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Overview of General Ledger:

Create Journal Entry
Review Journal Entry

Trial Balance

Account Ingquiry

Close/Open GL Period
Year End

Reopen Year

< =< BACK

This is the Menu for General Ledger.

1. Create and Review Journal Entries — You createng@ entries and post them here. You can
review all financial transactions that have beerated through. Unposted transactions should
be reviewed, updated and posted.

2. Trial Balance — This allows you to review thansactions posted to accounts.

3. Account Inquiry — Review and print summary Ghaunts and drill down to the detalil.

4. Close/Open GL Period — this is where you chahgectirrent open period.

5. Year End — This is where you close the year amdreopen the year.

6. Financial Statements — Currently the financiateshents are available in the Information
Portal.

The General Ledger is where all the financial teatisns are summarized to show how the business is
doing. If you do not want to use the General leddpen you can leave the setups the way theyugtart
from the Sourceforge installation, where all finahtransactions go into a single General Ledger
number.
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Journal Entries
From the Create and Review Journal Entry optionscan do:

Create and Post a Journal Entry

Review posted financial transactions

Review unposted financial transactions, fix treemd post them

Void Posted Journal Entries. Note, Voiding otfireancial transactions is done through the
various subsystems.

PwonNpE

Create Journal Entry

Start by selecting the correct company and Pregs Ne

You can enter a comment. Make sure the correabdiahperiod is entered. It has to be in the aurre
year. This is the period these entries will betgadso.

Press Add Financial Transaction to enter the detail

Add Financial Transaction

Add Financial Transacticn | cancel |

GL Account #: | A | N
Debit/Credit: | Please select ... x|
Amoun t: |

Transaction Date:|06/15/2008

Comments: !

Search or enter the GL account #. Select Delfiiredit, enter the amount. The comment is optional.
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Press Add Financial Transaction.

Press Create Journal Entry to create the Jourrigl. ENote that the button to post the Journal SErgr
greyed out. You can not post the Journal Entril the debits and credits balance.

Once the Journal Entry is balanced (debits = cegldu can post the Journal Entry.
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This is your success message.

You can void a Journal Entry that you created.s®¥id and a reversing transaction will be created

Review Journal Entry

There are a number of different selection critésrareviewing journal entries. We recommend two
things daily:

1. Review All Not Posted transactions and fix argt tire there.
2. Review daily Posted Transactions (enter todayss gate)
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All transactions matching the selection criteridl e displayed. Click on a Journal Entry # to Hee
detail.

Here is an example of a Journal Entry Detail foAaoounts Payable Invoice Payment. Notice there is
no void option. To void this transaction you haweo into Accounts Payable and void the payment.
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Trial Balance

You can select:
1. Summary or detail.
2. Select a company and fiscal year.
3. You can select all GL Accounts, one GL accourd cange of GL Accounts.
4. You can select One Month or a Range of Months.

Here is an example of the Summary Trial Balanteshdws:

the beginning balance for the period selected,
Total Debits for the period,

Total Credits for the period,

Ending Balance and

Net Change for the Period.

agrwnhE
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Here is an example of a detailed Trial Balancea fature release we will add a drill down on the
Journal Entry. Also we will change the Java ape?DF.

Account Inquiry

Enter the selection Criteria for the Account Inguir

The Summary by Account is displayed based on yel@cson criteria.
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Drill down on an Account to get the General LedDetail report for that account.

Press Print to print the report.
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Open/Close GL Period

This option displays the Update Company optionckddn the Company Number to display the
Company detail.
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Change the period to the correct period, Note esewery financial transaction closes the bookst§pos
all the way to retained earnings) the only thinat tyou do to open or close a month is to change the
period date here.

Year End

The Year End Option will close the current year eslbthe Balance Sheet year end balances to the
next year Starting Balances.

Note, if the current year is not correct when yst set up your Financial portal. Do year endsgko
until you are at the correct year.
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The ReopenYear Option will re open the prior yeéou will then need to close it again and it wél
roll the Balance Sheet year end balances to theyeex Starting Balances.

Information Portal

Select Financial Statement from the First Screééu can select the company, report and for some
reports, the period. Press Continue to displafiedReport.
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Sample Financial Reports
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