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Agenda
• Tracking Payment Types
• Receipt Entry
• Receipt Journal
• Receipt Form
• Importing from Tracks
• Bank Deposit Entry
• Recap of Receipt and Bank Deposit Flow
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Tracking Payment Types
• New addition to Receipts & Deposits.

• On Entry screens.
• On Journals.
• On History Reports.

• Easier to tie the amounts and types of 
money to individual transactions. 

• Setup: “Use payment types on Receipts 
and Deposits” on the Defaults Tab in 
School Settings.
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Receipt Entry
• Enter receipts in Receipt Entry.
• Two types of receipts:

• Manual – you enter receipt #, no printing.
• Computer – You click the “#” button and SB 

prints the receipt.
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Receipt Entry
• On the Header Tab, enter who the money 

was Received from and applicable 
Payment information.
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Receipt Entry
• On the Detail Tab, enter what the money 

was for and which GL account it goes to.
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Receipt Journal
• You will not be prompted to print the Receipt Journal.
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Receipt Update
• When you verify that the journal is 

correct, you will be prompted to update.  
This creates a bank deposit.
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Import Types – Summary/Detail
• Summary – one detail line for each GL 

Account.
• Detail – one detail line for each receipt detail 

line.

• It’s your choice.  
• Specify default in GL Account Mntce.
• Change on Rec. Journal Update screen.
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Receipt Form
• Print on plain paper or a pre-printed form.  
• Format your receipt form using drag and drop 

to place fields where you want them.
• The Header section has the Received from 

Name, Date, Receipt number. 
• The Detail section has the data for each 

individual line item - Purpose, Amount, and 
GL Account number. 
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Import from Tracks
• Pulls in Closeout data to create a Bank Dep.
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Bank Deposit Entry
• If you updated a SB Receipt Journal or imported 

from Tracks, the deposit will be sitting here.
• Or you can enter a deposit from scratch here by 

clicking on the “#” button.
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Bank Deposit Journal
• Print the Journal and Update to post.
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Receipt/Bank Deposit Process
1. Enter Receipts in Receipt Entry.
2. Print and check Receipt Journal.  
3. Update Receipt Journal.
4. SchoolBooks creates a Bank Deposit.   

(Need changes?  Go to Bank Deposit Entry).
5. Print and check Bank Deposit Journal.
6. Update Bank Deposit Journal (now the 

deposit is posted!)
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Receipt/Bank Deposit Process

• Remember… only print the Receipt Journal 
when you are ready to make a deposit.  

• One Receipt Journal = One Deposit at the 
Bank.
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Let’s Walk Through It!
Or

Questions & Answers


