NEW PETTY CASH PROCESS FOR RECORDING AND PAYMENT

1
The new program required to enter each item is on the SHOP menu under "Enter" (the 1st column). It is 2nd up from the bottom and called "Petty Cash"!

2
Select the Shop you are entering P/C for, if presented with more than one location.
3
Select the appropiate description from the Heading List by scrolling up/down and pressing {Enter}.
4
Next you are asked for a Description but you only need to if it is relevant and needed for amplification (e.g. "Fuel" does not but "Other Maintenance" does).
5
Enter the cost of the item.
6
Confirm whether or not the cost includes VAT. As a general rule, it does NOT include VAT unless it is obvious (e.g. "Fuel") or you have a receipt from the supplier with the VAT amount or the VAT registration nr shown.

7
You are then asked to confirm that the details are correct.
8
If they are, then you will be given a reference nr to write on the P/C voucher; if not the details can be re-entered.

9
Items should be entered separately unless they are small amounts (e.g. "Kitchen") and have the same VAT status when they can be grouped and put on as one item.
10 After exiting from the Heading List (by pressing {Esc}) you are asked if you require a Summary List. This is for your information only and shows which items have yet to be processed/paid and may be useful in ensuring that you have all the vouchers; printing this list does not form any part of the processing or payment of Petty Cash due to you.

11 Payment of P/C will be controlled by Head Office; Alison or myself will print out a list of all unpaid items (the same list that you can get printed) and fax it to each shop. This fax copy (keeping a copy of the fax in the Shop if you wish) should then be returned to HO - within one week - with all the relevant vouchers (as identified by the Reference Nr written on it) attached/stapled to it.

12 The cash will be sent to/collected by each shop as is done currently.

 

