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Introduction 

Overview 
The General Ledger module concentrates on the entry of general, accrual, and standing journals, bank 
reconciliation, budget entry, displays, reports and balance forward utilities.  Recording miscellaneous non-
customer or vendor receipts and payments are also done from the General Ledger. 

Reports that can be created from General Ledger include: Transaction by Account, Batch Transaction, Chart of 
Accounts and a Trial Balance.  Please refer to the Financial Reports Module documentation for information on 
creation and use of Income Statements and Balance Sheets. 

All journal entries, general accruals, general payments and general receipts are posted from General 
Ledger.  Materials transactions, Postage Usage and Inventory transactions are also posted from General Ledger, 
Posting.  Accounts Receivable invoices and Cash Receipts, Accounts Payable invoices and checks, and 
Postage checks are all posted from their respective modules. 

Master File definitions for GL branches, departments and accounts, bank accounts, GL periods and budget 
definitions are found in the Masterfile Reports module.  On a monthly basis, users should control open/closed 
periods in Masterfile Reports, System Maintenance, where different periods can be opened and closed for 
Accounts Receivable, Accounts Payable, General Ledger and WIP Materials modules.   

Contact Information 

EFI Support 

US Phone: 855.334.4457 (First select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream.support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProfessionalServicesOperations@efi.com 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software plus offer a range of training options. 
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Batch types used in this module 
The Batch Types used in this module are: 

 GJ = General Journal 

 GA = Accrual Journal 

 GR = Misc. Receipt Entry 

 GP = Misc. Payment Entry 

 MS = Material Batch 

 SJ = Standing Journal 

G/L Reports 

Transaction by Account Report  

This report shows a detail of transactions for each GL account. The report will include the date and batch number 
for the transaction. This report can be generated for one or more periods, and for one, several or all accounts. 
User can select to print accounts with zero balance and no activity, print a summary by batch type, or print the 
report sorted by batch type. The report displays with a running balance which will show the account balance as 
of a particular date. The user id of the user that posted the transactions to the General Ledger will print on this 
report. 
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Transaction by Account Report using Batch Type Summary Option: 
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Key to Batch Types: 

 

The summary category for Other transactions on this report will include transactions from GL Standing Journals. 

G/L Batch Transaction Report  

This report is run by batch type and indicates posting information specific to General Ledger type batches. This 
report can be run by batch type or batch number, for one or more periods. 
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Trial Balance 
The Trial Balance is an accounting standard. The report shows both current and year to date totals for each 
account. This report is driven by period and year and can be broken down by branch and department. If the 
option for Zero balances is checked, all accounts will print on the report even if the activity on the account nets to 
zero. 

 

A/P Month End Calculation  

This report provides reconciliation by period and indicates an out of balance within the AP Module and/or a 
difference to the AP Control account. For details on the out of balance in AP, run the reconciliation report in AP 
Reporter, Month End Reports. Summary information by Vendor is listed if the option to “Suppress Details on 
Report” is chosen. If the option is not checked, detailed Vendor information is provided. A difference between the 
AP Module and the AP Control Account can occur if AP batches have not been posted to the General Ledger or 
if entries have been made directly to the AP Control account instead of in the subsidiary ledger. 



10  EFI PrintStream | User Guide 

 
 

 

 

A/R Month End Calculation  

This report provides reconciliation by period and indicates an out of balance within the AR Module and/or a 
difference to the AR Control Account. For detail on the out of balance in AR, run the reconciliation report in AR 
Reporter, Month End Reports. A difference in the AR Module and the AR Control Account can occur if AR 
batches have not been posted to the General Ledger or if entries have been made directly to the AR Control 
account instead of in the subsidiary ledger. 
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AP Tax Summary Report  

This report was designed specifically for Canadian users. This report provides a detail of sales tax paid. It can be 
run for a specific date range and sorted by batch number or account number. United States users should refer to 
the AR Reporter for sales tax reports. 
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Standing Journals Details Report  

