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1. Auto Generation of Reference Numbers 

This function automatically generates reference numbers for transactions. A bespoke prefix can be added to the 

reference number. Once Auto Generation has been activated it cannot be undone. 

To activate, go to System Set-Up> Defaults 

 

 

A new tab is available called Auto-Generation: 

 

Select which transaction types you want the reference auto-generated for, enter a prefix if desired then click on 

save. 

Note – This is a once only activation and cannot be undone. 

Once activated, when you go into the transaction you will no longer be able to enter a Reference Number and on 

submit, a unique reference number will be allocated. 
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2. BACS Reversals 

It is now possible to reverse an individual BACS payment or a full BACS run. 

Go to Transactions>Corrections>Reversals: 

 

Click on Reversals. The following screen will appear: 
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Select the tab named BACS and look for the BACS run that contains the payment that requires reversing. 

To reverse the entire run click on the alongside the BACS Run. 

To reverse an individual item click on the alongside the relevant transaction. 

 

The reversal will unmatch the payment and the invoice(s), reverse the payment and set the invoice to ready to pay, 

so that it is available for the next payment run. 
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3. Cash Book Journal – using Balance sheet ledger codes 

It is now possible to post a Cash Book Journal directly to the Balance Sheet. 

Go to Transactions>Journals>Cash Book Journal 

 

On selecting Cash Book Journal, click on and the following screen will appear: 

 

In the Cost Centre Code drop down, you can choose not to use a Cost Centre and Balance Sheet Ledger codes will be 

available for selection in the Ledger Code drop down. 
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4. Cash Book Journal – using VAT 

It is now possible to select a VAT Code on a Cash Book Journal – this is not a mandatory field. 

Go to Transactions>Journals>Cash Book Journal 

 

On selecting Cash Book Journal click on and the following screen will appear: 

 

Enter the relevant journal details and select a VAT code if required. 

The VAT amount can be overwritten if this varies from the calculated value. The VAT tolerance rate will be applied. 
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5. SBS Advance Journal – using VAT 

It is now possible to select a VAT Code on a SBS Advance Journal – this is not a mandatory field. 

Go to Transactions>Journals>SBS Advance Journal 

 

  



  
  
 
 

Page 10                                                                   HCSS Accounting Release Notes v1.2 

On selecting SBS Advance Journal click on and the following screen will appear: 

 

 

Enter the relevant journal details and select a VAT code if required. 

The VAT amount can be overwritten if this varies from the calculated value. The VAT tolerance rate will be applied. 
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6. Supplier Details Export (including PO and Remittance Email) 

An export to Excel has been added to the suppliers’ View List in Codes. This export lists provides all the Supplier 

Information entered, including the PO Email address and the Remittances Email address.  

Go to Codes>Suppliers. 

 

Click on the Actions drop down list 

 

At the bottom of the list, there is an option to Export to Excel.  

Click on this and a download will be available. It shows all the information entered for each supplier. 
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7. BACS Payments – disable in BACS Processing if remittance email is missing 

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. 

Go to Payments>BACS Run. 

 

Click on to add a new BACS Run. 

Enter the relevant details. The following screen will appear: 

 

It will not be possible to select the suppliers that do not have a Remittance Email Address. To check the Remittance 

Email Addresses before running the BACS Run use the Supplier Details Report available under Codes>Suppliers. 
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8. Cost Centre on Purchase Requisition View 

A new column has been added to the Purchase Requisitions View List screen showing the Cost Centre attributed to 

the Purchase Requisition. 

Go to Transactions>Orders>Purchase Requisitions. 

 

Click on Purchase Requisitions and the following screen will appear: 

 

The additional column for Cost Centre is visible just before the Supplier Name column. 

It also appears in the Excel export available from the Actions tab. 
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9. Purchase Order View List – Email details 

A new field has been added to the Purchase Order View List screen which shows the email that have been sent to a 

supplier for the individual Purchase Order. 

Go to Transactions>Orders>Purchase Orders. 

 

Click on Purchase Orders and the view list screen will appear. An additional column appears with an Envelope icon. 

Click on and details of the email sent will be displayed. If no email has been sent, this icon will be grey. 
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10.   BvAvC – additional columns 

It’s now possible to include columns for Ledger Codes, Fund Codes and Analysis codes on the BvAvC Report. 

Go to Reports>Budget Holders>BvAvC. 

 

Open the Report to show the selection criteria: 

 

 

Select the additional columns required and click on submit. 

The columns can be viewed on screen (with hover text displaying the description for the codes) and exported to both 

Excel and PDF. 
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11.   BvAvC - Grand Total Line 

A grand total has been added to the BvAvC. 

 

12.   Completed Run Report– Cheque Number or BACS Reference included 

The Completed Run Report for Printed Cheques or BACs now includes the Cheque Number or BAC Reference. 

Go to Payments>Printed Cheque Run (or BACS Run). 

 

Click on to download a Completed Payment Run. A new column has been added to include the Cheque 

Number or the BACS Reference. 

 

Note this is only available on the Completed run not the Saved run. 
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13. Aged Debtor and Aged Creditor Reports – include unmatched Receipts and 

Payments 

The Aged Debtor and Aged Creditor Reports have been updated and now include a column (on Account) for 

unmatched Receipts and Payments. 
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14.   Purchase Order and Sales Invoice templates – window address 

The Purchase Order and Sales Invoice Template have now been updated to show the Supplier or Customer Address 

on the left hand side for window envelopes. 

 

 

 

 


