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Acquitting Credit Card Transactions

Step 1.

Note your outstanding transactions
on your Homepage.

To verify your transaction, select the
Waiting Accountholder

(Transactions) or the green tick

{ next to the transaction you
want to acquit within the Home

@ ProMasTeR

* Quick Links ﬂm‘

Home Page

Rebecca Sutherland | Account Holder

University of South Austraka TES))

@ Outstanding Tasks @ New Actions

Cash Balance AUD 100.00

Receipt.

Step 3.
Enter Purpose (why?) and
Description (what?).

Step 4.

Select Item Code from Expense
Types. If an expense type does not
reflect the type of expenditure then
select MANUALLY CODED from
the list and manually add the correct
Item Code.

Step 5.

Ensure correct Cost Centre
information appears in Sub-Ledger
and Item Code.

Step 6.

If ready to forward to Admin Review
AC - Select Submit.

If not ready — Select Save to edit
and submit later.

Page_ a8 - H-01-2010 MY WY SHACK BAR 18.00
ﬂ -4 13-01-2010 AMATON MKTPLACE PMTS 2138
=] = 15-01-2010 INFORMA ALSTRALIA 414,50
(5] b 16-01-2010 MYER 277 199.20

Step 2.

Tick whether Tax

Receipt/Documentation is

available. If no Tax Receipt /

Documentation is available, please _

see Quick Reference Guide: @ PrOMASTER Verify Expense * guick tinks [ nelp

Verifying a Transaction without a Repor

teport: uth ties

Jodie Quilliam | Account Holder

Expense Header
Account Type 5% Visa x Receipt/Documentation Attached?
Merchant COLES 445 Merchant Number 0 TRAVEL-DOM Airfares,
Purchase Date 16-01-2010 Transaction Date 16-01-2010 TRAVEL-TNTHL Airfares,
Purpose Gift for Guest Speaker at Retreat Transaction Amount 59.19
ACCRUAL Accruals |
BANKFEES Bank fees
; BANKPAYMENT Payment
@ ‘Wajiting Accountholder E Attaching Transaction
BOOKS Text book
CAR HIRE Short Ter
CASHWITHDRAWAL  Cash with
Expense Type T Price Tax Code Invoice No. e B conferen
N T ENTERTAINMENT  [Ework relz|
GIFTS-NON S D 1.0000 | 59.1900001 T 123
FIELD TRIPS Camps, E
ub-Ledger Segmentl Item Code o
1 - = 1 GIFTS-NON STAFF Non sta
1231800 2464
GIFTS-STAFF B staff Gifts
Total XTI DOERNET/PHONE [ internet ¢
JOURNALS Subscript
w MANUALLY CODED For any it
MEMBERSHIPS Subscript
NONBUSINESS BRrepayme
—

Step 7.

The Expense Details screen will
show a breakdown of the expense.
Note that the Status changes from
Waiting Accountholder to Waiting
Admin Review AC.

Q To acquit your next transaction,
select Verify Next Transaction or
to go back to the home page click
on Go to Home Page.

U Once all transactions are
verified, print Document Control
Report and forward to Admin Centre
Controller.

Account Type ¥ Visa Purchase Date 16-01-2010 Reference Id  X0000000000000035932
Expense Group General Amount AUD 59.19 Date Created  28-01-2010
Account Holder Jodie Quilliam  Tax Receipt/Documentation Attached? Yes
Purpose Staff Amenities Status u Waiting Admin Review AC
Merchant Name COLES 445 Document Control Number Transaction Attached
Files Attached 0
Item Details
1 First Aid Supplies

Expense Type Currency Rate Quantity Price Tax Code Invoice No. Net Tax Gross

STAFF SUPPLIES AUD 1 1.000 45.000 T 1234 40.91 4.09 45.00
Sub-Ledger Segmentl Item Code
AD 231800 1254

2 Filtered Water

Expense Type Currency Rate Quantity Price Tax Code Invoice No. Net Tax Gross

STAFF SUPPLIES AUD 1 1040 14.190 F 1234 14.19 0.00 14.19
Sub-Ledger Segmentl Ttem Code
AD 231800 1254

W Verity Next Transaction Attachments W
= ———
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