First, put a header in with your name (insert header/footer)

Define the following:
1. Ledger

2. General Ledger

3. Account number

4. File Maintenance


5. Opening an account

6. Posting

Questions for individual study:

1. Why are general ledger accounts used in an accounting system?

2. In what order are accounts arranged in a general ledger? (list all 5 categories)

a.
b.

c.

d.

e.

3. What is indicated by each digit in an account number?

4. Why are unused numbers usually left between account numbers on a chart of accounts?

5. What number is assigned to a new account inserted in a chart of accounts between accounts numbered 530 and 540?

6. What number is assigned to a new account added at the end of a division in which the last account is numbered 550?

7. What are two steps in opening a new account?

a.
b.

8. Why are amounts posted from a journal to general ledger accounts?

9. What are the five steps in posting an amount from a journal to a general ledger account?

10. How is a new account balance calculated when the previous balance is a debit and a debit entry is posted?

11. Why are separate amounts in special amount columns of a journal not posted individually?
12. Why are the totals of a journal’s general amount columns not posted?

13. What is done to indicate that the general amount column totals are not posted?

14. What is done to indicate that a special amount column in a journal has been posted?

15. What gets marked in the post ref area on each entry into the general ledger?

