Finance Handbook @—“

THE DIOCESE

Last Reviewed: 23 September 2023 OF GLOUCESTER
ACADEMIES TRUST

unlocking potential

Recording Credit Card Purchases

Overview

Credit cards purchases are required to be recorded on the finance system. If there are receipts that
include VAT, these should be entered as separate transactions in order to record the VAT details

against the relevant supplier.

There is no budget check using this entry route as it is deemed the purchase has already been made.
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Access the Posting expense menu in the finance portal (Hoge). Core invoice details will need to be
entered before the line details. l.e. what has been purchased can be entered.

1.2. Enter the header invoice details

Details relating to the whole invoice are entered in the header area.

@ My ACcournt = Operations Q search [% Reports @ Help

Post Expense

Create New Journal

reference* Inwnice123 A Description k51 Craft resources
Journzl Date* 08/03,/2023
Year* Z0IZ-2023 W

Feriod* 1

Y

Step ‘ Description

| All credit card purchases should have an accompanying invoice.

Enter the Invoice number.

2 Enter the invoice date.

3 The year will default to the current processing year.
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Step ‘ Description
4 The period will default to the current processing period.
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 invoice line details

Details relating to the individual cost lines are entered as line details.

Multiple lines can be entered if more than one items has been purchased and/or more than one
combination of cost centres are to be recorded, (i.e. where the goods have been purchased from).

There is no budget entry check for direct invoices as it is simply recording what has been spent.

owmaltwyoss

Journal Entry Details: Create New Line

Organisation
Cost Centre
Nominal Account
Funding Stream

Nominal Account Code®

&Eross Contra Account
Gross Contra Mame

Q Project
Wﬂ:ﬂect It=m,
Description

Supplisr Name
Supplier VAT Number
Nett®

WAT Rate

WAT Amount

Coaley Cof E Test/Coa X)
curriculum-General - MALD

Educ-Curriculum Materials - Eﬂ.ulﬂﬂﬁ
Rewsnue Funds (GAE) - 20

Curr Gen-Educ Materials - COA-MALL

Mizterials for KS1 activities :
craft Store
124455785

= ﬂ
1:20.00

S

conct X |[ ok v
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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.

2 Enter the cost centre that the goods are to be purchased from.
If the name of the cost centre is known, then the code or description can be keyed in to shorten the list of
those available. For example entering Curriculum will shorten the list to all the curriculum related cost centres.

3 Select the code which represents what is being purchased. For example under curriculum books, materials,
educational consultancy etc. may be used.

4 Select the funding stream that the goods are to be purchased from. Most goods will be purchased from GAG
(fund 20), unless you are advised otherwise.
If this is the only option available it will default in.

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 supplier name.

7 Enter the supplier vat number. If the vat number is not prefixed with a GB, then no vat can be claimed.
Please do not enter the “GB” part of the VAT number.

8 Enter the net amount of the invoice.

9 Select the vat rate from the drop down list.

10 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.

Click on [Gross Contra Account] to select the credit card details.

(@) myaccoun:

oooao

Make sure the school is shown on the top line, select the school if needed, then [Search]

‘ Gross Contra Account

ooy BB oo | npon oo I
Nominal Account Code < Name % CostCentre ¢ Analysis < Organisation % Funding Stream % LY

COA-Z799-260102-99 Local Imprest Account Balance Sheet  Local Imprest Banks-Main Coaley Cof ETest  Balance Sheet
COA-7799-310160-89 Credit Card-Head Teacher Balance Sheet  Purchase Card-Head Teacher<1 Year Coaley Cof ETest  Balance Sheet
COA-7295-310164-99 Credit Card-Business Manager  Balance Sheet  Purchase Card-Business Manager<1 Year Coaley Cof ETest Balance Shest

[Select] the credit card account that the transaction relates to.

Once selected it will be displayed.
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Step ‘ Description

Journal Entry Details: Create New Line

organisation Cosley C of E Test-COA

Cost Centre Curriculum-General - MALQ

Mominal Account Educ-Books - 810100

Funding Stream Revenue Funds (GAG) - 20

nominal Account code® Curr Gen-Educ Books - COA-MA10-810100)

q Grass Contra Account COA-ZZ95-310160-29

Gross Contra Name credit Card-Head Teacher - COA-7788-310160- “ View

Q Froject

Project iwem

Description Goods

Supplier Name Fred

Supplier VAT Number 123456789

MNett* 0

VAT Rate 1:20.00 ~

VAT Amount 4.00

Eraees

12 If the cost relates to a trip expenditure, select the trip by clicking on the [Project].

s T [

Project

New Search

Broject Code

nName

(o |[ o= ][ =eq |

[Search] to view the available list.

