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Steps in the Preparation of Trial Balance
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Take up the closing balances of all debtors and total
 them to get the value of sundry debtors.

Balance all the ledger accounts.

Take up the closing balances of all creditors and total
 them to get the value of sundry creditors.

Draw the format and put the title of trial balance 
along with the period.

Take the closing balances of assets, liabilities,
 incomes, expenses and capital in the trial balance.

Total the debit side amount column and credit side 
amount column of trial balance.



Steps in Journalizing the Transaction
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Column 1

Date

Record the
date of the
transaction.

Column 2

Particulars

Record the
account to be
debited. In 
the next line
record the

account to be
credited.

Column 3

L.F.

Record the
ledger folio

(page number)
of the ledger
book at the

time of posting
the entry.

Column 4

Debit (`)

Record the
amount to 

be debited –
corresponding
to the name 
of the debit

account.
Column 5

Credit (`)

Record the
amount to 

be credited -
corresponding
to the name 
of the credit

account.



Format of Ledger
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Date Particulars J.F. Amount (`) Date Particulars J.F.

Name of the Ledger Account

(Note: J.F. – Journal Folio)

Amount (`)

'Dr.' 'Cr.'


