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How to Register on eDocs

Go to https://msireland.edocs365.com/ and click Sign-Up!

@ |e https:/fmsireland.e-docs.ie/ L-ac | ,@ MSlreland - Home Page x i T/’:? {é}

Password

[ Remember me on this computer | Login |

Mot registered? Sinn-Up! - Forgot your password? Click here to reset it

Click Sign-Up!
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18/02/2016
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https://msireland.edocs365.com/

To Register on e-Docs type :

Username of your choice (max 15 characters)

First name

Last name

Select Branch from drop down list

Password of your choice and confirmation of password (min 8 characters)

o hs wWwN R

E-mail address and confirmation of e-mail

=== e ==
@ MSlreland - Register Page x @ i:? {é}

6 @ (& httpsiimsireland e-docs.jedregister,php o-ac

First Name

Last Name

Select Branch

Password

Confirm Password

E-mail Address

Confirm E-mail Address

16:14
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Click Register




When you register you will see the message below

=== ==
(- |'e httpsi/fmsireland.e-docs.ie/reqister.php P~ac | /é MiSlreland - Register Page x ﬁ i\@' E’}

Registered!

Thank you JBloggs, your account has been created.
However, Finance requires account activation by an
Admin. An e-mail has been sent to them and you will
be informed when your account has been activated.

16:29
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After you register Finance Department must activate your account on e-Docs to enable your Logon

You will receive an e-mail when your account is activated
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To Logon to e-Docs

Enter Username and Password

o )

(& https:/fmsireland.e-docsie/indecphp PO~ @02 || @ Mstreland - Home Page x i g 623

JBloggs

sovess]

[] rRemember me on this computer

Not registered? Sign-Up! - Forgot your password? Click here to reset it

Only secure content is displayed.  What's the risk? Showall content ¢ v

- ™
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= - k 18/02/2016
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Home Screen after Logon

Access is limited to your own specific Branch e.g. Laois

m ‘ ,@ https:/fmzireland. e-docs.ie/secure/repart.php
A MSlIreland

THE MULTEFLE SCLERDSIS SOCIETY OF IRELAND

O~acd ”,eeDocsvli

|
[By Category  v|[Ladis v|[2015 v|[All Months |

Description Value
Total €0.00
Expenses [/
Description Value
Total €0.00

Deficit / Surplus
Total Deficit €0.00

SIEREGEIEICIE D - o L
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To enter Income/Expenditure hover mouse over Euro € symbol icon

Hover mouse over €
\ = =R =

m))\@ https://msiveland.e-dacs.ie/securefreport php

P-ac || & eDocswll

By Category V|[Laois v|[2015 v|[All Months V|

M Income
Income / /

Description M Expense

Description Value

Total €0.00

Deficit / Surplus
Total Deficit €0.00

e Jferoifrd ] @ T

18/02/2016 |
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To enter Income items click Income Icon

Select Income by clicking

m&)\@ https://msireland.e-dacs.ie/securefreport,php
A MSlreland

P-a G”@enn[wu

By Category | [Laois | [2015 | [AlMonths /| [IETEREmTe
[By Category V| I | | Filter report |

M Income
Income //

Description [ Expense

Description Value

Total €0.00

Deficit / Surplus

Total Deficit €0.00

> HIET o (O TN EY o= pp B
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Screen below is the Income screen

Click plus symbol + to add information

MSIreland € Income
THE MULTEFLE SELEROSIS SOCICTY OF IRELAND
|| Branch Date Month Income C Other Des Amount Receipt N Donor Nai Lod Lodg: t L Lodg Heldin Ca Notes Actions
Mo records ko view
+ S 0O @ A2 @ Columns £ C5Y © PDF « Search Page [0 af O |1g v | Mo records to Viewﬁé
Click +

Add Record will be displayed

Branch is already populated with your own Branch, the following fields must be populated:

Date by clicking calendar icon
Income Category from drop down list
Amount

Donor Name

Lodgement number

o Uk wN R

Lodgement cleared (yes/no from drop down list)

Other Description and Notes are optional however items 1- 6 above are mandatory* fields
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When 6 Mandatory Fields are populated click submit and record will be added

~ MSIreland

MULTERLE SCLERDSIS SOCIETY OF IRELAND

€ Income i

I_Lnd, Held in Ca Notes

[l Branch Date Month Income C DthesMes Anioonk Bacsink N Donoe Kaslod
Add Record
EBranch Mullingar
Date 04/032019 m*
+ » O @ L #@coumns f CSY 2 PDF | Incoms Category Donations
Other Description
Amnount 100 o.
Receipk Mumber
Donor Mame donation *
Lodgement Number 621 *
Lodgement Cleared  ves ¥ %
Amount Lodged 100
Lodgement: Date 040372019 ®|

Held in Cash

Motes

Transaction
added

AN

B Submit

4

* Cancel
&

Click Submit

AL [0}

Actions

Mo records ko viewﬁ;

A MSlrela

THE MULTIFLE SELEROSIS SOCIETY O

nd

¥ IRELAND

€ Income

Branch Date
Mullingar 040372019 3

+ OO

S 0 @ L~ @

11| Page

Month Incorng C Other Des Amount Receipt N Donor Mai Lod

Donations 100.00

Columns & CS% o PDF & Search

donation 5621

Page ’1_ af 1

Lod
es

10

v

A tL Lod Heldin Ca
100.00 04/03/2019 0,00

MNotes

Actions

ALY
at

View 1-1af 1
£



To move to Expense Screen hover mouse over Euro Symbol €

Click Expense

(=8 [0 )
g@\e hitps://msireland.e-docsie/securefreport,php P~ @c|@eocsvi x ‘ | {57 i53

