[I€II EDUCATION

friendly experts, clever software

HCSS Accounting

User Manual

Payments

P




HCSS Accounting — Payments December 2016

Contents

R Y1 11T 01 PP UPROURRPTR 3
@ MaANUAL CREOUES........eiiiieiieeee bbbt 3
D BACS RUN ittt bbbttt b bbbt 5
C  Summary Report 0f BAC’S TUN ....uiiiiiiiiiiiciiiic et 8
d REMITANCE AUVICES ...o.veenieiiie ettt ste s teebeeneenreas 8
€ Printed CheQUE RUN ......ooeiiie ittt re e be e nre s 9
T CasSh MAatCNING ..o e re e nne s 12

BIEXI EDUCATION )

friendly experts, clever software



HCSS Accounting — Payments December 2016

1 Payments

a Manual Cheques

To create a cheque Payment click on Payments and Manual Cheque

Manual Cheque

BACS Run
Printed Cheque Run

Cash Matching

The following screen will open

Manual Cheque Payment

Date * Supplier * Bank *

02/10/2016 Please Select a Supplier v Please Select a Bank

I Period * Description Cheque Value *

Period 2 v Enter Description

Cheque Number * PR
Cash Matching

Enter the relevant information. Mandatory Fields are denoted with an *

Date* Enter the date of payment

Supplier* Enter the supplier using the pick list

Bank* Enter the bank using the pick list

Period* Enter the period

Description Enter a description for the payment

Cheque Value* Enter the cheque amount

Cheque Number* Enter the cheque number for audit trail
% Cash Matching

Click on cash matching to match against the relevant invoice(s)t

Note: only invoices for the Supplier selected in the Manual Cheque Screen will
appear.
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Cash Matching - TTSO01 - TTS Group Limited 9876 - 21/0312016

Cheque Number 9876 Supplier TTS001 - TTS Group Limited
Date 21/03/2016 Period 12
Matching Total: £75.00
TYPE ~ REFERENCE DATE VALUE DESCRIPTION
Invoice TTs3 16/03/2016 7500 PlayDoh

Matching Total: £75.00

Tick the relevant invoice(s) then click on Match. This will take you back to the input
screen.

Click on Submit

I EDUCATION 4

friendly experts, clever software



HCSS Accounting — Payments

b BACSRun

BACS Run will enable users to identify invoices to be paid.
The invoices that are available for selection will be limited to those for
suppliers that are known to accept payment via BACS.

( Codes — Suppliers — ( Select the Supplier Name) — Bank Details )

To use BACS Run click on Payments and BACS Run

Manual Cheque
BACS Run
Printed Cheque Run

Cash Matching

The following screen will appear

December 2016

B BACSRun

REFERENCE USER

Jane Gibson

Jane Gibson

Jane Gibson

Jane Gibson

Jane Gibson

Jane Gibson

Page 1 0f 1 (7 ltems)

DATE

3110812015

08/0612016

3110812015

3110812015

3110812015

3110812015

3110812015

DESCRIPTION FORMAT

Test Lioyds

56564 Lioyds

123456 Lioyds

STATUS

Saved

Completed

Completed

Completed

Gompleted

Gompleted

Completed

TOTAL

£360.00

£813.60

£310.00

£38924.46

£23072.84

£120.00

£300.00

DoDoonO

To Create a new BACS Run, please click on BACSRUT and the following screen

will appear

* Please note - If a Supplier does not have an email address, although the invoice

will appear in the BACS run selection screen, the invoice will not be selectable
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Create BACS Run

December 2016

BACS Run *
Date * Period *
01/10/2016 Period 2
Supplier Due Date
Reference Type
o 0000 Credit Note
o 0001 Credit Note
O 74574 Invoice
o 3425 Invoice
O HCol Invoice
0 HCol Credit Note
o TESTL Invoice
o TEST Invoice
o 01012 Invoice
Close

Description *

Due Date
@ 16092016
@ 16002016
© 16092016
0 16002016
@ 18/08/2016
Q 1a002016
@ 061092016
@ 22082016

@ 221092018

Supplier

Brainwaves

Brainwaves

British Gas Business

DF

HC

HC

BEC Active Cusiomer Service
Bengry's Bakers

Bengry's Bakers

Total: £0.00

Selected Only

Bank Account *
Opening Bank Balance: £-650648.10
Account Details Description Total
m incarrect amount £1200.00
m incarrect inv amount £100000.00
o £657645.00
m £147748.80
m £050
m £0.25
m £1200.00
m £358.80
m £012

“ CIoEES

v

Enter the relevant information. Mandatory Fields are denoted with an *

BACS Run* System generated

Date* Select BACS Run date

Period* Select the period

Description* Enter the description for payment
Bank Account Defaults to the nominated bank

To filter through the list of due invoices select Supplier from the drop down list and to
filter via the date range, enter the Due Date Range.