This report provides a detail of the current definition of each standing journal. It includes information on the last 
posting date, number of postings (updates), and posting frequency. This report can be generated for one, all or a 
range of Standing Journals. It is recommended to preview/print this report prior to posting of Standing Journals. 
The report can be generated for one journal, all journals or a range of journals. 
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Chart of Accounts  

This shows each account as defined in Masterfile Reports, Accounting Structure, G/L Chart of Accounts, and 
includes its Type, normal balance and an external GL code if defined. This report can be printed for selected 
branches and departments. 
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Trial Balance (Multi Plants)  

The Trial Balance for Multi Plant allows a Trial Balance to be produced for specific plants, Branches, or 
Departments for a specific period. 
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Reconcile Acct  

This provides an AR Reconciliation for one or a range of customers. This information can also be found by using 
the AR Reconciliation in AR Reporter. 
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G/L Entries 
The PrintStream system allows five types of entries to the General Ledger. To navigate the General Ledger entry 
screens, use the Tab key to move from window to window or from button to button.  Once in the grid area, use 
the Enter key to move from cell to cell.  The +/- keys on the number pad will serve as search keys when looking 
for the branch, department and account numbers. 

 

General Journal Entry 

From the General Ledger Menu select G/L Entries; then General Journal Entry. 

 

Create a new batch by right clicking while the cursor is positioned in the batch column of the unposted tab.  

 

Select Create New Batch, verify the date of the batch, (default is the system date), add a description if desired, 
then select Ok. The batch description allows for a short name to go along with the batch for ease of tracking 
when multiple batches are visible. 
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The batch description can be changed by highlighting the batch number, right click and select Edit Batch 
Description. 

 

At the same time the batch is created one new journal will automatically be created, the date will auto-fill, the first 
line number will be assigned, and the cursor will be placed in the next cell ready to receive data 
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The journal date must be in the same period as the batch.  To proceed with the journal entry, a line number must 
first be assigned. The first line number in all journals is automatically assigned. When the user hits the Enter key, 
after completing the Details field, the next line is automatically assigned with the next number.  When the entry is 
complete, select Save and then Close, or Continue working on the same journal. You can also select Save and 
then select New Journal to continue adding more journals within the same batch. Each journal must be in 
balance before it can be saved or posted. The dollar amounts in the debits and credits windows will remain in red 
until the journal is balanced. Once the journal is in balance, the dollar amounts in the running totals fields will 
change to black.  

If you wish to have the details repeated throughout the journal (the default), select Options from the upper 
Toolbar and verify the Repeat Journal Entries Details option has been selected. Deselect if you do not want them 
to repeat. If details are entered, they will appear on the Batch Transaction report, the G/L Account Summary 
Display, the Batch Status Display and the Transaction Ledger. 
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Note It is recommended that journals be limited to 20 lines or less. 

To create a new journal within an existing batch, first left click the batch to work with and then select the New 
Journal button in the lower portion of the screen. The Journal # will automatically be assigned, the date will auto-
fill, the first line number will be assigned, and the cursor will be placed in the next cell ready to receive data. 
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To verify the posting details prior to posting, highlight the batch, right-click, select Preview Batch Posting to 
view/print the batch posting details. 

 

When ready to post, highlight the batch, right-click, select Post Batch and the batch will post. The batch will drop 
from the Unposted list and move to the Posted tab. 
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Standing Journals Entry 

This is a helpful tool to use for entries whose basic structure and frequency remain constant. Creating a 
“template” journal entry to make one or more small changes to each month before posting saves time by 
eliminating the need to re-key the same account information each time the user needs to make a specific entry. 
(This type of entry is ideal for depreciation and payroll entries.) 

From the General Ledger Menu select G/L Entries, Standing Journals Entry. 

You can either work with an existing journal by selecting a journal number from the grid or you can create a new 
journal by selecting Add at the bottom right. By default, all standing journals are listed.  Check the box to Load 
Active Journals Only to filter the list. 

 

For a new Standing Journal select the Add button. Enter a Journal description then save. To proceed click on 
Select. 

