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Purpose
Purchase cards are one method of purchasing at the University, preferred time saving process of a purchasing payment. Quick payment to the supplier, most efficient way to purchase goods or services.


Fraud
Lost or stolen purchase cards, or if you suspect a fraudulent transaction has occurred, the card holder must immediately contact the bank, card provider.  Details found on the reverse of the purchase card.
Alert the Treasury Accountant in central finance with anything to do with fraud, card limits, any relevant purchase card related details.
Contact your local Anti-Fraud Champion. 

Keep cards and PINS safe and secure. The card holder should treat like their own card, safekeeping responsibility down to this individual. Details should never be written down for security reasons, the card should be present at point of sale.

The purchase card is for work purposes only, no personal spend should occur even in emergencies, this is not permissible. Individuals should not benefit from using purchase card e.g. cash back sites, points, etc. 

Purchase cards may not be used to avoid preferred or contracted suppliers - ensure spend is line with University’s Procurement Policy.


Deadlines
Coder to code transactions as soon as possible. This is an audit requirement of the University to aid identifying fraudulent transactions. Unit4 will send regular timely reminders to the coder if coding task not actioned.

Delays in coding and authorising should not occur. If issues have arisen this should not stop coding the purchase card spend. If for example disputes occur and credits are required, this transaction will be coded to offset this spend.

If lateness of coding constantly occurs you may find the card balance is reduced to zero.
The University is the owner of the card and can halt spending if misused or not following procedures. 


[image: ]Workflow overview of process steps for purchase cards

NB: A coder can never code and approve spend, the approval will escalate to a supervisor if spending on own budget.
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[bookmark: _Toc513626281]Before logging into Unit4
Note: if you have not used Unit4 or require initial training contact support via email to obtain access FinanceSystemsSupport@hud.ac.uk

By following the URL you can log on to the Live Unit4 system:
[bookmark: _GoBack]https://agressoweb.hud.ac.uk/MS7_Live_Web/Login/Login.aspx

Alternatively, via the Staff Hub internet page login: 
On the black navigation bar near the top of this page, locating the link Online Systems. 
This opens a new page which you will need to scroll down to locate the link for 
Unit4 (campus only).

To note: OFF campus you will need to login via Unidesktop to access.

The Login box should appear.  Enter login details and then click the Login button:

 [image: ]User name: the same as your computer login e.g. FINALS

Client: H1 is the University company to be used

H1 - (Main Company)
H3 - (UHEL Company)

Password: must be at least 6 digits and include a number
Forgotten your password? Reset by clicking the link





This will open a screen like the following fig 1.1  
The ‘book ends’ menu available on the left of the screen will vary according to your role. 
[image: ]
To access your outstanding tasks click the  icon in the top left toolbar, circled is the location of the task list. 


fig 1.1
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· Click on the task line rather than the ‘Task Manager’ option.  
In the example fig 1.2 there are several Purchase Card coding tasks displayed on the left hand side of the screen.

The first task is the one which is highlighted in blue on the left and details displayed in the right hand window.  

Fig 1.2 
[image: ]

NOTICE default Supplier invoice information fig 1.3
Supplier – Purchase Card Supplier
Total invoice amount – GROSS purchase value
To be approved – NET amount to budget holder
VAT amount – will always show as zero 0.00 until updated

Fig 1.3 
[image: ]

NOTICE default import transaction details
Nominal = P9999, Subproject = FIN999, VAT = P3, Description from statement
[image: ]



· The Nominal, Subproject and Description and VAT Tax code MUST all be amended from the default values.  


[bookmark: _Toc37259735]Amending the default coding details 

· Nominal - used to identify what financial transaction has happened e.g. books, stationery. This MUST be amended from the default P9999.
NB never use an 8 code as this is an income code.

As the Nominal is updated the Tax code will automatically change to P6, but this will incorrectly ADD VAT onto the statement figure so must be amended.  
The Tax code on the line detail must be amended to P8 if VAT is shown on the receipt, purchase evidence or P3 if not, no VAT.  

