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22.A 

Introduction to Account Transactions 

The Account Transactions allow you to easily enter and track expenses for your 
department. 
 

Note: Before entering any account transactions, your department's budget(s) must 

be set up (Chapter 21) 

 

22.B 

Opening the Account Transaction Window 

 

FirePro 2 �Accounting � Account Transactions 
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22.B.10 

The Transaction Entry Window 

 
 

The Transaction Entry window has three distinct components: 
 
TRANSACTIONS 

The top left of the screen lists all transactions defined in the Parameters section on 

the top right portion of the window. (22.C.10) 
 
PARAMETERS 

The top right portion of the window is the parameters for the current transactions 

to be displayed in the transaction portion of the window.(22.C.20) 
 

TRANSACTION DETAIL 
The lower portion of the window shows the details of the selected transaction. This 

is also the place to add new transactions. (22.C.30) 
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22.C 

Transaction Entry Window Fields 

22.C.10 

 
 

 
DATE/PAYEE/AMOUNT 
These columns summarize the date, the payee, and the amount of a specific range 

of transactions as indicated in the parameters. Click on any item to view its details 
below. You can sort the list by the column titles by clicking on the “Date”, “Payee” 

or “Amount” buttons. 
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22.C.20 

 

 
You may change the transactions that you will view by changing the parameters. 
 

RANGE OF AMOUNTS  
The “Range of Amounts” check-box allows you to specify the dollar amount range of 

the transactions you want to view in the list. 
  
BUDGET NAME 

The name and year of the budget the transactions are linked to. 
 

PAYEE 
The person or company that was paid for this item. 
 

ACCOUNT 
The Account field allows you to view transactions for a particular account only. 

 

To edit the account list, see: 

 

20.10 
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22.C.30 

 

 
 
PAYEE 
Select the name of the Payee from the list. If it is a new payee, enter the new 

payee name. 
FirePro will automatically add new payees to the Contact Manager as they are 

entered. The account that they were last used with is stored, so when you choose 
the payee, the proper account will come up. You can change the account on the 
transaction if required. 

 

Note: 

Details about Payees are stored in the Contact Manager – See Chapter 27.  
All entries in the Contact Manager will appear on the Payee list.  

 
CREATED FROM PURCHASE REQUEST 

When you are using the "Debit Budget when Purchase Request received" option, 
FirePro will automatically create an Account Transaction for each Purchase Request 

item when the Purchase Request is flagged "Received".  The "Created from 
Purchase Request" flag appears on Account Transactions that are created this way.  
Clicking on the button will open the Purchase Request that created the Account 

Transaction. 
 

ACCOUNT 
Depending on the account chosen, one of the following flags will be displayed to 
help identify the transaction type: 

 

   
 

   
 

Note: 
When you are entering Maintenance or Inventory account transactions, FirePro 2 

facilitates the additional recording of these expenses on the inventory records of 
relevant pieces of equipment. 

For more information, see 24.B. 
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BUDGET YEAR AND STATION  
These fields specify the budget to which an expense is assigned. Budget Year is a 

mandatory field. Station is only mandatory if your department has more than one 
budget. If you do not select a Station, the default directs the expense to the "All 
Stations" budget, (or whatever you have named your department's administrative 

budget. If you only have one budget but want to also track the station that the 
expense belongs to enter the station number. You can then report for that one 

station only. 
 

Note: 

For more information on budgets, see Chapter 21 - Budgets 
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22.D 

Transaction Entry Window Buttons 

 

 
 

To define the parameters of the List on the top-left of the screen (22.C.20), click 
on Change Parameters button.  
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22.E 

Transaction Entry Window Action Menu  

 

 
 
Action � Show linked Inventory item 
 

If you are viewing a transaction entry for a maintenance or an inventory account 
item, and the item was linked to an inventory record during entry, this command 

will display that inventory record. 
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22.R 

Account Transaction Reports 

Reports � Management Reports � Accounting � Account Transactions 

 
Produces a report listing account transactions specified. 

 


