
Accounting I 

Lesson Plan 
 

 

Name:  Terry Wilhelmi      Day/Date:  

Topic:    Journalizing Transactions     Unit:   Chapter 5 
 
 
I.  Objective(s): By the end of today’s lesson, the student will be able to: 

 •  define accounting terms related to recording transactions in a journal. 

 •  identify accounting concepts and practices related to recording transactions in a journal. 

 •  record selected transactions in a five-column journal. 

 •  prove equality of debits and credits in a five-column journal. 

 •  forward totals from one journal page to another. 

 •  prove cash. 

 •  rule a five-column journal. 

 

II.  Materials: 

 •  Textbook 

 •  Workbook 

 •  Transparencies 

 

 

III.  Anticipatory Set: 

 A form for recording transactions in chronological order is a journal. 

 Recording transactions in a journal is called journalizing. 

 Information recorded in a journal includes the debit and credit parts of each transaction recorded in one  

  place. 

 

 

IV.  Learning Activities: 
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A JOURNAL 

 

 FYI, pg. 73 

 

 Each business uses the kind of journal that best fits the needs of that business. 

 

 Rugcare uses a five column journal with the headings of General Debit, General Credit, Sales  

  Credit, Cash Debit, and Cash Credit. 

 

 Special amount column - a journal amount column headed with an account title. 

  *  Special amount columns are used for frequently occurring transactions.  Using special amount  

   columns eliminates writing an account title in the Account Title column - saves time. 

 

 General amount column - a journal amount column that is not headed with an account title. 

  *  General Debit and General Credit. 

 

 Important concepts related to the use of a journal are: 

  •  Accuracy - information recorded in a journal should be verified against source documents to  

   assure accuracy. 

  •  Chronological record - transactions are recorded in a journal by date in the order in which the 

    transactions occur. 

  •  Double-entry accounting - the recording of debit and credit parts of a transaction. 

   • Information for each transaction recorded in a journal is called an entry. 

   *  In double-entry accounting, each transaction affects at least two accounts.  Both the  

    debit part and the credit part are recorded for each transaction.  This procedure  

    reflects the dual effect of each transaction on the business’ records. 

 

 

SOURCE DOCUMENTS 

 Source Document - a business paper from which information is obtained for a journal entry. 

  *  Each transaction is described by a source document that proves that the transaction did occur. 
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 Objective Evidence   (CONCEPT) 

  A source document is prepared for each transaction. 

  *  only business transactions that actually occur are recorded and the amounts must be   

   accurate and true. 

  *  one way to check the accuracy of accounting records is to check the original business   

   papers containing details (check, sales invoice, receipt, memorandums, tapes). 

  *  every entry must be supported by a business paper that can be verified. 

 

 Checks - a business form ordering a bank to pay cash from a bank account. 

  *  the source document for cash payments is a check. 

  *  Illustration 5-2, pg. 75 

 

 Calculator tapes - a printing calculator can be used at the end of the day to total the amount of cash  

   received from sales. 

  *  by totaling all the individual sales, a single source document is produced for the total sales. 

  *  time and space are saved by recording only one entry for all of a day’s sales. 

  *  the calculator tape is the source document for daily sales.  (date and number each tape) 

  *  Illustration 5-3, pg. 75 

 

 Receipts - a business form giving written acknowledgment for cash received. 

  *  when cash is received from sources other than sales, a receipt is prepared. 

  *  the receipts are prenumbered to account for all the receipts. 

  *  a receipt is the source document for cash received from transactions other than sales. 

  *  Illustration 5-4, pg. 76 

 

 Memorandums - a form on which a brief message is written describing a transaction. 

  *  when no other source document is prepared for a transaction, or when additional explanation  

   is needed about a transaction, a memorandum is prepared. 

  *  the memorandums are prenumbered to account for all the memorandums. 

  *  Illustration 5-5, pg. 76 
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RECORDING TRANSACTIONS IN A FIVE-COLUMN JOURNAL 

 Information for each transaction recorded in a journal is an entry. 

 Before a transaction is recorded in a journal, the transaction is analyzed into its debit and credit parts. 

 Overhead transparency 

 An entry consists of four parts: 

  1)  date 

  2)  debit 

  3)  credit 

  4)  source document 

 

 

 Received Cash from Owner as an Investment  ($10,000) Receipt No. 1 

  Illustration 5-6, pg. 77 

  •  Date - the first entry on a journal page includes the month and year in the date column.   

