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Introduction 

 The functionality of BACASNG is driven by the Outlook bar to the 
side of the screen  
Below is a summary of the function of each section of the Outlook 
bar and how to use it. Click on the underlined heading for more 
detail.   
 
NOTE: If you can’t find the help you need using the menus below, 
try the SEARCH tab on the top left hand corner of this Help page 
 

Clients -  Search for and amend any person recorded on BACAS by 
role or booking 
 

Cremation - Search for any cremation or strewing. Record 
cremation or strewing information without going through the diary. 
 

Diary - Book a Cremation, Burial or Strewing onto a diary page. 
Enter Service Details, Music, Death Registration Information, and 
Finance for the booking.  Customise the diary page. Add a new 
User.  
 

Finance - Set up and amend charges and account codes, generate 
fees for a given period, produce invoices, and clear or receipt 
invoices 

Generate – generate register numbers for burials and cremations.  
Windback register numbers  
 

Interment - search for an existing Burial, Grave or Exhumation. 
Enter a burial record or grave record. Exhume a deceased  
 

Memorials 

Output 

Preferences 

Setup  

 
 

Created with the Standard Edition of HelpNDoc: Benefits of a Help Authoring Tool 
 

Clients 

 

People 
 Fix Duplicate Client Records 
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Funeral Directors 
 Search for an Existing Funeral Director 
 Create a new Funeral Director 
 Amend details of an Existing Funeral Director 
 Set up a Funeral Director as a Head Office Funeral Director 
 Set up a Funeral Director as a Branch Funeral Director 
 Set up a Funeral Director for Direct Billing 

All Bookings 
 Search for a cremation, burial, scattering or exhumation 

record using deceased name 

 
 

Created with the Standard Edition of HelpNDoc: Free EPub producer 
 

Fix Duplicate Client Records 

 

How to fix Duplicate Client 
records 
 
1. Select Tools from the top 

menu bar  
2. and then Fix Duplicates 

from the drop down menu  
3. Select the role from the drop 

down list for Client Role in the 
top left hand corner.   

4. A list of all clients of this role 
will appear  

1. Select the entry from the 
duplicates in the list that you 
wish to keep. (If unsure 
which to select, use the Client 
id to check details using the 
Clients on the Outlook bar) 

2. Click on the "Select as Master 
Entry" button in the bottom 
left hand corner of the 
screen.  

3. The selected entry will appear 
as the Master entry  
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1. Click on the "Find Duplicates" 
button in the top right hand 
corner of the screen.   

2. The duplicated entries will 
appear on the Merge List on 
the right hand side of the 
screen 

3. Tick the boxes of the entries 
you wish to merge. 

4. Click on the button in the 
bottom right hand corner of 
the screen.  You will see that 
the duplicated entries in the 
original list on the left hand 
side have been cleared.  
 

 
 

 
 

 

Created with the Standard Edition of HelpNDoc: Free help authoring environment 
 

Funeral Directors 

Funeral Directors 
 Search for an Existing Funeral Director  
 Add a new Funeral Director 
 Amend details of an existing Funeral Director 
 Set up a Head Office Funeral Director for Billing 
 Set up a Branch Funeral Director for Billing 
 Set Up an Independant Funeral Director for Billing 
 Set up a Funeral Director for Online (Internet) bookings 
 Set up a Funeral Director for Bacas Voice (Telephone) 

Bookings 
 

 
 

Created with the Standard Edition of HelpNDoc: Free Kindle producer 
 

Add a new Funeral Director 
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1. Select Client from the 
Outlook bar on the left hand 
side 

2. Select Funeral Directors from 
the expanded selection 

1. The Search for Funeral 
Directors screen will be 
displayed. 

2. Click on the New button  

The Funeral Director 
Information screen will open 
with the General tab and the 
Frequently Used option 
selected.  
  
1. Enter the name of the 

Funeral Director in the 
Company field 

2. Enter a contact name in 
the Contact field 

3. Enter the address and 
post code in the Address 
Line  and Post Code fields  

4. Enter land line and mobile 
telephone numbers in the 
Telephone1 and Mobile 
fields 

5. Click on the Save button   
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1. Click on the Other Info 
tab 

2. Click on the Pencil 

1.  Enter a second telephone 
number in  Telephone 2  
field  

2.  Enter a fax number in the 
fax field 

3.  Enter an email address in 
the Email address field  

4.  Enter a web address in 
Web field  

5.  Click on the Save button  
6. Click on Close  
 

The basic information for the 
Funeral Director is now set up in 
BACAS.  
To set the Funeral Director 
up for billing follow one of 
the following links:  
Set Up A Head Office Funeral 
Director For Billing if this funeral 
director is a head office funeral 
director and you wish branch 
funeral directors to be invoiced 
to the head office.  
Set Up A Branch Funeral 
Director For HO Billing  if this 
funeral director is a branch 
funeral director and you wish all 
financial transactions to be 
invoice to the head office. 
Set Up An Independent Funeral 
Director For Billing if this funeral 
director is an independent 
funeral director and you wish all 
financial transaction to be 
invoiced directly.   
To set the Funeral Director 
for remote bookings follow 
one of the following links: 
Set Up A Funeral Director For 
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Telephone BACAS Voice 
Bookings 
Set Up A Funeral Director For On 
Line Bookings 

 
 

Created with the Standard Edition of HelpNDoc: Produce Kindle eBooks easily 
 

Amend details of an existing Funeral Director 

 

1. Select Clients from the 
Outlook bar on the left hand 
side 

2. Select Funeral Directors from 
the expanded selection 

Enter the Surname, Address, 
Postcode or frequency  of the 
Funeral Director and click on the 
Search button 

The Funeral Director Information 
screen will be displayed. 
1. To amend any field, click on 

the Edit pencil 
2. The screen will switch to edit 

mode. 
3. Enter amendment and click on 

the Save button 
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Created with the Standard Edition of HelpNDoc: Write eBooks for the Kindle 
 

Search for an Existing Funeral Director 

 

1. Select Client from the Outlook 
bar on the left hand side 

2. Select Funeral Directors from 
the expanded selection 

 
 

The Search for Funeral Directors 
screen will be displayed. 
Enter the Surname, Address, 
Postcode or frequency of the 
Funeral Director and click on the 
Search button 

The Funeral Director Information 
screen will be displayed. 

 
 

 
 

Created with the Standard Edition of HelpNDoc: Full-featured Kindle eBooks generator 
 

Set up a Head Office Funeral Director for Billing 
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Select Client from the Outlook 
bar on the left hand side. 
 
Select Funeral Directors from 
the expanded selection. 
 
 

The Search for Funeral 
Directors screen will be 
displayed. 
Enter details to select the 
required Funeral Director and 
press Search 

The Funeral Director 
Information screen will be 
displayed 

Select the Billing Tab and click 
on the Edit pencil 
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1. Ensure the Head Office 
Indicator is ticked 

2. Ensure the Billing Indicator is 
ticked  

3. An Account code can be 
entered if required as a link 
for the Funeral Director to an 
external accounting system 
(optional) 

4. Select Period Type as Cash  
5. Select Period Frequency 

according to the period for 
invoicing (See below) 

6. Select Period Length 
according to the frequency of 
the period. (For example 
select Monthly and 1 if you 
intend to process invoices 
once each month. Select 
Weekly and 2 if you intend to 
process invoices every 2 
weeks) 

7. Set the Next Collection Date. 
For a Monthly period this 
would be the 27th. For a 
Weekly period, use the 
coming Thursday’s date. 
BACAS will allow processing 
of invoices for this FD to take 
place after this date but not 
before. This date will be 
incremented at the time of 
processing by the amount of 
time set in Period Frequency 
and Period Length (.(For 
example selecting Monthly 
and 1 will increment the date 
by 28 days, selecting Weekly 
and 2 will increment the date 
by 14 days) 

8. Click on Save 

 
 

 

Created with the Standard Edition of HelpNDoc: Write eBooks for the Kindle 
 

Set up a Branch Funeral Director for Billing 

 

Select Client from the Outlook 
bar on the left hand side 
Select Funeral Directors from 
the expanded selection 
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The Search for Funeral Directors 
screen will be displayed 
Enter the Surname, Address, 
Postcode or frequency  of the 
Funeral Director and click on the 
Search button  

The Funeral Director Information 
screen will be displayed. 
Select the Billing Tab and click 
on the Edit pencil 
Click on the Finger adjacent to 
Head Office  
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The Link Charge window will be 
displayed  
Select the Head Office Funeral 
Director from the list 
Click on the Finger 

You will be returned to the Billing 
Information. The name of the 
Head Office should now be 
displayed  
Ensure the Billing Indicator is not 
ticked  
An Account code can be entered 
if required as a link for the 
Funeral Director to an external 
accounting system (optional) 
Click on Save 

 
 

 

Created with the Standard Edition of HelpNDoc: News and information about help authoring tools and 
software 

 

Set Up an Independant Funeral Director for Billing 

 

Select Client from the Outlook 
bar on the left hand side. 
 
Select Funeral Directors from 
the expanded selection. 
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The Search for Funeral Directors 
screen will be displayed. 
Enter the Surname, Address, 
Postcode or frequency  of the 
Funeral Director and click on the 
Search button  

The Funeral Director Information 
screen will be displayed. 
Select the Billing Tab and click 
on the Edit pencil 
Ensure the Billing Indicator is 
ticked  
An Account code can be entered 
if required as a link for the 
Funeral Director to an external 
accounting system (optional) 
Select Period Type as Cash  
Select Period Frequency 
according to the period for 
invoicing 
Select Period Length according 
to the frequency of the period. 
(For example select Monthly and 
1 if you intend to process 
invoices once each month. Select 
Weekly and 2 if you intend to 
process invoices every 2 weeks) 
Set the Next Collection Date as 
the 27th day of the month. 
BACAS will allow processing of 
invoices for this FD to take place 
after this date but not before. 
This date will be incremented at 
the time of processing by the 
amount of time set in Period 
Frequency and Period Length 
(.(For example selecting Monthly 
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and 1 will increment the date by 
28 days, selecting Weekly and 2 
will increment the date by 14  
days) 
Click on Save 
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Set up a Funeral Director for Online (Internet) bookings 

 NOTE: If you would like a 
funeral director to access the 
diary through the web based 
booking system (BACAS 
Bookings) you need to set up 
a username and password for 
the Funeral director:  

 

Select Client from the Outlook 
bar on the left hand side. 
Select Funeral Directors from 
the expanded selection. 

The Search for Funeral Directors 
screen will be displayed 
Enter the Surname, Address, 
Postcode of the Funeral Director and 
click on the Search button  
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The Funeral Director Information 
screen will be displayed. 
Select the Other Info Tab and click 

on the Edit pencil 

Tick the Remote Booking flag  
Type in the 4 digit number for the 
Funeral Director in the Username 
field.  This must be unique. 
(Alternatively click on the Username 
button to randomly generate a 
number ) 
Type in the 4 digit number for the 
Funeral Director in the Password 
field.  This can be the same as the 
Username (Alternatively click on the 
Password button to randomly 
generate a number ) 
Click on Save 
Repeat the previous 2 stepsto set up 
another Funeral Director for 
Telephone bookings. 
Click on the Close button  

 
 

 

Created with the Standard Edition of HelpNDoc: Write eBooks for the Kindle 
 

Set up a Funeral Director for Bacas Voice (Telephone) Bookings 

 NOTE: If you would like a 
funeral director to access the 
diary through the telephone 
booking system (BACAS 
Voice) you need to set up a 
pin number for the Funeral 
director:  

 

Select Client from the Outlook 
bar on the left hand side. 
Select Funeral Directors from 

the expanded selection. 
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The Search for Funeral Directors 
screen will be displayed 
Enter the Surname, Address, 

Postcode of the Funeral 
Director and click on the 
Search button  

The Funeral Director Information 
screen will be displayed. 
Select the Other Info Tab and 

click on the Edit pencil 

Tick the Remote Booking flag  
Type in the 4 digit pin number 
for the Funeral Director in the 
Username field.  This must be 
unique. (Alternatively click on 
the Username button to 
randomly generate a number ) 
Click on Save  
Repeat the previous steps to set 
up another Funeral Director for 
Telephone bookings 
Click on the Close button  

 
 

 

Created with the Standard Edition of HelpNDoc: Create cross-platform Qt Help files 
 

Search for a Burial, Cremation, Scattering or Exhumation record 
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Select Client from the Outlook 
bar on the left hand side. 
Select All Bookings from the 
expanded selection. 

Enter the Forename and 
Surname of the exhumed 
deceased and click on the Search 
button 

The Select Deceased screen will 
be displayed. 
Click on the Finger 
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The 
Burial/Cremation/Scattering/Exh
umation record for the deceased 
will be displayed. 
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Search for a Booking for an Applicant 

 

Select Clients from the Outlook bar 
on the left hand side. 
Select All Bookings from the 
expanded selection. 

 
  

 

The Search for Deceased screen will 
be displayed. 
Change the Forename label to 
Applicant by clicking on the drop 
down arrow and scrolling up to find 
Applicant. 
Enter the name of the applicant and  
click on the Search button  
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The Select Deceased screen will be 
displayed. 
Click on the Finger  

The 
Burial/Cremation/Scattering/Exhumati
on record for the deceased will be 
displayed.  
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Cremation 

Cremation 
 

 Create a Disposal Appointment from the Cremation record  
 Enter Disposal Details For the Burial of Ashes  
 Enter Disposal Details For Strewing of Ashes 

 Enter Disposal Details for the Storing of Ashes  
 Enter Disposal Details For Placement of Ashes in a Niche 

 Enter Disposal Details for Ashes on Temporary Deposit  
 Enter Disposal Details for the Collection of Ashes  
 Reset Disposal Details for a cremation 

 Record medical papers inspection for a cremation 

 Record the attendant doctor for a cremation 

 Record the certifying doctor for a cremation 

 Record the Medical Referee for a cremation 

 Record the Coroner for a cremation 

 Record when a cremation is carried over to the next day  
 Search for a Cremation Record by Register Number 
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 Search for a Cremation Record by Deceased Name 

Strewing 
 

 Search for a Strewing by register number  
 Search for a Strewing by Deceased name  
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Create a Disposal Appointment from the Cremation record 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
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The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record  
 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab  
Click on the Edit pencil  
 

The disposal screen for the 
cremation will be displayed.  
NOTE: In the example below 
the disposal information has 
already been entered.  If the 
disposal information for the 
cremation hasn’t been entered, 
return to Cremation and follow 
the appropriate notes. 
 
 Click on Create Disposal 
Appointment  
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The Appointment Type window 
will open  
Select the Diary for the disposal 
appointment  
Select the Type of Service for 
the disposal appointment  
Click on Ok 

The appointment id number for 
the disposal appointment will 
appear on bottom right corner 
of the screen: 
 
Click on the Save button         

 
 
 Click on the Close button to 
return to Select Deceased 

Search results       
 
You can now go to the diary 
selected for the disposal, on the 
disposal date and find the 
disposal appointment created at 
the disposal time. 
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Enter Disposal Details for Ashes on Temporary Deposit 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
 

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  
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The Disposal screen for the 
cremation will be displayed.   
Enter the Date and Time of the 
disposal if known. 
Select the Method for the 
disposal. (This should indicate 
that the ashes are on temporary 
deposit whilst awaiting 
instruction from the applicant) 
   Enter Temporary and /or 
Permanent remarks as required. 
 Click on the Save button  
Click on the Close button to 
close the cremation booking and 
return to the diary.  
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Enter Disposal Details for the Collection of Ashes 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
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The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  
 

The Disposal screen for the 
cremation will be displayed.   
Enter the Date and Time of the 
disposal if known. 
Select the Method for the 
disposal. (This should indicate 
collection of the ashes)  
  Enter Temporary and /or 
Permanent remarks as required. 
 



BACASNG 

31 / 350 

As you have selected a 
Collection method in step 10 you 
will be able to select the funeral 
director or applicant as the 
collector: 
 Select either the Funeral 
Director or the applicant from 
the Collector selection list  
 

The Funeral Director /Applicant 
contact details will be displayed 
on the disposal screen 
 
Click on the Save button. 
 
 Click on the Close button to 
close the cremation booking and 
return to the diary 
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Enter Disposal Details For Placement of Ashes in a Niche 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
 

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  
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The Disposal screen for the 
cremation will be displayed.   

1. Enter the Date and Time of 
the disposal if known. 

2. Select the Method for the 
disposal. (This should 
indicate Placement in 
Niche) 

 
   Enter Temporary and /or 
Permanent remarks as required 

As you have selected a 
Placement in Niche method in 
step 10 you will be able to 
record the location for the 
ashes: 
 
Click on the Location button 

 
The Location Criteria Form will 
open:  
 
NOTE:  If the location 
where the ashes are to be 
scattered/interred already exists 
on the system you do not need 
to carry out this step and you 
can go straight to the next step 
 
 Click on New Position   
The New Location Wizard will 
open:  
Select the Cemetery for the new 
position 
Select the Section for the new 
position 
Enter the Detail Location for the 
new position 
Click on the Create button  
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You will be returned to the 
Location Criteria Form  
Select the Main Location for the 
ashes  
Select the Section for the ashes 
Select the Detail Location for the 
ashes  
Click on the Select button  

The Location Criteria form will 
close and the location for the 
placed ashes will be displayed 
on the disposal screen  
 
NOTE: It is not possible to 
create a disposal appointment 
from the cremation record for 
placement of ashes for 
BACASNG versions 9 or earlier.  
You will need to go the relevant 
diary page and manually create 
a booking with appointment type 
Disposal of remains from 
crematorium  
 

 Click on the Save button.  
 Click on the Close button to 
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return to the diary  
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Enter Disposal Details for the Storing of Ashes 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
 

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record 
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The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  
 

The Disposal screen for the 
cremation will be displayed.   
Enter the Date and Time of the 
disposal if known. 
Select the Method for the 
disposal. (This should indicate 
that the ashes are to be stored) 
Enter Temporary and /or 
Permanent remarks as required. 
 

As you have selected a Storage 
method in step 10 you will be 
able to record the location 
where the ashes are stored: 
Click on the Location button:  
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The Location Criteria Form will 
open:  
Select the Main Location for the 
ashes  
Select the Section for the ashes 
Click on the Select button 

The Location Criteria form will 
close and the location will be 
returned to the disposal screen 
 

 Click on the Save button.  
Click on the Close button to 
close the cremation booking and 

return to the diary.  
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Enter Disposal Details For Strewing of Ashes 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  
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The Disposal screen for the cremation 
will be displayed.   
Enter the Date and Time of the disposal if 
known. 
Select the Method for the disposal. (This 
should indicate Strewing of Ashes) 
Enter Temporary and /or Permanent 
remarks as required. 
 

As you have selected a 
Strewing/Scattering method in step 10 
you will be able to record the location for 
the ashes: 
Click on the Location button.  

The Location Criteria Form will open:  
NOTE:  If the location where the ashes 
are to be scattered already exists on the 
system you do not need to carry out 
these steps and you can go straight to 
the next step 
 
 Click on New Position   
 
 
The New Location Wizard will open:  
 Select the Cemetery for the new position 
Select the Select the Section for the new 
position 
Enter the Detail Location for the new 
position 
Click on the Create button  
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You will be returned to the Location 
Criteria Form  
Select the Main Location for the ashes  
Select the Section for the ashes 
Select the Detail Location for the ashes  
Click on the Select button  
 

The Location Criteria form will close and 
the location for the scattered remains will 
be displayed on the disposal screen  
NOTE: Follow these notes to create a 
disposal appointment for the strewing 
from the cremation record:  
Create a Disposal Appointment from the 
Cremation Record 
 

 Click on the Save button.   
 
 Click on the Close button to return to the 

diary.    
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Enter Disposal Details For the Burial of Ashes 

 

Select Diary from the Outlook 
bar on the left hand side. 
 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed. 
Select the correct Diary for the 
cremation  
 
Select the Date of the cremation  

 
All bookings for that diary page 
for that date will be displayed. 
 
Double click on the time of the 
cremation in question.  

The cremation will open on the 
Initial Info tab 
  
Click on the Disposal Tab  
Click on the Edit pencil  
 

The Disposal screen for the 
cremation will be displayed.   
Enter the Date and Time of the 
disposal if known. 
Select the Method for the 
disposal. (This should indicate a 
burial or interment ) 
  Select a Container for the 
ashes 
 Enter Temporary and /or 
Permanent remarks as required. 
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As you have selected a 
burial/Interment Method in step 
9 you will be able to record the 
location for the ashes: 
Click on the Location button.  

The Location Criteria Screen will 
open:  
NOTE:  If the location 
where the ashes are to be 
scattered/interred already exists 
on the system you do not need 
to carry out these steps and you 
can go straight to the next step 
 
 Click on New Grave  
 
The New Location Wizard will 
open:  
 Select the Cemetery for the new 
grave  
Select the Select the Section for 
the new grave 
Enter the Grave Reference  for 
the new grave  
Select the Grave Type 
Amend the Max Coffins and Max 
Ashes Fields if necessary. 
Click on the Create button  
You will be returned to the 
Location Criteria Form  
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Select the Main Location for the 
ashes  
Select the Section for the ashes 
Select the Detail Location for 
the ashes  
Click on the Select button  
 

The Location Criteria form will 
close and the location for the 
interred remains will be 
displayed on the disposal screen  
 
NOTE: If you wish to create a 
disposal appointment from the 
cremation record, follow these 
notes: Create A Disposal 
Appointment From the 
Cremation Record 
 

1.  Click on the Save button.  

 
2.  Click on the Close button 

to return to the diary.   
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Record medical papers inspection for a cremation 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
 

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record  
 

The cremation will open on the Initial 
Info tab 
 
Click on the Misc Tab 
Click on the Edit pencil  
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The Miscellaneous screen for the 
cremation will be displayed 
Click on the Add Entry  button for 
the Categories section of the screen 

 

The Add Items window will open 
 
Select Medical Inspectors as the 
Category from the selection list 
(If Medical Inspectors doesn’t appear 
as a category then follow this link: 
Set Up Medical Inspectors before 
proceeding.) 
Type in the Name and address of 
the person who applied to inspect 
the papers  
Click on the Add button 

The person who applied to inspect 
the medical papers will be recorded 
(green box below) 
 Click on the Save button  
 Click on the Close button to return 
to Deceased Results screen 

 NOTE:  It is required by law that the 
Cremation Register (follow this link 



BACASNG 

46 / 350 

to Print a cremation register) 
displays the details of the medical 
papers inspector.  If this is not the 
case please call the Help Desk on 
08702 402 217 as an amendment to 
your report is required.  
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Record the attendant doctor for a cremation 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 
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The cremation will open on the 
Initial Info tab 
 
Click on the Medical Tab 
Click on the Edit pencil  

The Medical screen for the 
cremation will be displayed.  
Click on the Select button for 
Attendant  

The Search for: Clients window 
will open 
Tick the Show both Attendants 
and Certifiers box. 
Enter the forename of the 
attending doctor in the 
Forename field. 
Enter surname of the attending 
doctor in the Surname field. 
Click on the Search button 
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The Medical Attendant 
information screen will open: 
 Check that the correct details 
are displayed for the attending 
doctor.  
Click on the Selection Finger to 
select this doctor  

You will be returned to the 
Medical tab for the cremation 
record and the Attending doctor 
will be displayed.  
Click on the Save button  
Click on the Close button to 
return to Deceased Results 
screen  

 
 

Created with the Standard Edition of HelpNDoc: Easily create iPhone documentation 
 

Record the certifying doctor for a cremation 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Medical Tab 
Click on the Edit pencil  
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1. Click on the Select button 
for Certifier 

The Search for: Clients window 
will open 
Tick the Show both Attendants 
and Certifiers box. 
Enter the forename of the 
Certifying doctor in the 
Forename field. 
Enter surname of the Certifying 
doctor in the Surname field. 
Click on the Search button 

The Medical Certifier information 
screen will open: 
 Check that the correct details 
are displayed for the certifying 
doctor.  
Click on the Selection Finger to 
select this doctor  
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You will be returned to the 
Medical tab for the cremation 
record and the certifying doctor 
will be displayed.  
 Click on the Save button  
 Click on the Close button to 
return to Deceased Results 
screen  
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Record the Coroner for a cremation 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
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The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Medical Tab 
Click on the Edit pencil  

Click on the Select button for 
Coroner  
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The Search for: Clients window 
will open 
Enter the forename of the 
Coroner doctor in the Forename 
field. 
Enter surname of the Coroner 
doctor in the Surname field. 
Click on the Search button 

The Coroner information screen 
will open: 
 Check that the correct details 
are displayed for the Coroner.  
 
