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Complete Step-by-Step Procedures for QuickBooks Desktop and Online
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How to Use This Guide

This guide provides the complete, step-by-step bank reconciliation workflow for municipal finance staff using
QuickBooks. It is designed to be used as a hands-on reference — open it beside your computer while you work
through each reconciliation.

This guide covers:
* The full monthly reconciliation workflow from start to finish
* Procedures for both QuickBooks Desktop and QuickBooks Online
* How to investigate and resolve common discrepancies
* How to catch up when reconciliations are behind
* Documentation and filing requirements for audit readiness
* What to do when you inherit an unreconciled QuickBooks file

Why Bank Reconciliation Is the Most Important Monthly Task

Bank reconciliations are the primary internal control over cash — a municipality's most vulnerable asset.

Auditors request reconciliations for every account, every month. Missing reconciliations are the #1 finding in small
municipal audits.

Unreconciled accountscan hide data entry errors, unauthorized transactions, or missing deposits for months before
discovery.

AICPA AU-C Section 330 requires auditors to test bank reconciliations as part of substantive testing of cash balances.

Alaska AS 29.35.160 requires municipalities to maintain accurate financial records — unreconciled accounts violate this
requirement.
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Section 1: Preparing to Reconcile

Before You Open QuickBooks

Proper preparation prevents most reconciliation errors. Complete every item in this section before you begin
matching transactions in QuickBooks.

Step 1: Obtain the Bank Statement
Download the official monthly bank statement from your bank's website, or collect the mailed paper copy.
Save a PDF copy to your computer in a consistent location: Bank Statements > [Account Name] > [Year] > [Month].

Confirmthe statement period matches the calendar monthyou are reconciling. Some bank statements close on a date
other than month-end — if so, note the actual statement ending date.

Step 2: Record the Key Statement Figures

Write down or highlight three numbers from the bank statement before doing anything in QuickBooks:
1. Statement Ending Date (e.g., June 30, 2024)
2. Statement Ending Balance (e.g., $142,387.61)
3. Number of items (deposits and withdrawals) — use this to spot-check completeness later

Step 3: Verify AUl Transactions Are Entered in QuickBooks

QuickBooks Path: Banking > Use Register (select account) — scroll through the month to compare

Before starting the reconciliation, confirm that all transactions for the month have been entered in QuickBooks.
Common items that may be missing: bank service charges, interest earned, automatic electronic debits (ACH payments),
direct deposits.

Check your bank statement for items that do NOT appear in QuickBooks — enter them now before beginning the
reconciliation process.

Step 4: Create a QuickBooks Backup (Monthly Best Practice)

QuickBooks Path: File > Back Up Company > Create Local Backup

Before beginning any reconciliation, create a backup of your QuickBooks file.

If something goes wrong during reconciliation, you can restore the backup instead of trying to undo work manually.
Name the backup: CityName_PreRecon_YYYY-MM.qbb

Pre-Reconciliation Checklist

| Bank statement obtained (PDF saved or paper copy filed)
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Pre-Reconciliation Checklist

Statement ending date recorded
Statement ending balance recorded
Bank statement reviewed for items not yet in QuickBooks

Missing transactions entered in QuickBooks (bank fees, interest, ACH payments)

O O o o O

QuickBooks backup created before beginning reconciliation
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Section 2: Reconciliation Process — QuickBooks Desktop

Follow these steps exactly. Do not skip ahead or close the reconciliation window until you reach a zero difference.

Step 1: Open the Reconciliation Window

QuickBooks Path: Banking > Reconcile

From the menu bar, select Banking > Reconcile.

In the Account dropdown, select the bank account you are reconciling.
The 'Begin Reconciliation' window will appear.

Step 2: Enter the Statement Information

Statement Date: Enter the ending date from your bank statement (e.g., 06/30/2024).

Ending Balance: Enter the ending balance from your bank statement exactly as printed — including cents.

Service Charge: If your bank charged a fee this month and you have NOT already entered itin QB, you can enter it here. QB
will create the transaction for you. Enter the date, amount, and select the correct expense account.

Interest Earned: Same as above — if interest was earned and not yet entered, enter it here.

Click Continue when all fields are complete.

Step 3: Match Deposits (Checks and Payments Section)

The reconciliation window now showstwo panels: Checks and Payments (left) and Deposits and Other Credits (right).
Start with deposits. Compare each deposit listed on your bank statement to the deposits shown in QuickBooks.
Click the checkmark box next to each deposit in QuickBooks that matches a deposit on the bank statement.

