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Overview 

The Bank Balance Breakdown report has two main sections.  The first section is an 

Overview. The second section has 4 optional sub-sections which can include ledgers with 
positive balances, ledgers with negative balances, undeposited receipts, and uncleared 

transactions.   
 

The default is to show the Overview and the ledger balances - both positive and 
negative. 
  

Field Overview: 
Ledger Balance - the amount of money in the bank account for all ledgers based on 

all income, expense, liability and equity transactions posted. There is a line for 
positive balances and one for negative balances. Those ledgers with their balances 

are detailed after the summary section. 
 

Plus Receipts Dated After Deposit Slip - these are receipts that are in the bank (on 
a deposit slip) but not yet part of the ledger balance. This happens when the 

deposit slip date falls on or before the report date, but some of the receipts on the 
deposit slip are dated after the report date. 

 
Minus Undeposited Receipts - these receipts are part of the ledger balance 

(because their date is on or before the report date) but are not part of the bank 

balance until put on a deposit slip or are on a deposit slip dated after the report 
date. 

 
Bank Activity Balance - This is the checkbook balance and should match the Bank 

Activity report. 
• Plus Uncleared Checks includes checks posted prior to the report date 

• Plus Uncleared ACH includes ACH transactions posted prior to the report date 
• Minus Uncleared Additions includes uncleared deposits and uncleared journal 

entries dated before the date of the report. 
• Plus Uncleared Subtractions includes uncleared journal entries dated before 

the date of the report. 
• Plus or Minus Discrepancies – see the Internal Checkup report for what might 

have caused this to appear. 
• Bank Cleared Balance - this is the balance that has cleared the bank as of the 

last bank reconciliation and should match the cleared balance on the bank 

reconciliation. 
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A third and fourth sub-section can be selected that will show the undeposited receipts 
and uncleared transactions.  This is done from the Bank Reports screen by clicking 

Options. 
 

❖ Go to <<Reports, Bank Reports>>. 

❖ Highlight the Bank Balance Breakdown report. 
❖ Click <Options> in the lower right. 

❖ On the Bank Breakdown tab mark the checkbox next to the options you want to 
display. 

❖ Click <Save>. 
❖ Click <Preview>. 

❖ Set the Report Date and choose the bank. 
❖ Click <Preview>. 

 
See sample report on the next page. 
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