Edit a General Journal Entry
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Only General Journal Entries may be edited. Any journal entries created by a user transaction may not be edited.
To edit a General Journal Entry, navigate to GL Register from any of the modules.

The GL Register will be displayed. Inthe Account Number column, click on the hyperlink of the account where the
general journal entry was posted.

GL Register

ﬁ Export to Excel

Drag a column header and drop it hera to group by that column
t Number Account Type B Description E alance Type - Amount

Bank Account Chartar Ona - Primary Checking - OH
Bank Account Chartar One - Primary Checking - Ohio
Bank Account Huntington - Primary Checking - Michigan
Bank Account Payroll Account
Bank Account Huntingtan - Payroll Account
Bank Account TD - Manay Markat
Bank Account TO Bank - Maoray Markst

Bank Account Chasa Money Market

1-100of109items &3 Refresh

The GL Account page will be displayed for the selected account. In the grid area, locate the general journal entry to
edit, and then click on the hyperlink in the GL Entry column.
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Description ntington - Primary Che Michigan Account Type | Bank Account
Balance Type | Debit Bank Account
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Bank Account

Bank Account

719 ck# 4178 returned NS
Test Check Printing Bank Account

letainer for legal fees. Bark Account

‘myment on house accoun Bank Account
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EntryDate | April, 202 Referance Number | 10
10200 Huntington - M|
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The General Journal Entry will be displayed in edit mode. Users may edit any information previously saved. If one or
more of the entry rows need to be edited, click the pencil icon on the entry row. The entry will move up to the Edit



Entry area (upper right panel). Make the necessary changes, and then click on the Edit Entries button. When
finished making all edits, click on the Save button at the upper right of the page.

General Journal Entry

EntryDate » | 04/11/20: ) Edit Entry

Reference Number Account =

i Debit Amount
Memo

Ciahit Tt I Credit Amount
8369.[::] SO.:]O Memo
Work Order

Branch =

Category

Drag a calumn header and drop it here to group by that calumn
Debit Amount H Credit Amount H Memo
50.00 5369.00 Payroll Tra

5369.00 50.00 Payroll Transfer
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