Click on the Selection Finger to 
select this doctor  
 

You will be returned to the 
Medical tab for the cremation 
record and the Coroner will be 
displayed.  
 
 Click on the Save button  
 Click on the Close button to 
return to Deceased Results 
screen   
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Record the Medical Referee for a cremation 
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Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger 
to open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Medical Tab 
Click on the Edit pencil  
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Click on the Select button for 
Medical Referee  

The Search for: Clients window 
will open 
Enter the forename of the 
Medical Referee in the Forename 
field. 
Enter surname of the Medical 
Referee in the Surname field. 
Click on the Search button 
 

The Medical Referee information 
screen will open: 
 Check that the correct details 
are displayed for the Medical 
Referee.  
Click on the Selection Finger 
to select this doctor  
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You will be returned to the 
Medical tab for the cremation 
record and the Medical Referee 
will be displayed.  
 
Click on the Save button  
Click on the Close button to 
return to Deceased Results 
screen   
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Record when a cremation is carried over to the next day 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  
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The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  

The Disposal screen for the cremation 
will be displayed.   
Enter the actual date of the cremation in 
the Cremation Date field (Service date is 
highlighted by green box) 
Click on the Save button  
 
NOTE: The Cremation Date, not the 
Service Date should be displayed on the 
Cremation Certificate.  If this is not the 
case please contact the Help Desk on 
08702 401 217 so that we can amend the 
report for you.  

 
 Click on the Close button to return to the 

Deceased Search screen   
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Reset Disposal Details for a cremation 
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Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 

The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 

The cremation will open on the 
Initial Info tab 
 
Click on the Disposal Tab 
Click on the Edit pencil  
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Click on Reset Disposal 
Information 
 
The disposal method will be 
cleared down  

Enter a new Disposal Date and 
Disposal Time  if relevant 
 Select a new Method  
 Select a new Container if 
relevant 
 Amend Temporary or 
Permanent remarks if relevant. 
 Complete details on right hand 
side of the disposal screen (this 
will vary depending on new  
method selected ) 
Click on the Save button  
 
Click on the Close button to 
return to the diary 

 
 

Created with the Standard Edition of HelpNDoc: Generate EPub eBooks with ease 
 

Search for a Cremation Record by Deceased Name 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Forename of the 
deceased 
 
Enter the Surname of the 
deceased 
 
Click on the  Search button  

The Selected Deceased screen 
will be displayed  
  
Click on the Selection Finger to 
open the cremation record 
 
The cremation will open on the 
Initial Info tab 
 
Click on the Close button to 
return to Selected Deceased 
results screen 
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Search for a Cremation Record by Register Number 

 

Select Cremation from the 
Outlook bar on the left hand 
side. 
 
Select Cremation from the 
expanded selection 
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The Search for: Cremation 
screen will be displayed. 
 
Enter the Cremation Number for 
the deceased  
 
Click on the  Search button  
 

The Selected Deceased screen 
will be displayed 
Click on the Selection Finger to 
open the cremation record 

The cremation will open on the 
Initial Info tab 
Click on the Close button to 
return to Selected Deceased 
results screen 
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Diary 
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Diary - Book a cremation, Burial or Strewing onto a diary page 
or customise the diary page 
 

 Find a booking from the Diary 
 Register a Burial, Cremation, or Scattering Booking 
 Enter Service details for a booking 
 Enter Music Details for a booking:  

o Amend A Music Entry On A Booking 
o Delete Music From A Booking 
o Add A Music Title From A Booking 

 Enter Deceased Details for a booking 
 Enter Applicant Details for a booking 
 Enter a Memorial from a booking  
 Record miscellaneous Information for a Booking 
 Check An Appointment Tick Box On A Booking 
 Auto Generate Fees for a Booking 
 Pick a fee for a booking 
 Add a fee manually to a booking 
 Enter Finance for a Booking 
 Add a Fee Manually For A Booking  
 Print Daily Paperwork  
 Set up a Reception Diary or Staff Diary 

Diary Times  
 

 Edit a day type (set of Diary Times) 
 Set up an Exception Day 
 Set up Diary Times for a new Diary 
 Set up a new Day Type 
 View Diary Times for a working week 
 Set up new times for a working week 
 View existing Day Type (Diary Times) 

User Settings 
 

 Add a new User  
 Add a New Diary for a User 
  

Diary Colours 
 

 View Booking Colour Codes 
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Show Diary 

Show Diary 

 Find a booking from the Diary 

 Register a Burial, Cremation, or Scattering Booking 

 Enter Service Details For A Booking 

 Enter Music For A Booking  
o Add a music title from a booking 
o Delete a Music entry From A Booking 
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o Amend a music entry on a booking 

 Enter Deceased Details for a booking 

 Enter applicant details for a booking 

 Record miscellaneous information for a booking 

 Check an appointment tick box on a booking 

 Delete fees for a booking 

 Generate fees from a booking 

 Pick a fee for a booking 

 Add a fee manually for a booking 

 Print daily paperwork 

 Set up a Reception Diary or Staff Diary 

 Register a Booking from the Diary Page 
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Find a booking from the Diary 

 

Select Diary from the Outlook bar 
on the left hand side. 
Select Show Diary from the 
expanded selection. 
 

The Appointment Diary screen will 
be displayed. 
Select the Diary required 
Set the Date required  
All bookings for that diary page for 
that date will be displayed  

 

Double click on the time of the 
booking you wish to open  
The booking record will open  
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Register a Burial, Cremation, or Scattering Booking 
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Select Diary from the Outlook bar 
on the left hand side. 
Select Show Diary from the 
expanded selection. 
 

The Appointment Diary screen will 
be displayed. 
Select the Diary required 
Set the Date required  
Any existing bookings for that diary 
page for that date will be displayed  

Double click on the time of the 
booking you wish to create. 
 

 

The Appointment Type window will 
open  
 
Select the appointment type using 
the drop-down arrow 

Select the location for the booking 
using the drop-down arrow 
Click on OK  
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A Provisional Booking Record will 
open on the Initial Info tab 
NOTE: The other tabs in the 
picture below may vary from what 
you can see on your screen 
depending on whether you are 
creating a cremation, burial or 
scattering – don’t worry about this.  
 
 

1. Select a Status from the 
drop down list (optional – 
this will be displayed from 
the diary) 

2. Select a Type of Service 
from the drop-down list 

3. Select a Funeral Director 
from the drop-drown list.  
NOTE: If the Funeral 
Director isn’t frequently used 
and doesn’t appear on the 
drop down list it is possible 
to search for the funeral 
director within the booking 
or set up the Funeral 
Director within the booking.  

4. Select the deceased Title 
from the drop-down list  

5. Enter the Forename and 
Surname of the deceased  

6. Enter Maiden name and 
Other name if appropriate 

7. Enter the Address of the 
deceased 
NOTE: if the last address for 
the deceased was a local 
institution such as a nursing 
home it may be quicker to 
click on the Address button 
and select the address from 
the Frequently used 
addresses list. If the 
institution does not appear 
on the Frequently used 
addresses list, then enter it 
manually and then click on 
+Add to add it to the list for 
use with future bookings. 

8. Enter a Postcode for the 
deceased  

9. Enter any Comments that 
you wish to be displayed 



BACASNG 

66 / 350 

from the diary page.  
10. Click on the Save button 

 
 

You are now ready to enter 
the registration details for 
the deceased: 

 

Click on the Deceased Details tab 
Click on the Edit Pencil 

1. If the deceased lived in the 
parish/borough then tick the 
Resident flag. 

2. Enter the Date of Death. 
3. Enter the number of 

years/months/weeks/days/h
ours/minutes that the 
deceased lived in the Age 
field Leave this empty if the 
deceased was stillborn or a 
foetus  

4. Select 
years/months/weeks/days/h
ours/minutes/Stillborn/Non-
viable Foetus from the drop-
down list. 

5. Select the Gender of the 
deceased 

6. Select the Marital Status of 
the deceased 

7. Select the Occupation of the 
deceased 

8. Select the Death Location of 
the deceased from the drop 
list. If the death location isn’t 
on the drop down list, it can 
be entered and if required 
added to the drop-down list 
for future bookings by 
clicking on +Death 
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Location.  Click on At 
Home if the deceased died 
at home.   

9. Select the District where the 
death was registered. If the 
District isn’t on the drop 
down list, it can be entered 
and if required added to the 
drop-down list for future 
bookings by clicking on 
+District. 

10. Select the Sub District 
where the death was 
registered. If the Sub District 
isn’t on the drop down list, it 
can be entered and if 
required added to the drop-
down list for future bookings 
by clicking on + Sub 
District. 

11. Enter the Date the death 
was registered 

12. Enter the registration 
number in the Reference 
field  

13. Enter any Comments 
concerning the registration 

14. Click on Save  
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Enter Service Details For A Booking 

 

Select Diary from the Outlook bar 
on the left hand side. 
Select Show Diary from the 
expanded selection. 
 

The Appointment Diary screen will 
be displayed. 
Select the Diary required 
Set the Date required  
All bookings for that diary page for 
that date will be displayed  
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Double click on the time of the 
booking you wish to open  
The booking record will open  

The booking will open on the Initial 
Info tab 
 
NOTE: The names and position of 
the other tabs in the picture below 
may vary from what you can see 
on your screen depending on 
whether you are amending a 
cremation, burial or scattering – 
don’t worry about this.  
   
Click on the Service Details Tab  
Click on the Edit pencil  

Select the service Denomination 
from the drop-down list 
Select an Officiant from the drop-
down list. 
 
NOTE: If the Officiant isn’t 
frequently used and can’t be found 
on the drop down list, you can 
search for the officiant within the 
booking or the officiant can be 
created from within the booking 
 
Enter any Special Instructions for 
the service  
Click on Save  
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Music 
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Enter Music For A Booking 

 NOTE: These notes are 
applicable to a Cremation, Burial 
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or Scattering booking.  

 

1. Select Diary from the 
Outlook bar on the left hand 
side. 

2. Select Show Diary from the 
expanded selection. 

1. The Appointment Diary 
screen will be displayed. 

2. Select the correct Diary for 
the booking 

3. Select  the Date of the 
booking   

4. All bookings for that diary 
page for that date will be 
displayed  

5. Double click on the time of 
the booking in question  

1. The booking will open on the 
Initial Info tab 

2. NOTE: The names and 
position of the other tabs in 
the picture below may vary 
from what you can see on 
your screen depending on 
whether you are amending a 
cremation, burial or 
scattering – don’t worry 
about this.    

3. Click on the Music Tab  
4. Click on the Edit pencil  

1. The Music for the booking will 
be displayed.  The screen  
shows that some music has 
already been added for this 
booking and the following 
instructions explain how to 
add a new piece of music: 

2. If an organist is required for 
this event then select the 
organist from the drop down 
list – in this example an 
organist is not required as 
Wesley is used. 

3. Select the Event from the 
Event selection list (Events 
can be added in any order 
and the music list will always 
display in the correct order of 
service). 
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4. Select the type of media from 
the Type drop down selection 
list. 

5. Enter any comments required 
in the Comments field. 

6.  
7. If you wish to select Music 

from the Music Library: 
 
1. Select the Category of 

music from the 
Category drop down 
selection list. 

2. Select the Artist from 
the Composer selection 
list. 

3. Select the song from 
the Song selection list 
for that Category and 
Artist  

4. (If you can’t find the 
Music title you wish the 
follow the instructions:  

5. Add A Music Title From 
A Booking) 

 

1. If you do not wish to use the 
Music Library, ignore the 
Category and Composer field 
and type the Song title and 
Composer name  into the 
field shown  

2. Click on Add Music 

1. The Event will be added to 
the music list displayed in the 
bottom half of the screen  

2.   If you wish to add another 
event repeat the instructions 
from step 8.  

3. Click on the Save button    
4. Click on the Exit button to 

leave the booking and return 
to the diary page  
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Delete a Music entry From A Booking 

 NOTE: These notes are 
applicable to a Cremation, Burial 
or Scattering booking.  

 

1. Select Diary from the Outlook 
bar on the left hand side. 

2. Select Show Diary from the 
expanded selection. 

1. The Appointment Diary screen 
will be displayed. 

2. Select the correct Diary for 
the booking 

3. Select  the Date of the 
booking   

4. All bookings for that diary 
page for that date will be 
displayed  

5. Double click on the time of 
the booking in question  

1. The booking will open on the 
Initial Info tab 

2. NOTE: The names and 
position of the other tabs in 
the picture below may vary 
from what you can see on 
your screen depending on 
whether you are amending a 
cremation, burial or scattering 
– don’t worry about this.  
  

3. Click on the Music Tab  
4. Click on the Edit pencil  

1. The Music for the booking will 
be displayed.   

2. Click on the Music event that 
you wish to delete. 

3. Click on the Delete Music 
button  
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1. The Event will be removed 
from the music list displayed 
in the bottom half of the 
screen.  

2. Click on the Save button    
3.  Click on the Exit button to 

leave the booking and return 
to the diary page 
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Obitus Music System 

 NOTE: These notes are 
applicable to a Cremation or 
Burial  

 

1. Select Diary from the 
Outlook bar on the left hand 
side. 

2. Select Show Diary from 
the expanded selection. 

1. The Appointment Diary 
screen will be displayed. 

2. Select the correct Diary for 
the booking 

3. Select  the Date of the 
booking   

4. All bookings for that diary 
page for that date will be 
displayed  

5. Double click on the time of 
the booking in question  
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1. The booking will open on 
the Initial Info tab 

2. NOTE: The names and 
position of the other tabs in 
the picture below may vary 
from what you can see on 
your screen depending on 
whether you are amending 
a cremation, burial or 
scattering – don’t worry 
about this.    

3. Click on the Music Tab  
4. Click on the Edit pencil  

1. Select Obitus as the Music 
supplier in the Music System 
dropdown. 

2. Hit the Save button (this 
will automatically register 
the appointment in the 
Obitus system) 

Now hit the 'Edit Music' button 
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This will open the Obitus 'Music 
Service Details' website in your 
default web browser (it may be 
open behind other windows) at 
the Bacas appointment, Bacas 
will stay open in the 
background at the Music page. 
Note:  
The Obitus website has a 
number of links across the top, 
one of which is 'Help Guide' 
which has helpful videos on 
using the site. 
 

You can now select music in 
Obitus to be added to the 
appointment in Obitus. 
Click the Popular button to see 
a list of popular music. 

1. Highlight tracks individually 
in the left hand list, which 
will load it into the 'Your 
Playlist' on the right. 

2. Tracks in the 'Your Playlist' 
column can then be : 

1. dragged up or down 
in the list with the left 
mouse button 

2. the order of service 
selected in the 
dropdown 

 on each 
track 

3. or the track deleted 
with the 'dustbin' 
icon.  

3. The total playable music 
time is displayed at the top 
right, each individual track 
time is displayed on the 
Track. 
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Once all music is selected and 
modified, scroll to the bottom 
of the page where you can hit 
the Save and Submit button - if 
this is not done the music 
selections will be lost when the 
Obitus window is closed. 
 
 

After a few seconds, the page 
will close to the Service Details 
page, the music is now saved 
in Obitus and the browser 
window can be closed. 
 
 

Music selected for the 
appointment is now stored only 
in the Obitus system and needs 
to be loaded into Bacas. 
R in the 'Your Playlist' 
columneturn to Bacas at the 
Music tab, hit the pencil, then 
hit the Refresh Music button 
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This will open the Obitus Music 
update window. 
Select the number of days from 
now to retrieve music from 
Obitus for, then hit the Music 
Update button 
This can take up to a minute to 
retrieve during which time the 
cursor will change to an 
hourglass - please be patient! 

Upon return, all music for the 
number of days selected will be 
listed showing Appointment ID, 
Deceased Name, appointment 
date and time, and number of 
tracks, and they are now 
loaded into the Bacas database 
against each appointment. 
Now hit the close button. 
 
Note: If you hit the Music 
Update button again by 
mistake, no damage will be 
done, the music is simply 
retrieved again and reloaded. 
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Finally, reload the Music tab 
(hit another tab then the Music 
tab again) and the selected 
music will be displayed. 
Then hit the Save button then 
the Close button 
 
Note: Obitus music can only be 
selected/amended by 
appointment on the Obitus site 
then reloaded into Bacas 
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Enter Deceased Details for a booking 

 

NOTE: These pages are relevant 
to a Cremation, Burial or 
Scattering booking.  
 
Select Diary from the Outlook 
bar on the left hand side. 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed 
Select the correct Diary for the 
booking 
 
Select  the Date of the booking   

 
All bookings for that diary page 
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for that date will be displayed  
Double click on the time of the 
booking in question  

The booking will open on the 
Initial Info tab 
 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.  
   

Click on the Service Details 
Tab  
Click on the Edit pencil  

Select the service 
Denomination from the drop-
down list 
Select an Officiant from the 
drop-down list. 
NOTE: If the Officiant isn’t 
frequently used and can’t be 
found on the drop down list, 
you can search for the 
officiant within the booking or 
the officiant can be created 
from within the booking by 
clicking on the Select button  
 
Enter any Special Instructions 
for the service  
Click on Save  
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Enter Applicant Details For A Booking 
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NOTE: These pages are relevant 
to a Cremation, Burial or 
Scattering booking.  
 
Select Diary from the Outlook 
bar on the left hand side. 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed 
Select the correct Diary for the 
booking 
 
Select  the Date of the booking   

 
All bookings for that diary page 
for that date will be displayed  
Double click on the time of the 
booking in question  

The booking will open on the 
Initial Info tab 
 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.    

Click on the Applicant 
Tab  
Click on the Edit pencil  
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If the booking is a burial and the 
applicant is the owner of the 
grave click on the Grave Owner 
Button. (If this is not the case 
skip the next step) 

The name and address of the 
grave owner will be added as 
the applicant name and 
address.  
Please move to the last step 

 

If the applicant lives at the same 
address as the deceased, click on 
Deceased Address (If this is 
not the case  skip the next step) 
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The address of the deceased will 
be added as the applicant 
address  

Enter the applicant’s title, 
forenames and surname in 
the title, forenames and 
surname fields  
Enter applicant’s 
telephone number, mobile 
and email in the telephone 
number, mobile and email 
fields.  Move to the last 
step 

If the applicant  already 
exists in BACAS in some 
role other than the grave 
owner click on  Select 
Applicant button (if this 
is not the case please skip 
the next 2 steps) 

The Search for Clients screen will 
open  

Select the Role under 
which the applicant is 
already known to the 
system  
Enter the Forename of the 
Applicant in the Forename 
field  
Enter the Surname of the 
Applicant in the Surname 
field  
Click on the Search 
button  
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The relevant information Screen 
will open: 
 

If the search has returned 
the applicant click on the 
Selection Finger  

The applicant details from the 
search will be added to the 
applicant screen. Now move to 
the next step 
  
If the applicant is completely 
new to BACAS then type in the 
name, address and other contact 
details for the applicant. 

Select the Relationship of 
the applicant to the 
deceased. 
Enter further relationship 
details in the Relationship 
Details field. 
Enter the occupation of 
the applicant in the 
Occupation field.   
Click on the Save button  
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Record Miscellaneous Information for a booking 

 NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  
The Category section of the 
miscellaneous tab allows you to 
record extra information about 
the booking – for example if 
there is to be a collection at the 



BACASNG 

83 / 350 

service you can record the name 
of the Charity that the collection 
is for.  

 

Select Diary from the Outlook 
bar on the left hand side. 
 
Select Show Diary from the 
expanded selection. 
  
 
 

The Appointment Diary screen 
will be displayed. 
Select the correct Diary for the 
booking 
 
Select  the Date of the booking   
 
All bookings for that diary page 
for that date will be displayed  
 
Double click on the time of the 
booking in question  

The booking will open on the 
Initial Info tab 
 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.   
  
Click on the MiscTab  
Click on the Edit pencil  
 

The miscellaneous tab for the 
booking will be displayed.   
Click on the Add Entry in the 
Category section  
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The Add Items screen will open  
Selection Donations (or similar 
category) from the Category 
selection list  
NOTE: If an appropriate 
category is not set up follow 
notes to Set Up A Category 
before proceeding  
 Select value required from 
Frequent Values selection to 
refresh the bottom field 
NOTE: If an appropriate 
Frequent Value is not available 
you can simply type the value in 
the bottom field (follow notes to 
xxxx if you wish) 
Click on the Add button  
 

The details of the information 
will be recorded. (See green 
box) 
Click on the Save button  
 
 
NOTE: If you wish this 
information  to be displayed on 
the Chapel List; Attendant List; 
Operator Worksheet; 
Memorialisation Letters or any 
other reports please contact the 
CSS Help Desk:  08702 402 217  
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Check An Appointment Tick Box on a Booking 

 NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  
Appointment tick boxes are 
customisable and allow you to 
note additional circumstances.  
For example Curtains are to 
remain open; the applicant has 
said no to literature; Metals are 
to be returned to the family; a 
donation box is required; a large 
coffin is required or large 
attendance is expected.  
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1. Select Diary from the 
Outlook bar on the left hand 
side. 

2. Select Show Diary from the 
expanded selection. 

1. The Appointment Diary 
screen will be displayed. 

2. Select the correct Diary for 
the booking 

3. Select  the Date of the 
booking   

4. All bookings for that diary 
page for that date will be 
displayed  

5. Double click on the time of 
the booking in question  

1. The booking will open on the 
Initial Info tab 

2. NOTE: The names and 
position of the other tabs in 
the picture below may vary 
from what you can see on 
your screen depending on 
whether you are amending a 
cremation, burial or 
scattering – don’t worry 
about this.  

3. Click on the MiscTab  
4. Click on the Edit pencil  

1. The miscellaneous screen 
settings for the booking will 
be displayed.   

2. Check the tick boxes that are 
relevant to this booking 

3. Click on the Save button  
4. NOTE: If you can’t find the 

tick box you require on this 
screen , follow these 
instructions to set up  a new 
tick box: Set Up An 
Appointment Tick Box 

5. Click on the Save button    
6. Click on the Exit button to 

leave the booking and return 
to the diary page  

 
NOTE: If you wish checking of 
the tick boxes to be reported on 
the Chapel List; Attendant List; 
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Operator Worksheet; 
Memorialisation Letters or any 
other reports please contact the 
CSS Help Desk:  08702 402 217 
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Delete fees for a booking 

 

NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  
Follow these notes if you wish to 
add an item for invoicing when 
no charge has been set up for 
the item in BACAS. 
 

Select Diary from the 
Outlook bar on the left hand 
side. 

 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed. 

Select the correct Diary for 
the booking 
Select  the Date of the 
booking  
All bookings for that diary 
page for that date will be 
displayed  
Double click on the time of 
the booking in question  

The booking will open on the 
Initial Info tab 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.    

Click on the Finance Tab  
Click on the Edit pencil  
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The Finance tab for the booking 
will be displayed, showing fees 
pending for the booking.  
NOTE: Only fees that have not 
been issued as an Invoice – i.e. 
items that start with Invoice 0 
can be removed.  

If the fees have been 
Auto generated and you 
wish to remove them all, 
click on the Auto 
Generated Items under 
the Delete Invoice 
heading   

 

A message will appear to 
ask if you really wish to 
remove the fee(s).  
 
Click on Yes  

Otherwise:  
Click on an item to select 
it.  
Click on Delete Item 
under the Delete Invoice 
heading to remove it 

 

A message will appear to 
ask if you really wish to 
remove the fee(s).  
 
Click on Yes  
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Repeat the previous steps 
until all incorrect fees 
have been removed. 
Click on the Save button  
 

If you wish to add new fees 
follow one of: Generate Fees 
from a booking; Pick a fee for a 
booking, Add a fee manually  
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Genererate Fees From a booking 

 NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  
Follow these notes to generate 
fees for a booking on an 
individual basis. If you wish to 
generate fees for all bookings in 
a financial period follow: 
Generate Fees for a Financial 
Period  
 

 

Select Diary from the 
Outlook bar on the left hand 
side. 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed. 