Tax code default example:
[image: ]Statement ‘Total invoice amount’
This amount will stay the same

To be approved
This is the NET value which may change depending on VAT coding
P3 = NO VAT   P8 = includes VAT

VAT amount 
This value may change depending on VAT charged












P/card coding to P8 example:

[image: ]To be approved
Is the NET value approved by the budget holder
For the P/card we want the system to take VAT OFF the ‘Total invoice amount’

VAT amount
P8 coding - the transactions VAT amount has changed to include VAT










· VAT - if P8 is used, then in most cases the Tax System should be S2 fig1.4.
NB: the only case this doesn’t apply to would be if the Subproject CPK000-01 is used, in this case the Tax Code would be P8 and the Tax System would be S1.

Fig 1.4
[image: ]

· VAT - if P3 is used, the VAT amount will be 0.00 and the ‘Total invoice amount’ and
‘To be approved figure’ will remain the same matching figure fig1.5

[image: ]Fig 1.5










	

· Subproject - identifies which part of the University owns the transaction and is the responsibility of a budget holder. The budget holder will accept or reject this coding.

· Amend the default FIN999-01 to the relevant subproject.

NB if the subproject you require is not listed you will need permission from the budget holder or your school finance office to have access. This approval requires emailing to Finance Systems Support to update.

All purchase card transactions are coded in H1, even if it is a H3 subproject. The transactions are journaled from H1 to H3.

If it is a H3 subproject and the tax code is P8, make sure the Tax system is S2. 
This is because when the transactions are moved from H1 to H3 the tax system will be changed to S1 and will recover the VAT.


· Description - ensure this is amended to clearly show what has been purchased.
Suggesting starting with the Supplier’s name and then continue with additional detail of transaction, the budget holder needs to recognise what has been purchased.


· Final check - before proceeding check that the 
· Total invoice amount is the GROSS value and matches purchase card statement 
· To be approved amount and VAT amount matches the details on the receipt and total the GROSS value 
· Nominal, Subproject and the Description have all been amended accordingly
[image: ]
· If everything is correct click on the Approve icon in the bottom left corner which will then route the line to the relevant budget holder to approve.  

Review the purchase card coding task list fig1.6 and if there are more tasks awaiting attention then click on each one and amend the default coding as described. 

Fig 1.6
[image: ]


NOTE: The payment has already occurred, the task is to confirm the subproject commitment, delays in coding should NOT occur, refer to Introduction – Deadlines.
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There is an option to attach receipts to each purchase card transaction. This allows the budget holder to be able to view the receipt before an accept or reject decision is made against the transaction.

[image: ]Once the task is accessed and completed as the coding detail instructions prior you can attach receipts by clicking on the in the top right corner. 

[image: ]
· The below screen fig1.7 will open, click on [image: ]from the lower screen.

Fig 1.7 
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· An additional box will then appear fig1.8 

Fig 1.8
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· Under the Document type fig1.9, click on the drop down arrow and select Purchase Card Receipt 

Fig 1.9
[image: ]

· Select Upload and find where you have saved the receipt fig2.0

Fig 2.0
[image: ]

· Once you have selected the correct file and clicked Open, then click Save.

The image of the receipt will display fig2.1, you can close the pop up box by the small x. 

Fig 2.1
[image: ]
[image: ]
Once a receipt is attached, the paper clip will then shade blue 

· Once all the details are updated and completed on the purchase card coding task you can click Approve. 

This task will then enter workflow and the budget holder will be able to see the image of the receipt to aid understanding of the approval task. 

[bookmark: _Toc37259737]Purchase Card Coding – Splits

· To process splitting Subproject, Nominals or VAT
[image: ]
· When the coding task is open click  icon in the bottom left corner.  

