OCS - General Ledger Registration and Posting
There are three major steps in General Ledger Registration & Posting
General Ledger Registration
Approval of Registered GL Journal
Posting of Approved Registered GL Journals

[bookmark: _GoBack]General Ledger Registration
Login to agresso and select accounting under the menu:
[image: ]
Click on the Accounting and click on  Registration of GL transactions
[image: ]
Select GL journal Registration
[image: ]


Fill in the GL Transaction Details as shown below and click on save
[image: ]
 Scroll on the right hand side you  to see the amount as shown below





A GL transaction number is generated on clicking the save button as per the screen below.


Approval of the Registered GL Journal
Workflow process for the approval of a registered GL journal

Once the registered journal has been saved successfully its has to go through the approval process as shown in the diagram above.
The senior account will have to approve the raised registered GL journal. They will receive an email notification notifying them of task that they need to approve e.g. GL transactions Approval required


 The person to approve should click on the link provided below “click here” to log into agresso.
[image: ]
After the clicking  “click here”  the following screen will appear

Enter user’s username, client and password and click login as shown in the screen below
[image: ]

On clicking login the following screen will appear. Click on tasks icon [image: ] on the left corner of the task bar. Click on the task you want to approve
[image: ]
On selecting the task to approve the below screen shall appear. Enter comments and approve or reject.
If rejected it goes back to the person who raised the GL if approved it goes to the next level of approval.
[image: ]
The person to authorize must click on Approve for one to be able to do the posting.
[image: ]


Posting of GL transactions
Select accounting in the menu items and click on posting GL transactions.
[image: ]

Then select the journal type e.g. GL Journal posting.
[image: ]

Confirm the transaction period and Date then then click on open as per the screen below
[image: ]
In the pop up window that appears enter the transaction number (Trans No) e.g. 11000031 then click on search.
[image: ]





[image: ]
Click on the respective registered GL that you want to post and it will appear as in the screen below
[image: ]
Then click on save 

[image: ]
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