OSAS

GENERAL LEDGER

ENTERING RECURRING ENTRIES

1. Go to General Ledger.

2. Go to File Maintenance

3. Go to Recurring Entries.

4. GL Account-Enter G/L account number or hit F2 to select from the list.

5. Debit/Credit-Enter amount in the debit or credit field.  (You cannot enter in both the debit and credit fields at the same time)

6. Trans Desc-Enter the description of the journal entry.-(ie: Depreciation)
7. Reference-Enter your initials, JE1(Journal entry 1), or a reference of your choice.
8. Run Code-You can divide entries into several groups, each with a different run code.  When you copy recurring entries to the Journal file, you can select the run codes to copy.
9. Cash Flow Transaction?-Defaults to Yes.

10. Allocate-If this entry is to be allocated during post to master, enter Y, otherwise enter N.

11. Page down.

The entry will now appear at the top of the screen.  Hit F7 to stop entering journal entries.  You can go to an entry and hit F3 to delete, or hit enter to edit the entry.  To begin entering again hit A to append.  **Remember, when each entry is complete (debit and credit) the balance should be zero (lower right hand corner)

