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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
B Main Account Maintenance (TST) 10/25/2024 - X
MainAccount 102 R M4 b0 Copy... Apply...
Description I ]
[Shon Description
Account Group 000 (-\ CURRENTAS&ETS
Account Category |Assets ]
Account Type Cash b
Cash Flow Type None v
Status Active v
Start Date r
End Date rf
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Creating Sub Account
General Ledger > Setup > Sub Account Maintenance
Select dropdown Segment as Department or Location
Create Sub Account
Enter Description
Enter Short Description (Optional)
Select Accept
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E Sub Account Maintenance (TST) 10/25/2024 — X

Segment -}c 4 P M Copy
Sub Account Q ]
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Description

\.

[ Short Description
Status Active o .
Start Date Fa
End Date ran
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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

B Account Maintenance (TST) 10/25/2024

Account No. | 102-000,000 QW49 PMT
Descripton [zm% |
1. Main 2. History 3 Variance 4. Transactions

Account Group | 000 | curmenT asseTs
Account Category| Assets

Account Type ash

Status Active v

Start Date ' &

End Date (&

Cash Flow Type T v
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