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General Ledger



#1 Assign User with different Posting date ranges  
Scenario:

Contoso Electronics is closing their books for April 2025. 

It’s now May 14th, 2025. The Sales and Operations team should only 
post in May and forward to avoid backdating. 

The Accounting team still needs access to post into April to finish month-
end closing adjustments.



#1 Assign User with different Posting date ranges  
Steps:
1) Go to the General Ledger Setup and change the 

company-wide setting to the new month.

2) Go to User Setup to Allow Accounting to override 
the General Ledger Setup dates.

Rule of thumb for Dates:

• Fill in both fields User setup, not 
leave one field blank

• The date of Allow Posting From 
in User Setup must equal or
earlier than the corresponding 
field in General Ledger Setup

• The date of Allow Posting To in 
User Setup must be equal or 
later than the corresponding field 
in General Ledger Setup



#2 Correcting a GL Journal Entry
Scenario:
Contoso Ltd. posted a journal entry debiting Rent Expense $2,000, but it 
should have been Office Supplies.
Steps:
1. Search General Ledger Entries.
2. Find the $2,000 entry in Rent Expense.
3. Click Process > Reverse Transaction.
4. Post the reversal.
5. Create a General Journal:
6. Debit Office Supplies $2,000
7. Credit Cash/Bank $2,000
8. Post.





#3 Correction Dimensions on Posted Transactions
Scenario:

A series of transactions was posted without department code 
(should be SALES).

Steps:

1. Search General Ledger Entries
2. Select all posted transaction to be corrected (click more)
3. Click Correct Dimensions
4. Select Department Code SALES
5. Run Immediately (optional: scheduled)





Sales & Receivables



Scenario:
Contoso Ltd. posted a sales invoice to customer Adatum Corp. for 10 laptops 
at $1,000 each ($10,000 total), but it should have been 8 laptops ($8,000).

#4 Correcting a Posted Sales Invoice

Steps:
1. Find the invoice for Adatum Corp. (e.g., Invoice No. PS-INV103215).
2. Click Correct > Correct.
3. BC creates a credit memo for -$10,000 and a new draft invoice.
4. Edit the new invoice to show 8 laptops ($8,000).
5. Post both the credit memo and the corrected invoice.





#5 Correcting a Customer Payment Application
Scenario:

Contoso Ltd. applied a $2,000 payment from School of Art to Invoice 
PS-INV103217, but it should have applied to Invoice PS-INV103218.

Steps:
1. Go to Customer Ledger Entries.
2. Find the $2,000 payment.
3. Click Process      > Unapply Entries.
4. Reopen the payment.
5. Click Process > Apply Entries.
6. Apply to Invoice PS-INV103218 >> POST application





#6 Manually Change Sales Order Tax Amount
Scenario:

A sales order tax amount has $0.50 cents difference caused by the 
timing when SO was created and updating the tax setup.

Steps:
1. General Ledger Setup > Set Max. Tax Difference Allowed
2. Sales & Receivables Setup > Allow Tax Difference
3. Open the Sales Order S-ORD101001
4. Click Order > Statistics
5. Click No. of Tax Lines
6. Edit Tax Amount > Close
7. Post the Sales Order





#7 Consolidated Credit Memo for Multiple Sales 
Invoices
Scenario:
Contoso Ltd. Sold 5 orders to Recloud over the past month. Later, it was 
agreed to issue a single credit memo of $8,000 covering all these 
invoices due to a bulk return or a rebate.

Steps:

1. Go to Sales Credit Memo > New > Customer <Recloud>
2. Prepare > Get Posted Document Lines to Reverse
3. Select those 5 invoices > OK
4. Review and Post the credit memo.





#8 Correcting a Customer Refund
Scenario:

Contoso Ltd. refunded $900 to Relecloud by mistake.

Steps:

1. Go to Bank Account Ledger Entries.
2. Find the $900 refund.
3. Reverse the transaction.
4. Contact Relecloud for repayment or adjust in their account.





#9 Fixing a Credit Limit Warning Override
Scenario:
A $15,000 invoice was posted to Proseware Ltd. even though it 
exceeded their $10,000 credit limit, and it should have been split across 
2 deliveries.

Note:

The system warns you if a customer's credit limit is exceeded.
But it does NOT block posting—even if you go over the limit.





#10 Reversing a Bank Deposit
Scenario:

A bank deposit of $3,200 from Recloud was posted twice.

Steps:

1. Go to Bank Account Ledger Entries.
2. Find one of the $3,200 deposits.
3. Click Process > Reverse Transaction.
4. Post the reversal.





Purchasing & Payables



#11 Fixing a Vendor Invoice Posting
Scenario:

A purchase invoice for Fabrikam, Inc. was posted for $12,000 in 
the Consulting Services account. It should have been posted to 
Software & Subscription.
Steps:
1. Search Posted Purchase Invoices.
2. Open the $12,000 invoice.
3. Click Correct.
4. Post the credit memo.
5. A new invoice is ready for $12,000 - use the Software Licenses account.
6. Use “B” on Invoice “#INV0012B” for reference.   Post.





#12 Return to Vendor using Credit Memo 
Scenario:

Cronus bought 7 laptops to Vendor Fabrikam and realized only 
need 6. Need to return one laptop. 

Steps:

1. Create New Purchase Credit Memo
2. Enter Vendor Name > Prepare > Copy Documents > Posted Invoice 

> select the original purchase Invoice of 7 laptops
3. Change the quantity from 7 to 1
4. Enter the vendor Invoice#.  Post





#13 Update the No. Series 
Scenario:

You are working on Purchase Invoices and 
received an error message like this:



#13 Update the No. Series 
Steps: Navigate to the No. Series page and select the series to edit.

Either Edit the Ending No. or leave the Ending No. BLANK



Inventory



#14   User Mistakenly Posted an Increase 
Inventory at $0.00 Cost

Scenario:

The inventory quantity for Item 1002 increased by 10 units. But the inventory 

value in the general ledger did not increase because the cost was $0.00

Why This Is a Problem:

• COGS (Cost of Goods Sold) will be understated when those items are sold

• Inventory valuation reports will show incorrect values
• It can distort profit margins and financial reporting



#14   User Mistakenly Posted an Inventory 
Increase at $0.00 Cost
Solution:

Reverse and Re-Enter with Correct Cost

(Use only if original posting was a mistake and not yet used/sold)

Step 1: Post a negative adjustment of 10 units at $0.00

Step 2: Post a positive adjustment of 10 units at correct cost





#15   Reconcile Routine Tips

Review Chart of Accounts



Use Filter



Review Financial Reports:
• Run financial statements (Profit & Loss, Balance 

Sheet) to confirm accuracy.
• Verify that all subledgers match the general 

ledger.
• Bank Accounts (ex.18200 & 18400)

Bank Accounts
• Aged Accounts Receivable (ex.15199)
Customers > … Reports > Reports > Finance Reports > Aged AR

• Aged Accounts Payable (ex. 22100)
Vendors > Reports > General > Aged AP

Copy Company for backup
• Do this at the very end before closing the period

Companies > highlight company > Copy

Create 2 fiscal years open
Accounting Periods > Create Year



Best Practices
• Reconcile Checkbooks Daily (Bank Accounts vs. COA)
• Reconcile the subledger monthly
• Adjust Allow Posting date range monthly
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