Match amounts exactly. If the amount differs even by pennies, investigate before checking the box.

Tip: Work through the bank statement line by line rather than scrolling through QuickBooks randomly.

Step 4: Match Checks and Payments

Now move to the checks and payments panel.

Compare each check number and payment on the bank statement to QuickBooks.

Click the checkmark box next to each item that matches.

For electronic payments (ACH), match by amount and date — these will not have check numbers.

If a check is in QuickBooks but NOT on the bank statement, leave it unchecked — it is an outstanding check.

Step 5: Review the Difference

Look atthe bottomrightof the reconciliation window. The 'Difference' field shows whether your reconciliation balances.
If Difference = $0.00: You are done matching. Proceed to Step 6.
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If Difference is NOT $0.00: STOP. Do NOT click Reconcile Now. Go to Section 4 (Troubleshooting) to resolve the
difference.

Step 6: Complete the Reconciliation

QuickBooks Path: Click Reconcile Now > Print Both

When Difference = $0.00, click Reconcile Now.

QuickBooks will ask if you want to print the report. Click Both (Summary and Detail).

If you accidentally close without printing: go to Reports > Banking > Previous Reconciliation.
Save both reports as PDF files in addition to any printed copies.

What If | Accidentally Clicked Reconcile Now with a Non-Zero Difference?

QuickBooks may have created a forced balance adjustment. Go to your bank account register and look for an entry labeled
'Reconciliation Discrepancy' or '‘Balance Adjustment' posted to an account called 'Reconciliation Discrepancies.' This
entry must be investigated and corrected — never leave a forced balance in your records. Contact your SNAPP advisor for
help.
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Section 3: Reconciliation Process — QuickBooks Online

QuickBooks Online uses a slightly differentinterface than Desktop, but the underlying process is the same. Follow
these steps if your city uses QBO.

Step 1: Open the Reconciliation Screen
QuickBooks Path: Settings (Gear) > Tools >Reconcile
Click the Gear icon (Settings) in the upper right corner.
Under Tools, select Reconcile.

Select the bank account from the Account dropdown.

Step 2: Enter Statement Details

Statement Ending Date: Enter the date from your bank statement.

Ending Balance: Enter the balance exactly as shown on the statement.

Click Start Reconciling.

Note: QBO does not have separate service charge orinterestfields on this screen. Ifthose items are missing from QB, add
them as separate transactions before starting.

Step 3: Match Transactions

QBO shows all uncleared transactions for the account in a single list.

You can filter by type (Checks, Deposits, Payments) using the filter buttons at the top.

Click the checkmark next to each transaction that matches your bank statement.

The running difference is shown at the top of the screen in green (balanced) or red (not balanced).
Work through the bank statement line by line — checking off matching items in QBO as you go.

Step 4: Resolve the Difference and Finish

QuickBooks Path: Settings > Reconcile > History by Account > View Report

When the Difference at the top shows $0.00 (green), click Finish Now.

QBO will display a confirmation screen.

To view or print the reconciliation report: Go to Settings > Reconcile > History by Account.

Select the account and period. Click View Report to open the reconciliation detail.

Save the report as a PDF. QBO does not automatically save printable reports — you must do this manually.
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QB Desktop: Two-panel layout (checks on left, deposits on right). Service charge and interest can be entered on the
reconciliation start screen.

QBO: Single-list layout withfilter buttons. Service charges and interest mustbe entered as separate transactions before
starting reconciliation.

QB Desktop: Reconciliation reports available via Reports > Banking > Previous Reconciliation.
QBO: Reconciliation reports available via Settings > Reconcile > History by Account > View Report.

Both: The core matching process and the requirement for a zero difference are identical.
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Section 4: Troubleshooting — When the Difference Is Not Zero

If your reconciliation difference is not $0.00, do not force the reconciliation. Use this section to identify and resolve
the problem.

Quick Diagnostic Questions

Askyourself these questions in order. Mostreconciliation differences can be resolved within the firstthree checks.

Did | enter the statement ending
balance correctly?

Did | enter the statement ending
date correctly?

Are there items on the bank
statement | forgot to check off?

Arethere items checked offin QB
that are NOT on the bank
statement?

Did | enter a bank fee or interest
amount on the reconciliation start
screen?

Is the difference a round number
($100, $500, $1,000)?

Is the difference exactly double
the amount of a specific
transaction?

