        Section 2: Business Works- User's Guide  General Ledger
JOURNAL Entries

Journal entries are used to enter transactions directly into the General Ledger.  Most entries are summarized and posted from journals in subsidiary ledgers:  purchases, cash disbursements, cash receipts, sales, and payroll.  Some transactions do not fit into any of these categories, such as transferring costs from one account to another and adjusting entries, so the General Journal in the General Ledger is used.   

There are several steps to record a journal entry:

1. Enter the journal entry(ies) using the entry program.

2. Print a list of all the entries.

3. Use the change routine in the entry program to correct errors in any of the entries.

Remember, sometimes journal entries are made in a subsidiary module and other times these entries are entered directly in the General Ledger Module.
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Entering a Journal Entry

1. Select General Ledger Module.


2. Select Entries from Pull Down Menu.

3. Select Post to Journals

4. Post to Journals Screen appears

5.
Check transaction date.  Change if incorrect.

6.
Enter voucher # or reference.

7.
Select the down arrow under account number to get a selection of accounts.  Highlight the account to be debited then double click.  To add an account on the fly simply enter the new account number.  If the program can't recongize it will ask if you want to add the account.  Respond yes and you will be able to enter the fields of an account.

1. Enter the debit amount and press enter.

2. Enter the next accounts #, press enter. 

3. The credit amount is automatically entered.  If you want to enter anouther debit, press shift + tab to go back to the debit.  Enter the debit amount, this will eliminate the automatic credit.  Press enter and this puts the amount in the body.

11.
Enter the credit amount.

12.
To delete a line in the body of the journal entry you need to highlight the incorrect line, press the delete key.

13.
To add a line enter a new account # and the amount.

14.
Double Click on Post

15. Close-bring a journal detail report to the screen to double check  your entry.

Steps to change a Journal Entry

1.
Select the down arrow to select the type of  correction.


2. Select the down arrow in Voucher Ref # field.  This will show you the posted journal entries to choose.


3. Make the necessary changes.

4. Select the POST button.

5. After you have entered the rest of the journal entries print the General Journal.

6. View the Trial Balance-Summary.

7. Enter the adjusting entries.

8. View the Trial Balance - Summary --- this is the adjusted Trial Balance.

9. Print Financials - Income Statement and Balance Sheet

Steps to Void a journal Entry

A journal entry cannot be deleted but must be voided to maintain the audit trail.  To void a journal entry do the same method as changing the entry but select the type of entry as VOID.  See Figure 3.7 above.  Then enter the journal entry number.

Close G/L - Month - 

Note: Don't worry about the initial account balance note. It is because Susy is a new company.  This note will show up for Dr. Detail but not for ABC Company.

1.
Select G/L - Close

2.
Select Close Current Month.

3.
"Closing the month" note, Select OK.

4.
Confirm the closing by typing the month:   JULY 

5. Don't worry about Final Audit Trial note:  It just seems the program wants to give you this message.

6. Yes to continue.

7. Message about  Future, Current, Reversing Entries. Be sure all your entries are current and not in future periods.

8. Print the Income Statement to show the month is closed.
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Figure 3.5


Journal Entries Pull Down Menu
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Figure 3.6 


Post to journal Screen
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Figure 3.7


Type of Entry
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Figure 3.8


Voucher #


(Also JE#)
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