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Each month you will receive a statement from PACE.  It will look like this: 
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STEP 1 – PRINT DEPOSIT HISTORY FOR CC BATCHES 

Login to ASBWorks and access your deposit history 

 Receipts 
 Deposit History 

Print the deposits that occurred within the statement month by clicking on the printer icon next to the deposit. (If 
a deposit occurred on the last day do NOT print that one. It will be on the following month statement. 

 

 

Click Generate and Print 

STEP 2 – RUN A CREDIT CARD GL SUMMARY REPORT 

In ASBWorks access the report: 

 Reports 
 Account/Transaction Reports 

 Credit Card GL Summary 

Print a Credit Card GL Summary report for the month that is being reconciled. 

IMPORTANT NOTE: Statements from PACE actually run 1 day later than the beginning and ending date. Example: 
August Statements 8/1/2022 through 8/31/2022 would really be for transactions occurring from 7/31/2022 
through 8/30/2022. So, you will need to make sure you adjust the dates accordingly! 
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Print report and set aside. 

STEP 3 – RUN A POS CARD TRANSACTION REPORT 

In ASBWorks access the report: 

 Reports 
 Account/Transaction Reports 

 POS Card Transaction Report 

Run a POS Card Transaction Report for the month that is being reconciled (See step 2 regarding dates). When you 
create the report make sure to select Excel as your format. 

 

Open the excel file and save it.  

When excel opens it will ask you the following: 

 

Click Yes. 

Also, click on Enable Editing at the top of the excel file: 

 
Click File and Save As - choose your location and save it. 

On the Data ribbon click on the funnel picture to activate the filter: 
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Click on the arrow next to the Date column and select “Sort Oldest to Newest” 

 

Make sure you select any cell within the excel spreadsheet that contains data.  

Select “Subtotal” from the Data ribbon: 

 

Make sure the following selections are made and click OK 
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Click print and make sure you change the scaling to be “Fit All Columns on One Page” 

 

Click print and set aside. Save the file for backup. 

STEP 4 – RUN A WEB STORE BATCH REPORT 

In ASBWorks access the report: 

 Reports 
 Account/Transaction Reports 

 Web Store Batch Report 

Run a Web Store Batch Report for the month that is being reconciled (See step 2 regarding dates). When you 
create the report make sure to select Excel as your format. 

 

Open the excel file and save it.  

When excel opens it will ask you the following: 

 

Click Yes. 

Also, click on Enable Editing at the top of the excel file: 
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Click File and Save As - choose your location and save it. 

On the Data ribbon click on the funnel picture to activate the filter: 

 

Click on the arrow next to the Account # column and select “Sort Smallest to Largest” 

 

Make sure you select any cell within the excel spreadsheet that contains data.  

Select “Subtotal” from the Data ribbon: 

 

Make sure the following selections are made and click OK 
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Click the cell next to the words “Grand Total” 

 

On the Home ribbon click on the arrow next to “AutoSum” and select Count Numbers 

 

Make sure all the numbers in the column for the 4*** “PACE WEB STORE CONV FEE” account is selected: 

 

Click the Enter key on your keyboard. 

Click print and make sure you change the orientation to Landscape and the scaling to be “Fit All Columns on One 
Page” 

 

Click print and set aside. Save the file for backup. 
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STEP 5 – RECONCILE DEPOSITS 

Compare the deposit section of your PACE Statement to the CC Batch “Deposit Journal” reports from deposit 
history and the totals by each day listed on the POS Transaction report. 

 

Deposit Journal from CC Batch(s) in Deposit History: 

 

POS Card Transaction Report: 

 

You should be able to match all deposits listed to one of these two places.  If a deposit amount doesn’t match you 
will need to login to your PACE Insite account to research it further. (Hint: also pull your daily closeout if needed to 
compare credit card receipts to transactions). 
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STEP 6 – COMPLETE PACE RECONCILIATION WORKSHEET 

This is what the spreadsheet will look like: 

 

You will only be updating the data in the Yellow highlighted cells. 

❶ Update the month and year. 

❷Monthly Service charges will be split by ASB and Athletics accounts as they produce the highest revenue.  
      Update the account to be your sites ASB and Athletics accounts. 

❸Update the “Discount Due” and the “Amount Deducted” from the PACE statement 

 

❹Update the “Total Transactions” from the number of sales listed on the PACE Statement: 

❺ Use the Credit Card GL Summary to list each account and their amount. Make sure to not 
       Include the “PACE WEB STORE CONV FEE” here.  You will add this information in step 6. 

 
❻ Use the Credit Card GL Summary to enter the WebStore Account number and the “Amount from GL Rpt” 
Use the Web Store Batches report to update the “# of Transactions” this is the data we entered next to the Grand 
Total  

 

❶ 

❷ 

❸ 

❸ 

❹ 

❺ 

❻ 

❼ ❽ 

❾ 
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❼ Use the Web Store Batches report to update Web Store Adjustment column 

For each account listed on the report you will enter the total for that account as a negative adjustment in the 
webstore adjustment column. 

  

❽ If your “Difference” is off by a few cents it would be due to a rounding issue. You will need to adjust one of 
your clubs by a negative amount of the difference. 

BEFORE     ADJUSTMENT   AFTER 

   

❾Enter each account listed on the GL report (Except! The web store convenience fee account) 

 

One all information has been entered correctly into the reconciliation worksheet your “Difference” cells should 
both equal zero! (0). 

 

Example of reconciled worksheet: 
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STEP 7 – ENTER MANUAL (CHECK) ADJUSTMENTS  

In ASBWorks access the Write New Check module: 

 Checks 
 Write New Check 

Use the “Manual Check Entry for Charges” located on your reconciliation worksheet to enter a new manual check. 

 Bank Account = Select your Primary Account 
 Payment Date = The last day of the month you reconciled 
 Payable to = PACE (If not done so already you will need to set them up as a Vendor) 
 Amount = Total Entry Amount   
 Handwritten? = Check this box ☒ 
 Check No. = (will be the last date of month being reconciled MMDDYYYY) Example “8312022” 
 Memo = Monthly CC Charges [Month & Year]  Example “Monthly CC Charges August 2022” 
 Expenses = Enter each account and amount listed under the “Manual Check Entry for Charges” located on 

your reconciliation worksheet. 
 GASB OBJECT CODE = 5800 
 Memo under expenses =  

 Monthly CC Fee M/YY (Example: Monthly CC Fee 8/22) – This is for the $5 monthly fee split 
 CC Service Fees M/YY (Example: CC Service Fees 8/22) – This is for the other charges.  

 Click Save 

Once saved click on “Find Check” located in bottom right of “Write New Check” module, find the check you just 
entered and print a copy to attach with statement and backup. 

 

 



PACE Reconciliation Instructions 

V U S D | 2 0 2 2   P a g e  | 13 

Example of manual check entry: 
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