Chapter 16
Special Journals: Sales and Cash Receipts
Notes Packet

Section 1: The Sales Journal 
· We’ve been using a general journal all year. This requires you to write out the full account titles for every debit and credit … not the most efficient method! We are now ready to learn about special journals!
· Special journals have amount columns used to record debits and credits to _____________________________.


Journal
    Types of Transactions
Sales Journal                _____________________________________


Cash Receipts Journal   _____________________________________

Purchases Journal         _____________________________________

Cash Payments Journal  _____________________________________

The Sales Journal
The sales journal is a special journal used to record ________________ __________________________.
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Recording Sales of Merchandise on Account:


On December 1, On Your Mark sold merchandise on account to Casey Klein for $200 plus $12 sales tax, Sales Slip 50.

[image: image6.png]SALES JOURNAL PAGE 12
Saces ) ost| saes | SALESTAX | ACCOUNTS
DATE | 'SLIP | CUSTOMER'S ACCOUNT DEBITED "Rer | GREDIT PAMBLE | AECEABLE
120
2 Dec. 1 50 Casey Klein 20000 1200 21200
3 1 2 3 4 5 6

Form 16-1 Glencoe Accounting First Year ©2000





[image: image7.png]SALES JOURNAL PAGE 12

DATE S%%Es CUSTOMER'S ACCOUNT DEBITED T S S%\L;ZSSTL:EX R"Ec';ssgggfs

1| 20-- 1

2 Dec. 1 50 CaseyKlein v |200/00 12000 21200 -

3 3 51 | South Branch High School Athletics v 1/500/00 1/500/00 3

4 S5 52 | Break Point Sports Club v 350000 211000/ 3|710[00 a4

5 9 53 | Gabriel Ramos v 30000 18[00 318|100 s

3 10 54  Kim Won, v 1,00[00 6|00 10600 s

7 12 55  Robert Galvin v 2,50/00 15|00 26500 7

8 18 56  Joe Dimaio v 40000 24|00 42400 s

9 20 57 | Megan Sullivan v 50000 30[00 530/00 9

10 24 58 | Tammy’s Fitness Club v 1[0.00/00 60/00 106000

1" 26 59 | Anita Montero v 35000 21|00 371,00

12 28 60 | Shashi Rahim v 2,00/00 12(00 21200

13 30 61 | Lara Youn, v 2|450[00 147|100 2|597|00x
TorzIgIar0n SR AR AR P

14 31 Totals 101750100 SS55100 11130500

=

4 5 3

Figure 16-3 Glencoe Accounting First Year ©2000





Posting a Sales Journal Entry to the Accounts Receivable Subsidiary Ledger

To keep the balances of the customer accounts current, sales journal transactions are posted ____________ to the ________________ __________________________.
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Footing, Totaling, Proving, and Ruling the Sales Journal
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Posting the Total of the Sales Credit Column

Next, _________________________________________________.
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Posting the Total of the Sales Tax Payable Credit Column

Next, transfer the amount in the _____________________________ ___________________________.
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Posting the Total of the Accounts Receivable Debit Column

The last amount to be transferred to the ____________________ is the ______________________________________________.
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Proving the Sales Journal at the End of a Page

If a business has many transactions in one month, and it is impossible to fit them onto one journal page, the journal page must be ____________ ___________________________.
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Section 2: The Cash Receipts Journal 
In Chapter 14 you learned about cash receipts. The three most common sources of cash for a merchandising business are payments from charge customers, cash sales, and bank card sales.

The Cash Receipts Journal
The cash receipts journal is a special journal used to record all _______ ___________________________.
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Recording Cash from Charge Customers
On December 5, On Your Mark received $212 from Casey Klein to apply on account, Receipt 301.
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Recording Cash Received on Account, Less a Cash Discount
On December 12, On Your Mark received $1,470 from South Branch High School Athletics in payment of Sales Slip 51 for $1,500 less the discount of $30, Receipt 302.
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Recording Cash Sales
On December 15, On Your Mark records the cash sales for the first two weeks of December, $3,000, and $180 in related sales taxes, Tape 55.
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Posting to the Accounts Receivable Subsidiary Ledger

____________________ are made from the Accounts Receivable Credit column to the accounts receivable subsidiary ledger.
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Posting the General Credit Column
_______________________ are made from the General Credit column of the cash receipts journal to the appropriate accounts in the general ledger

Footing, Totaling, Proving, and Ruling the Cash Receipts Journal
To complete the cash receipts journal, follow these steps:

1. Draw a ______________ across the six amount columns, just below the last transaction. This is done to show _______________.
2. ___________________________.

3. Test for the ____________________________________.

4. In the Date column, on the line below the single rule, enter the date the journal is being totaled.

5. On the same line in the Account Name column, enter the word “_____________.”

6. Enter the columns totals, in ink, just below the footings.

7. __________________ the amount columns.  
Posting Column Totals to the General Ledger
· There are six amount columns in the cash receipts journal used by On Your Mark. Only five of the column totals, however, are posted to the general ledger.

· The total of the General Credit column __________________. The entries in this column have already been posted, individually, to the general ledger accounts.
· The total in each of the other five amount columns ______________ ____________________________________________________.

Proving the Accounts Receivable Subsidiary Ledger
A schedule of accounts receivable is a report listing _____________ ________________________________________________________________________________________________________.
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