 When creating a new Standing Journal Entry, enter the frequency the entry needs to post. The most common 
selection is once per month, i.e. Post Every 1, Month. Enter the first date to post the entry (From Date:) and how 
many times to post it (12 = 1 year). For a quarterly entry, enter 3 and then select Month. The number of postings 
would be 4. For a new entry, the Last Update field will be blank, the Next Update field will be the same as the 
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From Date and the Final Update field will calculate based on frequency and number of postings. The description 
will print on the Posting report and the Standing Journal report. 

Continue to create the entry using the technique described in General Journal Entry and click Save when 
complete.  

 

Standing Journal entries can be updated on a regular basis as needed by selecting the Journal number in the 
grid and clicking on Select. Changes can be made in the grid and saved prior to the scheduled posting. 

Note Make note of the journal number for the following month’s adjustments and future postings. 

To cancel Standing Journals from posting the entire number of postings, refer to the section on Utilities. 

These Journals are posted in the G/L posting screen by selecting the icon for Post G/L Standing Journals, found 
under the G/L Posting menu bar. 

If details are entered they will appear on the Batch Transaction Report, the G/L Account Summary display, the 
Batch Status Display and the Transaction Ledger Report. 

The journal description will print on the last line of the posting report. 

Accrual Batch Entry 

This timesaving feature automatically reverses an entry in the following month.  This type of entry is commonly 
used for payroll accruals, expense accruals, etc. 

From the General Ledger Menu select G/L Entries; then Accruals Batch Entry. 
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Create a New Batch of accrual journals by right clicking while the cursor is in the Unposted batch column. 

 

Select new batch, verify the date of the batch, add a description if desired, then select Ok.  A new batch number 
and a new journal number will be automatically assigned. 
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Enter the journal date, which must be in the same period as the batch. Continue to create the entry using the 
technique described in General Journal Entry. 

When your entry is complete, select Save and then Close. You can also select Save and then select New 
Journal to continue adding more journals within the same batch. 

 

To verify the posting details prior to posting, highlight the batch, right-click, select Preview Batch Posting to 
view/print the batch posting details. 
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To post the Accruals Batch, highlight the batch to be posted, right-click, select Post batch and the batch will post. 
The batch will drop from the Unposted list and move to the Posted tab. 

 

Note The “double entry”, which posts both the day of the entry and reversal entry for the first day of the next 
period. 
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When viewing the entry after posting, the entry screen will include the reversal entries. 
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Miscellaneous General Ledger Payments 

This screen should be used with caution. It is recommended that payments of any type be made through the 
Accounts Payable or Postage modules. If checks are entered directly through this G/L screen, there will not be 
any historical record for the payee and the check will not appear on the monthly check register in AP 
Reporter, nor will it record the payment for 1099 reporting. The payment will appear in the Bank 
Reconciliation program, but there is no printing of the check. Known uses of this screen are to log checks for 
one-time payee's that will not be set up as actual vendors and a manual check was created, or the recording of 
service charges or fund transfers from the bank account. 

 

Create a new batch by right clicking while the cursor is in the batch column. 
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Select New Batch, verify the date of the batch and the bank account number, add a batch description if needed, 
then select Ok. 

 

Click the + symbol, to the left of the batch number and left click the auto created journal number. 
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Enter the date of the payment, the check number (maximum 10 numeric characters), the dollar amount, the 
payee and any necessary details. If the payment is made by cash or credit card, a fake check number should be 
entered. (Remember, the check number will not appear on the check register report if it is entered through this 
program.) 

Complete the entry by filling in the account number to be debited. The cash account will automatically be 
credited based on the bank account number selected during batch creation, select Save and Close. 

 

To verify the posting details prior to posting, highlight the batch, right-click and select Preview Batch Posting to 
view/print the batch posting details. 
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To post the GL Payment batch, highlight the batch to be posted, right-click and select Post Batch. The batch will 
drop from the Unposted list and move to the Posted tab. 

 

Miscellaneous General Ledger Receipts 

This feature can be used for recording any kind of bank deposit that is not Accounts Receivable or Postage 
related, such as interest income or recycling income. When making an entry in this screen, there is an automatic 
debit to cash and the selected account number will be credited. The receipt will appear in Bank Reconciliation, 
but not in any Accounts Receivable or Postage reports. 
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Create a new batch of journals by right clicking while the cursor is in the Unposted batch column.  
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Select New Batch, verify the date of the batch, select the bank account number and then select OK.  A new 
batch number and a new journal number will be automatically assigned. 
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Click the + symbol, to the left of the batch number and left click the auto created journal number. 

