TO REPRINT A PAYMENT RECEIPT FROM BS&A

1. Search for the permit number by holding down on ‘Control-F and Enter’ on your keyboard. An
‘Enter Value’ box will appear. Enter the record (permit) number and click on ‘OK’

Enter Value

Enter Record Number:

=

2. Once you enter the permit information, a ‘Search Results’ box will appear. Verify the permit

number and address and click on ‘OK’

Search Results.
Numberof Records: 1 Sotindex: [fype ]
’
Tygpe Address/Detal Record Status. Descripton Parcel Lot Bod |
Permt 575 SANCTUARY DR # A304 PPI8-0292 SSUED Pumbng 0011082012 I

i

3. Click on the permit under ‘Projects’ and then click on ‘Transactions’ for that permit in the tree

0 PP18-0292 ISSUED Plumbing
% Owiner: BERNARD ROCHELLE
4§ Contractor: Custom Air Inc dba Custom Air and Plumbing
£ Licensee: SCHWAB, JOSEPH TROY
& Applicant: SCHWAB, )OS
& Transactions: $139.00 Du
o Prerequistes (0)
2} Building Info
"7 Miscelianeous
[ Inspection Plumbing Permat: Final Plumbing




4. Click on the payment transaction you wish to reprint the receipt for from the ‘Transactions’ screen
to the left of the permit information and click on ‘Go’ next to that transaction

 mm— munane . et = s s et e e

| () Group by invoice Number (sorted by date created)

i ImelTrx No M“' Action Descnption Bdied Pad Bl To/Paid By Journal Status
l Go Inv-00006637 $ 05222018  Invosce ftem 1000 Standard tem Water Hoater $50 00 Custom A inc dba Custom  Tx Not Reguired
' § 05222018  Invosce lem 1000 Standard em BPR - Permit Centfication Surcharge $200 Custom Aur inc dba Custom  Tx Not Required
|

| § 05222018  lovoce hem 1000 Standard hem DCA - Permit Surcharge $200 Custom Ar Inc dba Custom  Ta Not Requred
i Go Tex00054387 § 05222018 Transacton Crednt Card Payment S5400 CUSTOM AR & PLUMBING Tx Done

| | Go iInv-00049670 § 04212025  Invosce em 1000 Standard em ExpredReneswal of Permst 2019 $35 00 Custom Arr inc dba Custom Tx Not Required

(jsmupbylmuumb.r (so

Inv/Trx No.
Go Inv-00006637

5. When you click on ‘Go’ a “Transaction’ screen will appear showing the information for that
payment transaction. Write down the receipt number next to ‘Ext. Trx No:’

+ Transaction

' O B ED WAt (F Toos - g Pt Transaction 2 of 2

Transaction Number: 00095808 Created: 4/21/202511:31 AM |

Paid By: Custom Air Inc dba Custom Ar and Pi Ongn: Cash Receipting t

Date to Post On: 04/21/2025 Cerk: masmith |

Posted: No Journalzed: No Is Adjustment: No ‘,

|

|

(e F AR S e e R R A S

[Destinations | sources [Comment | et oo - SR (02RO TSR Y by o

Transaction Summary: Check:  $0.00 Transaction Totak $85.00
Cash: $0.00 Amount Tendered: $85.00

Credt: $85.00 Change:  $0.00

Credt Transfer:  $0.00 To Overpayment:  $0.00

Discard Changes Cose




6. Once you write down the receipt number, open the BS&A Cash Receipting module

2 Cosh Receipting User: DCHPMAN DB Buikling - Longbost ey Group: LONGEOATKEY Versom 04012025 — O X
Fie View Navigation DataEntry Tasks Reports BS8A Applications Help

9-1¢ & L8 aw W [ Minen | il oneoe @“””"“"Wv @MNosale S atnnt [0]  oh Search Linked Apps
pp!vll::aum; \ﬂ;sws- Rec'd Of: __M_& ; Diee Avatisbie] e Zs @

| Cashier: dchipman Status: Open

Total:

Tendered  s0m0
Notes/User Fields Change:  $0.00
+Mxhgmﬂmebt Help Video... Save  Cancel
S i Tt Posting Date -04/23/2025  InterestDate -04/23/2025 1. & @

7. Click on ‘Tables: Receipts’ under Application Views’

8. To the right of the screen you will see the receipt filter showing all receipts issued. Under ‘Receipt
#’ search for the receipt number you wrote down




