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QUICKBOOKS 2019 

How to set up account reconciliation 

Initial Setup 

• Select: “File” New Company 
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 Click “Start Setup” 

 

Fill in information 

 

 

 Click “Create Company” this will take a minute to save and create the company. 
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This screen comes up after the Company information is saved.  Click “Start Working”. 

 

 This screen will appear after the new company has been saved. 
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Select: Edit – Preferences 

 

 

 Click – Checking, then place “checkmark” in the box “Open the Write Checks” form with 
 pull down the drop down select “Add New”  
 

 

 Below window will open – Account Type should state “Bank” 
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Fill in the Bank name.  Enter description of account either “Real Estate or IOTA account” 

and fill in the bank account number.  Select “Enter Opening balance” (which should be 

either “Zero” $0.00 or the initial deposit place into the account when opened. 

 

Place your Statement “ending balance” which again should be either “Zero” or initial 

deposit when the account was opened” and place “Statement Ending Date”. 

 

 Click “OK” then “Save & Close”. 
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Follow the same procedure as above for “Open the Make Deposits” form with “Select 

your bank name”, then click “OK”.  It will bring you back to the “Home Page”. 

 

 Select “Chart of Accounts” 

 

 The below window will open  - Maximize the window to fill your screen 
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Highlight “Payroll Liabilities” and right click, Select “Make Account Inactive”. Do this for 

each account – Capital Stock, Dividends Paid, Opening Balance Equity, Retained Earnings 

and Payroll Expenses.  Leave the bank account in the Chart of Accounts. 
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 Go to the bottom of the screen and Select – “Activities”. 

 Go to “Use Register” 

 

 The below window will open and “the bank name should appear” and Click “OK”. 
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The register will open, then select “Banking” – Make Deposits 

 

 “From Account” – Select “Add New”  
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Select “Other Account Types” and choose “Other Current Liability” and click “Continue”. 

 

 

 In Account Name - Type in “Bank File” and click “Save &  Close”. 
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Type in “Opening Balance” in the “Memo section”. Tab to the “Amount” field and enter 

the amount of initial deposit or “$0.00”.  Select “Save and Close”.  You will now be in the 

check register. 
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The check register shows an opening bank balance and is ready for you to enter new deposits 

or disbursements. 

You will create your file name/number the same way you created the Bank File.  They will be 

listed under the bank in alphabetical/numerical order in the “Chart of Accounts”. 

TO ADD DEPOSITS OR DISBURSEMENTS: 

• From the “Home” page 
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Click “Check Register” 

 Enter in the information (check info, deposit info, etc.).  When you get to the “Account” 

section, follow steps below: 

1. Enter the File #/name you intend to use Under “Account”. 

2. When you enter the file #/name, a “Set Up” window will appear. 

3. In this window, go to “Account Type” and choose “Other Current Liability”. 

4. Click “Save & Close”. 

Continue entering the information  

Click “Record”. 

 



14 
 

 

 Once recorded the Register will show the deposit in the account. 

 Repeat these steps for new items to be entered in the account. 

 

 

PRINTING/VIEWING LEDGER CARDS FOR EACH FILE 

This should be done after each file is disbursed, to verify if the file is short/over or at a $0 

balance.  (Print and place in ALL closing files). 
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Go to “Chart of Accounts” – Highlight the file and right click, select “QuickReport” the 

QuickReport will open for you to view the file balances.  

 

 

 

 QuickReport: File 2019-1001 
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RECONCILING 

• Go to “Banking” (located along top row of the screen). 

• Click “Reconcile”. 
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*Never use the “service charge” or “interest” windows in this section.  Create an actual file for 

these items.  Use the “Bank File” or create and “IOTA Trust” file to enter interest debits and 

credits. 

• Enter the statement “ending” date (should match the ending date on the bank 

statement) and the ending bank balance. 

• Click “Continue” 

• The next screen will show deposits on right and debits on the left for this time period, as 

illustrated below: 

 

 

 

At this point, all the items that have been entered into the “Check Register” should appear. 

