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Cash Receipting - CSH 

Cash receipting may be accessed at any time by entering “CSH” at the Next line.

Screen #1

Mandatory entry - complete the following: 

Cashier ID  User’s financial password

Case Number Enter the case year/number and “N” if it does not exist on the 
system, receipt information can be entered manually on the first
event.  Enter “Y” if the case has been entered  on system. If the
financial cash code Report Type/Event Created flag is set at E,
an event will be created automatically and listed in register of
actions.

Quantity Number of items with the same cash code

Cash Code Code that represents the type of transaction and accounts for
disbursement

Amount Due Transaction amount

When complete - Press <Enter>
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Cash Receipting

Screen #2

Complete the following: 

Cashier ID Financial password

Paid By Individual providing payment of the transaction

Date Defaults to current date

Cmt Any additional comments

Pymt. Type Cash, check, money order, credit card, void payment, etc.

Reference Code Check, money order or credit card number

Amount Received Amount paid for the transaction

When complete - Press <Enter>

The system will calculate any change due and ask for confirmation.  
If correct Press <Enter>...  Receipt will print.