[image: ]

· The screen then opens and the Advanced mode will now say Simple mode. 
[image: ]



· When the screen opens, code the first transaction line as usual and ensure that the Nominal, Subproject and Description are amended from the default values.  
[image: ]
· Click near the bottom of the page.  

[image: ]

The system will add another coding line beneath the first one.  

· On the new row complete the Nominal, Subproject and Description. 
· Next enter the GROSS amount to be coded to the new subproject. 
The amount on the line above will change automatically. 
· Enter the correct Tax code either P8 or P3.

Fig2.2 the Tax code and the Tax System from the original line will copy to the new line. Ensure the Tax Code and Tax System are correct. 
If P8 is used, then in most cases the Tax System should be S2.
Split row can also be used to split the cost between different subprojects.

Fig 2.2
[image: ]

Split row can also be used if only part of the transaction is vatable and part of it isn’t fig2.3

Fig 2.3
[image: ]




· Once breakdown completed, click on Simple Mode in the bottom left corner to return to normal view. 
[image: ]


· Once all the details are updated and completed on the purchase card coding task you can click Approve. 
[image: ]

· Success message to alert that this task will now escalate the budget holder. Click OK to close.

[image: ]
































Purchase Card Coding		Page 11	
image2.png
specoal Into
>y Progresses YEY Budger YRV o
import [EX I cransactions holoer = =
e accordingly e "
Unied budger





image3.png
UuniT4

In business for people.

Mser name

Client

Password

Login

Forgotten your password?




image4.png




image5.png
UNIT4 Business World On! ® v ® v “TEST"UHHEC™TEST™ v £ SEDULSE2 v & v

Favourites @

Start pages Your employment

Your employment No favourites

[ Expenses

Time and expenses

Procurement




image6.png
H1 Purchase Card coding %

Sortby ~ | Ascending <«

[] Select all visible items

Supplier invoice approval

Supplier invoice

Supplier invoice information

Supplier Purchasing Card Supplier
Invoice number 2318164462 Total invoice amount  158.48
Transaction number 80113750 To be approved 158.48
Invoice date 11/02/2019 VAT amount 000
[] Supplier: Purchasing Card Supplier
Cunt amount. 23575 Due date. 11/02/2019 Currency =3
Currency: GBP Reference no. [ Pay method DD
Due date 21/02/2019
InvoiceNo: 3437718663 Payrec
TransactionNo: 80114336
A
2 Workflow log (row 1)
[] Supplier: Purchasing Card Supplier
Curr.amount:  232.94
Currency.  GBP 15/02/2019 14:03 Troels Petersen (TP1) - Distributed
Due date 21/02/2019
InvoiceNo: 3437720463
TransactionNo: 80114340
A
KEnter a comment)
Total
Copy
A = Overdue
- Advanced mode Workflow user log Get template Create/edit template Log book





image7.png
Supplier invoice details

Map Tax  Status Fundscheck Currency Curramou. Nominal Dept(ct)  Project Resno ‘Subproject Cat5 Taxcode  Taxsystem Description

mi =] GBP 2160 « P9999 [ FFIN  FING99 351 [ FINGGO.01 812007 o = B FPEwEs | @
Purchase Card Costs... Financial S..  CONTROL... Chris Bradwell CONTROLAC.. G Reed Default (not...

b4 2160

Delete. Approve || Undo





image8.png
Totalinvoice amount  149.94.

To be approved 14094
VAT amount 000
Currency e8P

Pay method DD




image9.png
Total invoice amount
To be approved
VAT amount
Currency

Pay method

87.64
7303
1461
=3




image10.png
Taxcode || Taxsystem

= TJI=
o [





image11.png
Supplier invoice approval
Supplier invoice

Supplier invoice information

Suppiier Purchasing Card Supplier
Invoicenumber 642101821

Transaction number 80046655

Invoice date 25/12/2015

Due date 25/12/2015

Reference no. )

2 Workflow log (row 1)

Total invoice amount  87.64

04/01/2016 15:41 Sharron O Donnell. (SMOD?) - Distributed

(Enter a comment)

Copy

 Recurring journal

Distribution

Supplier invoice details

Corr.start period

Msp  Tax  Status Fundscheck Currency Curr.smou.. Norminal
(=] (%] GBP. 87.64f « Poooy
Purchase Card Costs.

