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Order of Reports to be attached :

Journal Entry Batch Report for all batches

Journal Detail Report 7/31

Trial Balance- Summary

General Ledger- Detail

Income Statement  7/31  

Balance Sheet   7/31    

Income Statement date  8/01

Did you make a back-up/archival copy?

Section 3: Student Application:  Susy's Balloon Service

Basic Instructions

1. Enter the July daily transactions and adjusting entries as Journal Entries. 

 Use the 2002 year .

2. Print the Journal Report to the screen to review it for accuracy.

3. Correct any incorrect Journal Entry by changing or deleting.

4. Print a Summary Trial Balance.

5. Print an Income Statement- Budgeted. Be sure you have a 7/31 date.

6. Print a Balance Sheet. Be sure to use the end of month date 7/31 or your report numbers will be incorrect.

7. Print a new Chart of Accounts with all the active accounts.

8. Make an archival disk.

9. Print the General Ledger (Trial Balance-Detail) 

10. Close the month.

11. Print an August Income Statement that shows July was closed. Zeros should be in the current period column.

12. Compile all reports and attach them to the cover sheet in the order given on the cover sheet.

OVERVIEW OF JULY TRANSACTIONS:
Original Investment

   a.   July   1, 2002   Susy Casey invested $1,000 cash, $500 equipment, $4,000 truck.

Purchased Supplies with Cash

   b.   July   1, 2002   Purchased decorating supplies from Target Store for $65, Check #101

Sale on Account

   c.   July   2, 2002   Susy decorated for Marshall’s Open House, $1,000 Net 30.

Purchases for Cash

d.   July 10, 2002   Purchased balloons and string for resale from Balloons, Inc., $250, Check #102 

   (use Balloons & Accessories Expense).

Received Payment on Account

 e.   July 12, 2002   Received $1,000 from Marshall’s, Inc., Check #15123.

Owner Withdrawals

   
f.   July 15, 2002   Susy withdrew $300, Check #103.

Purchase on Account

g.   July 15, 2002   Purchased balloons for resale on account from Carbonics Co, $500 2/10 net 30

Cash Sale

   
h.   July 16, 2002   Decorated for Smith Wedding.  Received full payment at the end of the day, 

    $750, Check # 760.

Paid Vendor on Account

i.   July 30, 2002   Paid Carbonics, Check #104.

Owner Withdrawals

   
j.   July 31, 2002   Susy withdrew $300, Check # 105.

 Adjusting entries

 
k.   July 31, 2002   Truck Depreciation, $100.

   
l.    July 31, 2002   Equipment depreciation, $75.

  
m.  July 31, 2002   Decorating supplies on hand, $25 (adj. $40).

Add Supplies Expense Account  512

STEP BY STEP INSTRUCTIONS:
Instruction 1:
Enter July Daily Transactions

Original Investment
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   a.   July   1, 2002   Susy Casey invested $1,000 cash, $500 equipment, $4,000 truck.

1. From the General Ledger Main Menu  select Entries from Pull Down Menu.

2. Select Post to Journals

3. Post to Journals Screen appears.  See above.

4. Check transaction date.  Change if incorrect.

5. Enter voucher # or reference.  After the first JE it will increase the number by one.

6. Enter 111 in the Account field.  Press enter.  Cash account appears automatically.  Enter 1000 in the debit field and press enter.

7. The line you just entered has been entered in the white square below the line.

8. Enter the next account 150.   Press enter.  Enter the 500 in the debit field.  Press enter This line now appears with the cash line.

9. Enter the next line for account 160 in the same manner.

10. Enter 311 and press enter.  The credit amount should automatically entered.  

11. Double Click on Post.

12. The screen is cleared ready for the next entry.

13. Continue entering the remaining journal entries from the previous pages.

Instruction 2: Print the journal report to the screen, once correct print a hard copy.

1. Select Reports- journal report.

2. Verify this data in each field:

Report Device:
Screen

Include what entries:
All current journal entries

Month:


July 02

Date Range:

1 to 31

Type of Report:
Detail

3. Click on OK.

4. Review the report.

5. If OK, Click on printer Icon.   Make sure the Printer is the correct one.  If not, select setup to change the printer.

6. Once it is correct select OK.

7. Also note that the date and time are printed at the top of each report.  This is helpful if you print more than one copy of the report.

Instruction 3: Correct any incorrect journal entry by changing or deleting.

1. NOTE:  Once a journal entry is entered and posted it cannot be changed.  It must be voided or a correcting entry made.  It is important to learn to correct your entries.  Now is a good time to learn as it does not affect your job.  Do not be upset if you need to make corrections.  Use this safe environment to find the type of errors you normally make.

2. If a journal entry is incorrect identify the ref # from the journal report.  The best method to correct an incorrect entry is to void and reenter the entry.  

