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Looking at Normal Processing, you can see it is divided into 2 separate sections.  You can access any section 

by double clicking on the icon. 

 GL Explorer – where the user can create recurring or adjusting journal entries to correct entries 

on the facility’s books. 

 Import External Data – allows the user to import a batch from other modules outside the 

Galaxy system. For Example: if a facility is using different software to process their payroll they 

can import the payroll data into the GL Module using this feature. 

 

 

 

 

 

 

 

 



 

Double click on the GL Explorer on the main screen of Normal Processing to open GL Explorer. 

 



 

This is the GL Explorer master screen.  This screen gives a snapshot view of the General Ledger Journal entries 

processed in the Galaxy system. Here you will see the following options: 

Display Batches: 

 Unposted – journal entries that have been created but not posted/updated to General Ledger in 

the system  

 Posted – journal entries that have be updated to General Ledger in the system 

 All – will display all posted/unposted journal entries  

 Recurring – will display any entry set as a recurring journal entry 

 View Entries – user can see a split screen shot of the entries that make up the batch highlighted 

in blue.  

Display Transactions: 

 All transactions – will show every record of journal entries ever created based on the display 

batches option chosen. 

 Current – will only show the current period records of journal entries based on the display 

batches option chosen.  

 Today Transactions – will only show the journal entries that have been created for the calendar 

date based on the batch option chosen. 



 Future Periods – will show the journal entries that have been created for periods that come after 

the current period based on the display batches option chosen. The system will also give months 

to choose like 2011/02; 2011/03 etc. to select a specific future period.  

 

Batch Operations – allows the user the ability to change the journal entries within a batch. This is used 

once the batch has been created. 

 Edit – this option allows you to make any modifications to journal entries before they are posted 

to General Ledger.  This option will only be active if you are viewing Unposted/ Recurring 

entries 

 Post – this option allows you to post journal entries to General Ledger.  This option will only be 

active if you are viewing Unposted entries 

 Adjust – this option allows you to make adjustments to posted journal entries.  This option will 

only be active if you are viewing Posted entries 

 Print – this option allows you to print Unposted - Pre-Post report, Posted – Post report, 

Recurring – Recurring report, 

Normal Operations – allows the user the ability to start a journal entry batch (buttons on right side of  

screen). 

 New – used to create the GL batch  

 Edit – used to edit the GL batch date or description 

 Delete – used to remove the GL batch 

 Clone – used to duplicate the GL batch information allowing user to make changes to new date 

or description 

 Print – allows the user to print a list of all batches 

 Close – used to exit from GL Explorer back to GL Normal Processing screen 

   

 Filter and Refresh Master Data – options to allow the user the ability to locate a specific record 

 Field – select specific search field from drop down box 

 Value – select specific value from drop down box 

 Relates – relation to search/value fields 

 Advance Filter – used to locate records quickly in the master list by using more than one filter 

 Refresh Data – used to update the master list when records have been created but are not 

appearing on the list 

 Default Facility – used to move between facilities if you facility is part of an enterprise using 

Galaxy software 

To create a GL journal entry batch press the New button on the right side of the screen. 



 

 

After pressing the New button a box will appear on the screen prompting the user to select Transaction type.   

 

To create a journal entry, click the Batch option in the Transaction Type box and then click the OK button. 

 

 

 

 

 

 

 

 

 

 

 

 



 

GL Explorer Detail – this is the input screen to enter in identifying information about the batch. Here you will 

see the following fields: 

 Created Date – date the batch was created.  This date does not have any effect on GL posting. 

 Batch Description – enter the description of the transaction batch 

 

After the date and description have been entered for this General Ledger batch, click the Accept button. This 

will move the batch to the unposted screen on the display batches option. 

 

 

 

 

 

 

 



 

The batch that was just created will be displayed at the bottom of Unposted batches.  This screen  will display 

the batches in Batch # sequence. 

To add transactions to the batch, select the batch and click the Edit button under the Batch Operations option. 

 

 

  

 

 

 

 

 

 

 



 

After you have pressed the Edit button from Batch Operations you will see the screen below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Batch Operation buttons are the 

options that control the processing 

within the individual batch. 



 

GL Explorer Main Entry Screen –here is where the user will create the entries within the batch. If there are 

no transactions in the batch, the system will assume you want to add transactions to the batch. Here you will see 

the following fields: 

 Transaction Date – the date the transaction will post to General Ledger NOTE: You want to 

make certain you enter in the correct date you want the transactions to post to General Ledger.  If 

the transaction was to post to General Ledger 5 months ago and should affect the  financials, you 

will need to enter the date of 5 months ago, since there is no formal GL close process, as  long as 

your settings in GL Module Master allow Prior posting. 