Select the correct Diary for 
the booking 
Select  the Date of the 
booking   
All bookings for that diary 
page for that date will be 
displayed  
Double click on the time of 
the booking in question  
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The booking will open on the 
Initial Info tab 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.    

Click on the Finance Tab  
Click on the Edit pencil  

The Finance tab for the booking 
will be displayed.   

Check the Account To 
setting.  Tick the Funeral 
Director box if you wish to 
invoice the funeral 
director. Tick the  
Applicant box if you wish 
to invoice the applicant  
Click on the Auto 
Generate Items button. 

The correct finance items 
will auto generate. (If this 
is not the case please see 
the NOTE at end of this 
document). The total 
invoice amount will be 
displayed in Total Invoice, 
and the correct payee 
displayed underneath 
Account To.   
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Click on the Save button 
 
Follow the link Issue an 
Invoice from a booking if 
you wish to process and 
print an invoice to the 
payee for this booking 
only. 
If you wish to leave the 
fees to be invoiced at a 
later time, click on Close 
Form  to be returned to 
the diary  
 
 

 NOTE: 
 
Fees are auto generated in 2 
ways: 
 

1. From the Service Type 
selected under Initial 
information.  The 
fee(s) generated will 
normally take into 
account the age of the 
deceased and whether 
the deceased was 
resident. It may also 
take into account the 
time of the service, 
and in the case of a 
burial the type of 
grave, its location and 
the depth of burial.  

 
2. From the miscellaneous 

items selected under 
the Misc tab,  

 
If auto generated fees are 
incorrect or missing completely 
then it is worth checking that the 
correct Service type has been 
selected. Look at Deceased 
Details to check that the age of 
the deceased is correct; the 
resident flag is correctly set and 
the body part indicator is 
correctly set. Also check that the 
correct miscellaneous items have 
been selected under the Misc 
tab. 
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 If you wish to delete fees that 
have been incorrectly generated 
follow: Delete Fees From a 
Booking then follow the steps 
above to regenerate the fees.  
 
It may be the case that your 
fees are not set up to 
automatically generate. If this is 
the case you might be able to 
Pick A Fee or you can always add 
a fee manually  
 
If you feel that your fees should 
be generating automatically and 
they are not;  or they are still 
generating incorrectly after 
checking the Service Type, Age, 
Resident Flag and Body Part flag 
then please call the Help Desk 
(08702 402 217)  for further 
assistance.  
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Pick a Fee for a Booking 

 NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  
Follow these notes to add an 
item for invoicing that is not auto 
generated.  
 

 

Select Diary from the 
Outlook bar on the left hand 
side. 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed. 

Select the correct Diary for 
the booking 
Select  the Date of the 
booking   
All bookings for that diary 
page for that date will be 
displayed  
Double click on the time of 
the booking in question  
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The booking will open on the 
Initial Info tab 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.    

Click on the Finance Tab  
Click on the Edit pencil  

The Finance tab for the booking 
will be displayed.   

Check the Account To 
setting.  Tick the Funeral 
Director box if you wish to 
invoice the funeral 
director. Tick the  
Applicant box if you wish 
to invoice the applicant  
Click on the Add Item 
button. 

The Select Miscellaneous Item 
screen will open  

Select the Group that 
holds the item that you 
wish to pick 
Highlight the item in the 
Items list to select it.  
Click on the selection 
Finger 
Repeat these steps  to 
pick any other items  
Click on the Close Form 
button 
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You will be returned to the 
finance tab of the booking and 
the picked item will be displayed. 
The correct payee below Account 
To and the Total Invoice amount 
are displayed.   

 Click on the Save button 

 
 

Created with the Standard Edition of HelpNDoc: Produce electronic books easily 
 

Add a Fee Manually For A Booking 

 

NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  
Follow these notes if you wish to 
add an item for invoicing when 
no charge has been set up for 
the item in BACAS. 
 

Select Diary from the 
Outlook bar on the left hand 
side. 

 
Select Show Diary from the 
expanded selection. 

The Appointment Diary screen 
will be displayed. 

Select the correct Diary for 
the booking 
Select  the Date of the 
booking  
All bookings for that diary 
page for that date will be 
displayed  
Double click on the time of 
the booking in question  
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The booking will open on the 
Initial Info tab 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.    

Click on the Finance Tab  
Click on the Edit pencil  

The Finance tab for the booking 
will be displayed.   

Check the Account To 
setting.  Tick the Funeral 
Director box if you wish 
to invoice the funeral 
director. Tick the  
Applicant box if you wish 
to invoice the applicant  
Click on the Add Manual 
Item button. 

A new screen will open: 
Check that the correct Payee 
is selected (If this is not the 
case click on Select Other 
Payee  ) 
Select the appropriate 
Account Code for the item 
Add details of the item to the 
end of the Description field 
(in this case Certified 
Extract) 
Select the correct Location 
The Process Date will show 
today’s date.  Change this to 
reflect the date of the 
booking  
Enter an Amount for the item 
(with VAT if appropriate) 
The Reference is generated 
by BACAS and is unique to 
this booking, but can be 
amended if wished. 
Click on the Save button  
Click on the Close Form 
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button.  

You will be returned to the 
booking and the added item will 
be displayed 
 

Repeat the previous 2 
steps to add another item 
manually 
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Print Daily Paperwork 
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Set up a Reception Diary or Staff Diary 

 
 

 

 NOTE: These notes are for a 
diary that is intended for 
administration only (for 
example a diary at reception, 
a staff diary or a grounds 
maintenance diary).  You 
must only use special 
appointments for this type of 
diary so that they will not be 
allocated register numbers. 
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1. Select SetUp from the 
Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 

1. The Resource Selection 
screen will be displayed. This 
will list all existing resource 
groups.  

2.  Use the Resource Group 
scroll bar to search for the 
Resource group of type Diary 
Pages. This is likely to have 
the name “Diaries” or 
“Locations” 

 

1. Click on the Diaries  
Resource Group to select it 

2.  Click on the New Resource 
Button 
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The Edit Resource Screen will 
open  

1. Enter a Description  for the 
new Diary  

2. Select Private as the 
Remote Publishing Type  

3. Click on Save 

1. Click on the Edit pencil 
2. Click on the Diary Location 

under Diaries for this location 
3. Click on the arrow to the left  

1. Click on Special appointment 
type under Appointment 
Types for this diary  

2. Click on the arrow to the left  
3. Click on the Save button  
4. Click on the Exit button  

 
You now need to set up this 

new diary in user settings 
for each user that wants to 
use it.  Follow notes: Add A 
New Diary For A User  

You will also need to set up 
diary times for this new 
diary. Follow Notes: Set Up 
Diary Times For A New 
Diary 
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Register a Booking From the Diary Page 

 

Select Diary from the Outlook bar on the 
left hand side. 
 
Select Show Diary from the expanded 
selection. 
  
 
 

The Appointment Diary screen will be 
displayed. 
 
Select the Diary required 
 
Set the Date required  
 
Any existing bookings for that diary page 
for that date will be displayed  

 

Double click on the time of the booking 
you wish to create 

 

The Appointment Type window will open  
 

Select the appointment type using the 
drop-down arrow 
Select the location for the booking 
using the drop-down arrow 
Click on OK  
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A Provisional Booking Record will open 
on the Initial Info tab 
NOTE: The other tabs in the picture below 
may vary from what you can see on your 
screen depending on whether you are 
creating a cremation, burial or scattering – 
don’t worry about this.  
 
 
1. Select a Status from the drop down 

list (optional – this will be displayed 
from the diary) 

2. Select a Type of Service from the 
drop-down list 

3. Select a Funeral Director from the 
drop-drown list.  

4. NOTE: If the Funeral Director isn’t 
frequently used and doesn’t appear 
on the drop down list it is possible to 
search for the funeral director within 
the booking or set up the Funeral 
Director within the booking by clicking 
on the Funeral Dir button 

5. Select the deceased Title from the 
drop-down list  

6. Enter the Forename and Surname of 
the deceased  

7. Enter Maiden name and Other name 
if appropriate 

8. Enter the Address of the deceased 
9. NOTE: if the last address for the 

deceased was a local institution such 
as a nursing home it may be quicker 
to click on the Address button and 
select the address from the 
Frequently used addresses list. If the 
institution does not appear on the 
Frequently used addresses list, then 
enter it manually and then click on 
+Add to add it to the list for use with 
future bookings. 

10. Enter a Postcode for the deceased  
11. Enter any Comments that you wish to 

be displayed from the diary page.  
12. Click on the Save button 

You are now ready to enter the 
registration details for the 
deceased: 
 
Click on the Deceased Details 
tab 
Click on the Edit Pencil 
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1. If the deceased lived in the 
parish/borough then tick the 
Resident flag. 

2. Enter the Date of Death. 
3. Enter the number of 

years/months/weeks/days/hours/
minutes that the deceased lived in 
the Age field Leave this empty if 
the deceased was stillborn or a 
foetus  

4. Select 
years/months/weeks/days/hours/
minutes/Stillborn/Non-viable 
Foetus from the drop-down list. 

5. Select the Gender of the 
deceased 

6. Select the Marital Status of the 
deceased 

7. Select the Occupation of the 
deceased 

8. Select the Death Location of the 
deceased from the drop list. If the 
death location isn’t on the drop 
down list, it can be entered and if 
required added to the drop-down 
list for future bookings by clicking 
on +Death Location.  Click on At 
Home if the deceased died at 
home.   

9. Select the District where the 
death was registered. If the 
District isn’t on the drop down list, 
it can be entered and if required 
added to the drop-down list for 
future bookings by clicking on 
+District. 

10. Select the Sub District where the 
death was registered. If the Sub 
District isn’t on the drop down list, 
it can be entered and if required 
added to the drop-down list for 
future bookings by clicking on + 
Sub District. 

11. Enter the Date the death was 
registered 

12. Enter the registration number in 
the Reference field  

13. Enter any Comments concerning 
the registration 

14. Click on Save  
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Diary Times 

Diary Times 

 Edit a Day Type (set of Diary Times) 

 Set up an Exeption Day 

 Set up Diary Times for a New Diary 



BACASNG 

101 / 350 

 Set up a New Day Type (Set of Diary Times) 

 View Diary Times For A Working Week 

 Set up new times for a working week 

 View Existing Day Type (Diary Times) 
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Edit a Day Type (Set of Diary Times) 

 
 

 

 Edit A Day Type (Set Of Diary Times) 
IMPORTANT NOTE: If you edit a Day 
Type that is currently in use by any diary 
in BACAS then these new times will be 
reflected on past diary pages and current 
diary pages for each diary using this Day 
Type. (Times of existing bookings will 
remain unchanged)  If in any doubt 
speak to a member of the Help Desk 
Team)  

 

1. Select Diary from the Outlook bar on 
the left hand side. 

2. Select Diary Times from the 
expanded selection 

1. The Diary calendar Setup screen will 
be displayed 

2. Click on the Edit Diary Times button 
on the right hand side of the screen.  
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1. The Edit Diary Times screen will 
open  

2. Click on the drop-down arrow 
adjacent to Day Types to view the 
sets of diary times already set up in 
BACAS. 

1. Select the Day Type entry from the 
list to view the  existing times for this 
day type 

2. Click on the Edit pencil.   

1. To remove a time:  
2. Highlight the time on the left hand 

side  
3. Click on the remove button 
4. The time will be removed from the 

set of times. 
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1. To add to the set of existing times:  
2. Enter a time on the right hand side 
3. Click on the add button  

1. The time will be added to the set of 
times.  

2. Click on the Save button  
3. Click on the Close Form button 

 
 

You are now ready to Set up a Working 
Week using this day type  
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Set up an Exception Day 

 
 

 

 Set Up an Exception Day. 
 
NOTE: You can set up an exception day 
(eg Christmas Day, Bank Holidays) to 
override the normal diary times for that 
day. 
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1. Select Diary from the Outlook bar on 
the left hand side. 

2. Select Diary Times from the 
expanded selection. 

1. The Diary calendar Setup screen will 
be displayed: 

2. Select the correct diary from the 
drop-down selection list adjacent for 
Diary at the top of the screen.  

1. Click on the Edit pencil. 
2. Click on the New button in the 

bottom right hand corner of the 
screen.  
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1. The Edit Diary Exception Dates 
screen will open:  

2. Select the correct Day Type (Diary 
times) for the exception day. 

3. Set the date for the exception day. 
4. Click on the Save button.  
5. Click on the drop down arrows to 

select a a day type for each day of 
the week. 

6. Click on the Save button  

You will be returned to the Diary 
Calendar Setup 
The new exception day will be displayed 
at the bottom of the screen 
 
Check the diary pages to see that the 
new times are displayed.  
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Set Up Diary Times For A new Diary 

 
 

 

 Set Up Diary Times For A new 
Diary   
NOTE: Before you start you will 
need to know which set of diary 
times you are going to use for 
the new Diary. Follow this link to 
look at the sets of diary times 
available: View Day Types 
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1. Select Diary from 
the Outlook bar on 
the left hand side. 

 
2. Select Diary Times 

from the expanded 
selection. 

The Diary calendar 
Setup screen will be 
displayed. 

1. Select the correct diary from 
the drop-down selection list 
adjacent for Diary at the top 
of the screen.  

1. Click on the New button 

1. Click on the drop down arrows 
to select a Day Type for each 
day of the week. 

2. Click on the Save button  

Diary times for the new diary are 
now set up: 
Check the diary pages to see that 
the new times are displayed.  
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Set up a New Day Type (Set of Diary Times) 

 
 

 

 Set Up New Day Type 
NOTE: These notes will show you how 
to create a set of diary times for a 
working day. For example you might 
want to change from a standard day to a 
shorter day suitable for winter or a 
longer day suitable for summer. Once 
created, they can be put to use by 
setting up a Working Week.   

 

1. Select Diary from the Outlook bar 
on the left hand side. 

2. Select Diary Times from the 
expanded selection 

1. The Diary calendar Setup screen will 
be displayed 

2. Click on the Edit Diary Times 
button on the right hand side of the 
screen.  
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1. The Edit Diary Times screen will 
open  

1. Click on the New button 

1. Type in a Description for the new 
Day Type  

2. Enter the first Time for the day in the 
box on the right hand side of the 
screen 

3. Select the Publishing Type 
4. Click on the add button 

1. The first time for the Day Type will 
appear on the left hand side of the 
screen  

2. Type in the second time on the Right 
hand side of the screen 

3. Click on the add button   
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1. The second time for the Day Type 
will appear on the left hand side of 
the screen 

2. Repeat the previous 2 steps until all 
the times for the day have been 
added 

3. Click on Save 

Click on the Close Form button 
You are now ready to set up a Working 
Week using this day type. Follow this 
link for instructions how to do this: Set 
Up A Working Week 
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View Diary Times For A Working Week 

 NOTE: The working week defines 
which set of diary times will be 
used for each day of the week.   
 

 

Select Diary from the Outlook 
bar on the left hand side. 
 
Select Diary Times from the 
expanded selection. 
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The Diary calendar Setup screen 
will be displayed. 
 
Select the correct diary from the 
drop-down selection list adjacent 
for Diary at the top of the 
screen.  
 
The Diary Times for each day of 
the week will be displayed. 
(Inside green box) 
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Set up new times for a working week 

 
 

 

 NOTE: The working week 
defines which set of diary times 
will be used for each day of the 
week.  If you edit a working 
week that is currently in use, the 
new diary times you chose will 
be displayed for all past, current 
and future diary pages.  For this 
reason it is advisable to set an 
end date for the current working 
week record, and create a new 
working week record to start the 
day you wish these to come into 
effect. Before you start you will 
need to know which set of diary 
times you are going to use for 
the new working week. Follow 
this link to look at the sets of 
diary times available: View Day 
Types 

 

1. Select Diary from 
the Outlook bar on 
the left hand side. 

 
2. Select Diary Times 

from the expanded 
selection. 
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The Diary calendar 
Setup screen will be 
displayed. 

1. Select the correct diary from 
the drop-down selection list 
adjacent for Diary at the top 
of the screen. Click on the 
Edit pencil 

2. Highlight the current working 
week for this diary (the 
record with an end date of 
01/01/9999 or 31/12/9999) 

3. Amend the End Date to the 
day before the date you wish 
the new working week and 
new diary times to come into 
effect 

4. Click on Save  

1. Click on the New button 
2. Enter a Start Date for the day 

you wish the new working 
week and diary times to come 
into effect.  (This should be 
the day after the old working 
week finishes) 

3. Click on the drop down 
arrows to select a a day type 
for each day of the week. 

4. Click on the Save button  
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The new working week is now 
set up: 
Check the diary pages to see 
that the new times are 
displayed.  
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View Existing Day Type (Diary Times) 

 
 

 

 

NOTE: These notes will show 
you how to view sets of diary 
times already set up in BACAS. 
Diary times are put into use by 
adding them to a Working Week. 

1. Select Diary from 
the Outlook bar on 
the left hand side. 

 
2. Select Diary Times 

from the expanded 
selection. 

  
 

The Diary calendar 
Setup screen will be 
displayed. 

Click on the Edit Diary Times 
button on the right hand side of 
the screen.  
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The Edit Diary Times screen 
will open  
 

1. Click on the drop-down arrow 
adjacent to Day Types to view 
the sets of diary times 
already set up in BACAS. 

1. Select an entry from the list 
to view the times for this day 
type  

1. Repeat the previous step until 
you have viewed all the sets 
of diary times set up in 
BACAS 

 
If you identify a set of diary 
times that you wish to use then 
these can be put to use by 
setting up a new Working Week. 
Follow these instructions: either 
Setup A New Working Week or 
Set Up Diary Times For A New 
Diary 
If you cannot see a set of diary 
times that you wish to use then 
you will need to set up a new set 
of Diary times.  Follow these 
instructions: Setup A New Day 
Type. 
 
2. Click on the Close Form 

button 
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User Settings 

User Settings 

 Add a New User 

 Add a new Diary for a User 
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Add a New User 

 

NOTE: The new user must be 
logged in on the PC in question  
 
Select Diary from the Outlook bar 
on the left hand side. 
 
Select User Settings from the 
expanded selection. 
  
The Diary User Settings screen will 
be displayed.  
 

Check that the user’s name is 
correct  
Click on the New button  
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Select the main diary from the 
drop-down selection list at the 
bottom of the screen 
Type in 1 in the Order No field 
Click on Save 
 

To add another diary for this user 
click on the New button  



BACASNG 

116 / 350 

Select the second diary from the 
drop-down selection list at the 
bottom of the screen 
Type  in 2 in the Order No field 
Click on Save 
Continue in this way to add any 
other diaries that the user needs 
access to  
 
Click on the Close Form button  
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Add a new Diary for a User 

 

 1. Select Diary from the Outlook 
bar on the left hand side. 

 
2. Select User Settings from 

the expanded selection. 
  
The Diary User Settings screen 
will be displayed.  
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1. Make a note of the highest 
order number on the list of 
diaries in the centre part of 
the screen 

2. Click on the New button 
3. Select the new diary from the 

drop-down selection list at the 
bottom of the screen 

4. Add 1 to the highest order 
number noted in step 3 and 
type the result in to  the 
Order No field 

1. Click on Save 
2. Click on the Close Form 

button  
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Diary Colours 

Diary Colours 

 View Booking Colour Codes 
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View Booking Colour Codes 

 
 

 

 View Diary colours 

 

1. Select Diary from the Outlook bar on the left hand 
side. 

 
2. Select Diary Colours from the expanded selection. 

The Colour Codes panel will be displayed  
 
1. Click on the Close  button to exit 
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Finance 

 

 Finance 
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Charges 
 Search for an existing charge 
 Assign an Account Code to a Charge 
 Setup a Memorial Charge 
 Setup a Miscellaneous Charge 
 Set up a Service Charge for automatic fee generation 

(Non-resident) 
 Setup a Service Charge for automatic fee generation 

(Resident) 
 Link in a new service type to an existing service charge 
 Set up a Medical Referee Payment Charge 
 Set up an Organist Pay Charge 

Generate Fees 
 Generate Fees for a Period 

Invoices 
 Make an Invoice Entry that is not related to a  Booking, 

Memorial or Grave 
 Search for an unprocessed invoice (Summary id 0) 
 Correct an Invoice Entry On An unprocessed Invoice 

(Summary id 0) From a Booking 
 Correct An Invoice Entry on an unprocessed invoice 

(Summary id 0) from the Finance Menu 
 Delete an unprocessed Invoice (Summary id 0) 
 Process (number) and Print All Invoices for a period  
 Process (number) and print a single Invoice 
 Search for an invoice that has been issued  
 Receipt an Invoice 
 Part receipt an invoice  
 Clear an Invoice 
 Reinstate an invoice 
 Search for Outstanding (Unpaid) Invoices 
 Search For cleared (Paid) Invoices 
 Reprint a single Invoice  

Quick Update 
 Set up changes to charges 

Receipts         
 Create a manual receipt 
 Search for a receipt 
 Update a receipt 
 Void a receipt 
 Reprint a receipt 
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Charges 
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Charges 
 Search for an existing charge 
 Assign an Account Code to a Charge 
 Setup a Memorial Charge 
 Setup a Miscellaneous Charge 
 Set up a Service Charge for automatic fee generation 

(Non-resident) 
 Setup a Service Charge for automatic fee generation 

(Resident) 
 Link in a new service type to an existing service charge 
 Set up a Medical Referee Payment Charge 
 Set up an Organist Pay Charge 
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Assign an Account Code to a Charge 

 

1. Select Finance from the 
Outlook bar on the left hand 
side. 

2. Select Charges from the 
expanded selection. 
 

. 

1. The Filter screen will be 
displayed 

2. You will need to search 
for the charge 

3. If you know part or all of 
the charge description 
enter this  in the charge 
description field  

4. And/or if you know the 
amount of the charge  
enter this  in the Amount 
field  

5. Always tick the All Active 
Charges box 

6. Click on the Search 
button 
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1. From the search results 
click on the charge you 
wish to amend 

2. Click on the Finger  

1. Click on the Edit Pencil 
2. Click on the Codes tab  

1. Select the correct code 
from the selection list  

2. Click on Save 
3. Click on the Close button 
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Link in a new service type to an existing  service charge 

 

1. Select Finance from the Outlook 
bar on the left hand side. 

2. Select Charges from the 
expanded selection. 
 

 

1. The Filter screen will be 
displayed. 

2. If you know part or all of the 
charge description enter this  
in the charge description field  

3. And/or if you know the amount 
of the charge  enter this  in the 
Amount field  

4. Always tick the All Active 
Charges box 

5. Click on the Search button 

A list of charges fulfilling the 
search criteria will be 
displayed. 
 

1. Click on the required charge to 
select it. 

2. Look at the bottom part of the 
screen  you will see the 
service types  (Facilities 
Automatic) already linked into 
this charge 

3. Click on the Link Charges 
button to add the the new 
service type  
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The Link Charge window will be 
displayed 

1. Use the top Scroll bar to 
search for the new Service 
type 

2. Click on the Finger  
3. Click on the Close button  
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Search for a Charge 

 

 

1. Select Finance from the 
Outlook bar on the left hand 
side. 

2. Select Charges from the 
expanded selection. 
 

 

1. The Filter screen will be 
displayed. 

2. If you know part or all of the 
charge description enter this  
in the charge description field 

3. And/or if you know the 
amount of the charge  enter 
this  in the Amount field  

4. Always tick the All Active 
Charges box 

5. Click on the Search button 
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1. Click on the Finger  
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Set up a Medical Referee Payment Charge 

 NOTE: The Medical Referee 
Payment charge will enable you to 
produce a report that summarises 
how much payment is due to each of 
your medical referees over a given 
period. 

