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Recording Non Invoice Receipts

Overview

Receipts to the local bank account (imprest account) should be recorded on the finance system.

I.1. Menu

Operations — Journals — Post Income

B Reports

i_ﬂ Import lournals
i_l , Post Income
Customers i_l , Post Expense

- =
suppliers § 5 Post Non-VaT Journal

=) -
§53 My Journal Entries

Access the Post income menu in the finance portal (Hoge). Core receipt details will need to be entered

before the line details.
1.2. Enter the header receipt details
Details relating to the whole receipt are entered in the header area.

@ My Acoount Operations Q Search B REpOrts @ Help

Post Income

Create New Journal

Reference® APRZIFRAY A Description &pril 2023 - Parent pay recspts Parent pay vt
03/04/2023 recgived w/c 17/04/2023

lournal Date* 17/04/2023

wear* 2022 - 202 W

Peripd* 8

2] T@

Step ‘ Description

| Enter a reference for the receipt. If there is a unique voucher reference on the voucher that accompanies the
receipt that can be used. Alternatively use a combination of the date/month and where the receipt was from.

2 Enter the receipt date. This is the date of the receipt at bank which is not necessarily the same date as which
the receipt relates to.

3 The year will default to the current processing year.

4 The period will default to the current processing period.
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Step ‘ Description

5 Enter a brief description. Full details can be entered on the line transactions.

6 Click on [OK] when complete or [Cancel] to exit.

1.3. Enter the receipt line details
Details relating to the individual receipt lines are entered as line details.

Multiple lines can be entered if there are multiple receipts, for example if there is a parent pay receipt

that relates to multiple trips.

lournal Entry Details: Create New Li p
Qrganisation cozley C of £/ Test - coa A
Cost Centre Trip-income - VAl
Nominal Account Educationzl Trips/visits - 525400
Funding Stream PTA (Restricted) - PT ﬁa

Nominzl Accouy Trip Inc-Educational Trips/visits-FTa
q {Eross Contra Account COA-ZZ00-26010;
&ross Contrz Nzme Local Imprest ACcount - COA-ZZ09-26011

Q Project
Project Item,
Descl'p:'& Parent pay receipts for trips :

Mett® 125
VAT Rate 0:0.00 Ev3
VAT Amnount .00

Description

| The organisation will default to the user’s school.

Should the individual work in multiple schools the school will need to be selected from the drop down list. If
the name of the school is keyed in, the list of available schools will shorten.
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Description

Journal Entry Details: Create New Line |

If you do not know the name of the cost centre, then
type in income to obtain the full list of available income

| cost centres.

Gost centre

N Grant Income (BASC), AP10

a6, Aa10
11
Grant Income-Gther School Grants, AG10 b

ner+

var rate u2000 W I

VAT Amoun

3 Select the code which represents what the receipt relates to, for example an educational visit (trip).
4 Select the funding stream that the receipt relates to, for example receipt from parent/carer.
5 Enter a description of the goods.

Please do not type in the invoice number as the description of the item(s) purchased.

Please use a helpful description so your headteacher will know what it is, without the need to drill down to
look at the invoice.

6 Enter the net amount of the receipt.
7 Select the vat rate from the drop down list.
8 The VAT amount is calculated based on the vat rate selected in the previous step. If the amount needs to be

amended, then please amend it.

9 Click on [Gross Contra Account] to select the receipting account.
If there is only the single bank option this can be defaulted in.

Please talk to the central finance team if this is not the case.

10 If the receipt relates to a trip receipt, select the trip by clicking on the [Project].

Project

New Search

project Code

Name

C=al=s =]

[Search] to view the available list.

‘ Project

& oouble cick 2 row to select the record...
Display [ERR Records | Expore:[3] 1 1Y Search:
Project Code ¢ Name o .
coagoL COA 2022/23-South Cerney
coago2 COA 2022/23-STEAM
€0AD03 C0A 2022/23-Skillzone
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Step

Description

Then [select] the trip.

Journal Entry Details: Create New Line

Remember to select the project item “INC” from the
drop down list.

tional Trips/visits-PTa.
COA-ZZ98-260102-88

Local Imprest Account - COA-Z253-26011 i view

e con zozafzmsreat X co
p———
income e
e =
- s v
rep—— oo
——

12 Click on [OK] when complete.
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1.4. Review the receipt entry and complete the posting

Q My Account — Operations . search E Reports e Help

Journal Entry

View Journal Details

Description April 2025 - Parent pay receipts Parent pay w/c

lournal ID a
03/04/2023 received w/c 17/04/2023
lournal Type Income
Referance AFRZIFRAY
lournal Date 17/04/2023
Year 2022 - 2023
Period 8

Journzl Lines & Supporting Documents b Journzl Documents b

Journal Entry Details: Line List

Display gl S Recor | Exparl:@

Nominal Account (J ¢ Mominal Account ¢ Nett ¢ VAT Rate ¢+  Gross & i i
COA-VALD-525400-P Trip Inc-Educational Trips/\Visits-PTA 125.00 0.00% 125.00

125.00 125.00

Total Records:1

v )22 ) it ) B ) 00 [o=B ) =@ ]

ofo

Step Description

| If further line detail is required, for example to split the coding or add a receipt in for another trip, then [Add a
line] and repeat the steps above.

2 =R )= =0 ]
If the line details need altering, then
select [View] and [Edit] on the line detail
screen that is displayed.
- Once complete select [Done] to return
o to the main screen.

LS o000

bsisus bsh Leceibiz ioc subz
1weows e
covoos cov30s3sz-215w

Foce| bises wecons - cov-5523-5a07 | e

cov-ssBa-senTos:
vows| veconuz cags b e | e o
by (g2za) bl

Eancegous) wbaamsz - 253900

cosieh cog us2-cov

10nLWS| EUAA DELSIR: AIGM [1US DEESI[2

3 The [Edit] button takes the cursor to the header information so changes can be made to the data that relates to
the whole invoice, for example the date.

4 If not all the details are available then [Done] will save the transaction as draft so that you can retrieve it later
from the Opertaions — Journals — My Journal Entries Pending tab.
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Description

B wepors = (D) v

£7), st expense

0t Mon-VAT Journal

e I
My Journal Entries

+- Type ¢ Reference < Journal Date ¢ Created On s [

[ Expense 123123 10/11/2023 10/11/2023 E

E Expense Inv1234 02/10/2023 18/11/2023 E

Total e o
5 Provided you are happy the details have been entered correctly, [Submit] the receipt.
6

On posting the receipt the screen is
refreshed ready for the next one to be

added.
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