• Using the bank statement, click on the items that have cleared the bank statement. 

• The box on the bottom right hand side should have a zero balance (difference), once all 

the cleared items have been checked off.  If the balance is NOT zero, you will need to 

research the reason the account is not in balance. 

• After the account is in balance (zero difference), click on “Reconcile Now”. 
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• After you have finished reconciling the “Select Reconciliations Report” window will 

appear. 

 

 

• Select “Both”, if not already selected. 

• You can preview and print or save to PDF file.  You need to print and save the summary 

and detail reports now. * 
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*This will only produce the Reconciliation Summary page and 

Cleared/Outstanding Lists.  It will NOT produce the Trial Balance Report. 

 

CUSTOMIZING AND PRINTING THE TRIAL BALANCE REPORT 

• Go to “Reports” (located along the top row of the screen). 

• Choose “Custom Reports” then “Summary”. 

 

 

The “Custom Report” window will have multiple tabs to choose from.  Follow the steps below for 

the corresponding tabs to set up the Trial Balance Report correctly: 

• Display Tab: 

1. Make sure “from” date is set to the beginning of the escrow account (date 

account was opened).  

2. Make sure the “to” date is set to the ending date of the bank statement you are 

reconciling. 

3. Set “display columns” to “totals only”. 

4. Set “display rows by” to “account list”. 

5. Click “Advanced” at the bottom right, then select “non-zero” for both “display 

rows by” and “display columns by” and click “OK”. 
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• Filter Tab: 

1. Make sure “Filter” is left as “Account”. 

2. Make sure “Account” is set as “All Other Current Liabilities”, or if you have 

multiple accounts in your QuickBooks, change to account you want to run the 

report for, then choose “For Detail Accounts Matching” and from the drop 

down select “All Other Current Liabilities”. 

 

• Header/Footer Tab: 

1. Under “Report Title” type “Trial Balance Report” and under “SubTitle” type “All 

Transactions”. 
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2. Click “OK”. 

 

3. The preview of the Trial Balance Report appears on the screen (see below). 

▪ This SHOULD give you a detailed list (not just a total balance) of all the 

files with their end of the month totals. 

 

 

4. Click “Memorize” on the top of the screen.  You can now name the report “Trial 

Balance Report”. (We recommend you place your Company name in front of the 

report, to make sure you are pulling the Real Estate account). This Trial Balance 

Report can be viewed later under “Memorized Reports” “Banking”. Click “OK”. 
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5. If you memorized the report, (This helps create the trial balance each month) by 

choosing reports, memorized reports then banking and then choose your Trial 

Balance Report. You will need to change the “to” date (ending bank statement 

date) to the date you are reconciling the account through and click “refresh” 

then print the report. 
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The trial balance total should equal your register balance, the month ending date found on your 

reconciliation reports.  This shows the account is in balance and whose money is in the account. 

Note from Auditor: 

If you do not print the Trial balance report after you print the Summary and Detailed report, you 

MAY NOT balance, this needs to be done right after those two reports are printed.  If it does not 

balance you must wait until next month to get an accurate balance. 

 

START A NEW MONTH (RECONCILE) 

• Redo the steps above  

• Enter the ending balance of the new month bank statement 

• Redo remaining steps listed above.   

*You do not have to customize the Trial balance once it’s been Memorized. 

When viewing the Trial balance report (on the screen) and you notice a “negative” balance to 

quickly view the QuickReport, double click on the “File Balance” of the file you want to view, it 

will appear on the screen. 

 

 

OTHER TIPS 

To set up multiple accounts, set up a “new company” for each NEW account.  Do not set up as 

a “new account”.  This will cause the accounts to “share” the Trial balance Report. 
Each new account must have its own Trial balance so it doesn’t commingle with your other 

accounts.  

 

TO PRINT THE PRIOR MONTHS RECONCILITIONS 

To view or print the prior months reconciliations go to: 

• Reports (located at the top row of the screen) 

• Choose “Banking” 

• Choose “Previous Reconciliations”. 
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• The “Select Previous Reconciliation Report” window will open, select “Both” then click 

Display and print or save to PDF. 