   Neither the year nor the month are written again on the same page. 

  •  Debit - Cash debit column. 

  •  Credit - write the title of the account credited, Ben Furman, Capital, in the Account Title  

   column. General credit column. 

  •  Source document - write the source document number , R1 (receipt 1), in the Doc. No.  

    Column. 

 

 Dollars and cents signs and decimal points are not used when writing amounts on ruled accounting  

  paper.  Sometimes a color tint or a heavy vertical rule is used on printed accounting paper to  

  separate the dollars and cents columns. 

 

 

 Paid Cash for Supplies  ($1577)  Check No. 1 

  Illustration 5-7, pg. 78 

  Debit - Supplies General debit 

  Credit - Cash 

  SD - C1 (check 1) 
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 Paid Cash for Insurance  ($1200)  Check No. 2 

  Illustration 5-8, pg. 79 

  Debit - Prepaid Insurance General debit 

  Credit - Cash 

  SD - C2 (check 2) 

 

 

 Bought Supplies on Account ($2720)  Memorandum No. 1 

  Illustration 5-9, pg. 80 

  Debit - Supplies   General debit 

  Credit - Butler Cleaning Supplies General credit 

  SD - M1 (memorandum 1) 

 

 

 Paid Cash on Account  ($1300)  Check No. 3 

  Illustration 5-10, pg. 80 

  Debit - Butler Cleaning Supplies General debit 

  Credit - Cash 

  SD - C3 (check 3) 

 

 

 Multicultural Awareness 

  Debit/Credit - the terms “debit” and “credit” are often abbreviated as “dr.” And “cr.”  These  

   terms are derived from the Latin and Italian words “debere” and “credere.”  Ledger  

   accounts with debit and credit sides became popular in the early seventeenth century  

   throughout Europe.  Sometimes the abbreviations for debit (dr.) and credit (cr.) were used 

   as column headings for the ledger accounts. 

 

 



 6

 Received Cash from Sales  ($525)   Tape No. 12 

  Illustration 5-11, pg. 81 

  Debit - Cash 

  Credit - Sales 

  SD - T12 (Tape No. 12) 

 

  •  a check mark in the Account Title Column means that each amount in the entry is recorded in  

   a special column. 

  •  A check mark in the Post. Ref. column means do not post. 

 

 

 Paid Cash for an Expense  ($250)   Check No. 4 

  Illustration 5-12, pg. 82 

  Debit - Rent Expense  General debit 

  Credit - Cash 

  SD - C4 (Check 4) 

 

 

 

 

 

 Paid Cash to Owner for Personal Use ($100)  Check No. 6 

  Illustration 5-13, pg. 83 

  Debit - Ben Furman, Drawing General debit 

  Credit - Cash 

  SD - C6 (Check 6) 
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Assignment: 

  Be sure you know and understand: 

   •  terms 1 - 10, pg. 91. 

   •  questions 1 - 7, pg. 91. 

   •  Case 1, pg. 69. 

   •  Drill 5-D1, 5-D2, pg. 70 & 71. 

   •  Problem 5-1, instr. 1, pg. 71. 

   •  read pages 83 - 90. 
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PROVING AND RULING A JOURNAL 

 After all but the last line on a journal page has been used, columns are proved and ruled before totals are 

  carried forward to the next page. 

 Also, at the end of each month the journal is proved and ruled. 

 

 

 Proving a Journal Page - to prove a journal page, we verify that the total debits on the page equal the  

  total credits. 

 

  •  Three steps are involved in proving a journal page: 

   1)  Add each of the amount columns 

   2)  Add the debit column totals, and then add the credit column totals 

   3)  Verify that the total debits and total credits are equal 

    *  if the total debits do not equal the total credits, the errors must be found and  

     corrected before any more work is completed. 

 

 

 Ruling a Journal Page - after a journal page is proved, the page is ruled. 

  1)  rule a single line across all amount columns directly below the last entry to indicate that the  

   columns are to be added. 

  2)  on the next line, write the date in the Date column. 

  3)  write the words, Carried Forward, in the Account Title column.  A check mark is also  

   placed in the Post. Ref. column to show that nothing on this line needs to be posted. 

  4)  write each column total below the single line. 

  5)  rule double lines below the column totals across all amount columns.  The double lines mean  

   that the totals have been verified as correct. 

  Always use a straight edge to draw lines. 

