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At the time that you receive notification from the bank that a check has been returned or when you 
receive your bank statement enter the charges by journal entry as follows:  
 
If this is the first time you are entering an NSF Check you will need to be sure that you have “NSF 
CHECKS” established as a Customer in the Customer List. This can be accomplished by going to 
the Dashboard, select “Sales” then select “Customers. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Fill out the New Customer screen as shown above. HINT: If you put “NSF CHECKS” in the 
Company Name field and hit the TAB key it will auto populate the other fields (i.e., DisplayName).  

 
 Select Save and new if you would like to enter another customer. 
 Select Save and close when done entering customers. 
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Once you close the add customer you will see the above screen. 
 

Next open the journal entry screen by selecting “+New”,  “Other” on the right, then Journal Entry 
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This will open the Make General Journal Entries screen. 

Journal Date – The date of the charge for the NSF.  

Journal no. – This is automatically numbered by Quickbooks. 

Account – clicking in the box will provide a drop down of choices or you can just enter the number. 
Account numbers shown may not be the ones in your QuickBooks.  Use the ones from 
your Chart of Accounts. 
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Debit/Credit – Assets and Expenses have a normal Debit balance of and Liabilities, Equity and 
Income have a normal Credit balance.  

Description – Similar to memo enter any description that lets you know what you are entering. 

Name – Only lines with Accounts Receivable or Accounts Payable and only one per Journal Entry. 
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The first line is to record the Accounts Receivable for the check that was returned and is owed by 
the member.  Be sure to populate the “NAME” field. 

If there are charges from the bank they are entered on the second line. 

The third line is to post the charges to the checking account which deduct the charges from the 
account.   

This transaction will now appear when the reconciliation is performed on the checking account. 

 This NSF general journal entry can be saved as a Recurring Transaction. 
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Reimbursement of the NSF Check: 
NOTE: It cannot be added to the Sales Receipt screen because Accounts Receivables are not 
allowed in this screen.  

When the NSF Check is reimbursed by the member including any additional charges it is added to 
the Bank Deposit as a separate line under “Add Funds to this deposit”.   “Save and New” or “Save 
and Close”.  NOTE:  This is only allowed for the Lodges!
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If the fraternal unit makes a separate deposit for the NSF Reimbursement, then only the “Add funds 
to this deposit” line needs to be used.  NOTE: WOTM must deposit the returned NSF Check & 
fees as a separate deposit.

These transactions will now appear during the monthly reconciliation of the checking account. 




