
Cash Receipting Entry 
Logging into the Cash Receipting BS&A Module 

Locate the Equalizer.Net Icon on your desktop and double click 

 
 

Find Cash Receipting.Net and double click 

 

The log in screen will open, enter your Windows login and click Login  

 
 

Entering a Counter Receipt 

Click on Counter Receipt in the Application Views on the left hand side of the screen 

 



First, you will enter who is making the payment in the Rec’d Of: field- you are able to enter the address 
of the payer by clicking the address button.  Next you will enter a short description in the three 
Description/Note lines if needed.   

 

 

The Batch: field can be utilized if you are entering large volumes of payments, but in most cases this will 
be left blank.  The Post Date: field will auto fill today’s date and should only be changed when advised by 
the Finance Department. 

 

 

Next, you will double click on the yellow line to enter the type of receipt that is being paid and how 
much is being paid. 

 

 

You can enter the receipt item in the field, or you can search for an item by clicking the magnifying glass 

 

 

 

 

 

 



A list of receipt items will open, find the one you are using and double click 

 

 

The Receipt Item code and Reference will populate and you will then enter the amount in the amount 
field. Note: some receipt items have default amounts, therefore you will not have to enter the 
amount it will auto populate. 

 

 

Once you have entered the correct receipt items, you will click Save at the bottom right side of the 
screen to enter the tender information. 

 

 

 

 



The Payment Details box will open, you will enter the tender type and verify the amount being paid.  
You can type the tender code, or you can search for it by clicking the magnifying glass.   

 

 

Choose the appropriate tender code and click Ok 

 

 

 

 

 



If you select Check, a check number must be entered in the Check#/Reference# field 

 

Click Save at the bottom of the screen  

 

 

The system will prompt you to print a receipt, you can run the receipt to the screen and then send it to 
the printer. Click Yes. Note: If you say no, you can go back to the receipt and re-print receipts at any 
time. 

 

 

Click Print Receipt 

 



The receipt will appear in a report, and to print, you will click the printer icon.  Note: As will all other 
reports, you have the option to save this as a PDF or email the receipt to someone by click File at the 
top left.  

 

To close the receipt, click the X at the top right. Once the receipt it closed, the system opens a blank 
receipt and is ready for a new one to be entered.  

 

 

 

 

Entering an Interfaced Counter Receipt 

If you are paying an invoice from another BS&A module like UB, BD or MR, you will enter the payment in 
the Counter Receipt screen as well.   

The only difference is, you will not have to enter the information for the person paying and you will 
simply skip to the yellow line to enter the receipt item.  The receipt codes that will be used  for 
interfaced receipts are: 



UB = Utility Billing Payment 
BDINV = Building Department Payment 
MR = Miscellaneous Receivable Payment 

Cash Receipting will grab the data from the other modules and fill in the information in the Counter 
Receipt entry screen.  You will verify the information, click save to enter the tender information and 
print the receipt as needed. 

Running End of Day Report/Balancing 

Once all transactions are completed for the day, you will balance the money you have taken in to the 
Receipt Register report.  To run this report, you will click Reports at the top of the screen. 

 

Click Receipt Registers 

 

Ensure that Receipt Registers is in the second drop down menu, and click Run Report. 

 



We will set the filters highlighted below the first time you run the report (the system will remember the 
filters when you run this report again). 

 
 

Click Run  

 

 

The report will run to the screen, and it will list the transactions for the specified day. 

 



You will verify the report shows the same amount of Cash/Check/Credit Card that you have taken in for 
the day. 

 

 

To print the report, click the printer icon. 

 

To close the report, click the X at the top right side. 

 

 

 


