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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.

[ ﬁr School Accounts E@&J
Expenditure Analysis Report
|/ MOMN-PAY from ather sources T Period End for Balance Fonward T Listz/Books
PAY Recpts from Dept of Edu T P&y Recpts fram Other Sources T HOM-PAY Recpt from Dept of Edu.

Mon Teaching Staff £36,775.00 Tatal Budget ,ﬁ
Supervision T &m
Part Time  enm
Substitution £0.00
Other [Specify]

| e | £0.00 [Other 5P 13 | £0.00
Dther 5P 2 | : | £0.00 [Other SP 14 [ £0.00
|Other 5P 3 [ £0.00 |Other 5P 15 [ £0.00
| Other 5P 4 [ £0.00 |Other 5P 16 | £0.00
|Other 5P 5 [ £0.00 |Other SP 17 £0.00
|Other SP B [ £0.00 |Other SP 18 £0.00
|Dther SP 7 [ £0,00 |Other 5P 19 £0.00
|Other 5P 8 | £0.00 | Other SF 20 £0.00
[Dther 5P 3 | £0.00 |Other 5P 21 [ eom
[Other 5P 10 | £0.00 |Other 5P 22 | £0.00
[Other SPT1 | £0.00 [Other 5P 23 [ 000
[Dther 5P 12 [ £0.00 |Other SP 24 [ em
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After you click on Add Receipts the following screen now appears:



ODoh@EgsAv-

School AcounER Y VeI

=
— Receipt
Feceipt Eentlel[lther SP1 YTD Balance I £0.00 Clase Farm
Receipt Mo. [Cietails I -
Date 7012000 - Refresh Data
— Receipt Details
Receipt Een...l Recei... | [retails | [rate | Aot | [ ezcription | C
Pozt
Add
Change
Remove
Clear
al | |
Totals
Grant j
Account Code ﬂ I—
Drescription I
ArnoLnt I

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.



. Lodgements

— Receipt
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Receipt CentrelTransition Year Trp

WTD Balance | £1,650.00
Recsint ND-I'I Details IJanual_l,l Lodgements
Date[rg/mezntn =]
— Receipt Detailz
Receipt Een...l Recei... | Details | Date | ArnoLint | Dezcription | C
Transition ve... 1

January Lod...  10/01/2010 325 Lodgement Slip 1.

al |

vl
Tatalz
Grant j
Account Code | j I £325.00
Drescription I
Amount 0.00

Cloze Form

Refresh Data

Post

Add

Change

Remove

Clear

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.

. Lodgements
— Feceipt

=101 x|

Receipt EentrelTranSitiun Year Trip

TTD Balance I £0.00
Receipt N0-|45 Detailz IJanuary Ladgements
Date[ipo/200 =]
— Receipt Details
Feceipt Cen...l Fecei... | Details | D ate | Arnount | Dezcription | C
Transition *'e... 45

January Lod...

0ms2mo 2w
January Lod...

Lodge Slip 957453
1o0/mA2ma 25

Tranzition e... 45 Lodge Slip 125648

al

Cloge Form

Refrezh Data

Pzt

Add

Change

Remove

Clear

Totals

Grant

Account Code j I £550.00
Dezcription I
Aot

0.00
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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.

L=
Expenditure Analysis Report
[ P&y Recpts fram Dept of Edu T P&Y Recpts fram Other Sources T MOM-PAY Recpt from Dept of Edu.
MOMN-PAY from other sources T Periad End for Balance Forward T Lists/Books
Hire: of Facilitie:s I—EDEID
Canceled Cheques YT
Bark Interest  mm - :
Al Educati_on . o Additional Receipts |
Other Receipts [Specify) : I

