Invoicing Week 4

Teacher gives printout of this week's department template and blank project logs, for each employee in HR, to the VP of Sales and Accounting.  VP should distribute the workload among department employees.  Each employee fills in their own log with assignments given by the VP of Sales and Accounting.

Accounting should sort out the cash sales - visitor checks and the invoices - charge sales.

All Charge sales should be entered into a spreadsheet or accounts receivable program.  This is your accounts receivable ledger.

Some teachers bundle of all the invoices by school sold to and send them snail mail to the coordinator at the school.

Emails could be sent attaching electronic copies of the invoice.  Find a system that works for you and gets you the money owed.

Charge sales should also be entered into the Sales Journal debiting accounts receivable and crediting Sales.

 An entry into the General Ledger should also be made from the Sales Journal.  Debit Accounts Receivable and Credit Sales.

All cash sales should be entered into a cash sales spreadsheet program to determine totals for sales and cash. Make sure to include your business contract with the VEC.

A cash receipts journal entry needs to be prepared for entry into the general ledger.  Debit Cash Credit Sales.

Post to the general ledger from the Cash Receipts Journal - Debiting Cash and Crediting Sales.

The banker needs to make a bank deposit for the total of the visitor checks collected.

The banker can transfer this money from the $500,000 account set up in your Coordinator/Visitor account to your company account.

The banker needs to keep accounting department up on which A/R bills are being paid to your company electronically and their invoice numbers so they can be moved from A/R to cash on the Financials.

The banker has to notify accounting any payments on invoices made to the company

Accounting then needs to indicate on their spreadsheet (A/R Ledger) that the money was collected.

Debit Cash and Credit Accounts receivable in the General Ledger.

Assignments for Invoicing Week 4

Completed cash sales spreadsheet with all cash sales from Trade Fair.

Completed Cash Journal listing Cash Sales


Enter date


Enter your VE business contract amount in Sales Credit and Cash Debit columns.

Posting from Cash Journal to General Ledger program.  Debit Cash account and credit Sales. 

Completed spreadsheet listing all charge sales - Accounts receivable ledger.

Posting from Sales Journal to General Ledger. Debit Accounts Receivable and Credit Sales

