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Introduction 
The General Ledger is the center of Accounting Core and is the module that all journal entries are 
recorded and posted. The Chart of Accounts is also maintained in this module. There will be instances 
when a user may need to Post a Journal Entry in the General Ledger. 

Objective 

Learn how to post a journal entry manually in the General Ledger. 

Steps 

Follow the steps below to post  journal entries (JEs) the General Ledger module. 

1. From the top menu bar, click on Maintenance.  

2. Click on Companies.  
 

 

 

 

 

 

 

 

 
3. Expand the company / property tree by clicking on the (+) symbol.  

 

 

 

 

 

 

 

 

 

 

 
4. Click on the desired company. 
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5. Click on the module General Ledger. 

 

 

 

 

 

 

 

6. Verify that the Open Journal Entries are showing on the screen. Click on Post 

 

 

 

7. Click the boxes to place a check mark in the Post column for all JEs that are to be posted. You 
can also select JEs to print and/or to create separator pages by placing a check mark in the 
appropriate columns. Click Post. 

 

 

 

 

 

 

 

8. Click Yes on the message that appears.  
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9. A Posting Report will populate; when the window is closed, the JEs will be posted and appear in 
the Posted Journal Entries for Current Fiscal Year. 

 9 

http://www.m3as.com/

