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Other trademarks are owned by their respective companies. 

 

Disclaimer 

All data examples containing personal names, company names (or companies), vehicle 

information, or locations that appear in this guide are fictitious in nature and do not refer to, or 

portray, in name or substance, any actual names, organizations, entities, or institutions.  Any 

resemblance to any real person (living or dead), organization, entity, or institution is purely 

coincidental. 
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Chapter 1:  Getting Started 
Once the Receipts Control Module has been installed, it can be accessed by going to:  

Management Services ->Receipts 
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Integrating other Modules into Receipts Module 

In Receipts go to: 

Management Services -> Receipts -> Maintenance -> Add/Delete/Modify Tables ->Data Base 

 

 

 

 

To create a better understanding of this process, the Food Protection module will be used to demonstrate.  

 

Check to see if your module [Food Protection for example] ƛǎ ŀŘŘŜŘ ƛƴ άData BaseΦέ 

bƻǘƛŎŜ ǘƘŜ ŦƛŜƭŘ ƴŀƳŜǎΦ ¢ƘŜ άCodeέ ƛǎ ǇǊŜ-determined by HDIS system and creates the connection between the receipts 

program fee codes and the data base found in a HDIS module. 
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Data Base 
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Receipt Books 

Go to Management Services -> Receipts -> Maintenance -> Add/Delete/Modify Tables -> Receipt Books 
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Add the Receipt Books for the modules you want to use in Receipts. 

 

Field/Button Description 

Receipt Book Enter the book name 

Next Receipt Number Identifies the next receipt number in the particular book.  

This number will be automatically updated by HDIS. 

Close Button Closes the table 

Add Button Adds a race to the list 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  

  



 

Receipts 

User Manual 
 

 

7 
 

Fees 

Go to Management Services -> Receipts -> Maintenance -> Add/Delete/Modify Tables -> Fees  

 

Field/Button Description 

Code Enter the fee code (must match the fee codes in the other 

HDIS modules) 

Description Enter the fee description 

Amount Enter the amount 

State Amt. Enter the state amount 

Division Choose the division for the fee 

Program Choose the program for the fee 

Sub Program Choose the sub program for the fee 

Health Dept. Fund No. Choose the health dept. fund no. for the fee 

Account No. Choose the account no. for the fee 

Sub. Account No. Choose the sub account no. for the fee 

Data Base Choose the data base for the fee 
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Fee Code Enter the fee code from the module Fee table 

Receipt Book Choose the receipt book for the fee 

Eff. Date Enter the effective date 

HD Regulation Health Department Regulation  # 

CPT Code Enter the CPT code 

ICD9 Code Enter the ICD9 code 

Close Button Closes the table 

Add Button Adds a status to the list 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  

Sort By Code Click to sort the table by code 

Sort By Alpha Click to sort the table in alphabetical order 

Copy & Paste Right click to copy and past a line 
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Notice the field names.  Code, Data Base, and Receipt Book connect the Receipt module to other modules. 

 

 

 

In the module you have (such as Food Protection for an example) any Fee you have listed you have to re-enter into the 

Receipts module with exact same Code.  That Code is what connects the two modules. 

Once a fee has been added to the table, you can begin entering additional fees for the receipt if needed. 
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When adding in a Fee in the Receipts module, make sure you pick the correct Receipt Book and Data Base. 
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Adding a Receipt 

 

/ƭƛŎƪ ƻƴ ǘƘŜ άReceiptέ ǘŀō ǘƻ ŀŘŘ ŀ ǊŜŎŜƛǇǘΦ  

 

 

At the top fill in the Date, Received by, Fee Code, Fee Description, Quantity, Amount, Check #/Cash, Per. #/ Lic. #/ ID #, 

Company Name or Client ς Last Name First, and Address/Comment. 

!ŦǘŜǊ ŦƛƭƭƛƴƎ ƛƴ ŜǾŜǊȅǘƘƛƴƎΣ ŎƭƛŎƪ ƻƴ άAdd FeeΦέ  ¢Ƙƛǎ ǿƛƭƭ ŀŘŘ ǘƘŜ CŜŜ ǘƻ ǘƘŜ ǊŜŎƻǊŘǎΦ 

You can see Totals at the bottom to show the Total number of receipts you added and the amount.  Also, the Receipt 

number is displayed at the bottom right. 

hƴŎŜ ŦƛƴƛǎƘŜŘ ȅƻǳ Ŏŀƴ ŜƛǘƘŜǊ ŎƭƛŎƪ άPrintέ ƻǊ άCloseΦέ 
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Chapter 2:  Reports 

Reports 

 

The reports menu contains a list of reports that you are able to obtain from the program.  
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For each report that you run ǘƘŜ ƳŜƴǳ ŀōƻǾŜ ǿƛƭƭ ŀǇǇŜŀǊΦ  9ƴǘŜǊ ƛƴ ǘƘŜ άFrom dateέ ŀƴŘ άTo dateέ ǘƻ ŎǊŜŀǘŜ ŀ ǊŀƴƎŜ ƻŦ 
receipts for your report.  You can ŀǇǇƭȅ άFiltersέ ƻƴ ǘƘŜ ǊŜǇƻǊǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άFiltersέ ōǳǘǘƻƴΦ  {ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 
άOutput toΥέ ƻǇǘƛƻƴΤ ǎǳŎƘ ŀǎ άPreviewέ ƻǊ άPrint.έ  ²ƘŜƴ ŦƛƴƛǎƘŜŘ ŎƭƛŎƪ άhYΦέ 

