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Introduction 

 

GLERP is a license free easy to use general ledger system for teaching accounting concepts. 

 

There is no special installation required to use it and it creates its own database if it is run in a new directory. 

However, it is provided with a sample XML database of transactions so that it may be used and demonstrated 

immediately.  This can easily be opened in notepad and scan/replace done to change it for future years. 

 

GLERP is also provided with its full software code so that organizations may add their own logo to it, change 

the link on its main screen to go to their website, or enhance its features. 
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Quick Overview 

 

This is what the master screen looks like when you open the program for a company: 

 

 
 

Everything is done from this one screen and the input area will change to show the operation that you are 

working on.  Besides the basic reporting functions for a trial balance, list of transactions in a general ledger, 

income statement, and balance sheet, it also includes the setup operations on the left side, as well as the 

journal entry operations on the right side.  Tips can be seen when using the journal entry data areas. 

 

When you select any of the financial reports, you will be asked which period to print, whether to show year to 

date or current period amounts, and to select a printer (or PDF file) for them.  You will then be shown the 

reports on the screen first, as illustrated below.  From this report popup, you may scroll through it or click the 

print icon to send it to your printer or PDF. 
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You will notice from the balance sheet and income statement that it shows major headings on the left and 

minor indented headings above the account details, along with sub-totals for the minor and major areas.  

These headings are referred to as categories and they are used on your accounts to ensure that the proper 

grouping of accounts occurs on your financial reports. 

Setup 

When you select the categories operation, then you will see a screen like that below.  It you are setting this up 

for a new company in a new directory, then the screen will be blank and you can just key in new category 

groups.  Later, new categories may be added at the end, previous categories may be deleted by clicking to the 

left of them and pressing the delete key, or existing category descriptions may be changed. 

 

Category codes can be any length, but in the demo data they have been entered as simple 2 character codes. 

 

Categories may be added in any order since their usage in the account setup determines how they will be used 

in your financial reports. 
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Below is an example of the accounts screen, where you can see how the category codes are assigned to either 

a major code or a minor code area.  You can key in major/minor codes manually, or right click to pick from a 

popup list of your category codes.  You will also need to indicate whether an account is a B balance sheet 

account or I income statement account. 

 

Account numbers can be any length, but in the demo data they have been entered as simple 4 digit codes.  

Note that gaps should be left between the accounts so that related numbers may be added at a later time. 

 

At the end of a fiscal year, all of the I income statement accounts will be added up, and then their total will be 

added into the opening balance for a B balance sheet retained earnings account in the next year. 
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Once you have entered your accounts, then you can use the drop down list at the top of the screen to select 

one of your B balance sheet accounts to be your retained earnings account, that is used when you close out a 

fiscal year. 

 

If you have not already done so, then make sure to enter in a name for your company. 

 

The final step in setting up your company is to define the financial periods that it uses in each year, and when 

those financial periods end.  You may setup monthly periods, 4 week periods, or any other period duration 

that you would like, including an extra period for year-end adjustments.  For an extra period, you would still 

have it end on the last day of your fiscal year. 
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Creating Journal Entries 

Journal entries are put into batches so that they may be checked to see if all the debits and credits match in 

them.  You can start a new batch of entries by keying in a journal number on the right side of the screen, the 

type of batch that you are creating (more on this later), the fiscal year and period to post the entries into, a 

brief source for your entries, and a description to describe your batch of entries. 

 

The type of a batch can be one of three types. 

1. Most batches will be N normal batches that are posted as is and are then removed from the batches. 

2. One of the special types of batches is an A accrual batch that will be posted as is in the given fiscal 

period, but will then have all the amounts automatically reversed in the following period.  This is often 

done at the end of periods and the end of a year to allow for the recognition of partial revenues or 

expenses, so that financial reports may accurately reflect all business activities, including ones that will 

not fully complete until the next period. 

3. The other special type of batch is an R recurring batch that contains amounts that must be applied in 

every financial period, such as depreciation amounts. 
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When you key in a journal number, or press the + icon to get the next available number, then you will either 

be shown a new screen to put in debit and credit amounts, or be shown existing entries in your batch.    The 

current year and period will be filled in for new journals.  You may also change these to post to prior periods 

and years, but remember to rerun the year end close out for prior years to get their balances into this year. 

 

 
To change an account number in an existing batch, you need to delete the row it is on and key in the new one. 

You can key in account numbers manually, or right click to pick from a popup list and then tab to the amount. 

 

Clicking on the maintain batches operation will show you all the batches in your system that are ready to be 

processed.  Note that the system also keeps track of the user who is entering journal entries, and this is shown 

on the list of transactions. 

 

You may delete a batch by clicking to the left of it and pressing delete. 

 

You may change the financial period, description, and type of a batch by selecting it from the top right side of 

the screen and changing the details there. 



GLERP General Ledger for Enterprise Resource Planning 

Page 10 

 
 

Finally, you are ready to process your batches to get their amounts posted into your general ledger details for 

financial reports.  When you do this, you will be shown a summary screen that will list which batches are ok to 

post (no errors in them), and which ones have errors in them that you need to correct (e.g. unknown 

accounts, missing year, missing period, or debits and credits that don’t balance). 

 

When you select the continue button, as shown below, then all batches that are listed as OK will be posted to 

your accounts. 
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Reporting 

 

When you select any of the reporting operations, then you will first be asked for the year to report, the period 

to report, and whether you want to show year to date amounts (or just the current period activity). 

 

 
 

Once you select continue, you will next be asked which printer to send your report to.  You may also select the 

PDF option to create a PDF file for your report. 
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Note that choosing the Print option does not send to the printer immediately.  You will first be shown a popup 

screen of your report, as seen in the earlier sections of this manual.  You can then select the print icon. 

 

As a further note, balance sheets will always print with their year to date activity in order to show the 

cumulative balances for the current business financial situation. 

 

Year End Processing 

 

When you reach the end of a fiscal year, then you need to choose the close out year operation on the left side 

of the screen.  This will ask you for the fiscal year to close. 

 

 
 

When you close a year, it adds up all the income statement amounts and adds them into the opening balance 

for your retained earnings account in the next fiscal year.  For balance sheet amounts, it will put their year to 

date amounts into their opening balances in the next fiscal year. 

 

A year may be closed many times, as this system just recalculates the opening balances in the next year. 


