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Bank Reconciliations 
  

 Run Checkout 

1. Accounts Payable > Organization > Checkout 
a. CDA Journal 

i. debit Accounts Payable / credit Cash 

 
 

2. Cash Receipting > Organization > Checkout 
a. CR Journal 

i. debit Cash / credit Cash Clearing or Revenue 
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3. Payroll > Organization > Checkout 
a. CDP Journal 

i. debit Wages Payable / credit Cash 
b. CDPT Journal 

i. debit Liability Account / credit Cash 
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 Verify updating of subsystems by proofing journals 

1. General Ledger > Journal Inquiry 
a. Journal 

i. CDA (Cash Disbursements – A/P) 
ii. CR (Cash Receipts) / CRJE (Manual Cash Receipts) 
iii. CD (Cash Disbursements) 
iv. CDPT (Cash Disbursements – Payroll Transmittals) 
v. CDP (Cash Disbursements – Payroll) 
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b. Detail tab 
c. Period:  MM/YY 

 
  

Reconcile Bank Accounts 

2. General Ledger > Reconciliation > Reconcile Bank Accounts 
a. Bank:  Your Bank Name 
b. Period:  MM/YY 
 

a

 

 
b

 

 

c
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3. Enter Ending bank balance (from bank statement) 

a. clear Outstanding deposits 
b. clear Outstanding check 

i. Checkbox (mouse-click) 
ii. Spacebar/Enter 
iii. Set Screen/Set All icons     
iv. Enter check numbers (range) 
v. Import amounts (.csv file) 

c. record Bank adjustments/Book adjustments 
i. Previous month carryover/reversals 
ii. Bank charges 

1. CDJE 
a. debit expense / credit Cash      

iii. NSF’s 
1. CRJE 

a. debit Cash Clearing / credit Cash 
iv. bank interest 

1. CRJE 
a. debit Cash / credit Interest Revenue 

d. check Proof (Bank balance less Book balance) 
i. does Proof = .00 

1. NO  see Troubleshooting… 
2. YES  go to Verify Account Balance 

 
 

a
 

 

b

 

 

 

 
What banks attached to which CD/CR journals?  
General Ledger > Organization > Journal Codes 
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Troubleshooting… 

1. General Ledger > Account Inquiry 
a. Detail tab 
b. Period:  MM/YY 

 

 
2. Deposits cleared (Outstanding deposits:) & Checks cleared (Outstanding checks:) match bank 

statement 

3 

 

a 

 

b 

 

a 

b 

c c 

d 
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3. Ending bank balance entered correctly 
4. voided checks (reference handout) 
5. incorrect banks 

Verify Account Balance 

1. General Ledger > Account Inquiry 
a. does balance in GL account number for cash reconcile to Bank and Book balances? 

i. NO  see Troubleshooting 
ii. YES  Congratulations!     
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Print Bank Reconciliation 

1. General Ledger > Reconciliation > Bank Reconciliation Report 
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Create Allocations 
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1. General Ledger >  Journals > Create Allocations

 

Run Checkout 

1. General Ledger > Organization > Checkout 
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Tips & Tricks 

1. stale-dated checks  
a. handout 
b. Knowledge Base  https://helpdesk.civicsystems.com/portal/home 

2. Checklist 

 
3. cash GL accounts 

a. debits increase cash / credits decrease cash  
4. bank statements 

a. debits decrease cash / credits increase cash 
5. GL Checkout 

a. Proof Errors:  most often relate to cash/fund allocations 
i. General Ledger > Journals > Create Allocations 

6. software version 

a. upper left-hand corner  
 
 

7. GL accounts for bank accounts 
a. General Ledger > Organization > Banks  

i. GL cash account:  FF-AAAAA 

https://helpdesk.civicsystems.com/portal/home
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8. Zoom (Connect) 

 
 

9. right- click on an open tab for option to split screen (horizontally or vertically), float, close tabs 
simultaneously, etc.   

a. right-click again, choose “Move to Previous Tab Group” to restore to single pane view 
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Checklist - create a link to bank website to pull statement for cleared check files 
a. click on the Manage Checklists icon 

 
 

b. expand (+) Checklist and highlight the Group to add the task 
i. click ▼ next to Create a new item icon, choose Create a new task 
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ii. enter description, click Run another program, launch a file or URL when the task is 

selected, copy and paste web address from web browser. 

 
 

c. position new task by highlighting task and using Move the selected task up/Move the selected 
task down icons on the menu bar. 
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