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Notice the returns column - This is used for a part that was purchased 
in the current month and returned in the current month but no credit has 
been yet realized.
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39

Step 1:  Compare balance (they don’t match – so go to step 2)

Step 2:  Find missing items (ABC Pipe for 9.99 is not in our system)

Step 3:  Take your balance 10.99 add the missing invoice 9.99

Step 4:  Recheck Balance $20.98 = $20.98

Step 5:  Get copies of missing invoices and verify then post
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Step by Step 
Reconciliation
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