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Navigating the SAP Easy Access Screen 



Key Terms and Concepts

Transaction Code is a combination of letters and 
b th t id tifi t ti ( b i inumbers that identifies a transaction (a business in 

SAP).
U M di l t i t d l ti f t kUser Menu displays a restricted selection of task-
specific functions.
SAP Menu displays all task functions within SAPSAP Menu displays all task functions within SAP.
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User Menu

The User Menu appears on the first 
screen after logon. 

Click on triangles next to folders to 
expand the folders and view 
transactions, or to collapse the 
folders to hide the transactionsfolders to hide the transactions.

The User Menu reflects a user’s 
working environment. It can consist 
of transactions reports and Internetof transactions, reports, and Internet 
addresses. 

The system administrator creates 
f ti l fmenus for particular groups of users 

on the basis of roles. 
– If  the user’s role is re-assigned, the 

required changes will be made by 
th t d i i t tthe system administrator.
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SAP Menu

The SAP menu lists the 
transactions or tasks that 

b f d i SAPcan be performed in SAP. 
The transactions are 
organized in folders and 
subfolderssubfolders.
Clicking on the triangle to 
the left of the folder name 
expands the folderexpands the folder.
– The image shows a 

transaction code 
highlighted in yellowhighlighted in yellow

Clicking the triangle again 
collapses an open folder.
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Navigating the Menu Bar

The SAP menu bar 
ll tallows users to 

perform additional 
functions within thefunctions within the 
system including 
logging off, changing gg g , g g
some display 
settings, organizing 
your favorites, and 
getting help.
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Navigating the Menu Bar (cont.)

This SAP icon  will 
di l d ddisplay a drop-down  
menu that will allow 
the user to selectthe user to select 
functions such as 
minimize/ maximize 
SAP screens, create 
new sessions, close 
sessions, and stop a 
transaction.
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Navigating the Toolbar

The standard toolbar, located 
below the SAP Menu bar, 
provides shortcuts forprovides shortcuts for 
executing transactions and 
navigating within SAP.

The command fieldThe command field                
located on the standard 
toolbar to the right of the 
Enter button, allows SAP 

k i SAPusers to start tasks in SAP.

C tS ll tS ll t N tS ll t L tS ll t

Cancel 
Button

Print Button Search or 
Find Button

Search or Find 
Next Button

Exit ButtonBack ButtonEnter ButtonSave Button

Layout MenuHelpShortcutCreate 
Session

Scroll to 
Previous Page

Scroll to Next 
Page

Scroll to Last 
Page

Scroll to 
First Page
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Application Toolbar

The application toolbar allows SAP users to customize 
navigation of the system through shortcuts including the 
F iFavorites menu.

SAP Business 
Workplace

SAP MenuUser 
Menu

Delete 
Favorite

Create 
Favorite

Change 
Favorite 
Name

Move 
Favorite 

Up

Move 
Favorite 
Downp Down
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Status Bar

The status bar displays error, information, and session 
warning messages, such as the one highlighted here.
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Status Bar (cont.)

The status bar also provides general information about the 
system and the transaction currently open on the screen.
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Demonstration Only

Access SAP Menu

Access User MenuAccess User Menu

Navigating the Standard toolbar

Navigating the Application toolbar

Status bar
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SAP ECC Favorites



Key Terms and Concepts

Favorites folder is created to organize 
frequently used transactions by a particular 
end-user.
– When you first start using SAP, your Favorites 

folder will be empty. As you go through training 
and begin using SAP, add frequently used 
transactions to your Favorites folder to access 
them easilythem easily.
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Adding Favorites

1 Select the transaction to be added

There are four ways to add a transaction to your Favorites folder.

1. Select the transaction to be added 
to your favorites in the SAP Menu. 
Go to the menu bar and follow the 
menu path Favorites > Add.

2. Select the transaction to be added 
to your favorites. Drag-and-drop 
the transaction directly into your 
Favorites folderFavorites folder.

3. Select the transaction to be added 
to your favorites in the SAP Menu. 
Click the Create FavoritesClick the Create Favorites
button in the application toolbar.

