Quick lesson

Managing the bank register

Goal: Learn how to reconcile your bank register to your bank statement in J
Ajera.

In this quick lesson

Step 1: Enter an adjusting entry — a bank transfer
Step 2: Enter an adjusting entry — a deposit

Step 3: Enter an adjusting entry — a voided check
Step 4: Reconcile the bank account
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When do you reconcile the bank register?
After you've done all of the following:
e Received your bank statement.

e Confirmed that your vendor payments and client receipts are entered into
Ajera.

e Entered any additional adjustments for bank transfers, Electronic Funds
Transfers, bank charges, and interest paid or earned.

This quick lesson shows you how to make three kinds of adjusting entries — a
bank transfer, deposit, and voided check — and how to reconcile the bank register
afterward.

For more information, see Help > Contents > Bank register.
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Step 1. Enter an adjusting entry — a bank transfer

Enter adjusting entries on the Register tab of the Manage Bank Register window.
Let's enter a bank transfer from the general bank account to the payroll bank account.
1. Click Manage > Bank Register.
2. Select a bank account from the Bank Account field.

Ajera displays the account’s transactions in the table and its balance at the bottom of
the window.

If you have no entries for the current month, click the Change View @ button and
select a different accounting date.
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Step 1: Enter an adjusting entry — a bank transfer (continued)

3. Enter a new transaction, including the transaction date, type, reference ID, and amount.

Date | Type | Rerzs pheck | Reference | Payments Deposits | ¥
01727711 Check Mary Boyle 12590 68,70
102/22/11  Deposi 82,480.00

10727711 Bank Transfer PR Transfer 25,000.00 i

Here, you've entered a bank
transfer for $25,000 and given
it a reference ID for easy
identification later.
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23617615 276.262.03

4. Press the Enter key until the distribution table appears.

5. Inthe To field, select the bank account where you want to transfer the funds.

Ajera automatically retrieves the cash account from your bank accounts to create the
appropriate distributions.

First, select the bank account
v L S e | IRRNETETTTESSE e \here you want to transfer |
the funds.
Aecount e Amount Amou Ajera then enters
» 1110 Bank Account - Checking 25,nuu.un| | the offsetting entry

=Iﬁnzﬂ Bank Account - Paprol 25,000.00 for you
2500000 | 25,000.00.'\'\

In balance
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6. Click Save.
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Step 2: Enter an adjusting entry — a deposit

Let's enter a deposit for the sale of an asset. It is recorded on the bank statement as an
Electronic Funds Transfer.

1. Onthe Register tab, enter the transaction date, type, reference ID, and amount.

al

Date | Type | Payee Check Fieference Payments Deposits o Cleared .

L - Bk o0 Here, you’ve entered an

= EFT deposit for $3,200 and

= 107271 Bank Transfer PR Transfter 25,000.00 . .
o given it a reference ID.
I 1072741 E F T Depaosit 110ct27EF. 3.200.00
* ]

23617615 279.462.03

2. Press the Enter key until the distribution table appears.

3. Inthe first row of the distribution table, Ajera automatically displays the cash account from the
bank account.

In the second row, select the account and, if needed, the department. If you are unsure of
what account to select, please contact your CPA.

If you wanted to distribute the
amount among different

H Account Department o) =, Make the offsetting entry here.
i 1110 Bank Account - Checking 320000 You've selected the Gain/Loss departments, you would select
9210 Gain/loss Sale of Asset Admin 3.200.00 Sale of Asset account and the an allocated account. To
320000 | 320000 Admin department. ” learn more, see the Setting up
«, ~ chart of accounts and

In balance

departments quick lesson.

4. Click Save.
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Step 3: Enter an adjusting entry — a voided check

Let's now record a voided check for audit purposes. You issued a manual check but made an
error when writing the check and now need to record the voided check number.

1. Onthe Register tab, enter the transaction date, type, payee, and check number.

2. Press the Enter key. Notice that Ajera automatically selects the Voided and Cleared
check boxes.

Note: Although you
select Void Check

__________________________________________________________________________

Close Edt  [[ Save |[[.Cancel ][ Delte |[ Pit | [ Hep ]

' [ Regster | Reconde | from the Type field,
! _ Ajera changes it to
AR 2RCT Bark scoount [Vfeshngn i @ Check after you enter
1
i Date | Type | Payes \heck | Reference | Paymens Deposits | Voided | Cleared | | * the check number.
! — Here, you’ve entered j
| F 1022741 Bank Transfer PR Transfter 25,000.00 . ) A y
b = a voided check for
F 1022741 E F T Deposit 110ct27EF... 3.200.00
i check 12586 to
1 1042741 Check. willamette Office 5. 12586 . o
: ; — Cm Willamette Office
1
[ | 2317615 | 27946203 Supply.
i Balance 112.891.03
1
1
1
1

3. Click Save.
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Step 4: Reconcile the bank register

When you're ready to reconcile the bank register, use the Reconcile tab. On that tab, the Bank
Statement table displays prior statements. You can work with an existing statement or a new one:

e If you select an existing statement that is closed, Ajera displays only reconciled items.

o If you create a new statement, Ajera displays all outstanding items not reconciled from
previous statements.

1. Onthe Reconcile tab, create a new statement by entering the statement date and
ending balance in the Bank Statement table.

If an item has not
cleared the bank, you
can clear the Cleared
check box. You can

clear multiple items or
all of them, if needed.

Bark statement | | Date | EndingBalance | Closed | Wates -

. U paszon1 12289103 | [ =
First, enter the statement date and = i

*
ending balance for the new statement. ol m ] ¢

Ajera then displays all outstanding

, P | gk | Feleence | Pamens | Deposis (Ceaed | Reconcied) * items and, to save you time, marks

o ozzzm check Mark Foyee 12569 152.00 = them as cleared and reconciled @
1 .

|| 01727/ Check Mary Boyle 12530 368.70 4] through the statement ending date.

: 02722411 |Deposit N

: 10727411 |Bank Transfer PR Transfer 265.,000.00

: 10727411 |EF T Deposit 110ct27EF..

i

I

Begin 4400308  Deposits 14088040  Payments 65499245  End 118,391.03 Ajera maintains current totals here. The

statement is currently out of balance.

2. Clear items until the statement is in balance, if needed.

ey You've cleared
Date Al Type | Payes Number | Fieference | Pagments | Deposis | Cleared | RN PN TONY
mA4 Check. Morthwest Power Sup.. 12585 2h2.00 |
» 0171911 Check EVA Group 12586 3.000.00 Gl It’s now in
017271 |Check James Singer 12587 758.00 balance.

Begin 44.003.08 Depositz: 14088040 Payments 61.992 45

End 122.891.03 Remain

Bark storoment | |7 " Dats” | ErvingBakancs (TR Close the statement here. I
3. Inthe Bank Statement table, select the Closed check box 1/03/30/11 122.891.03

for the statement.

4. Click the Print button if you want to print the Bank Reconciliation
report for your records and for your CPA.

Summary

You now know to make adjusting entries and to
reconcile your bank account in the bank register. 6



