How to Balance Receivables and Payables to the General Ledger

Lecture — POSTING DATES are VERY IMPORTANT. DO NOT MIX MONTHS!! The system will default
the posting date to the date showing for the module in the lower right-hand corner. This date can be
changed at time of posting.

Rule 1 — These are protected accounts — DO NOT do journal entries to these accounts!!
Rule 2 — There are some exceptions to Rule 1 — All adjustments for Accounts Receivable and
Accounts Payable should be handled in their respective modules, not through journal entries to the

Ledger. Examples: Bad Debt Write-off, Credit Memo Write-off, Duplicate Invoices, etc.

Rule 3 — Do not use the Aging Report to balance to the Ledger, use the Trial Balance Report in each
module.

How to get started:

Step 1: Go to General Ledger\Main\Account Inquiry, select your Accounts Payable or Accounts
Receivable account.

_inix
Account No. 2000100 B
Dezcription | Accounts payable - trade |

1. Main ] 2. Hiztary I 3. Yariance ] 4. Transactinns] Fiscal vear
F'eriu:u:l| Ending | Beginning Balance | Dehits | Creditz | Ending Balance |
01 Jan 3 387 727 95 .00 .00 387.727.95-

02 Feb 28 387 727 95 .00 .00 387.727.95-
03 Mar 31 287 727 .95 00 o0 387.727.95-
04 Apr 30 387 727 .95 .00 .00 387.727.95-
05 May 31 387 727 .95 .00 .00 387.727.95-
06 June 30 387 727 .95 .00 .00 387.727.95-
07 Julw 31 387,727 95- 1.000.00 104,283.51 451,017.46-
08 Aug 31 491 1017 46- A0 3.500.00 454,517 46-
03 Sept A0 434 717 46- .00 .00 454,517 46-
10 Oct 31 494 517 46- .00 .00 494 517 46-
11 Mow 30 494 517 46- .00 .00 4594 517 46-
12 Dec 31 494 517 46- .00 .00 4594 517 46-

Tatal 387, 727.95- 1.000.00 107.789.51 4594 517 46-
@“l
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Step 2: Go to Reports. Click on the Accounts Payable Trial Balance Report. Do not use the Accounts
Payable Aging report! (If reconciling Accounts Receivable, print the Accounts Receivable Trial Balance

Report) Compare the INVOICE BALANCE column with the ENDING BALANCE for that month in the
General Ledger Account Inquiry screen. They should match.

i
éﬁ%lﬁ%&‘“ 4 N|2 12+ 3% a'l sAFchsuLnEPomsvilI
Main Report \
Accounts Payable Trial Balance
All Openinvoices as of 7/31/2013
Demo Company (DMO)
b
Division Number. 01 TRADE ACCOUNTS PAYABLE
Vendor/ Transaction, Chedk Chedc [
invoice Number _Tnvoice Due  Discount Hokl Invoice Amourt _ DicountAmourt _Invoie Babne Type Date Amount Number Do
CONT Container Corporation OfUsa
5548
TSI013 T1302013 Ho 50000 000 50000 NV 7/122013 50000
815
TR0 7302013 Ho 75000 L) 75000 NV Fr122013 75000
Vendor CONT Totak: 200.80828 200 187,80829 187,60829
IBMIbm Comporation
0001053190
SIEI00 6302000 Ho 109.00 00 10900 NV 5312010 10900
0001073113
THR03 8302013 Ho 109.00 000 10900 NV 7312013 109.00
102345
S/312010 6302010 6102000 Mo 13.11843 26237 1311843 NV 5312000 1311843
i VendorIBM Totak: 133343 26237 1333643 13,3343
FOSTMSTU.S, Postmaster
072013
71202013 7302013 Ho 25000 o 25000 NV Tr202013 25000
VendorPOSTMST Totak: 25000 100 25000 25000
SOCALGA Southem Cslifomis GasCo
0001053190
5312010 6302010 No 443027 00 443027 NV 5312010 443027
0001073113
TR0 8302013 Ho 443027 00 443027 NV Tr312003 443027
071813
71182013 7302013 Ho 85725 0 65725 NV 71202013 85725
Vendor SOCALGA Totak: 951778 a0 851778 951779
STEVStevens Suppy
2971
5112010 6102010 No 154,53000 00 15453000 INV  5/312010 15453000
8465
7122013 E112013 FR222013 Mo 9584 191 9564 NV Tr122013 9554
Vendor STEV Totak: 154.62564 191 154.62564 15462564
UNITEDUnited Computers
8546
7222013 B2IE3 BB Ne 8258 125 6258 NV 7222013 5258
Vendor UNITED Totals: 5258 125 6258 6256
Division 01 Towks 512.582.45 41415 49101745 49101745
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IF THEY DON'T:

