OSAS

GENERAL LEDGER

ENTERING JOURNAL ENTRIES

1. Go to General Ledger.

2. Go to Journal Transactions.

3. Go to Transactions.

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: TO RECORD BANK SERVICE CHARGE)
7. Reference-Enter your initials, JE1(Journal entry 1), or a reference of your choice.
8. Trans Date-Enter today’s date or hit D for the current workstation date.

9. GL Period-Enter the GL period this journal entry will post to.

10. Source-Should always me M when entering manually.

11. Allocated?-Defaults to Yes.  If allocations are set up for GL accounts and you do not want this entry to be allocated enter NO.

12. Cash Flow Transaction?-Defaults to Yes.

13. 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)

When all entries have been entered and are correct, hit P to print, then hit W to write the entries to the GL Journal.  You can then edit these journal entries along with those entries posted from AP/PO, AR/SO, PR, BR, and IN in Edit Transactions.

ONE SIDED JOURNAL ENTRY

A one-sided journal entry is entered the same way as above.  The only difference would be that the balance at the end would not be zero.

14.  Hit F7 to end.

15.  Hit W to write the journal entry.

16. The message: WARNING: JOURNAL ENTRIES DO NOT BALANCE will appear.  Hit enter.

17. Enter the password to continue without balancing.  The default password is OVERRIDE.  If you change this password in File Maintenance, Tables, Table ID: $PASS$, we can not be responsible for knowing the password

Page Down. 

