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g General Ledger Transactions

T ) _ There will also be times when you need to correct err
= Keeping a set of accounts involves constant transactiBREUNYs — or enter adjustments which may affect
“2 to update the General Ledger account balances — periods which have already been closed.

=3 moving money from account to account but all the timEhe above transactions and adjustments are entered

3 keeping the accounts in balance. Each transaction isdirectly into the General Ledger — as Journals.

=2 entered as a set of balancing debits and credits. ThisA Journal is simply the bookkeeping term used for a
i double entry approach ensures that the equal and opget of balancing debits and credits defining one or mc

A site effect of each transaction on your business finanggsnsactions — like those we looked aCinapter 1

<& is fully recorded. So far, in looking at Sales and Purchase transactions

+= Chapter 8&andChapter 1have already introduced two you have not been concerned with balancing debits a
% methods of updating General Ledger account balancesedits but Bottom Line creates balancing journals

& — by posting sales and purchase transactions. How-whenever you post transactions to the General Ledge
== ever! You will soon encounter transactions which fall as described ihapter &andChapter 12

«; outside the remit of the Sales and Purchase Ledgers g5 Line provides three types of Journal —
i for example.... Ordinary Prior PeriodandCash Book Let’s start by

~= ¢ Wages and Salaries looking at Ordinary Journals which are used to post
™ « Depreciation transactions and adjustments within the current perio

™ . VAT Payments

i° Prepayments
o Accruals and provisions
“oF * Bank and Loan interest
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General Ledger Transactions

Journals and VAT

Do not use Journals to post sales or

purchase transactions which would be
defined by Customs & Excise as Inputs or Output$
for VAT purposes. These transactions should always
be entered via thBalesandPurchasd edgers so tha
Bottom Line is able to maintain your VAT Return

Don’t Panic!

For the uninitiated, please do not be too

concerned at the sudden eruption of
accounting terminology — with words like accrual
_and depreciation. These terms are explained in th
>Glossarysection which can be found at the end of
this manual.

figures.
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® like this...
_:‘_! EITHER

s
=D
f General Accounl Details.., =D
B Wit Becomnl ... T

Enter Cash Book...

Enler Journal,..
Frior Period Journal...

:} Post from Sales Ledger...
Puogt from Purchase Ledger..,

- Clear Transaction List

I_;; Edit Departments..,

® From the Bottom Line desktop,
“=# click the General Ledger icon to
~m access the General menu then
3 Cchoose Enter Journal.

=L
#z ] Creating a Journal

-& vou can open an ordinary Journal in one of two ways

General Ledger Transactions

Salea

2 U

Ledger Takes Acalasis Babch bvoices Feparis

4
ot Ledger ] & B
e

Riseniliation

Double click the Journals icon then click the Journal
button in the bottom left of the Journal window.

i)
s ournal ), | Prior Period | CashBook |0 = ]
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-% Entering a Journal
‘& Complete the journal like this...

For auditing purposes, Bottom Line automatically generates an internal
filing number for this journal. You may edit this number if required.

General Ledger Transactions

-
Enter the date on which the journal takes effect.
~
ja' Describe the reason for the journal.
-
o 3 HE Journal =l
2 | Journal No: | A eI
- Date: 13-Aug- 1907 :E"_ ‘ﬂ‘!‘» W
- Subject: VAT payment -
ASc Mo, Dehit Credit Comment
Totals:[ 163 uz.sj 16312 64
20800 [¥AT Account 16312.6 [Py 3ra quarter vaT

| 6100 | Curvest Rscaunt

16312 Er4| Pay 3rd quarter VAT

N s

Chaos in the filing
department...

While you are able
to overwrite the Journal
number, you should take
care not to upset the
numbering sequence for
previous and future
journals. If, for any reason,
the automatic journal
number has fallen out of
step, open th&ccount
Detailspanel from the
General menu and reset the
number from which the
next journal will start.