PMAN

DE

ing -

ngboat Key

Group: LON

Fle Vew Navigaton DataEntry Tasks Reports BSSA Applcations Help
g P P F) embockstat - g QuickBlock PEMark - PBQuickMark  if Count F Tools ~ [3] Excel..
. . Show Filters
] Counter Receipt Entry Number of Records: 23,781  SortIndex: Receipt #
5 mm‘:;ﬁ Eny Receiot = | EntryDate j ‘:‘"""““"‘ ' Post Date Entered By status Nem
[ Tables: Receipts 23764 04/18/25 10:34 AM| 23764 04/18/2025 masmith Open Ocez
] Program Setup 23765 04/18/2511:43AM 23765 | 04/18/2025  masmith | open ' HITC
Quick Search . 23766  04/21/2500:39AM 23766 |0421/2025  epanza | Open | Ron
Sems i 23767 (042125 10:26AM 237%67 | 04212025 masmith  Open elsc
s 2 23768 |04/21/25 10:58 AM 23768 04/21/2025 masmith | Open shut
ST Open viest
e 1 T SIS 27D oxzyaes | meam = Jam
Current Table (CTRL+T) e e e Open —
[Recemts =~ | 04/22/2501:22PM ' 04/22/2025 | open ' Duric
23773 03/22/25 01:54PM 23773 ' 04/22/2025 masmith | Open ' Sout
23774 |04/22/2502:00PM 23774 |04022/2025 | masmith Open | sout
23775 |04/22/2505:55PM 23775 | 04/22/2025 | epanza ' Open LME
237% | 04/23/2508:41 AM 23776 | 042372025 | masmith | apen | wilse
83777 | 04/23/2509:46 AM 23777 | 04/23/2025 dehipman | Open | vorc
378 | 04/23/25 10:09 AM 23778 | 04/23/2025 | masmith | Open ' Nem
: 23779 | 04/23/25 10:25AM 23779 | 04/23/2025 | masmith ' Open RL
mEe® 2w |04/23/25 11:09AM 23780 |04/23/2025 | masmith ' Open | Masc
‘ by s senmne . || 2371 0472325 12:12AM 25781 (04232025 masmith ' Open Masc
| BSSA Message Center
Sort Index: Receipt = Posting Date - 04/23/2025  Interest Date - 04/23/2025 1
9. Double click on the receipt number to open the receipt
E8 Cash Receipting  User: DCHIPMAN  DB: Building - Longboat Key Group: LONGBOAT KEY  Version: 04/01/2025 - m] X

Fie View Navigaton DataEntry Tasks Reports BSS8A Applications Help

Bl Counter Receipt Entry
Department Receipt Entry
fu] Quick Recept Entry

[7] Tables: Receipts
Program Setup

Quick Search

Recegt Fa

Recer Amount F5
Fé

Redd OFf: =100
Description/Notes

Receipt: 23770
Cashier: masmith
Batch:

Recept e Amount

457 Open. . ($381.711.44)
Unposted Joumal Entries:

None

Notes/User Fields

Posting Date - 04/23/2025  Interest Date - 04/23/2025

Q- ¢% FE & Qlad @vod |slavdt 3 Optons (i Journaiize (@)NoSale =i Attmnt [0]  uk Search Linked Apps
= Address

{

% S o |
Total: $8500 CCRee: 5255 |
Tendered $85.00 ]
Change: $0.00 )

@ Viewing Existing Receipt (Press Escape to return to the Receipts table.) Help Video..

Save  Cancel
B 5B @




10. On the toolbar, click on the printer icon to reprint the receipt

aEntry Tasks Reports BS&A Applicatons  Help
[]Add @ Void lalAudit {3 Options il Journalize @) NoSale < Attmnt (0] |k Search Linked Apps

11. A‘Run Report’ screen will appear. In the ‘Destination’ box, choose whether you wish to view on
your Screen and then Print, or send directly to the printer

S R W .55 ol =
- = T PESPES JE— ]

Run Report X

Please choose your target destination

Destination:  {Screen |
Copies:  [prter Margins/Fonts...
Current Printer: ;:I;Qe Printer Settings...

Run Report Close

4

12. Once you have chosen an option, click on ‘Run Report” and then your permit will either show on
your screen or print directly to your default printer.




