Chp. 4 Posting from a General Journal to a General Ledger

Account Form

*A journal is a permanent record of the dr. and cr. Parts of each transaction with transactions recorded in chronological order.

*A Journal doesn’t show, in one place, all the changes in a single account.

*A form is used to summarize in one place all the changes to a single account.  A separate form is used for each account.

Lesson 4-1 Preparing a Chart of Accounts
Relationship of a T account to an Account Form
*An accounting form is based on & includes the dr. and cr. sides of a T account.

*A space is provided in the account form for recording the transaction date and Journal page #.

*This information can be used to trace a specific entry back to where a transaction is recorded in a Journal.

*The major disadvantage of the account form shown is that no current, up-to-date account balance is shown.

*Because the form has columns for the dr. and cr. bal, it is often referred to as the balance-ruled account form.

*The balance-ruled account form is useful as a permanent record of changes to account balance than is the T account.

Chart of Accounts

*A group of accounts is called a ledger.

*A ledger that contains all accounts needed to prepare financial statements is called a General Ledger.

*The number assigned to an account is called an account number.

Preparing a Chart of Accounts

*A list of account titles and numbers showing the location of each account in a ledger is known as a chart of accounts.

*Accounts in a General Ledger are arranged in the same order as they appear on financial statements.

*There are 5 General Ledger divisions: (1) Assets, (2) Liabilities, 

(3) Owners Equity, (4) Revenues, & (5) Expenses

Account Numbers
*Tecknow Consulting assigns a 3-digit account numbers to each account


*Supplies account # is 150

*The 1st digit of each account # shows the General Ledger division in which the account is located.

*The asset division accounts are # in the 100’s, so asset accounts start with 1.

*The 2nd two digits indicate the location of each account with in a General Ledger division.

*The 50 in the account # for supplies indicate that the account is located between account # 140 & #160

*The procedure for arranging accounts in a General Ledger, assigning the account #’s, and keeping records current is called file maintenance

*Unused account #’s are assigned to new accounts

*When an account is no longer needed, it is removed from the General Ledger and the chart of accounts.

*When a new account is added at the end of a ledger division, the next # in a sequence of 10’s is used
*As the # of General Ledger accounts increase, a business may change to 4 or more digits.

Opening an account in a General Ledger

*Writing an account title and # on the heading of an account is called opening an account.

*Accounts are opened and arranged in a General Ledger in the same order as on the chart of accounts.

*Page 94 describes the steps to opening an account in a General Ledger.
Lesson 4-2 Posting from a General Journal to a General Ledger

Posting an amount from the debit column of a General Journal

*Transferring information from a journal entry to a ledger account is called POSTING.

*Each amount in the dr. and cr. columns of a General Journal is posted to the account written in the Account Title column.

*The # in the Post. Ref. Columns of the General Ledger account and the General Journal serve 3 purposes: (1) an entry in an account can be traced to its source in a journal, (2) an entry in a journal can be traced to where it was posted in an account, (3) If posting is interrupted, the account personnel can easily see which entries in the General Journal still need to be posted.

*If there is a blank in the Post. Ref. column, this indicated that posting for that line still needs to be completed.

*Therefore, the post. Ref. is always recorded in the journal as the last step in the posting procedure.

Posting an amount from the cr. column of a General Journal

*Each amount in the dr. and cr. columns of a General Journal is posted to the account written in the Account Title column.

*The 5 steps used to post an amount from the cr. column are described on page 97.

Posting a dr. amount to an account with a balance


*Only the 1st set of 5 steps is shown in the illustration, the 2nd set of 5 steps is similar to the first set of steps shown on page 98.

Journal page with Posting Completed


*Page 100=Read the REMEMBER

Lesson 4-3 Completed General Ledger, Proving Cash, and Making Correcting Entries




*Tecknow Consulting’s General Ledger, after all posting from the August journal is completed, is shown here and on the next several pages.


*The use of the accounts, Income Summary, Insurance Expense, & Supplies Expense is described in Chapter 7.

Proving Cash

*Determining that the amount of cash agrees with the balance of the cash account in the account recorded is called Proving Cash.

*To prove cash, Encore Music compares the cash balance shown in the checkbook with the cash balance in the cash account.


*If the two balances equal, cash is proved.

Memorandum for a Correcting Entry

*Errors can be made even though care is taken in recording transactions.

*When an error in a journal entry has already been posted, the incorrect journal entry should be corrected with an additional journal entry.

*An entry made to correct an error in the ledger is called a correcting entry.

*If an account error is discovered, a memo is prepared describing the correction to be made.

*The source document for a correcting entry is the memo.

Journal Entry to record a Correcting Entry


*November 13 discovered that a payment of cash for advertising in October was journalized and posted in error as a dr. to Misc. Exp. Instead of Advertising Exp.


*To correct the error, an entry is made to add $120.00 to the advertising exp. the entry must also deduct $120.00 from the misc. exp account


*The correcting entry increases the advertising exp. account balance and decrease the Misc. Exp. account balance.


*Because the advertising exp. account has a normal dr. bal, Adv. Exp, is Dr. for $120.00 to show the increase in the Exp. account.


*The Misc. Exp. account also has a normal dr. bal, therefore Misc. Exp. is credited for $120.00 to show the decrease in the exp. acct.


*The same 4 steps are followed when making a correcting entry as when making any journal entry.
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