Supplier

Duge Date Range

=1

Select the invoices you want to pay and click on Save to save the BACS Run and
Save

Process to process the BACS Run.
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Due Date Range

RerRENCY e oaT suPPLILR COUNT DETAL bescRwmON . mom
. e m
. e m
o1e o a0 [
30042018 m CETIN |
0m4R0 m moaco [
Crodit ot 11msR0te o coac g
104018 m 1 ssaco [
m
m
m
m

-
To process an already saved BACS Run, click on Process Run ® “® ' logo.

REFERENCE user Date DESCRIPTION FORMAT staTUS ToTAL m

Jane Gibson 311082015 Test Lioyds Saved £860.00 8 @ a

Jane Gibson 080612016 56564 Lioyds GCompleted £813.60

B1500002 Jane Gibson 311082015 123456 Lioyds Completed £310.00

Input Anticipated Payment Date and click process to activate payment run
A CSV file is created , which will is required for processing via your bank software

Process BACS Run ®

© Info - Please enter an Anticipated Payment Date and click Pracess at the bottom of the page if you wish to continue and generate BACS run B1600008for the listed Invoices/Credit Notes

Anlicipated Payment Date *

01/09/2016
BACS Run Description Bank Account Total: £6500.00
B1600008 gvtest Danni
Date Period Opening Bank Balance: £-650648.10
01/10/2016 Period 2
Supplier
Reference Type Due Date Supplier Account Details Description Total

» CB Accountancy

Subtotal: CB Accountancy £6500.00

Opening Bank Balance: £-650648.10

Closing Bank Balance: £-657148.10 Total: £6500.00
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c  Summary Report of BAC’s run

December 2016

Once a BACs run has been saved or processed, you will be able to run a summary
report. This can be found to the right of the BAC’s line under actions and click on the

Summary icon.

o -

= L|MetSuite Login oO Login Access aCloud <O Home

niting hess-web.co.uk nts/BACSF P - & G| Hess Accountin 9

| HCSS Accounting

©  Alexis Pinington Primary Acadermy
Dashboard
Cades

B BACSRun

meEon

g

Reference User Date Description Format Status. Total

30092016 BACS1 Coutts Compieted £2993.94
Manual Cheque
BACS Run Alexis Piningt 30109/2016 TKATPayment1 Couts Completed £10000
Printed Chegue Run Alexis Piningt 301092016 bacs 30711 Coutts Completed £800.00
Cash Marching

Alexis Pining! 301092016 BACS2 Coutts Completed £2495

Page 10f 1 (4 ltems)

d Remittance Advices

If you would like a remittance advice hard copy or to resend. Open up the relevant
BAC’s run by clicking on the blue hyperlink. Once you are here there is a download

remittance advice icon on the right hand side.

ting hess-web.co.uk/F t: v £ - & G| @ Hess Accounting

@ o

= U MetSuite Login cO Login Access aCloud ) Home

BACS Run Description Bank Account
B1600001 BACS1 TKAT
Date Period
0092016 Select an Option
Supplier
Reference Type Due Date Supplier Account Details Description Total
v Dell Computers Ltd
Dellg523 Inwoice @ 30112016 Dell Computers Lid m £2999,94
Subtotal: Dell Computers Ltd £2099.94
Close Do you want 1o open o save B1600001P1 Remittance Advice.pdf (153 KE) from aceounting.hess-web.eo.uk? Open Save | Cancel

Total: £2999.94

Total: £2999.94

D m g g € W
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e Printed Cheque Run

Printed Cheque Runs function allows the users to identify invoices to be paid.
The invoices that are available for selection will be limited to those for
suppliers whose agreed payment method is ‘Cheque’

( Codes — Suppliers — ( Select the Supplier Name) — Bank Details )

To use Cheque Run click on Payments and Printed Cheque Run

Manual Cheque

BACS Run
Printed Cheque Run

Cash Matching

The following screen will appear:

Printed Cheque Run

Reference User Date Description Cheque Type Status Total Actions
Jane Gibson 31/08/2015 Printed Cheque - APAC3 - (1 1 jeteq £600.00
3 Part
Jane Gibson 31/108/2015 querty Completed £6841.90
C1500003 Jane Gibson 31/08/2015 asd g';‘a‘id Cheque - APAC3 - ¢ nleted £150.00
C1500004 Jane Gibson 31/08/2015 2xc gr;:id Cheque - APAC3 - ¢ nieted £99999.00
C1500005 Jane Gibson 31/08/2015 Test Printed Cheque - APAC 3= ¢ jeteq £1504.54