4. Highlight the transaction in the 
menu path. While transaction ismenu path. While transaction is 
highlighted, right-click and select 
“add to favorites.” 16



Re-name Favorites
Follow the steps below to re-
name your favorite

1 Click to select the favorite to be1. Click to select the favorite to be 
changed.

2. Click the Change button in 
the application toolbar.the application toolbar.

3. The Change a favorite window 
is displayed, enter the new 
name for your favorite and click y
the Continue button to 
complete your changes.
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Organize Favorites

Organizing your favorites list is 
one way to personalize the y p
SAP system so it better suits 
your needs.

F ll th t t dFollow these steps to re-order a 
favorite in your Favorites folder:

1. Select the favorite to be re-
ordered in your Favoritesordered in your Favorites 
folder.

2. Click the Move Favorite Up
or Move Favorite Downo o e a o te o
button in the application toolbar 
to change the position of the 
highlighted favorite in the list.
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Create New Folder

To create a FavoritesTo create a Favorites 
folder:
– Follow the menu path 

Favorites > Insert folderFavorites > Insert folder
– When prompted, type 

the folder name and 
click the Continueclick the Continue
button.
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Delete Favorites
Follow these steps to delete a 
favorite from your Favorites 
folder:folder:

1. Select the favorite to be 
deleted from your Favorites 
folder.o de

2. Click the Delete Favorite
button in the application 
toolbar to delete the 
highlighted favorite.

3. Or, follow the menu path 
Favorites > Delete to delete 
the highlighted favoritethe highlighted favorite.
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Demonstration Only

Add a transaction to Favorites folder.

Re-name favoriteRe name favorite

Organize transactions in favorites 
f ldfolder

Create a folder in Favorites

Delete transaction from favorites
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SAP ECC Transactions



Key Terms and Concepts

Technical Name is the actual transaction code, 
hi h i bi ti f l tt d bwhich is a combination of letters and numbers.

History is a record of transaction codes you 
have used or values you have entered in fields.

Matchcode allows you to search for values 
ifi t th t fi ld Thi t f h i tspecific to that field.  This type of search is not 

available in all fields.
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Transaction Overview
Transactions are a specific 
task that can be performed 
i th SAP tin the SAP system.
Each transaction has a 
unique transaction codeunique transaction code
that identifies the 
transaction in the system.
T ti dTransactions are grouped 
into an SAP module and 
can be found by navigating y g g
to the appropriate folder in 
the SAP Menu or your  
specific User Menuspecific User Menu.
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Start a Transaction

There are two primary ways to 
start a transaction in SAP:

1. Navigate to the transaction 
through the SAP Menu or User 
Menu path by clicking on the 
appropriate folders After locatingappropriate folders. After locating 
the transaction in the Menu, start 
the transaction by double clicking 
on the transaction code.

2. If you know the transaction code, 
type the transaction code directly 
into the command field. Click the 
E t b tt l t d t thEnter button located to the 
left of the command field to start 
the transaction.
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Transaction History
A History List displays the transaction 
codes you previously entered into the 
Command field in SAPCommand field in SAP.

To display your History List and 
launch a transaction from the list:launch a transaction from the list:
1. Click on the Dropdown menu

button located in the right side of 
the Command fieldthe Command field.

2. Look at the list of previously used 
transactions in your history list.

3 S l t th t ti f th li t3. Select the transaction from the list.
4. Click the Enter button to initiate 

the transaction.
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Search for Transaction Code and Menu Path

In some cases, you may not remember 
the transaction code or know where to 
look for the transaction in the SAP 
Menu.
If you know a description of the 
transaction or task you need to perform, 

h t fi d th t tiyou can search to find the transaction 
code and menu path.
To search for a transaction by 
description:description:

1. Type Search_SAP_Menu in the 
Command field and click the Enter 
button.

2 Wh th E t t ti d2. When the Enter transaction code or 
menu text window appears, type in the 
description of the task being performed 
and click the Continue button.
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SAP Security Access

Generally, the SCEIS Security Team provides you with the 
appropriate access to all of the SAP system transactionsappropriate access to all of the SAP system transactions 
you need to perform your job.

