
Reading Guide •Chapter 4:  Posting to the General Ledger
Name: ____________________________________________________________________

Lesson 4-1: Using Accounts and Preparing and Maintaining a Chart of Accounts
Objectives:  LO1: ____________________________________________________________________________

         LO2: ____________________________________________________________________________
         LO3: ____________________________________________________________________________
         LO4: ____________________________________________________________________________

A. Account Form
● Remember a _____________________ is a _______________________ record of all transactions in 

_________________ order.

● This doesn’t tell us a quick account balance at a glance though.

B. Relationship of a T Account to an Account Form

● The form used to show account balances quickly has a balance credit-debit column. This form is known 
as ________________  __________________  ______________.

● The ___________________ ___________________________ is calculated after _________________ 
________________.

● The POST REF column states the journal page number the transaction is on, so we can 
________________ the specific ___________________________.

C. Chart of Accounts
● Ledger:
● General Ledger:
● Account Number: 

● Accounts in a general ledger are arrange by what  __________________ _____________________ 
they appear on.

● What are the Balance Sheet divisions? 1. _____________  2. _______________ 3. ________________

● What are the Income Statement divisions?  1. ______________________ 2. ______________________

D. Account Numbers



E. Assigning Account Numbers 
● File maintenance:

● Even if accounts are not used, they are usually not _______________ from the chart of accounts.

● Assets are listed in order of liquidity (ability to be turned to cash).

● Liabilities and expenses are listed in alphabetical order.
o So we add new accounts where they go A-Z by putting them between accounts already existing.
o Ie. 530 - Communication Expense 

     540 – Equipment Expense
Dry Cleaning Expense would be what number? _________________

F. Opening an Account in the General Ledger (GL)
● Opening an account: 
● Accounts are arranged in the GL the same way they are arranged in the __________ ___ ___________.

To open an account: 1. 

           2. 

Check yourself!
1. Describe the two parts of an account number.

2. List the two steps for opening an account.



Lesson 4-2: Posting from the General Journal (GJ) to the General Ledger (GL) and 
Proving Cash
Objectives:   LO5: _________________________________________________________________________

 LO6: _________________________________________________________________________

A. Posting an Amount from the Debit Column of the General Journal

● Posting: 

● Posting sorts all transactions affecting a certain ____________________ into one place.

● The Post Ref column on the GENERAL JOURNAL is for the _____________ ______________ of the 
account. We DO NOT fill this in until after we ______________ the transactions! This is the last step 
to posting!

Steps to posting:

_____________________________________________

________

_____________________________________________

________

_____________________________________________

________

_____________________________________________

________

_____________________________________________

________

Remember! GL ACCOUNT 
BALANCE

Dr + Dr = Dr
Cr + Cr = Cr
Dr + Cr = can be Dr or Cr (whichever is more!)



B. Posting an Amount from the Credit Column of the General Journal 
● Follow the same steps as above to post the Credit amount. Remember the account balance! 

C. Posting a Debit Amount to an Account with a Balance
● Once again, remember this!

D. Journal Page with Posting Completed
● Note that all Post Ref column should be filled in now that posting is complete! This is your way of 

knowing that you’ve posted items.
● How can we tell by the image that all checks have been recorded?  (No check numbers are missing C1-

C9)
● What account number has the entry on Line 20 been posted to ? ____________________________

E. General Ledger  with Posting Completed

● Once posting is complete, you can see the account balance of any account quickly
● Usually the balance in an account’s GL will be the Normal Balance (NB), so the accounts usually have 

always a debit balance or always credit balance! (There are a few exceptions we will mention in the 
future!) 

Remember! GL ACCOUNT 
BALANCE

Dr + Dr = Dr
Cr + Cr = Cr
Dr + Cr = can be Dr or Cr (whichever is more!)



F. Proving Cash
Proving Cash: 
IN proving cash, we make sure the balance on our last check stub equals the balance in the __________  
________________.

Check yourself!
1. List the five steps of posting from the general journal to the general ledger.

2. When both debit and credit amounts have been posted to an account, what determines whether the 
balance is a debit or a credit?

3. Which two amounts are compared when proving cash?



Lesson 4-3: Journalizing Correcting Entries and Correcting Posting Errors
Objectives:   LO7: _________________________________________________________________________

 LO8: _________________________________________________________________________

A. Memorandum for Correcting Entry

● If an incorrect transaction has already been posted, we must create a _________________________ 
(the source doc) and journalize another transaction to fix the error in the GJ and GL.

B. Journal Entry to Record a Correcting Entry

 
● Sometimes the journal entry is correct, but was posted incorrectly.

o In that case: 1.  
                2. 

● Remember, errors are corrected in a way that won’t cause ________________________________!
● GL  accounts are _______________________ ; therefore, use ink!
● Remember, if an above balance is incorrect, so are all the FOLLOWING balances!

Check yourself!
1. What is a correcting entry?

2. When is a correcting entry necessary?

3. What are the three steps for correcting an incorrect amount posted to an account?

4. What are the three steps for correcting an amount posted to an incorrect column?
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