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Step 5: Log into QuickBooks

Step 6: Open your Chart of 
Accounts

Bookkeeping -> Chart of Accounts
Accounting -> Chart of Accounts

Step 7: Click “View Register” next 
to the account “2150 Divvy Credit 
Card Payable”
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Step 8: Click the Green 
“Reconcile” button
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• Ideally, you should go back the beginning 
date of transactions in this QuickBooks 
Account, or at a minimum to the start of the 
current fiscal year.

• Your beginning balance will be zero until you 
complete your first reconciliation.  Reach out 
to Finance@AYSO.org if you need assistance 
with your beginning balance
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Step 5:

Mark each payment 
and expense that is 
on your Divvy 
Statement
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Step 5:

Mark each payment 
and expense that is 
on your Divvy 
Statement

Once you have marked all of the payments and expenses, you should see the $0.00 Difference and green check mark.  
Click Finish Now and your Divvy Account is reconciled.
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Once you have marked all of the payments and expenses, you should see 
the $0.00 Difference and green check mark.  

Click Finish Now and your Divvy Account is reconciled.

But what if you don’t see it zero?
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Check your beginning and ending balance in QuickBooks 
compared to your divvy statement

• If you mistyped your ending balance, you can “Edit Info” and correct the entry

• If your beginning balance is not the same as your statement, you need to see what, if anything, changed 
since the last reconciliation

• If your beginning balance on your statement isn’t Zero and you need help adjusting your beginning 
balance, email Finance@ayso.org for assistance
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Verify all expenses on your Divvy Statement are marked 
as cleared in QuickBooks

• If you are missing any expenses in 
QuickBooks that are on your Divvy 
Statement, you will need to enter them into 
QuickBooks

• Manually add a new expense in the 
Credit card register

• Manually import any missing expenses 
directly from Divvy
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Enter the information:

1. Date of the transaction
2. Payee
3. Memo (if Applicable)
4. Amount of the Charge
5. Category of the expense

Click Save
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In Divvy –

Navigate to Transactions on your left hand navigation menu
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Verify that your Divvy Payment, if posted on your Divvy 
Statement is marked as cleared in your QuickBooks Divvy 
Account

• If your payment is showing 
as coming out of your 
checking account, it 
should also be showing in 
your Divvy Account
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