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Cash Account & GL Do Not Balance 
 

 

 

 

Finance > Banking & Receipts > Registers 

 

Have you ever went to your bank register and seen this picture? 

 

 
 

*I will show you how to find and correct this error.* 

 

 

 

First Step 
 

Identify how much you are out of balance. Subtract one amount from the other. 

137,532.85 - 

135,474.32  + 

     2,058.53  = 

 

We are looking for 2058.53. That is how much we are out of balance. To find this we will go to Reports > 

General Ledger > General Ledger with the settings shown below. 
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After opening your spreadsheet you will see this. 

 

 
 

Now simply auto sum the transaction balance column to get the total. 



________________________________________________________________________ 

______________________________________________________________________________ 

WebSmart by JR3 – Finance  Revised 12/13 

Finding JE when GL and Bank don’t Balance  Page 3 of 12 

 
 

Now repeat the steps of running the report again and sending it to excel. Now we will run the report for last 

fiscal year. 
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After auto summing the transaction balance column I see the number we have been looking for. We have 

journal entries problems in Last Fiscal Year. 

 
 

 

 

How do we fix this? 
 

By formatting our spread sheet to show the problem. Here are the steps. 

 

 1. Delete the auto sum total that you just did. 

 2. Click on the selection button in the top left corner of the spreadsheet. 

 
 3. Once your whole spreadsheet is selected choose the format button in the ribbon and down to Auto Fit 

Column Width. 

 

See Illustration Below 
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 4. Now our spreadsheet is formatted correctly. 

 5. Click on the column G (TransactionDescription) to select the whole column. Now right click on the 

highlighted area and click on insert. Now your spreadsheet will look like this. 
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 6. Now we are going to separate the V Number (Voucher #) from the T Number (Transaction #). Click 

column F to select the whole column. Once the column is highlighted go to the top of the spreadsheet 

and click on the Data Tab. 

 
Now click on Text to Columns Button. 

 
The following screen will open. It should be set as shown and click on next. 

 
Then you will see this. Make your screen match this and click next. 
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Follow the instructions on the next screen and click finish. 

 
Now your screen will look like this. 
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 7. Now we are going to sort the spreadsheet by the Reference (Voucher #) column. To do this go to the 

top left corner and select the whole spreadsheet like you did in Step 2. Once you have done this go to the 

Data tab in the ribbon and choose sort. 

 
Now you will see the following screen. 

 
Now you will see this screen. One more step and we will see the problem. 
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 8. Now we need to subtotal by Reference # to determine which journal entry is not in balance. Go to the 

Data tab on the ribbon and choose Subtotal. 

 
You will see this screen. Make your screen match this one and click OK. 

 
Now you have the spreadsheet subtotaled by Reference (Voucher #)  
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 9. Go to the area shown below and click on the 2. 
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 10. Fixing the entries. 

 
 

 

 