In some cases when initiating a particular transaction thatIn some cases, when initiating a particular transaction that 
is not a part of your security profile, you may receive an 
error message stating that you are not authorized to 

f th t tiperform the transaction. 

If an error message is displayed, and access to this 
transaction is needed, please contact:
1. Your Manager
2 The SCEIS Service Desk SCEISHelp@sceis sc gov2. The SCEIS Service Desk SCEISHelp@sceis.sc.gov
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End a Transaction

The two ways to end a 
transaction are astransaction are as 
follows:

1 Click the Exit button1. Click the Exit button 
on the standard toolbar 
until you return to the 
initial screen.

2. Type /n in the Command 
field and click the Enterfield and click the Enter
button on the standard 
toolbar to close the 
t titransaction.
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System Alert Messages
System Alert Messages are displayed in the system Status Bar.

Alert Type Description How to Respond ExampleAlert Type Description How to Respond Example

Warning 

Warning alerts 
indicate that you 
should check a field 

Acknowledge the 
warning, check your 
field entry, and click 

entry carefully before 
proceeding in the 
transaction.

the Enter button 
to bypass the 
message.

Entering invalid or

Error   

Entering invalid  or 
incomplete 
information will cause 
an error message.

The error must be 
corrected to 
continue.

Information 

Gives information 
such as document 
number or verification 
that transaction is

No response 
necessary.

30

that transaction is 
complete.



Create New Session in SAP

When working in SAP, it is recommended that you 
open at least three sessions because:
– You are in the middle of an SAP transaction and need to 

search for data to enter into the transaction, but do not 
want to lose your work in the current transactionwant to lose your work in the current transaction.

– You need to perform two transactions at one time.
– You are finished entering data for a transaction but SAPYou are finished entering data for a transaction, but SAP 

is processing data for the transaction and you need to 
start a new transaction.

As many as 6 SAP windows can be open at one 
time.
SAP ll t it h b t SAPSAP allows you to switch between open SAP 
screens without losing your work. 31



Create New Session in SAP (cont.)

To open a new window in SAP, do the following:
T / i th C d fi ld ( th t ti d )– Type /oxxxx in the Command field (xxxx = the transaction code).
Click the Enter button to start another transaction in a new 
window.

OR

– Click the Create Session        button.
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Toggle between SAP Sessions

To switch between windows without losing data in the transactions:
– Select the session from the Windows taskbar; or, 
– Hold down the [Alt] key and press the [Tab] key repeatedly until you reach 

the appropriate session.

T if th i d ki iTo verify the window you are working in:
– In SAP, click the Tab Dropdown menu button on the status bar.
– The Transaction item in the dropdown list indicates which transaction is 

i th SAP i dopen in the SAP window.
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Close a Session

To close a window in SAP, do the following:

– Click the Close button in the upper right corner of the screen.

OROR

– Click the Exit button in the standard tool bar until session is 
closed.       
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SCEIS G l L d T tiSCEIS General Ledger Transactions



Benefits of Using SCEIS for Agency 
Accountingg

Integrated system
Consistency among state entities
One system allows higher level reporting 

bili i h l l lcapabilities at the central government level
Real-time queries and reports
Double entry accounting system
Imaging and workflow
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Key Changes in Agency Accounting

All financial and procurement information will be 
maintained in SCEIS There will be no need for amaintained in SCEIS.  There will be no need for a 
separate agency accounting or procurement 
system.system.
Financial or accounting staff will have information 
available to them in SCEIS that has previously p y
required hours to track or obtain.
Agency staff with financial or accounting g y g
responsibilities will need to be familiar with 
accounting terminology and concepts.
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Key Terms and Concepts

Transaction/Document: An accounting event 
t d i th ti d f b i Itentered in the accounting records of a business. It 

can be an external transaction-that is, one with an 
out-sider such as recording a payment to aout-sider, such as recording a payment to a 
vendor. It can also refer to an internal transaction 
such as making a correction of an expenditure or g p
revenue entry (ex. journal entry or adjusting entry)
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Key Terms and Concepts

Transaction Code: A combination of letters and 
b th t id tifi t ti i SAPnumbers that identifies a transaction in SAP.