  

 Description – type in a transaction batch description that identifies what the journal entries are 

 Facility – select facility the transactions are to be posted 

The next area to move on to is Transaction Entries – This allows you to enter in the journal entries, double 

click in the Account field  to display the account search box.   



 

Transaction Entries – This allows you to enter in the journal entries, double click in the Account field  to 

display the account search box.   

The system will display all active General Ledger accounts.  Select the appropriate account for the journal entry 

from this drop down menu.  

To narrow your search, start typing in the account number or the alpha description of the  account in the  Search 

field.   When your account number appears in the display box, highlight the account and click the OK button. 

Or you can right click in the Account field, select New Entry and the account search box will be  displayed. 

 

 

 

 

 

 

  



 

And as displayed in the previous step, the system will display all active General Ledger accounts, as explained 

previously. Select the appropriate account for the journal entry and click the OK button. 



 

GL Main Entry Screen – after you have selected the account for the transaction entries you will see the 

following: 

 Account – General Ledger account number and identifying description associated with that 

account number 

 Description –the system will default the description from the top portion of the screen, 

Description field.  If you want to change the line item after multiple entries, you can go back to 

the top portion of the screen and change the Description field for the next entries. You can 

change the description unlimited times within a batch.  Then at the end of the batch, you can 

change the description to what the batch description should be.   

 Debit – enter the dollar amount to debit this account 

 Credit – enter the dollar amount to credit this account 

 Transaction Totals:  - the system will display the amount of debits and credits entered into the 

batch.   When you are on your last entry line, you can manually enter in the amount of 

debit/credit or you can right click in the Debit or Credit field and a display box will appear and 

you can select Balance Transaction and the system will automatically enter in the amount to 

balance the transaction. 

 



 

GL Main Entry Screen – there are options the user can select if the user right clicks on the transaction entries 

screen below. Here the user can see the following options and their function within the display box: 

 New Entry – adds an entry line 

 Delete Entry – deletes an entry line 

 Change Account – allows user to select another account number 

 Balance Transaction – the system will automatically enter in the amount to balance the 

transaction 

 Move line up – allows user to move select transaction line up a line to change the order  

 Move line down - allows user to move select transaction line down a line to change the order 

 

 You also have the Add Line and Delete line options at the right of the screen that works the same way  as New 

Entry and Delete Entry 

After all the entries have been entered for this General Ledger batch, click the Accept button. 

 



 

GL Main Entry Screen – the system will take you to the Batch screen to display the entries within the batch.  

You can review the batch and determine if you are done with the batch, or if you need to add more entries to the 

batch. 

If you want to add more transactions in the batch, you would select NEW and enter in the transaction date and 

description and repeat the process previously explained.  

NOTE:  Most clients enter 1 transaction per batch.  The transaction can have as many line entries as the user 

wants. If the batch were to have another transaction of journal entries the user would see the screen below 

  

 

 

 

 

 

 



 

GL Main Entry Screen – the following screen displays two transactions within the same batch. The user can 

see that in our demo facility Batch 1000475 has two transactions one with a description ABC and the other Test 

both for Start Struck Haven. There are also the following options on the right side of the screen: 

 Close – close out of the batch  

 Select Batch – used only when importing batch from third party vendor 

 Import Batch – used only when importing batch from third party vendor 

 New – to add a new transaction to the batch 

 Edit – edits selected transaction within batch 

 Delete – deleted select transaction within batch 

 Post batch – will post batch 

To post the batch immediately from the batch entry screen, click the Post Batch button. Otherwise press the 

Close button to get to the main screen of GL Explorer. 

 

 



 

GL Main Entry Screen – if the user decides to post directly from the batch screen the user will see the 

following after the Post Batch button has been pressed. 

Enter in the Posting Date, again this date does not affect the General Ledger, the date that effects where the 

transactions get posted to, is the Transaction Date. 

 

 

 

 

 

 

 

 



 

GL Batch Print – this screen is shown after the Post Batch button has been pressed. This is the pre-posting 

report of what is going to be posted to the GL module. After the user reviews the Pre-Posting Report and 

confirms all the information is correct, the user will  check the Post button to post the transactions.  If there 

is a problem on the Pre-Posting Report, the user will select  Cancel and go back into the transactions and 

make the appropriate change(s) to the transaction(s) requiring corrections. 

