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Welcome to the Access HCSS Accounting v2.6 Release Notes! 

This document outlines all you need to know about this version of the software, it will provide you with a brief summary of the 
changes, and by using the hyperlinks you will be able to easily navigate through the document to find out detailed information 
about the new features, including screenshots and videos where appropriate. 

Please refer to the table of contents for a full list of what is included. 

 

About Access HCSS Accounting 
 

Access HCSS Accounting is the UK’s first completely online accounting package designed exclusively for the education sector. It 
supports schools, academies and Multi Academy Trusts.  

Integration with our budgeting & forecasting tool: HCSS Budgeting is seamless and provides a detailed insight into the financial 
performance of each establishment. HCSS Accounting helps schools to manage budgeting and accounting processes in line with 
the DfE and ESFA requirements and specifically supports the completion of CFR and SOFA Returns. 
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This version of HCSS Accounting includes features requested by existing customers to improve existing functionality. 
 
The following major features are included in this release, please select the appropriate links if you would like more details on the 
features. The features are grouped by Product/Area to help you find the information you need easily. 
 
 
System Setup> Customer Statement  
 
Ability to print a Customer Statement 
 
It is now possible to print off Customer Statements for all or selected Customers 
 
Read more about this feature 
 
 
Payments>BACS Export Format 
 
HSBC BACS SUN Export 
 
A new BACS Export Format is available for HSBC which allows the addition of a BACS SUN  

 Read more about this feature 

 
 
Reports 
 
Printed Cheque Run and Cheques Used Report display Supplier Payee Name  
 
The Printed Cheque Run and Cheques Used Report now display the Supplier Payee Name 
 
Read more about this feature 

 

BvAvC – Export to Interactive Excel 
 
It is now possible to generate an Interactive BvAvC in excel which provides information by ledger, analysis and cost centre codes 

Read more about this feature 

 

Consolidated Transaction List 
 
A Transaction List by School is now available at a Consolidated Level 

Read more about this feature 
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Various>Multiple Budget Holder Functionality 
 
Multiple Budget Holder Functionality 
 
The Budget Holder functionality has been enhanced to allow Multiple Budget Holders per Cost Centre and restricted access. 

 Read more about this feature 
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The below section describes the features in more detail, including screenshots and videos where appropriate, this is ordered by 
the products/modules identified in Release Summary section. 
 
 
System Setup> Customer Statement  
 
Ability to print a Customer Statement 
 

New functionality has been added to Customers to allow the production of a Customer Statement. 

1. Customise Stationery Details 

Go to System Set-up>Stationery Details 

 

From the drop down menu for Select Template chose Default Customer Statement with Logo 
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Enter any required Custom Text and click on Save 

 

 

2. Set Default Customer Statement 

Go to System Set>Defaults 

 
 
The following screen will appear: 
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Select the Sales Tab and select the Default Customer Statement with Logo from the drop down list for Default Customer Statement 
Template 
Click on Save 
 

 
 
 
 

3. Run a Customer Statement 
 
Go to Codes > Customers 
 

 
 
The following screen will appear: 
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Select the Customers you wish to run the statement for by using the tick box. 
 
Click on the Actions tab and select Generate Customer Statement(s) 
 

 
 
 
A zip file will be exported  
Double click on the file and extract the statements by clicking on Extract All to a destination on either your local PC or network by 
using the Browse option. Print the reports as required 
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Payments>BACS Export Format 
 
HSBC BACS SUN Export 
 
A new BACS Export has been provided for those users who bank with HSBC and are required to enter a BACS Service User Number 

Go to System Set-up> Defaults 

 

Select the Bank Tab. 

Chose the relevant bank and tick the BACS tick box. 

Select the BACS format HSBC SUN. A new box will appear SUN Number. 

The relevant number must be entered. 

 

Click on Save 

The SUN number will then be on any BACS Export created. 
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Reports  

Printed Cheque Run and Cheques Used Report display Supplier Payee Name  
 
Both the Printed Cheque Run from within Payments>Printed Cheques and the Cheques Used Report from within Reports> Bank 
now show the actual Payee that the cheque was made payable to. 

