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InTejiylipo HOW-TO GUIDE

NAME OF PROCESS

General Ledger Batch Management

Use Case / Objectives

This article will walk through updating unposted General Ledger Batches including deleting
a line, updating a batch, and deleting an entire batch.

Configuration, Training, and Reporting

This document assumes you know how to perform basic Search functionality to find
information in the system (i.e., F4 search). The steps for this are not included within this
document.

Field definitions for applicable tasks are available in the Reference Glossary. To view
these definitions either click on the screen name in the task or scroll to the end of the
documentation to view the Glossary.

Menu options to access:

General Ledger => Transaction Processing => Enter/Edit G/L Journal Entries
General Ledger => Transaction Processing => Print G/L Journal Entry Edit
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Updating or Deleting Information on an Open/Not
Posted Batch

Process Steps

1. Log into the RolePlay environment using your credentials.
2. On the General Ledger menu, in the Transaction Processing section, click on the
Enter/Edit G/L Journal Entries option.

General Ledger

Q_ Search These Tasks

Bank Transactions Menu General Ledger Maintenance Transaction Processing

22 BankAccount ¢ Default System GIL Values - I 22 Enter/Edit G/L Joumal Entries I -
2 Bank Statement b Maintain G/L Revenue Distribution - SR < T g R
¢ Bank Transfer S Maintain G/L Sales Revenue Distribution - ltem ¢ Post G/L Journal Entries
22 Notes Receivable 2 AR Adjustment Codes 22 GIL Transaction File Edit
¢ BankAccount Journal (%)  Cash Account Currency Maintenance ¢ Print Invoice Batch Edit Report
¢ Journal Code Maintenance Create Invoice G/L Journal Batch
Lawson Interface: = Analysis Code Maintenance 2 Month End Processing
% Joumals Report a 22 Journal Code Default Maintenance 22 Year End Processing
3
@  Joumal Summary Report ¢ Amortization Schedule ¥ % Manual Lettrage Y
¢ VAT Joumals Report Master File Maintenance Master File Listings
% General Ledger Report
N General Ledger by Vendor Report 22 GlLAccount Master File % GIL Account Master File Listing
3
2C__G/L Format File 2C___G/L Format File Listing

3. On the G/L Journal Transaction Entry - Launch screen, click on FO4 Search to see all
the open/unposted batches.

Enter/Edit G/L Journal Entries.

Enter/Edit GIL Joumal Entries

3122 10:09:13 6L Journal Treasacticn Entry Sys: €MD 112

o 1 Display Functions

4. The GL Batch Look Up screen opens displaying a list of all open/unposted batches.

Enter/Edit G/L Joumn

3/12/26 13:42:39 GL Batch Look Up

Created by: WE123DC

Options: 1=Select

0 Batch # T Description Date Control Total Batch Total
[] espeeepa7s TESTING 1/88/25 1e0.08 100.08
|:| 8000800479 TESTING 4/81/25

[ L] cooooe0aes v oTegrInG 11/01/25 1,000.00 1,000.00
0000800588 N TREINING 3f1z/26 1,586.00 1,500.80

e RG0Sl RECEIPTS 67/31/25 7/31/25 200.08 200.88
[] 8808811197 A CASH RECEIPTS 87/31/25 T7/31/25 200.00 200.80
|:| 8808811193 A CASH RECEIPTS 07/31/25 7/31/25 200.00 200.80
I:l 9808811199 A CASH RECEIPTS 07/31/25 7/31/25 200.00 200.88
|:| 8808811233 A CASH RECEIPTS 18/@7/25 18/87/25 1,588.08 1,580.80
[] eapee11258 A CASH RECEIPTS 18/29/25 18/29/25 1,208.00 1,200.80
|:| 8806811268 A CASH RECEIPTS 18/31/25 18/31/25 2,561.76 2,561.76
I:l 8808811266 A CASH RECEIPTS 11/16/25 11/16/25 1,456.08 1,456.80
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5. Type 1 in the O field next to the Batch you need to update and press enter.
6. The G/L Journal Transaction Entry - Launch screen displays and the selected batch
will populate the Batch field.

3/12/26 168:13:88 /L Journal Transaction Entry

Batch Number H BBB6BBB568|

7. Press Enter to view the batch information.

3/12/26 13:45:20 6/L Journal Transaction Entry
Batch Number : 0806980580
Batch Date :
Description
Control Total :
Bateh Type DN (vwR)

Default Date :

Batch Total
Total Transactions:

1,500.00

Journal code  :

LI

sinulation

8. If desired, update the Control Total and Description by typing in the corresponding
fields.

9. If you change the date you may want to make sure to change the dates on the lines on
the later screens as well.

10. Press Enter to open the G/L Journal Transaction Entry screen.

11. You can enter more lines here if you want to add to the existing batch.

12. Press F7 on your keyboard or click on FO7 Change entries in the Display Functions
menu to display current entries on the batch.