Year Tri €850.00 |ManOther SF 13 £0.00
MWonQther SF 2 £0.00 |MonOtker 5F 14 £0.00
MonQther SP 3 £0.00 |MonOther 5P 15 £0.00
MWaonQther SP 4 £0.00 |NonQOther 5P 16 £0.00
MWonQther SP 5 £0.00 |MonOther 5F 17 £0.00
MonQther SP B £0.00 |MonOther 5P 18 £0.00
MWonQther SF 7 £0.00 |MonOther 5F 13 £0.00
MonQther SP 8 £0.00 |MonOther 5P 20 £0.00
MonQther SP 9 £0.00 |MonOther 5P 21 £0.00
MWonQther 5P 10 £0.00 |MonOther 5F 22 £0.00 |7
MonQther 5P 11 £0.00 |MonOther 5P 23 £0.00
ManOther 5P 12 €000 |MonOther 5P 24 £0.00 E
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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.
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i
— Receipt
Feceipt Eentre|Transitinn Year Trp TTD Balance I £550.00 Close Form
Receipt No.|45 Details IJanuar_l,l Lodgements
Date'ﬁ 0/ /2010 - Refrezh Data
— Receipt Details
Fieceipt Cen...l Fecei... | Details | Date | Arnouint | Dezcription | C
Transition ve... 45 January Lod... 1040072000 275 Lodge Slip 125648
Tranzitionve...  4h Janwary Lod.. | 10/00/°20010 275 Lodge Shp 125649 Past
Ayl
Change
Rermove
Clear
al | vl
Totals
Grant j
Account Code | Travel and Sub. j £E50.00
Description || odge Slip 125648
Amaunt 75
The total at the bottom of the screen now reads the modified amount.
_ioix]
— Receipt
Feceipt CentrelTransition rear Tnp YTD Balance I £RR0.00 Close Bami
Receipt N'Z'-|45 Details IJanuary Laodgements
Datelﬁl 0701 /2000 - Refrezh Data
— Receipt Details
Receipt Een...l Recei... | Detals | Date | Arnount | Dezcnphion | L
Trangition Ye... 45 January Lod...  10/01/2000 275 Ladge Slip 125649
Trangition Ye... 45 January Lod...  10/01/2000 375 Ladge Slip 125648 Post
Aidd
Change
Remaove
Clear
4l | vl
Totalz
Grant j
Account Code j EEE0.0D
Dezcription I
Amaint 0.00
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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.

-1l
Expenditure Analysis Report
[ PaY Recpts from Dept of Edu T P&Y Recpts from Other Sources T MNOM-P&Y Recpt from Dept of Edu.
NOM-PAY from other sources T Period End for Ealance Fonward T Lists/Books
Hire of Facilities I—EDDD
Canceled Cheques —EDDD
Bank Interest &0
£0.00 - .
- Additional Receipts |
Adult Education I—ﬂUUU

Other Receipts [Specify] :

Transition vear Trip £E50.00 |MonDther SP 13 £0.00
MonOther 5P 2 £0.00 |MonOther SP 14 £0.00
MonOther 5P 3 £0.00 [NonOther SP 15 £0.00
MonOther 5P 4 €0.00 |NonOther SP 16 £0.00
MonOther 5P 5 £0.00 [NonOther SP 17 £0.00
MonOther 5P E £0.00 [NonOther SP 18 £0.00
MonOther 5P 7 £0.00 [NonOther SP 19 £0.00
MaonOther 5P 28 £€0.00 [MonOther SP 20 £0.00
MonOther 5P 9 £€0.00 [NonOther SP 21 £0.00
MonOther SP 10 £€0.00 [MonOther SP 22 £0.00
MaonOther SP 11 £€0.00 [MonOther SP 23 £0.00
MaonOther SF 12 £0.00 [MonOther SP 24 £0.00
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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.
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— Receipt

Receipt Centre| Trarsition vear Trip YTD Balance I £300.00 Cleas Fam

Feceipt Ho. Detailz |.Januar_l,l Lodgements
Date 12/00/2010 = Refrezsh Data

— Receipt Detailz

Feceipt Een...l Fecei.. | D etailz | [ate | ArnoLnt | Dezcription | E

Transition v'e... 45 January Lod.. 10401720010 275 Lodge Slip 125649

Transition vV'e... 45 January Lod...  10/01/20010 375 Lodge Slip 125648 Post

Transition vV'e... 45 January Lod... 120172010 1580 Lodge Slip 456871

Add
Change
Remove
Clear
al | |
Totals
Grant j
Account Code j EA00.00
Dezcription I
Amount I

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

Clear removes all the transactions listed.



