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General Ledger Enquiry

This procedure explains the steps to follow when carrying out an enquiry on the Sage general
ledger (GL).

This action is dealt with by the banking and accounting team.
This procedure covers how to enquire on:
e GL balances
e Unreconciled bank statement transactions
e Reconciled bank statement transactions
e Unreconciled cash transaction in GL (cash transactions in GL (logical)) transactions
e Reconciled cash transactions in GL (cash transactions in GL (logical)) transactions
¢ Journal entries
e GL interface entries

e Any other GL entry
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Determine required information
1. Enquire in different parts of Sage depending on the type of information you require.

Enquiry type Where can the information be found

General ledger (GL) balances Run a trial balance. For more information
refer to General ledger (GL) balance
enquiries in related items.

Unreconciled bank statement transactions Use bank rec tool
Reconciled bank statement transactions Use bank rec tool

Unreconciled cash transactions in GL (logical) Use bank rec tool
transactions

Reconciled cash transactions in GL (logical) Use bank rec tool
transactions
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Journal entries View all transactions

GL Interface entries BaNCS screen. Sage journal entry screen

Run trial balance

2. All GL balances can be viewed by running a trial balance. From the left hand navigation menu
select Reports and then Trial Balance.

You are then be presented with the report. An example of this report is shown below.
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@ You can view the trial balance on the screen, print it or export it to Excel.

3. For each balance you would like to enquire on, right click (or select shift and F10) and select
Account. You are then presented with a detailed view of the transactions that make up the
balance:
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@Balance enquiries can also be made. For more information refer to General Ledger

Balance Enquiries.

Use bank rec tool

4. In Sage, from the left hand navigation menu select AP/AR Accounting, Reconciliation and

then Bank Statement Reconciliation.

5. On the Bank Statement Reconciliation screen input the details of the bank account to be
reconciled (or in this case viewed), the last date of the statement and in Last Entry Date
input the last GL entry date for the period you want to view. Once input select OK. An

example is shown below:
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6. You are then be presented with this screen:
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This shows the requested information. Unreconciled bank statement entries are shown in red,
unreconciled account entries are black and all reconciled entries are shown in blue.

View all transactions

7. In order to enquire on previously posted journals, from the left hand navigation menu select
Financials, Journals and then Journal Entry. All previously entered journals are listed in
the left hand pane.

General ledger interface

8. To view items posted to Sage through the interface with BaNCS, from the left hand
navigation menu select Financials, Journals and then BaNCS. All journals posted as part of
the general ledger interface file (GLIF) are listed in the left hand pane.

General Ledger Balance Enquiries

GLIF Posting
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