Acquitting Credit Card Transactions
using the Entertainment Wizard
Quick Reference Guide
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Acquitting an Entertainment Transaction ‘

Step 1.
Note your outstanding transactions on your Homepage.

To verify your transaction, click on the green tick "‘f next to
the transaction.

@ Outstanding Transactions/Expenses

31-05-2009 ALEXANDERS RESTAURANT
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31-05-2009 ALEXANDERS RESTAURANT

Step 2.

Reference Guide titled Verifying a Transaction without a
Receipt.

Step 3.
Enter Purpose and Description.

Step 4.

Select Entertainment from Expense Types. The B icon
indicates that the Expense type requires more information and a
break down screen that will pop up.
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Step 5.

The expense breakdown window will pop up requesting further
information.

In the top section you are given the opportunity to indicate the
Amount Subject to GST, and the Amount Not Subject to
GST, if applicable.

Step 6.
Select which Category your entertainment cost calls under.

Step 7.
Break down your attendee list into the Participant Types.

Employee

Travelling Employee

Guests & Students

Family or Friend

[Function Staff / Award Recipient __|
If it will take an excessive amount of time to name each guest
individually, you may place in the No. field how many guests in
each relevant Participant Type. If you opt to do this, you must
attach a full guest list to your Document Control Report with
your Receipt / Tax Invoice.

5
Work related Functions and Entertainment (ENTERTAINMENT)

Breakdown for Price

Amount Subject to GST 20.00 Amount Not Subject to GST 3.80

Currency AUD | Rate |1

6 Category

@ Light Refreshments/Meals - On Premises
O Recreational Entertainment
O Social Functions & Service Awarg

7 Participant Information

O Meals Off Premises
O GraduationsfFunctions for Externals

Kuckhahn, Daniela Employee D 121177 1 F
Bain, Amanda Family or Friend D 1 F
Sutherland, Rebecca Guests & Students D 1 F

Add Participant
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Step 8.
Click Next.
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The next screen displays the General Ledger breakdown. Sub-todger _Segment1 _item Code
Ensure that this is all correct. If incorrect, click Back to return to e - T
edit the former screen or you may edit the Cost Centres (Sub- Subledger Segmentl _ltem Coda
. . AD 070800 2971
Ledger and Segments) in this screen. e - 2 T m———
Employee F 127 000 L27
. . . . . . SubLedger  Segment] Item Code
Once information is correct, click Update. This will close the o T
Entertainment Wizard and return you to the Expense Details S F 127 000 127
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Need further help? Please contact the STARS Team on

Ph: (08) 830 21482 or (08) 830 21481 or via email promaster@unisa.edu.au
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Step 10. L bgensebeade ]
Ensure that all details are correct on the Verify Expense screen. - e el oyl s

Dariels Kucitabn

If ready to forward to Admin Review AC - Select Submit or Macting o Fopect Taam
select Save to submit later. g

Step 11.
The Expense Details screen will show a breakdown of the e oy n

Fasty or Friend ]

expense. To acquit your next transaction, click Verify Next
Transaction or to return to the home page click on Go to Home
Page.

TaxCode  Met Tax dross o Codes.
T £06 061
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