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Verifying a Transaction without a Receipt or Tax Invoice

O PROMASTER

Step 1.

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

Account Type Date View| StatementDate | % [] Do ot Process [¥] waiting Accountholder

Step 2 ) ) period| v From | 10 | | & D bisputed [ pispute Resolved

To verify your transaction, click on UserName [ | & Dwaiting Admin Review Ac &8 [ waiting Approval sv

the green tick #' beside the Referencer> [ | B Dervate ar S Clwaiting 6L Post

. . | — . "l
transaction that has no Tax Invoice / | **® D Awaiting pocument [lpostes
Receipt 4 [ processing Completed
. = -
"B 01-09-2009 ALEXAMDERS RESTAURANT ALEXANDERS RESTAURANT SYDMNEY AL 23.80 STARS0D24301 Q 9 2
- 01-09-2009 HILTON CENTRAL HILTON CENTRAL NORTH SYDMNEY AU 40.50 STARS024301 G @f fﬂ | |
"B 01-09-2009 HERTZY RENTALS BRISBAME HERTZY RENTALS BRISBANE BRISBANE Al 27.50 STARS0D24301 Q m? lﬂ
oo 02-09-2009 SIMONS TAXI SERVICES SIMONS TAXI SERVICES HOBART AU 15.30 STARS024301 Q 4 m? lﬂ
Expense Header
Step 3. : :
. . S ax Receipt/Documentation

Ensure that the box is NOT ticked Account Type |2z Visa 3 v

beside Tax Receipt / Merchant THE REJECT SHOP AUST Merchant Number 0

Documentation. This records that Purchase Date14-01-2010 Transaction Date  14-01-2010

the appropriate documentation is Purpose Gift for Speaker at Manager's Retreat Transaction Amount 22.00

not available.

Step 4.

Enter Purpose, Description and
Expense Type as per a normal
transaction. Ensure the correct Cost

GST Free
GST 100%

Centre information appears in Sub- Photo Frame 1 Input Taxed

Ledger and Segments Expense Type Currency Rate Price Tax Gross ] Non reportable
GIFTS-NON STAFF 22.00000% [22.00 | 0.00 | 2200 | I GST Inclusive

Step 5. Sub-Ledger Segmentl Segment4

Since the receipt is not available, AD 231800 | 2464

you must select F as the Tax Code.

Total 22.00
Step 6.
Click on Submit. -

Need further help? Please contact the STARS Team on
Ph: (08) 830 21482 or (08) 830 21481 or via email: promaster@unisa.edu.au Last modified: 28/01/2010
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Step 7. UNAVAILABLE DOCUMENTARY EVIDENCE DECLARATION
The next screen shows the Expense = Quick Links [ Help
; INSTRUCTIONS
Details. | [Ttem Code Lookup Tool =] |
— LL must be in with UniSA Credil Card Policy

- 1. This declaration must be completed and signed by the cardholder.
Step 8. F556 Unavailable 2. This ion st be authorised by the cardholder's Approving Manager.
In the top nght corner of the 3. This declaration must be attached to the Document Control Report
ProMaster window select Quick |mnnuau:=n's DECLARATION
Links and scroll down until you see In accordance with UniSh Credit Gard Policy,

FS56 Unavailable Documentary
Evidence Declaration. This will
open the Declaration in a new
window.

of

declara that | have incurred the following Uiniversity related expenses for which | am unable fo provide documentary evidence

Amount

Business Purpose Merchant in Local Ll | Ll

Transaction Detailed Description
se/Expense Currency | in AUD

Step 9 Date of Purcha:
Complete the FS56 Unavailable
Documentary Evidence
Declaration and attach it to the
Document Control Report.
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