Go back to the beginning screen and verify you entered the exact ending balance
from the bank statement, including cents.

Verify the date matches the bank statement. An incorrect date can cause
transactions from the wrong period to appear.

Go through the bank statement one more time, line by line. Itis commonto miss one
or two items, especially electronic transactions.

Uncheck any items you may have accidentally clicked. Lookfor items that posted to
the bank in a different month.

If you entered a service charge or interest amount, QuickBooks created that
transaction. If you had already entered it manually, you now have a duplicate —
delete one.

This often indicates a completely missing transaction. Search your bank statement
for a transaction in that exact amount.

This usually means the transaction was entered twice in QuickBooks. Look for
duplicate entries.

Common Discrepancies and Resolutions

Duplicate transaction

Difference equals exactly
2x anitem's amount

Same transaction entered twice
in QB (e.g., manually entered
and also imported from bank
feed)

Delete the duplicate entry. Re-run
the reconciliation.
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Missing bankfee

Transposition error

Wrong account

Voided check still

showing was voided at the bank
Bankerror Item on statement does not

belong to your account
Prior-period Beginning balance does not
adjustment match

lineitem

(e.g., $27, $45, $81)

Small difference ($5-$50)
that matches a statement

Difference is divisible by 9

Transaction appears in QB
but not in this reconciliation

Checkappears in QB but

Bank service charge not entered
inQB

Digits were reversed when
enteringan amount (e.g., $1,243
entered as $1,234)

Transaction was codedtoa
different bank account

Checkwas stopped or voided at
the bank but not in QB

Bank posted a transactionto
your account by mistake

Atransactionin a previously
reconciled period was changed
or deleted

Using the Reconciliation Discrepancy Report

SNAPP ¢ ASCF

Enter the bank fee using Banking >
Use Register or via the
reconciliation start screen.

Search for items near the difference
amount. Correct the transposed
amount.

Edit the transaction to assign the
correct bankaccount.

Void the checkin QuickBooks (do
not delete it) and document the
reason.

Contact the bankimmediately.
Document the discrepancy inyour
reconciliation notes.

Run the Reconciliation Discrepancy
report (see below). Correct the
alteredtransaction.

If your Beginning Balance in the reconciliation window does not match what you expected, it means a previously
reconciled transaction was changed or deleted. QuickBooks tracks these changes.

QuickBooks Version How to Run the Report

QB Desktop

QBO

Reports > Banking> Reconciliation Discrepancy. Select the bank account. The report

shows every transaction that was modified after it was marked as reconciled.

Settings > Reconcile > History by Account. Look for a 'Discrepancy' note. QBO
provides less detail than Desktop — you may need toreview the Audit Log (Settings >
Audit Log) to find the changed transaction.

Critical Rule

Never change or delete a transaction that has already been reconciled unless you are correcting a documented error.
Altering reconciled transactions breaks prior reconciliations and creates cascading problems.
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Section 5: Catch-Up Procedures — When Reconciliations Are Behind

Assessing the Backlog

If your municipality has fallen behind on bank reconciliations — whether due to staff turnover, system transitions,
or workload — this section provides a structured approach to catching up. The goal s to bring all accounts current
in a systematic way that produces reliable, audit-ready reconciliations.

Before You Begin a Catch-Up

Notify your SNAPP advisor that you are beginning a reconciliation backlog recovery.

Gather bank statements for every account for every unreconciled month.

Create a QuickBooks backup before making any changes.

Block dedicated time: plan on 1-3 hours per month per account, depending on transaction volume.

Do not attempt to reconcile multiple months at once — each month must be reconciled individually.

Catch-Up Workflow

Step 1: Identify the Last Successfully Reconciled Month

In QuickBooks, go to the reconciliation window for each bank account.

The 'Beginning Balance' shown should match the ending balance of the last completed reconciliation.
If you are unsure, check your audit files for the most recent reconciliation report on file.

If the beginning balance does NOT match any known statement balance, contact your SNAPP advisor — a prior
reconciliation may have been altered.

Step 2: Work Forward Chronologically — One Month at a Time

Start with the month immediately following the last reconciled period.

Do NOT skip ahead to the current month. Each reconciliation depends on the one before it.
Complete the full reconciliation process (Section 2 or 3) for that month before moving to the next.

Step 3: Enter All Missing Transactions as You Go

As you reconcile each month, you will likely discover transactions that were never entered in QuickBooks.
Enter them with the correct date from the bank statement.