 

 

TIP: Every month you MUST save (via PDF) or print your reports, once you reconcile a new 

month, or it will overwrite the previous month. 
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ALTA Rapid Response Plan for Wire Fraud Incidents 
https://www.alta.org/file.cfm?name=ALTA‐Rapid‐Response‐Plan‐for‐Wire‐Fraud‐Incidents 

 

Time is of the essence – every second and minute counts. 

Organize your team and make a plan in advance. 

Be ready to act simultaneously and accomplish all of these steps as quickly as possible. 

 

 

Step 1: Alert company management and your internal wire fraud response team. 

Contact your team according to a pre‐arranged plan (group email; group text): 

 Owner / Manager 

 Accounting / Finance / Treasurer 

 IT / IT Security 

 Legal Counsel 

 Underwriter(s) 

 

Step 2: Report Fraudulent Wire Transfers to the Sending and Receiving Banks. 

 Contact the sending bank’s fraud department and request that a recall of the wire be 

sent to the receiving bank because of fraud.  Provide the details for the wire. Also 

request a recall or reversal and a Hold Harmless Letter or Letter of Indemnity. 

 Ask the sending bank to initiate the FBI’s Financial Fraud Kill Chain.    

 Also call the receiving bank’s fraud department to notify them that you have requested 

a recall of the wire because of fraud.  Provide the details for the wire and request that 

the account be frozen. 

 If a client or consumer was a victim and your bank/accounts were not directly involved, 

your client or customer will need to contact the bank themselves but you may have 

helpful information to share, too.  Coordinate quickly! 

 

Step 3: Inform the parties to the transaction (buyer, seller, real estate agents, broker, 

attorneys, underwriter, notary, etc.) using known, trusted, phone numbers for verbal 

verification.  

If you’re unsure about what to say, here’s a sample: “There appears to have been [attempted] 

wire fraud associated with this transaction.  We recommend that you review your email 

security and update passwords and take any other appropriate security measures immediately.  

For the remainder of this transaction, all communication will occur using known, trusted, 

telephone numbers.” 
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Step 4: File a complaint with the FBI's Internet Crime Complaint Center (IC3).   

Need help to get started? Visit www.alta.org/ic3how to see a two‐minute how‐to video. 
Ready to go? Visit www.alta.org/ic3 and provide the following information: 

 Victim's name, address, telephone, and email 
 Financial transaction information (e.g., account information, transaction date and 

amount, who received the money) 
 Subject's name, address, telephone, email, website, and IP address 
 Specific details on how you were victimized 
 For Business Email Compromise (BEC) events, copy email header(s). Learn How at 

https://mxtoolbox.com/Public/Content/EmailHeaders/ 
 Any other relevant information that is necessary to support the claimant 

 

Step 5: Report Fraudulent Wire Transfers and Attempts to Law Enforcement in the 

jurisdiction where the crime has occurred. 

 Local Police/Sheriff:   https://www.policeone.com/law‐enforcement‐directory/  

 FBI Field Office:   https://www.fbi.gov/contact‐us/field‐offices  

Ask your Field Office to initiate the FBI’s Financial Fraud Kill Chain. 

 Secret Service:   https://www.secretservice.gov/contact/field‐offices/  

 

Step 6: Call the sending bank again to confirm that the recall request has been processed. 

 

Step 7: Document your response using a Response Worksheet. 

 Customize this ALTA Rapid Response Plan for Wire Fraud Incidents 

 Customize a Response Worksheet (available in Excel or PDF) 

 Assign each step to an appropriate person/entity 

 Track progress through to completion or resolution 

 Retain the Response Worksheet for future reference/update 

 

Step 8: Consider contacting your insurance carrier(s) and outside legal counsel. 

 

Step 9: Review your Incident Response Plan to determine if you need to update passwords, 

secure hardware, and review email logs to determine how and when email accounts were 

accessed. 

 

Step 10: If funds were wired out of the U.S., hire an attorney in that country to help recover 

funds. 
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