Journal Entry: An entry made in a journal, 
ll t t t b lgenerally to correct account balances or 

transactions.  A journal entry will contain the date, 
the account name and amount to be debited andthe account name and amount to be debited, and 
the account name and amount to be credited. Each 
journal entry must have the dollars of debits equal j y q
to the dollars of credits. 

39



Display Documents & GL Accounts

SCEIS uses transaction 
codes to perform

FB03
MIROcodes to perform 

accounting transactions, 
display account 

MIRO
F-04
FAGLL03
ME2Linformation, or look up 

documents.
ME2L
S_PLN_16000269
GMIDCPOST
AR01
F-90
FMRP RW BUDGET

Transaction codes are 

FMRP_RW_BUDGET
ZIDTREC
FMMEASURED
FBL5N
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made up of letters and 
numbers.

FBL5N
SBWP



Display Documents & GL Accounts 
(con’t)

The transaction code to 
di l d t i FB03display a document is FB03.

Transaction codes can be 
ith i t i th beither input in the menu bar or 

found by following a menu 
path in the Easy Accesspath in the Easy Access 
screen.
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Display Documents & GL Accounts 
(con’t)(con t)
Enter FB03 in the menu box, then click the green check mark.
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Display Documents & GL Accounts 
(con’t)

Reports can be accessed using Navigation or Transaction Codes.
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SCEIS Demonstration/Exercise

Display a document FB03

Display a document’s general ledgerDisplay a document’s general ledger

account information FB03
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Display a Document Exercise
Enter FB03 in the menu box, then click the green check mark.
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Display a Document Exercise (con’t)
Enter Doc # 3000007410, Co Code SC01, and FY 2009, then click the 
green check mark.
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Display a Document Exercise (con’t)
Note:  This is the Data Entry View.  Now click the General Ledger View
button.
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Display a Document Exercise (con’t)
What changed?  The vendor entry shows in the General Ledger view as 
AP.  Go back to Entry View by clicking the Entry View button.
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Display a Document Exercise (con’t)
Double-click on line 1 in the bottom part of the screen.
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Display a Document Exercise (con’t)
Go back to the Data Entry screen by clicking the green back arrow.  
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Display a Document Exercise (con’t)
Double-click on line 2 in the bottom part of the screen.
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Display a Document Exercise (con’t.)
Go back to the Data Entry screen by clicking the green back arrow. 
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Display a Document Exercise (con’t.)
Click on the “hat” icon.
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Display a Document Exercise (con’t)
When finished, click the boxed “X” to close the header window.
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Display a Document Exercise (con’t)
Click the yellow “exit” arrow to go back to the SAP menu screen.
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When is a Correction Needed? 

Corrections are needed for occasions when:

Expenditures or revenues are 
recorded to the incorrect 
account codes and need 
corrections.

Cash needs to be transferred 
from one account to another. 

Payroll expenditures need to 
be spread to accounts other 
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than where originally posted.



How is a Correction Made?

Corrections or adjustments are 
made using a two-sided balanced g
journal entry transaction (SCEIS 
code FV50). 

Journal entries can reverse the 
original entry and properly record 
the accounting eventthe accounting event.

Journal entries can record an 
accounting event that occurredaccounting event that occurred 
outside of the books of account, 
such as interest earned at the 

57

bank or accrual adjusting entries.



Exercise

Adjust an expenditure transaction FB50
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Journal Entry Exercise – FB50
Enter FB50 in the menu box, then click the green check mark.
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Journal Entry Exercise – FB50

60



Journal Entry Exercise – FB50 (con’t)

61A document number is assigned to every transaction in SAP.



