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1. Reports________________________________________________        

Enhancements have been made to a number of reports in v2.1: 

a. Financial>Transaction List Report 

b. Budget Holders>BvAvC  

c. Financials>Trial Balance 

d. Consolidated Trial Balance 

And 2 new report have been added 

e. VAT>Download Previous VAT Return 

f. VAT> Download Previous VAT 126  

 

 

 

Details of these are given below. 

 

 

 

a. Financial>Transaction List Report______________________        

An additional column has been added to the Transaction List Report to show the CFR Code and Description. 

 

 

Go to Reports>Financial>Transaction List Report 

 

 
 

The following screen will appear 
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Select the period range you wish to run the report for. 

Note: the report will be for the Year that you are in based on the Year displayed at the top of the screen 

 

Click on Generate to run the report. It will be exported to Excel and be available in your downloads 

 

 
 

The additional columns showing CFR Code and Description can be seen. 

 

 

 

b. Budget Holders>BvAvC______________________________       
 

The Export to Excel format for the BvAvC now exports the values as numbers 

 

 

Go to Reports>Budget Holders> BvAvC 

 

 
 

The following screen will appear 

 

 
 

Select the period you wish to run the report for. 
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Note: the report will be for the Year that you are in based on the Year displayed at the top of the screen 

 

Click on Submit to run the report  

 

The report will display on the screen 

 

 
 

 

 

Select Export to Excel, all the values are correctly exported as numbers to 2 decimal places 
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c. Financial>Trial Balance _____________________________       

The Export to Excel format for the Trial Balance now exports the values as numbers 

 

 

Go to Reports>Financials>Trial Balance 

 

 
 

 

The following screen will appear 

 

 
 

Select the period you wish to run the report for. 

 

Note: the report will be for the Year that you are in based on the Year displayed at the top of the screen 

 

Click on Submit to run the report  

 

The report will display on the screen 

Select Export to Excel, all the values are correctly exported as numbers to 2 decimal places 

d. Consolidated Trial Balance __________________________       

The Export to Excel format for the Consolidated Trial Balance now exports the values as numbers 
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e. Previous VAT Return __________________________       

An enhancement to the existing VAT Return now allows previously claimed PDF VAT Reports to be downloaded. 

 

Go to Reports>VAT>VAT Return 

 
 

The following screen will appear: 

 

 
 

Click on next to the title 

A select box will appear giving a drop down list of all previous VAT Returns 

 

 
 

Select the return you wish to download and click on Download PDF 

 

f. Previous VAT 126 __________________________       

An enhancement to the existing VAT 126 now allows previously claimed PDF VAT Reports to be downloaded. 

 

Go to Reports>VAT>VAT 126 
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The following screen will appear: 

 

 
 

Click on next to the title 

A select box will appear giving a drop down list of all previous VAT 126 

 

 
 

Select the return you wish to download and click on Download PDF  
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2. Logo for Purchase Order 

a. Defaults>Upload Logo for PO_________________________       

A new template has been added for Purchase Orders which allows the uploading of a school logo 

 

Go to System Setup>Defaults>Miscellaneous (Previously named Tolerances) 

 

A new option is available on the tab to attach a Report Logo. Tick the box and click on the to upload your 

logo. The file must be either .jpg, .jpeg or.png 

When your logo is saved you will see the name of the file next to the paperclip. 

 

Click on Save 

Go to the Purchases Tab and click on the drop down list for Default Order Template 

Select Purchase Order with Logo 
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Click on Save 

b. Stationery Details>Purchase Order with Logo______________       

A new template is available in Stationery Details, Purchase Order with Logo 

Go to System Setup>Stationery Details 

Click on the drop down list and select Purchase Order with Logo 

 

The custom text from the Default Purchase Order is copied across and can be amended if required. 
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Remember to click on Save if any changes are made 

c. Transactions>Orders>Purchase Order ___________________       
When a new Purchase Order is created and emailed to a supplier the Logo will be shown. Any existing Purchase 

Orders downloaded again will be updated to include the logo. 

 

 

  



 

Page 11                                                                                                 HCSS Accounting Release Notes  v2.1 

 

3. Default Sales Credit Note 

a. Defaults>Sales_________________________       

A new template has been added for a Default Sales Credit Note. 

 

Go to> System Setup>Defaults>Sales 

 

The following screen will appear 

 

Select Default Sales Credit Note from the dropdown for Default Sales Credit Note Template 

Click on Save 

b. Stationery Details>Default Sales Credit Note______________       

A new template is available in Stationery Details, Default Sales Credit Note 

Go to System Setup>Stationery Details 

Click on the drop down list and select Default Sales Credit Note 
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Add any required custom text and click on Save 

c. Transactions>Sales Credit Note_______________________       
 

When a new Sales Credit Note is created a PDF will be available to download by clicking on the PDF link. It will 

also be possible to download a PDF for an existing Sales Credit Note   
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4. Optional Cash Book Warning 

a. Defaults>Miscellaneous_________________________       

A new tick box has been added on the Miscellaneous tab (Previously named Tolerances) allowing a warning to be 

shown when posting a Cash Book Journal identifying which Bank Account the journal is being posted against. 

 

Go to System Setup>Defaults>Miscellaneous 

 

 
 

The following screen will appear: 

 
If you wish to activate the warning click in the tick box and then on Save 

 

b. Transactions>Journals>Cash Book Journal_______________       

When you add a new cash book journal a warning will appear on Submit or Submit and Add Another 
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Clicking on OK will post the journal to the chosen bank account, clicking on Cancel will close the warning and 

take you back to the Cash Book Journal and allow you to change the bank account. 