 

 

Note: For Alternative Payees the Payee Name should be entered in both the Alternative Payee section under Payee 
name and under the Bank Details section under Payee Name. 
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BvAvC – Export to Interactive Excel 
 

A new export type has been added to the BvAvC Report. 

Go to Reports> Budget Holders 

 

Select the BvAvC 

Enter the relevant Periods and tick Show Ledger Codes, Show Fund Codes Show Analysis Codes 

Click on Submit 

A new export option is available  

Click on this and an excel file will be sent to your downloads 

Open and enable the file in Excel 

Select the Data Tab 
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Click on Refresh All 

This will populate the data in all the tabs on the Report at the bottom of the Excel Worksheet 

 

The BvAvC % Budget Spent will be available by Analysis , Ledger Cost Centre and Fund Code 
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Consolidated Transaction List 
 

For MAT’s a new Consolidated Report is now available, the Consolidated Transaction List. This will provide the same 
information as the Transaction List Report in an individual school for all selected schools in the MAT. 

Go to Reports> Consolidated Transaction List 

 

Select the Period to, Ledger Codes and Schools you wish to run the report for 

Click on Generate 

The report will export straight to the download area.  

The school will be displayed at the start of the spreadsheet 
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Various>Multiple Budget Holder Functionality 
 
Multiple Budget Holder Functionality 
 

New functionality has been added for Budget Holders 

1. Multiple Budget Holders 

Go to Codes>Chart of Accounts> Cost Centres 

 

The following screen will appear 

 

Click on the hyper link in the Budget Holder Column 

 

A new pop up appears which allows selection of multiple budget holders for a cost centre. 

Select the relevant Budget Holders from the drop down list and click on Save 
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On screen if multiple Budget Holders are selected [Multiple] appears in the column rather than the individual names 

 

 

2. Purchase Orders 

When a Budget Holder enters Purchase Orders the view list displayed will be limited to only those Purchase Orders 
that belong to the Cost Centres that they are a Budget Holders for. 

 

The Add Purchase Order function will display only those Cost Centres they are a Budget Holder for. This also applies 
if the Purchase Order uses Create from Requisition 

 

 

3. Purchase Invoice from Purchase Order 

When a Budget Holder enters Purchase Invoices the view list displayed will be limited to only those Purchase 
Invoices that belong to the Cost Centres that they are a Budget Holder for. 
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The Add Purchase Invoice from Purchase Order function will display only Purchase Orders for the Cost Centres they 
are a Budget Holder for.  

If a new line is added then only their Cost centres will be available to select 

4. Purchase Invoice from GRN 

When a Budget Holder enters Purchase Invoices the view list displayed will be limited to only those Purchase 
Invoices that belong to the Cost Centres that they are a Budget Holder for. 

The Add Purchase Invoice from GRN function will display only GRN’s for the Cost Centres they are a Budget Holder 
for.  

If a new line is added then only their Cost centres will be available to select 

 

5. Non Order Purchase Invoice 

When a Budget Holder enters Purchase Invoices the view list displayed will be limited to only those Purchase 
Invoices that belong to the Cost Centres that they are a Budget Holder for. 

 

The Add Purchase Invoice will display only the Cost Centres they are a Budget Holder for.  
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6. Purchase Credit Note 

When a Budget Holder enters Purchase Credit Note the view list displayed will be limited to only those Purchase 
Invoices that belong to the Cost Centres that they are a Budget Holder for. 

The Add Purchase Credit Note function will display only the Cost Centres they are a Budget Holder for. 
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For further information related to this release or how to upgrade please use the following contacts: 
 
Your Account Manager or Customer Success Manager 
 
Support department 
 

 Support Portal  https://access-support.force.com/Support/s/ 
 Tel 0845 340 4547 

 
General Website: 
https://www.theaccessgroup.com/ 
 
 

 

 

 

How to Contact Us 