8764l

2lmage
No document available
Dept(ct)  Project Resno Subproject cats
PN FINeoe 350 [ FING99-01 812007

nancial S.. CONTROL. Chis Bradwell  CONTROLAC.

GResd

Taxcode

B o H

Defauit(not..

Taxsystem  Description

LYRECO L




image12.png




image13.png




image14.png
Supplier invoice approval

Supplier invoice

Supplier invoice information

Supplier Purchasing Card Supplier

Invoice number 3434430025 Total invoice amount
Transactionnumber 80114282 Tobe approved
Invoice date 20/02/2018 VAT amount

Due date. 20/02/2018 Currency

Reference no. 0 Pay method

Payrec

253
253
000
Gep
oD

 Image





image15.png
Add a document




image16.png
Documentarchive (7)  Purchase Card Receipt

&) Alldocuments o
A GLine (80113750.1)
Expense Receipt
P GLtransaction (80113750)
Gorporate Card Receipt
Direct Invoces
Estates Utiity Invoices
HH Placement Invoices
1R35 Invoices bifts
PLInv authorisation of pay
Purchase Card Receipt 0
Purchase Order Invoice:
SupplierInvoices

XML invoices

Document it

(| Documentope

Add a document Lastupdate





image17.png
Add a document )

File name*

'Document title*

Upload

Document description

save [ Cancel





image18.png
Add a document 7)

Document type*(2)

Expense Receipt
Corporate Card Receipt
Direct Invoices

Estates Utilty Invoices

HH Placement Invoices
IR35 Invoices biffs

Supplier Invoices
XML Invoices

transfer

save

Cancel





image19.png
& Choose File to Upload X
2 [ <« Desktop > Helen HowTo «|©] | Search Helen How To »
e m e
3 FINOD096S555 Name Date modified
20 Desktop Data_protection_statement?.docx 12/09/2019 13:04 Add a document )
Documents SYSTEM - LET user access.docx 10/09/2019 1407
3 Down Accessing Unit 4 via the Staff Hub page.d... 05/09/2019 11:56. [Document type *(2)
b Msi How to do a balance table updatedocx  01/08/2019 11:30 Purchase Card Receipt -
e Understand advances expenses. docx 04/07/2019 17:01 Py
=) Pictures How to do a goods receipt fora PO.doex  07/05/2019 13:17
B Videos How to check sub project on the online s... 30/04/2019 1502
‘ OSDisk (C) To checkif H to H3 has run correctly.docx  16/04/2019 13:52 Document ftle”
- Data @) Cloudbuy quote history.docx 06/03/2019 1207
= finahb2 Personal Storage (k) How to copy an enquiry from Testto Liv...  26/02/2019 16:38 Document description
 Foamee Team Lo 1) Prining  Purchase OrderMSTdoox  12/02/2019 1155
- Departmental M Drive () Full Picture Orders figure seems incorrect... 30/01/2012 11:13
= Departmental M Drive =
AN 3 M e i vle
File name: | <] [auFies -5 v
Open Cancel save [ Cancel





image20.png
Document archive (3)

) All documents

P Glline (80114282.1)
Expense Receipt

P GL transaction (80114282)
Corporate Card Receipt
Direct Invoices
Estates ity Invoices,
HH Placement Invoices
IR35 Invoices biffs
PL Inv authorisation of payment tran