Exercise – FB50 Journal Entry (con’t)

Green 
meansmeans
the entry 
is 
balanced
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Demo/Exercise

Detailed General Ledger Reports FAGLB03
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GL Account Balance Display -FAGLB03

Enter FAGLB03 in the menu box, then click the green check mark.
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GL Account Balance Display - FAGLB03

To see additional 
details double clickdetails, double click 
on an amount.
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GL Account Balance Display - FAGLB03

To view the details for a particular 
document, you can drill down further.
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GL Account Balance Display - FAGLB03

67



Exercise

View GL Reports Group ZGLA
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General Ledger Reports - ZGLA
Enter ZGLA in the menu box, then click the green check mark.
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General Ledger Reports - ZGLA

ZGLA Reports Include:
C hCash
Revenues
ExpendituresExpenditures
Expenditures without Depreciation
Accounts Payableccou ts ayab e
Accounts Receivable
Trial Balance
Inventory
Assets
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ZGLA Cash Report 
From the ZGLA menu, select SC_Cash.  To execute the transaction, 
select 
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ZGLA Cash Report (con’t)
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ZGLA Trial Balance
From the ZGLA menu, select the SC_Trial_Balance.  To execute the 
transaction, select 
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ZGLA Trial Balance (con’t)
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ZGLA Revenue Report
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Module Integration



Module Integration

Transactions in SCEIS post across all modules as 
needed.  An expenditure posted in the General 
Ledger (FI) will also post to Funds Management 
(FM) Controlling (CO) Grants Management (GM)(FM), Controlling (CO), Grants Management (GM) 
and if necessary into Project Systems (PS) or 
Asset Management (AM).Asset Management (AM).
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Module Integration (con’t)
The impact of a transaction across modules can be viewed 
when in a document by selecting Environment.
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Module Integration (con’t)

From the Environment tab, select Document 
Environment and Accounting Documents. A listEnvironment and Accounting Documents.  A list 
of all documents related to the specific 
transaction will be presented.   

79



Module Integration (con’t)
Cash outlays for balance sheet items present an interesting posting 
issue across modules.  When purchased, assets are posted to a  
balance sheet GL in FI but must post as an commitment item in FMbalance sheet GL in FI, but must post as an commitment item in FM.
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Module Integration (con’t)

Accounting Document FM Document
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Module Integration (con’t)

Accounting Document
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Module Integration (con’t)

FM Document
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GeoLearning Registration

Shortly, you will use the GeoLearning Learning 
Management System to manage information and materials 
for the Knowledge Transfer Program. This includes:
– Meeting registrations
– Attendance– Attendance
– Learning plans
– Meeting materials
– Knowledge checks
– Surveys
– Transcripts
– Completion certificates
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GeoLearning Registration (cont.)

Review the instructions for requesting your GeoLearning 
account
– Instructions to request a GeoLearning account are located at  

www.sceis.sc.gov
– Click Knowledge Transfer ProgramClick Knowledge Transfer Program
– Review the instructions for requesting your GeoLearning account
– Complete all fields, whether it is indicated that they are required or 

notnot
Submit your request for a new GeoLearning Account by 
Wednesday, May 20, 2009
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Any Questions?
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Next Steps

FI Knowledge Transfer Breakout Session
Funds Management (one class multiple times)Funds Management (one class, multiple times)
– May 28, 2009 (tentative)
– May 29 2009 Time and location TBAMay 29, 2009. Time and location TBA

Invitation-only
– Based on Subject Matter Expert list from AST LeadsBased on Subject Matter Expert list from AST Leads
– Computer station for each participant
– Registration is required to plan and track participation
– Only registered individuals will be allowed to attend

Complete and return today’s evaluation
87



Contact us

SCEIS Project:SCEIS Project:
SCEIS-AST@sceis.sc.gov
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Appendix A: Basic Accounting



Key Terms and Concepts

Accounting 
Accounting entry or event
Double-entry accounting or bookkeeping
Debit entry
Credit entry
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Key Terms and Concepts (con’t.)

Expenses/expenditures
Accounts payable
Receipts
Revenues
Accounts receivable
Accrual basis of accounting
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Key Terms and Concepts (con’t.)

