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Quick Reference Guide 

 Verifying a Transaction without a Receipt or Tax Invoice 

Step 1.  
To see your transactions, click on 
Waiting Accountholder 
(Transactions) on the Homepage. 

 

Step 2.  
To verify your transaction, click on 
the green tick  beside the 
transaction that has no Tax Invoice / 
Receipt.  
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Step 3.  
Ensure that the box is NOT ticked 
beside Tax Receipt / 
Documentation.  This records that 
the appropriate documentation is 
not available. 
 
Step 4.  
Enter Purpose, Description and 
Expense Type as per a normal 
transaction. Ensure the correct Cost 
Centre information appears in Sub-
Ledger and Segments 
 
Step 5.  
Since the receipt is not available, 
you must select F as the Tax Code. 
 
Step 6. 
Click on Submit. 
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Step 7.  
The next screen shows the Expense 
Details.  
 
Step 8. 
In the top right corner of the 
ProMaster window select Quick 
Links and scroll down until you see 
FS56 Unavailable Documentary 
Evidence Declaration. This will 
open the Declaration in a new 
window. 
 
Step 9.  
Complete the FS56 Unavailable 
Documentary Evidence 
Declaration and attach it to the 
Document Control Report. 
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