Always make a note for
your auditor if you depart
from the numbering
sequence.
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EE | General Ledger Transactions
% Journal Items

-"%& There now follow 20 line items in which you can record the transaction(s). Unlike sales and purchase post
‘% journals are not automatically balanced. Therefore, when entering a joaunaiust record both aspects of the
=% transaction and ensure that the total debits balance the total credits. To enter each line item...
-

=3 2 Journal ET

— Journal No: G N ey [
= Date: 13-Aug- 1997 fm ste W

= i =

- Subject:  [VAT payment |

s, Enter the number for each
" General Ledger account ASc Mo, I]E!JIt lIrl'-.ll:IIl Comment
- to be debited or credited. Totals: 163126 16312 6

- When you click inside (or 20800 | VAT Accownt 163126 Pay Srd quarter VAT
": tab to) the next entry box, 6100 | Current Receunt 16312 64fPay 3rd quarter VAT
*i= the program confirms the

"= account’s name.

=]

= _ -

- If you want to post money to the nominated Enter a short description for each
= account, enter the amount in the Debit box... line item. This comment helps to
4

identify the item on reports.

...or, if the money is coming from the nominated
account, enter the amount in the Credit box.

-1

[

" There is more information about entering the journal items oméhe page..
L Chapter |5 - 6



General Ledger Transactions

The Balancing Act More about Balancing Journals
At first you may be confused abolt This example shows a single credit coming from fh
which account you should debit Current account — £3,500 — being balanced by

and which one you should credit. As you wiil| three corresponding debits to separate wages accounts.
recall fromChapter ]1youdebit money going
to an account andredit the money coming

from the corresponding account. You may Joumal Hu: L Suten T
find it useful to think of debits and credits inj | | "*'* al Wl o #odl
the fOIIOWing way Sub ject: Ceplamber salarios ]

o _ R/t Mo, Bebit Credit Comment
Debits increase the value of debit balance Totals:
accounts —Assets or Expenditure. A SOB0 | | $abarten - gt 1 12956 JFD salary |
decrease would be entered as a credit. SOGDT | utarier - bupt ¥ 132895 BPS anlary il

. ) TE TN | Adn Bl AT541 |oPL salary

Conversely, an increase to a credit balance] | || [TaToa | curest oot To00 o|ioniniy salaries
account —Liabilities, Capital or Revenue | |

— would require a credit. Adecrease woulfl| ™= ———m = .

be entered as a debit.
The example on the previous page records 1(Ien other words, you do not have to balance the number of

settlement of a VAT quarter where the actua credit and debit items — just the amounts.
payment decreases the liability to Customs
and Excise (represented by the VAT accour
and, at the same time, decreases the assets|of
the business (the Bank Current account).

—

—+
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Posting the Journal

General Ledger Transactions

-‘& Once you have completed the journal and checked its contents usPrgwiew facility, it is ready for posting.
‘% This is done by either printing or batching the journal...

)
=3
2

DGV

i Journal ]
Journal No: 64 >
Date: 15-Aug-13997 Eﬂmw
Subject:  [VAT payment | o
Afc No, Debit Credit Comment

Totals: 1631326 163126
20800 | VAT Account 165126 Fay Jrd quarter YaT
16100 | Corrent Ascosnt | 1631264|Pay 3rd quarter VAT

| Proview |, Buteh |, Print | lgnore |

e

Click Ignore to erase the journal entry.
Click Print to post the journal and immediately print it.

Click Batch to post the journal and defer printing.

Click Preview to view the journal printout on screen.

ThePrint option enables you to print
the journal immediately for your audit
records — or you can use tBatch
option to store it, along with any othet
journals, for printing at a more
convenient time. Before printing your
journal(s), you need to select the
correct printing device and page set-L
— turn to the end ofhapter Sor

more details.

Having posted the journal, the curren
balance for each specified General
Ledger account is increased or
decreased by the relevant amount.

A blank window is now displayed
ready for you to enter the next journa

When you have finished entering
transactions, close the Journal entry
window by clicking the close box in
the top left corner of the window.

Chapter |15 - 8



General Ledger Transactions

EL
2z J Prior Period Journals

& The previous section describes how you pasi journaldo the current accounting period.

£
_‘5 There may be times, however, when you need to post a transaction which belongs to an earlier period. Fo
3 ple, adjustments that have come to light following the year end audit.

|.‘-
- To enter a retrospective posting, open a Prior Period Journal like this...