  Illustration 5-14, pg. 84 
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 Starting a New Journal Page - the column totals from the previous page are carried forward to a new  

   page.  The totals are recorded on the first line of the new page as follows: 

  1)  write the page number, 2, at the top of the journal. 

  2)  write the date, month and year included, in the Date column. 

  3)  write the words, Brought Forward, in the Account Title column.  A check mark is also  

   placed in the Post. Ref. column to show that nothing on this line needs to be posted. 

  4)  record the column totals brought forward from the previous page. 

  Illustration 5-15, pg. 85 

 

 Completing a Journal at the End of a Month 

  The journal is always proved and ruled at the end of each month even if the last page for the  

   month is not full. 

  •  The last page of a journal for a month is proved using the same steps as proving a journal page. 

  •  Then, cash is proved and the journal is ruled. 

  Illustration 5-16, pg. 86 

 

 

 Proving Cash - determining that the amount of cash agrees with the accounting records. 

  *  Cash can be proved at any time you wish to verify the accuracy of the cash records.  However, 

   it is usually reserved for the end of the month when the journal is proved. 

  1)  Figure the cash balance 

   Cash on hand at the beginning of the month 

   Plus total cash received during the month  (total of journal’s Cash Debit column) 

   Equals total 

   Less total cash paid during the month  (total of journal’s Cash Credit column) 

   Equals cash balance at the end of the month  (checkbook balance) 

  2)  Verify that the cash balance equals the checkbook balance on the next unused   

   check stub in the checkbook.  If they equal, cash is proved.  If not, find errors. 
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 Ruling a journal at the end of a month 

  1)  Rule a single line across all amount columns directly below the last entry to indicate that the  

   columns are to be added. 

  2)  On the next line, write the date, 31, in the Date column. 

  3)  Write the word, Totals, in the Account Title column.  A check mark is not placed in the Post. 

   Ref. column for this line because some of the column totals will be posted. 

  4)  Write each column total below the single line. 

  5)  Rule double lines below the column totals across all amount columns.  the double lines mean  

   that the totals have been verified as correct. 

 

 

 

GENERALLY ACCEPTED ACCOUNTING PRACTICES 

 In completing accounting work, we are guided by generally accepted accounting practices, such as the  

   following: 

  1)  Errors are corrected in a way that does not cause doubts about what the correct information  

   is.  If an error is recorded, cancel the error by neatly drawing a line through the incorrect  

   item.  Write the correct item immediately above the canceled item. 

  2)  Sometimes an entire entry is incorrect and is discovered before the next entry is journalized.   

   Draw neat lines through all parts of the incorrect entry.  Journalize the entry correctly on  

   the next blank line. 

  3)  Sometimes several correct entries are recorded after an incorrect entry is made.  The next  

   blank lines are several entries later.  Draw neat lines through all incorrect parts of the  

   entry.  Record the correct items on the same lines as the incorrect items, directly above  

   the canceled parts. 

  4)  Words in accounting records are written in full when space permits.  Words may be   

   abbreviated only when space is limited.  All items are written legibly. 

  5)  Dollars and cents signs and decimal points are not used when writing amounts on ruled  

   accounting paper.  Sometimes a color tint or a heavy vertical rule is used on printed  

   accounting paper to separate the dollars and cents columns. 



 11

  6)  Two zeros are written in the cents column when an amount is in even dollars, such as   

   $500.00.  If the cents column is left blank, doubts may arise later about the correct  

   amount. 

  7)  A single line is ruled across amount columns to indicate addition or subtraction. 

  8)  A double line is ruled across amount columns to indicate that the totals have been verified as  

   correct. 

  9)  Neatness is very important in accounting records so that there is never any doubt about what  

   information has been recorded.  A ruler is used to make single and double lines. 

 

 

Summary of journalizing transactions on page 90. 

 

Global Perspective, pg. 88. 

 

 

Assignment: 

  Be sure you know and understand: 

   •  accounting terms 11, pg. 91. 

   •  questions 16-17, pg. 91. 

   •  Problem 5-1, instr. 2 - 4 on  pg. 94. 

   •  Problem 5-M, pg. 95. 

 

 

 

V.  Closure: 

 To review for test do Study Guide 5 and Problem 5-M. 

 

 

VI.  Evaluation of Student Learning: 

 Students will be evaluated using Problem 5-M, and Chapter 5 test. 
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