 

Enter the date of the deposit, the check number and the dollar amount, the payer and any necessary 
details.  The check number field, which is a required field, will hold a maximum of 10 numeric characters. 
Complete the entry by filling in the account number to be credited. The cash account selected when creating the 
batch will automatically be debited. To complete the entry, select Save and then Close. To enter a new journal, 
select Save and then New Journal. 

 

To verify the posting details prior to posting, highlight the batch, right-click and select Preview Batch Posting to 
view/print the batch posting details. 
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To post the GL Receipt batch, highlight the batch to be posted, right-click, and select Post Batch. The Batch will 
drop from the Unposted list and move to the Posted tab. 

 

Note Miscellaneous cash receipts can also be added through the Cash Receipt program.  Entering through 
the Cash Receipt program will allow the miscellaneous receipt to print on various AR Cash Receipt 
reports as well as on the AR Deposit Slip Report generated in AR Reporter.  Please refer to the AR 
Screens and Procedures documentation for further instruction. 

Display Programs 

G/L Account Summary Display 

This display shows summary and detail transactions by account and by date. Enter the branch, department and 
account number by using the up/down arrows provided or typing directly into the fields, then click Load. This will 
offer several sort options for viewing information: Monthly Actuals vs. Budget, YTD Actuals vs. Budget, Monthly 
Actuals vs. Last Year and YTD Actuals vs. Last Year YTD. Under the Balance tab, view totals by account, by 
period, using comparisons selected.  
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In this same display screen, using the Transactions tab, enter the year and period to and from to view the detail 
of transactions that make up the current balance of the account number under review. The information listed in 
this display can be printed using the Transaction by Account Report, found in the G/L Reports screen. 

 

Batch Display Report 

The second display option, Batch Display Report, views and prints the posted transactions of batches. Select to 
report on the batches by type, date range or batch number range. An additional filter for batches that include a 
specific account number can also be selected. Batch information can be summarized if the summarize 
transactions filter is selected. The report does not indicate posted status; however, it will generate for posted 
batches only. This is an excellent report to verify Batch posting totals for month end. This report mimics the 
Batch Posting Summary Reports that are available at posting. 
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MS Posting Report 

The Materials/Postage Usage posting report is available from the General Ledger Display menu. This report 
should help reconcile usages for both postage and materials. This Report shows the detailed transactions from 
MS Batch Postings. Options include Report by GL Batch and Job’s Final Invoiced (one or all customers), and a 
report by Job Number. Filters to run by Postage, Materials and Labor (if labor WIP option has been implemented) 
are also available. 
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Display Batch Status 

View the status of batches and a summary of the batch posting if the batch has been posted. Select to display. 
The display will list the batches by type, by batch number and date, and whether the batch has been posted or 
not. Enter a date or batch number and click Display. 

When loaded for All Types and a monthly range, this is an excellent way to verify that all batches within the 
period have been posted. 
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By highlighting a specific batch and clicking on the Drill Down key, batch posting details are available if the batch 
has been posted. 
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Batch posting details are available if the batch has been posted.  

 

If you have used the View Invoice Allocations Detail option in AR Invoicing, this display will include every 
allocation for that batch as opposed to summary information.  
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Note The Transaction by Account Report may be a lot longer. DI (AR Invoice) batches may post in detail if 
the workstation which posts the batch has the option for View Detailed Allocations checked.  

General Ledger Posting 
Accounts Receivable Invoices, Accounts Payable Invoices and Checks, Cash Receipts and Postage Checks all 
post from their respective modules. To post General Journals, General Accruals, General Payments and General 
Receipts from the entry screen, right click on the batch number within G/L Entries and select Post Batch, or they 
can also be posted through the General Ledger Posting screen.  