Go to the module, click on Main and then Print the Daily Transaction Register. It is possible that there
is an unposted register that needs to be updated.

|Mmamt |

Daily Transaction Register

Liaix)
é8%|ﬂﬁg|" 1 Hlflmﬂv| SAP CRYSTAL REPORTS® 3

Demo Company (DMO)
Postings Far: 8972013
g J 1A t Numi A Descripbon Posting C Debit Credi
AP-000021 200-01-00 Accounts payable - trade 1,150.00
APINVOICE ENTRY/DIV: 01
450-02-01 Freight- East 1,000.00
United Computers /IN: 64557851
450-02-02 Freight-\west 150.00
Stevens Supply /IN: 846546
Joumnal 000021 Totals: 1,150.00 1,150.00
Source AF Totals: 1,150.00 1,150.00
E/92013 Totals 1,150.00 1,150.00
Report Totals: 1,150.00 1,150.00

ent Page Mo.: 1
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Note: You should always check for unposted registers before you perform period end processing.
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IF THEY STILL DON’T TIE:

We need to narrow down the timeframe that the modules went out of balance.
Print the General Ledger Detail Report by Week Ending Date.

= General Ledger Detail Report (TST) 8/9/2013 — |I:| |£|

Repart Setting AP

K

Save ﬂ

Dezcription General Ledger Detail Report

— Setting Options

Type Public: hd Frint Fepart Setings [] Mumber of Copies
Default Report Three Hale Punch [] Collated
Sart Report By | Account Murmber ﬂ|
~— Optiohz
Selection Criteria | By Date | Sumrnarnize Detail []
Fiscal Year 2013 v Saurce Type Al =
Starting D ate 7423 : Frint Commentz Partial j
Ending Drate 72013 B Frint Pasted By/D ate []
Frint Condensed

— Selechons

Select Field Operand Walle | | 1=
Account Mumber Equal to I 200-01-00 M
Drezcription Al )

ET All I

Departrment Al )

Location All I

Group Code Al )

-

HP Lazerlet P2055d UPD PCL &

=)

K.eep "Window Open After
Frint [ | Preview

[ Eirt I G I 2oL I@'l
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Print the Accounts Payable (or Accounts Receivable) Trial balance report by Week Ending Date.

= Accounts Payable Trial Balance (TST) 8/9/2013 — |I:| |£|
Report Setfing | STANDARD Q, | save [+

Dezcription Aocounts Payable Trial Balance |

— Setting Options

Type Public: =| Frint Fepart Setings [] Mumber of Copies

Default Report Three Hale Punch [] Collated

~— Optionz

Imvoices to Print Open ﬂ
Frint Trial Balance az OF | 7/6/2013 j

Fritit Tranzaction O etail
Frint GAL Distribution []
Print 1093 |nfarmation []

— Selechons
Select Field | Operand | Walle

Yendar Murmber All j

Keep ‘window Open After . S— S—
HP Lsserlet P20554 UPD PELE—— =I| Pat [] Preview | Bt | Preview | setw |[@)]
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Compare the Totals from the reports. If they are the same, print the next week.
=lo|x|

é8%|ﬁﬁg|" 41« » N‘Jlﬂha'| SAP CRYSTAL REPORTS® [
Ma'nRzpmt|
|

General LedgerDetail Report
test (TST)
Detail Postings for Dates 7/1/2013 Thru 7/6/2013