5 Purchase Card Receipt

Purchase Order Invoice
‘Supplier Invoices

XML Invoices

Add a document

All documents

CCreceipt.pat

Document title

(| Documenttype

Last update

CCreceipt
Purchase Card Receipt

26/00/2019

Change view il =

Actions |~

Sortby

Test

C Card
Recerpt

Search





image21.png




image22.png
Advanced mode




image23.png
Sortby

Select allvisible items

Supplier invoice approval
Supplier invoice

[ Swplier  Purchasing CardSupplier  Sunolier invoice information Al
Curr.amount. 8764 P =oe
Curency:  GBR
Duedate  25/12/2015 Supplier Purchasing Card Supplier
InvoiceNo: 642101821
IvoiceNo: o SaaioteZ Invoice number 646463175 Totalinvoice amount  21.60
a Transaction number 80047523 Tobeapproved 2160

Invoice date 18/01/2016 VAT amount 000

[ Supplier  Purchasing Card Supplie Due date 18/01/2016 Currency =3
Curr.amount:  21.60
G 28 Reference no. o Pay method oo
Duedate:  18/01/2016
InvoiceNo: 646463175
Ens.x:l\mNm 80047523  Workflow log (row 1)

[ Suier  Purchasing Card Suplier 20/01/2016 10:10 Troels Petersen (TP4) - Distributed
Curr.amount:  14.60
Curency:  GBP
Duedate  25/01/2016
InvoiceNo: 648275775
TransactionNo: 80047947
A (Enter a comment)

[] Suplier  Purchasing Card Supplier Cony
Curr.amount: 1912
Curency:  GBP
Duedate  08/02/2016
InvoiceNo: 652227350 P
TransactionNo: 80043006 GRecTnoioumal
4 Distibution Core.start perod

[ Swplier  Purchasing Card Supplier hd hd
Curr.amount: 11322
Curency:  GBP
Duedate:  00/02/2016
InvoiceNo: 652231605
TransactionNo: 80043011

Supplier invoice details

[ Suplier  Purchasing Card Supplier
Curr smount: 45892 Map  Tex  Status Fundscheck Currency Curr.amou. Nominal Dept(ct)  Project Resnc
Curency:  GBP
Buedsie  10/02/2010 (] GBP 2160 « PO999 [ FFIN  FNegs 351
InvoiceNo FinancislS.. CONTROL.
IvoiceNe: o Soa2aae Purchase Card Costs. Chris Bradn
a b2 2160

[ Swplier  Purchasing Card Supplier

Workflowuserlog | | Gettemplate | | Create/edittemplate | | Log book





image24.png
Duedate:  08/02/2016

InvoiceNo: 652227350 Al
TransactionNo: 80043006 x Do iounal

4 Distribution
[ Suplier  Purchasing Card Supplier

Curr.amount: 11322

Currency:  GEP

Duedate:  00/02/2016

InvoiceNo: 652231605
TransactionNo: 80049011

Supplier invoice det:
[ Suplier  Purchasing Card Supplier
Curr.amount: 45892 Map  Tax
Curency:  GBP
Duedate  10/02/2016 O @
InvoiceNo: 652543871
TransactionNo: 80049042 =
&
Delete | Spitrow || As
[ Swplier  Purchasing Card Supplier

Approve Woridlow user log Get temg





image25.png
Spitrow




image26.png
Supplier invoice detai

[] M  Tax  Status Fundscheck Currency Curr.amou. Nominal  Dept(ct) Project Subproject Projown | Taxcode | Taxsystem Description

ImEFY % GBP 5000 B022 HHSCH  HHSINC  HHSINC-01 P8 s2 Books for H.

IR %]  Splitrow GBP 3750 « B022 ... BSSCH  BSS000  BSS000-01 P8 .| 52 .| [300ks for BSS
Bocks Adminsta... BUSINESS... gijSIiESS SCHOOL OF 20% VAT on P__Input rovreco-

b1 8750

Delete || Spitrow || Approve || Undo





image27.png
Suppberinvoicsdetis.
0 sw | 1o | e [ Gy e e

(a5 o
FRCRCCS -





image28.png
Simple mode





image29.png




image30.png
/ Success

The item is successfully processed. You are now ready to process the next
item.





image1.png
UNIiT4