Post G/L Batch 

To post a General Ledger batch, select General Ledger from the Accounting Menu, G/L Posting.  Select the type 
of batch to post; either G/L Batch, G/L Standing Journal or Materials Postage and Inventory to GL. The option to 
Post Labor should only be used with guidance from your PrintStream Accounting support staff. 

If the Post G/L Batch program is selected, enter the batch type or leave it defaulted to All. To eliminate confusion, 
it is recommended that only one batch be posted at a time. Enter the batch number range. Verify the period and 
select Post. 

If you wish to preview prior to posting, preview the batch posting from the G/L entries section. 

The system will send notification once the posting is complete and offer to print a Posting Summary Report.  
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Post G/L Standing Journals  

Post Standing Journals separately from other G/L batches to allow a review prior to posting. Use caution when 
posting the Standing Journals to not post future dates or journals that have not be reviewed or updated. 
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Post Materials, Postage and Inventory to G/L  

Automatically generate a batch number and create an MS Type Batch when it posts. This posting should be 
done at least monthly but may be done as frequently as you want. 

Entries included in this posting include inventory issues, returns and destroys, job costing entry, postage usage 
from statements, postage check and postage usage entry. 

Posting materials will debit WIP and/or material spoilage, and credit material expenses and/or inventory. Posting 
postage will debit postage liability or postage spoilage and credit postage inventory as specified in the Control 
Accounts section of Master File Reports.  

The posting date range entered is restricted to a range of 7 days. (From and To dates must be in the same 
period). 

 

Two options are available for posting job related inventory transactions that occur after a job has been final 
billed: 

1. Use the activity’s general ledger link to expense account, or 

2. Use the Extra Costs control account (XX-XX-XX-XXXX) that has been defined in Company Control 
Accounts. 
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Clicking the Check Posting button will first open a date range verification screen.  Click OK to proceed. 

 

A report summarizing the transactions selected for GL Posting will display. This is a verification of posting and 
could be printed each time a batch is posted.  

 

Once this report is closed, you will once again see the posting screen. The Check Posting button will have 
changed to read Post Transactions. If you agree with the posting report, select the Post Transactions button. 
Depending on the number of transactions to be posted, this may take some time. Do not interrupt the process!  
If you do not wish to proceed with the posting at this time simply click Cancel. 
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Clicking the Post Transactions button will first open a date range verification screen.  Again, click OK to proceed. 

 

Once the posting has completed, a final posting summary report will display. 
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G/L Post Labor 

 Please contact your accounting support contact for the information related to this feature. 
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Post PO Accrual to G/L 

Reference the “Purchase Order Accrual” section, of the Accounts Payable document, for further details on this 
functionality. 
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General Ledger Utilities 
Utilities available to the user include Forward G/L Balances to Next Year, Transfer Customer Postage Balances, 
Remove Standing Journals, Clone Standing Journals and G/L Plant for Standing Journals. 

 

 

Forward GL Balances to Next Year 

To close year-end in General Ledger and begin working in a new year, define the new year and the periods in 
the Accounting Periods file in the Masterfile Reports program.  To begin working in the new year, the previous 
year does not have to be closed. 

Note The Trial Balance and Balance Sheet will be incorrect until the balances are brought forward into the 
new year.  

1. Post all batches, in all modules for the old year. 

2. From Masterfile Reports, select System Maintenance and Accounts Start Periods to enter the Open-
From dates in the new year.  In other words, close the previous year. 

3. From the General Ledger program, check the Allow Multiple Open Forms item under Options.  (This 
allows the Forward GL Balances to Next Year utility to run while the Trial Balance Report is open.) 

4. Have all users sign out of all postage and accounting programs. 
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5. Begin the Forward GL Balances to Next Year from the General Ledger Utility menu and confirm the 
Copy From Year.  If the wrong year is indicated, re-do step 2. 

 

Asset, Liability and Capital accounts roll forward to the same account.  Income and Expense accounts close to 
the Retained Earnings account and reset with a beginning balance of zero. This transaction is recorded behind 
the scenes. No journal entry is made. 

 

Note Previous periods may be re-opened to add transactions and then closed.  The Forward GL Balances to 
Next Year utility may also be re-run as many times as necessary. It must be run again if adjustments 
are made in the previous year. 