Asset
Liability
Fund balance or fund equity
General ledger 
Account
Trial balance
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Double-Entry Accounting

Every transaction has at least 2 entries.
Th t b t l t d bitThere must be at least one debit. 
There must be at least one credit. 
Entry must balance or equal to zero.
Debits = Credits.
Debits are on the left of a transaction 
and indicate “what was received.”
Credits are on the right of a transaction 
and indicate the “source of the item 
received ”

93
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Double-Entry Accounting (con’t.)

Debits are “what is received” and credits are the 
“source of the item received ”source of the item received.

Example 1:

I receive registration fees from customers in the form 
of cash and checks. The accounting entry is:

Debit – Cash (what I received)

C dit R i t ti f (th fCredit – Registration fee revenue (the source of 
what I received)
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Double-Entry Accounting (con’t.)

Example 2:

I buy office supplies.  I receive the supplies and pay 
for them with cash.  The accounting entry is:

Debit – Office Supplies Expenditures (what I 
received)received)

Credit – Cash (the source for what I received)
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Double-Entry Accounting (con’t.)

Balance Sheet Accounts
Assets– Assets
• Cash
• AR
• Fixed Assets - Equipment

– Liabilities
• AP or any other types of payablesy yp p y

– Equity or Fund Balance

Assets Liabilities = Equity or Fund BalanceAssets – Liabilities = Equity or Fund Balance
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Double-Entry Accounting (con’t.)

Operating Accounts
– Expenditures

• Personal services
• Contractual servicesContractual services
• Supplies
• Fixed Charges

T l• Travel
• Equipment

– Revenues
• State appropriations
• Sales
• Federal grants

97

• Federal grants
• Other revenue



Double-Entry Accounting (con’t.)

Positive Balances

+
Negative Balances

+
Balance Sheet Acct.

-
Balance Sheet Acct.

– Assets DR
– Liabilities CR

F d B l CR

– Assets CR
– Liabilities DR

F d B l DR– Fund Balance CR

Operating Account

– Fund Balance DR

Operating AccountOperating Account
– Expenditures DR
– Revenue CR

Operating Account
– Expenditures CR
– Revenue DR

98

Revenue CR Revenue DR



Double-Entry Accounting (con’t.)

To ensure the records and accounts are in 
b l ti t t “T” tbalance, sometimes accountants use “T” accounts 
to assist in preparing journal entries.

What is a “T” account?
It i it l “T ”– It is a capital “T.” 

– Used to “visualize” a general ledger account.
– You can “see” the proposed debits and credits– You can see  the proposed debits and credits.
– You can “see” the ending account balances.
– A minimum of 2 “T” accounts are needed for an entry.
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Double-Entry Accounting (con’t.)

T- Accounts Cash
D bi        C diDebit       Credit

Debit – Operating Account (Expenditures)
Credit Balance Sheet Account (Cash)Credit – Balance Sheet Account (Cash)

Debit Balance Sheet Account (Cash)Debit – Balance Sheet Account (Cash)
Credit – Operating Account (Revenue)
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Accruals

Accruals recognize expenditures and revenues 
when:when:

the expense or revenue occurs, 

not when cash is actually received or paid out.

So, what does that mean?
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Accruals - Expenditures

For Expenditures, it means:

– When a purchase order is approved, an “obligation” 
occurs.

– “Obligation” initiates an “encumbrance.”

– At the time the invoice is processed, an accounts 
payable and expenditure are recognized and booked.

– Budget funds are set aside (obligated), but not cash.
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Accruals - Expenditures

PR approved

Goods & 
Invoice 
Received

Agency 
Processes 
Payment

Processed by 
CGO & STO

Budget/funds encumbered, Dr    Expenditures

y

Dr    Accounts Payable
set aside, as a result of the 
PR, but cash not paid out.

Cr     Accounts Payable

Expenditure recognized, 
but cash not yet paid out.

Cr     Cash
Cash decreased as a result 
of the CGO approval for 
check to be cut by the STO.
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Accruals – Revenues

For Revenues:

– When the agency realized an amount of money is due
the agency the agency initiates a “billing ”the agency, the agency initiates a billing.  

