How do | process Enrollment Deposits in
Accounts Receivable for newly accepted
students?

When your school receives a payment from My BackPack for a newly
accepted student, the payment is entered as a miscellaneous cash receipt
in Accounts Receivable, even if a student record does not currently exist in
Accounts Receivable. The information is then held on file by the system,
and as soon as the new student is successfully transferred from
Admissions into Accounts Receivable, their student account record will
reflect their payment in the Next Year tab.

Example following of Enrollment Deposit in Accounts Receivable for a
newly accepted student:

1. The parent submits a payment from My BackPack, which is
automatically added to a cash receipts batch, even if the Student
record does not currently exist in Accounts Receivable.

2. The Cash Receipts batch is posted in Accounts Receivable following
the normal posting process.
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3. From the Cash Receipts Posting screen, click Post to post receipts.
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NOTE: Before posting a Cash Receipt, you may need to locate the
name of the person who is associated with the account, for your own
knowledge. To do this, select the Cash Receipt, and click Edit to
view the name associated with the Cash Receipt.
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WARNING: It is important that you DO NOT change the
Distributions type from A/R (Student) because this indicates that
the Cash Receipt has come from My BackPack.

Y
communitybrands



(8] Cash Receipts Posting - { Check No. 1409183407 )

= &8 R
File Edit Tools Help
Chack Irformation
500 05182011 1409183407 Save | | Delete
Amount Date Number Bark Numbes
n s
| 1D /Acet No, | Name / bcct Desc Tolal Applied ~ Distrbions
1409183407 OnLie Envolment Deposk CCFee | 500: 1| @ A/ (Sludeni)
ArE [Famiy)
""" Mise
......................... Do not change the Distributions type. -
.................................... NN |
...................................................................................................... W
.iDishibutionTotal i 12200; o
.......................... Balanee ! | IO -
NUM |

Misc. Cash Receipts Posting

&

Account No. 140918

On Line Envoliment Deposit CC Fes
Reverne

Sub-Ledger ID A |

Posting A, 500 |Balance |

Reference ‘Waldorl, Mark

4. After posting the Cash Receipts, the Cash Receipts Posting reports
appear. These reports display the details of the Cash Receipt
transactions and indicate the affected General Ledger account
numbers. (These are the standard account numbers that have been
previously configured for enrollment deposit payments in Accounts
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Receivable > Administration Maintenance.)
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5. Whenever the school chooses to do so, the student record is
transferred from Admissions into Accounts Receivable, which creates
the new student account.
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6. Once the Student record is established in Accounts Receivable, this
payment is automatically displayed on the Student’s Next Year
screen. Open the Student Maintenance record and click the Next
Year icon to view the Student Maintenance Next Year screen.
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7. The Student Maintenance Next Year screen appears. To review
details about the Enrollment Deposit, click the Account tab, click the
Enroll. Dep. Bal. magnifying glass icon, and then click the
Enrollment Deposit radio button.
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