== EITHER, from the Bottom Line desktop, click OR, double click the Journals icon
& the General Ledger icon to access the General to open it...

~4, menu then choose Prior Period Journal.
o
GENEra
ol Journals

General Account Details... ®0

:} M M I:IIIIII| . . .
... then click the Prior Period button at the
Enter Cash Book... bottom of the open window.
-, Enter Jourmal... |
=] m Sbe——————¢ Journals ———— -
'1; rost from ales Ledger... =4
s Fost Tfrom Purchase Ledager.,..
; Clear Transaction List o
Edit Departments... ¥ Journal | Prior Period .J Cash Book  [5] = [

Complete the Prior Period journal likes...
lﬂ Chapter 15 -9



EE | General Ledger Transactions
.% Entering a Prior Period Journal

i
‘;!' For auditing purposes, Bottom Line automatically generates an internal filing number for this journal which is set
3 up in General Ledger Account Details. You can either accept or amend this number.

-2 This refers to the date (within
=3 the current period) on which
i# this posting is being entered. Journal No: G

..-'"- -“1 _,--":I
- F
<, If necessary, edit the current Tate: T3-Aug- 1937 ) Eﬁ?m

< date as required. Subject:  |Interest - Mar/Jun ‘9 '.'1\“"

EE] Prior Period Journal EE|
iy

- . {8) this year iption.

/4 Use this entry to specify the period Feriad 1o affect: q' Taad year Enter a short description
to which this transaction belongs. A T Ma. Debit Credit

- Noticithat the progrzm (IjS preset Totals: 3?,:,_,551 3306
to make a prior period adjustment ,

e to the currepnt yepar —to rjecord an ﬂm interest Aecunt F063

" adjustment to the previous year, 32200 | Interest Receivable | 320,65

S click the Last Year button. | |

- \‘Nr-—-_-—-"".._—-__—-""‘-w--_._ _..-a-"'"".‘

~= Now enter the debits and corresponding
~ww credits in the same way as you would
S for anordinary Journal...

Enter the number of the General Ledger
account to be debited or credited then... ...the amount to be debited... ...or credited.

%

lﬂ’ Chapter I5 - 10



g General Ledger Transactions
.7% Posting a Prior Period Journal

&% Having entered and balanced all the debits and credit; No comment!
‘% which make up this transaction, you can post to the Unlike Journal entries, the Comment box
=% specified period by generating a Journal record. You describing each entry is omitted. This is

& canPrint the journal immediately — or you can use thgecause a standard commenfrior Adjustment
= Batch option to store it, along with any other journals,| Period xx — will be entered so that these late
=, for printing at a more convenient time. You can also | postings can be readily identified on the current
Y Preview the Journal record on screen. Transaction Lisand theGeneral Ledgereport.

== Do this as describeghrlierfor an Ordinary journal.

1= On posting a Prior Period journal, Bottom Line adjusts
& the historic account balances for the period you speci

% as well as the effect on the current accounts. Late posting of VAT amounts

= Cumulative values will also be updated for all When retrospectively posting transactions
*2= intermediate periods. The actual entry of the late which include VAT, you should be aware
== posting will be recorded on the Transaction List for thethat the VAT amounts will only be posted to the VAT
= current period. account you have nominated — they will not appear
& A blank window is now displayed ready for you to entet your VAT Return figures which are derived from
<= the next Prior Period journal. Sales and Purchase Ledger postings for the current

™ When you have finished entering journals, close the period.

@ Prior Period window by clicking the close box in the | Furthermore, if the journal affects a period for which
¥ top left corner of the window. a VAT Return has already been submitted, you myst
o account for (and, if necessary, declare) the error i

[

) accordance with Custom and Excise guidelines.

