[image: image1.jpg]


[image: image2.jpg]



Class Ledger
Opening Balances






(This is only meant as a guideline)

In this example Class is being implemented from the 1st January 2014.
Students who have left the school but have a balance (credit or debit balance) 

· Create enrolment
· Create a Sundry item – called “old system balance” ensuring the Nominal Code is “Old System Balance”

· On the Finance Tab manually input the outstanding amount
· Print invoice
NB for individual student bookings if you do not require the debt/over payment to be included in the Class Ledger then this is not necessary.
Cross over students (with or without an outstanding balance)

· Input the 2014 part of the enrolment

· For monies received up to 31/12/13 enter a receipt with a “Type” of “Old system receipt” and a  date of 31/12/13 (or earlier date if available)
· For monies received from 01/01/13 then enter a normal receipt. (date from 01/01/13)
· Print invoice
New arrivals from 01/01/14 but already input and invoiced in “Old system” 
· For monies received up to 31/12/13 enter receipt with a “Type” of “Old system receipt” – date 31/12/13 (or earlier date if available)
· For monies received from 01/01/14 then enter a normal receipt. (date from 01/01/14)
· Print invoice
Check each account to ensure you agree the balance.
You can now continue with new bookings

New arrivals from 01/01/14 NOT already input/invoiced to “Old system”
· For monies received up to 31/12/13 enter a receipt with a “Type” of “Old system receipt” – date 31/12/13 (or earlier date if available).  This will probably not apply unless a deposit was received prior to the booking being input.
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