 

1. Select Finance from the Outlook 
bar on the left hand side. 

2. Select Charges from the 
expanded selection. 
 

 

1. The Filter screen will be 
displayed. 

2. Click on the New Charge 
button  
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The Edit Charge window will be 
displayed. 
1. Enter Medical Referee 

payment  as the Charge 
Description  

2. Enter the Start Date (The 
date from when you will start 
using Medical Referee 
Summary Report. 

3. Enter how much you pay your 
medical referee in  Initial Rate 
under net amount  

4. Click on the Save button  

1. Click on the Link Charges 
button 

The Link Charge window will be 
displayed 

1. Click on the Resource tab 
2. Use the top Scroll bar to 

search for the Medical 
Referee Payment resource 
group 

3. Click on the Medical Referee 
Payment resource group to 
select it 

4. Click on the Medical Referee 
Payment in the lower box to 
select it.  

5. Click on the Finger  
6. Click on the Close button  
7. The Medical Referee 

Payment charge is now set 
up.  For guidance on how to 
assign an account code to 
this charge follow this link 
Assign An Account Code To 
A Charge 
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Set up a Memorial Charge 

 

 

1. Select Finance from the 
Outlook bar on the left hand 
side. 

2. Select Charges from the 
expanded selection. 
 

 

1. The Filter screen will be 
displayed. 

2. Click on the New Charge 
button  

The Edit Charge window will 
be displayed. 

 
 

1. Enter the Charge 
Description (This 
description will appear on 
the invoice or receipt) 

 
 

2. Enter the Start Date (The 
date from when you will 
start using this type of 
memorial on BACASNG 

3. Enter cost of the 
memorial on Initial Rate 
row. If the memorial is 
renewable then enter 
renewal fee on Renewal 
Rate 1. Use  one of the 
following methods: 
 
a. If the memorial does 

not carry a VAT charge 
- enter full cost (and 
full renewal amount if 
applicable) under Net 
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Amount. 
or 

b. For VAT split of total 
cost – enter full cost 
((and full renewal 
amount if applicable) 
under Net Amount and 
click Calc Net Tax 
Button.  
or 

c. Enter net cost (and net 
renewal amount if 
applicable) under Net 
Amount and click on 
Calc Gross Tax to 
calculate VAT on this 
amount. 
 

4. Click on the Save button  

Click on the Link Charges 
button 

1. Click on the Resource 
tab 

2. Use the top Scroll bar to 
search for the correct 
resource group 

3. Click on the correct 
resource group to select it 

4. Use the bottom Scroll bar 
to search for the correct 
resource  

5. Click on the correct 
resource to select it 

6. Click on the Finger  
7. Click on the Close button  
8. The memorial charge is 

now set up.  For guidance 
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on how to assign an 
account code to this 
charge follow this link 
Assign An Account Code 
To A Charge 
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Set up a Miscellaneous Charge 

 

1. Select Finance from the 
Outlook bar on the left hand 
side. 

2. Select Charges from the 
expanded selection. 
 

 

1. The Filter screen will be 
displayed. 

2. Click on the New Charge 
button  

The Edit Charge window will 
be displayed. 
1. Enter the Charge 

Description (This 
description will appear on 
the invoice or receipt) 

2. Enter the Start Date (The 
date from when you will 
start using the 
miscellaneous item on 
BACASNG 

3. Enter cost of the 
miscellaneous item on 
Initial Rate row using one 
of the following methods: 
a. If the miscellaneous 

item does not carry a 



BACASNG 

129 / 350 

VAT charge - enter full 
cost under Net 
Amount. 
Or if the item does 
carry VAT: 

b. Enter full cost under 
Net Amount and click 
Calc Net Tax Button.  
or 

c. Enter net cost under 
Net Amount and click 
on Calc Gross Tax to 
calculate VAT on this 
amount. 

4. Click on the Save button  

1. Click on the Link 
Charges button 

The Link Charge window will be 
displayed 

1. Click on the Resource tab 
2. Use the top Scroll bar to 

search for the correct 
resource group 

3. Click on the correct 
resource group to select it 

4. Use the bottom Scroll bar 
to search for the correct 
miscellaneous item  

5. Click on the correct 
miscellaneous item to 
select it 

6. Click on the Finger 
7. Click on the Close button 
8. The miscellaneous item 

charge is now set up.  For 
guidance on how to assign 
an account code to this 
charge follow this link 
Assign An Account Code 
To A Charge 
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Set up an Organist Pay Charge 

 NOTE: The Organist Pay charge will 
enable you to produce a report that 
summarises how much payment is 
due to each of your organists over a 
given period. 

 

1. Select Finance from the Outlook 
bar on the left hand side. 

2. Select Charges from the 
expanded selection. 
 

 

1. The Filter screen will be 
displayed. 

2. Click on the New Charge button  

The Edit Charge window will be 
displayed. 
1. Enter Organist Pay  as the 

Description  
2. Enter the Start Date (The 

date from when you will start 
using Organist Summary 
Report. 

3. Enter the amount you pay the 
organist in Initial Rate under 
net amount 

4. Click on the Calc Net Tax 
button 

5. Click on the Save button  
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1. Click on the Link Charges 
button 

The Link Charge window will be 
displayed 

1. Click on the Resource tab 
2. Use the top Scroll bar to 

search for the Organist Pay 
group 

3. Click on the Organist Pay  
group to select it 

4. Click on Organist Pay in 
lower box to select it 

5. Click on the Finger  
6. Click on the Close button  
7. The Organist Pay charge is 

now set up.  For guidance on 
how to assign an account 
code to this charge follow this 
link Assign An Account Code 
To A Charge 
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Set up a Service Charge for automatic fee generation (Non-resident) 

 

1. Select Finance from the 
Outlook bar on the left hand 
side. 

2. Select Charges from the 
expanded selection. 
 



BACASNG 

132 / 350 

1. The Filter screen will be 
displayed. 

2. Click on the New Charge 
button 

The Edit Charge window 
will be displayed. 

 
1. Enter the Charge 

Description (This 
description will appear 
on the invoice or 
receipt) 

 
2. Enter the Start Date 

(The date from when 
you will start using this 
type of service on 
BACASNG 

 
3. Enter cost of the 

service for a non-
resident deceased in 
Initial Rate row in the 
net amount field.  

4. Click on the Save 
button  
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1. Click on the Edit Pencil 
 

2. Click on the Optional 
Details tab –  

 
NOTE: Optional Details 
enables the user to 
define the 
circumstances under 
which the fee is auto 
generated. If no 
optional details are set 
then the fee will always 
be generated for the 
service types linked 
into this charge.  The 
fields can be put to use 
in the following ways:  

 
3. Enter Start Age and 

End Age to define the 
age range to which this 
charge applies.  In the 
example below the fee 
will only be generated if 
the deceased age is 12 
and over. (If the same 
fee applies for all ages, 
then Start Age years 
must be set to 
Stillborn) 

 
4. Enter Start Time and 

End Time to define the 
range of Diary times to 
which this fee applies. 
If the same fee applies 
to all time slots then 
these 2 fields should be 
left blank   

 
5. Select a grave type if 

this fee only applies to 
burials for that type of 
grave.  This option is 
rarely used as it is 
complicated to 
administer.  Please 
leave blank and ask the 
Help Desk for Guidance 

 
6. Select a Location if this 

fee only applies to 
burials for the location 
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selected.  This option is 
rarely used as it is 
complicated to 
administer.  Please 
leave blank and ask the 
Help Desk for Guidance 
if you want to make use 
of this option  

 
7. Set a unit if you wish to 

apply this charge 
according to the depth 
of the burial. Please 
leave as 0 and ask the 
Help Desk for Guidance 
if you want to make use 
of this option  

 
8. Click on Save 

1. Click on the Link 
Charges button 

The Link Charge window will be 
displayed 

1. Click on the Facility 
tab 

2. Use the top Scroll bar 
to search for the 
correct Service type 

3. Click on the Finger  
4. Click on the Close 

button  
5. The service charge is 

now set up.  For 
guidance on how to 
assign an account code 
to this charge follow 
this link Assign An 
Account Code To A 
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Charge 
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Set up a Service Charge for automatic fee generation (Resident) 

 

1. Select Finance from the 
Outlook bar on the left hand 
side 

2. Select Charges from the 
expanded selection. 
 

  

1. The Filter screen will be 
displayed. 

2. Click on the New Charge 
button 

1. Enter the Charge 
Description (This 
description will appear 
on the invoice or 
receipt) 

 
2. Enter the Start Date 

(The date from when 
you will start using 
this type of service on 
BACASNG 

 
3. Ensure that the 

Resident box is ticked 
 

4. Enter cost of the 
service for a resident 
deceased in Initial 
Rate row in the net 
amount field.  

5. Click on the Save 
button  
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1. Click on the Edit 
Pencil 

 
2. Click on the Optional 

Details tab –  
 

NOTE: Optional 
Details enables the 
user to define the 
circumstances under 
which the fee is auto 
generated. If no 
optional details are set 
then the fee will 
always be generated 
for the service types 
linked into this charge.  
The fields can be put 
to use in the following 
ways:  

 
3. Enter Start Age and 

End Age to define the 
age range to which 
this charge applies.  In 
the example below the 
fee will only be 
generated if the 
deceased age is 12 
and over. (If the same 
fee applies for all 
ages, then Start Age 
years must be set to 
Stillborn) 

 
4. Enter Start Time and 

End Time to define the 
range of Diary times 
to which this fee 
applies. If the same 
fee applies to all time 
slots then these 2 
fields should be left 
blank   

 
5. Select a grave type if 

this fee only applies to 
burials for that type of 
grave.  This option is 
rarely used as it is 
complicated to 
administer.  Please 
leave blank and ask 
the Help Desk for 
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Guidance 
 

6. Select a Location if 
this fee only applies to 
burials at the location 
selected.  This option 
is rarely used as it is 
complicated to 
administer.  Please 
leave blank and ask 
the Help Desk for 
Guidance if you want 
to make use of this 
option  

 
7. Set a unit if you wish 

to apply this charge 
according to the depth 
of the burial. Please 
leave as 0 and ask the 
Help Desk for 
Guidance if you want 
to make use of this 
option  

 
8. Click on Save 

1. Click on the Link 
Charges button 
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The Link Charge window will be 
displayed 

1. Click on the Facility 
tab 

2. Use the top Scroll bar 
to search for the 
correct Service type 

3. Click on the Finger  
4. Click on the Close 

button  
5. The service charge is 

now set up.  For 
guidance on how to 
assign an account 
code to this charge 
follow this link Assign 
An Account Code To A 
Charge 
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Generate Fees 

 

Generate Fees 
 Generate all fees for a given period 
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Generate fees for a period 

 

 

Follow these notes to generate the 
fees for all bookings within a given 
financial period.  If you follow the 
steps below, service fees may be 
generated depending on details 
such as the type of service 
selected for the booking, the age 
of the deceased and whether the 
deceased is resident or non-
resident. Additionally fees may be 
generated from items that have 
been added under the 
miscellaneous item tab.  It is 
recommended that the fees 
generated during this process are 
checked carefully before going on 
to issue the invoices either by 
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printing an Invoice Checklist or 
Checking the fees Generated 
under the Finance Tab for each 
booking in the period 

 
Select Finance from the 
Outlook bar on the left hand 
side. 
Select Generate Fees from 
the expanded selection. 

The Finance – Generate Fees 
Screen will be displayed. 

Tick Generate for all Locations 
if you wish to generate fees 
for each diary.  Otherwise 
select the location for which 
you wish to generate fees.  
Enter the Start Date in the 
Start Date field  
Enter the End  Date in the End 
Date field  
Click on the Generate Fees 
button 

 
 

BACASNG will display the word 
Processing at the top of the 
screen followed by the word 
Completed.  
 
It is recommended that the fees 
generated during this process are 
checked carefully before going on 
to generate invoices either by 
printing an Invoice Checklist or 
Checking the fees Generated 
under the Finance Tab for each 
booking in the period. 
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Invoices 

 

Invoices 
 Make an Invoice Entry that is not related to a  Booking, 

Memorial or Grave 
 Search for an unprocessed invoice (Summary id 0) 
 Correct an Invoice Entry On An unprocessed Invoice 

(Summary id 0) From a Booking 
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 Correct An Invoice Entry on an unprocessed invoice 
(Summary id 0) from the Finance Menu 

 Delete an unprocessed Invoice (Summary id 0) 
 Process (number) and Print All Invoices for a period  
 Process (number) and print a single Invoice 
 Search for an invoice that has been issued  
 Receipt an Invoice 
 Part receipt an invoice  
 Clear an Invoice 
 Reinstate an invoice 
 Search for Outstanding (Unpaid) Invoices 
 Search For cleared (Paid) Invoices 
 Reprint a single Invoice  
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Correct an Invoice Entry On An unprocessed Invoice (Summary id 0) From a Booking 

IMPORTANT: Only an 
Unnumbered (0) Invoice 
can be amended. (Once 
the invoice has been 
processed and has a 
number then it cannot be 
modified in any way. A 
second invoice must be 
raised to cancel out the 
error in the original 
invoice) see: Correct An 
Error On A Numbered 
Invoice From A Booking. 
 

1. Find the relevant Booking 
record (Use Search to 
find the booking record 
SearchForBurialCrematio
nScatteringExhumationRe
cord or go to the relevant 
diary page to find the 
booking Find a Booking 
from the Diary. 

 
2. Open the Booking record 

 
3. Select the Finance Tab  

 
4. Click on the pencil  
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The invoice details for the 0 
invoice will be displayed 

1. Select the item you wish 
to amend 

2. Click on Delete Item  

You will be asked if you really 
want to delete the current  
record. 

1. Click on Yes  

The invoice item will be 
removed from the screen and 
the 0 invoice for the Funeral 
Director  

1. Click on Save  

 
 

Created with the Standard Edition of HelpNDoc: Free help authoring environment 
 

Correct An Invoice Entry on an unprocesse invoice (Summary id 0) from the Finance Menu 
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IMPORTANT: Only an 
Unnumbered (0) Invoice can be 
amended. (Once the invoice has 
been processed and has a 
number then it cannot be 
modified in any way. A second 
invoice must be raised to cancel 
out the error in the original 
invoice. See: Correct an Error On 
A Numbered Invoice From 
Finance) 
Select Finance from the Outlook 
bar on the left hand side. 
 
1. Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 

 

1. To search for the invoice you 
wish to receipt, tick All 
Account Items and then click 
on the Search button in the 
top right hand corner of the 
screen. 

The search filter screen will 
open.  
1. Enter 0 the summary number 

in Start ID box and click on 
Search 

2. Enter the name of the Funeral 
Director or Mason in the 
Name box and click on  
Search  
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The invoice will be displayed in 
the Search Results:     

1. Click on the Invoice to 
select it 

2. Click on the Pencil 

The Update Invoice screen will 
be displayed. 

1. Click on the Item to be 
deleted 

2. Click on the Delete Item 
button 

You will be asked if you really 
want to delete the item  

1. Click on the Yes button 
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The Invoice line will be removed 
from the display (The entry on 
the Finance tab for the 
Booking/Memorial/Grave tab will 
also be updated.) 

1. Click on the EXIT button  
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Clear an Invoice 

 

NOTE: An Invoice is cleared 
(marked as paid) when it has been 
fully receipted. However BACAS 
will allow you to clear (mark as 
paid) an invoice without going 
through the process of creating a 
receipt, following these 
instructions: 
 
Select Finance from the Outlook 
bar on the left hand side. 
 
Select Invoices from the 

expanded selection. 
  
The Invoice screen will be 
displayed. 

 

To search for the invoice you wish 
to clear, tick All Account items 
in the top right hand corner of 
the screen  

Click on the Search button in the 
top right hand corner of the 
screen. 
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The search Filter screen will open.  
1. If known, enter the Invoice 

(Summary) number in Start ID 
box. 

2. Click on Search 

Alternatively, enter the name of 
the Funeral Director or Mason 
in the Name box 

Click on  Search  

The invoice will be displayed in the 
search results List of invoices.  
 
1. Ensure the Invoice is 

highlighted (Use Summary ID 
or amount for guidance) 

2. Click on the Edit pencil  
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The Update Invoice screen will 
open 
 

1. Click on the Clear Invoice 
button 

2. Click on the Exit button   
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Delete an unprocessed Invoice (Summary id 0) 

 

IMPORTANT: Only an 
Unnumbered (0) Invoice can be 
deleted. (Once the invoice has a 
number then it cannot be 
modified in any way. A second 
invoice must be raised to cancel 
any error in the original invoice) 
see: Correct an Error On A 
Numbered Invoice From Finance 
A 0 Invoice can only be deleted 
by removing each invoice item 
that makes up the total amount 
of the invoice.  
 
Select Finance from the Outlook 
bar on the left hand side. 
 
1. Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 

 

1. To search for the invoice you 
wish to receipt, tick All 
Account Items and then click 
on the Search button in the 
top right hand corner of the 
screen. 
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The search filter screen will open. 
1. Enter 0 the summary number 

in Start ID box and click on 
Search 

2. Enter the name of the Funeral 
Director or Mason in the Name 
box and click on  Search  

The invoice will be displayed in 
the Search Results:     

1. Click on the Invoice to 
select it 

2. Click on the Pencil 

The Update Invoice screen will be 
displayed. 

1. Click on the Item to be 
deleted 

2. Click on the Delete Item 
button 
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You will be asked if you really 
want to delete the item  

 
1. Click on the Yes button 

The Invoice line will be 
removed from the display 
(The entry on the Finance tab 
for the 
Booking/Memorial/Grave tab 
will also be updated.) 

Repeat the previous 3 steps 
until all invoice lines have 
been deleted.  
 

The 0 invoice for the Funeral 
Director will be deleted at this 
stage.  
 
Click on the EXIT button  
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Make an Invoice Entry that is not related to a  Booking, Memorial or Grave 
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How to Create a manual Invoice  
 

 

Select Finance from the 
Outlook bar on the left hand 
side. 

 
Select Invoices from the 

expanded selection. 
 
 

The Invoices screen will be 
displayed 
Click on the New button  

1. Select a Funeral Director 
from the drop down 
selection on the Funeral 
Director box (If the 
Funeral Director does not 
appear on the drop down 
list or you wish to select a 
mason then click on the 
Select Payee button) 

2. Select an account code 
for the fee that you are 
adding using the selection 
arrow in the Account 
Code field 

3. Type in a description of 
the fee you are adding in 
the Description field 

4. Enter the amount of the 
fee with VAT in the 
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Amount and VAT fields  
5. Click on Save  

 
Either An unnumbered 
invoice (Summary id 0) will 
be created for the Funeral 
Director 

 
Or If an unnumbered invoice 
for this FD already exists, 
this fee will be added to the 
unnumbered invoice.  
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Process (number) and Print All Invoices for a period 

 

BACASNG can automatically 
process (number) and issue 
(print) invoices for Funeral 
Directors and Stone Masons that 
are set up for billing (Follow this 
link for guidance on setting up A 
Funeral Director for Billing) 
 
Select Finance from the Outlook 
bar on the left hand side. 
 
1. Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 

1. To search for the invoice you 
wish to receipt, tick 
 All Account Items and then 
click on the Search button 
 in the top right hand corner 
of the screen. 
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The search filter screen will 
open.  
1. Enter 0 the summary number 

in Start ID box. 
2. Click on  Search  

A list of 0 (unissued) invoices for 
all Funeral Directors will be 
displayed in the List of Invoices 
SIDE NOTE: You may view the 
content of any one of the 0 
Invoices: 

a) Click on the Invoice you 
wish to view (it will 
become highlighted)  

b) Click on the Pencil 

The Update invoice screen 
will open.  
An unnumbered invoice 
will possibly contain items 
that fall into more than 
one accounting period. In 
the example below for the 
Funeral Director Tavistock 
and Williams, there are 
two entries for the month 
of April (Hooper and 
Pickering) and 3 entries 
for the month of May 
(Dowling, Harrington and 
Sexton). 

a) Click on the exit button to 
return to the List of 
Invoices 
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Important: Once an invoice has 
been processed and allocated a 
number it must be issued and so 
it is important to check the 
content of each of the 0 invoices.  
It is advisable to print an invoice 
checklist before you proceed to 
step 6. The Invoice Checklist 
shows what will appear on the 
invoice for each Funeral Director. 
Amendments can easily be made 
to the 0 invoice up until Step 6 
below. (Amend an Invoice from a 
booking/Amend and Invoice from 
Finance) 
 
Enter the Process Date: In this 
example we are processing 
April’s Invoices and a date of 
01/05/2013 is entered so that 
BACAS will process (number) all 
items up until and including 
30/04/2013. For the example of 
Tavistock and Williams fees 
Hooper and Pickering will be 
processed. The items for May 
(Dowling, Harrington and 
Sexton) will be left in the 0 
invoice. 
 
Enter the Invoice Date. This is 
the date that you would like to 
appear at the top of the invoice.  
Click on Print Outstanding 
Invoices 

A screen will appear asking for 
confirmation that you want to 
process and print all outstanding 
invoices 
Click on Yes  



BACASNG 

153 / 350 

The Report List will appear 
Select the Invoices Auto 

Produced from the list 
(*wording may vary slightly) 

Click on Next   
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On the next Screen click on 
Print 
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Process (number) and print a single Invoice 

 

Select Finance from the 
Outlook bar on the left hand 
side. 
 
1. Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 
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1. To search for the invoice you 
wish to receipt, tick All 
Account Items and then click 
on the Search button in the 
top right hand corner of the 
screen. 

The search filter screen will 
open.  
1. Enter 0 the summary number 

in Start ID box and click on 
Search 

2. Enter the name of the 
Funeral Director or Mason in 
the Name box and click on  
Search  

The 0 invoice for the Funeral 
Director will be displayed in the 
Search Results:    

1. Click on the Invoice to 
select it 

2. Click on the Pencil 
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The Update Invoice screen will 
be displayed. 

This will show a list of all invoice 
items for this Funeral Director 
that have not yet been 
processed and will possibly 
contain items that fall into more 
than one accounting period.  
In the example above there are 
two entries for the month of 
April (Hooper and Pickering) and 
3 entries for the month of May 
(Dowling, Harrington and 
Sexton). Important: Once an 
invoice has been processed and 
allocated a number it cannot be 
amended and must be issued so 
at this stage it is important to 
check that the detail showing on 
the screen above is correct. For 
invoices that contain a lot of 
items it would be advisable to 
print an invoice checklist at this 
stage and check this carefully). 
Amendments can easily be made 
to the 0 invoice up until the next 
stage. (Amend an Invoice from a 
booking/Amend and Invoice 
from Finance) 
1. Click on the Exit button to 

return to the List of Invoices 
screen 

2. Enter the Process Date: In 
this example we are 
processing April’s Invoices 
and a date of 01/05/2013 is 
entered so that BACAS will 
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process (number) all items 
up until and including 
30/04/2013(Hooper and 
Pickering). The items for May 
(Dowling, Harrington and 
Sexton) will be left in the 0 
invoice. 

3. Enter the Invoice Date. This 
is the date that you would 
like to appear at the top of 
the invoice.  

4. Click on Print Selected 
Invoice 

A screen will appear asking for 
confirmation that you intend to 
process and print the selected 
invoice. 

Click on Yes  
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The Report List will appear 
Select the Single Invoice 

from the list 
Click on Next   
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On the next Screen click on 
Print 
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Receipt an Invoice 

 

Select Finance from the Outlook 
bar on the left hand side. 
 
Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 
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To search for the invoice you wish 
to receipt, tick Account Customers 
Only and then click on the Search 
button in the top right hand corner 
of the screen. 

The search filter screen will open.  
 
If the invoice summary number is 

known, enter the summary 
number in Start ID box and 
click on Search 

The invoice will be displayed in the 
search results:  

 

Click on the Invoice entry to 
highlight. 
Click on the Receipt Invoice button 

in the bottom right hand corner 
of the screen. 
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The Create New Receipt Screen 
will open. The Funeral 
Director/Mason details will be 
displayed at the top of the screen 
and all the items on the invoice 
listed at the bottom of the screen. 

1. Select the payment type 
under Type of Payment 

2. Enter Payment Reference 
details (for example Cheque 
No) and Payment 
Comments (For example a 
reference to original invoice) 
if desired 

3. If you wish to receipt the 
whole invoice, click on the 
Printer button now.  

4. If you wish to receive 
selected items in the invoice 
see How to Part receipt an 
Invoice 

BACAS will display a report list.  
1. Select Receipt by ticking the 

box. 
2. Click on the Next button  
3. On the following screen click on 

Print  

The receipt will print and the 
above process will have produced 
a record for the numbered receipt.  
(Even in the case of the receipt 
failing to print). 