Transfer Customer Postage Balances 

Additional year-end requirements exist for postage module users to establish the summary balance for 
customers. 

The General Ledger Transfer Customer Postage Balances utility must be run. This utility does not care about 
closed periods/years - but remember to re-run it if additional postage transactions are added to the old 
year.  This may be re-run as many times as necessary. 
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Remove Standing Journals 

After creating a standing journal, the need may arise to cancel the journal sometime in the future. This utility, 
when the journal is selected, removes the journal number from the list of open journals (in standing journal 
creation), and prevents further postings to the General Ledger. 

To remove a standing journal, from General Ledger, Utilities select the icon Remove Standing Journals. From 
the table, check the box for the journal you wish to Remove from Posting and List of Available Journals and click 
Save. 

 



V21.1.0200 General Ledger  51  

 
 

 

 

A Standing Journal entry can be added back by reversing the process outlined previously.  Journal entries added 
back will only be available for posting for unposted dates in the date range specified. 

Clone Standing Journal 

Previously created standing journals can be duplicated and modified using this utility. Once the journal to be 
cloned has been selected from the drop-down box, new dates and posting details must be assigned.  The next 
available standing journal number will be assigned to it. This journal should then be opened in the standing 
journal entry screen and modified as needed. 
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G/L Plant for Standing Journals 

Only relevant in a multi-plant database, this utility will allow you to assign existing Standing Journal entries to one 
specific plant.   
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Bank Reconciliation 
For optimal use of this section, select Options and Allow Multiple Open Forms before using the Bank 
Reconciliation program. This module has no accounting affects. 

 

Mark Checks as Cleared 

On a daily or monthly basis, individual checks for a bank account should be marked as cleared. Checks for 
Accounts Payable, Postage and Miscellaneous Payments in the General Ledger will appear in this module. All 
types of check batches must be posted for the checks to be marked as cleared.  

In addition to entering a date range to load checks for clearing, a range of check numbers may also be entered. 
By looking at the bank statement for sequences of checks that have cleared the bank, the sequence to be 
cleared on the bank reconciliation screen can be loaded and many checks can be cleared with a minimum of 
keystrokes.   

There are three methods of loading checks for clearance: 

1.   Load By Date Only - Manually input the From Date and To Date dates in the date-labeled boxes. The 
default From Date is the earliest date of a non-cleared check. When there are dates in both the From 
and To Date boxes, the check number boxes will default to an all check range of #1 to # 999999999. 

2.   Load By Check Numbers Only - Enter the appropriate check numbers in the From Ck # and To Ck # 
boxes to clear a sequential range of checks. The To Date box must be left blank.  

3.   Load By Check Numbers within a Date Range -To load checks within a specified check and date 
range, enter a specified date and check range.  

Checks that have been voided or cancelled will be highlighted in Red. Checks that have been previously cleared 
will be highlighted in yellow. Checks that were created as EFT’s will have a check mark in the EFT column.  To 
not have voided checks display, place a check mark in the box next to Don’t Display Voided Checks. 

The date entered in the Cleared Date input box will be the cleared date for each check that is subsequently 
cleared. The Cleared Date box will default to the current system date. Checks can be cleared one at a time by 
clicking the small square button in the Cleared column or depress the Mark All button and all the non-cleared 
checks that are loaded will be cleared. Checks must be posted to the General Ledger before they can be marked 
as cleared. 

By selecting the appropriate method of clearing checks, the number of required keystrokes can be minimized. 

Press the Save button when all checks have been marked as cleared. 

Mark Receipts/Deposits as Cleared 

To enable the Mark Checks as Cleared and Bank Reconciliation screen to be open at the same time, go to 
Options and select Allow Multiple Open Forms. 

