Reconciling the Checking Account in Jewel

NOTE: Start with upgrading to the latest Jewel version in “Help/Check for Updates.”

1. Navigate to Reconcile: When your “Next Step” Button says nextstep: _ Reconcile Bank Statements

“Reconcile Bank Statements,” click on it. Write Checks
' Transfer Funds
Reconcile

This will open the Bank Reconciliation introduction screen.
Reports & Graphs

This screen lists your active bank accounts, the last time each account was reconciled (“Reconciled Through”), the most
recent ending balance (“Ending Balance”) and how often this bank account will be reconciled (“Statement Frequency”)

which then gives you the “Next Date.” (You will find information on editing or setting the “Statement Frequency” at the
end of this tutorial. Also on Tutorial #3660))

ﬁ Bank Reconciliation Summary *

Click on and recgncile each account in this list forwhichiyou hawve a current bank|statement:

* Reconciled v Statement 4 I
Account Through Ending Bal| Frequency Mext D ate Reconcile. . |
i 8001 Checking 02728725 11330309 Monthly | 03/31/25 —
8002 Debit 02/2842% 7.003.73 Monthly | 03731725 [or double-click the list]

AN ]

To start, find and double click on the bank account that you are ready to reconcile.

2. Verify the correct “Ending Date” from the bank statement. That date should be the final day of the month that you
are reconciling. Your statement may use “Current Date” or some other term.

v’ If your statement ends on\the last business day of the month, enter the final day of the month in Jewel instead.

B oy /] i i S Double check the “Beginning Balance” on the
i ﬂﬂ& g €C@Tl lfﬂ@fﬁl bank statement, then on Jewel, to verify that
they match.

Bank Account Balance Fer Bank:

{8001  Checking Ending D ate [Beginning|119,3na_ns|
03431725 :
Last Fieconiliation [2/28/25 [ Ending | ]

If they do not, stop and figure out why.
(Tutorial #3670)

3. Find the “Ending Balance” on the bank
statement and enter it in Jewel.

v Sometimes the statement calls it “Current Balance” or “Final Balance” or something similar, but it will be in the
top section of the statement where the month’s checks and deposits are summarized.



NOTE: Your “Ending Balance” should always come from the statement. Never adjust the “Ending
Balance” to make your bank rec “Difference” equal zero. Entering the exact “Ending Balance” from the
bank statement of the exact month that you are reconciling will ensure accurate reports.

4. Locate the deposits that are on the bank statement. Some banks list them separately from the checks, some do not.

v Pick the first deposit on the statement l Shaw Mare D eposi |
; o DDSItS...]
and then look on the Jewel bank rec Deposits and Interest Egrned . —V
if it is th 2M15/28  02415/25 offering deposit 936,40
screen to see It it Is there. 02/22/25  02/22/25 offering depesi 1,110.29

v' Ifitisin Jewel, click the box next to that deposit and also p ark next to that deposit on the statement to
indicate that it has been cleared. (“Show More Deposits” is useful if the deposit list is lengthy.)

e Make sure the deposit total that is on the statement is exactly the same amount as the total of the
corresponding deposit in Jewel. If it is not, it will need to be edited, if in the current month (Tutorial

#3600), or adjusted, if in a previous month (Tutorial #3570).

v" Continue on through all the deposits. Find it on the statement first, then look for it in Jewel.

v' Ifitisin Jewel but not on the statement, ignore it.

v Ifitis on the statement but NOT in Jewel, circle it on the statement so you can come back to it later.

5. Find the checks/withdrawals on the bank statement. Some banks list them separately from deposits, some do not.

v Pick the first check/withdrawal on the Chacks Yttien anel Bamlk Fees [Shuw Moare Ebe-:ks...] |
statement and then look on the Jewel 02/28/25 #2652 &N s Bright Utilties 211.83
screen to see if it is there. 02/28/25 H#-255 Georgia-Cumberland Cahference of — 6.407.00

v' IfitisinJewel, put a checkmark in the box next to it and also put a mark next to that'check on the statement so

you know it is cleared. (“Show More Checks” is useful if the list of checks is lengthy.)

e Verify the check number as well as the amount. Don’t just check off a random check because the amount
matches.

e [fitis an electronic payment, match the statement date of the withdrawal, not just the amount. (Tutorial
#3510 helps simplify electronic payments)

e Make sure the check amount that is on the statement is exactly the same as the amount of the
corresponding check in Jewel. If it is not, it will need to be edited, if in the current month (Tutorial #3600),

or adjusted, if in a previous month (Tutorial #3560).

v" Continue on through all the checks/withdrawals. Find it on the statement, then look for it in Jewel.

v Ifitisin Jewel but not on the statement, ignore it.

v Ifitis on the statement but NOT in Jewel, circle it on the statement so you can come back to it later.