The above process will also update 
the finance tab of each of each of 
burials/cremations with invoice 
details included in the invoice:  
 
 
The Receipt can be accessed via a 
Receipt Search. You can Reprint a 
Receipt and Void a receipt  
 
There are various reports 
associated with receipting that are 
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available on your system  
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Part Receipt an Invoice 

 

Select Finance from the Outlook 
bar on the left hand side. 
 
Select Invoices from the 

expanded selection. 
 
The invoice screen will be 
displayed. 

To  search for the invoice you 
wish to receipt, tick Account 
Customers  
Click on the Search button in the 

top right hand corner of the 
screen. 

The search filter screen will open.  
If  the invoice summary number is 
known, enter the summary 
number in Start ID box 
Click on Search 
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Alternatively, enter the name of 
the Funeral Director or Mason in 
the Name box. 
Click on  Search  

The invoice will be displayed in 
the search results:  

 

Click on the Invoice entry to 
highlight. 
Click on the Receipt Invoice 

button in the bottom right 
hand corner of the screen. 

The Create New Receipt Screen 
will open. The Funeral 
Director/Mason details will be 
displayed at the top of the screen 
and all the items on the invoice 
listed at the bottom of the screen. 
 

1. Select the payment type 
under Type of Payment 

2. Enter Payment Reference 
details (for example Cheque 
No) and Payment 
Comments (For example a 
reference to original 
invoice) if desired 

3. Click on the first item in the 
list at the bottom of the 
screen that you do not wish 
to receipt. It will be 
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highlighted 
4. Click on the Delete Item 

button in the bottom right 
hand corner of the screen.  

The item will be removed from the 
list  
 
Continue to Select and Delete any 

other items that you do not 
wish to receipt until only the 
items you wish to receipt 
remain.  

1. Click on the Printer Button  
2. BACAS will display a report list. 
3. Select Receipt by ticking the 

box. 
4. Click on the Next button  
5. On the following screen click 

on Print  

The above process will have 
produced a record for the 
numbered receipt.  (Even in the 
case of the receipt failing to 
print). 
 
The above process will also update 
the finance tab of each of each of 
burials/cremations with invoice 
details selected from the invoice:  
 
 
The Receipt can be accessed via a 
Receipt Search. You can Reprint a 
Receipt and Void a receipt  
There are various reports 
associated with receipting that are 
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available on your system. 
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Reinstate an Invoice 

 

BACAS will allow you to re - 
instate (mark as unpaid) an 
invoice that has been cleared in 
error. 
 
Select Finance from the Outlook 
bar on the left hand side. 
 
Select Invoices from the 

expanded selection. 
  
The Invoice screen will be 
displayed. 

 

To search for the invoice you wish 
to clear, tick All Account items 
in the top right hand corner of 
the screen  

Click on the Search button in the 
top right hand corner of the 
screen. 

The search Filter screen will open.  
1. If known, enter the Invoice 

(Summary) number in Start ID 
box. 

2. Click on Search 
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1. Alternatively, enter the name of 
the Funeral Director or Mason 
in the Name box 

2. Click on  Search  

The invoice will be displayed in the 
search results List of invoices.  
 
1. Ensure the Invoice is 

highlighted (Use Summary ID 
or amount for guidance) 

2. Click on the Edit pencil  

The Update Invoice screen will 
open 
 

1. Click on the Re - Instate 
Invoice button 

2. Click on the Exit button   
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Search for Cleared (Paid) Invoices 
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BACAS will allow you to search for 
invoices that have been receipted or 
cleared. 
 
Select Finance from the Outlook bar 
on the left hand side. 
 
Select Invoices from the expanded 

selection. 
  
The invoice screen will be displayed. 

 

1. Tick All Account Items  
2. Click on the Search button in the 

top right hand corner of the 
screen. 

The search filter screen will open.  
 
1. Enter Start Date and End Date to 

define a date range for your 
search. BACAS will search 
against the actual date that a 
numbered invoice was processed 
(not the Process Date entered 
into BACAS at numbering) For 
unnumbered invoices BACAS will 
search against the date that the 
first item of finance was 
generated) 

 
2. Select  Invoice Type Cleared  
 
3. Click on Search  



BACASNG 

168 / 350 

All Cleared invoices for this date 
range will be displayed in the search 
results:    
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Search for Outstanding (Unpaid) Invoice 

 

Select Finance from the Outlook 
bar on the left hand side. 
 
Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 

 

Tick All Account Items  
Click on the Search button in the 

top right hand corner of the 
screen. 
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The search filter screen will open.  
 
1. Enter Start Date and End Date 

to define a date range for your 
search. BACAS will search 
against the actual date that a 
numbered invoice was 
processed (not the Process 
Date entered into BACAS at 
numbering) For unnumbered 
invoices BACAS will search 
against the date that the first 
item of finance was generated) 

 
2. Select  Invoice Type 

Outstanding  
 
3. Click on Search  

All unpaid invoices for this date 
range will be displayed in the 
search results:   
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Search for an Invoice that has been issued 
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Select Finance from the Outlook 
bar on the left hand side. 
 
Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 

To search for the invoice you wish 
to receipt, tick Account 
Customers Only and then click 
on the Search button in the 
top right hand corner of the 
screen. 

The search filter screen will open.  
 
If the invoice summary number is 

known, enter the summary 
number in Start ID box and 
click on Search 
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Alternatively, enter the name of 
the Funeral Director or Mason in 
the Name box and click on  
Search  

The invoice will be displayed in 
the search results:  
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Search for an unprocessed invoice (Summary id 0) 

 

 

Select Finance from the Outlook 
bar on the left hand side. 

 
Select Invoices from the 

expanded selection. 
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The invoice screen will be 
displayed. 
To search for the invoice you wish 

to receipt, tick Account 
Customers Only and then click 
on the Search button in the 
top right hand corner of the 
screen. 

1. Enter 0 the summary number 
in Start ID box and click on 
Search 

2. Enter the name of the Funeral 
Director or Mason in the Name 
box and click on  Search  

3. The invoice will be displayed in 
the search results:    
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Reprint a single Invoice 

 

The following procedure 
applies to invoices that have 
been numbered only 
 
Select Finance from the 
Outlook bar on the left hand 
side. 
 
Select Invoices from the 

expanded selection. 
  
The invoice screen will be 
displayed. 
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To search for the invoice you 
wish to receipt, tick Account 
Customers Only and then click 
on the Search button in the top 
right hand corner of the screen. 

The search filter screen will 
open.  
 
If the invoice summary number 

is known, enter the summary 
number in Start ID box and 
click on Search 

Alternatively, enter the name of 
the Funeral Director or Mason in 
the Name box and click on  
Search  
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The invoice will be displayed in 
the search results:  

 

Click on the Invoice entry to 
highlight. 

Click on the Print Selected 
Invoice Button in the 
bottom right hand corner of 
the screen. 

BACAS will display a report list.  
1. Select Invoice Reprint 

(Single)by ticking the 
box. 

2. Click on the Next button  
3. On the following screen 

click on Print  
 
 
The selected invoice will be 
reprinted  
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Quick Update 

 

Quick Update 
 Set up changes to charges 
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Changes to charges can either 
be carried out in advance of 
when the new prices are to 
come into effect; on the day 
that the new prices come into 
effect; or after the day the new 
prices come into effect. 
It is recommended that you 
start by printing a Account 
Charges Filtered report.  This 
will give you a list of all the 
current charges as they are set 
up before you begin and it can 
be used as a tick list as you 
update each new fee in 
BACASNG 
 
 
 
Select Finance from the 

Outlook bar on the left hand 
side. 

 
Select Quick Update from the 

expanded selection. 
 

A Filter window will be 
displayed. 

Tick All Active Charges and then 
click on Search  
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The Quick Charge Update Screen 
will open. All current charges will 
be listed in the same order as 
the Account Charges Filtered 
report. The first charge on the 
list will be highlighted. 
 
Do not attempt to make any 
changes to the charge by 
clicking on the finger and 
using the edit charge screen 
 
1. Enter date you wish the new 

price to come  into effect in  
the Start Date field 

2. Enter the new charge amount 
and VAT in the Amount and 
Tax fields  

3. Click on Save 

 

You will be asked to confirm the 
change.  Click on Yes 
 
If the new charge comes into 
effect at a future date, the old 
charge will now have the End 
Date (date in second column) 
set to the day before the new 
charge comes into effect.  The 
new charge will not appear on 
the screen at this stage as it is 
not 'live'. It is a good idea to tick 
the entry on the Charge Report 
to show that the new charge has 
been created.  NB If the new 
charge came into effect before 
today's date the new charge will 
appear with an end date of 
31/12/999  
 
The selection bar will have 
moved down to the next charge 
ready for amendment. 
 
1. Carry out the next 

amendment as above (you 
will notice that the Start Date 
that you entered before has 
remained the same). 

 
2. Carry on working down the 

list until all the changes are 
completed.  
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Receipts 

 

Receipts         
 Create a manual receipt 
 Search for a receipt 
 Update a receipt 
 Void a receipt 
 Reprint a receipt 
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Create a manual receipt 

 

Select Finance from the Outlook 
bar on the left hand side. 
 
Select Receipt from the 

expanded selection. 
 

The Receipts screen will be 
displayed. 
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1. Click on the New button  

The Create New Receipt window 
will be displayed. 
 
Either Select a Funeral Director 

from the drop down selection 
on the Funeral Director box or 
click on the Select Payee 
button  
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The Search for: Clients window 
will be displayed allowing you to 
complete Payee details: 
Either select an existing client: 
 
1. Select the client role from the 

Role field 
2. Enter the Client Surname in 

the Surname 
3.  field  
4. Click on Search 

1. The Client Information Screen 
will open  

2. Click on the client to highlight 
3. Click on the Selection Finger 
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Alternatively create a new 
client: 
Click on the New Button  

1. The Payee Information 
window will display 

2. Enter Name and Address 
details for the new payee 

3. Click on Save 
4. Click on the Selection Finger 

You will be returned to the create 
new receipt window with the 
payee details completed  
 
 
6. Select the payment type 

under Type of Payment 
7. Enter Payment Reference 

details (for example Cheque 
No) and Payment Comments 
if desired 

 
The receipt detail can be selected 
if charge information for the 
memorial is set up in BACASNG. 
Click on Select Item 
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The Select Miscellaneous Item 
Screen will open  
6. Select the appropriate Group 

from the drop down list  
7. Highlight the appropriate 

resource in the list. 
8. Click on the Selection Finger 
9. Click on the Exit button  

The Create New Receipt window 
will now display with a 
description and amount for the 
selected resource in the centre 
section of the screen  
 
Click on the Add Item button in 

the bottom right hand corner 
of the window  

The resource and amount will 
add to the Receipt Items list at 
the bottom of the window  
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Details can also be added 
manually,(for example a motif for 
plaque) 
1. Remove the existing 

description from the 
Description box and type in 
the new description 

2. Remove the existing amount 
from the Amount box and 
type in the new amount 

3. Click on Add Item  

The additional item will added to 
the Receipt Items list at the 
bottom of the screen  
When all items required have 

been added to Receipt Items 
click on the Printer button  

BACAS will display a Report List.  
1. Select Receipt by ticking the 

box. 
2. Click on the Next button  
3. On the following screen click 

on Print  
 
The receipt will print and the 
above process will have produced 
a record for the numbered 
receipt.  (Even in the case of the 
receipt failing to print). 
 
The Receipt can be accessed via 
a Receipt Search. You can 
Reprint a Receipt and Void a 
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receipt  
 
There are various reports 
associated with receipting that 
are available on your system  
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Reprint a receipt 

 

Select Finance from the Outlook 
bar on the left hand side. 

 
Select Receipt from the 

expanded selection. 
 
The Receipts screen will be 
displayed. 

Click on the Search button  
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The Filter window will be 
displayed. 
If the Receipt number is known, 

enter the summary number in 
Start ID box. 

click on Search 

Alternatively, enter the name of 
the Funeral Director or Mason 
in the Name box. 

Click on Search  

An entry for the receipt will be 
displayed on the search 
results.   

Click on the entry to select it and 
then on the Printer button.   
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1. BACAS will display a report 
list.  

2. Select Receipt by ticking the 
box. 

3. Click on the Next button  
4. On the following screen click 

on Print  
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Search for a receipt 

 

Select Finance from the Outlook 
bar on the left hand side. 
 
Select Receipt from the 

expanded selection. 
 
The Receipts screen will be 
displayed. 

Click on the Search button  
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The Filter window will be 
displayed. 
If the Receipt number is known, 

enter the summary number in 
Start ID box. 

click on Search 

Alternatively, enter the name of 
the Funeral Director or Mason 
in the Name box. 

Click on Search  

An entry for the receipt will be 
displayed on the search results.   
1. Click on the entry to select it 

and then on the Edit Pencil 
to view the detail of the 
receipt  
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Update a receipt 
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Select Finance from the Outlook 
bar on the left hand side. 

 
Select Receipt from the 

expanded selection. 
 
The Receipts screen will be 
displayed. 

Click on the Search button  

The Filter window will be 
displayed. 
If the Receipt number is known, 

enter the summary number in 
Start ID box. 

click on Search 
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Alternatively, enter the name of 
the Funeral Director or Mason 
in the Name box. 

Click on Search  

An entry for the receipt will be 
displayed on the search results.   
Click on the entry to select it and 

then on the Edit Pencil  

The Update receipt window will 
be displayed showing the receipt 
number, the date of the receipt, 
the payment type, payment 
reference and amount of the 
receipt 
You can: 
1. Amend/Enter the date the 

payment was banked in the 
Date Banked Field  

2. Amend/Enter date the 
payment was cleared in the 
Date Cleared field 

3. Amend/Enter the Payment 
Reference in the Payment 
Reference field  

4. Amend /Enter the Comments 
in the Comments field 

5. Click on the Save button to 
save your changes  
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Void a receipt 
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Select Finance from the Outlook 
bar on the left hand side. 

 
Select Receipt from the 

expanded selection. 
 
The Receipts screen will be 
displayed. 

Click on the Search button  

The Filter window will be 
displayed. 
 
If the Receipt number is known, 

enter the summary number in 
Start ID box. 

click on Search 



BACASNG 

190 / 350 

Alternatively, enter the name of 
the Funeral Director or Mason 
in the Name box. 

 Click on Search  

An entry for the receipt will be 
displayed on the search results.   
Click on the entry to select it and 

then on the Edit Pencil  

The Update receipt window will 
be displayed showing the receipt 
number, the date of the receipt, 
the payment type, payment 
reference and amount of the 
receipt.  If the cheque has been 
banked and/or cleared and 
BACASNG has been updated, this 
information will also be 
displayed. 
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1. Enter the date of voiding the 
receipt in the Void Date field  

2. Enter comments associated 
with voiding the receipt in the 
Void Comments field  

3. Click on Void Receipt 

To print a copy of the receipt 
showing that it has been 
voided, click on the printer 
button  

BACAS will display a Report List.  
Select Receipt by ticking the 

box. 
Click on the Next button  
On the following screen click on 

Print  

The voided receipt will print and 
the above process will have 
updated the receipt as voided.  
 
The voided receipt can be 
accessed via a Receipt Search. 
You can also Reprint a voided 
Receipt 
 
There are various reports 
associated with receipting that 
are available on your system  
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Generate 

 

 Generate 
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 Generate Register Numbers for a single register  

 Generate Register numbers for all registers  
 

 Wind back numbers for a register 

 Numbers Generated Incorrectly  
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Numbers Generated Incorrectly 

Numbers Generated 
Incorrectly  

1. Windback numbers to the last day that all numbers were correct: 
Wind Back Register Numbers  

2. Working onwards through the diary from the last booking with a 
correct number, go into each unnumbered booking and check: 

 Is the age correct under the Deceased details tab? 
 Should the body part Indicator be set under Deceased Details 

tab? 
 Is the Location and Diary correct under Initial information tab? 

 
3. Correct any errors found in Step 2 as necessary  

 
4. Now check the Registers to see if the last numbers allocated are 

correct and amend if necessary following these instructions: Check 
and Amend Last Register Number 
 

5. Reallocate Numbers:  Generate Register Numbers 
 
6. Go to the diary to check that register numbers have now been 

allocated correctly. 
 
NOTE: Should you find that numbers are still incorrectly allocated 
please call the CSS Help desk on 08702 402 217   
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Generate Register Numbers For All register groups 

 

Generate Register Numbers For All 
register groups  
 
NOTE: Generate allows you allocate 
cremation and burial numbers for 
bookings in a register group(s). This 
process will also allocate strewing, 
exhumation, NVF and body part 
numbers providing that the register is 
set up to do so in BACAS: Check 
Registers Setup 
1. Select Generate from the Outlook 

bar on the left hand side. 
 
2. Select Register from the expanded 

selection. 
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The Generate Register Numbers 
screen will be displayed.  
1. Tick Generate for All Registers  

 
2. The End Date will default to today’s 

date. Adjust this to reflect the day 
that you wish your last number to 
be allocated. (There should be a 
booking for this date) 
 

3. Click on Check Dates  

The Dates to be generated will be 
displayed on the right hand side of 
the screen.   

 
1. Check that these dates correspond 

to the bookings that exist within the 
date range 

2. Click on Generate Numbers 

The word Completed will be displayed 
in green at the top of the screen  
 
Go to the diaries to check that register 
numbers have been allocated correctly. 
 

NOTE: Should you find that 
numbers have been incorrectly 
allocated for any of the registers 
within the register group you will 
need to Wind back Numbers for a 
Register group  then follow the 
guidelines: Numbers Generated 
Incorrectly 
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Generate Register Numbers For A Single Register(group) 

 Generate Register Numbers For A Single 
Register(group)    Back to 
Generate 
 
NOTE: Generate allows you allocate 
cremation and burial numbers for 
bookings in a register group. This 
process will also allocate strewing, 
exhumation, NVF and body part numbers 
providing that the register is set up to do 
so in BACAS: Check Registers Setup 
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1. Select Generate from the Outlook 
bar on the left hand side. 

 
2. Select Register from the expanded 

selection. 
  
  
 

The Generate Register Numbers screen 
will be displayed. 
1. Click on the register group  for which 

you wish to generate numbers. This 
will highlight it. 
 

2. Check the Start Date displayed for 
this register group. This should be 
that day after the last number was 
allocated for this register group. 
NOTE: If this is not the case please 
call the CSS Help Desk (08702 402 
217) for assistance before 
proceeding. 

 
3. The End Date will default to today’s 

date. Adjust this to reflect the day 
that you wish your last number to be 
allocated for this register group. 
(There should be a booking for the 
register group for this date) 
 
The Dates to be generated will be 
displayed on the right hand side of 
the screen.  Check that these dates 
correspond to the bookings that exist 
for this register group within the Start 
Date and End Date Range 

 
Click on Generate Numbers  

The word Completed will be displayed in 
green at the top of the screen  
 
 

1. Go to the diary to check that 
register numbers have been 
allocated correctly. 

NOTE: Should you find that numbers 
have been incorrectly allocated for 
any of the  registers within the 
register group you will need to Wind 
back Numbers for a Register group  
then follow the guidelines: Numbers 
Generated Incorrectly  
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Wind Back Register Numbers For A Single Register (group) 

 Wind Back Register Numbers For A 
Single Register (group) 
 
NOTE: There a several reasons why you 
may wish to Windback the register 
numbers allocated for a register group: 

a. A booking had not been entered 
on the diary when numbers were 
generated. - follow the 
instructions below to windback 
until the day before the missing 
booking; enter the booking on 
the diary and then Re- generate 
the numbers (Please be aware 
that any paperwork for 
renumbered bookings will need 
to be reissued) 

 
b. Bookings have been allocated 

the wrong numbers – follow the 
instructions below to windback 
until the last day that numbers 
were correct and then follow 
guidelines: Numbers Generated 
Incorrectly before attempting to 
reallocate numbers.  

 

Select Generate from the Outlook bar on 
the left hand side. 
 
1. Select Windback from the expanded 

selection. 
  
 
 

The Wind back Register screen will be 
displayed.  
1. Click on the Register Group for 

which you wish to wind back 
numbers. This will highlight it. 
 

2. Check the Windback Date displayed 
for this register group. This should be 
that last day that a number was 
allocated for this register group. 
NOTE: If this is not the case please 
call the CSS Help Desk (08702 402 
217) for assistance before 
proceeding. 

 
3. Click on Windback Numbers to 

wind back the numbers for the date 
displayed 

 The Windback Date will change to an 
earlier date.  This will reflect a new last 
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day that a number was allocated for this 
register group. 
 
NOTE: If the original windback date does 
not change in Step 5 then windback has 
not occurred and you may need to 
contact the CSS Help Desk (08702 402 
216) for assistance 
 
1. Numbers are wound back one day at 

a time. Repeat Step 5 until you reach 
the date required.  
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Interment 

 Interment 

 

Burials 
 Correct Deceased entered in the wrong grave  

 
 

Graves 
 Search for an existing Grave by Location 
 Search for an existing Grave by Grave Owner 

or  Deceased 
 Search for an existing Grave by Grant number or Burial 

Number 
 To Change Grave Owner Details 

Exhumations 
 Search for an existing exhumation 
 Exhume a deceased 
 Print an Exhumation Order Digging Slip 

 
Can't find what you want in Interment? Follow the link to the How to Section 
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Burials 

Correct Deceased entered in the wrong grave  
To Create A New grave From A Burial Booking 
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Correct Deceased entered in the wrong Grave 
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1. Open the Burial record for 
the deceased 

2. Select the Burial Details 
tab and click on the Pencil  

Click on the Clear button and 
then Save 

The grave details will be 
removed from the burial 
screen 
Click on Select to select the 

correct grave (If the grave 
does not exist, click on 
Create See: Create a new 
grave) 
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The Location Criteria Form will 
be displayed. 
Select location of the correct 

grave, followed by  click on 
Select 

The Burial record will display 
the correct grave.  
Enter Container type, Position, 

Width and Depth 
Information and click on 
Save 

The deceased will be displayed 
under Interments. 
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To Create A New grave From A Burial Booking 
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1. Open the Burial record for the 
deceased (See: Client, All 
Bookings) 

2. Select the Burial Details tab 
and click on the Pencil  

1. Click on the Create Button  

The New Location Wizard will 
open  

1. Select the Cemetery 
2. Select the Section  
3. Type in the Grave Reference 

(and Additional reference if 
relevant) for the new grave 

4. Select the Type of grave  
5. Adjust the values for Max 

Coffins and Max Ashes if 
necessary  

6. Click on the Create button 
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BACAS will return you to the Burial 
Record with the location and details 
of the new grave displayed. 

The grave is now created. It 
is advisable at this stage 
select the container for the 
burial, the burial position 
coffin width, length and 
depth if this information is 
known.  
The Contract for the Grave 
can also be created at this 
stage.  
 

1. Click on the Save button 

The deceased will be displayed 
under Interments. 
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Graves 

 

Graves 
 Search for an existing Grave by Location 
 Search for an existing Grave by Grave Owner or  Deceased 
 Search for an existing Grave by Grant number or Burial 

Number 
 To Change Grave Owner Details 
 Add a Second Grave Owner to a Grave 
 Add Historical Interments to A Grave  
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Add Historical Interments to A Grave 
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1. Open the Grave 
Information Screen for 
the Grave.  (Use one of 
the following links for 
instruction on how to do 
this)  (Search for a Grave 
by Location, or Search for 
a Grave by Grave 
Owner/Deceased, or 
Search for a Grave by 
Grant Number/Burial 
Number) 

2. Select the Interment Tab 
3. Click on the Edit pencil 

1. Click on the New button 

The Create interment Wizard 
screen will open  

1. Enter the Name for the 
first deceased in the grave 

2. Enter the address  and for 
the first deseased in the 
grave 

3. Click on Next 
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The second Create interment 
Wizard screen will open. 