 

 

Report Description 

By Account No. (detail) Prints a list of all receipts grouped by the account numbers 

By Account No. (summary) Prints a summary of the totals for all account numbers 

By County Fund No. (detail) Prints a list of all receipts grouped by the county fund numbers 

By County Fund No. (summary) Prints a summary of the totals for all county fund numbers 

By County Fund No. by Health 

Dept. Fund (summary) 

Prints a list of receipts grouped by county fund number with health dept. 

fund numbers 

By Division (summary) Prints a summary of the totals for all divisions 

By Fee Code (detail) Prints a list of all receipts grouped by the fee code 

By Fee Code (summary) Prints a summary of the totals for all fee codes 

By Health Dept. Fund (detail) Prints a list of all receipts grouped by the health dept. fund no. 

By Health Dept. Fund (summary) Prints a summary of the totals for health dept. fund no. 
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By Health Dept. Fund (YTD 

Summary) 

Prints a summary for the year to date totals by health dept. fund no. 

By Program (detail) Prints a list of all receipts grouped by the program 

By Program (summary) Prints a summary of the totals for all programs 

By Receipt Book (detail) Prints a list of all receipts grouped by receipt books 

By Receipt Book (summary) Prints a summary of the totals for all receipt books 

By Receipts (detail) Prints a list of all receipts by receipt # 

By Receipts (summary) Prints a summary list of all receipts 

By Sub. Account No. (detail) Prints a list of all receipts grouped by sub account number 

By Sub. Account No. (summary) Prints a summary of the totals for all sub account numbers 

By Sub Program (detail) Prints a list of all receipts grouped by the sub program 

By Sub Program (summary) Prints a summary of the totals for all sub programs 

Receipts Pay In Report Prints a Pay In report 

By Account No. (detail) Prints a list of all receipts grouped by the account numbers 
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Chapter 3:  Maintenance ς Add/Delete/Modify Tables 

Maintenance 

The maintenance menu contains setup tools that drive the Receipt module. 

 

 

 

This section is important because it helps integrate other modules into working with the Receipt module. 

Chapter 1 Getting Started explains how to integrate another module ς While this Chapter explains more in 

depth the other features. 

Receipt Books, Fees, and Data Base are discussed in Chapter 1 

Modifying this section early  will make entering receipts easier and connect the other modules you are using.   
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Bookkeeper 

Navigate to Maintenance -> Add/Delete/Modify Tables -> Bookkeeper 

 

!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ά.ƻƻƪƪŜŜǇŜǊέ ŀ ǿƛƴŘƻǿ ǎƘƻǳƭŘ ǇƻǇ ǳǇ ǘƻ ŜƴǘŜǊ ŀ ǇŀǎǎǿƻǊŘΦ  9ƴǘŜǊ ǘƘŜ ǇŀǎǎǿƻǊŘΦ 
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After entering the correct password another window should pop up. 

 

 

This area shows all recorded receipts that have been entered. 

If you are unsure if a receipt was properly entered you can go to Bookkeeper to double check.  
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County Fund # 

Navigate to Maintenance -> Add/Delete/Modify Tables -> County Fund No. 
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/ƭƛŎƪ άAddέ ǘƻ Ŝnter the County Fund # you would like to add. 

 

Field/Button Description 

County Fund # Enter the county fund # 

Description Enter the description for the fund # 

Close Button Closes the table 

Add Button Adds a row to the table 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  
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Health Department Fund No. 

Navigate to Maintenance -> Add/Delete/Modify Tables -> Health Department Fund No. 
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Field/Button Description 

Health Dept. Fund No. Enter the health dept. fund No. (can be same as county fund 

number) 

Description Enter the description for the fund No. 

County Fund No. Choose the county fund No. 

Close Button Closes the table 

Add Button Adds a row to the table 

Delete Button  Deletes a highlighted entry 
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Account No. 

Navigate to Maintenance -> Add/Delete/Modify Tables -> Account No. 
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Field/Button Description 

Account No. Enter the account number 

Description Enter the description for the account No. 

Close Button Closes the table 

Add Button Adds a row to the table 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  
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Sub Account No. 

Navigate to Maintenance -> Add/Delete/Modify Tables -> Sub Account No. 
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Field/Button Description 

Sub Account No. Enter the sub account No. 

Description Enter the description for the sub account No. 

Account No. Sub Account is a subset of an Account number 

Close Button Closes the table 

Add Button Adds a row to the table 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  
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Divisions 

Navigate to Maintenance -> Add/Delete/Modify Tables -> Divisions 
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Field/Button Description 

Code Enter the division code 

Descript Enter the division description 

Close Button Closes the table 

Add Button Adds an employee to the list 

Delete Button  Deletes a highlighted entry 

Print Button Prints the list  
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Political Subdivisions 

Navigate to Maintenance -> Add/Delete/Modify Tables -> Political Subdivisions 

 




















































