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Client Account Posting 
 
All moneys paid into or out of the client/deposit account must use this program.  This can be found in 
the accounts posting menu list. 
 
There are two versions of this program, a single screen posting and a wizard style that will take you 
through all the options available. 
 
Single Screen Posting 
 

 
Save in to batch This should only be selected when setting up a repeating transaction 
 
Financial year Allows the user to select which financial year this posting relates to. This can only be 

selected if the previous year has not been closed 
  (Default is Current Year) 
 
Period  Is the accounting period into which the posting will be made.  The period must still 

be open 
  (Default is current period) 
 
Date:  The transactions date, this will be remembered during this batch of transactions. 
  (Default is today’s date) 
 
Posting type  There are two options - 
   Use Client Bank - does a normal posting using a client bank. 
 

Forward transaction to client - will post a receipt and a payment to the 
matter for the same amount.  No bank account will be affected. 

  (Default is Use Client Bank) 
 
Bank  The Client or Deposit Bank to which this transaction is being made 
  (Default is the Client Bank specified in the practice options) 
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Matter  Enter the client ledger to which this transaction should be made 
 
 
Transaction type Click on payment or receipt 
  (Default is payment) 
 
Our reference The reference number/code relating to this transaction (optional) 
 
Detail  Enter a description of the transaction 
 
Amount  The value of the transaction 
 
Status  Rendered 
  Not rendered 
  Collected 
 
Detail code A choice of detail code set up (optional) 
 
Transaction  Select from the list of transaction methods set up 
       Method  
 
Ref/Chq No. The cheque or receipt number relating to this transaction.    
 
 
Cheque Details If paying by cheque the payee details 
Payee   
 
Amount  This will show the value of the cheque  
 
Print cheque If ticked the system will automatically produce the cheque 
 
The next posting If ticked the value of this entry will be added to the value of the next  
 will add to 
 cheque  
 
 
Batch Totals  
Payments Shows the sum of the payments made in this batch 
 
Receipts  Shows the sum of the receipts made in this batch 
  
Clear batch If this is clicked the system will clear the batch totals 
total 
 
If additional notes are required to be made relating to this posting then click on the Notes button 
 
If there are any outstanding undertakings the Undertakings button will become available – click on this 
button to see any outstanding undertakings
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Wizard Style Posting 
 

 
 
Save in to batch This should only be selected when setting up a repeating transaction 
 
Financial year Allows the user to select which financial year this posting relates to. This can only be 

selected if the previous year has not been closed 
  (Default is Current Year) 
 
Period  Is the accounting period into which the posting will be made.  The period must still 

be open 
  (Default is current period) 
 
Date:  The transactions date, this will be remembered during this batch of transactions. 
  (Default is today’s date) 
 
Posting type  There are two options - 
   Use Client Bank 
   Forward transaction to client 
  (Default is Use Client Bank) 
 
Bank  The Client or Deposit Bank to which this transaction is being made 
  (Default is the Client Bank specified in the practice options) 
 
Matter  Enter the client ledger to which this transaction should be made 
 
Transaction type Click on payment or receipt 
  (Default is payment) 
 
Click on Next or press return to go to the next screen 
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Our reference The reference number/code relating to this transaction (optional) 
 
Detail  Enter a description of the transaction 
 
Amount  The value of the transaction 
 
Click on Next or press return to go to the next screen or back to go to the previous screen 
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Transaction  Select from the list of transaction methods set up 
       Method  
 
Ref/Chq No. The cheque or receipt number relating to this transaction.    
 
 
Cheque Details If paying by cheque the payee details 
Payee   
 
Amount  This will show the value of the cheque  
 
Computer will If ticked the system will automatically produce the cheque 
Print it 
 
Hand write it If ticked the system will not produce a cheque 
Yourself 
 
With this If ticked will produce the cheque when posted 
 Posting 
 
The next posting If ticked the value of this entry will be added to the value of the next  
 will add to 
 cheque  
 
Click on Next or press return to go to the next screen or back to go to the previous screen 
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If there are any outstanding undertakings then the following screen will be displayed 
 
 

 
 
If this payment clears the outstanding undertaking then click on the Clear button other wise click on 
next 
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Transaction This will show the value of this transaction 
 Amount 
 
Notes  Enter any additional notes relating to this transaction 
 
Batch Totals  
Payments Shows the sum of the payments made in this batch 
 
Receipts  Shows the sum of the receipts made in this batch 
  
End Batch If a tick is entered here the system will clear the batch totals after this transaction 
 
 
Click post to complete the posting or back to go to the previous screen close aborts the posting 
entry 
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If the save into batch option has been selected then following screen will be displayed instead 
 
 

 
Transaction This will show the value of this transaction 
 Amount 
 
Notes  Enter any additional notes relating to this transaction 
 
Batch Totals  
Payments Shows the sum of the payments made in this batch 
 
Receipts  Shows the sum of the receipts made in this batch 
  
End Batch If a tick is entered here the system will clear the batch totals after this transaction 
 
Click on Save to save the batch posting back to go to previous screen 
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Requested by Enter the fee earner code who authorised this repeating transaction 
Fee Earner 
 
Next Due on The date on which the next repeat transaction is to be made 
 
Amount  The value of the repeating transation 
(excl. VAT) 
 
VAT amount No VAT can be entered on client postings 
 
Repeat  specify the repeating frequency of this transaction 
   None (one off posting) 
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   For ever 
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   Until end date 
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   Untill zero total 
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