
SchoolBooks – S11

Receipts

and

Deposits



Agenda

• Receipt Entry

• Receipt Journal

• Receipt Form

• Importing from Tracks

• Bank Deposit Entry

• Recap of Receipt to Bank Deposit Process



Receipt Entry

• Entry / Receipt Entry

• Enter receipts in Receipt Entry.

• Two types of receipts:

• Manual – You enter receipt number, no 

printing.

• Computer – You click the “#” button and 

SchoolBooks prints the receipt.



Receipt Entry

• On the Header Tab, enter Received from 

and applicable Payment information 

(optional).



Receipt Entry

• On the Detail Tab, enter what the money 

was for and which GL account it goes to.

NEW! Purpose 

field is now 60 

characters!



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. 



Receipt Form

• Management Menu / System Maintenance / 

Forms / Receipt Form



Printed Receipt

• NEW! Receipt with tax breakdown.  

• Management / Customize / School Settings 

– Other Settings Tab



Receipt Journal

• You will NOT be prompted to print the 

Receipt Journal.



Receipt Update
• When you verify that the journal is correct, 

you will be prompted to update.  

• This creates a bank deposit.

• Management / Customize / School Settings –

Month End Tab: Force Users to enter date.



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 
Maintenance.

• Change on Update screen.



Receipt History Report

• NEW! Option for selection by GL Account.



Import from Tracks

• Pulls in Closeout data to create a Bank 

Deposit.

NEW! Choose in 

School Settings if 

you want this screen 

to stay open!



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.



Bank Deposit Journal

• Print the Journal and Update to post.



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!)



Receipt / Bank Deposit Process

• Remember to only print the Receipt 

Journal when you are ready to 

make a deposit.  

• One Receipt Journal = One Deposit 

at the Bank.



Tracks Receipt Process

1. Receipt sales/deposits in Tracks.

2. Do Closeout.  

3. Import from Tracks.

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!)



Let’s Walk Through It!

Or

Questions & Answers


