
RECEIPT BOOK RECON REPORT

USER GUIDE

TRANSACTIONS PROCESSED ON NEXION FOR SELECTED DATE RANGE 



What is RECEIPT BOOK RECON report?

➢ Report is your online receipt book.

➢ Report provides detailed transaction level records for Card, Cash EFT and Medical aid transactions.

➢ Report displays transactions receipted on Nexion for any specific date range.

➢ Report displays summary as well as a detailed breakdown per transaction type, each in its own tab.

➢ Report should match transactions posted to your billing system.

When to use this report?

➢ To ensure that all transactions are posted correctly to your billing system.

➢ To confirm when, if and how a client has paid you.

➢ To determine who received payment.

➢ Report can be automatically emailed on a daily, weekly or monthly basis when you subscribe to Alerts & Subscriptions.
Click on link below for a step-by-step guide on how to subscribe:

https://www.nexion.co.za/wp-content/uploads/2020/06/Alert-Subscriptions-_-User-Guide-v20201020.pdf
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GENERATE REPORT

1. Click on REPORTING.

2. Click on RECEIPT BOOK RECON.

➢ RECEIPT BOOK RECON report can be generated in 
Excel or PDF format.
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RECEIPT BOOK RECON SELECTION SCREEN

1. Select which RECEIPT BOOK(S) you are generating report 
for. 

2. Select a DATE RANGE option:

• YESTERDAY’S DATE – All transactions processed under 
yesterday’s date.

• TODAY’S DATE – All transactions receipted under today’s 
date.

• CUSTOM DATES – All transactions that were receipted for 
any specific date range.

3. Click on NEXT to generate report.

➢ Tick box to generate report in PDF format.

➢ Tick box to show 3rd PARTY BREAKDOWN payments on 
report where applicable. (Only activated bureaus)
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RECEIPT BOOK RECON REPORT SUMMARY PAGE

1. Summary page shows totals of all transactions 
receipted on Nexion for selected date range.

2. Transaction level detail can be found on tabs 
labelled with corresponding transaction type.

➢ TAB & PAYMENT TYPE shows type of transactions 
that were processed, etc CASH, CARD, EFT, Medical 
aid.

➢ QUANTITY shows total  number of transactions for 
each type of transaction processed.

➢ TOTALS shows total value of all CASH, CARD, EFT and 
Medical aid transactions processed.

➢ PENDING shows total value of transactions 
processed but not yet banked.

➢ PAID shows total value of transactions processed 
and banked.

➢ PENDING + PAID = TOTAL OF ALL TRANSACTIONS
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RECEIPT BOOK RECON REPORT DETAIL TAB

1. Transaction level detail can be found on tabs labelled with 
corresponding transaction type.

2. See below each column header with it’s description:

➢ PAYMENT STATUS shows transactions status paid, pending.

➢ CARD NO OR NAME shows card number used when 
transactions were processed.

➢ USER shows staff member, who processed transaction.

➢ NEXION REF shows Nexion transaction reference to identify 
transactions.

➢ TRXN REF & MEM REF shows practice internal reference for 
transaction and patient.

➢ RECEIPT DATE shows date transactions were processed.

➢ STATEMENT DATE shows transactions reflecting in bank 
account.

➢ TOTALS shows a breakdown of transactions received and fee 
amount for each transaction deducted from billed total. 
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