[By Category | [Laois +| [2015 ~|[All Months_v|

M Income

Income //

Description

Hover mouse over € Icon and then

click Expense Icon

Description Value

Total €0.00

Deficit / Surplus
Total Deficit €0.00

[ https://msireland.e-docs.ie/secure/expense.php |

SR o 5 [

_
@ B - e ooy 1820
@ " = P s ||
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Screen below is the Expense screen

Click plus symbol + to add information

m

/'( MSIr E’I{H’Id € Expense
THE MULTEFLE SCLERDSIS SOCIETY OF IRELAND
|| Branch Date Month  Description Other Desc Amount Payee Cheque No Chq Cashed Cheque ¥al Cash ¥alue
Mo records bo wiew
+\f O @ £ ®WCoumns © CSY £ PDF + Search Page |0 ofD w v
Click +

Add Record will be displayed

Notes

Actions

Mo records to viewﬁg

Branch is already populated with your own Branch, the following fields must be populated:

Cheque number

1. Date by clicking calendar icon

2. Expense Category from drop down list
3. Amount

4., Payee

5.

6.

Cheque cashed (yes/no from drop down)
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Other Description and Notes are optional however items 1- 6 above are mandatory* fields

A MSlreland € Expense

THE MULTIFLE SCLERDSIS SOCIETY OF IRELAND

(8] Branch Date Month Description Other Desci Amount Payee Cheque No Chq Cashed Cheque ¥al Cash Yalue MNotes Actions
Add Record x
Branch Mullingar

+ # OB @ A2 @ Columns o Cs¥ o P Date m* Mo pecords to Ve
Description 15%: Contribution to M3 Mational Office v*

Other Description

Arnount 800 *
Payees Eranch *
Cheque Mo ZE6 *
hg Cashed? fes v | *

Cheque Yalue

Cash Yalue

Motes
P

B Submit = % Cancel
AN ’

Click Submit

When 6 Mandatory Fields are populated as per below click submit and record will be added
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Edit/Delete Income/Expense item

Record to be edited is highlighted in blue below,

[ ebacsv1.3 x  +
< c & hitpsmsireland.edocs 365, com /saclire faxpanse. php. O

K Click Save icon or Cancel

Save icon

Click pen icon to
edit or bin icon to
delete a record

e RS S

After amendments are made click save icon (disk) or cancel save icon (circle with line) to exit
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16 |Page

To View Reports or go back to Home page click Report Icon

|Ey Category ¥ H hullingar ¥ ‘lA\I Months " Filter rep

ort | Print this report

[l Income and Expenditure (U]

Description

Value

Tetal €0.00

Expenses //

Description

Value

Total €0.00

Deficit / Surplus
Total Deficit

€0.00

Click Report icon




Report/Home page Screen

To run Income & Expenditure report select year, month and click Filter report

m&)\@ https://msireland.e-dacs.ie/securefreport,php £~ ac|@ewocsuz x ‘ |

By Category || Laois V|[2015 v i\lMDnlhs v
Description |

Select Year, month and click Filter Report

Total €0.00
Expenses [/
Description Value
Total €0.00
Deficit / Surplus
Total Deficit €0.00
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Example Income & Expenditure Report

(= =R
m|@ https:/frnsireland e-docs.iefsecure/report.php P~ac H e eDocswl3 x ‘ | o) ﬁ {é}

A MSI

THE MULTIPLE SELERDSIS SOEILTY OF IRELAND

[By Category v [Laois w|[2015 v|[AllMonths_v|

Income Laois / 03 / 2015
Description Value
Total €0.00

Expenses Laois / 03 / 2015

Description Value
Governance Costs €186.00
Fundraising Expenses €250.00
Running Expenses €221.00

Total €6387.00

Deficit / Surplus
Total Deficit €-687.00
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To Print Income & Expenditure Reports
—_—— - - = | G|

p'ﬂG”@eDouvlS X| | JU"D':\\_'{(".}
Signln 9 -

@"| @ https://msireland.edocs365.com/secure/report.php
- |:',. Search = | ﬁ Share

File Edit View Favorites Tools Help

More 22

x Go gle|
55 I Suggested Sites + @ Ryanair flight's mid-ai...

A MSlIreland
THE MULTEFLE SCLEROSIS SOCIETY OF IRELAND
[By Category |[All Branches ~|[2015 v|[All Months v p
Click print
Description Value .
this report
Total €0.00

Select by
Category or By
Description
Description Value
Total €0.00
Deficit / Surplus
€0.00

Total Deficit

: = . 14:01
EN . [me mm i oum g
AL R =R 17/05/2016

There is an option to run report by Category or by Description.
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To Logout of e-Docs

Click Power icon

m@L@ httpsi//mzireland.e-docs.ie/securefreport.php

P-ac ||§ eDocs w13

=N = e
AT

A MSlrela

nd

THE MULTIPLE SCLERDSIS SOCIETY OF IRELAXD

[By Cotegory  ¥|[Laois w|[2015 ¥|[All Months |

Income Laois /03 / 2015
Description

Value

Total €0.00

Governance Costs
Fundraising Expenses

Running Expenses

Expenses Laois / 03/ 2015
Description

Value
€186.00
€280.00
€221.00

Total €687.00

Total Deficit

Deficit / Surplus

€-687.00

https://msireland.e-docs.ig/includes/process.php ]
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To logout Click
Power icon




Troubleshooting

If you’ve forgotten your password — click here (icon) to reset it

e || G
L) (=)@ nttps/rmsireland e-docs.ie index.php O - @ O || & Mslreland - Home Page x {nt we f=3

Username

Password

[[1 Remember me on this computer Login

If you’ve forgotten your username — contact Finance Department to retrieve it

Please note that the Mullingar and Laois Branches are used as dummy Branches and used as
example only. These are not true figures.
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