Account Number [Descrption
Period Dete Joumal Comments Beginning Balane Debit Crdit NetChange Ending Balane
200-0100 Accountspayable - trade 387727595
- 387,72785-
38772795 000 000 000 387.72785-
ReponTotal: 387.72795- 0.00 0.00 0.00 387.72785-

ent Page No.: 1 [Total Page No.: 1 [zoom Factor: 125%
Llslx|

éﬁ%lﬂﬁglk 1 Nll l'HHIEL‘l sAPcnval.nEPoms'ﬂI
Main Report. |

001053130
5312010 6302010 6102010 Mo 5312010 198089

5312010 1,00000- 001669 5/312010
TRUCK10:28

12/28R009 17772010 Yes I 12/282009 77537 [
Vendor ANDERS Totaks: T

COMPAQ Compzq Computer Corporation

001053190

3.68476 [

5/312010  6/302010 No 7900 I 7900 5312010 7900
0002053190

5312010 61302010 Ho 24,08353 19,08358 5312010 24,06358
5312010 5.00000- 001730 5312010

S/312010 61302010 to 2981842 29.81642 5312010 2981642

VendorCOMPAQ 53.85800 48.95300 48.95300

CONTContainer Corparation OfUss
001053190
5312010 6i302010 Ho 50,55360 50,55380 5312010 50,55380
444567
51/2010  5i302010 Ho 92,3329 8033289 5i1/2010 9233289
5312010 12,00000. 001726 5/312010
13055649

Vendor CONT Torks: 142.38649 130.88643
BM lbm Comporation
001053190

5/312010  6/302010 No 109.00 I 109.00 5312010 109.00
02345

5/312010  6/302010 6/102010 Mo 1311843 13,11843 5312010 13,11843
VendorIBM Totals: 1322743 132214 1322743

SOCALGASoutham Calfornia GasCo.
001053190

5/312010  6/302010 No I 5312010
Vendor SOCALGA Tomk:

STEV Stevens Suppl.
2971

5112010 6102010 154,53000 154,53000 51312010 154,53000
Vendor: 154,53000 154,53000 15455000
40830285 387.72785 3877275

Run Daie: B/9/2013 2:37:42PM
AP Dae - $92013.

rent Page Mo.: 1 [Total Page No.: 1+ [200m Factor: 125%
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=EF General Ledger Detail Report _ ol x|
&2 & &) %S a’l M - SAP CRYSTAL REPORTS®
I Main Report |

| v

General Ledger Detail Report
test (TST)
Detail Postings for Dates 7f8/2013 Thru 7/12/2013
Account Number /Description
Perod Dae Joumal Comments Beginning Babine Debit Credit Net Change Ending Babine
20001400 Accountspayable - trade 387.72795-
o7 7122013 AP-000018 AP INVOICE ENTRY/DIV: 01 1,34554 389,07358-

387 72795 000 1.34584 1.34564- 389.07358-
000 1.34584 1.34564- 389.07358-

-
] | 3

Current Page Mo.: 1 I'I'oial Page MNo.: 1 |Zoom Factor: 125%

=E Accounts Payable Trial Balance ;Iglil

= ED ©) %E » M |1 e @ & - SAP CRYSTAL REPORTS®
IMain Report |
444567 -
5152010 5/30/2010 No 92,33289 000 80,33289 NV 92,33289
PMT 12,00000- 001726 502
5648
752013 7/302013 No 500.00 000 50000 INV 7122013 500.00
615
RN 7302013 No 75000 000 75000 NV 7122013 750,00
Vendor CONT Totals: 14413649 000 132,13649 132,13649
|BM Ibm Corporation
0001053190
5312010 6/30/2010 No 109.00 000 10900 NV 5/312010 109.00
10-2345
5312010 6/302010 6102010 Mo 13,1843 26237 1311843 NV 5/312010 13,1843
VendorIBM Totaks: 13,22743 26237 13,22743 13,22743
SOCALGASouthem Calfornia GasCo.
0001053190
5312010 6/302010 No 443027 000 443027 NV 50312010 443027
Vendor SOCALGA Totals: 443027 000 443027 443027
STEV Stevens Supply
2971
512010 6/102010 No 154,530.00 000 15453000 INV - 5/312000 154,53000
5465
722013 BMIR013 7222013 Mo 95 54 191 9564 NV 71122013 95 54
Vendor STEV Tomk: 154 62564 191 154 62564 15462564
Division 01 Totals: 409 64859 28224 389,07359 38907359
Run D= : 3/972013 2:40:59PM Page: 1
APDae: B9/2013
=
«| | o
Current Page MNo.: 1 I'I'oial Page Mo.: 1+ Zoom Factor: 125%

