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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 

troubleshooting. 

PRODUCT UPDATE NOTIFICATION!  

QuickBooks Online and QuickBooks Online Accountant are constantly being improved: 

 When you log in to qbo.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: 

 https://www.firmofthefuture.com/product-industry-news/product-updates// 
 http://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 

http://qbo.intuit.com/
https://www.firmofthefuture.com/product-industry-news/product-updates/
http://quickbooks.intuit.com/blog
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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 FEED  Get started 

 Add bank feed 

 Match bank feed 

 Suggestions 

 Batch actions 

 Break the connection 

 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  

2. BANK 
RECONCILIATION 

 Reconciliation logic 

 Reconciliation 
troubleshooting 

 Open items 
 

 Recognize complex concepts to 
reconcile accounts 

 Identify the steps to troubleshoot 
bank reconciliations 
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QUICKBOOKS ONLINE ACCOUNTANT TEST DRIVE  

GUIDES 

Exercises contained inside this guide can be completed using the QuickBooks Online Sample 
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. 

 

 

https://qbo.intuit.com/redir/testdrive
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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 

 
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  
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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 
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.  

 

  



Supplemental Guide Topic 1: Bank Feed 

Module 4: Advanced Banking 11 

QuickBooks Online pulls the check number from the bank detail field into its own column on 
QuickBooks Online Banking screen; use the grid gear icon to show this column in the grid.  
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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.  
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hat ProAdvisors can help small businesses 
straighten out. 

Once connected, if the QuickBooks Online account had no transactions posted to it prior to 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.  

 

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, 
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. 
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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 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. 
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2. From the For Review tab, select the duplicates you just undid and click Batch Actions  Exclude 
Selected. 

 

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

 

Another option is to select 0 days at initial connection, then download the exact data you want from 
the bank and upload it to QuickBooks Online Banking. 
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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 

 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. 

 

The web-connect formats (.QBO and .QFX) are the preferred file type for upload as the data fields 
are already mapped. -connect data file.  

1. Open a text editor, like TextEdit (Mac) or NotePad (pc), click Open.  

2. In the browse window, change the file type to All Files.  

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

 

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

  

  

 <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 
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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. 

 

3. Banking  Add account. 

4. Map each online cardholder account to the GL sub-accounts created in QuickBooks Online. 
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5. Do not map the parent account. 
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6. Sub-accounts show balances on the balance sheet for activity recorded to each card. 

 

7. All activity recorded to each credit card sub-account shows in the register for the parent account. 
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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 
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. 
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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. 
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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.  

 

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

   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.  
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 A gray match  There are multiple matching options; they are found using the All tab, not the 
Recognized tab 

 

   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. 

 

 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. 

 

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 

 

 If a rule 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 gear icon to pull the 
downloaded bank activity description automatically on  
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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 

 

 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. 

B  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.  

 

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

 

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

 



Supplemental Guide Topic 1: Bank Feed 

Module 4: Advanced Banking 30 

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. 

 

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 

BANK TEXT 
Contains 

 

Is exactly 

Text 

DESCRIPTION 
Contains 

 

Is exactly 

Text 

AMOUNT 
Equals 

Is greater than 

Is less than 

 

Numbers only 

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).  

 

 

c
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 

for an exact match to that one location. Or, more 

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.  
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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.  

 

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 

 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 

QuickBooks Online company instead of re-typing all of them. Perhaps your firm has 
created a template of standard rules to use on clients.  

 Step-by-Step: Import Rules 

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

 

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. 

 

4.  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 .xls file; select those you want to 
import. Note any rules that are auto-add. 

 



Supplemental Guide Topic 1: Bank Feed 

Module 4: Advanced Banking 36 

9. Map vendors and accounts, classes, etc. 

 

10. Click Import. 
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Auto-added Rules 

Transactions added automatically by a rule can b  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.  

 

If you 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).  
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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 In QuickBooks tab and follow the link to the transaction.  
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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.  

 

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.  

 

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.  
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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.  
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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.  

 

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.  
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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. 

 

  



Supplemental Guide Topic 1: Bank Feed 

Module 4: Advanced Banking 46 

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.  
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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.  
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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.  
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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. 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. 
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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.  

 

When you reconcile the account, this resolve difference deposit or expense transaction will not 
agree to the total deposit found on the bank statement. 
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, 
 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. 

 

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 
 

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. 
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BATCH ACTIONS 

 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. 
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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. 
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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. 
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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. 
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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 not want to add. 

c. Click Batch actions  Modify Selected. 

 

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

 

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. 

 

13. Click the Excluded tab. 

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

b. Click Batch actions  Delete. 

 

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 

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. 

 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. 

 

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 

ownloaded 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 differen
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. pencil icon on a 
bank or credit card tile. Click the Edit sign-in info button to update username and password criteria. 
If 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.  

 

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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 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
task. oting 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 
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 a transaction is selected during a reconciliation, the status is changed to Reconciled [R] 
when the reconciliation is finished 
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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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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  egister balance 
are the uncleared transactions dated as of the period end date 

 

 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 

 

  



Supplemental Guide Topic 2: Bank Reconciliation 

Module 4: Advanced Banking 66 

 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 
 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. 

 

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. 

Microsoft Excel®. However, there is a 
simple workaround to accomplish this. 
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 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. 
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4. Open Excel and paste the information. 

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

6. Click Save. 
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Reconcile Other Balance Sheet Accounts 

In addition to bank and credit card accounts, QuickBooks Online
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  

 Step-by-Step: Reconcile Other Balance Sheet Account 

Tenants report.  

1. Each time you record the receipt of a security deposit, code it to the liability account. 
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. 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 
balance of zero.  

 

4. 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 

 

5. Click Finish Now to save the reconciliation. 

 

All the security deposits received that have not yet been returned remain Uncleared. 
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 oth
there are two areas to troubleshoot to find your solution:  

 Beginning balance 

 Current reconciling 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.  
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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. 

 

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 an R.  
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As soon as any reconciled transaction is changed, the reconciliation screen displays an alert that 

balance of the previous 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. 

  

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.  

 

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. 
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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. 

 

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 we -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 

register)  this will affect your beginning balance. 

 

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. 
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When troubleshooting this scenario, run this custom report to search for the culprit: 

 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. 
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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.  

 

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. 
checkmark next to them. This makes your reconciliation quicker. 

 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.  
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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 

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 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 

-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 

accounts on July 1. When you reconcile 
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.  

 

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.  

 

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 

-cleared, current-dated transaction. Some transactions are 
 For example, you give a 

vendor your credit card info on October 31, receive the goods and book the purchase on October 
31.  charge you until November 1. When the charge posts to your credit 
card on November 1 and downloads into QuickBooks Online
already-entered transaction dated October 31.  

 

When you reconcile October, that transaction shows as cleared on the Reconcile screen. 
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 

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, 
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.  

 

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. 
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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.  

 

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
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. 

 Step-by-Step: Locate Reconciliation Adjustments 

1. Reconcile  History and Reports. 

2. View Auto Adjustment column. 

3. 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. 

4. 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.  

Or 

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 = All Dates 
 Filter  Cleared Status = Reconciled 

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

4. Click Run Report and view the report for possible culprits.  

5. Save this report customization. 

6. 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 

 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, 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  

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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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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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 

 