3 Part

Page 1 0f 1 (5 ltems)

To create a new cheque run please click on

The following screen will appear:
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December 2016

Create Printed Cheque Run E

Printed Cheque Run * Description *

Date * Period *

Supplier Due Date

Reference Type Due Date Supplier

Close

Bank Account *

Opening Bank Balance: £-189726.14

Enter the relevant information. Mandatory Fields are denoted with an *

Total: £0.00

Cheques Needed:0

Selected Only

Total

Process

Printed Cheque Run*

System generated

Date* Select Cheque Run date
Period* Select the period
Description* Enter the description for payment

Bank Account*

Defaults to the nominated bank

To filter through the list of due invoices select Supplier from the drop down list and to
filter via the date range, enter the Due Date Range.

Supplier Due Date

Select the invoices you want to pay and click on Save to save the Cheque Run and

Process to process the Cheque Run.

To process an already saved Cheque Run, please click on against the cheque
run.

Printed Cheque Run

Cheque Type Status Total Actions

grg:idcheque—APACS— Saved r4000 I (&

Reference User Date Description

€1500006 Jane Gibson 31/08/2015 pay

The following screen will appear:
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€ Info - Please enter a Cheque Date and click Process &t the botiom of the page if you wish to continue and generate Printed Cheque run C15000086 for the listed Invoices/Credit Notes

Printed Cheque Run Deseription Bank Account Total: £240.00
€1500006 pay BADI - Current Bank Account

Cheque Date * First Cheque Number

Cheques Needed:2
Date Period Opening Bank Balance: £-189726.14
308

Period 12

Supplier

Reference Type Due Date Supplier Payee Name Description Total

» AJFOnTheFly(1C

Subtotal: AJF On The Fly £70.00

» Her

Subtotal: Hertfordshire Supplies £170.00

Opening Bank Balance: £-189726.14
_ Total: £240.00 -~

0 Information
» -Before printing you must first ensure that you have correctly loaded all cheques from number 001006 to 001007 in your printer.
* When printing is complete, you MUST choose 'Confirm' to complete the run and save all details.
* |f printing fails or you do not wish to proceed with the Run at this time, choose 'Close’.

+ WARNING: If you choose 'Close’ you MUST destroy any cheques that have been printed

SK106TH

Click IS

firm cheques have been printed

Have your Cheques Printed successfully?

= |f you are sure that all Cheques have printed successfully, choose 'Complete’ to complete the Run and

save all details.

= If you have any cheques that have not printed successfully or are missing, choose 'Cancel'

Cancel Complete

and then click on
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f Cash Matching

Cash Matching allows the System Manager to match a cheque against invoices and
credit notes or to unmatch a cheque from an Invoice if the cheque has gone missing
or been damaged.

To use Cash Matching click on Payments and Cash Matching

Manual Cheque
BACS Run
Printed Cheque Run

Cash Matching

The following screen will appear

Cash Matching (Match) Mateh Unmateh

Supplier * Date Range Period

Type ~ Reference Date Value Description Reference ~ Date Value Description

Y Filter
Enter a Supplier (mandatory), date range or period and click on -

The following screen will appear:
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December 2016

Cash Matching (Match)

‘ Match Unmatch

Supplier * Date Range
BCDO0Y - Bodget & Scarper v
Period
,
: Search:
Invoices

REFERENCE ~ DATE VALUE DESCRIPTION
2344 21012016  250.00 goods

Payments

TYPE ~ REFERENCE

Payment 1234

Matching Total: £ 0.00

Search I

DATE VALUE DESCRIPTION

23/01/2016 250.00 Payment

Matching Total: £ 0.00

Tick the cheque and the invoices that you wish to match and click on m

Note: The match cannot take place until the Matching Total balances to zero.

To unmatch a cheque and an invoice(s) click on the Unmatch tab in the Cash

Matching screen

Select a Supplier (mandatory), period, date range or reference and click on

The following screen will appear:
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Cash Matching (Unmater) [ . (H Unmaten D
Supplier * Date Range

BCDO0O1 - Bodget & Scarper

Period

REFERENCE
PAY2

Supplier

Bodget & Scarper

Bodget & Scarper

Showing 110 1 of 1 entries

v Reference

w VALUE
250,00
Reference Invoice Date
1234
2344 21/01/2016

Due Date

23/01/2016

DATE

24/01/2016

Description

Payment

goods

Search:

UNMATCH

Type Value
Payment 250.00
Invoice 250.00

Tick the match you want to unmatch and click on m The invoice will be
available to pay again

Note: The invoice and or cheque will need to be reversed or rematched.
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