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Daily Collection Summary 
Purpose:  

 

• It records the nature of the receipts, collected amount, official receipt no. and 

banking information. The receipts may include donation, photocopying charges, 

fees received from programme activities and school fees.  

 

• No year end closing concept applies to this module. 

 

• Add New Transactions 

-No duplicated official receipt no. with the same transaction date is 

allowed. 

-Future date is not allowed. 

-The transaction date should be equal to or later than module effective 

date. 

 

• Update Transactions 

-User may change the Date, Particulars, Amount, Official receipt no. and 

Bank-In Details. 

 

• Delete Transactions 

-Allows user to delete existing collection transactions. 

 

• Generate Receipt Voucher 

-Allows user to generate a receipt voucher based on daily collection 

summary record. 
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Step 1. Click [Add] button 

Add New Transactions 
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Add a record 

Add New Transactions 

 

A blank line will be displayed. 
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Step 2. Enter [Date] and [Particulars], 

 [Amount] and [Official Receipt No.] 

 

Step 3. If you have the bank-in details, click 

            the Link hyperlink to fill in Bank In 

            Details.  Filling in bank-in details is 

            optional.  

 

Add New Transactions 
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Step 4. Enter [Date Banked], [Government 

 Fund] and [School Fund] 

 

Step 5a. Click [Save and Back] button 

 

Step 5b. Click [Back] button 

 

Add New Transactions 
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Step 6. Click [Save] button 

Add New Transactions 
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Record is successfully saved. 

Add New Transactions 



V 03.02.01 Slide 9 V 1.0 Slide 9 Search a Record 

 
Step 1. Click [Daily Coll. Summary]  [Daily Coll. 

Summary] from the left menu 

 

Update Transactions 
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Step 2. Enter the search criteria 

 

• [From Date] should be later than 

module effective date 

• [To Date] should be earlier than or 

equal to system date 

 

Step 3. Click [Search] button 

 

Update Transactions 
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Step 4. Select the checkbox(es) next to 

[Date] 

 

Step 5. Click [Edit] button 

Update Transactions 
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Step 6. Update the transaction detail.   

 

Step 7. If you have the bank-in details, click 

            the Link hyperlink to fill in Bank In 

            Details.  Filling in bank-in details is 

            optional.  

Update Transactions 
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Step 8. Edit bank-in information.  

 

Step 9a. Click [Save and Back] button 

 

Step 9b. Click [Back] button 

 

Update Transactions 
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Step 10. Click [Save] button 

Update Transactions 
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Record is saved successfully 

Update Transactions 
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Step 1. Click [Daily Coll. Summary]  [Daily Coll. 

Summary] from the left menu 

 

Delete Transactions 
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Step 2. Enter the search criteria 

 

• [From Date] should be later than 

module effective date 

• [To Date] should be earlier than or 

equal to system date 

 

Step 3. Click [Search] button 

 

Delete Transactions 
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Step 4. Select the checkbox(es) next to 

[Date] 

 

Step 5. Click [Delete] button 

Delete Transactions 
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Record is deleted successfully 

Delete Transactions 
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Step 1. Click [Daily Coll. Summary]  [Daily Coll. 

Summary] from the left menu 

 

Generate Receipt Voucher 
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Step 2. Enter the search criteria 

 

• [From Date] should be later than 

module effective date 

• [To Date] should be earlier than or 

equal to system date 

 

Step 3. Click [Search] button 

 

Generate Receipt Voucher 
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Step 4. Select the checkbox next to [Date] 

 

Step 5. Click [Generate Receipt Voucher] button 

Generate Receipt Voucher 
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Step 6. Update the transaction detail.   

 

Step 7. If you have the bank-in details, click 

            the Link hyperlink to fill in Bank In 

            Details.  Filling in bank-in details is 

            optional.  

Generate Receipt Voucher 

Step 6. The fields of “Accounting Month”, 

“Voucher Date”, “Voucher Particulars” & 

“Amount” will be pre-filled in the receipt 

voucher form. Users can select other 

accounting month / voucher type and amend 

the voucher date / particulars / amount as 

necessary. 
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Step 7a. Fill in the fields of Accounting Line 

 Information (Credit) 

Step 7b. Click [Add] button 

 

Generate Receipt Voucher 
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Step 7d. Add Accounting Line 

 
User can add more accounting 

lines by repeating step 7a-b. 

Step 7c. Add Accounting Line 

 

Accounting line is added 

Generate Receipt Voucher 
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Step 8. Click [Bank Ledger Information 

 (Debit)] hyperlink to fill in  

 bank ledger information 

Generate Receipt Voucher 



V 03.02.01 Slide 27 V 1.0 Slide 27 Generate Receipt Voucher 

Step 9. Fill in Bank Ledger Information (Debit) 

 

Note: Total debit amount is not required to be 

entered since gross debit amount is equal to the 

total sum of credit amount. (i.e. total amount of 

all accounting lines) 

Step 9. Fill in Bank Ledger Information (Debit) 

 

i) Select Bank Ledger Code 

 

Default bank ledger code of the selected 

voucher type will be selected by default. 

Generate Receipt Voucher 
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Step 9. Fill in Bank Ledger Information (Debit) 

 

ii) Fill in Bank Particulars (Optional) 

Generate Receipt Voucher 
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Step 10. Save Voucher 

 

Step 10a) Save voucher as draft 

 

i) Click [Save Voucher As Draft] button 

 

- No budget check will be performed.  

- Draft voucher can be retrieved for 

updating and saved as draft or 

unposted subsequently. 

Generate Receipt Voucher 
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Step 10. Save Voucher 

 

Step 10b) Save voucher as unposted 

 

i) Click [Save Voucher] button 

 

- Budget check will be performed if the budget 

has been approved. 

- Unposted voucher can be retrieved for 

updating and only can be saved as unposted 

subsequently. 

Generate Receipt Voucher 
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After saving the voucher as draft or unposted… 

 

Page will be returned to transaction detail of 

Daily Collection Summary. And show the 

Voucher record saved successfully message. 

 

Generate Receipt Voucher 

The voucher number will be 

displayed at the “Voucher 

No.” column and show the 

voucher status as “Draft” 

or “Unposted”. 

 