After all corrections have been made the user will repeat the posting process.   

 

If there are transactions outside of the current period, the system will prompt the user with a warning message 

stating “The transaction is outside of the current period.  Post anyway?  Yes/No.   

 

After the transaction(s) has been posted successfully, the system will display a message stating, “The 

transaction(s) has been posted successfully.”   



 

GL Batch Print – once the user has posted the journal transactions the user will receive the following message. 

Click the OK button and the system will take you to the GL Explorer screen.   

You can click the Posted button under Display Batches and the system will display all the Posted batches, 

including the batch you just posted. The recently posted batch will be listed at the top of the batches listed on 

the screen. 



 

Once you click the Posted button, you will see that the only options active under Batch Operations are  Adjust 

and Print.   

You can make adjustments to the already updated batch or you can print the Posting Report of the selected 

batch. 

From here the user can move to the Unposted option under Display Batches to continue working on created 

batches, press the new button to create an entirely new batch or press close to leave GL Explorer. 

 

 

 

 



  

GL Explorer Main - clicking on the Unposted button will allow the user to review batches that have not been 

posted to General Ledger. User can change or delete any batches.   

To change the batch, you would click the Edit button, at the top of the screen under Batch Operations. 

To delete the batch, you would click the Delete button on the right side of the side.   

You can also post a batch from this screen.  You would click the Post button, at the top of the screen under 

Batch Operations. 

 

 

 

 

 



 

GL Explorer – to make an adjustment to a posted batch, the user first will need to be under the Posted option 

under Display Batches and then find the batch within the list that needs to be adjusted. 

 

Once the batch has been found click on it to mark it in blue and press the Adjust button, at the top of the screen 

under Batch Operations. 

 

 

 

 

 

 

 



 

GL Explorer Adjust - once the adjust button is pressed the user is greeted with a prompt box. 

 Adjust Batch – gives the user a few options on how to adjust the batch 

 Reverse – reverse batch completely.  Get rid of the entire batch. 

 Reverse and Re-enter – reverse the entries in the original batch and allows the user to re-enter 

the correct information needed for that batch. 

Reverse Entries – by default the option that was selected in GL Module Master will be checked.   

You can over-ride the default option by marking the option that is needed. The user has the following 

options: 

 Reverse Debits & Credits - reverses debits into credits and credits into debits 

 Reverse Signs – puts debits/credits in same place, but just reverses the sign making positive 

amounts negative and negative positive. 

Reverse – select which transaction within the batch to make adjustments mainly used if the batch has 

multiple transactions.  

 Entire batch – will reverse the whole batch based on the options chosen above. 

 Specific transaction – allows the user to select the specific transaction in the drop down box – 

this must be selected when using the Reverse and Re-Enter option 



Example of Reverse adjustment 

 

The top portion of the screen in the blue title bar, the system will display the Batch number and state this is a 

reversal of that batch.  The system automatically created a new batch.   

 

Click the Edit button; make the change(s) to the information as needed for the adjustment.   

Click the Accept button, after all the corrections/adjustments have been made to the transactions within this 

batch.  

Click the Post Batch button to update the adjustments to General Ledger.  You will get the Pre-Post Report as 

outlined earlier and you can post the transaction from the Posting report. 

 

 

 

 

Batch number and 

“reversal” of batch  



Example of Reverse and Re-Enter adjustment 

 

The top portion of the screen in the blue title bar, the system will display the Batch number and state this is a 

reversal of the batch.  The system automatically created a new batch.  The system will display the two 

transactions the system created automatically.  The first transaction is the reversal of the original transaction.  

The second transaction is a complete redo of the first transaction - all the same account information, 

descriptions, debit and credits.  You want to make your changes in the second transaction.   

Click the Edit button; make the change(s) to the information as needed for the adjustment.   

Click the Accept button, after all the corrections/adjustments have been made to the transactions within this 

batch.  

Click the Post Batch button, to update the adjustments to General Ledger.  You will get the Pre-Post Report as 

outlined earlier and you can post the transaction from the Posting report. 

 

 

Batch number and 

“reversal” to transaction  



 

After the batch has been posted, you will see the adjusted batch and the Batch Description will read “Reverse 

of” followed by the original batch description.  The original batch will now have description of 

“(REVERSED)” followed be the original batch description. 

If you just did a Reverse entry (not Reverse and Re-Enter) you will just see one line - “Reverse of” 

 

 

 

 

 

 

 

 



If you click on the View Entries button, you can view the actual entries of each batch. 