This screen has the same functions and operates in the same way as the Mark Check screen.  Select the bank 
account and deposit date range, or if you use the AR Bank Deposit report in conjunction with Cash Receipts 
batches (Deposit amounts are equal to the batch amount), loading by individual batch number can be useful. 
Press Load.  Deposits made through AR Cash receipts module and Miscellaneous G/L Receipts will appear. 
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The date entered in the Cleared Date field will be the cleared date for each deposit that is subsequently cleared. 
This field is defaults with the system date but can be changed. Deposits can be cleared one at a time by clicking 
the small square button in the Cleared column or depress the Mark All button and all the non-cleared deposits 
that are loaded will be cleared. Deposits must be posted to the GL before they can be cleared. 

By selecting the appropriate method of clearing deposits, the number of required keystrokes can be minimized. 

Press the Save button when all deposits have been marked as cleared. 

Spreadsheet Imports to Mark as Cleared 

Both checks and receipts/deposits can also be marked as cleared using imported spreadsheets.  See the File 
section of this document, under the Menu Options heading, for further details. 

Bank Reconciliation Form 

The Bank Reconciliation Form compares the PrintStream cash account balances with the bank account 
balances. 

Enter the reconciliation date, select the bank account and enter the balance per bank into the yellow box to 
complete the reconciliation form. Enter any bank charges or other reductions not recorded and any interest or 
other credits not previously recorded in the General Ledger.  If the Auto Calculate box is left un-checked, the 
input box on the right remains highlighted in yellow and a figure could be entered for deposits in transit. (These 
are deposits that have been entered into PrintStream, but do not appear on the bank statement.) If the box is 
checked, the input box will change from yellow to green and the system will automatically enter the un-cleared 
items from the Mark Deposits screen.  Press the Calculate button when entries are complete. 
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The Calculated Cash Balance is the difference between the PrintStream cash account and the bank statement 
amount. These amounts should equal, and the Unreconciled Difference should be zero. 

Select the Report button to create the following: Bank Reconciliation Report, List of G/L Transaction included in 
Calculation, List of Non-Cleared Checks, and a List of Receipts included in Calculation. 
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Bank charges and other reductions along with interest and other credits from the bank statement will need to be 
recorded in the General Ledger Entry screen. They are not automatically recorded from this screen. 

Transactions by Bank Account 

This report can be printed prior to beginning the reconciliation process. Enter the bank account to report on by 
clicking in either field and directly typing the information or using the up and down arrow keys on the keyboard to 
search for it.  Enter the applicable dates and click either Preview or Print. 
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The first section lists all checks written for the date range specified, including the check number, amount and the 
module it was created in. The Y or N in the left side column indicates posting status. If a check or receipt has 
been marked as cleared in PrintStream, the cleared date will show in a column to the right. The second section 
of the report shows the details of the receipts. The third section shows recap totals for the preceding two pages. 

Budgets for GL Accounts 
Budget amounts are entered by individual General Ledger accounts. First, select the year from the drop-down 
box, then select the account. Click on the cell that corresponds with period 1, under the Period Budget column. 
For income (revenue) accounts, enter the budgeted dollar amount with a negative dollar amount. Continue for 
each period, and then select Save. You may now select another account to enter. For amounts that are 
duplicated, the ctrl-c (copy) and ctrl-v (paste) functions can be used to copy and paste throughout the table. The 
year to date budget amounts will automatically update, as will the last year actual columns. 

Accounts with budgets saved in previous years can be cloned into future/previous years. Once cloned, the 
amounts can be modified if necessary using steps above. To clone a budget entry, select the year and account 
number to be cloned, then select the year to clone to and press the Clone button. You will receive a confirmation 
screen. 

To see a report of budget entries, use the Financial Reports module and select the format type to be 12 months 
budget. 

The budget program is also available in the Master Files Reports program. 

If you do not see this option, check with your PrintStream Administrator. This is available through Security 
Events. 

Note Budget data can also be imported from a spreadsheet.  See the File section of this document, under the 
Menu Options heading, for further details. 
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Menu Options  

File 

 Download Chart of Accounts – For Support Use only. Used to create the initial Chart of Accounts for 
the company. The spreadsheet entitled GL Chart can be found in the PreInstall Guide. 

 Create GL Journal from Spread – Allows the user to import journal entries from an Excel spreadsheet. 
(See end of document for format.) 