Enteri/Edit G/L Joumnal Enfries
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Display Functions
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13. The screen will refresh to display the details of the batch.

3/12/26 13:47:14 6/L Journal Transaction Entry Sys: DEMD V12
Batch date: 3/12/26 Batch number: 0000BEA500 Close batch: E (v/N) Cmp: RM
Description: TRAINING
_Seq Date T __Account number Amount Description An cdl An cd2 An cd3 An cd4 An cdS An cdé

+ [3732/28 T [ Sioteepeseetes [ mseedmmmme [ 11111
BY 77 o v U TR o3 —— — ] w— — — ] —  —
R e rr e e e v L ———  — — — — ] —  —
4«1 Bl ][ I ) s I [ e |
s Bl ] [ Il ) i s Y i e |
o1 Bl ] [ Il ) i s Y s e |
7 BI ] [ i ) i s I s e |
a1 Bl ][ I ) s I [ e |
o1 Bl ] [ Il ) i s Y i e |
LY — ] [ Il ) i s Y s e |
o — ] [ T ) i s Y s e |
12 ] @I ][ I s Y s e |
et — ] [ Il I COCJCJC 0
1] Bl ] [ I i I s e s e |
Lact Trsnsaction Enteren
Control Total : 1,500.80 Batch Total H 1,500.68
Total Debits .ea Total Credits : .68
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14. You can add additional lines here if desired.

15. If you changed the date on the earlier screen you will want to change the dates here
to match.

16. If you enter additional lines, you will need to press Enter to update the Batch Total,
Total Debits, and Total Credits at the bottom of the screen depending on what
information you added.

17. To delete a line from the batch, type X on the line where the D/C is for transaction
type (column header T).

Enter/Edit G/L Journal Entries

3/12/26 13:47:14 6/L Journal Transaction Entry Sys: DEMD V12
Batch date: 3/12/2¢ Batch number: 6066068500 Close batch: E [s70)] Cmp: RM
Description: TRAINING

_Seq Date o er Amount Description An cdl An cd2 An cd3 An cd4 An cd5 An cdé
e | I s I e s |
RIETeTE = Tl Wt T 7 0 —— ) w— O i— i— — —  —
Rl TieTe i e 3 O C—— ] — — — ] w— — —
«— &I T | T | O O O O 1
s BI il I I COCOC OO0 03
s Bl il Il s e s s
7 Bl K I | 0 ) o o e
« ) B K I | 0 ) o o e
s BI il Il [ COCOCJC 3
10— BI i I I CO O OO0
1 B K I | 0 ) o o e
12 ] Bl K I | 0 ) o o e
13— Bl ik i ) Y s s
11 BI il i ) s e s s

Last Transaction Entered
Control Total : 1,560.80 Batch Total H 1,566.80
Total Debits : .68 Total Credits : ;03]

18. Press Enter to update the totals at the bottom less the line with the X on it.

EnlexEst GiL o Enines
EntsafEl GIL Journal Ertres

3/12/26 13:47:14 8/L Journal Transaction Entry Sys: DEMO V12
Batch date:  3/12/26 Batch number: 8908009580 Close batch: N (Y/N) Cmp: RN
Description: TRAINING
_Seq _Date I _ Account number __ Amount Oeserdption  An cdl Ancd2 AncdS An cd4 An cdS  An cde

1[3/12/26 X [ 51010000000100 250.00 TRAINING o [ [ o —|
2 [3/12/28 T [ 71000001000108 [ 1500.00 TRAINING o s [y [y S S i —
3 [3/12/2¢ D [ 21226868086888 1250.88 TRAINING 11
4 0 ! |1 | [
5 0 1 [ |1 ] [
6 o [l [
7 o e [ e [ e [ e [ — iy —
& D o e [y S—  —
? 0 | | [ | [
10 0 I |1 | [
1 0 [ | [ ] [
12 o o e | S—  —
13 [ ) o [ [ e [ e — iy —
14| D [ I | [
Last Transaction Entered
Control Total : 1,500.00 Batch Total 1,250.00
Total Debits : 1,250.00  Total Credits : 1,500.80

19. Press F3 to Exit and then follow the same steps to view the Batch, you will see the
line no longer displays in the list.

