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MANUAL JOURNAL ENTRY

Go to: General Ledger > Journal Entries > Journal Entry

1. Starting a Journal Entry

a. Click on Batch > Open.

Bl G/L Journal Entry -- [1SCOTT] [v352 Devel] - O >
File Edit Options Batch View Window GoTo Help
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) Posting Option | Direct Post w
Copy Entry #: | GjL Fe Reversing Entry | Mo w
Close
Posting Period: | 12 - Decenwe ~ Comment |
Posting Year: | 2020 e Currency usD hd
Batch #: [ Retain Entry Info
[ Tax Only Adjustment
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Project #: | 22 Template ID: w Cancel
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b. The system will assign the next available batch number. You can
accept this number or type in a new batch number (up to 16
digits).




-—DIMSi

c. Click OK once the batch number has been selected.

P Open a New Batch -- [1SCOTT] [v552 Devel] — O ot

MNew batch ID: |2

Expected count: |D

|
|
Expected amount: |D- oo |
|
|

Currency: |USD ~
Description: |
Remark:
Use as your current batch
ook | et

2. Making the Journal Entry
a. First you will fill out the header information for the journal entry.

B G/L Joumnal Entry -- [15COTT] [v552 Devel] - O x
File Edit Options Batch View Window GoTo Help

‘ | Posting Option |Direct Past V|
Copy Entry #: G/L w I:l Rewersing Entry |No ~ |

Posting Period: | & - June ~ | Comment | |
Posting Year: | 2021 w | Currency |USD - |
Batch = 2 [(Iretain Entry Info
[]Tax Only Adjustment
Remark: | |

|:| Save as Recurring Entry

Project #: | El Template ID: | R |
T s

i

DR Amount: |U‘- oo | CR. Amount: |D- oo |
G/L Remark: | |
G/L Account [Tvpe] Debits| credits[stat uom|Project
£ >
0. 00 0. 00
*#% [FFEREMCE ** 0. 00

Company | | Hide Description Make Journal Entry | | Cancel | | Exit
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3. Making the Journal Entry
a. Keyinthe G/L Account Number.
b. Enter in the Debit (DR) or Credit (CR) amount for the entry for this
account.
c. Clickon Enter.

El /L Journal Entry -- [15COTT] [w552 Devel] — O >
File Edit Opticns Batch View Window GoTo Help

‘ ‘ Posting Option |Direct Post v |
Copy Entry #: G/L ~ I:l Reversing Entry |No v |

Posting Period: | 6 - June ~ | Comment | |
Posting Year: | 2021 ~ | Currency |USD ~ |
Batch =: 2 [Jretain Entry Info
[J1ax only Adjustment
Remark: | |

[]save as Recurring Entry

Project #: | o2 Template ID: | v|
G/L Account: Accounts Payable

DR Amount; |2,500. 00 | CR Amount: | I |° Enter
G/L Remark: | |
G/L Account [Tvpe| Debits| credits|stat UOM|Project
£ >
0. 00 0. 00
== DIFFERENCE =* ol
| Company | | Hide Description | | Make Journal Entry | | Cancel | | Exit

4. Repeat for each account that is part of the journal entry.
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5. Complete the journal entry.
a. Click on Make Journal Entry to complete the entry.

Bl G/L Journal Entry -- [1SCOTT] [v552 Devel] — O *
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v Posting Option | Direct Post e
Copy Entry #: | GJL I:l Fo Reversing Entry | Mo ~
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Remark: | | |:| Sawve as Recurring Entry
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G/L Remark: | |
G/L Account |[Tvpe| Debits| credits|stat uom|Project
10. 020000 LT 2,500.00
Accounts Payable
10, 999999 e S g0, 00
Invalid Posting
£ >
2,500.00 2,500.00
*# DIFFERENCE ** el
Company Hide Description I Make Journal Entry 1 Cancel Exit

b. A message will appear that the journal entry has been completed
successfully.

Information (Press HELP to view stack trace) oo

o Journal Entry Number: G/LOOD0D0TS Created Successfully.