 

 

 

 

 

 

 

 

 

 

 



To create a GL Recurring batch, double click the NEW button and a box will appear on the screen prompting 

the user to select Transaction type.   

 

To create a recurring batch entry, click the Recurring Batch option in the Transaction Type box and then click 

the OK button. 

 

 

 

 

 

 

 

 



 

GL Explorer Recurring Entry Detail – this is the input screen to create the recurring entries batch. Here you 

will see the following fields: 

 Created date – date the batch was created.  The created date will also be the first transaction 

date.  You want to make sure you date it the date you want the first transaction to start. 

 Batch Description – enter the description of the transaction batch 

 Recurrence – used to create occurrence on a regular frequent basis and amount. The user has the 

following options from the drop down menu by clicking on the magnifying glass: 

o WE - Weekly 

o BW – Bi-weekly 

o SM – Semi-monthly 

o MO – Monthly (Standard default) 

o BM – Bi-monthly 

o QR – Quarterly 

o SA – Semi-annual 

o AN - Annual 

 No Format – how you want to number each batch If you enter 000, the system will start with 

001 and attached that number to the end of the Batch Description or you can enter in 

(MM/DD/YY) date format and the system will give the date of the recurrence date and change 



based on the recurrence frequency.(EX:  Batch Description is Depreciation and the No Format is 

000, the first recurrence description will be – Depreciation001) 

 End Date – enter if you know what the ending date would be, leave blank if this recurrence is 

indefinite (EX:  – if you would have recurrence for 6 weeks the End Date would be 6 weeks from 

the Start Date) 

 Recurrence Count – enter the number of times this transaction should recur (EX:  – if you would 

have recurrence for 6 weeks, enter 6 as Recurrence Count) 

 Next No – system will keep count of the number of recurrences if using zeros in No Format 

field. 

 Current Use – mark the appropriate option on if this recurrent is to be used or not. 

 

After the all the information has been enter for this for this General Ledger recurring batch, click the ACCEPT 

button. 

 

The system will take you back to the GL Explorer screen.  Under Display Batches, click the Recurring button 

and Unposted button.  The system will display the Recurring batch you just created. 

  



  

 

GL Explorer Recurring Entries - to add transactions to the recurring batch, select the batch and click the Edit 

button under the Batch Operations option. 

 

 

 

 

 

 

 

 



 

GL Main Entry Screen Recurring Entries - if there are no transactions in the batch, the system will assume 

you want to add transactions to the batch. Here you will see the following fields: 

 Transaction Date – the date the transaction will start recurring.  This date is disabled on this 

screen,  because you told the system when to start the recurrence in the Recurring Batch in 

the previous step. 
 

 Description – Recurring transaction description 

 Facility – select facility the transactions are to be posted 

 

 

 

 

 

 

 



Transaction Entries – This allows you to enter the recurring transaction entries, double click in the Account 

field to display the account search box.   

 

The system will display all active General Ledger accounts. Select the appropriate account for the recurring 

journal entry.  

 

To narrow your search, start typing in the account number or the alpha description of the  account in the  Search 

field.   When your account number appears in the display box, highlight the account and  click the OK button. 

 

Or you can right click in the Account field, select New Entry and the account search box will be displayed.  



 

And as displayed in the previous step, the system will display all active General Ledger accounts, as explained 

previously. Select the appropriate account for the recurring transaction entry and click the OK button. 

 

 

 

 

 

 

 

 



 

GL Main Entry Screen Recurring Entries – here the user can establish the journal entries for the recurring 

batch. The following fields are displayed: 

 Account – General Ledger account number   

 Description –The system will default the description from the top portion of the screen, 

Description field.  If you want to change the line item after multiple entries, you can go back to 

the top portion of the screen and change the Description field for the next entries.  You can 

change the description unlimited times within a batch.  Then at the end of the batch, you can 

change the description to what the batch description should be.   
 

 Debit – enter the dollar amount to debit this account 

 Credit – enter the dollar amount to credit this account 

 

Transaction Totals:  - The system will display the amount of debits and credits entered into the batch.   When 

you are on your last entry line, you can manually enter in the amount of the debit/credit or you  can right click 

in the Debit or Credit field and a display box will appear and you can select Balance Transaction and the 

system will automatically enter in the amount to balance the transaction. 

After the recurring transactions have been entered for this General Ledger Recurring batch, click the ACCEPT 

button. 



 

Just like the regular batch, you will see the transactions within the batch.  To start the recurring batch, click the 

Start Batch button.   

