OSAS

GENERAL LEDGER

MONTHLY BALANCING OF GENERAL LEDGER

1. Go to General Ledger.

2. Go to Journal Transactions.

3. Go to GL Activity Report.  This report will give you the current period activity for each account along with the beginning and ending balance.

· All Balance Sheet accounts need to be verified (Cash-Retained Earnings)

· Use the Management Report from AP month end to balance to AP total.

· Use the Aged Trial Balance from Sales Order month end to balance to AR total.

· If the beginning balances are not correct it could be that the prior month

transactions have not been posted to master.

4. Period From/Thru-Enter the GL Period in both fields (ie:  August=Period 8)

5. Hit the Tab key.

6. Account Number Sort-M1 or M2 is the default, hit enter.

7. Print Inactive Accounts-Enter Y. 

8. Include Zero Balance Accounts-Enter Y.

9. Print Post/Transaction Date-Enter P.

10. Lines 1-4-This is the title.  Enter your company name on line 1, GL Activity Report on line 2, the date (August 2004) on line 3, and whatever you want on line 4.  This will default the next time the report is run.  Change only the date to keep current.

11. Page down.

12. P to print.

13. Select a printer.

Check each account through retained earnings to verify the balance.  Write up journal entries as needed to increase or decrease balances.

14. Enter journal entries in Transactions or use Edit Transactions to correct entries not posted to master (Refer to Entering Journal Entries Cheat Sheet).

15. W to write the journal entry transactions to the GL Journal.

16. Rerun the GL Activity Report to verify ending balances are correct after journal entries. (See #3-10 above).

17. If everything is correct, Post to Master for the GL period you are working on only.  After posting to master, any corrections will have to be corrected with a journal entry.  You can post to master as many times as necessary.

Reports can now be printed.  The trial balance and financial statements will show the current period information after Post to Master has been performed.

18. Go to General Ledger.

19. Go to Reports.

20. Go to Trial Balance.  

· Period-Enter the period number you are closing.

· Hit the Tab key.

· Print-1, Actual Amounts.

· Change lines 1-4 to show the current period. (see #10 above)

· Page down.

21. Go to General Ledger.
22. Go to Reports.

23. Go to Statements.  Statements will only print if the statement content has been updated with your current GL account numbers.

· Batch-If a batch has been set up enter the batch ID or hit F2 and select from the list; otherwise hit enter to skip.

· Pick Statement Layout ID-If a batch ID was entered this field will be skipped; otherwise enter the layout ID or hit F2 and select from the list.

· Pick Statement Content ID-If a batch ID was entered this field will be skipped; otherwise enter the content ID or hit F2 and select from the list.

· Period-Enter period number.

· Company ID-Enter the company number.

· If you want to print a division or a segment rather then all divisions hit enter to that field; otherwise hit Tab to go to the segment detail.

· Segment Detail-Enter Y.

· Print Accts with Zero Balances-Enter Y or N.
· Print Workstation Date/Time-Enter Y.

· Page down.
You have completed the GL Month End.  

If this month end is your year end month also you may want to Update Current Year. 
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