Common missing items during catch-up: bank fees, automatic debits, payroll ACH transactions, interest.
Document each transaction you add with a memo: 'Added during reconciliation catch-up [date].'
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Step 4: Handle Months Where Data Is Incomplete

If you cannot locate a bank statement for a specific month, request a duplicate from your bank.

If QuickBooks datafor aperiod is clearly unreliable (e.g., hundreds of unidentified transactions), consult your SNAPP
advisor before proceeding.

Document any month where the reconciliation could not be completed and the reason.

Step 5: Document the Catch-Up Effort

For each month reconciled during catch-up, note on the reconciliation report: 'Reconciled as part of catch-up on [date].'
Keep a log of all transactions added, corrected, or deleted during the catch-up process.
This documentation demonstrates to auditors that the backlog was addressed methodically.

How Long Should Catch-Up Take?

For a typical small municipality with 1-2 bank accounts and moderate transaction volume, plan for 2-4 hours per
unreconciled month. A full year of backlog for one account generally takes 20-40 hours of focused work. Communicate a
realistic timeline to your supervisor and SNAPP advisor.
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Section 6: Managing Outstanding Iltems

What Are Outstanding Items?

Outstanding items are transactions that have been recorded in QuickBooks but have not yet appeared (cleared) on
the bank statement. The two most common types are outstanding checks and deposits in transit.

Outstanding Checks

Age of Check Recommended Action

0-30 days Normal. No action needed. The check is in transit and will likely clear next month.

31-60 days Monitor. If the vendor has notcashed the check within 60 days, consider contacting
them to confirm they received it.

61-90 days Follow up. Contact the vendor or payee directly. Confirm whether the check was
received, lost, or is being held.

91-180 days Escalate. Send awritten communication to the payee. Begin considering whether to
void and reissue. Consult your SNAPP advisor.

Over 180 days Action required. In most cases, the check should be voided in QuickBooks and

reissued if the vendor still requires payment. If the payee cannot be located, consult
Alaska unclaimed property statutes (AS 34.45).

How to Void and Reissue a Stale Check in QuickBooks

1. Locate the check Open the bank account register. Find the outstanding check by number or payee
name.

2. Void the check Right-click the check and select Void Check. QuickBooks will zero out the amount
and add 'VOID' to the memo. Do NOT delete the check — voiding preserves the audit
trail.

3. Record the void date QuickBooks uses today'sdate for the void entry. If the void should be recorded in a

prior period, consult your SNAPP advisor about the correct date.

4. Reissue if needed If the vendor still requires payment, issue a new check with a new check number.
Reference the voided check number in the memo for the new check.

5. Document the action Write a brief note explainingwhy the check was voided: 'Check #1234 voided — not
cashed after 180 days. Reissued as Check #1301.'
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Deposits in Transit

A deposit in transit is a deposit you have recorded in QuickBooks and taken to the bank, but that has not yet
appeared on the bank statement. This is normal when a deposit is made near the end of the statement period.

Depositappears onnext month's = Normal. It will clear during the next month's reconciliation. No action needed.
statement

Depositdoes not appear on ANY Investigateimmediately. Verify the deposit slip with the bank. Confirm the deposit
statement after 5 business days = was made to the correct account.

Deposit was recorded in QB but = Thisis arecording error. Void or delete the QuickBooks entry. Investigate why the
never actually taken to the bank deposit was recorded without being made.
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Section 7: Documentation and Filing Requirements

The Reconciliation Package

For each bank account, for each month, you must assemble and retain a complete reconciliation package. This is
the documentation your auditor will request. A complete package contains the following items, assembled in

order:

Downloaded from bank website or mailed
copy

1. Bank statement (original)

2. Reconciliation Summary report = QuickBooks: printed at time of
reconciliation

3. Reconciliation Detail report QuickBooks: printed at time of

reconciliation

Included in the Reconciliation Detail or
printed separately

4. Outstandingitems list

5. Supervisory review signature Mayor or supervisor initials and dates the

package

6. Notes on any discrepancies Prepared by finance staff

Filing Structure

Save the full PDF — all pages, including any
enclosures

Shows beginning balance, cleareditems
total, and ending balance

Lists every cleared transaction matched
during the reconciliation

Lists all checks and deposits not yet cleared
at month-end

Evidence of compensating control (see
Volume 02)

Document anyissues encountered and how
they were resolved

Audit Folder > 01 Bank
Reconciliations > [Account
Name]

One subfolder per bank account

[Account Name] > [Fiscal Year]
> [Month]

