
 
 

Receipts 

 

In this year’s School Accounts we have made some modifications to the way in which 

receipts can be added in order that receipts can mirror the actual lodgements made to the 

bank. 

 

If you wish to add lodgements as per your lodgement book i.e. piecemeal, then you select the 

required heading by clicking on the heading with your right mouse button twice.  An Add 

Receipts button appears on screen. 

 

  
 

After you click on Add Receipts the following screen now appears: 



 
 

  
 

If the lodgement forms part of a Grant you can insert the name of the Grant here.  For this 

example we will not use a Grant. 

 

If you have used a Grant and when you post the transaction(s) it will automatically increase 

the Grant by the amount of money lodged.  It will also create a transaction which can be 

displayed in the Grant Reports Section of the System.  Alternatively if you are not entering 

information regarding a Grant, you can just use the required Account Code to enter 

information regarding lodgement by typing the account code, say Travel & Sub.  This 

information does not have to be an Account Code you can just insert text.  In this instance 

let’s say that you are collecting money for the Transition Year students trip, thus the first 

lodgement in January would be as follows using the Description say for the lodgement 

number. 



 
 

  
 

Once you have entered the amount of the lodgement press return and the information is placed 

in the Receipt Details section.  Thus each lodgement in the system can correspond with a 

lodgement on your bank statement. 

 

 
 



 
 

When you have entered all the lodgements at this time for your Transition Year Trip then 

select Post and the total amount will be placed in the Non-Pay from other sources for 

Transition Year Trip. 

 
 

When you need to return at a later date to add further lodgments click on the amount to revert 

to the Add Receipts screen.  You can modify any of the previous amounts entered here and 

enter more lodgments if required. 

 

If you wish to modify a lodgment previously entered, highlight the line where you require the 

change, and modify the details at the bottom of the screen.  Once the modification has been 

made then select change. 

 



 
 

 
 

The total at the bottom of the screen now reads the modified amount. 

 

 
 



 
 

In order to save this change you must post the information again.  Thus the information on the 

Non-Pay from other sources – Transition Year Trip now shows the additional funds. 

 

 
 

If you wish to enter additional lodgments at a later stage in the current month just put in the 

required information and press enter after you have typed the amount or click on Add.    Once 

all the lodgments have been entered click on post to update the total amount lodged. 

 



 
 

  
 

The Remove button removes the line that you have highlighted for the lodgements. 

 

Clear removes all the transactions listed. 

 


