Leahy Consulting White Paper for Macola V7 Software

How To Reconcile Accounts Payable with the General Ledger

(DRAFT 11-24-04)
We have re-written and enhanced Macola’s existing document on this subject to make it more  readable.  As always, we encourage your questions and comments regarding our technical papers and ways in which we can further streamline your use of the Macola software.  Please call our technical support desk at (513) 723-8090 or e-mail us at Support@LeahyConsulting.com.

Leahy Consulting Technical Support Desk 

(513) 723-8090

A. What is the first step to determine if my A/P balances with my general ledger?

1. Print the A/P Open Item Report

a. The Open Item Report is the ONLY report that can be used for balancing.  You cannot use the A/P Aging report because it does not use a G/L cut-off date.

i. Go to > Accounts Payable > Reports/Graphs > Open Item Reports

ii. Select all vendors


iii. The “Aging Date” should be the last day of the month

iv. Select “Based upon” of I=Invoice Date”

v. The “Cutoff Date” should be the last day of the month

vi. Include Miscellaneous vendors and include void checks
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2. Print the G/L Trial Balance Report

· Go to > General Ledger > Reports/Graphs > Trial Balance

· The beginning and ending dates should be the same as you used above

· Select your accounts payable account
(s)

· Do not check the “show detail?” box
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3.  Compare the totals from the two reports

· If the two reports balance, you do not have to complete any of the following steps.

· If you are not in balance, following the steps below

B.  How can G/L get out of balance with my A/P subledger?

These are examples of activities that cause balancing problems:

· Transactions were posted after running the Post from Subledger program.

· Vouchers were cancelled using a G/L distribution date outside of the current period.

· Checks were voided with a void date outside of the current period. 

· Transactions were manually keyed using the A/P Open Item Load program.

C.  What steps should I follow to determine if I am balanced?

3. Obtain the beginning and ending general ledger balances for your A/P account.
· Go to > General Ledger > View > General Ledger Accounts.  

· Key in your A/P account number

· Key in the beginning and ending dates for the period to be reconciled.

· The “BB” and “Ending Balance” fields will display your balances.

· Go to step 3 below and write down these balances.

4. Print the A/P Reconciliation report

· Go to > Accounts Payable > Reports/Graphs > A/P Reconciliation Rpt > By Account No.

· Key in your A/P account number.  

· Select all vendors and all voucher numbers.  

· Key in the beginning and ending dates for the period to be reconciled.  

· Check the following boxes:

i. Include New A/P Added?

ii. Include A/P Paid?

iii. Print Summary Distribution?
 

5. Fill out the following balancing worksheet:

a.   G/L Beginning Balance (from step 1 above)


____________

b. Total of the New A/P (from step 2 above)



____________

c. Total of the A/P Paid (from step 2 above)



____________

d.   Net Change (a + b - c)





____________

e.   G/L Ending Balance (from step 1 above)



____________

If the total of “d” is the same as the total of “e”, you are in balance.

C.  What steps should I follow if I am NOT in balance?

1. Print the A/P Open Item Report

a. Go to Accounts Payable > Reports/Graphs > Open Item Reports 

b. Select all vendors.

c. Use the ending date of your balancing period for:

i. Aging date 

ii. Cutoff dates.  

d. Select the “based on” parameter to be “Invoice Date”.  

e. Check only the following boxes:

i. Include items past aging date?

ii. Show detail?

2. Locate and transactions that were not posted to the G/L

a. Go to Accounts Payable > Reports/Graphs > Distribution to G/L.

b. Use the date range of your balancing period as the starting and ending dates.

c. Select “Detail or summary?” = “Detail”.  

d. Do not check any of the checkboxes.

e. Transactions that appear on this report have NOT been posted to the G/L.

f. Add the “New A/P Added” total to the “A/P Paid “ total.

3. Transactions added using the A/P Open Item Load Program

a. In an item is added using the A/P Open Item Load program, NO G/L distributions are created.  Therefore, the item will appear on the open item report and not appear on the distribution report.

b. If an item was added using the A/P Open Item Load program, it will be assigned a journal number of “APLOAD”.  

c. To locate these transactions, run the Open Item History Report in Journal Order and determine if there are any transactions with dates within your balancing period.  To run this report, go to Accounts Payable > Reports/graphs > Open Item History > By Journal Number.

d. If you locate any entries on this report, it will be necessary to use a manual journal entry to correct this situation.

4. Canceling a voucher using an incorrect G/L distribution date”

a. If a cancellation voucher is keyed with a distribution date beyond the ending date of your balancing period, the voucher will not appear on the Open Item Report.  Thus, your G/L ending balance will include the distribution amount of the voucher, but not the reversing entry of the cancellation.
b. If you key in a cancellation voucher with a distribution date prior to or equal to the ending date of your balancing period, the Open Item Report balance and the G/L ending balance will be equal.
c. To locate these entries, print the Distribution to G/L Report.  Go to Accounts Payable > Reports/graphs > Distribution to G/L.
d. Key in the starting date equal to the next day after the end of your balancing period.  Key in the ending date as 12/31/2099 (it is also critical that you key this in as “12312099”).

e. Select “detail or summary?” =  “Detail”.  

f. Check only the following box:  “Print transactions already interfaced to G/L?”

g. Examine the report for cancellation vouchers that may have been entered with distribution dates outside of date range of your balancing period.

 

5. A/P Checks that were voided using a date outside of the current period

a. For Macola software versions prior to 7.5.103, the A/P Open Item Report did not show check payments in situations where the check was voided in a future period. 

b. For Macola software versions after 7.5.103, the A/P Open Item Report only shows check voids in the period in which the check was voided.

c. Therefore, if the Macola software you are using is prior to V7.5.103, you will need to review the Distribution to G/L report that was printed in step 4 above for any voided checks within your balancing time period.

6. Obtain the ending general ledger balances for your A/P account.

· Go to > General Ledger > View > General Ledger Accounts.  

· Key in your A/P account number

· Key in the beginning and ending dates for the period to be reconciled.

· Go to step 7 below and write down the ending balance.

7. Fill out the following balancing worksheet:

a.  A/P Open Item Report grand total (step 1 above)


____________

b.  Distributions not posted (step 2 above)



____________

c.  Transactions entered through open item load (step 3 above)
____________

d.  Cancellation vouchers (step 4 above)



____________

e.  Checks voided after the cutoff date (step 5 above)

____________

f. Net change (a +/- b +/- c + d - e)




____________

g. G/L Ending Balance (step 6 above)



____________

The total of “f” should be equal to the total of “g”
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