1. Enter the Burial Date for 
the funeral 

2.  Enter any other 
information you have 
about the deceased  

3. Click on  Create 

The Grave Information 
Screen is displayed showing 
details of the interment 
  

1. Repeat the previous steps 
to add subsequent 
interments in the grave. 

 
2. When all interments have 

been added click on the 
Save Button   
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Add a Second Grave Owner to a Grave 

 Add a Second Grave Owner to a 
Grave 
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1. Open the Grave 
Information Screen for 
the Grave.  (Use one of 
the following links for 
instruction on how to do 
this)  (Search for a Grave 
by Location, or Search 
for a Grave by Grave 
Owner/Deceased, or 
Search for a Grave by 
Grant Number/Burial 
Number) 

2. Select the Owner(s) Tab 
3. Ensure that Current 

Contract is selected  
4. Select the existing Owner 
5. Click on bottom Finger   

The Grave Owner 
Information screen will be 
displayed with the details of 
the existing owner. 
1. Click on the New Owner 

button  

A new Grave Owner 
Information screen will be 
displayed in edit mode 
 

1.  Enter the name and 
address of the second 
grave owner. 

2. Click on the Finger 
button 
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You will be returned to the 
Owner(s) tab of the Grave 
Information screen – showing 
details of the second owner.  
Repeat the steps to add further 
owners 
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Amend A Grave Contract 

 NOTE: Follow these 
instructions if there was a 
mistake when setting up the 
original contract for example 
the wrong amount was 
entered; the end date of the 
contract is wrong or the 
contract was given the 
wrong grant number.  
DO NOT follow these 
instructions for Transfer of 
Exclusive Rights of Burial of 
the Grave.  

1. Open the Grave 
Information Screen for 
the Grave.  (Use one of 
the following links for 
instruction on how to do 
this)  (Search for a Grave 
by Location, or Search for 
a Grave by Grave 
Owner/Deceased, or 
Search for a Grave by 
Grant Number/Burial 
Number) 

1. Select the Owner(s) Tab 
2. Ensure that Current 

Contract is selected  
3. Click on top Finger   
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The Grave Contracts screen 
will be displayed  
1. Click on the Edit pencil 
2. Amend the field in 

question (see examples 
below) 

3. Click on the Save button  
4. Click on the Exit button 

to return to the Grave 
information Screen 

The amended grave 
contract will be displayed 
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Change Owner details 

 

1. Open the Grave 
Information Screen for the 
Grave.  (Use one of the 
following links for 
instruction on how to do 
this)  (Search for a Grave 
by Location, or Search for 
a Grave by Grave 
Owner/Deceased, or 
Search for a Grave by 
Grant Number/Burial 
Number) 

 
1. Select the Owner(s) Tab 

 
1. Ensure that Current 

Contract details are 
Selected 
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1. Select the Owner whose 

details are to be amended   
 

1. Click on bottom Finger 

The Grave Owner Information 
screen will be displayed with the 
owner highlighted. 
Click on the Edit Pencil 

The Grave Owner Information 
screen will be displayed in edit 
mode 
Enter amendments and click on 
the Save button 

A warning Message will appear 
 

ENSURE YOU SELECT 
THE CORRECT BUTTON! 
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Change the Section or Grave Reference of a Grave 
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This 
chang
e will 
updat
e the 
burial 
recor
ds for 
any 
decea
sed 
interr
ed in 
the 
grave
.  If a 
contr
act 
exists 
on 
the 
grave
, it 
will 
be 
updat
ed to 
reflec
t the 
new 
Sectio
n/Gra
ve 
refere
nce. 
It is 
advis
able 
to 
reissu
e the 
deed.  
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Create A Grave Contract For An Existing Grave 
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1. Open the Grave 
Information Screen for 
the Grave.  (Use one of 
the following links for 
instruction on how to do 
this)  (Search for a Grave 
by Location, or Search for 
a Grave by Grave 
Owner/Deceased, or 
Search for a Grave by 
Grant Number/Burial 
Number) 

1. Select the Owner(s) Tab 
2. Click on the Edit pencil 

1. Click on the New 
Contract button  

The Grave Ownership Set up 
screen will open  

1. Select the Purchase type  
2. Check that the Contract 

Start Date is correct – 
This will default to 
today’s date and you 
may wish to change this 
to reflect the burial date 
of the first interment 

3. Click on Calculate to 
calculate the contract 
End Date.  This will be 
calculated from the 
Exclusive right of Burial 
period set up in BACAS 
for the type of grave. 
Check and amend this 
date if necessary. 

4. Enter the Amount for the 
Exclusive Right of Burial  

5. Click on Next Grant to 
generate the next 
available grant number. 
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This is calculated from 
the Grave Register for 
the cemetery. Check and 
amend if necessary. 

6. Click on the Next  
7.  

The next screen will allow you 
to enter name and address for 
the (first) Grave Owner 

1. It is wise at this stage to 
search to see if the 
owner already exists on 
the System (for example 
as an existing grave 
owner/memorial 
applicant or an applicant 
for an earlier funeral) 

2.  Click on Select Owner 

The Search for Clients Screen 
will open  

1. Select Role All 
2. Enter the forename and 

Surname of the Grave 
owne 

3. Click on Search 
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If the Grave Owner already 
exists in BACAS the client 
information screen will 
display the Grave owner 
1. Click on the Finger to 

select the grave Owner 
and return to Grave 
ownership Setup  

1. If the Grave Owner does 
not already exist on the 
system, click on the Exit 
button to return to Grave 
Ownership Setup and 
then enter his name and 
address manually 

2. Click on Clear Owner at 
any stage to clear details 
and start again  

3. Enter telephone 
number/mobile number 
for the grave owner 

4. Enter an email address 
for the Grave Owner  

5. Click on the Create 
button 

The Grave Contract Screen will 
open. It will reflect the details 
of the new contract:  
 

1. Click on the Exit button 
to return to the Grave 
Information record for 
the deceased. 
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The Grave Information screen 
will display the new Contract 
Details 

1. Click on the Save Button 
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Create A New grave From A Burial Booking 

1. Open the Burial record for 
the deceased (See: 
Client, All Bookings) 

2. Select the Burial Details 
tab and click on the 
Pencil  

1. Click on the Create 
Button  
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The New Location Wizard will 
open  

1. Select the Cemetery 
2. Select the Section  
3. Type in the Grave 

Reference (and Additional 
reference if relevant) for 
the new grave 

4. Select the Type of grave  
5. Adjust the values for Max 

Coffins and Max Ashes if 
necessary  

6. Click on the Create 
button 

BACAS will return you to the 
Burial Record with the location 
and details of the new grave 
displayed. 

1. Enter The Container used 
for the burial. 

2. Enter width and depth 
details as appropriate  

3.  Click on Add Owner  

The Grave Ownership Set up 
screen will open  
 

1. Select the Purchase type 
Purchased 

2. Check that the Contract 
Start Date Contract is 
correct – This will default 
to today’s date and you 
may wish to change this 
to reflect the burial date 
of the first interment 

3. Click on Calculate to 
calculate the contract End 
Date.  This will be 
calculated from the 
Exclusive right of Burial 
period set up in BACAS 
for the type of grave. 
Check and amend this 
date if necessary. 
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4. Enter the Amount for the 
Exclusive Right of Burial  

5. Click on Next Grant to 
generate the next 
available grant 
number.This is calculated 
from the Grave Register 
for the cemetery Check 
and amend if necessary  

6. Click on the Next button  

The next screen will allow you to 
enter name and address details 
for the (first) Grave Owner  
 

a. If the owner is the 
applicant for the burial 
click on Get Last 
Applicant Details  

b. If the owner is not the 
applicant for this burial 
then click on Select 
Owner.  It is wise at 
this stage to search to 
see if the owner 
already exists on the 
System (for example 
an existing grave 
owner/memorial 
applicant, applicant for 
an earlier funeral) 

c. Otherwise enter the 
name and address of 
the owner manually (If 
the owner is resident 
at the Deceased 
address then click Get 
Last Deceased 
Address) 

d. Click on Clear Owner 
at any stage to clear 
details and start again  

 
1. Enter telephone 

number/mobile number 
for the grave owner 

2. Enter an email address for 
the Grave Owner  

3. Click on the Create 
button  
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The Grave Contract Screen will 
open:  
 
Click on the Exit button to 
return to the Burial record for 
the deceased 

1. Click on the Save Button 
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Create A Pre Purchase Or Reserved Grave 

 

1. Select Interment from 
the Outlook bar on the 
left hand side. 

 
2. Select Graves from the 

expanded selection. 
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The Search for Locations screen 
will be displayed. 

1. Click on the New button  

The New Location Wizard 
will open  

1. Select the Cemetery 
2. Select the Section  
3. Type in the Grave 

Reference (and Additional 
reference if relevant) for 
the new grave 

4. Select the Type of grave  
5. Adjust the values for Max 

Coffins and Max Ashes if 
necessary  

Click on the Create button 
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The Grave Information Screen 
will open. 
 

1. To create a contract for 
the Pre purchased or 
Reserved Grave follow 
the link: Setup A Grave 
Contract For An Existing 
Grave 

2. To record payment of the 
Pre Purchased or 
Reserved Grave follow 
the link:  Receipt A Grave 
Owner for Exclusive Right 
of Burial 
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Create A Range of Graves 

 

1. Select Interment from 
the Outlook bar on the left 
hand side. 

 
2. Select Graves from the 

expanded selection. 

The Search for Locations screen 
will be displayed. 

1. Click on the New button  
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The New Location Wizard will 
open  

1. Select the Cemetery 
2. Select the Section  
3. Set the Range Indicator  
4. Type in the Grave 

Reference for the first 
grave in this range 

5. Type in the Grave 
Reference for the last 
grave in this range 

6. Enter a Prefix and/or 
Suffix to be applied to 
each grave in this range if 
relevant. 

7. Select the Type of Grave 
for this range  

8. Adjust the values for Max 
Coffins and Max Ashes if 
necessary  

Click on the Create button 
 

The Grave Information Screen 
for the last grave in the range 
will open. 

1. Click on the Exit button  
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Search by Grant No or Burial No 
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Select Interment from the 
Outlook bar on the left hand side 
Select Graves from the expanded 
selection 

The Search for Locations screen 
will be displayed 
Ensure that the General tab is 
selected 
 

1. To search by Grant 
number  ensure that Grant 
Number  is selected and 
enter the Grant Number in 
the adjacent field 

2. Click on the Search button 
 

1. To search by Burial 
Number  ensure that 
Burial/Cremation Number 
is selected and enter the 
Burial Number in the 
adjacent field 

2. Click on the Search button 
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The Select Grave screen will be 
displayed with the grave 
highlighted 
Click on the Finger 

The Grave Information record for 
the location will be displayed 
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Search by Location 

 

 

Select Interment from the 
Outlook bar on the left hand 
side 
Select Graves from the 
expanded selection 
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The Search for Locations screen 
will be displayed 

1. Ensure that the Location 
tab is selected 

2. Select the required 
Cemetery, Section, and 
Grave Number (Detailed 
Location) 

3. Click on the Search 
button 

The Select Grave screen will be 
displayed with the grave 
highlighted. 
Click on the Finger 
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The Grave Information record 
for the location will be displayed 
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Search by Owner or Deceased 
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Select Interment from the 
Outlook bar on the left hand side 
Select Graves from the 
expanded selection 

The Search for Locations screen 
will be displayed 
Ensure that the General tab is 
selected 
 
To search by Deceased ensure 
that Role Deceased is selected 
and enter Forename and 
Surname of deceased 
Click on the Search button 
 
To search by Grave 
Owner  ensure that Role Grave 
Owner is selected and enter 
Forename and Surname of the 
Grave Owner 
Click on the Search button 
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The Select Grave screen will be 
displayed with the grave 
highlighted 
Click on the Finger 

The Grave Information record for 
the location will be displayed 
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To Mark A grave Owner as Dead 

Open the Grave Information 
Screen for the Grave.  (Use 
one of the following links for 
instruction on how to do this)  
(Search for a Grave by 
Location, or Search for a 
Grave by Grave 
Owner/Deceased, or Search 
for a Grave by Grant 
Number/Burial Number) 
 
Select the Owner(s) Tab 
Ensure that Current Contract 
is selected  
Select the correct Owner  
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Click on bottom Finger   

The Grave Owner Information 
screen will be displayed with the 
details of the owner 
Click on the Edit pencil 

Click on the Client is dead 
marker  
Click on Save  
Click on the Exit button  
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To Print Deed Documents 

Open the Grave Information 
Screen for the Grave.  (Use 
one of the following links for 
instruction on how to do this)  
(Search for a Grave by 
Location, or Search for a 
Grave by Grave 
Owner/Deceased, or Search 
for a Grave by Grant 
Number/Burial Number) 
Select the Owner(s) Tab  
The contract details for the 
grave will be displayed. 
Click on the Printer button 
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The Report List will open  
Select the document 
required by ticking in the 
box adjacent to it 

Click on Next 

 

A second Report List  screen will 
open  
Click on Print 
The deed document will be 
printed  
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To Issue A Receipt For A Grave Owner 



BACASNG 

232 / 350 

Open the Grave Information 
Screen for the Grave.  (Use 
one of the following links for 
instruction on how to do this)  
(Search for a Grave by 
Location, or Search for a 
Grave by Grave 
Owner/Deceased, or Search 
for a Grave by Grant 
Number/Burial Number) 
Select the Finance Tab  
Click on the Edit pencil 

1. Click on the Receipt Items 
button  

The Create New Receipt screen will 
open  
 

1. Click on Select Other Payee  
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A Search for Clients screen will open  
1. Select Role: Grave Owner 
2. Enter the Forename and 

Surname of the grave owner 
3. Click on Search  

The Grave Owner Information Screen for 
the Grave owner will open  
 

1.  Ensure that the grave owner is 
selected 

2. Click on the Finger 
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To Transfer Ownership of a Grave 
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Open the Grave Information 
Screen for the Grave.  (Use 
one of the following links for 
instruction on how to do this)  
(Search for a Grave by 
Location, or Search for a 
Grave by Grave 
Owner/Deceased, or Search 
for a Grave by Grant 
Number/Burial Number) 
1. Select the Owner(s) Tab 
2. Ensure that the current 

contract is selected 
3. Click on the Edit pencil 

1. Click on the New 
Contract button  

Grave Ownership Set up screen 
will open  
 

1. Enter the date of transfer 
of the contract. (the date 
the new contract should 
begin) 

2. Select the method for the 
transfer of ownership  

3. Click on Next 
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A second Grave Ownership 
Setup screen will open  

1. Select the Purchased type 
2. Check that the Contract 

Start Date is correct – 
This will default to today’s 
date – it is likely that you 
will need to amend this 

3. End Date: For a Transfer 
of Exclusive Rights of 
Burial the End Date will 
usually remain as the end 
date for the original 
contract   

4. Amount: For a Transfer of 
Exclusive Rights of Burial 
the Amount will usually 
remain as the Amount for 
the original contract  (Any 
transfer fee should be 
added under the finance 
tab for the grave) 

5. Grant number: For a 
Transfer of Exclusive 
Rights of Burial the Grant 
Number will usually 
remain the same as for 
the original contract   

6. Click on the Next  

The next screen will allow you 
to enter name and address for 
the (first) new Grave Owner 

1. It is wise at this stage to 
search to see if the owner 
already exists on the 
System (for example as 
an existing grave 
owner/memorial applicant 
or an applicant for an 
earlier funeral) 

2.  Click on Select Owner 
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The Search for Clients Screen 
will open  

1. Select Role All 
2. Enter the forename and 

Surname of the Grave 
Owner 

3. Click on Search 

If the Grave Owner already 
exists in BACAS the Client 
Information screen will 
display the Grave Owner 
1. Click on the Finger to 

select the grave Owner 
and return to Grave 
Ownership Setup  

1. If the Grave Owner does 
not already exist on the 
system, click on the Exit 
button to return to Grave 
Ownership Setup and 
then enter his name and 
address manually 

2. Click on Clear Owner at 
any stage to clear details 
and start again  

3. Enter telephone 
number/mobile number 
for the grave owner 

4. Enter an email address 
for the Grave Owner  

5. Click on the Create 
button 
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The Grave Contract Screen will 
open. It will reflect the details of 
the new contract:  
 

1. Click on the Exit button 
to return to the Grave 
Information record for the 
deceased. 

The Grave Information screen 
will display details of the 
cancelled contract and also 
details of the current contract, 
showing the new grave owner.  
Click on the Save Button  
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Exhumation 

 

Exhumations 
 Search for an existing exhumation 
 Exhume a deceased 
 Print an Exhumation Order Digging Slip 
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Exhume a deceased 
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Select Interment from the 
Outlook bar on the left hand 
side. 
Select Exhumations from the 
expanded selection. 

The Search for Exhumations 
screen will be displayed 
Click on the New button 
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The Search for: Locations screen 
will be displayed 
Select the grave where the 
deceased is interred and then 
click on Search 

The Select Grave Screen will be 
displayed 
Select the grave by clicking on 
the Finger 

The Grave Information Screen 
will be displayed 
Click on the Pencil to put the 
screen in Edit mode 



BACASNG 

240 / 350 

Select the Interment tab and 
then the deceased to be 
exhumed 
Click on the Exhume button 

The Exhumation Wizard Screen 
will be displayed 
Complete the Dates, Permission 
given by and License Number 
and click on the Next button 

Complete disposal details and 
click on the Exhume button 
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The Grave Information screen 
will be displayed. The deceased 
will no longer be displayed as 
being in the grave. 
Click on the Save button 
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Print an Exhumation Order Digging Slip 

 

 

Select Interment from the 
Outlook bar on the left hand side. 
Select Exhumations from the 
expanded selection. 
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The Search for Exhumations 
screen will be displayed 
Enter the Forename and 
Surname of the exhumed 
deceased and click on the Search 
button 

The Exhumation - Select 
Deceased screen will be 
displayed 
Click on the Finger 

The Exhumation record for the 
deceased will be displayed. 
Click on the Printer button 
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The Report List Window will be 
displayed 
Select Exhumation Slip from the 
list of Reports and click on Next. 
Click on Print on the second 
report list screen 
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Search for an existing exhumation 

 

 

Select Interment from the 
Outlook bar on the left hand 
side. 
Select Exhumations from the 
expanded selection. 
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The Search for Exhumations 
screen will be displayed 
Enter the Forename and 
Surname of the exhumed 
deceased and click on the Search 
button 

The Exhumation - Select 
Deceased screen will be 
displayed 
Click on the Finger 

The Exhumation record for the 
deceased will be displayed 
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Memorial 

 

Memorials 

 Create a memorial for a deceased not cremated/buried or strewn 
at Crematorium 

 Search for Memorial Charges 
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How to create a memorial only 

 

1. Select Memorial from the 
Outlook bar on the left 
hand side. 

 
2. Select Search from the 

expanded selection. 
 
 

The Search for: Memorials 
screen will be displayed. 

 
1. Click on the New button  
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1. Complete the General 
information and Applicant 
tabs as normal and Save 
  

2. To complete the Deceased 
tab, Click on the Edit 
Pencil and then the Select 
Deceased button. 

The Search for: Deceased 
screen will open 

 
1. Click on the New button  

The Deceased Information 
screen will open 
 

1. Type in the details of the 
deceased whose remains 
are held elsewhere and 
click on the Save button 
 

2. Click on the Pointing 
Finger and then the Close 
button 
 
You will be returned to the 
Memorial Information 
screen and will see that the 
deceased is now recorded. 
 

3. Complete the remaining 
tabs as normal  
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Search for Memorial Charges 

 

 
1. Select Finance from the 

Outlook bar on the left 
hand side. 

 
2. Select Charges from the 

expanded selection. 

The Filter screen will be 
displayed. 
 
1. Tick the All Active Charges 

box 
2. Click on the By Resource 

tab 

1. Chose the appropriate 
memorial Group from the 
drop down selection  
A list of the memorials in 
this group will be 
displayed adjacent to 
Resources 

2. Click on the Search 
button 
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A list of memorial charges will 
be displayed. 
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Output 

 

Print Run 

 To set up a Management report in BACAS 

 Print A list of Account Codes  
 How to print an invoice checklist 

 How to print a filtered charge report 

 To Print the FBCA Annual Federation Report 

 How to reprint a range of invoices 

 To print the Cremation Register 
 

 

Output Settings 
 How to set up a management report  
 Amend Number of Copies Printed   
 Amend the Orientation of a report  

 

 

Variation Orders 

 Create a variation Order  
 Search for a variation order  
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Amend the number of copies printed 



BACASNG 

249 / 350 

 

Select Output from the 
Outlook bar on the left hand 
side. 
Select Output Settings from 
the expanded selection. 

 

1. A list of all reports set up in 
BACAS will be displayed. 

2. Scroll down the report list on 
the left hand side until you 
find the report in question.  

3. Click on this entry on the left 
hand side to select it. 

4. If you have selected the 
correct report, the entry in 
the Report Name (highlighted 
by green box) will reflect the 
option from report list you 
would select when running 
the report) 
 

Click on the Edit button 
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Enter the number of copies of the 
report required in the Number of 
Copies field 
Click on Save  

 
 

Created with the Standard Edition of HelpNDoc: News and information about help authoring tools and 
software 

 

Amend the orientation of a report 

 

Select Output from the 
Outlook bar on the left hand 
side. 
Select Output Settings from 
the expanded selection. 

 

1. A list of all reports set up in 
BACAS will be displayed. 

2. Scroll down the report list on 
the left hand side until you 
find the report in question.  

3. Click on this entry on the left 
hand side to select it. 

4. If you have selected the 
correct report, the entry in 
the Report Name (highlighted 
by green box) will reflect the 
option from report list you 
would select when running 
the report) 
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Click on the Edit button 

Select the orientation required in 
the Orientation field 
Click on Save  
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How to set up a Management report 

 

 
1. Select Output from the 

Outlook bar on the left hand 
side. 

 
2. Select Output Settings 

from the expanded selection. 
 
A list of existing reports will be 
displayed. 
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1. Click on the New Report 
(star) button. 

2. Click on the Browse button 

An Open screen will be 
displayed  
1. Follow the path to the 

BACASNG report folder  
2. Select the report you wish 

set up in BACASNG 
3. Click on the Open button  

You will be returned to Report 
Setup  
 
1. Select Category: 

Management from the 
selection list  

2. Enter A4 as the Paper Type  
3. Click on Save  
4.  
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1. Click on the Parameters tab 
2. Click on the Edit pencil 

1. Click on Read from Report 

The report parameters will 
appear  
1. Click on StartDate  
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The parameter name will 
refresh in the lower half of the 
screen  
1. Select Parameter Type Start 

Date  
2. Select ID type: Date 
3. Tick Allow Crystal Prompts 
4. Click on Add 

1. Click on EndDate 
The parameter name will 
refresh in the lower half of the 
screen  
2. Select Parameter Type End 

Date  
3. Select ID type: Date 
4. Click on Add 

The Date Parameters will now 
both be set up in the top box as 
below: 
1. Click on Save 
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You are now ready to run the 
report:  
1. Select Output from the 

Outlook bar on the left hand 
side 

2. Select Print Run from the 
expanded selection 

 
The Report List will open  
3. Select Report category: 

Management 
4. Tick the management report 

that you wish to run 
5. Click on Next  
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1. Enter a date range 
2. Click on Preview 
3. Click on Print 
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How to print A list of Account Codes 

 A filtered charge report will give 
you a list of all the current 
charges set up in BACASNG 
 

 

1. Select Output from the 
Outlook bar on the left hand 
side. 

 
2. Select Print Run from the 

expanded selection. 
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The Report List Window will be 
displayed. 
1. Select Accounting as the 

Report Category. 
2. Select Accounting List of 

Codes from the list of 
Reports and click on Next. 
(The report might also be 
listed as List of codes filtered 
etc)  

3. Enter Today's date on the 
second report list window 

4. Click on Print  

The list of codes will be printed: 
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How to print an accounting report 

 

Select Output from the Outlook bar on the 
left hand side. 

 
Select Print Run from the expanded 
selection. 
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The Report List Window will be displayed. 
Select Accounting as the Report Category. 
A list of accounting reports set up on your 
system will be displayed  
Select required report from the list of 
Reports. Click on Next.  

The information you are required to enter at 
the next stage will vary depending on the 
report selected. Below is an example of a 
report that requires dates for a financial 
period.  (Other reports may require you to 
enter a first and last invoice or receipt 
number for the period.) 
 