Add Entry 6. Electronic Payments such as utilities: (Tutorial #3610)
The easiest and most accurate way to enter electronic
payments is to add them during the reconciliation, using
the “Write Checks” button in the “Add Entry” box in the

_ : bottom right corner of the bank rec page. Click on the
Bank Fees or Check Comrection Wiite Checks. . “Electronic Payment” box, found just below the

signature line, when entering the payment.

Interest Earmed or Depozit Carrection

General Journal Entry,..

Use the withdrawal date on the statement as the date of
the electronic payment check in Jewel.

NOTE: All purchases and payments should be entered into Jewel as Checks, never as General Journal Entries.

B v (1 (D ofe g 2 7. Difference: After you have
g CEO oA @Lﬂ@fﬂ gone through all the deposits,

checks and withdrawals, and if

Bank Account Balance Per Bank: Balances all of them from the statement

[8001 Checking Ending Date  Beginning [119,302.09 Cleared Beginning Balance 11330309 are checked off in Jewel, the
03431475 ) Deposits and Interest [none selected) - .

Last Reconciliation |2/28/25 Ending Checks ‘Written and Fees  [none zelected) amount ma rked D |ffe rence’ In

Cleared Ending Balance 1159.303.09 the ||t X underneath the

Bank Ending Balance [not entered) “« ”

Show More Deposits... | [ _ ] oto ShOUId be SOOO .
Difference

Deposits and Interest Eamed
| 02415425  02/15/25 offering deposit 986.40

If it says $0.00, celebrate by clicking on the green OK checkmark in the top right corner. When the message pops up
asking if you want to print, click “YES” and then staple the printed reconciliation report to the bank statement that you
just reconciled. Drop it in your “Bank Statements” file folder and you are DONE! Yay!

If the difference is not zero, check to see if you circled any items that were on the statement but were not in Jewel, and
enter them into Jewel. If an offering containing donations was skipped, you will need assistance to enter it, since if you
have already remitted you won’t be able to reverse to “Start New Offering” on your own. Do not enter it as a General
Journal Entry. Ask for help.

NOTE: All deposits containing donations should be entered using “Start New Offering,” never “General Journal Entries.”
“Non-Offering Deposits” such as rental income or refunds should be entered as “General Journal Entries.”
(Tutorials #3620, 7160)

If the difference is still not zero, follow the steps in Tutorial # 3690 to find and fix the problem.

Statement Frequency Settings (Tutorial #3660)

NOTE: If you have a bank account that is closed and has a zero balance in Jewel, the frequency should be set to “Never.”

Then Jewel will exclude it from its reconcile list. Checking and debit account frequency should be set as “Monthly.” Some

savings account statements arrive monthly as well, but some are quarterly. If the savings account has a low balance and
you only have a few pennies of interest each month, it is ok to set it to “Quarterly” and reconcile it less often.



Click an and reconcile each account in this list for which you hawve a current bank staterment: “ ”
8. The “Statement Frequency

Reconciled _ Statement  ||g—— can be set to Monthly,
Account Thraugh Ending Bal| Frequency Mext Date R
3001 Checking 02/28/25 11930300 Monthly _ |03731725|  Quarterly, Semi-Annually,
8003 Debit 02728725 700378 Monthly 03/31/25 Yearly or Never.
N ——r

Accaunt [rifio

Here are instructions for changing the “Statement Frequency” for any Type | —————
Liability [Mortgage or other loan]
bank account. Lacal Fund [Church Budget, etz.]

Conference Fund [Tithe, etc.]

|0 |B00z2 Uzed, 2. 3 etz
Go to “Maintenance” (top bar on home page of Jewel)
then “Edit Accounts.” Find the bank account that Name |Savings
you want to edit and click on it. -

Once you click on it, the details show up in the center section of your

screen and you can then click on the “Edit” box. Bank Information
Bank Mame Routing #

Address

“The Statement Frequency” setting is down at the bottom of this center

section.
Check MICR Line
| v
. . type g for ks, "R far 1 W for ™ Mhnnn®' for check #
Click on the little down arrow and choose the correc
Deposit Ship MICF Line
| ™
e ''g" fort:, "h" fori®. "W for ™ Mnnnn' for deposit #
Click the green “OK v” to save and leave. - M —
banthiy -
p

Corresponding videos: 6.5 — Step-By-Step Through a Simple Bank Rec. Find at https://www.gccsda.com/auditing/10963
6.1 —why is Reconciling So Important?
6.9 — When the Difference is Still Not Zero
6.3 —Tips to Success if Reconciling Seems Hard
6.6 — Automatic Payments, Interest and other Misc Entries
6.12 — Voiding Checks Both Old and New

For more tutorials on BANK RECONCILIATIONS, see section 3500 on the gccsda.org auditor webpage.

This information has been brought to you by the Georgia-Cumberland Conference Audit Team
Created by Linda McCabe. Edited 8/24/2025
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