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Actual Transactions

e Data are encoded on a quarterly basis.

e For the quarter: As of the year end date:
v Real Property Tax v" Fund/Cash Balance
v General Collection v" Unappropriated Surplus
v Trust Fund Receipts v’ Financial Operation
v' Expenditures v" SRE NGAS Reconciliation
v Trust Fund Expenditures
v Accounts Payable
v’ Debt Services

e Accrued records are only allowed on the 4t quarter of the period.



Real Property Tax

Month Date

Period

20161

March 03/115/2016

[ Actual Transaction v

Receipts

Real Property Tax

tll Actual Transaction | Receipts | Real Property Tax

1

2. Click Add Record.
3. Tick either Quarterly/Monthly/Daily. 7. Enter Name of Taxpayer.
4. Select Period.

QSearch retchMore | T

0.R. No. Grand Total Prior to Actions

1991

- Q0

Accrued Advance
Payment

Classification

Residential 3,999.00 No No

1. Click Actual Transaction > Receipts > 5. Select Date Report if Daily or Month if

Real Property Tax. Monthly.

6. Enter Official Receipt No.



Real Property Tax x|
- Save and Add

Period * Select Period -

Date Report *
O.R. No.” Name of Taxpayer *
Accrued Advance RPT

RPT Collection Prior To Provincial Remittance
1991

Basic Tax/Levy Tax SEF

PROVINCIAL SHARE
LGU SHARE

BARANGAY SHARE

RPT Classification Details

Name of Barangay v

Tax Declaration No.

Basic Tax Special Education Fund

Current Year Gross Amount 0.00 0.00
Discount 0.00 0.00
Prior Year/s 0.00 0.00
Penalties

Current Year 0.00 0.00

Prior Year/s 0.00 0.00
Total

Property Identification No

Special Levy on Idle

Lands

0.00

0.00

0.00

0.00

0.00

Special Levy on Lands
Benefited by Public Works
Projects
0.00
0.00

0.00

0.00

0.00

.

The record was successfully saved. t

r

v OK

8. Select if Accrued/Advance
RPT/RPT Collection Prior to

. 1991/Provincial Remittance
Receipts 9. Select RPT Classification

Real Property Tax

RPT Classification Details

1. Select Name of Barangay,
Property Identification No.,
Tax Declaration No.

2.

w

Enter Basic Tax, SEF, Special
Levy on Idle Lands and Lands
Benefited by Public Works
Projects per RPT report item..
Click Save.

Click OK.
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Reminders

e If RPT is tagged as Advance RPT, Advance Payment for
the year is required and fields for Prior Year and
Penalties are disabled.

e |f RPT is tagged as RPT Collection Prior to 1991, Prior to
1991 Share is required and fields for Current Year Gross
Amount and Discount are disabled.

e |f RPT is tagged as Provincial Remittance, Disposition of
Proceeds from Shares are disabled.



General Collections

S

Period Month Date Collection Type Total Accrued Actions
INTERMAL REVENLUE

i iy AT
ALLOTMENT 10.000.000.00 " ° o

20161 March

@ Actual Transaction 1. Click Actual Transaction > Receipts > General Collections.
— 2. Click Add Record. General Collections window will be
SR displayed.

General Collections 8




General Collections X

& [B Save and Add
™ Quarterly IREGT T AENDETY
Period * Select Period -
OR No.
Name of Taxpayer
Caollection Type * Select Collection Type v
Accrued *

The record was successfully saved.

Lt

_ - =

_ 1. Tick either Quarterly/Monthly/Daily. 6. Select Collection Type.
9§ Acust frosaction 2. Select Period. ’ e 7. Enter data as neceZspary.
, 3. Select Month. 8. Select Accrued (for ending quarter).
SEcERis 4. Enter OR No. 9. Click Save.
5. Enter Name of Taxpayer. 10.Click OK.

General Collections 9




Reminders

e Amounts to be encoded depend on the selected
Collection Type.

e System does not allow IRA to be user-encoded; IRA
records can only be viewed.

e Reports on IRA Data are created in the Synchronize
from Central process.



Trust Fund Receipts

o o Tra

@ Actual Transaction 1. Click Actual Transaction > Receipts > Trust Fund Receipts.
2. Click Add Record.

Receipts

Trust Fund Receipts 11



Trust Fund Receipts x

=3 Delete Save

Pericd =
Accrued *

Total 2.00

"+ 00 | @oaea

Trust Fund Action Message Box

=]
=1

Education, Culiure & SportsiManpx 1.00

The record was successfully saved.

_ - —

2. Select if Accrued or not. Enter Amount.

5.
3. Click Add for every Trust Fund 6.  Click Save.
Receipt report item to be encoded. 7. Click OK.
4. Select Particulars and a drop down
list of Trust Fund item occur.

