
How to amend the date for receipts. 
 
1. Click on the Site Map tab on the bottom of the screen. 
 

 
 
2. Click on the Open button. 
 

 
 



3. Type in the Table maintenance password provided by the database administrator. 
 

 
 
4. Click on DB Maint – Receipts 
 

 
 



5. Click on Order by Account to sort the list by Account. 
 

 
 
6. Locate the account that you wish to amend the receipt date for and make the required changes in the 

date column from this screen. 
 

 
 
7. These date changes will now be reflected in the accounts screen. 


