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To Reconcile Account In Quick Books  

Checklist! 
 

If bank accounts are downloaded to Quick books 

 1. Click on banking  

 2. Select account to reconcile 

 3. Categorize each transaction and compare to bank statement 

 4. Click on “Go to Register” 

 5. Click on “Reconcile” 

     6. Select account to reconcile 

  a. Add ending balance and ending date 

  b. Click on start reconciling 

  c. Select cleared items 

  d. When balance is $0.000 click on Finish Reconciling 

 

If accounts are not downloaded 

 1. Enter deposits and Expenses manually 

  2. Continue with #3 from above. 

 

 