Receipts v

12

Trust Fund Receipts




Expenditures

Period Month Date

a4

wl ACtieal Transaction |/ Expendstures | Expenditures

Q Search | * Feich More Tn

Sector Function Sub-0Office Total Actions

(GENERAL
FELHT . Other Non-Operating T
FLEL eneral Public Senvic the o B ; 00,
= . Others Expenditures 3900.00

[ Actual Transaction

Expenditures

Expenditures

w

Click Actual Transaction > 5. Select Date if Daily or Month if
Expenditures > Expenditures. Monthly.

Click Add Record.

Tick either Quarterly/Monthly/Daily.

Select Period. 13



.
Quarterly D.W. No.
Pariod® | 20084 Y O.B.R. No.
Month = Select month - Check Mo
Sector Select Sector > Specify Office
Function ~ Specify Others
Office * Particulars
Sub-Office Y
E=3 . The record was successfully saved.
PS MOOE co Total

=1 v OK

1. Select Sector. 6. Enter D.V. No. 1. Enter PS.
2. Select Function. 7. Enter O.B.R. No. 2. Enter MOOE.
| 3. Select Office. 8. Enter Check No. 3. Enter CO.
4. Select Sub-office. 9. Enter Particulars. 4. Click Save. Click OK.
5. Select Other Expense.  Cash and/or Accrued

Expenditures 14




Trust Fund Expenditures

ol Actual Transaction | Expenditures | Trust Fund Expenditures

20084

20084

2082

2008-1

Yes
No
No

No

Search by Period (YYYY-]

Period Accrued? Actions

QSeaich | 7 Feich More n

0
0

0
0

MOH a4 K B

Trust Fund Expenditures x

&

Period =

Accrued ©

Trust Fund PS
General Public Servicesx

Social Services and Socx. =

Economic Services x

Health, Mutrition & PopL.

Housing and Communit. x

Laber and Employment x

Education, Culture & Spx —

MOOE co Action
4,500.00 5,500.00 5,500.00 e
0.00 0.00 0.00 e
Message Box 0.00 e
7,500.00 e
The record was successfully saved. |
- Q
I
«- DK 5,000.00 e
. - I 5,000.00 e

m B Delete All

()

Actual Transaction

e
b
b=

Trust Fund Expenditures

w

Click Actual Transaction > 5.
Expenditures>Trust Fund

Expenditures.
Click Add Record.
Select Period.

Select if Accrued or not.

Click Add for every Trust Fund
Expenditures report item to be
encoded.

Click Save.

Click OK. 15



Accounts Payable
[ Actual Transaction / Expenditures / Accounts Payabla ‘

QSearch | M FetchMorz | T RGN Mortly | @ Daiy Aecrued*

Paripg*  Seectpeid i Pyt 0
Period Month Date Fund Type Accrued Total Actions
° e Date R&pDI'[’ MOOE*
20084 (General Fund Yes 18,000.00
Fund Type  Seectan Opin Y co* m
20084 General Fund No 15,000.00 oo
DV o Total i
2008-4 MNovember General Fund Yes 4000.00 A | -
20082 General Fund No i
The recerd was successfully saved. Paticlas
20081 February (02/14/2008 (eneral Fund No '
A
v OK 5
1. Click Actual Transaction > 4. Select Period. 9. Select Accrued.

Expenditures > Accounts 5. Select Date Report if Daily 10. Enter PS, MOOE, CO.
Payable. or Month if Monthly. 11.Click Save.
: 2. Click Add Records . Select Fund Type. 12.Click OK.
3. Tick either Quarterly/ Enter D.V. No., O.B.R. No.
Accounts Payable Monthly/Daily. Enter Particulars. 16
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Debt Services

o Actugl Transaction | DpendBunes

Period Month Date

Fund Type

20084 {zeneral Fund

CiSearch |~ Fesch More *rn

Debt Service Loan Type Region Total Actions
Type Type

cail Cevalogemend -
PRINCIFAL '_;_._:"‘;E_‘;' B Loan Amorizabion  Domesic 4 50000 o °

Principal Type

[l Actual Transaction

Expenditures

1.
2.

Click Actual Transaction > Expenditures > Debt Services.
Click Add Record.

17




.

Quarterly ISR S =TY Accrued

Period * Select period v DV No.
Month ~ " O.B.R. No.
Fund Type~ | SelectFund Type v Check No.

Debt Services
Sector Loan Amount * 0.00
Message Box
Debt Service Type ~ Select Debt Service Type v 0.00

Interest Payment (Debt

Service - Interest) *
Region Type | Select Region Type - The record was successfully saved.

x E Other Charges 0.00
Principal Type oelect rrincipal Type T (Commitment charges,

Docs. Stamps) ™ f DK

Total

1. Tick either Quarterly/ 4.  Select Fund Type, 6.  Enter Loan Amount

[ Actual Transaction

Monthly/Daily. Debt Service Type, 7.  Enter Interest
Bt Enter Period. Region Type, Principal Payment.
i Select Report Date if Type, Loan Type. 8. Enter Other Charges.

Daily or Month if 5. Enter D.V. No., O.B.R. 9. Click Save.
Monthly. No., Check No. 10.  Click OK.

Debt Services

<
L4
wN
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