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1. Report – Transaction Listing by Ledger Code 

This report shows transactions per ledger code for a selected period range. It can be run for all Ledger Codes or 

specific ledger codes. 

The Master Profile has access to this report by default; all other profiles will need to be updated dependent upon the 

school’s policies. This is actioned in System Setup>Users & Access Profiles. 

Go to Reports> Financial> 

 

 

Click on Transaction Listing by Ledger Code. The following screen will appear: 

 

Select the period range and ledger code(s) required. 
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Note – If no ledger codes are selected the report will be generated for all ledger codes. 

Click on to run the report. It will automatically download. An extract is shown below: 
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2. Report – Bank Reconciliation Transactions 

This report provides 3 separate reports: 

1. A listing of transactions that have been reconciled against a specific bank account and/or statement number 

2. A listing of any unreconciled transactions 

3. A full listing of reconciled and unreconciled transactions 

The Master Profile has access to this report by default; all other profiles will need to be updated dependent upon the 

school’s policies. This is actioned in System Setup>Users & Access Profiles. 

Go to Reports>Bank 

 

 

Click on Bank Reconciliation Transactions. The following screen will appear: 

 

Select the Bank Account, Statement Number and Status (dependent upon the report you wish to run). 

An extract is shown below: 
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3. Reports – filter on Income & Expenditure Report for Funds and/or Analysis Codes 

and/or Cost Centres 

A new filter option has been added to the Income and Expenditure Report allowing the selection of running the 

report by Fund and/or Analysis and/or Cost Centre. 

The Master Profile has access to this report by default; all other profiles will need to be updated dependent upon the 

school’s policies. This is actioned in System Setup>Users & Access Profiles. 

Go to Reports>Income & Expenditure 

 

 

Select Income & Expenditure. The following screen will appear: 

 

 

Select the Period Range, Fund, Analysis and Cost Centre required. Click on Submit to run the report. 
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The report will appear as before but based on the newly selected criteria. 
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4. Purchase Orders – complete part received or ordered Purchase Orders 

It is now possible to complete a part received or ordered Purchase Order. This process will remove the outstanding 

commitment and close the Purchase Order. 

Go to Transactions>Orders>Purchase Orders 

 

 

The View List of Purchase Orders will appear: 
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In the Action dropdown box a new function is available – Complete. 

 

Select the Purchase Order(s) you wish to complete by clicking the tick box next to the order. 

Note – Multiple Orders can be completed at once. 

Click on Complete and the following message will appear: 

 

To complete the process, click on Confirm. 

The status of the Purchase Order will change to Completed. 

Note – this process is irreversible. 

 

 

 

 