‘ Project

e

& Doube cick a row to select the record...

ooy B Recorts | Erport [ 1PN Searr

Project Code £ Name < »

COADC1 COA 2022/23-50uth Cemey
coAD02 COA 2022/23-STEAM
C0A003 C0OA 2022/23-killzone

Then [select] the trip.

13 Remember to select the project item “EXP” from the drop down list.
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Step ‘ Description ‘
|

Journal Entry Details: Edit Line

Organisation Coaley C of E Test- COA
Cost Centre curriculum-Generzl - MA10
MNominal Account Educ-Books - 310100
Funding Stream Revenus Funds [BAS) - 20
Mominal Account Code* curr Gen-Educ Books - COA-MALD-810100 “ view X clear
Q, Gross contra Account COA-2298-310160-88
Gross Contra Name credit Card-Head Teacher - COA-Zz09-310160- ) view
Q, Froject COADOZ COA 2022/23-STEAM - ¢ X Clear
Project Item [ ]
Description Expense EXP
Income INC

14 Click on [OK] when complete.

If the following message is given, type over the VAT amount and click [OK] again.

) vaT amount: value Required
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1.4. Review the invoice entry and complete the posting

If further line detail is required, for example to split the coding, then [Add a line] and repeat the steps
above. A copy of the invoice will need to be added before you can submit the invoice.

@ My ACcount = Dperations Q search B Reports @ Help

Journal Entry

View Journal Details

Journal 1D 2 Description K51 Creft resources
Journzl Type Expense

Reference Invoice123

Journz| Date 08/08/2023

ear 20253-2024

Feriod 8

Supporting Documents Journzal Documents b

Journal Entry Details: Line List

Nominal Acg de % Nominal Account ¢ Nett & VAT Rate & Gross & i o

COA-MAL0-810200-20 Curr Gen-Educ Materials 20.00 20000% 24.00 [ View l [ Delets ]
20.00 24.00

Total Records: 1

\\

Description

If further line detail is required, for example to split the coding, then [Add a line] and repeat the steps above.
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Description

If the line details need altering, then
select [View] and [Edit] on the line detail
screen that is displayed.

s commazc v

conzzss- 11016099

— T Once complete select [Done] to return
to the main screen.

Matersisfor kst sctidiz:

Supplier Name craftsiore

Supplier vaT Number 120056788

Nert 2000
var Rate 12000

var amount 200

=g J oy [T ][ =® ]

Invoice Submission Details: Edit Line [Edit] the line details and click [OK]
- e when complete.

Organisation cozley Cof E Tast- COA

—— sk If the coding is completely inaccurate

rerenve s el click on the [Clear} to start again.

curr Gen-Educ Materizls - o] view X clear

If trip details are needed, then please

- — enter the trip ID in the ‘Project’ field and
‘EXP in the ‘Project item’ field.
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.
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Description

A copy of the invoice will need to be
attached to the transaction. Trying to
post the details prior to loading the
invoice will give the error messages.

lew ]

R T T er—

Journal Entry

Joumaiiints O [ supporsng decuments p | soural ocsmens »

P | Wherever possible please attach a pdf
document as this is the easiest way to

[omy || g || om W ][ swortoecmen ] [ @ ][ sem[) ][ =e® ] view on screen.

Select [Upload Document].

4b
[Choose file] i.e. browse to select the

document to be attached.

Supporting Documents: Create New Document

a Maximum document size for upload is 10MB

Please make sure that this is an invoice

— [ — and not a delivery note or statement.
There are a number of requirement for

a VAT invoice, which include:

* Invoice date
= Unique invoice number
= Supplier VAT number

Click [OK} when complete.

[omx ) av ]

4c
The document details are displayed on

the screen after uploading it.

i [View Document] can be used to check
the document is the right one.

’ If incorrect [Delete] the document and

add the correct one.

e )22 J o8 ommm @] =0 =B | =0

5 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

5 operstions ~ Qseauh % Reports @H!lp

st Income:
ost Expense

0t Mon-VAT Journal

e I
ay Journal Entries

+- Type ¢ Reference = Journal Date ¢ Crested On s i

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

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

——
Total R

6 Provided you are happy the details have been entered correctly, [Submit] the invoice.

Copies of the submitted invoice do not need to be sent to the supplier invoices mailbox.

7 Post Expense
On posting the invoice the screen is
refreshed ready for the next one to be
: == added.
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