
Instructions for 
Cash Receipts   

From Oregon School 
Accounting Software (OSAS) 



Cash Receipts 
 The cash receipts module will allow 
you to record receipts and fees, much 
like journal entries, including budget 

and GL codes.   
 Cash receipt entries will also post to 

your bank reconciliation.  



Option 1, Enter receipts: 



To enter a payment against AR, 
first scan for the customer 



Enter name or partial name 



Select the customer 
 



Select the correct invoice for that customer 
 



You fill in the check # and the G/L accounts.  
The other fields are filled in for you. 

 



This is an example of a GL only receipt.   
The amount should always be positive. 

 



Posting Budget Amounts 
  If the amount increases revenues OR 

expenditures, it should be positive 
 If the amount decreases revenues OR 

expenditures, it should be negative 
 Enter the GL account numbers as if the 

amount were positive. 

Continue for some examples… 



Here we have an increase to revenue, the credit 
to 30200, and a debit to cash account 10101. 

 



But, there was a deduction from that check to 
cover something that gets charged to expense. 

 

Since the deducted amount is an increase to 
expense, it is also positive, but the debit is to 

60200 and the credit is to cash. 



Here we have cash received, increasing revenue, 
so a positive amount.  Debit cash; credit 30200. 

 



This one reduces expenses, so the amount is 
negative.  Debit to cash; credit to 60200. 

 



Now let’s look at an example 
where we are making a 

correction to a previous entry. 
We are going to back 

something out and re-enter it 
to another fund. 



Here we are backing out the old entry, reducing 
revenue, so a negative amount.  Debit to 30200. 

 



This is the correct entry, increasing revenue,  
so the amount is positive.  GL credit to 30200. 

 



Use transaction type T when both GL accounts  
are cash.  Both sides will go to the bank recon. 

 



Here is an example for interest.  Enter it  
as a positive amount to increase revenue. 

 



This example is for bank fees.   
A positive amount will  increase expenditure. 

 



You may preview your deposits/fees on 
the edit to assure accuracy before posting. 



There are four “flavors” of edits.   
Any transfers, or “T” entries will be listed 

and totaled on a separate page of the edit.   



Note that the transfers, if any, are listed on a 
separate report from your non-transfer items.   



This listing by cash account shows the 
revenues separately from the expenses so 
you can balance to the ‘before’ and ‘after’ 

Budget Balancing Summaries. 



This listing by Fund also shows the 
revenues separately from the expenses 



And, the deposit total for the fund is the 
total cash to all cash accounts in that fund, 
even including those GL only amounts that 

did not affect the budget.  



Here you can see the results of the 
correction we made… 



Here is another edit by cash account. 

Notice totals for each cash account. 



You may also upload Cash Receipt entries.  
We will give you a special template for that.   



There are also 4 listings available for 
historical receipts, in a variety of choices. 



Any questions? 
 
Call us!     
 

541-266-4041 
Toll free: 888-997-6727 

From Oregon School 
Accounting Software (OSAS) 
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