1. Enter the Start Date for the financial 

period  
2. Enter End Date for the financial period  
3. Tick Preview (if display to screen is 

required) 
4. Click the Print button  
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How to print the Cremation Register 
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Select Output from the Outlook bar 
on the left hand side. 
 
Select Print Run from the expanded 
selection 

The Report List Window will be 
displayed. 
Select Register as the Report 
Category. 
Select Cremation Register from the 
list of Reports and click on Next.  
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Enter Start and End Dates on the 
second report list window 
Click on Print  
 
The Cremation register will be printed 
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How to Print Daily Paperwork 

 

Follow these notes to print the 
paperwork for a day.  Such as a 
Chapel List, an Attendant List, an 
Operator Worksheet, the Cremation 
Authorities, Collect Certificates and 
Floral Tributes 
 
Select Output from the Outlook bar 
on the left hand side. 

 
Select Print Run from the expanded 
selection. 
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The Report List Window will be 
displayed 

Select Appointment as the 
Report Category. 
A list of daily reports set up on 
your system will be displayed  
Tick to select the required 
report(s) from the list of Reports.  
Click on Next.  
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The date will default to 
tomorrow’s date – correct this if 
the paperwork for a different date 
is required  
Tick Preview (if display to screen 
is required) 
Click the Print button  
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How to Print the FBCA Annual Federation Report 

 

1. Select Output from the 
Outlook bar on the left hand 
side. 

 
2. Select Print Run from the 

expanded selection. 
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The Report List Window will be 
displayed 
1. Select Management as the 

Report Category. 
2. Select Annual Federation 

from the list of Reports and 
click on Next.  
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1. Enter Start and End Dates 
on the second report list 
window 

2. Click on Print  
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How to print a filtered charge report 

 

A filtered charge report will give 
you a list of all the current 
charges set up in BACASNG 
Select Output from the Outlook 
bar on the left hand side. 
 
Select Print Run from the 
expanded selection. 
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The Report List Window will be 
displayed. 
1. Select Accounting as the 

Report Category. 
2. Select Account Charges 

Filtered from the list of 
Reports and click on Next. 
(The report might also be 
listed as Set up Charges 
Filtered or Charges Filtered) 

3. Enter Today's date on the 
second report list window 

4. Click on Print  
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How to print an invoice checklist . 

 

1. Select Output from the Outlook bar on 
the left hand side. 

 
2. Select Print Run from the expanded 

selection. 

The Report List Window will be displayed. 
Select Accounting as the Report Category. 
Select Invoice Checklist from the list of 
Reports. (The report might be listed under a 
slightly different name) 
Click on Next.  
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Enter the Start Date for the financial period  
Enter End Date for the financial period  
Tick Preview (if display to screen is required) 
Click the Print button  
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How to Print a Management Report 

 

Select Output from the Outlook bar on 
the left hand side. 

 
Select Print Run from the expanded 
selection. 
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The Report List Window will be 
displayed. 
Select Accounting as the Report 
Category. 
A list of accounting reports set up on 
your system will be displayed  
Select required report from the list of 
Reports. Click on Next.  

The information you are required to 
enter at the next stage will vary 
depending on the report selected. 
Below is an example of a report that 
requires dates for a financial period.  
(Other reports may require you to enter 
a first and last invoice or receipt 
number for the period.) 
 
1. Enter the Start Date for the financial 

period  
2. Enter End Date for the financial 

period  
3. Tick Preview (if display to screen is 

required) 
4. Click the Print button  
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How to Print A Register 

 

Select Output from the Outlook bar 
on the left hand side. 

 
Select Print Run from the expanded 
selection 

The Report List Window will be 
displayed 
Select Register as the Report 
Category. 
A list of registers set up on your 
system will be displayed.  
Select the Register required from the 
list of Reports and click on Next.  
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Enter the Start Date for the financial 
period  
Enter End Date for the financial 
period  
Tick Preview (if display to screen is 
required) 
Click the Print button  
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How to reprint a range of invoices 

 

1. Select Output from the 
Outlook bar on the left hand 
side. 

 
2. Select Print Run from the 

expanded selection. 
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The Report List Window will be 
displayed 
1. Select Invoice-Reprint as 

the Report Category. 
2. Select Invoices Reprint 

(Range) from the list of 
Reports and click on Next. 
(The report might be listed 
under a slightly different 
name) 

3. Enter first and last invoice 
summary number of the 
range of invoices to be 
reprinted on the next window 

4. Click on Print  
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Preferences 

 

Preferences 
 

 Quick Entry 

 System 
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Quick Entry 

 Quick Entry 
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 Add a Media Event  
 Add a Media Type 

 Add a Media Category 

 Amend An Appointment Tick box Label 
 Set up an Appointment Tick Box 

 Add a Coffin Depth 

 Add a Coffin Length 

 Add a Coffin Width 

 Add a Denomination 

 Add a Diary Status 

 Add an Occupation / Profession 

 Add a Title 

 Add a Transfer Of Rights Method 
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Amend An Appointment Tick box Label 

 
 

 

 

1. Select Preferences from the 
Outlook bar on the left hand 
side. 

2. Select Quick Entry from the 
expanded selection. 

1. The Quick Entry screen will be 
displayed 

2. Select Appointment Tick Box  
from the drop down list under 
Categories  

1. A list of existing values will be 
displayed: 

2. Click on the entry that needs 
amending.  

3. Click on the Edit pencil 
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1. Amend the name in the Label 
field  

2. Click on the Save button  

1. The corrected Appointment 
Tick Box label will be 
displayed in the list on the 
left hand side. 

2. Click on the Close button 
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Add a Coffin Depth 

 

1. Select Preferences from 
the Outlook bar on the left 
hand side. 

2. Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Depth from the drop 
down list under Categories  

A list of existing values will be 
displayed.  
Click on the New button  
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Type in the new Depth in the 
Depth field  
Click on the Save button  

The new Depth will be added to 
the list on the left hand  
Repeat the previous 3 steps to 
add another new Depth.  
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Add a Coffin Length 

 

1. Select Preferences from the 
Outlook bar on the left hand 
side. 

2. Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Length from the drop 
down list under Categories  

A list of existing values will be 
displayed.  
Click on the New button  
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Type in the new Length in the 
Length field  
Click on the Save button  

The new Length will be added to 
the list on the left hand side 
Repeat the previous 3 steps to 
add another new Length.  
Click on the Close button 
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Add a Coffin Width 

 

Select Preferences from the 
Outlook bar on the left hand 
side. 

Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Width from the drop 
down list under Categories  

A list of existing values will be 
displayed.  
Click on the New button  

Type in the new Width in the 
Width field  
Click on the Save button  
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The new Width will be added to 
the list on the left hand side 
Repeat the previous 3 steps to 
add another new Length.  
Click on the Close button 
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Add a Denomination 

 

Select Preferences from the 
Outlook bar on the left hand 
side. 

Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Denomination from the 
drop down list under Categories 

A list of existing values will be 
displayed.  
Click on the New button  
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Type in the new Denomination 
in the Denomination field  
Click on the Save button  

The new Denomination will be 
added to the list on the left 
hand side 
Repeat the previous 3 steps to 
add another new Length.  
Click on the Close button 
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Add a Diary Status 

 

Select Preferences from the 
Outlook bar on the left hand 
side. 

Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Diary Status from the 
drop down list under Categories  
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A list of existing values will be 
displayed.  
Click on the New button  

Type in the new Diary Status in 
the Diary Status field  
Click on the Save button  

The new Diary Status will be added 
to the list on the left hand side 
Repeat the previous 3 steps to 
add another new Diary Status.  
Click on the Close button 
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Add a Media Category 

 
 

 

 NOTE:  It is helpful to 
organise music into 
categories according to its 
genre e.g.  Popular, 
Classical… This makes 
selection of the music for a 
service easier. Follow the 
notes below if you wish to 
add a new category.  

 

1. Select Preferences from the 
Outlook bar on the left hand 
side. 

2. Select Quick Entry from the 
expanded selection. 
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1. The Quick Entry screen will be 
displayed 

2. Select Media Category from 
the drop down list under 
Categories  

1. A list of existing Categories 
will be displayed.  

2. Click on the New button  

1. Type in the new Category in 
the Media Category field  

2. Click on the Save button  
 
Click on the Close button 
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Add a Media Event 

 
 

 

 NOTE –These entries will allow 
you to order service events for 
the Music List.  
Each Media event should be 
created with a numerical prefix 
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according to where in the 
music list it should appear.  

 

1. Select Preferences from the 
Outlook bar on the left hand 
side. 

2. Select Quick Entry from the 
expanded selection. 

1. The Quick Entry screen will be 
displayed 

2. Select Media Event from the 
drop down list under 
Categories  

1. A list of existing values will be 
displayed.  

2. Click on the New button  

1. Type in the new Media Event  
in the Service Event field  

2. Click on the Save button  
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1. The new Service Event will be 
added to the list on the left 
hand side  

2. Repeat the previous 2 steps to 
add another new Service 
Event. 

3. Click on the Close button 
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Add a Media Type 

 
 

 

 NOTE: Follow instructions below 
to add  CD, DVD, Wesley, Organ 
and any other medium required.  

 

1. Select Preferences from the 
Outlook bar on the left hand 
side. 

2. Select Quick Entry from the 
expanded selection. 

1. The Quick Entry screen will be 
displayed 

2. Select Media Type from the 
drop down list under 
Categories  

1. A list of existing Media types 
will be displayed.  

2. Click on the New button  

1. Type in the new Media Type  
in the Media Type  field  

2. Click on the Save button  
 
 
Click on the Close button 
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Add an Occupation / Profession 

 

Select Preferences from the 
Outlook bar on the left hand 
side. 

Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Occupation from the drop 
down list under Categories  

A list of existing values will be 
displayed.  
Click on the New button  

Type in the new Occupation in 
the Occupation field  
Click on the Save button  

The new Occupation will be added 
to the list on the left hand side 
Repeat the previous 3 steps to 
add another new Occupation.  
Click on the Close button 
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Add a Title 
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Select Preferences from the 
Outlook bar on the left hand 
side. 

Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Title from the drop down 
list under Categories  

A list of existing values will be 
displayed.  
Click on the New button  

Type in the new Title in the 
Title field  
Click on the Save button  

The new Title will be added to the 
list on the left hand side 
Repeat the previous 3 steps to 
add another new Title.  
Click on the Close button 
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Add a Transfer Of Rights Method 
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Select Preferences from the 
Outlook bar on the left hand 
side. 

Select Quick Entry from the 
expanded selection. 

The Quick Entry screen will be 
displayed 
Select Transfer of Rights from 
the drop down list under 
Categories  

A list of existing values will be 
displayed.  
Click on the New button  

Type in the new Transfer of 
Rights in the Transfer of Rights 
field  
Click on the Save button  

The new Transfer of Rights will be 
added to the list on the left hand side 
Repeat the previous 3 steps to 
add another new Transfer of 
Rights.  
Click on the Close button 
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Set up an Appointment TickBox 

 NOTE: Appointment tick boxes 
are customisable and allow you 
to note additional circumstances 
for each booking.  For example 
Curtains are to remain open; the 
applicant has said no to 
literature; Metals are to be 
returned to the family; a 
donation box is required; a large 
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coffin is required or large 
attendance is expected.  

 

1. Select Preferences from the 
Outlook bar on the left hand 
side. 

2. Select Quick Entry from the 
expanded selection. 

1. The Quick Entry screen will be 
displayed 

2. Select Appointment Tick Box  
from the drop down list under 
Categories  

1. A list of existing values will be 
displayed: 

2. Click on the New button  

1. Type in a name for the new 
appointment tick box in the 
Label field 

2. Enter the next order number 
for the new label 

3. Type in the circumstances 
when the tick box will be 
checked in the Text checked 
field 

4. Type in the circumstances 
when the tick box will be left 
unchecked in the Text un-
checked field 

5. Click on the Save button  

1. The new Appointment Tick 
Box will be added to the list 
on the left hand side. 

2. Click on the Close button 
3. NOTE: Follow these 

instructions to use the tick 
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boxes for a booking Check An 
Appointment Tick Box For A 
Booking  
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System 

 System 

 

Preferences 

 Switch Numbering from Automatic to Manual 
 Switch Numbering from Manual to Automatic 

 Switch On Prompt for Location for Finance 
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Switch Numbering from Automatic to Manual 
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1. Select Prefences from the 
Outlook bar on the left hand 
side 

2. Select System from the 
expanded selection. 

The System Settings screen will 
be displayed 

1. Click on the 
Miscellaneous tab  

2. Click on the Edit Pencil  

1. Select Manual from the 
list for Number 
Generation  

2. Click on Save 
3. Click on the Close 

button 
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Switch Numbering from Manual to Automatic 

 

1. Select Prefences from the 
Outlook bar on the left hand 
side 

2. Select System from the 
expanded selection. 

The System Settings screen will 
be displayed 

1. Click on the 
Miscellaneous tab  

2. Click on the Edit Pencil  

1. Select Automatic from 
the list for Number 
Generation  

2. Click on Save 
3. Click on the Close 

button 
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Switch On Prompt for Location for Finance 

 

Select Prefences from the 
Outlook bar on the 
left hand side. 

 
Select System from the 

expanded 
selection. 

 

The System Settings screen will 
be displayed 

Click on the Finance 
tab  
Click on the Edit Pencil  

Click in the Prompt For 
Main Location box  
Click on Save 
Click on the Close button 
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Setup 

 

Company 
 

 Set up next invoice no. 
 Set up next receipt no 

 Amend company name, address and contact details 
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Location 
 

 Add a new Section 

 Amend a Section Name 

 Amend Contact Numbers and Email Address for a 
Location 

 Amend the Postal Address for a Location 

 Amend Staff Names and Job Titles for a  Location 

 Switch Main(Office) Details To A Different Location 

 

Music 
 

 Add a new Title, Composer or Artist 
 Amend a Music Title 

 Add a new Music Title from a Booking 

 Amend a Music entry on a Booking 

 

Register 
 

 To set the last register number for cremations/burials 

 Set Up A Grave Grant Register for a Single Cemetery  
 Set Up A Grave Grant Register shared over 2 or more 

cemeteries  

 

Resources 
 

 Set up a Memorial Resource Group 

 Set up a Miscellaneous Resource Group 

 Set up a new Type of Memorial  
 Set up a new Miscellaneous Item 

 Set up a new type of Grave 

 Set up a new type of Service 

 Set up Medical Inspectors  
 Set up Medical Referee Payment 
 Set up Miscellaneous Booking Notes 

 Setup Organist Payment 
 Rename a Day Type 
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Company 

 

Company 
 Set up next invoice no. 
 Set up next receipt no. 
 Amend company name, address and contact details 
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single source 
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Amend company name, address and contact details 

 

 

Select Setup from the Outlook 
bar on the left hand side 
Select Company from the 
expanded selection 

The Company screen will be 
displayed with the Company tab 
displayed 
Click on the Edit Pencil 

The screen will display in Edit 
mode 
Make changes and hit the Save 
button 
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Set up next invoice no. 
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Select Setup from the Outlook 
bar on the left hand side 
Select Company from the 
expanded selection 

The Company screen will be 
displayed 
Select the Financial information 
tab 
Click on the Edit Pencil 

The screen will display in Edit 
mode 
Enter the number that you wish 
BACASNG to allocate for the next 
invoice in the Next Invoice 
Number field   
Click on the Save button  
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Set up next receipt no 
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Select Setup from the Outlook 
bar on the left hand side 
Select Company from the 
expanded selection 

The Company screen will be 
displayed 
Select the Financial information 
tab 
Click on the Edit Pencil 

The screen will display in Edit 
mode 
Enter the number that you wish 
BACASNG to allocate for the next 
receipt in the Next Receipt 
Number field  
Click on the Save button  
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Location 
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Location 

 Add a new Section for a Location  
 Amend Contact Numbers and Email Address for a 

Location 

 Amend the Postal Address for a Location 

 Amend a Section Name 

 Amend Staff Names and Job Titles for a  Location 

 Switch Main(Office) Details To A Different Location 

 
 

Created with the Standard Edition of HelpNDoc: Generate EPub eBooks with ease 
 

Add a new Section for a Location 

 

1. Select Setup from the Outlook bar 
on the left hand side. 

 
2. Select Location from the 

expanded selection. 
 

 

The Locations screen will be 
displayed. 

1. Select the Location which holds the 
section you wish to add  

2. Use the scroll bar (if necessary) to 
check that the section has not 
already been added in BACAS 

3. Once satisfied that the section has 
not already been added, click on 
the  bottom New button  
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The Sub Locations window will open:  
 

1. Enter the section name in Top 
Description 

2. Click on the Save button 
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Amend Contact Numbers and Email Address for a Location 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

 
2. Select Location from the 

expanded selection. 

The Locations screen will be 
displayed. 
1. Select the Location whose 

details you wish to amend  
2. Click on the Pointing 

Finger  
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The Main Location window 
will open:  
 
NOTE: 
 
The location given under the 
Main Details button holds the 
address, phone numbers, 
email address and staff 
details for the administrative 
staff.   
The location given under 
Local Details holds the 
address, phone numbers and 
staff members involved with 
the daily operation of the 
location  
 
In some cases Main Details 
and Local details will be the 
same. (For example: In the 
case of a crematorium where 
the office is on the same site 
as the chapel and cremator; 
or for example: a cemetery 
which has an office in the 
grounds) This is the case in 
the image below.  
 
In some cases Main Details 
and Local details will be 
different. (In the case of a 
cemetery that doesn’t have 
an office in the grounds the 
Main Details will hold the 
address of the office where 
cemetery administration is 
carried out and the Local 
Details will hold the actual 
address of the cemetery and 
the names of the cemetery 
manager and operatives.  
 
If Main Details and Local 
Details are the same:  any 
changes made to Main details 
will be automatically updated 
in Local Details and any 
changes made to Local 
Details will be automatically 
updated in Main Details (as in 
the example below) 
 
If Main Details and Local 
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Details are different: any 
changes made to Main details 
will not be updated in Local 
Details and any changes 
made to Local Details will not 
be updated in Main Details  
 
 

1. Click on the Edit pencil 

1. Click on the Main Details 
button or  Local Details 
button  

The Location Details screen will 
open:  

1. Click on the Edit pencil  
2. Click on the Numbers tab 
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1. Amend the telephone 
numbers/fax 
number/email address as 
appropriate 

2. Click on Save 
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Amend the Postal Address for a Location 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

 
2. Select Location from the 

expanded selection. 

The Locations screen will be 
displayed. 
1. Select the Location whose 

details you wish to amend  
2. Click on the Pointing 

Finger  
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The Main Location window will open:  
 
NOTE: 
 
The location given under the Main 
Details button holds the address, 
phone numbers, email address and 
staff details for the administrative 
staff.   
The location given under Local 
Details holds the address, phone 
numbers and staff members involved 
with the daily operation of the 
location  
 
In some cases Main Details and 
Local details will be the same. (For 
example: In the case of a 
crematorium where the office is on 
the same site as the chapel and 
cremator; or for example: a cemetery 
which has an office in the grounds) 
This is the case in the image below.  
 
In some cases Main Details and 
Local details will be different. (In the 
case of a cemetery that doesn’t have 
an office in the grounds the Main 
Details will hold the address of the 
office where cemetery administration 
is carried out and the Local Details 
will hold the actual address of the 
cemetery and the names of the 
cemetery manager and operatives.  
 
 If Main Details and Local Details are 
the same:  any changes made to 
Main details will be automatically 
updated in Local Details and any 
changes made to Local Details will 
be automatically updated in Main 
Details (as in the example below) 
 
If Main Details and Local Details are 
the different: any changes made to 
Main details will not be updated in 
Local Details and any changes made 
to Local Details will not be   updated 
in Main Details  
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1. Click on the Edit pencil 

Click on the Main Details button or  Local 
Details button  

The Location Details screen will open:  
1. Click on the Edit pencil  
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1. Amend postal address as  
appropriate 

2. Click on Save 
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Amend a Section Name 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

 
2. Select Location from the 

expanded selection. 

The Locations screen will be 
displayed. 

1. Select the Location which holds the 
section you wish to amend 

2. Select the Section you wish to 
amend 

3. Click on the  bottom Pointing 
Finger button  



BACASNG 

301 / 350 

The Sub Locations window will open:  
1. Click on the Edit Pencil 

1. Amend the section name as 
required. 

2. Click on the Save button 
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Amend Staff Names and Job Titles for a  Location 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

 
2. Select Location from the 

expanded selection. 
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The Locations screen will be 
displayed. 

1. Select the Location which holds the 
section you wish to amend 

2. Click on the Pointing Finger 
button  

NOTE: 
 
The location given under the Main 
Details button holds the address, 
phone numbers, email address and 
staff details for the administrative 
staff.   
The location given under Local 
Details holds the address, phone 
numbers and staff members involved 
with the daily operation of the 
location  
 
In some cases Main Details and 
Local details will be the same. (For 
example: In the case of a 
crematorium where the office is on 
the same site as the chapel and 
cremator; or for example: a cemetery 
which has an office in the grounds) 
This is the case in the image below.  
 
In some cases Main Details and 
Local details will be different. (In the 
case of a cemetery that doesn’t have 
an office in the grounds the Main 
Details will hold the address of the 
office where cemetery administration 
is carried out and the Local Details 
will hold the actual address of the 
cemetery and the names of the 
cemetery manager and operatives.  
 
 If Main Details and Local Details are 
the same:  any changes made to 
Main details will be automatically 
updated in Local Details and any 
changes made to Local Details will 
be automatically updated in Main 
Details (as in the example below) 
 
If Main Details and Local Details are 
the different: any changes made to 
Main details will not be updated in 
Local Details and any changes made 
to Local Details will not be   updated 
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in Main Details  
 

1. Click on the Edit pencil 

1. Click on the Main Details button 
or  Local Details button  

The Location Details screen will open:  
1. Click on the Edit pencil  
2. Click on the Names tab 
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1. Amend the names and titles of 
staff as appropriate 

2. Click on Save 
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Switch Main(Office) Details To A Different Location 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

 
2. Select Location from the 

expanded selection. 

The Locations screen will be 
displayed. 

1. Select the Location which 
holds the section you wish 
to amend 

2. Click on the Pointing 
Finger button  
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The Main Location window 
will open:  
NOTE: 
 
The location set under the 
Main Details button 
determines the address, 
phone numbers, email 
address and staff details for 
the administrative staff.   
The location set under Local 
Details determines the 
address, phone numbers and 
staff members involved with 
the day to day operation of 
the location  
 
In some cases Main Details 
and Local details will need to 
be different. (For example In 
the case of a cemetery that 
doesn’t have an office in the 
grounds the Main Details will 
hold the address of the office 
where cemetery 
administration is carried out 
and the Local Details will hold 
the actual address of the 
cemetery and the names of 
the cemetery manager and 
operatives.  
 
To set Main Details to a 
different location  
1. Click on the Edit pencil 
 

1. Click on the Main Details 
button 
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The Location Details screen will 
open:  
 

1. Select the Location you 
wish to set the 
Main(office) Details to 

2. Click on the Pointing 
Finger 

You will be returned to the Main 
Locations screen 
You will see the new Location 
set up under the Main Details 
button  

1. Click on Save 
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Music 

 

Music 

 Add a new Title, Composer or Artist 

 Amend a Music Title 

 Add a new Music Title from a Booking 

 Amend a Music entry on a Booking 

 Add a new music title from SETUP 
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Add a new Title, Composer or Artist 

 
 

 

 NOTE:  It is helpful to 
organise music titles 
according to Artist or 
Composer. 
This makes selection of the 
music for the service easier.  
Follow the notes below if you 
wish to add a new composer 
or artist.    
(A new composer can also 
be added from the Music tab 
of the booking) 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

2. Select Music from the 
expanded selection. 

1. The Media screen will be 
displayed. 

2. Click on the New button  
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1. Select the Category from 
the Category selection list  

2. Type in the name of the 
Artist or Composer in the 
Artist/Composer field  

3. Type in a title for that Artist 
or Composer in the Title 
field  

4. Click on Save  

1. Your entry will now appear 
on the left hand side of the 
screen  

2. Click on Save to confirm this 
entry 

3. Repeat the previous step to 
add another  new title or 
composer  OR 

4. Click on the Close button to 
return to the main screen.   
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Add a New Music Title From A booking 

 
 

 

 NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking. Follow 
these notes if you adding to the 
music list and you wish to use a 
music title that isn’t already in 
the Music Library: 

 

1. Select Diary from the Outlook 
bar on the left hand side. 

2. Select Show Diary from the 
expanded selection. 
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1. The Appointment Diary screen 
will be displayed. 

