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REAL ESTATE SOFTWARE

How to Process a Receipt for Cash or Cheque in Strata
Master (Basic Receipting)

There are receipts when cash or cheque is received, where the funds need to be taken to the bank.

This article will cover the receipt for funds not yet showing on the bank statement.

Dating the Receipt - Important Note

It is important to note that it is unusual to backdate a receipt. Backdating receipts can create unbalanced
Bank reconciliations. If you are receipting funds that still need to be banked, use current date.

To Process

1. Click on the Receipting icon on the toolbar

@

Receipt

2. Enter the Lot and Plan and then enter. Below | have highlighted the main entry items - Lot/Plan, Amount
being receipted, and tick boxes for Banked and Charging Fees to the Owners Corporation for your time.

Levy or Owner Invoice 1 Oither Rieceipt to Duners Corporalion 1 Trust Ledger
Selected: Lot 2/ Plan 4444 [GST registered]
© Unit/Plan @ Lot/Plan  Addiess © Mame Lot Ref Unallacated B/F b
o i Unallocated 0.00
2 a Due 3178.92
Paidte 31/03/2019  New paid to 31/03/2019
Date | Description | Admin due [ Admin paid | CapitalW... | CapitalW... | Other due | Other paid | Outstanding [ Allocation | % Discount | Group
01/04... Quarterly Admin/C.. 53235 0.00 216.50 000 0.00 0.00 799.25 0.00 0.00
0107... Quarterly Admin/C.. 532,35 000 216,50 000 .00 0.00 799.25 000 0.00
MAD. Quatterly Admin/C. 582,35 000 216.90 000 .00 0.00 799.25 000 0.00
02/01... Lot 2 Swipe back 66,00 000 0.00 000 000 000 BE.00 000
2406... Interest due 521.09 000 194.08 000 000 000 71517 000
< >
[~ Charge unpaid interest 233414 000 844 78 0.00 0.0 000 3178® 0.00
= Rieceipt detait
Total amount Payer M Gregory Tzatziki [ Banked | Es s rE
Desciption |
~ Chequs detait
Cheque amount Cheque ro. | Draver |
Bark | =] Buanch| BSB
Note: When you have completed entering your manual receipts for cash and/or cheques you must finalise those receipts in the Accounting > Banking screen and produce your depesi slipfs),

3. When the funds are are yet to be banked,do not tick the Banked box. As soon as the Banked box left
unticked, Strata Master knows that the receipt is for cash or cheque.

[~ Barked

4. When you enter the Amount, you will notice blue ticks appear against levies above. Unless you wish to
apply the funds as shown by the ticks, untick the blue ticks and re-tick as you want it to apply. In the
example below, the Lot Owner has sent a cheque for $70 to cover the Swipe Card invoice of $66.00. $4 has
then been applied to the oldest Levy.
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@ n @ Receipting into bank account: Rockend Strata Management - General Trust
Levy or Dwner Invoice T Other Receipt to Owners Corporation T Trust Ledger
Selected: Lot 2/ Plan 4444 [GST registered)
© UritPlan & Lot/Plan C Addess © Name ¢ LotPef e el 7 g
LatMo. Plan No. Unallocated ooo
- - Q Due 3.190.74
Paidto 31/03/2019 Mew paid to 31/03/2019
Date | Deescription | Admin due | Admin paid | Capital ... | Capital .. | Other due | Other paid | Outstanding I Allocation | % Discount | Group
o 01/04... Quartery Admin/C. . 58235 0.oo 216.90 0oo 0oo oo o525 4.00 0oo
01/07... Quarterly Admin/T... 56235 0.00 216.80 0.0 0.0 0.00 79925 0.00 0.0
01A10... Quarterly Admin/T... 56235 0.00 216.80 0.0 0.0 0.00 79925 0.00 0.0
o 02/01... Lot 2 Swipe back... 66.00 0.00 0.00 0.0 000 0.00 0.00 66.00
12/07... Interest due 52370 0.00 197.29 0.00 0.00 0.00 726,99 0.00
< >
[~ Charge unpaid interest 234275 0.0 847.99 0.00 0.00 0.00 312074 70.00
~ Receipt detail
Tatal amaount I?D oo Paper IMr Gregory Tzatziki [~ Banked [ Bhome st ey
Description I
1~ Cheque detail
Cheque amount[70.00 Cheque no. [123543 Drawer |G Tzatziki
Bank [Bank of New Zesland x| Branch [Spdney NSW Bse [mas2]
Mote: When you have completed entering your marual receipts for cash and/or cheques pou must finalise those receipts in the Accounting » Banking screen and produce pour deposit slipls].

5 If the funds are a cheque, enter the cheque details

 Receipt detail
Total amount I?U.UU Payer IMr Gregory Tzatziki I~ Banked B e s meE] i
Drescription I
 Cheque detail
Cheque amUuntI?U.DU Cheque no. |123543 Dirawer IG Tzatziki
Bark |Bank of Mew Zealand v|  Branch [Sydney NS BSE [014-620
Mote: When you have completed entering pour manual receipts for cash and/or cheques you must finalize thoze receipts in the Accounting > Banking screen and produce your deposit slip(z).

6. Then, when happy with the allocation of the funds, click Process.

7. On the screenshot above you will notice the wording in blue. This is a prompt to create your banking slip/s
and deposit the funds at the Bank. This is usually done once a day.

Mate: When vou have completed entering vour manual receipts for cash and/or cheques vou must finalize thoze receiptz in the Accounting » Banking zcreen and produce your deposit =lip(z).

Useful Links

https://kb.rockend.com/help/how-to-process-a-receipt-in-strata-master-that-is-already-on-the-bank-
statement

https://kb.rockend.com/help/unposted-levy-receipt-in-strata-master
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