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Handout & Questions

Handout in PDF 
format is available 
in Handouts tab.
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Type questions in 
Questions box.
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BALANCING YOUR 
INVESTMENT CLUB’S BOOKS
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Why Balancing Your Club’s Books Is Important

 Mistakes happen to all club treasurers.

 Due to nature of unit value accounting, minor errors can 
compound & become much harder to find.

 Unresolved errors can cause situations that are impossible or 
extremely difficult to fix (such as incorrect member withdrawal 
for individual who is no longer member).

 Reconciling books regularly is key to catching errors.
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THE RECONCILE ACCOUNTS 
WIZARD
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Reconcile Accounts Wizard

• Reconcile Accounts Wizard tracks entries involving the club's 
cash accounts, securities and members.

• The Reconcile Wizard defaults to showing unreconciled 
transactions for the current year.

• The Wizard is most useful for month-to-month reconciliation.
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Latest balance, 
according to 
entered 
transactions.
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Reconcile Accounts Wizard

• Latest Balance figure can be adjusted to any amount.

• Select transactions that match entries on brokerage statement. 
Reconcile will total them up for you.

• If Difference goes to zero, click Done, and records are 
reconciled!
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Balance for the end 
of the previous 
month, manually 
entered from 
brokerage

Select transactions 
for the time period
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Reconcile Accounts Wizard

• If Done button is not available, Reconcile will not complete.

• If reconcile cannot be completed, double-check Starting 
Balance to make sure previous months or years are correct.

• Check Ending Cash Balance to make sure it matches to the 
balance on the date of the last transaction you selected.

• Deleting transactions from the Wizard also Deletes them from 
the club books!
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Reconcile Accounts Wizard

• Reconcile Wizard cannot add transactions. Do this under 
Accounting > Securities or Members or Cash Accounts.

• Reconcile Wizard cannot edit transactions. If a transaction only 
needs a small adjustment, make the adjustment and then re-run 
the Wizard.

• Transactions cannot be un-reconciled. If something was 
incorrectly marked reconciled, that cannot be un-done except 
by deleting a re-entering the transaction.
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MANUAL ACCOUNT 
RECONCILIATION 
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Monthly Account Reconciliation

• At minimum, each month, check that all bank & brokerage 
account cash balances in myICLUB.com match account 
statements.

• From Accounting > Cash Accounts, set date to be same as 
on account statements, click Submit button, & compare 
balances of each account to financial statements.

• TIP: Can be useful if dates for each transaction are same in 
books & accounts.
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Do these amounts 
match your bank & 
brokerage statements 
for same date?

Brokerage Account Reconciliation

• For securities held, compare only number of shares 
owned in brokerage account to number of shares on 
club’s Valuation Statement.

• Do not try to match total value of brokerage portfolio 
to myICLUB.com’s books.

• Even if same day is selected, prices could be different. This is 
normal & nothing to be worried about.
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When reconciling books 
with brokerage, # of 
Shares is important, 
NOT market value.

17

Annual Reconciliation

• To ensure accurate tax returns, reconciliation must 
be done at year-end.

• If monthly or quarterly reconciliations are done, 
annual balancing should be relatively easy.

• If regular reconciliation is not done, follow same 
monthly procedures at year-end.
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What If Amounts Don’t Match?
• If amounts don’t match, proceed to line-by-line reconciliation of each 

transaction.
• Generate myICLUB.com Cash Journal Report for account under review.
• Use same date range as range used on bank/brokerage account statement.

• Print/save Cash Journal Report.
• Compare starting balance, ending balance, & each transaction to make sure 

they match.
• After fixing any errors, go back to myICLUB.com Cash Accounts & make 

sure balances now match. 
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Select Account & 
Date Range (same as 
on financial institution 
account statement).
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Common Errors to Watch For

• Transaction was never entered in books.

• Wrong account was selected.

• Wrong date was entered.
• myICLUB.com will catch dates more than 1 year in past, but day, 

month, or year could still be incorrect.

• Incorrect amount was entered.
• Digits were transposed or missed.

• Decimal was in wrong place.
21

Common Security Transaction Errors

• In addition to cash amount errors, watch out for 
these when checking security purchases or sales.
• # of shares & total value should be used when 

recording transaction in myICLUB.com, not 
price/share.

• myICLUB.com no longer allows for price/share to be 
used in these, but older buys/sells could be affected.
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FINDING & FIXING 
ERRONENOUS TRANSACTIONS
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What If Error Can’t Be Uncovered?

• myICLUB.com’s Transaction Search is very robust & can 
help find any transaction.

• Transaction search is found in Accounting > Summary > 
View/edit transactions.

• Basic search includes date range & transaction type.

• Advanced search adds search of date transaction entered, text, 
amount, specific accounts.
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Basic Search Advanced Search

Date Transaction 
Entered can be 
especially useful if you 
can’t find transaction.
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Fixing Mistakes in myICLUB.com

• Most transactions 
can be edited.

• Click Edit button, 
fix error, click 
Submit.
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Re-Entering Transactions in myICLUB.com

 Some transactions (such as Member Withdrawals) can’t 
be edited, but must be deleted then re-entered.
 Make backup in Backup Manager.

 Return to transaction & note all details (save screen grab, 
print out, write down).

 Delete transaction.

 Re-enter w/correct details & save.
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ADVANCED TOPICS
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Using Suspense Account

• Transactions in myICLUB.com should use same date as 
transactions in financial accounts.

• In cases where there is delay in transactions posting (such as 
when mailing deposits), you can:

• Edit myICLUB.com transaction date to reflect date of actual 
transaction when known, OR

• Use Suspense Account to follow flow of transactions.
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Using Suspense

• Suspense Account is especially useful to track large transactions 
across valuation statement dates.

• Traditionally, was used for security purchases made in direct 
investment plans with check sent by mail.
• When check is written, funds are transferred from bank to suspense.

• When security purchase occurs, purchase is funded with cash from 
suspense.

• This way, cash would not show as “available” on valuation statement.
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QUESTIONS?

THANK YOU!
REACH US  AT WWW.MYCLUB .COM/SUPPORT/  