Example: 01 Bank
Reconciliations > Checking >
FY2024 > 01-July

Signed review

Electronic File Naming Convention

Complete reconciliation package for each month

Bank statement + Reconciliation Summary + Detail + Outstanding items +

Use consistent file names so that anyone — including your auditor — can locate documents quickly:
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Bank statement YYYY-MM_BankStatement_[AccountName].pdf 2024-
07_BankStatement_Checking.pdf

Reconciliation Summary YYYY-MM_ReconSummary_[AccountName].pdf 2024-
07_ReconSummary_Checking.pdf

Reconciliation Detail YYYY-MM_ReconDetail_[AccountName].pdf 2024-07_ReconDetail_Checking.pdf

Notes or discrepancy memo YYYY-MM_ReconNotes_[AccountName].pdf 2024-07_ReconNotes_Checking.pdf
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Section 8: Supervisory Review Process

Why Supervisory Review Is Required

In small municipalities, the person who reconciles the bank account often also handles deposits, writes checks,
or records transactions in QuickBooks. When one person performs multiple financial functions, independent
review of the bank reconciliation becomes the critical compensating control that auditors require.

The person who reconciles the bank account should NOT be the same person who makes deposits or signs checks.

When this separationis not possible due to limited staff, documented supervisory review serves as the compensating
control.

Thereviewer must be someone who does NOT perform day-to-day financial transactions — typically the mayor or a
designated council member.

Review must be documented with a signature, initials, and date directly on the reconciliation report.

What the Reviewer Should Check

The reviewer does not need to redo the reconciliation. They need to confirm the following:

1. Statement balance matches The ending balance onthe bank statement matches the ending balance entered in
the QuickBooks reconciliation.

2. Difference equals zero The reconciliation report shows a zero difference — no forced balance.

3. Outstanding items are Review the outstanding check list. Are any checksmore than 90 days old? If so, ask
reasonable about follow-up.

4. No unusual transactions Scan the cleared items list for any transactions that seem unusualin amount, payee,

or description.

5. Reconciliation was timely Thereconciliation should be completed within 10business days of receiving the bank
statement.
6. Reports are printed and filed Confirmthereconciliation summary, detail, and bank statement are assembled and

ready for filing.

Documenting the Review

The reviewer documents their review by writing the following directly on the Reconciliation Summary report:
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* Reviewer's signature or initials
* Date of review
* Any questions or items noted for follow-up

A Practical Approach

i Many small cities have the mayorcome in once per month to review and initial thereconciliation package. This takes 15-30
minutes per account and satisfies the compensating control requirement. Schedule a standing monthly appointment.
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Section 9: Special Situations

Inheriting an Unreconciled QuickBooks File

If you are new to your position and the prior finance staff did not keep reconciliations current, follow these steps:

Contact your SNAPP advisor immediately and describe the situation.

Determine the last month that was successfully reconciled. Check for prior reconciliation reports in the audit files.
Gather all bank statements from the last reconciled month to the present.

Create a QuickBooks backup before making any changes.

Follow the Catch-Up Procedures in Section 5, starting with the oldest unreconciled month.

Document everything: note which months were reconciled during catch-up and any discrepancies found.

o gk~ wbd =

Reconciling After a QuickBooks Conversion or Migration

If your city recently converted from one QuickBooks version to another (e.g., Desktop to Online), or migrated from
a different accounting system:

7. \Verify thatthe openingbalanceinthe new system matches the ending balance of the last reconciliation in the old
system.

8. Ifbalances do not match, do NOT proceed with reconciliation until the opening balance discrepancy is resolved.
9. Run aTrial Balance in both the old and new systems as of the conversion date and compare.
10. Contact your SNAPP advisor or the conversion support team if you find differences.

Reconciling Accounts with Very High Volume

Some municipal accounts (e.g., utility billing or water/sewer accounts) may have hundreds of transactions per
month. Tips for high-volume reconciliation:

* UsetheSort By dropdowninthe QuickBooksreconciliation window to sort by Amount— this makes it easier to find
matching items

* Work in batches: match all deposits first, then all checks, then electronic items
e Usethe 'Mark All' button cautiously — only if you have confirmed that all items match
* Consider reconciling more frequently (weekly or bi-weekly) to reduce the monthly volume

Reconciling Inactive or Zero-Balance Accounts

Even bank accounts that have been inactive or carry a zero balance for part of the year must be reconciled.
Auditors require reconciliation evidence for every account, every month — including accounts with no activity.
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If no transactions occurred during the month, the reconciliation should still be completed — it will show a zero
difference with no items to match

Print the reconciliation report (it will be brief) and file it with the bank statement
If the account is truly closed, obtain the bank's closure confirmation letter and file it in the audit folder
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Section 10: Monthly Reconciliation Timeline

Use this timeline to stay on schedule each month. Consistent timing prevents backlogs and ensures
reconciliations are complete well before audit fieldwork begins.