2. Select the correct Diary for 
the booking 

3. Select  the Date of the 
booking   

4. All bookings for that diary 
page for that date will be 
displayed  

5. Double click on the time of 
the booking in question  

The booking will open on the 
Initial Info tab 
 
NOTE: The names and position 
of the other tabs in the picture 
below may vary from what you 
can see on your screen 
depending on whether you are 
amending a cremation, burial or 
scattering – don’t worry about 
this.  
   
1. Click on the Music Tab  
2. Click on the Edit pencil  

1. The Music for the booking will 
be displayed. 

2. Select the Event from the 
Event selection list (Events 
can be added in any order 
and the music list will always 
display in the correct order of 
service). 

3. Select the type of media from 
the Type drop down selection 
list. 

4. Enter any comments required 
in the Comments field. 

5. Select the appropriate 
Category for the new music 
title from Category drop down 
selection list. 

6. Select the appropriate Artist 
for the new music title  from 
Composer  drop down 
selection list. 

7. Type in the new music title. 
8. Tick Add to Library. 
9. Click on Add Music  
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1. The Event will be added to the 
music list displayed in the 
bottom half of the screen and 
the new music title will be 
added to the Music Library for 
selection the next time it is 
requested.  

2. Click on the Save button    
3. Click on the Exit button to 

leave the booking and return 
to the diary page  
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Amend a Music entry on a Booking 

 
 

 

 NOTE: These pages are 
applicable to a Cremation, Burial 
or Scattering booking.  

 

1. elect Diary from the Outlook 
bar on the left hand side. 

2. Select Show Diary from the 
expanded selection. 

1. The Appointment Diary 
screen will be displayed. 

2. Select the correct Diary for 
the booking 

3. Select  the Date of the 
booking   

4. All bookings for that diary 
page for that date will be 
displayed  

5. Double click on the time of 
the booking in question  
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1. The booking will open on the 
Initial Info tab 

2. NOTE: The names and 
position of the other tabs in 
the picture below may vary 
from what you can see on 
your screen depending on 
whether you are amending a 
cremation, burial or 
scattering – don’t worry 
about this.  

3. Click on the Music Tab  
4. Click on the Edit pencil  

1. The Music for the booking will 
be displayed. 

2. The simplest way to amend a 
music entry is add a correct 
entry first and then delete 
the incorrect entry as follows: 

3. Click on the Music event that 
you wish to correct 

4. The incorrect details of the 
entry will be displayed in the 
Event Type and Comments 
fields in the top half of the 
screen 

1. Correct the appropriate 
field(s) 

2. Click on Add Entry to add 
the corrected Music Event 
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1. The corrected Event will be 
added to the music list 
displayed in the bottom half 
of the screen.  

2. Click on the incorrect entry to 
select it  

3. Click on Delete Music  
4. The incorrect Event will be 

removed from the music list 
displayed in the bottom half 
of the screen.  

5. Click on the Save button 
6. Click on the Exit button to 

leave the booking and return 
to the diary page 
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Amend a Music title 

 
 

 

 

1. Select Setup from the 
Outlook bar on the left hand 
side. 

2. Select Music from the 
expanded selection. 

1. The Media screen will be 
displayed. 

2. Select the Category for the 
Music title 

3. Select the Artist/Composer 
for the Music title  
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1. A list of the music titles for 
that category and artist will 
be displayed  

2. Select the music title to be 
amend  

3. Click on the edit pencil  
field 

1. Click into the title field on 
the right hand side and 
amend it  

2. Click on Save  

1. Your amendment will now 
appear on the left hand side 
of the screen  

2. Repeat the previous 2 steps 
to amend another title for 
this artist   OR 

3. Click on the Close button to 
return to the main screen.   
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Add a new music title from SETUP 

 NOTE:  A new title can also be 
added from the Music tab of the 
booking 

 

Select Setup from the Outlook 
bar on the left hand side. 
 
Select Music from the expanded 
selection 
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The Media screen will be 
displayed 
Click on the New button 

Select the Category from the 
Category selection list  
Select the Composer or Artist 
from the Artist or Composer 
selection list.  If the artist or 
composer does not appear on 
the selection list Type in the 
name of the composer/artist. 
Type in a title for that Artist or 
Composer in the Title field  
Click on Save  

Your entry will now appear on 
the left hand side of the screen  
Click on Save to confirm this 
entry  
Repeat the previous 2 steps to 
add another  new title or 
composer  or 
Click on the Close button to 
return to the main screen. 
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Register 
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Register 

 To set the last register number for cremations/burials 

 Set Up A Grave Grant Register for a Single Cemetery  
 Set Up A Grave Grant Register shared over 2 or more 

cemeteries  
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To set the last register number for cremations/burials 

 

 

Select Setup from the Outlook 
bar on the left hand side 
Select Register from the 
expanded selection 
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The Select Register and Groups 
screen will be displayed 
Select the Diary from the list 
under  Register Groups heading 
Click on the top Finger 

The Register Group window will 
open  
Make a note of Last Allocation 
Date recorded by BACASNG for 
this diary 
Click on the Close Button 
 

You will be returned to the 
Select Register and Groups 
screen  
 
Ensure the correct  Diary is still 
selected  from the list under the 
Register Groups heading 
Select the correct Register under 
the Registers heading  
Click on the bottom Finger  
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The register window will open 
Click on the Edit Pencil. 

Amend Last Number to reflect 
the last burial or cremation 
number in the diary for the date 
noted in step 5. (If you are 
unsure refer to paper register or 
go to the diary page for the date 
noted in step 5 and double click 
on the time for the last 
appointment to check the correct 
register number.)  
 
Click on Save Button  
 
Click on Close Button  
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Set Up A Grave Grant Register for a Single Cemetery 

 
 

 

 NOTE: follow these notes if 
you have only one cemetery 
or if you have more than one 
cemetery but each cemetery 
will have its own register.  
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Select Setup from the 

Outlook bar on the left 
hand side. 

 
1. Select Register from the 

expanded selection. 

The Select Register and Groups 
screen will be displayed. 

1. Select the Cemetery from 
the list under  Register 
Groups heading 
 
The list of registers set up 
for this group will be 
displayed in the lower 
panel.  

 
2. If there isn’t a Grave 

Grant register already 
set up click on the bottom  
New button  
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The Register screen will 
open  

1. Select Grave Grant as 
type from the drop–down 
selection list  

2. Enter the description 
Grave Grant Register  

3. Set the Last Number at a 
value of 1 less than the 
next grant number you 
want to issue for this 
cemetery (For example if 
the next grant you issue 
will be 50 then set last 
number as 49)  

4. Set the First Number at a 
value of 1 higher than the 
Last number  

5. Click on Save 
6. Click on Exit  

 

1. Select Setup from the 
Outlook bar on the Left 
hand side of the screen 

2. Click on Location 

1. Click on the Cemetery 
name under Main Location 

2. Click on the Pointing 
finger to select the 
cemetery. 
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The Main Location Screen will 
open  
1. Click on the Pencil  

1. Change Grant Register to 
reflect the cemetery name  

2. Click on Save 
3. Click on the Exit button  

 
The grant register for this 
cemetery is now set up  
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Set Up A Grave Grant Register shared over 2 or more cemeteries 

 
 

 

 NOTE 1: Follow these notes if 
you have more than one 
cemetery and they are to share 
the same register.  
NOTE 2: Only one cemetery (the 
“main” cemetery) will have a 
register set up by this.  The 
second and any subsequent 
cemeteries must be pointed to 
the “main” cemetery grant 
register.  
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1. Select Setup from the 
Outlook bar on the left 
hand side. 

2. Select Register from the 
expanded selection. 

The Select Register and Groups 
screen will be displayed. 

1. Select the “main”  
Cemetery from the list 
under  Register Groups 
heading 
The list of registers set up 
for this group will be 
displayed in the lower 
panel.  

2. If there isn’t a Grave 
Grant register already 
set up click on the bottom  
New button  
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The Register screen will 
open  

1. Select Grave Grant as 
type from the drop–down 
selection list  

2. Enter the description 
Grave Grant Register  

3. Set the Last Number at a 
value of 1 less than the 
next grant number you 
want to issue. (For 
example if the next grant 
you issue will be 
numbered 50 then set last 
number as 49)  

4. Set the First Number at a 
value of 1 higher than the 
Last number  

5. Click on Save 
6. Click on Exit  

1. Select Setup from the 
Outlook bar on the Left 
hand side of the screen 

2. Click on Location 
3. Click on the “main” 

Cemetery name under 
Main Location  

4. Click on the Pointing 
finger to select the  
“main” cemetery  

The Main Location Screen will 
open  

1. Click on the Pencil  
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1. Change Grant Register to 
reflect the “main” 
cemetery name  

2. Click on Save 
3. Clidck on the Exit 

button 
 
The grant register for the 
“main” cemetery is now set 
up. Follow the steps below to 
point the second and any 
subsequent cemeteries to the 
“main” cemetery grant 
register.  

1. Select Setup from the 
Outlook bar on the Left 
hand side of the screen 

2. Click on Location 
3. Click on the “second” 

Cemetery name under 
Main Location  

4. Click on the Pointing 
finger to select to select 
the  “second” cemetery  

The Main Location screen for the 
“second” cemetery will open 
 
 

1. Click on the Pencil 

1. Change Grant Register to 
reflect the “main” 
cemetery name 

2. Click on Save 
3. Click on Exit 
 
1. Repeat the previous steps 

for any subsequent 
cemeteries that are to 
share the grant register.  
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Resources 

 

Resources 
 Add A Frequent Value to a Category 
 Rename a Day Type 
 Set Up A Category 
 Set up a Memorial Resource Group 
 Set up a Miscellaneous Resource Group 
 Set up a new Miscellaneous Item 
 Set up a new Type of Memorial  
 Set up a new type of Grave 
 Set up a new type of Service 
 Set up Medical Inspectors  
 Set up Medical Referee Payment 
 Set up Miscellaneous Booking Notes 
 Setup Organist Payment 
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Add A Frequent Value to a Category 

 NOTE: Categories can be set up 
to record additional information 
under the miscellaneous tab of a 
booking. For example, a 
donation category will allow you 
record the charity that will 
benefit from a collection at the 
service.  

 

 

Select SetUp from the Outlook 
bar on the left hand side. 
 
Select Resources from the 
expanded selection. 
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The Resource Selection screen 
will be displayed. This will list all 
existing resource groups. 
 
Check that the category you wish 
to use doesn’t already exist in 
the Resource Group list. 
Click on the New Resource 
Group button 

The Edit Resource Group window 
will be displayed. 
 
Enter a name for the category as 
the description.  
 
Select Category as the Type of 
Group  
 
Click on Save  

The new category will be 
highlighted under Resource 
Group 
 
You can now enter some 
frequent values for the category 
you have just created.  For 
example for a Donations 
category you may wish to add 
the most popular Charites:  
 
Click on the New Resource 
button  
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The Edit Resource Screen will 
open  
 
Enter a frequent value in the 
Description field.  
Click on Save 
 
Repeat the previous step to add 
more Frequent values if desired 
 
 
Click on the Exit button 
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Rename a Day Type 

 

Select SetUp from the Outlook 
bar on the left hand side. 

 
1. Select Resources from the 

expanded selection. 
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The Resource Selection screen 
will be displayed. This will list all 
existing resource groups.   
1. Use the  Resource Group 

scroll bar to search for the 
Resource  Group Day Types 

2.  Click on the Resource Group 
Day Types to select it  

1. From the Resources 
list, click on the Day 
type you wish to 
rename to highlight it  

2. Click on the Pointing 
Finger  

The Edit Resource Screen will 
open  
1. Click on the Edit button 

 

1. Enter the new name for the 
Day type in the Description 
field 

2. Click on Save 
3. Click on Close 
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Set Up A Category 

 NOTE: Categories can be set up 
to record additional information 
under the miscellaneous tab of a 
booking. For example, a 
donation category will allow you 
record the charity that will 
benefit from a collection at the 
service.  
 

 

Select SetUp from the Outlook 
bar on the left hand side. 
 
Select Resources from the 
expanded selection. 
 

The Resource Selection screen 
will be displayed. This will list all 
existing resource groups. 
 
Check that the category you 
wish to use doesn’t already exist 
in the Resource Group list. 
Click on the New Resource 
Group button  
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The Edit Resource Group window 
will be displayed. 
 
Enter a name for the category as 
the description.  
 
Select Category as the Type of 
Group  
 
Click on Save  
 

The new category will be 
highlighted under Resource 
Group 
 
You can now enter some 
frequent values for the category 
you have just created.  For 
example for a Donations 
category you may wish to add 
the most popular Charites:  
 
 
 
Click on the New Resource 
button  
 

The Edit Resource Screen will 
open  
 
Enter a frequent value in the 
Description field.  
Click on Save 
 
Repeat the previous step to add 
more frequent values for the 
category if desired 
 
 
Click on the Exit button  
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Set up a Memorial Resource Group 
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1. Select SetUp from the 
Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 

3. The Resource Selection 
screen will be displayed. (This 
will list all existing resource 
groups.) 

Click on the New Resource 
Group button  

The Edit Resource Group 
window will be displayed. 

 
1. Enter a description for the 

new Memorial Resource 
Group  

2. Select Memorial as the 
Type of Group Type in a 
description of the fee you 
are adding in the 
Description field 

3. Click on Save  
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1. Click on the Close button 
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Set up a Miscellaneous Resource Group 

 

NOTE: If you have many 
different types of memorials, it is 
a good idea to organise these in 
memorial resource groups for 
reporting purposes.  For example 
different types of memorial 
plates: single and double tree, 
rose and conifer plates might be 
held in a resource group named 
“Shrub, Tree and Conifer Plates”. 
 
1. Select SetUp from the 

Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 
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1. The Resource Selection 
screen will be displayed. (This 
will list all existing resource 
groups.) 
1. Click on the New 

Resource Group button  

The Edit Resource Group 
window will be displayed. 

 
1. Enter a description for the 

new Memorial Resource 
Group  

2. Select Miscellaneous as 
the Type of Group Type in 
a description of the fee 
you are adding in the 
Description field 

3. Click on Save  

Click on the Close button 
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Set up a new Miscellaneous Item 



BACASNG 

333 / 350 

 

NOTE: A miscellaneous item can 
be set up in BACAS to be used in 
addition to the regular booking 
fees and can be added to a 
booking as needed 
 
1. Select SetUp from the 

Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 

 
 

The Resource Selection screen 
will be displayed. This will list all 
existing resource groups.   
Use the Resource Groups scroll 

bar to search for the logical 
miscellaneous Resource 
group in which to set up your 
new miscellaneous item. 

1. Click on the Miscellaneous 
Resource Group to select it (* 
if a logical resource group for 
the new type of 
miscellaneous item  doesn’t 
exist then you will need to 
create this first: Set up A 
New Miscellaneous Resource 
Group) 

Click on the New Resource 
Button 
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The Edit Resource Screen will 
open  
1. Enter a description  for the 

new miscellaneous item  
2. Click on Save 
3. Click on Close 

 
nb: Follow this link if you wish to 
setup a charge associated with 
this miscellaneous item Set up A 
Miscellaneous Charge 
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Set up  a new Grave Container 

 

Select Setup from the Outlook 
bar on the left hand 
side. 

 
Select Resources from the 

expanded selection. 

The Resource Selection screen 
will be displayed. This will list all 
existing resource groups.   
Use the top scroll bar to search 
for the Resource Group named 
Grave Containers  (or similar) 
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Click on the Resource Group 
Grave Containers (or similar) to 
select it  
If you have selected the correct 
resource group the type of group 
will display as: Container Type 
(see green box ) 
A list of Grave Containers will be 
displayed under Resources. 
 

Use the bottom scroll bar to 
check that the grave container 
doesn’t already exist.  
Then click on the bottom New 
button  

The Edit Resource Screen will 
open: 
Enter the description of the new 
grave container in the Description 
field 
Select Increment Coffins in the 
Increment Count if you wish 
remains buried in this container 
to be counted as a full burial.  
Select Increment Ashes in the 
Increment Count if you wish 
remains buried in this container 
to be counted as an ashes burial. 
 
Click on Save button  
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Set up a new Type of Memorial 
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1. Select SetUp from the 
Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 

1. The Resource Selection 
screen will be displayed. This 
will list all existing resource 
groups.  
 

1. Use the  Resource Group 
scroll bar to search for the 
logical memorial group for 
your new type of memorial  

2. Click on the Memorial 
Resource Group to select it (* 
if a logical resource group for 
the new typeof memorial 
doesn’t exist then you will 
need to create this first: 
Create A New Memorial 
Resource Group) 

3. Click on the New Resource 
Button  
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1. The Edit Resource Screen will 
open  

2. Enter a description  for the 
new type of memorial  

3. If the memorial is renewable, 
enter the renewal period in 
months (In the example 
below the renewal period is 
five years hence 60 months) 

4. If you would like this type of 
memorial to be included in 
risk assessment then tick 
Extract to Palm 

5. Click on Save 
6. Click on Close 

 
 

Created with the Standard Edition of HelpNDoc: iPhone web sites made easy 
 

Set up a new type of Grave 

 

1. Select SetUp from the 
Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 
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The Resource Selection screen 
will be displayed. This will list all 
existing resource groups 
1. Use the  scroll bar to search 

for the Resource Group 
Graves (this could also have 
the name Types of graves; 
Grave Types or similar) 

1. Click on the Resource Group 
Graves to select it  

2. Click on the Pointing Finger 

The Edit Resource Group Screen 
will open  
1. Check that the type of Group 

is Grave  
2. Click on Close button  

1. Click on the New Resource 
Button 
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The Edit Resource Screen 
will open  

1. Enter a description  for 
the new type of grave 

2. Enter Grave length; 
Grave Width and Grave 
Depth for this grave 
type 

3. Enter the maximum 
number of coffins and 
the maximum sets of 
ashes to be interred in 
this grave type 

4. Enter the grant period 
for this grave type in 
months (in the example 
below the EROB period 
is 50 years.  If this type 
of grave is to be 
purchased in perpetuity 
then leave Grant Period 
blank  

5. Click on Save 
6. Click on Close 
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Set up a new type of Service 
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NOTE: You may wish to add a 
new service type to BACAS 
because you wish to charge a 
different amount from the 
standard service charge or 
because you want to 
differentiate between service 
types for reporting purposes. In 
the example below a Sunday 
Burial service is created in 
addition to the standard Burial 
Service and Saturday Burial 
service 

    
1. Select SetUp from the 

Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 

 
   

The Resource Selection screen 
will be displayed. This will list all 
existing resource groups. 
1. Use the  Resource Group 

scroll bar to search for the 
logical resource group for 
your new type of service 

1. Click on the  Resource Group 
to select it  

2. Click on the New Facilities 
Button  
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The Edit Facility Screen will 
open  

1. Enter a Description  for 
the new type of Service 

2. Select Publishing as the 
Publishing Type 

3. Click on Save 
4. Click on  Close  
 
nb : If there is a charge 

associated with this new 
service type follow one of 
the following links to 
proceed: 
For a new charge: Set Up 
A Service Charge for 
Automatic Fee 
Generation. 
For an existing charge:  
Link In A new Service 
Type to An existing 
Service Charge 
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Set up Medical Inspectors 

 

NOTE: BACAS will allow you 
to record the name and 
address of a member of the 
public who has requested to 
see the medical forms for a 
deceased. A category 
Resource group called 
Medical Inspectors will need 
to be set up before you can 
record any details: 

 
1. Select SetUp from the 

Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 
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The Resource Selection screen 
will be displayed. This will list all 
existing resource groups. 
1. Check that a Resource Group 

called Medical Inspectors 
does not already exist. 

2. Otherwise - Click on the New 
Resource Group button  

The Edit Resource Group window 
will be displayed. 
1. Enter a Medical Inspectors as 

the description.  
2. Select Category as the Type 

of Group  
3. Click on Save  
4. Click on the Close button 

The new category will be 
highlighted under Resource 
Group 

1. Click on the New 
Resource button  
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The Edit Resource Screen 
will open  

1. Enter Medical inspectors 
in the Description field.  

2. Click on Save 
3. Click on Close  
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Set up Medical Referee Payment 

 

NOTE: The Medical Referee 
Payment will enable you to 
produce a report that 
summarises how much payment 
is due to each of your medical 
referees over a given period. A 
Resource group called Medical 
Referee Payment will need to be 
set up: 
 
1. Select SetUp from the 

Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 
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The Resource Selection screen 
will be displayed. This will list all 
existing resource groups. 
 
1. Check that a Resource Group 

called Medical Referee 
Payment does not already 
exist.  If it does it is likely 
that you are already set up 
for Medical Referee Payment 

2. Otherwise : Click on the 
New Resource Group button  

The Edit Resource Group 
window will be displayed. 

 
1. Enter Medical Referee 

Payment in the 
description field  

2. Select Medical as the 
Type of Group  

3. Click on Save  
1. Click on the Close button 

The new category will be 
highlighted under Resource 
Group 

1. Click on the New 
Resource button  
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The Edit Resource Screen 
will open  

1. Enter Medical inspectors 
in the Description field.  

2. Click on Save 
3. Click on Close 
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Set Up Miscellaneous Booking Details/Notes/Information 

 

NOTE: BACAS will allow you to 
set up categories to define the 
types of miscellaneous booking 
information you wish to record. 
For example you may wish to 
record the number of people 
expected to attend the service, 
or select the charity that has 
been chosen for donations.  
 
1. Select SetUp from the 

Outlook bar on the left hand 
side. 

2. Select Resources from the 
expanded selection. 
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1. The Resource Selection 
screen will be displayed. 
(This will list all existing 
resource groups.) 

2. Click on the New Resource 
Group button  

The Edit Resource Group window 
will be displayed. 
 
1. Enter a description for the 

category  
2. Select Category as the Type 

of Group 
3. Click on Save  
4. Click on Close  

The new category will be 
highlighted under Resource 
Group 
1. Click on the New Resource 

button  
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The Edit Resource Screen will 
open  
1. Enter a value in the 

Description field. (in this case 
it will be the name of a 
Charity) 

2. Click on Save 
3. Click on Close  
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Set up Organist Payment 

 

NOTE:  Organist Pay will enable 
you to produce a report that 
summarises how much payment 
is due to each of your organists 
over a given period. A Resource 
group called Organist Pay will 
need to be set up: 
 
1. Select SetUp from the 

Outlook bar on the left hand 
side 

2. Select Resources from the 
expanded selection. 
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The Resource Selection screen 
will be displayed. This will list all 
existing resource groups. 
 
1. Check that a Resource Group 

called Organist Pay does not 
already exist.  If it does it is 
likely that you are already set 
up for Organist Payment.   

2. Otherwise : Click on the New 
Resource Group button  

The Edit Resource Group window 
will be displayed. 
 
1. Enter Organist Pay in the 

description field  
2. Select Organist (Pay) as the 

Type of Group  
3. Click on Save  
4. Click on Close  

The new group will be 
highlighted under Resource 
Group 

1. Click on the New 
Resource button  

The Edit Resource Screen will 
open  
1. Enter Organist Pay in the 

Description field.  
2. Click on Save 
3. Click on Close 
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How To... 

How To.....  Archive the Audit Trail 
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How to Archive the Audit Trail 

 
 

 

 How to Archive the Audit Trail  
 
The Audit trail can be archived 
from within BACAS. Please carry 
out the steps below when all 
other users are out of BACAS. 
Depending upon the size of your 
database it may take some 
time,it can be left running 
overnight 
 

1. Select Tools from the top 
menu bar  

2. and then Archive Audit 
Trail  from the drop down 
menu  

  
 

A new window will open telling 
you the path of the file where the 
audit data will be saved (this will 
vary from the example) 
Click on OK 
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A new window will open telling 
you the path of the file where the 
audit data has been saved (this 
will vary from the example 
below) 

Click on OK 
 
The Audit trail has archived 
successfully.  
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