
 
 

TBS Receipts 
 

 Before creaƟng the TBS receipt, you will need to have received your check detail. Check details 
are usually received by the first of the month. 

 If you receive the check detail before the first of the month DO NOT PROCESS IT EARLY 
 These receipts should be done on the first of the month and no later than 3 business days 

aŌerward.  

 

Add A Consolidated Receipt 

 Role> Either Affordable EnƟre Set or Tax Credit Affordable Manager  

 

 

 



 
 

 Once in the correct role of to the menu on the leŌ-hand side of the screen and navigate the 
following  

 Tax Credit FuncƟons> Consolidated Receipt> Add Consolidated Receipt 

 
 

 That will land you on the Create Affordable Consolidated Receipt screen 
 

 



 
 
You will need the make sure the following fields are filled out 

 Property- Always make sure your age you property code entered 
 Charge Code- The Charge code should be TBS 
 HAP Month (MM/YYYY)- It’s the current month  
 Click Submit 

Affordable Consolidated Receipt 

 Click on the Clear All buƩon. 
 This will make sure that all the items in the Payment column are zero 
 This helps ensure that  you verify  each line against your check detail 

 
 

 
 

You will need to fill out the following 

 Check Amount 
 Check Number 
 Post Date  
 Post Month  

 



 
 
UƟlizing your check detail you will need to verify the following 

 Unit number 
 Name 
 Date 
 Amount 

Once you have verified that informaƟon for each line double-click in the payment line and the amount 
will populate 

 

 

 To complete the process, you will need to Save and then post Receipt 

 

 

 

 
 
 

 