1st of month Download or collect prior month's bank Finance staff PDF saved to Bank Statements
statement for each account folder

2nd-3rd of month Review statement for items not yet enteredin = Finance staff Transactions entered with
QuickBooks; enter missingtransactions correct dates

3rd-5th of month Create QuickBooks backup Finance staff Backup file saved to

external/cloud location

5th-10th of month Complete reconciliation for each bankaccount = Finance staff Reconciliation Summary + Detail
printed and saved

10th-15th of Assemble reconciliation package (statement + Finance staff Package assembled and ready

month reports + outstandingitems list) for review

By 15th of month Mayor or supervisor reviews, initials, and dates = Mayor /Supervisor | Initials and date on
eachreconciliation package Reconciliation Summary

By 15th of month Filed reconciliation package saved to Audit Finance staff Physical and/or electronic copies
Folder > 01 Bank Reconciliations filed
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Master Bank Reconciliation Checklist

Use this comprehensive checklist for each bank account, each month. This single checklist covers the entire
workflow from preparation through filing.

Preparation

Bank statement obtained and saved

Statement ending date recorded:

Statement ending balance recorded: $

Statement reviewed for items not in QuickBooks

All missing transactions entered with correct dates

OO0 00|00

QuickBooks backup created

Reconciliation

et |
Correct bank account selected in QuickBooks

Statement date and ending balance entered exactly as on bank statement

All cleared deposits matched to bank statement

All cleared checks and payments matched to bank statement

Outstanding checks reviewed — any over 90 days investigated

Deposits in transit reviewed — any over 5 business days investigated

1

Difference = $0.00 confirmed before clicking Reconcile Now / Finish Now

Documentation

| Reconciliation Summary report printed/saved as PDF
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| Reconciliation Detail report printed/saved as PDF
| Outstanding items list printed (if separate from Detail report)

| Any discrepancy notes documented and saved

Review and Filing

Reconciliation package assembled (statement + all reports)
Package provided to mayor or supervisor for review
Mayor/supervisor initialed and dated the Reconciliation Summary
Any reviewer follow-up items addressed and documented

Complete package filed in Audit Folder > 01 Bank Reconciliations > [Account] > [Month]

A o A Y

Electronic copies saved with consistent file naming convention
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Quick Reference: Key QuickBooks Paths

_ QuickBooks Desktop QuickBooks Online

Start areconciliation

View bank register
Print prior reconciliation report
Run Reconciliation
Discrepancy report

Enter a bank fee or interest

Void a check

Create a backup

Set closing date

Banking > Reconcile

Banking > Use Register >[Account]

Reports > Banking > Previous Reconciliation

Reports > Banking > Reconciliation
Discrepancy

Banking > Use Register >[Account]

Right-click checkin register >Void Check

File >Back Up Company > Create Local
Backup

Edit > Preferences > Accounting > Company
Preferences

Settings (Gear) >Tools >Reconcile

Accounting > Chart of Accounts >View
Register

Settings > Reconcile > History by Account >
View Report

Settings > Audit Log (search for reconciliation
changes)

Click + New >Bank Deposit (interest) or
Expense (fee)

Open check> More (bottom) >Void

Settings > Export Data (limited — QBO backs
up automatically)

Settings > Account and Settings > Advanced >
Close Books
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Disclaimer

This guide is published by the Arctic Slope Community Foundation as part of the Success for Nonprofit Audit
Preparation Program (SNAPP) Modified Virtual Support Program. It provides step-by-step operational guidance for
bank reconciliation workflows using QuickBooks.

SNAPP provides advisory and technical assistance only. This document does not constitute legal, accounting, or
audit advice. Participating municipalities remain solely responsible for:

* The accuracy and completeness of all bank reconciliations

* Timely completion and filing of reconciliation documentation
* Investigating and resolving all reconciliation discrepancies

* |mplementing supervisory review procedures

Municipalities encountering complex reconciliation issues should consult with their auditor, SNAPP advisor, or a
licensed CPA.
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