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To create a Manual Receipt click on Receipts and Manual Receipts
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The following screen will open
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Enter the relevant information. Mandatory Fields are denoted with an *

	Date 
	Enter the date of receipt

	Customer
	Enter the customer using the pick list

	Bank
	Enter the bank using the pick list

	Period
	Enter the period

	Description
	Enter a description for the receipt

	Receipt Amount
	Enter the receipt amount

	Reference
	Enter the Reference for audit trail



Click on income matching to match against the relevant invoice(s)  [image: C:\Users\Danni.Rutherford\Desktop\in.png]

Note: only invoices/credit notes for the Customer selected in the Manual Receipt Screen will appear.
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Select the relevant  invoices/credit notes – these should balance to zero

Click on Match this will take you back to the input screen.

Click on Submit to post the Receipt
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To use Bulk Receipts click on Receipts and Bulk Receipts
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The following screen will appear:
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	Paying In Slip Number
	Enter the reference number for the Bulk Receipt
Or select a previously saved receipt

	Bank Account
	Enter the Bank Account the money is paid into



Select the relevant invoices and credit notes to be receipted by clicking in the Tick Box. A total will appear at the bottom of the screen.

Click on Save to save the selections to return to at a later time (these will not be posted)

Click Process to post the Bulk Receipt.
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[bookmark: _Toc498936144]Income Matching 

Income Matching allows the System Manager to match a receipt against invoices and credit notes or to unmatch a receipt from an Invoice if the receipt has not been accepted by the Bank

To use Income Matching click on Receipts and Income Matching 
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The following screen will appear
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Enter a Customer (mandatory), date range or period and click on [image: ]

The following screen will appear:
[image: ]
Tick the receipt and the invoices that you wish to match and click on [image: ]

Note: The match cannot take place until the Matching Total balances to zero.

To unmatch a receipt and an invoice(s) click on the Unmatch tab in the Income Matching screen

Select a Customer (mandatory), period, date range or reference and click on [image: ]

The following screen will appear:
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Tick the match you want to unmatch and click on[image: ]. The invoice will be available to receipt again

Note: The invoice and or receipt will need to be reversed or rematched.
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Income Matching - 12342 - 1610312016

Reference 12342 ‘Customer CARDD - Caravan Club X
Matching Total: £0.00
Date 16032016 Period 12
TveE  REFERENCE oaTE VALUE DESCRIPTION
CreditNote cros 16032016 5000 credt
Invoice 7806 16032016 150,00  Leting of school fld May Bank Holiday

Matching Total: £0.00
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Bulk Receipts

Paying In Siip Number * Bank Account *
Bulk Receipt Total: £ 0.00

a . 8

TveE REFERENCE v DATE cusTomER DESCRIPTION NETTVALUE VAT VALUE ToTAL
Invoice o7t 16032016 Caravan Club Leting ofschool fel May Bank Holiday 15000 000 15000
Invoice o2 16032016 Caravan Club Leting ofschool fel May Bank Holiday 15000 000 15000
CreditNote cRé5 16032016 Judo Club Greditfor Tuesday 15th March School closed 5000 000 5000
CreditNote cR78 16032016 Holshols Basketbal Greditfor Tuesday 15th March School closed 5000 000 5000

Bulk Receipt Total: £ 0.00

-

Bank Account Balance: £ 0.00
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Matching Total: £ 0.00
Invoices ‘Search records Q| Receipts ‘Search records Q|
TYPE v REFERENCE DaTE VALUE DESCRIPTION REFERENCE ~ oaTe VALUE DESCRIPTION

Letiing of school ield May.

Invoice 672 te032018 15000 2T

78070 160032016 150.00 Receipt

Matching Total: £ 0.00
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Income Matching (Unmatch)

Match Unmatch

Customer * Date Range

CAROD1 -Caravan Club . )

Q

Match Reference: RCT1 - Date: 16/03/2016 - Value: 100.00

SUPPLIER REFERENCE INVOICE DATE DUE DATE
Caravan Club 12342 1610312016
Caravan Club 7808 1610312016
Caravan Club CRO8 1610312016

Match Reference: RCT2 - Date: 16/03/2016 - Value: 100.00
SUPPLIER REFERENCE INVOICE DATE DUE DATE
NA 274 1610312016
Caravan Club 671 1610312016
Judo Club CR45 1610312016

Main: 01625511011 Fax: 01625430 186 Support: 0844 249
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