ErleE G Joumna s
ErfeEd GL Jounsl Extes
3/12/26 13:58:37 G/L Journal Transaction Entry Sys: DEMO V12
Batch date:  3/12/2¢ Batch number: 9080090560 Close batch: Ml (Y/N) Cmp: RM
Description: TRAINING
—Seq _Date I _ Account number Amount  Deseription 4n cdl An ed? An cdl An cdd An cdS An edé
1 [3/12/2¢ [l [_71080001000106 1500.00) [TRAINING
2 [3/12/24| D[ 212200e8008686 1250.0@ TRAINING
3 o Iy o oy Sy S i S—
4 o o oy o o — Ry —
5 o ] s I o sy s [ —)
6 2] o I iy S— SO S—
7 o [ o sy o e [ —|
8 D Iy Iy S— S S—
9 o I S— — [ —
10 o I [ e I S N S—  —
1 o IS [ S Iy [y S y —
12 o I [ e [ o S N S— ) S—|
13 1o 1 [ I I [
14 1ol 1 [ I I [
Last Transaction Entered
Control Total : 1,500.00 Batch Total 1,250.00
Total Debits : 1,250.80  Total Credits : 1,560.08
Enter or change detail information and press Enter to continue.
=
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Deleting an Unposted G/L Batch

Process Steps

1. On the General Ledger menu, in the Transaction Processing section, click on the
Print G/L Journal Entry Edit option.

>  Enter/Edit G/L Journal Entries

> Print GIL Journal Entry Edit

0s ournal Entries
»%  GiLTransaction File Edit
> Print Invoice Batch Edit Report
/" Create Invoice G/L Journal Batch
> Month End Processing
~0 Year End Processing

»2 Manual Letirage

2. The GL Journal Transaction Edit screen opens displaying a list of all open/unposted

batches.
Print G/L Journal Entry Edit
Print G/L Journal Entry Edit

3/12/26 15:34:53 6/L Journal Transaction Edit
Created by:

Batch# Description Date Control Total Batch Total
[] 0000800476  TESTING 1/08/25 100.00 100.00
[] 0000000479  TESTING 4/01/25 .00 .00
[] 0000000495 Y TESTING 11/01/25 1,000.00 1,000.00
[] 00008005608 N TRAINING 3/12/26 1,500.00 1,250.00
[1 6080611196 A CASH RECEIPTS 87/31/25 7/31/25 200.00 200.00
[] 0800011197 A CASH RECEIPTS 87/31/25 7/31/25 200.00 200.00
[] 06000011198 A CASH RECEIPTS 07/31/25 7/31/25 200.00 200.00
[] 0000011199 A CASH RECEIPTS 87/31/25 7/31/25 200.00 200.00
[] 0000011233 A CASH RECEIPTS 10/07/25 10/07/25 1,500.00 1,500.00
[1 6060611258 A CASH RECEIPTS 10/29/25 10/29/25 1,200.00 1,200.00
[] 0000011260 A CASH RECEIPTS 10/31/25 10/31/25 2,561.76 2,561.76
[] 06000011266 A CASH RECEIPTS 11/16/25 11/16/25 1,456.00 1,456.00

Select a batch to be printed ("I"=interactive, "S"=submitted, |"D"=delete).

3. As noted at the bottom of the screen, type D (delete) in the field in front of the batch
you want to delete.

Print G/ Journal Entry Edit
Print G/L Journal Entry Edit

3/12/26 15:34:53 G/L Journal Transaction Edit
Created by: WG6123DC

Bafch# Description Date Control Total Batch Total
D cosopeps76  TESTING 1/08/25 160.00 100.00
0000PO0479  TESTING 4/01/25 .00 .00

0000000495 Y TESTING 11/01/25 1,000.00 1,000.00
[] ooooeees08 N TRAINING 3/12/26 1,500.00 1,250.00
[] 0000011196 A CASH RECEIPTS 087/31/25 7/31/25 200.00 200.00
[] 6000011197 A CASH RECEIPTS 07/31/25 7/31/25 2008.00 200.00
[] 0000011198 A CASH RECEIPTS 07/31/25 7/31/25 2008.00 200.00
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4. Press Enter and the message shown below displays.

