
General Journal
General ledger > Journals > General journal

General journals are typically used to record journal entries 
to the General ledger and Bank modules. The journal 
functionality is very powerful, allowing transactions to also be 
posted in Accounts receivable, Accounts payable, Projects, 
and Fixed assets. 

Summary

1. Create the Journal header
2. Enter Journal Lines
3. Post Journal
4. Using the Account type
5. Using the Offset account

Steps

• Give your Journal header a detailed description
• Multiple vouchers can be entered in a single journal

Tips



Create the Journal header

• Click the New button.

• Choose a Journal name. 

• Change Description to reflect the purpose of the 
entry.

• Click the Lines button.
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Enter Journal lines

• Change the posting Date field or use the Session date to 
default the correct date.

• Select in the Account field the 
Main account and Dimension 
values.

• Enter into the Description 
field text to be stored in general 
ledger transactions.

• Enter the Debit or Credit 
amount.

• Click New or press Down 
Arrow to create the next line.

• Enter additional lines.

• Click the Post button > Post.
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Voucher
Account type

Account
Description

Interactive 1.3 Journal Lines

1 2 3 4

General Journal



Movie 1.4 Enter a General Journal

General Journal



Using the Account type

• Account type controls which drop down list is available in the 
Account field. Selecting an Account type of Project will show the 
drop down of projects in the 
Account field.

• Generally, when selecting an 
account type other than 
Ledger, more information is 
required on the subsequent 
tabs.
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Using the Offset account

• Use the Offset account for faster data entry when doing simple 
entries.

• In the example 
shown, the two 
vouchers will be 
identical postings in 
the General ledger.
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