Conner Ash P.C. © 2013 Page 7



Once you determine the week you went out of balance, then start comparing each day.

= General Ledger Detail Report ;lglll

&3
Mmmpwt|
. ]

SAP CRYSTAL REFORTS® (%

General Ledger Detail Report

test (TST)
Detail Postings for Dates 7/22{2013 Thru 7/26/2013
Account Number /Drescrption
Perod Dae Joumal Comments Beginning Babane Debit Credit Net Change Ending Bakine
2000100 Accountspayable - trade 3550,93525-
07 70222013 APD00020  AJP INVOICE ENTRY /DIV: 01 557433 397 511.18-
07 70222013 APD00022  AirwsyPropery /IN: 000010614 1.600.00 399,111.18-
07 70222013 APO00022  AJP INVOICE ENTRY /DIV: 01 1.60000 397 511.18-
390,936.25- 1.600.00 517433 557493 39751118, —
Report Total: 390.936.25- 1.600.00 517433 5.57493- 397 511.18-

-
4 | 3

Main Report ‘

Accounts Payable Tral Balance
All OpenInvoices as of 7/26{2013

Division Number: 01 TRADE ACCOUNTS PAYASLE

Vendor/ Dates. Transacton
mvoice Number_Tnvoice Due  Discount  Hold lImvoi : C Type Date Amount
STEV Stevens Supply

2371

5112010 6/102010 No 154 53000 154,53000 5/312010 154 53000
5465

IN20013 BRI 7220013 Mo 9564 95684 71122013 95564
Vendor STEV Totak: 154 62554 154 62554 154,52564

UNITED United Computers

8546

JZ2R013 BI2IZOB BT Mo 6258 6258 71222013 6258
VendorUNITED Totals: 5258 5258 258

Division 01 Totak: 416.486.18 39551118 38591118

t Page Mo.: 1 [Total Page No.: 1 |zoom Factor: 125%
sl
é&&;ﬂgﬁg\n 4 » H‘z 2+ 4% ﬂ" sAPcnvaLnEPomsl!lI

tPage No.: 2 Total Page No.: 2+ Zoom Factor: 125%
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Review the general ledger transactions that were posted that day. Find the registers to determine

what went wrong.

s=E Account Inguiry (TST) 8/9/2013

=1o]x]

Account No. 2000100 B ERY
Description  [Accounts payable - trade |
1. Main ] 2. Higtary ] 3. Yariance ] 4 Transactinnsl FiscalYear | 2013 ﬂ
Per /| Date Journal Faozting Remark. | Diehit | Erecjt_l Gﬂ
07 FA2/2M3 AP-00001E AP INVOICE ENTRY ADI: 01 1.34564 .
o7 FA20/2013 AP-00OO1S AP INVOICE EMTRY /DR 01 1.86266
o7 FA22A2M 3 AP-00O0Z20 AP INVOICE EMTRY /DI 01 B.574.93 %
07 FA22A2M3 AP-D000Z2  Ainway Property AM: 0000106145 1,600.00
07 FAZAAA0S AP-DDDDZ2 AP INVOICE EMTRY /DI 01 1 600,00 |_,
07 FA29,2M 3 MC-000005 AP MAMUAL CHECK AND PAY... 400000
o7 FA30/2M3 AP-DOOONE AP INVOICE EMTRY /DI 01 1.,000.00
o7 FA30A203 AP-00O0021 AP INVOICE EMTRY /DI 01 1.099.98
o7 TA302M3 MC-000004 AP MAMUAL CHECK AMD PAY... 1.000.00
o7 7430/2M 3 PO-000005 PO RECEIPT EMNTRY DIV 1.213.20
07 FAANA2M3 AP-000D1Y AP INVOICE EMTRY ADI: 01 92,293.08
na 8//2M3  MC-00000E AP RMAMUAL CHECK AMD PAY... 357500
Beginning Dehit Credit Met Change | Ending Balance
287,727 98- 10.175.00 106,939.47 96.814.47- 484 542 42-