– At this time, the accounts receivable and revenue are ,
recognized and booked, but not cash.

– Cash will be recognized when the cash/check/wire is 
received and deposited.
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Accruals - Revenues

Agency Bills for 
Money Owed

Money & 
Checks 
Received

Agency 
Processes 
Receipt

Processed by       
STOy

Dr   Accounts Receivable Dr    Cash (STO Clearing)

p

Dr   Cash (Agency Acct)
Cr     Revenue

Revenue recognized, but  
cash has not been 

Cr    Accounts Receivable

Checks/cash are deposited
into a STO account for 

Cr   Cash (STO Clearing)

Agency cash increased as a 
result of the STO approval 
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received. verification before posting. of bank deposit.



Demonstration

Expenditure Example:

Encumber funds for a purchase orderEncumber funds for a purchase order.

Pay for the purchased items.
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Expenditure Example

Each entry will generally post to a Balance Sheet 
A t d O ti A tAccount and an Operating Account
Example: To encumber funds for a purchase order

Dr.   Expenditures $150
Cr.   Accounts payable $150p y $

Example:  To pay for the purchased items

Dr.   Accounts payable $150
Cr.   Cash $150
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Expenditure Example (con’t.)

From the examples on the previous slide:
Example: To record a purchase orderExample:  To record a purchase order

Dr.   Expenditures $150
Cr.   Accounts payable $150

CCash AP Expenditures
(1)150 (1)150
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Expenditure Example (con’t.)

From the examples on the previous slide:
Example: To pay for the purchased itemsExample:  To pay for the purchased items

Dr.   Accounts payable $150
Cr.   Cash $150

Cash AP Expenditures
150 (2)    (2)150 150 (1) (1)150

150 0 150
109

150 0 150



Revenue Example

Example:  To record an amount owed your agency

Dr.   Accounts Receivable $200
Cr. Revenue $200Cr.   Revenue $200

Example:  When payment is received

Dr.   Cash $200
Cr.   Accounts Receivable $200$
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Revenue Example (con’t.)

From the example on the previous slide:
Example: To record amount owed your agencyExample:  To record amount owed your agency

Dr.   Accounts Receivable $200
Cr.   Revenue $200

CCash AR Revenue
(1)200 (1)200
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Revenue Example (con’t.)

From the example on the previous slide:
Example: Record the receipt of fundsExample:  Record the receipt of funds

Dr.   Cash $200
Cr.   Accounts Receivable $200

Cash AR Revenue
200 (2) (1)200 200 (2) (1)200

200 0 200
112
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Appendix B:  General Ledger 



What is a General Ledger? 

It is the main source of 
accounting information for a 
business entity.   

Commonly referred to as the 
“Original Book of Record.”

It is a summary of all accounting 
events that occur in the operationevents that occur in the operation 
of a business.
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What is a General Ledger? (con’t)

It is a collection of all asset, 
liability, fund equity, revenue,liability, fund equity, revenue, 
and expenditure accounts. 

It i ll ti f ll b lIt is a collection of all balance 
sheet accounts (assets, 
liabilities and fund equity) and q y)
operating accounts (revenues 
and expenditures).

Transactions are summarized in 
a General Ledger by General 
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Ledger accounts (GL accounts).



What is a General Ledger Account?

It is a record in the GL that is used to collect and 
store similar financial information (debits/credits) ( )
for a specific activity such as Cash on Deposit, 
Misc. Revenue, Supplies, etc.

GL accounts are organized into a Chart of 
Acco nts hich consists of all GL acco ntsAccounts which consists of all GL accounts 
classified by GL account type.

A Chart of Accounts provides a framework for the 
GL accounts to ensure an orderly representation of 
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accounting data.



What is a General Ledger Account? (cont.)

