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Statement Detail 
The Statement Detail Report reports all transactions on statements for a date range, 
including the; family code, name, number of students, billing code, account code, gst 
content and total amount. 
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Receipt 
Click on the Prebilling button to be presented with the Prebilling sub-menu. 
 

 
 

These reports provide detail on receipts that have been issued. 
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Bank Summary 
The Bank Summary Report reports the receipts issued for a date range, it would normally 
be run on a daily basis. 
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Deposit Sheet 
The Deposit Sheet Report reports all receipts that are not marked as banked.  At the 
conclusion of running the report you are asked if you wish to mark the transactions as 
being posted.  Once again this would normally be run on a daily basis when banking is 
done for the previous days receipts.  Choose to Print with Cash/Cheque only or all 
payment types. 
 

 
 

BFund Receipts and Scholarship Receipts can also be printed from here. 
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Statement 
 

Statements 
This button presents you with the dialogue box that will allow you to print statements 
 

 
 

Trial Balance 
Click on Finance Menu; Reports; Trial Balance. 
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New Trial Balance 
This allows you to create a Trail Balance for a specified date range.  This report can be 
run at any time, once a report is run it is retained for reprint in the Archive.   
 
▪ NB.  The total of all debits should equal the total of all credits, resulting a report balance 

of zero. 
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Archive 
This button takes to you a list of all Trial Balance Reports that have been generated.  You 
can Print or View these reports. 
 

 
 

 



 

 
Denbigh Administration – Denbigh Debtors Module – User’s Documentation Page 155 of 167 
 

Aged Debtors 
Click on Finance Menu; Reports; Aged Debtors. 
 

 
 

The Aged Debtors Report, reports debtor (not prebilling) transactions up to and including 
the current date and time.  It cannot be printed retrospectively.  It is recommended 
that it is reported each evening. 
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Create Report 
This allows you to create the current Aged Debtors Report.  Please note that this report 
CANNOT be retrospectively – it RECOMMENDED that you run the report each 
evening at the close of business. 
 
You can report on Debtors only, Credits only or both Debts and Credits 
 

 
 

Archive 
This button takes to you a list of all Aged Debtor Reports that have been generated.  You 
can Print or View these reports. 
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VIEW DATA 
 
To access the View Data sub-menu click on the View Data button. 
 

 
 

Default Charges 
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You are presented with a list view of all the current student default charges that have been 
calculated.  These are the records that are visible in the Student Account screen in the 
Default Charges portal. 

 
 

Prebilling 
 

 
 

You are presented with a list view of all the current transactions that are sitting in 
prebilling. 

Debtors 
 

 
 

You are presented with all the Debtor transactions that are recorded on the database, you 
can see both sides of the transaction. 
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Batches 

 
 

You are presented with a list of all the batches that have been allocated during the normal 
workings of the database and the purpose for which they were generated. 
 
You can choose to print the batch by clicking on the small printer icon to the left hand side 
of the row.  This will report all the transactions that have been allocated this batch number.  

Receipts 
 

 
 

You are presented with a list of all the receipts that have been recorded on the database. 
 

Statements 
 

 
 

You are presented with a list of all the statements that have been generated. 
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ADMIN FUNCTIONS 
 
To access the Admin Functions sub-menu click on the Admin Functions button. 
 

 
 

Preferences 
 
Click on the Finance Menu; Admin functions; Preferences button. (See Page 9) 

Add a new year 
 
Create billing periods for the new year 
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Click to Add New Year 
Create a new year 

 

Click Yes 
Check Dates 

 

Click continue 
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Update Dates 
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Creating a New Year 

 

 

1 - Confirm details for year are all correct 
2 - Update Current Billing Period 
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Update the Current Billing details 

 

1 - Select the current billing Period. 

 

Update the Following: 
Current Billing Period  
Invoice Date,  
Invoice Due Date, 
Invoice Prompt Payment Due Date 
Current Period/Term 
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Reallocation All 
It should be a rare thing, and typically used to overcome a problem.  Usually it would be 
run at the advice of our support team. 
 
On the family form view, allocation / aging tab is a button to reallocate.  For that family, it 
will clear previous allocations, then step through all receipts and credits and allocate them 
to appropriate charged transactions.  This will bring their aging, and therefore the aged 
debtors report into line. 
 
Reallocate All button does this for all families.  Takes a good few hours and probably 
should be run overnight. 
 
Examples of why it would be needed.  It could become necessary after manual 
manipulations.  Sometimes aging gets out of whack if a computer crashed during receipt 
processing or something, and it might become necessary.  If you have forget to change 
the billing period and the support team might have to adjust the billing period ID on records 
it would be necessary. 
 

FINANCE CORRESPONDENCE 
 
To access the Finance Correspondence Module. 
 

 
 