@

Note: If using Paperless, look up Journals by Journal Code, not Acctg Date.

=¥ Journal and Register Viewer (TST) 8/9/2013

Company Code | TST
todule Code ALL

Ck test

G, Al Modules

=Io] x|

Document Al Documents || Accounting Date From |7/10/2013 |7 To [12/31/2493 |7
Compariy | todule | Journal Ma. I Batch I Journal Hame | PDF Created / I Acctg Date | Lpdated I PDF Location I PDF E: ﬂﬂ
TST AP AP-000021 Invoice Register 2013408708 17:24... 7A13/2M3 Ay C:hSage 201 3\MASI0pdTST ... Ay
TST AP AP Daily Trans... 2013/08/08 17:25... 7A13/2M3 hd C:hSage 201 3\MASIMpdTST ... A %
TST AP 14 C-000005 Manual Check ... 2013/08/03 1251... 8/9/2013 hd C:hSage 201 3\MASIMpdTST ... bl |
TST AP AfP Daily Trans... 2013408/09 1251... 8/9/2013 hd C:hSage 201 3\WMASI0pdTST ... A
TST AP 4 C-000006 Manual Check ... 2013/08/09 12:54... 8/9/2013 hd C:hSage 201 3\WMASI0pdTST ... A
TST AfP ASP Daily Trang... 2013/08/09 1 . B/9/2013 ¥ C:hSage 201 3WMASI0NpdVTST ... A @
TS Invoice B eqis 201:3/08/09 8/9/2013 s C:\S5age 2003 SO0NpfATST .
TST AP ASP Daily Trans... 2013408/09 13:00... 8/9/2013 ¥ C:hvSage 201 3WMASI0NpdWTST_. .. Y
=
B
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E TST_AP_InvoiceRegister_AP-000022_000.PDF - Adobe Acrobat =] 3]

File Edit View Window Help GoFileRoom TaxTools S
@ Create ~ | @ % | {E} e 2 & @ @) lZI
'l' | Tools Comment Share

@[] NG|

Accounts Payable Invoice Register
Journal Posting Date:  7/22/2013
Register Number AP-000022

test (TST)
Division Number: 01 TRADE ACCOUNTS PAYABLE
Wendor Numben, Dates: Distribution
Invoice Number Invoice Due Discount Invoice Amount Discount Amount
AIRWAY Airway Propeny Soparate Check:  No
“ADJUST*
0000106145
SM72010  _SA02010 1,600.00- 0.00
G Account: 200-01-00 Accounts payable - trade 1.600.00-
Division 01 Total: 1.600.00- 0.00 1.600.00-
Prepaid Amount: 0.00
Report Totak 1.600.00- 0.00 1.600.00-
Prepaid Amount: 000

id|

***By default the system posts a credit to Accounts Payable, so when this adjustment was done, the
incorrect account was used on the lines tab. It caused a debit and credit to AP. In this situation a
journal entry will need to be done to correct the problem. (Debit to Accounts Payable and a Credit to
the Expense Account.)

***|f invoices are posted to the incorrect period, a journal entry can be entered with a reversing date
for the wrong period.

***|f invoice were entered for the wrong period and it MUST be corrected, reverse the invoices just as
they had been originally entered. Then re-enter them correctly using a different invoice number.

***|F you just CAN'T find it...check a future date to see if someone posted into the wrong year.
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