
Bank/Credit Card Reconciliations - Opening the Window
The quickest way to open the window for preparing Bank or Credit Card Reonciliations is to
type ‘BR’ in the Index field on the Navigation/Home window.  The window can also be
opened from other appropriate windows, such as the Bank Accounts Management window
that is opened with the ‘Banking’ button.

The window shown below is used BOTH to prepare Bank/Credit Card Reconciliations AND to review activity in selected Cash/
Bank or Credit card accounts.  This Help Document will be about reconciling Bank or Credit Card Accounts.   For information
on reviewing and printing Bank or Credit Card ledgers/registers, see the separate Help Document available on the window.

Continue to the next page.



Bank Account Reconciliations - Old Outstanding Deposits or Checks
IF the Bank Account Balance Forward entered to begin your books in the program INCLUDES any old outstanding deposits or checks
from your previous books, you will need to enter those in a temporary table in the program.  On the window shown below, FIRST
select a bank account.   The use the button labeled ‘Add Old Outstanding Deposits or Checks to a temporary table.’.

The window that opens to enter Old Outstand-
ing Deposits and Checks is self explanatory.
The checks and deposits entered on this win-
dow should NOT be checks or deposits that
will be entered normally in the program.  They
should be dated PRIOR to or AS OF the Bal-
ance Forward date used for setting up your
accounting Balance Forward amounts in the
program. (See Help Documents about setting
up your Chart of Accounts and Balances
Forward.)

The checks or deposits entered on this window
will NOT affect your Bank account balance and
will NOT be part of your accounting records.
They are simply for preparing lists of outstand-
ing checks and deposits in order to reconcile
your bank accounts to your bank statements.

When any of these Old Outstanding items are
marked as cleared , they will be permanently
removed from the temporary table.

Continue to the next page.



Bank Account Reconciliations - Post Bank Services Charges, Dividends/Interest, etc.

If there are Bank Service Charges, Bank Dividends/Interest, or other miscellaneous bank deductions or additions on your bank statement
that have NOT been previously posted in CHS, you can use the button with the pencil icon labeled ‘Post Bank Service Charges, Interest/
Dividends...’ to post those before preparing your Bank Reconciliation.

The ‘Post Bank Charges, Interest, Dividends, etc.’
window can be used to post either a Bank charge OR
a bank credit (like interest).  The window is self
explanatory.  The fields used are similar to fields that
are explained in Help documents about posting
Vendor Bills or about posting Deposits.

Bank Charges will be posted to your accounting
records as a Vendor Bill by the program.  If you need
to set up your bank as a ‘Vendor’, use the ‘+’ plus
button to the right of the vendor field.  Use a negative
amount when posting a bank charge.  Bank charges
can be edited or deleted as explained in Help Docu-
ments about editing and deleting vendor bills.

Bank Credits will be posted to your accounting
records as a deposit by the program.  If you need to
set up your bank as a ‘Payor’, use the ‘+’ button to the
right of the payor field.  Use a positive number when
posting a bank credit.  Bank credits can be edited or
deleted on the Add/Edit Deposits window as ex-
plained in Help Documents about editing and deleting
Deposits.

Continue to the next page.



Bank Account Reconciliation Criteria
To reconcile a bank account, FIRST select
the appropriate Bank account from the drop
down list.

NEXT, select a range of dates from the
beginning of a month to the end of a month.
The ending date will be used by the program
to mark transactions with a cleared date.  See
more about the Cleared Transaction report
later in this document.

NEXT, enter the ‘Ending Balance’ shown on
the Bank Statement received from your bank.
This will be used to calculate the difference
between the reconciled balance on your CHS
books and on the bank statement.

After entering the above informtion, use the
button labeled ‘Open Bank or Credit Card
Reconciliation Window’.  The window
shown to the right will open.

The ‘Bank or Credit Card Reconciliation’
window will display ALL Deposits and
Checks/Deductions posted through the
ending date entered on the previous window
and that have not been marked as cleared.
The goal is to mark them as cleared until
amount in the ‘Bank Rec Amt Off’ box
reaches zero.

Continue to the next page for information on
marking items as cleared.



Bank Account Reconciliation - Marking Items as Cleared

If a Deposit or Check/Deduction is found on the statement from your bank, it needs to be marked as ‘Cleared’ on your Bank
Reconciliation.  To do that, select ‘Yes’ in the ‘CLR?’ column on the bank reconciliation window.  HINT:  Try typing a ‘Y’ in
the ‘CLR?’ field, then press your Enter key on your keyboard.  This will help you move quickly through the list.

IMPORTANT:  As items are marked as cleared, the ‘Bank Rec Amt Off’ will NOT automatically recalculate.  This is to
prevent any delays while you are marking your items.  When you are ready to recalculate the bank reconciliation, use the
button labeled ‘Recalculate Bank Rec’.  Continue to the next page to view the recalculated window.



Recalculate Bank Reconciliation

On the previous page, we marked our cleared items with a ‘Yes’.  Then
we used the ‘Recalculate Bank Rec’ button to clear away any cleared
items, AND to recalculate the ‘Bank Rec Amt Off’.  It now displays a
zero in that box, which means the bank account has been successfully
reconciled!

When you are ready to print your bank reconcilia-
tion, use the button labeled ‘Print Reconciliation’.
Continue to the next page for an example of a
printed Bank Reconciliation.



Print The Bank Reconciliation

To print the bank reconciliation, use the button labeled ‘Print Reconciliation’ on the
window shown on the previous page.

It’s a good idea to print TWO copies of the Bank Reconciliation.  Staple one copy to the
Bank Statement.  The second copy should be stapled to a printout of the the Bank Account
Transactions for the period selected and kept in the Accounting Notebook described in the
Help Document about Suggested Accounting Methods.

When you use the button to ‘Close’ the Bank Reconciliation
report, the program will pop up the window shown below.  It is
strongly suggested that you use the button labeled ‘Yes, Print
the Transaction Report’.   Staple this to the 2nd copy of the
Bank Reconciliation mentioned in the previous paragraph and
file it in your Accounting notebook.  Read the information on the
screenshot below.



Cleared Transactions Report

Sometimes it can be handy to print a ‘Cleared Transactions Report’ to make sure that the total of items marked as Cleared is equal to
the totals shown on your bank statement.  To print the report, use the button labeled ‘Cleared Transactions Report’.

Remember!  When you are marking items
as Cleared on the Bank Reconciliation
window, the program is posting the
‘Cleared Date’ based on the Ending Date
used to open the window.



Correcting An Item Marked As Cleared

If you realize that an item has been marked as cleared when it should not have been, you can use the window shown below to find
the item.  You may need to enter an appropriate range of dates to find the item.  After the item is found, you can use the buttons
labeled ‘Set to No’ at the end of the item line.  This will cause the item to be marked as ‘No’ in the Cleared field.



Reconciling Credit Card Accounts

The features for reconciling a Bank Account CAN be used for reconciling a Credit Card account, if desired.  The MAJOR differ-
ence is that the ‘Ending Balance’ entered should be OPPOSITE from the ending balance on your Credit Card Statement.
For example, IF there is a positive balance on your credit card statement (which is usually the case), it should be entered as a nega-
tive amount!  That’s because credit cards behave in an opposite manner to cash accounts.  Payments TO credit card companies can
be thought of as similar to a ‘deposit’ to the credit card account.  CHARGES posted as paid BY a credit card can be thought of as
similar to ‘checks’ being written on a credit card account.

See separate Help Documents about setting up Credit Card accounts on your Chart of Accounts, AND about posting vendor bills as
being paid by credit cards.


