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New Checkbook Setup for Microsoft Small Business Financials.

· Reconcile the bank account and get a list of O/S checks as of today. 
· Create a Checkbook from the banking menu and tie that to a G/L Cash account 
· Enter the O/S checks into SBM using the Banking/Miscellaneous Checks menu option.  When it asks which GL accounts you want to distribute it against, put the debit and the credit against the SAME ACCOUNT, which would be the Cash account for that checkbook. This way you avoid making an entry into the GL again, since these were included in the cash account. 
· Go back to the Checkbook screen and enter a “the current bank balance” into the “last reconciled balance” field, so that the Current Checkbook balance field will match the Bank Balance of today minus the full O/S list that you have. You must know what you have as spendable in your check book as of this moment. That number should be the bank balance minus O/S checks plus O/S deposits. That final number should be what you see in the “Current Checkbook balance” field. You adjust that number the first time by changing the “Reconciled Bank Balance field 
· The Cash account in G/L must equal the checkbook balance, always. 
· Don’t assign more than one checkbook against a G/L account. 
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