. Click Run Report.
6. Click Sort above the report title and select to Sort by Num in Ascending order.

7. Save this report customization.
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Rock Castle Construction, Inc.

St in B ACCOUNT QUICKIEPORT
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Guide Conclusion

You have just completed Module 4: Advanced Banking. This Supplemental Guide, in tandem with its
recorded module, has been provided to help prepare you for the QuickBooks Online Advanced
Certification Exam. Continue on to the remaining modules and their related guides then proceed to
the certification exam.

By completing this fourth module of the training course for Advanced Certification in QuickBooks
Online, you should be able to:

Indicate advanced techniques to get started with bank feed

Recognize complex concepts to work with bank rules, matching and suggested categories
Reinforce best practices for using batch actions to work the bank feed

Recognize complex concepts to reconcile accounts

Identify the steps to troubleshoot bank reconciliations
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