
 
 

Bank Reconciliation 

In order to complete your Bank Reconciliation please chose Expenditure Report from the 

Main menu. 

 

Then select the List Books tab in the normal way. 



 
 

 

 

Previously you would have had a petty cash book, list of receipts due but not to hand, 

outstanding cheques, list of payments due but not to made, receipts lodgements not on bank 

statement.  The change here is the Bank Reconciliation button now replaces your old 

outstanding cheques. 

 



 
 

In order to complete your Bank Rec please select the button and the following screen appears.  

As you can see it has changed. 

 

 
 

 

The information in the Bank Rec area can be displayed in different ways.  The cheques are 

automatically displayed in date order but you can modify this to be any of the following:  

Cheque number, Payee or Amount.  In order to modify how you see the cheques you click on 

the Name of each column and the sequence of cheques changes to show the required 

information.  It is currently sorted under Payee in this example. 

 



 
 

 
 

In order to complete your Bank Reconciliation, please enter both the Opening Balance and the 

Closing Balance as per Statement.  The system calculates the Closing Balance (in the Closing 

Balance box on bottom left of screen) as you complete the reconciliation. As you mark the 

presented cheques in the boxes provided the Closing Balance changes when both Closing 

Balances reach the same amount the system informs you that the Bank Rec is reconciled.  

You also have the option of showing only presented cheques or only un-presented cheques, or 

show all transactions and the last button on the right closes the screen.   

 

In order to present a cheque highlight the required check by clicking your mouse on the line, 

click in the presented column and the Presented box is highlighted in red. 

 



 
 

 
 

You need to mark this cheque as presented by clicking in the box.  Alternatively once the top 

line has been highlighted you can use the arrow keys to move around and press the Spacebar 

to put the tick in the correct box.  You will notice the tick has been inserted in each cheque 

that has been presented. 



 
 

 
 

The Closing Balance has been modified to show the presented cheques.  Present all the 

cheques as they appear on your Bank Statement in the normal method. 

 

This shows only the presented cheques. 

 
This shows un-presented cheques. 



 
 

 
 

Once all the presented cheques have been marked off and the two closing balances are the 

same figure then Reconciled appears on the bottom of the screen. 

 
 



 
 

You can now return to the Expenditure Report area and generate your report which tells you 

that your accounts are balanced. 

 

 