Print G/L Joumal Entry Edit

G/L Journal Transaction Edit

Created by: WG123DC

Control Total

3/12/26 15:34:53

Batch#

Description

Date

Batch Total

[0 eee0E08476
[] eeeee08479

TESTING
TESTING

[] 0000000495 Y TESTING
[] 0000000500 N TRAINING

[] 00006011196 A CASH
[] 00006011197 A CASH
[] 0000011198 A CASH
[] 0000011199 A CASH
[] 00006011233 A CASH
[] 0000011258 A CASH
[] 0000011260 A CASH
[] 0000011266 A CASH

RECEIPTS 07/31/25
RECEIPTS 07/31/25
RECEIPTS 07/31/25
RECEIPTS 07/31/25
RECEIPTS 10/07/25
RECEIPTS 10/29/25
RECEIPTS 10/31/25
RECEIPTS 11/16/25

1/08/25
4/01/25
11/01/25
3/12/26
7/31/25
7/31/25
7/31/25
7/31/25
10/07/25
10/29/25
10/31/25
11/16/25

100.

)

s61
456

(RN

,000.
,500.
200.
200.
200.
200.
500.
200.

00
.00
00
00
00
00
00
00
00
00
.76
.00

100.00
.00
1,000.00
1,250.00
200.00
200.00
200.00
200.00
1,500.00
1,200.00
2,561.76
1,456.00

| Batch Deletion Pending ---> 0000000476 |

5. Press Enter again and the batch description will change to show it has been selected.

Print G/L Joumnal Entry Edit
Print G/L Joumal Entry Edit

3/12/26 15:34:53 G/L Journal Transaction Edit
Created by: WG123DC

Batch# Description Date Control Total Batch Total
| 0000000476 BATCH SELECTED 1/08/25 100.00 100.00
| 0000000479  TESTING 4/01/25 .00 .00
[TUUUUUU04aYS ¥ TESTING 11/01/25 1,000.00 1,000.00
[] 0000006500 N TRAINING 3/12/26 1,500.00 1,250.00

6. To verify the batch has been deleted, press F3 to exit, then go back to the GL Journal
Transaction Edit screen.
7. The deleted batch no longer displays in the list.

Print G/L Journal Entry Edit
Print G/ Joumnal Entry Edit

3/12/26 15:41:32 G/L Journal Transaction Edit
Created by:

Batch# Description Date Control Total Batch Total
[] 0000008479  TESTING 4/01/25 .00 .00
[] 0000008495 Y TESTING 11/01/25 1,000.00 1,000.00
[] 0000000500 N TRAINING 3/12/26 1,560.00 1,250.00
[] 8000011196 A CASH RECEIPTS 07/31/25 7/31/25 200.00 200.00
[1 66EAB11197 A CASH RECEIPTS 07/31/25 7/31/25 200.00 200.08
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Reference Glossary

Field Definitions for Tasks
Enter/Edit G/L Journal Entries - Launch

Batch Number - Enter the number of the G/L journal entry batch that you want to
enter or edit. If you do not know the number of the batch you want to edit, press F4
to advance to the G/L Batch Lookup screen to search for it. The lookup screen lists all
manual journal batches entered in this program, and it also lists A/R Adjustment
batches (Type A) that were entered in the Accounts Receivable application, and Sales
Journal batches (Type S) that were automatically created when a sales invoice is
entered in the Operations application.

Batch Date - Enter or accept the date of the batch creation. This date is not the date
of the transactions within the batch, nor the posting date.

Description - Enter a brief description for the batch. For example, June 25, 2010,
journal entries.

Control Total - Enter the total of all transactions for the batch. This total is compared
to the total that the program calculates as transactions are entered for the batch. If
the two totals do not match, the batch cannot be posted.

Batch Type - Enter the code that represents the type of batch you are entering. Valid
codes are:

o Y - Recurring: After the batch is posted, the system creates a new batch each
month that is just like the original but dated for that month. You can edit and
post these monthly batches, or you can delete them.

o N - Non-recurring: A one-time batch.

o R - Accrual/Reversal: After the batch is posted, the system creates a new
batch for the next month with the signs reversed. This type of batch does not
continue into the next year. You must re-enter Accrual/Reversal batches as
appropriate in the new year.

Default Date - Optionally, enter a date to default on the batch's detail transactions.
Batch Total - Displays the batch total as calculated by the system. This total must
match the control total you entered, or you cannot post the batch.

Total Transactions - Displays the total number of detail transactions you entered for
the batch. The following fields are only available when the Use expanded screen field
is set to Y in control record APGLFM.

Journal Code - If applicable, enter a journal code that applies to all of the journal
entries in the batch.

Simulation - Indicate whether you want to run a simulation for the batch so that
transactions do not affect the G/L journal file (GLJRNLFL) and the G/L master file
(IGMSTRFL).
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