
 

Reconciling the Bank 

1. Click on the gear in the upper right corner 
2. Click on Reconcile under the column called Tools 
3. Click the drop down to choose the bank account you wish to reconcile 
4. Confirm the beginning balance matches the bank statement 
5. Enter the ending balance as it appears on the bank statement 
6. Enter the ending date as it appears on the bank statement 
7. Click Start Reconciling 
8. Click the circle on the right side for every transaction that appears on the bank statement 
9. Visually verify the difference is zero dollars 

a. If it is not zero dollars, start over  
b. Add any missing transactions 

10. Click Finish Now 
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8. Click the circle on the right side for every transaction that appears on the bank statement 

 

9. Visually verify the difference is zero dollars 
a. If it is not zero dollars, start over  
b. Add any missing transactions 

10. Click Finish Now 
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