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There are a few ways to enter a receipt in Aristotle 360.  

• Quick Entry 

• Batch Entry 

• Import – Please see NAR Receipt Import for instructions 

This Guide will cover Quick Entry and Batch Entry. 

 

Quick Entry 

Quick Entry is used for adding a minimal number of receipts that you are not importing. Import 

is the best choice for entering large numbers of receipts.  

 

From the Aristotle 360 Home Screen, click on either Quick Entry option. 

  

 

The Quick Entry screen has 3 main sections to it.  

1) The top is used to search for an Individual, Organization, or Committee record.  

2) The middle is where receipts or disbursements are added.  

3) The bottom shows the statistics for what was completed in the middle section.  
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To enter a receipt, start in the 1st section. Enter the Source ID, which is the same thing as 

Member ID, or enter the name and then click search.  
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The individual will populate. Click on the name to select the individual.  

 

 

Tip: Save a click and streamline the entry process by clicking the blue information icon  to 

the top right. On the popup box, check Auto-select unique results. Doing this saves you from 

having to click the individual when there is only one to choose from.  

 

 

Now that the individual’s information is displayed in the top section, you can enter the receipt 

details in the middle section.  

Under the Receipts tab: 

• Enter Agent Date - This is the date the local association received the contribution 

• Select the Account from the drop-down menu 

• Optional: Select the Event if the receipt is to be linked to an event 

• Enter Amount 

• Enter the Check Number 

• Select the Batch 

• Optional: If you want to credit a local association different from the contributor’s 

primary association, you can enter the 4 digit number in the Local Association field. 

Otherwise, the receipt will default to the primary association. 

• Optional: If your state uses source, select the source from the drop-down menu 

• Click Submit 
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Batch Entry 

To enter a receipt directly into an existing batch, open the batch.  

Go to File > Batches. Then open the batch you want to enter the receipt into. 

Expand the Receipts panel, then click New Receipt. 

 

A small popup window will appear to search for the Individual or Organization. Select the type, 

then enter the Member ID or Name. Click on the magnifying glass to search. When then correct 

Individual or Organization shows in the window, double click on the name.  
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The Add Receipt window will appear.  

Enter the Amount, the Date Received by the local association, a Check Number if applicable, the 

Account you wish to use, the Event if you are linking the receipt to an event, the Source if your 

state uses Source, and the Recognition Year. Click Save and Close. 

 

 



7 
Revised 10/05/2023 

The receipt will now appear in the Receipts panel with the other receipts in the batch. 

 

 

 

 