 

 

 

 

 

 

 

 

 



 

Enter in the Posting Date, again this date does not affect the General Ledger, the date that effects where  the 

transactions gets posted to, is the Transaction Date. 

 

 

 

 

 

 

 

 

 



 

After the user reviews the Recurring Preview Report and confirms all the information is correct, the user will 

check the Start button to start the recurring transactions.  If there is a problem on the  Recurring Preview 

Report, the user will select  Cancel and go back into the transactions and make the appropriate change(s) to 

the transaction(s) requiring corrections.  After all corrections have been made the user will repeat the Start 

Batch process.   

 

 

If there are transactions outside of the current period, the system will prompt the user with a warning message 

stating “The transaction is outside of the current period.  Start anyway?  Yes/No.   

 

After the transaction(s) has been started successfully, the system will display a message stating, “The 

transaction(s) has been started successfully.”   



 

Click the OK button and the system will take you to the GL Explorer screen.   

 

 

 

 

 

 

 

 

 

 

 

 



 

The system will automatically put the batch, for that period, on the Unposted screen.  Every month this 

recurring transaction will show up automatically and the user just needs to post the recurring transaction for that 

month. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click the Post button at the top of the screen, under Display Operations, to post the first recurring transaction. 

 

Depending where your period is in your General Ledger, the system will create as many transactions up to and 

including the current period, along with the next period transaction. 

 

 

 

 

 

 

 

 

 

 

 

 



 

After the user reviewed the Pre-Posting Report and confirmed all the information is correct, the user will check 

the Post button to post the batch of transactions.  If there is a problem on the Pre-Posting Report, the user 

will select  Cancel and go back into the transactions and make the appropriate change(s) to the transaction(s) 

requiring corrections.  After all corrections have been made the user will repeat the posting process.   

 

 

If there are transactions outside of the current period, the system will prompt the user with a warning message 

stating “The transaction is outside of the current period.  Post anyway?  Yes/No.   

 

After the batch has been posted successfully, the system will display a message stating, “The batch has been 

posted successfully.”   



 

Click the OK button and the system will take you to the GL Explorer screen.   

 

 

 

 

 

 

 

 

 



Anytime you want to change a recurring entry, click Recurring button and Active button under Display 

Batches. 

 

To change the recurring entry, you click the Edit button at the top of the screen, under Batch Operations.   

 

 

 

 

 

 

 

 



 

The Edit function in a Recurring Batch works the same as in a regular batch.  You cannot edit the Transaction 

Date.   

 

Make the appropriate changes to the Description, Facility or transaction entry lines or add/delete a transaction 

line, then click the Start Batch button. 

 

When you make a change and click the Start Batch button, the system will display the following warning 

message: 



 

In my test database, since the GL is so far in the future (2012), the system created all the recurring transactions 

that were started, up to and including 04/01/2011.  Since we only posted the 04/01/2011 recurring entry, the 

system is alerting you there are now unposted recurring entries in the batch we just made changes to, since 

04/01/2011 recurring entry was the only recurring entries that was posted the system went back and made the 

changes we just made to the batch, to all the unposted recurring entries up to the current GL period. 

 

Click the OK button. 

 

 

 



 

Enter in the Posting Date, again this date does not affect the General Ledger, the date that effects where  the 

transactions get posted to, is the Transaction Date. 

 

 

 

 

 

 

 

 

 



 

After the user reviewed the Recurring Preview Report and confirmed all the information is correct, the  user 

will check the Start button to start the recurring transactions.  If there is a problem on the Recurring 

Preview Report, the user will select  Cancel and go back into the batch of transactions and make the 

appropriate change(s) to the transaction(s) requiring corrections.  After all corrections have been made the user 

will repeat the starting process.   

 

 

If there are transactions outside of the current period, the system will prompt the user with a warning message 

stating “The transaction is outside of the current period.  Start anyway?  Yes/No.   

 

 

After the batch has been started successfully, the system will display a message stating, “The batch has been 

started successfully.”   



 

Click the OK button to move forward; the system will place the user back to the unposted screen in GL 

Explorer. 

 

From here the user can continue with GL Explorer or leave the module to work elsewhere. 

 

 

 

 

 

 

  

 

 

 

 

 



GENERAL LEDGER 

IMPORT EXTERNAL DATA 

 

Import External Data – if you have a batch you want to import from a third party vendor, such as Payroll, you  can set 

it up so it will import automatically.  You can map the field from the import file, from whatever file format into the 

Galaxy system. 

 

Contact Galaxy to help work on the import file mapping.  

 

 

 

  