Chapter |5 - 11



General Ledger Transactions

EL
2t J Cash Book Journals

LY journal is a standard double entry accounting trans:
“2 tion. Whenever you enter a journal you should ensur
=3 that you are correctly interpreting the meaning of debt
~=3 or credit for the account items(s) that you are posting

“2 Whenever you are entering a payment or receipt to a
*= bank account, the journal will always behave in the
= same way. Th€ash Bookjournal recognises this and
“= refers to entries as ‘Payments’ or ‘Receipts’ as oppos
+= to ‘Debits’ or ‘Credits’ thus avoiding confusion to

% people who may be unfamiliar with accounting terms.

Don’t enter in General Ledger

If a purchase has been posted in the

Purchase Ledger then it is important that
payment for that purchase is also made in the
Purchase LedgerSimilarly, receipts for Sales shou
be entered in th€ales Ledger

The only transactions which should be made via g
&ash Book journal are those which are not associ
FQith your Customers or Suppliers. For example,

payments of Hire Purchase instalments, payment;
Bank Charges, Salary payments, receipts of intere

2= Enter a Cash Book journal like this...

=
gt

EITHER, from the
Bottom Line desktop,
click the General
Ledger icon to access
the General menu
then choose Enter
Cash Book.

General Aceount Details...
Nelw focount...

ED
ET

Enter Cash Book...
Enter Journal...
Prior Period Journal...

Post from Sales Ledger...
Post from Purchase Ledger...

To complete the Cash
Book journalturn the
page...

Clear Transaclion List

Edit Depariments...

OR, double click the Journals icon then
click the Cash Book button at the bottom
of the open window.

Journals

Journgls =

==

[F]  ewrnat | Prior Period | Cash ok

hl:: .|
Chapter 15 - 12
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EL ] General Ledger Transactions
-% Entering a Cash Book Journal

ST 4 . .
o For auditing purposes, Bottom Line automatically generates an internal filing number for this journal which is set
;:! up in General Ledger Account Details. You can either accept or amend this number.
ol
This refers to the date Enter a short description of the transaction.

. (Within the current period)
= on which this payment (or
receipt) was made. The

: ! Py s
== date is preset to today from Journal No: | 5 g E e
"-'C:_-.-" - -

W] CashBook &= @]

+m, vour system date, edit the ———Bate———3-Aug- 1987
o4, preset date as required. Sub ject: WAT Payment |

=

<= Enter the General Ledger - Bank Recount Delulls

== code for the bank account 16100 | Current oot [ I
“+= that you wish to use. :I

A/c No. Payment Receipt Comment

|

\_/’w

"1 Now enter the actual payment(s) and/or receipt(s) as describedar...
L Chapter |5 - 13
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.% Entering the Cash Book Journal Items

General Ledger Transactions

Journal No: 64|
Date: 13=Aug=1997

Cash Book

Subject:  [VAT Payment

This value is calculated by the program.

Type a comment to

[ Bank Account Details

-ter-nt Acoount | - 163 12.64 Pay 3rd quarter VAT describe this transaction
in the Bank account...
A/c Mo, Payment Receipt Comment
20800 | VAT Accsunt 163 12.64] [Py 3rd quarter va —-pt—— --@nd in the other
account(s).

= Type the number of each
= General Ledger account to
= be debited or credited...

|

Nl N

____-—-ﬂ

...the amount to be

—

Notice that when you enter the payment or receipt
amount, the program calculates the transaction value
that balances the journal (negative for a payment,
positive for a receipt). To the right of each value you

paid...

should type a comment to describe the payment or

..0r received. receipt so that it can be readily identified on reports.

Chapter |5 - 14
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.7% Posting a Cash Book Journal

% Having entered and balanced all the items which make
% up this transaction, you can post by generating a Journal
=% record. You are able ®rint the journal immediately

<& — or you can use thBatch option to store it, along

=4 with any other journals, for printing at a more

4= convenient time. You can al&weview the journal

Y record on screen.

== Do this as describeghrlierfor an Ordinary journal.

+= On posting a Cash Book journal, Bottom Line converts
w2 it into an ordinary journal illustrating debits and credits
& in the usual way.

<= A blank window is now displayed ready for you to enter
“i= the next Cash Book journal.

= When you have finished entering payments or receipts,
> close the Cash Book window by clicking the close box
"™ in the top left corner of the window.

didu

g aelde

s

General Ledger Transactions

next chapter b
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