
 

How to Create New GL Account 
*BEFORE STARTING, VERIFY YOUR ACCOUNT STRUCTURE* 

 

Creating Main Account 
1. General Ledger > Setup > Main Account Maintenance 
2. Create Main Account number 
3. Enter Description 
4. Enter Short Description (Optional) 
5. Verify Account Group/ Category / and Type 
6. Select Accept 

 
 

Creating Sub Account 
1. General Ledger > Setup > Sub Account Maintenance 
2. Select dropdown Segment as Department or Location 
3. Create Sub Account 
4. Enter Description 
5. Enter Short Description (Optional) 
6. Select Accept 



 

 
 

Creating the new GL account 
 

1. General Ledger > Main > Account Maintenance  
2. Enter the new main account number. *Verify it says **NEW** 

a. If you created a new sub-account number, you can add it after the main 
number.  

3. Verify Group/Category/Type came in correctly from setup 
4. Select OK  

 
 