 Create/Post GLJournal from Spread – Same as above; however, the batch will automatically post 
without an option to preview or edit. Not recommended 

 Download Accrual Journal from Spread – Same as option 2.  When posted, this entry automatically 
creates the reverse entry.  See the section of Accrual Entries.  

 Download Budget for GL Accounts – Allows user to import budget amounts into the budget program.  
The spreadsheet used requires a specific format and can be obtained from your Accounting support 
person. 

 Download Cleared Checks for Bank Account – Allows user to mark checks as cleared as done in the 
Bank Reconciliation area. The spreadsheet used requires a specific format and can be obtained from 
your Accounting support person. 

 Download Cleared Receipts for Bank Account - Allows user to mark checks as cleared as done in 
the Bank Reconciliation area. Again, the spreadsheet used requires a specific format and can be 
obtained from your Accounting support person. 

 Create AP Batch with Invoices (beginning Aging balances for the Vendors) – See end of 
document for format. Use only with the help of PrintStream Accounting Support. 

 Show Printer – shows the default printer for reports. 

 Default Layout – changes layout of screen to the default of the program. 

 Exit – closes out the General Ledger module. 
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Options 

 Allow Multiple Open Forms – allows the user to have more than one screen open at a time.  

 Repeat Journal Entries – defaults to have line details repeat for each line in a journal. 

 Unlock Posting – Contact EFI PrintStream Support before using this function. 

 Unlock GJ Batches – Contact EFI PrintStream Support before using this function. 

 Unlock GA Batches – Contact EFI PrintStream Support before using this function. 

 

Window 

Allow a user to organize multiple open windows, when the option to Allow Multiple Open Forms is selected. 
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Beginning “Quiz”/Review – General Ledger 
1. Create a journal entry batch and a journal with today’s date. 

2. Insert the following transaction lines: 

 Debit a depreciation account for $200.00, credit an accumulated depreciation account for $200.00 with 
a description of monthly depreciation expense.  Debit an interest expense account for $31.25 and credit 
a cash account for $31.25 with a description of monthly interest charges. 

3. Save your work. 

STOP HERE:  Show your instructor the journal entry created before continuing… 

4.        Change the depreciation journal entry from $200.00 to $265.32. 

5.        Create a new journal with yesterday’s date. 

6.         Debit a utility type of expense account for $435.00 and credit an accrual account for $435.00. 

7.         Save your work. 

8.         Preview and print the Batch Posting Transaction Report and give to your instructor for review. 

9.         Post the batch after your instructor has reviewed the Batch Posting Transaction Report. 

Intermediate “Quiz”/Review – General Ledger 
1. Create a new Standing Journal. Indicate you would like it to post once every month starting the first day 

of the current month and also indicate you would like it to post for a total of 12 postings.  Save your 
changes. 

2. Add the following standing journal entry transactions: 

a. Debit salary & wages expense           18,900.00 

b. Debit a payroll tax expense             615.00 

c. Debit a legal/accounting expense             50.00 

d.  Credit a cash account                        19,565.00 

3. Save your work. 

4. Print a Standing Journal Report for the journal entry you just created.  Show your instructor. 

5. Add the additional lines to the standing journal entry you just created: 

a. Credit a health insurance expense account 1,285.00 

b. Debit an employee advance (or similar) account 2,300.00 

c. Change the credit to the cash account 21,865.00 

6. Save your work. 

STOP HERE:  Show your instructor the standing journal entry before continuing… 

7. Post the standing journal entry created for the current month. 

8. Print the Standing Journal Posting report. 

 

Advanced “Quiz”/Review – General Ledger 
1. Create a new Miscellaneous GL Receipt Batch with today’s date and use the standard cash account 

available. 

2. The miscellaneous receipt is a health insurance refund in the amount of $485.00.  Fill in the required 
information to complete this transaction. 
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3. Preview the Batch Posting Report.  Print the report. 

STOP HERE: Show your instructor the Batch Posting Report before continuing… 

4. Post the Miscellaneous GL Receipt batch. 

5. Print a report that will give you the current balance in each of your cash accounts.  Show it to your 
instructor. 

6. Preview a listing of the Chart of Accounts in the database.  Show your instructor. 

 


