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COMPUTERIZED POSTING INSTRUCTIONS
LOS ANGELES UNIFIED SCHOOL DISTRICT

Student Body Fiscal Services Branch

POSTING TO THE STUDENT BODY LEDGER
I. POSTING OF RECEIPTS AND BANKING OF COLLECTIONS    

A. Posting receipts for cash and checks received for student body.

1. Enter the date of the receipt in column A.
2. Enter the receipt number in column B – NUMBER.
3. Enter the amount of the receipt in the DEBIT side of column B

4. Enter the name of the person the money was received from and the purpose in col. E.

5. Enter the amount of the receipt in the CREDIT side of the appropriate account (columns F–R).
 Note:  If for example the credit amount for this transaction is posted to General Student Body, col. P; please do not forget to put an explanation in col. Q. 
B. Posting a bank deposit

1. Enter the date of the deposit in col. A.

2. Enter the total amount of the receipts that are included in the deposit in the CREDIT side of col. B.  (The deposit may be one receipt or several receipts.) 
3. Enter the amount of the deposit in the DEBIT side of col. D if it has not been automatically entered for you.  If your deposit does not equal your receipts, the difference should be posted to column. C.  If it is a shortage, post to the DEBIT side, if it is an overage, post to the CREDIT side.
4. In the left side of col. E, write Deposit, on the right side put Rec.# -------. (make sure to list all receipts included in the deposit.
II. POSTING A CHECK THAT WAS ISSUED

A. STEPS TO FOLLOW

1. Enter the date of the check in col. A.

2. Enter the amount of the check in the CREDIT side of col. D (checks issued).

3. Enter the number of the check in the number space of col. D.

4. Enter the name of the person or company the check is written to and the purpose for which the check is written in col. E.

5. Enter the amount of the check in the DEBIT side of the appropriate account (col. F-R).  (Only use col. R if payment is made for a prior year expense.).
III. POSTING JOURNAL ENTRIES FOR NSF AND VOID CHECKS

A. Posting NSF checks (Checks included in your deposit but not honored by the Bank).

1. Enter the date in col. A.

2. Enter JE in the space provided for the check number in col. D.

3. Enter the amount of the check and bank charge in the DEBIT side of col. D with a minus (-) sign before the amount.  The computer will automatically put the amount in brackets and deduct it from the column total.

4. Enter the name of the person who wrote the check in col. E, and state NSF check.

5. Enter the amount of the check and the bank charge in the CREDIT side of the appropriate column (F-R).  Put a minus sign before the amount and the computer will put it in brackets.

6. Remember to make a copy of the NSF check before it is returned to the payer.  You will only return the check if the payer has reimbursed you for the NSF check.   
7. When you get reimbursed for the NSF check, you must issue a receipt and make a deposit.  
Note:  If the check was given to purchase a fund-raising item, the posting of the returned check should be in the column where the fund-raising was recorded.
B. Posting checks issued in the current year but are subsequently void.
1. Enter the date of the journal entry.

2. Enter JE in the space provided for the check number in col. D.

3. Enter the amount of the void check in the CREDIT side of column D with a minus in front of the amount, (the computer will automatically put it in brackets).

4. Enter an explanation of why the check is being classified as void in col. E.

5. Enter the amount of the void check in the DEBIT side of the account where the check was charged when it was originally written with a minus in front (the computer will automatically put it in brackets). 
C. Posting a check issued in the previous year, and subsequently classified as void.

1. Enter the date of the journal entry.
2. Enter JE in the space provided for the check number in col. D.

3. Enter the amount of the void check as a DEBIT to col. D.

4. Enter an explanation of why the check is void and being reposted to the debit side of col. D.

5. Enter the amount of the void check in the CREDIT side of col. R.  Remember to put an explanation in col. Q.

When you have posted all transactions for the month, go to the TB & FC Tab (lower left-hand tab) and check to ensure that your accounts are in balance by verifying that the total of all the debits are equal to the credits.  Save your ledger.  Prepare the Bank Reconciliation (make sure that the adjusted checking account balance equals the column D amount*) and print the ledger and the reports. HIT SAVE. 
Do not go to the next month unless you are in balance. Call your coordinator to assist you if you cannot figure out the imbalance. 

 NOTE; REMEMBER, A TRANSACTION IS ONLY COMPLETE WHEN THE DEBIT/S AND THE      CREDIT/S, OF EQUAL AMOUNTS, HAVE BEEN ENTERED IN THE LEDGER!!!
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