The most common General Ledger Account 
categories in a Chart of Accounts are:categories in a Chart of Accounts are:

Assets– Assets
– Liabilities

E it F d B l– Equity or Fund Balance
– Revenues
– Expenditures
– Transfers/Other
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What is a General Ledger Account? (con’t)

Within the GL, more detail account schemes are 
used to collect and store similar financial 
information:

Funds such as state appropriation earmarked &– Funds such as state appropriation, earmarked, & 
federal funds – 1001, 3035, 5055

– Programs such as administration, consumer services, 
claims, & employee benefits – 0762, 0764, 5215, 1542

– Object codes such as personal services, contractual 
services supplies & travel – 0158 0200 0300 0500
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services, supplies, & travel 0158, 0200, 0300, 0500



General Ledger Account Example

3035-0762-0301 STARS

This account represents state appropriations 
for administrative supplies at the Department 
of Agriculture as follows:

STARS SCEIS

3035 = general operating = 303500003035 = general operating = 30350000
0762 = administration  = 30000000
0301 li 5030010000
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0301 = supplies = 5030010000



General Ledger Account Example (con’t.)

Each financial account has a set of balance sheet 
accounts:
– Assets
– Liabilities
– Fund Equity 

Each financial account has a set of operating 
accounts:
– Revenue

E dit– Expenditures
Using our earlier example, account 3035-0762-
0301 would have the following GL balances:
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0301 would have the following GL balances:



General Ledger Account Example (con’t.)

3035-0762-0301 (STARS) or
30350000-30000000-5030010000 (SCEIS)

Balance Sheet Accounts
Cash

30350000 30000000 50300 0000 (SC S)

Dr Balance Cr Balance
$150Cash

Accounts Receivable
Accounts Payable

$150

$150 $150

Operating Accounts
Revenue
Expenditures $150
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What is a Trial Balance?

It is a statement prepared summarizing the general 
ledger accounts at the end of the accounting period to g g p
assure total debits equal total credits.

It lists balances in all GL accounts in the double entry 
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system. 



Trial Balance Example

Our previous example’s TB would look like this:

3035 0762 0301 (STARS) or3035-0762-0301 (STARS) or
30350000-30000000-5030010000 (SCEIS)

GL Account
Cash

Dr Balance Cr Balance
$150

Accounts Receivable
Accounts Payable
Revenue

$150 $150
Revenue
Expenditures $150________________________

$ $
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Totals $300 $300



General Ledger/Trial Balance Exercise

3035-0762-7201 (STARS) or
30350000-30000000-4530030000 (SCEIS)

GL Account
Cash

30350000 30000000 530030000 (SC S)

Dr Balance Cr Balance
Cash
Accounts Receivable
Accounts Payable
Revenue
Expenditures
Totals

______________________________
______________________________
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General Ledger/Trial Balance Exercise (con’t.)

3035-0762-7201 (STARS) or
30350000-30000000-4530030000 (SCEIS)

GL Account
C h

30350000 30000000 530030000 (SC S)

Dr Balance Cr Balance
$200Cash

Accounts Receivable
Accounts Payable

$200
$200 $200

Revenue
Expenditures
Totals

$200

$400 $400Totals $400 $400
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Trial Balance by Financial Account

GL Account Dr Balance Cr Balance

30350000-30000000-5030010000 (SCEIS)

GL Account
Cash
Accounts Payable

Dr Balance Cr Balance
$150

$150 $150
Expenditures
Totals

$150
$300 $300

30350000 30000000 4530030000 (SCEIS)30350000-30000000-4530030000 (SCEIS)
GL Account
Cash
A t R i bl

Dr Balance Cr Balance
$200
$200 $200Accounts Receivable

Revenue
Totals

$200 $200
$200

$400 $400
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Trial Balance by GL Account

GL Account Dr Bal Cr Bal End Dr End Cr

Fund/Funded Program 30350000-30000000

GL Account
Cash
Accounts Receivable

Dr Bal Cr Bal
$200 $150
$200 $200

End Dr End Cr 
$ 50
$ -0-Accounts Receivable

Accounts Payable
Revenue 4530030000

$200 $200
$150 $150          

$200
$ -0-

$200

Expend. 5030010000
Total All GL Accounts

$150_______
$700 $700

$150________
$200 $200

127