3. To void select Entries--post to journal then select VOID in the type of entry.  Use the entry # from the journal report.  The program will mark this entry as voided and place it next to the orignial entry.

Instruction 4: Print Summary Trial Balance 

1. Select Reports - Trial Balance.  The Type of Report is Summary.  Compare to the reports attached.

Instruction 5: Print Income Statement- Budgeted

1. Select Reports - Income Statement- Budgeted, Month to date Variance

Instruction 6: Print  Balance Sheet

1. Select Reports - Balance Sheet .  Date is for July 2002.  If you use As of date make sure the date is the end of the month not the beginning of the month. 

Instruction 7: Print New Chart of Accounts.

1. Select Accounts - Print Chart of Accounts

Instruction 8: Make Archival Disk

1. Make sure the figures are correct.

2. Leave the program when your numbers are correct.

3. The program will ask you to make a back-up copy.  Select yes.  Make sure your company name is in the middle of the screen.  Be sure the copy is made on a blank formatted disk.

4. Boot up the program again.

Instruction 9: Print General Ledger also called Trial Balance-Detail

1. Select Reports - Trial Balance.  The Type of Report is Detail.  Compare to the reports attached.

Instruction 10:  Close the month.

1. Select Close, then Close the month.

2. Select OK at the note.

3. Closing the month, select OK

4. Type in July and press OK.

Instruction 11:  Print August Income Statement.

1. Select reports-Income Statement-Standard

2. What totals:  Month and Quarter to date

3. Period Ending:  August 1, 2002

4.
The month should be $0 and the Quarter to date should be the amount of July.

	SUMMARY
	In this chapter the two types of General Ledger program were discussed: stand-alone and integrated.  The main parts of a general Ledger module were also discussed: the Main file (Chart of Accounts), entering transactions, and the reports that could be printed from the General Ledger module.  The chapter  covered posting the entered transactions at the end of month and end of the year.  The need for an audit trail or a list of  the activity that occurred in the batches during the lab session was stressed.  A "User's guide to the General Ledger" was included.


Key Terms  ---------------------------------------------------------------------------------------------------------------------
	Account Activity Report

Account Number

Account Name

Account Type

Archival Copy

Audit Trail

Automatic Journal Entries

Chart of Account

Controlling Account
	Current Ratio

Debt to Total Assets

General Ledger

General Journal

Historical Balances

Integrated Programs

Journal entries

Journal Entry Number

Main file

Month End

On-the-Fly Entry
	Opening Balances

Posting

Quick Ratio

Return on Assets

Standard Chart of Account

Stand-Alone General Ledger

Statement of Cash Flow

Subsidiary Account

Trial Balance

Year End


	CHAPTER 3 REVIEW QUESTIONS
	1. What is the difference between a stand-alone General Ledger and an integrated General Ledger?

2. What is the difference between the General ledger and the General Journal?

3. What is the difference between opening balances and historical balance?

4. What does an existing company have that a new company does not have?

5. What are the four activities you can perform on the Chart of Accounts?

6. What activity does year-end perform that month-end does not perform?

7. Why is a printout of the Journal Entries required when you post?

8. List the five steps to correct a transaction.




	SELF-EXAMINATION QUESTIONS
	1. Determine if the modules are controlling (C) or subsidiary (S).

__________  Accounts receivable

__________  General Ledger

__________  Accounts Payable

2. What is the main file of the General Ledger?

3. Name two transactions that are likely to be automatic journal entries.

TRUE/FALSE
_________  4.   A hierarchy Chart of Accounts is a simple Chart of Account

________    5.   Chart of Account numbers can be four digits.

________    6.   You can delete an account when using the-on-the-fly feature.

________    7. The journal entry is the main transaction in the General Ledger.

________    8.   Input forms help the user organize the data entry.




Match the Financial Statement with its description:

A. Chart of Accounts

B. Trial Balance

C. General Ledger

D. Account Activity Report

E. General Journal

F. Income Statement

G. Balance Sheet

H. Statement of Cash Flow

_________   9.   First financial statement to be printed because it updates the Capital account.

     _________  10.  Tells the total value of each account and that the debits equal the credits.

_________  11.   Lists the accounts that are available to use.

_________  12.   Shows the transactions for a group of accounts.

_________  13.   Lists the beginning and ending balance for every account.

_________  14.   States the effect of the cash transactions on the cash account

_________  15.   Lists all the Journal Entries for the batch or month

_________  16.   Shows the value of the Assets, Liabilities, and the updated Capital accounts

Identify the result of the error-handling technique:

A. Correction

B. Error checking

C. Void

D. Delete

_________  17.  Checks to make sure the transaction is OK before pressing Enter.

_________  18.   Reverses the incorrect entry.

_________  19.   Erases the transaction as though it was never there.

_________  20.   Asks what field you want to change.
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