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Welcome to the Access HCSS Accounting v2.8 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. 

 

 

Codes> Suppliers/Customers 
 
Additional Supplier/Customer Terms 
 
The Terms (days) drop down list on Supplier and Customers has been extended and now goes from 1 through to 30 days  

 

Read more about this feature 

 

 

Transactions> Journals 
 
Ability to import into journals from Excel 
 
It is now possible to import from Excel into the Payroll Control Journal, the Internal Transfer Journal and the Opening Balance 

Journal 

 Read more about this feature 

 
Transactions>Purchase Orders> Approval 
 
Purchase Order Approval 
 
When a Purchase Order is approved the Purchase Order is posted to the period it was created (or the earliest open period) 

 Read more about this feature 

 
Transactions>Purchase Invoice> Analysis Code drop down box 
 
Analysis Code description now visible when entering a Purchase Invoice 
 
The Analysis Code description is now visible in the Purchase Invoice 

 Read more about this feature 

 
 
 
 
 
 
 
 

Release Summary  



 
This Document is the property of Access UK 

© Copyright 2017 Access UK Ltd | All rights reserved 
Classification – Restricted 

Transactions>Purchase Invoice> Special Characters 
 
Invoice Number now allows certain Special Characters 
 
The Invoice Number field on Purchase Invoices has been enhanced to allow certain special characters 

 Read more about this feature 

 
 
 
 
 
 
 
 Reports>Returns> SoFA Assistant 
 
Updated SoFA Assistant 
 
The SoFA Assistant has been updated for 2018 

 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. 

 
 
Codes> Suppliers/Customers  
 
Additional Supplier/Customer Terms 
 

The Terms field on Suppliers and Customers has been extended to include days from 1 through to 30. 

Go to Codes>Suppliers (or Customers) 

 

The following screen will appear: 

 

Release Contents 
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Drill down on a Supplier Name 

Go down to Defaults 

 

The additional days can be seen in the drop down list 

Note: This list is has also been extended on Customers 
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Transactions> Journals 
 
Ability to import into journals from Excel 
 
The Payroll Control Journal, Internal Transfer Journal and Opening Balance Journal have had new functionality added to them to 

allow import from Excel 

Go to Transactions>Journals 

 

Select the journal you wish to import into from Excel, for example Internal Transfer Journal 

Click on the  

Enter the relevant information in the Header area for the data you wish to import 
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A new option is available in the Detailed Area  

 

The Column and Row Start can be overtyped and are used by the import function to define where the header row is on the Excel 

Spreadsheet. 

The journal import function will import to the relevant fields in the journal selected. The table below lists the variants that are 

accepted.  If the Excel Spreadsheet has columns that are not required for a specific journal type they will be ignored. 

Column Description Variants Accepted 

Debit/Credit Debit/Credit 
Credit/Debit 
Post To 
Cr/Dr 
Cr/Dr 

Description Description 
Narrative 
Desc 
Comment 
Notes 
Item Description 

Cost Centre Cost Centre 
Cost Centre Code 
CC 

Ledger Ledger  
Ledger Code 
GL Code 
Nominal Ledger 
Nominal Code 
Nominal 
Nom 
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Fund Fund 
Fund Code 

Analysis Analysis  
Analysis Code 

VAT Code VAT Code 

Amount Amount 
Nett 
Cost 
Value 

VAT Value VAT Value 
VAT 
Tax 

Total Total 
Gross 

 

Note: Special characters and spaces will be removed and all uppercase letters will be made lowercase - For example, the column 
'Total (£)' would become 'total' 
 

To import the Excel Spreadsheet click on  
 
A ‘Browse To’ screen will appear: 
 

 
 
Navigate to where the Excel Spreadsheet is stored, select it and click on Open 
 
Note: Only .xls and .xlsx files can be imported 
 
 
The data will be imported. If any of the codes in the spreadsheet are not valid they will not be imported.  A Warning message will 
appear at the top of the screen detailing the error that needs to be resolved prior to posting (see below) 
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For Example 
 
Spreadsheet to be imported 
 

 
 
Internal Transfer Journal after import 
 

 
 
Note: to see the details on the Warning Message click on the + in the box 
 
Once the Excel Spreadsheet has been imported into the Journal it will not post until all the validation rules associated with the 
specific journal have been met. 
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Transactions>Purchase Orders > Approval 
 
Purchase Order Approval 
 
The Approval process for Purchase Orders has been enhanced to ensure that when approved a Purchase Order is posted to the 
period it was raised in if it is open or the earliest open period after that. 
 
The Approval process has not changed. 
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Transactions>Purchase Invoice> Analysis Code drop down box 
 
Analysis Code description now visible when entering a Purchase Invoice from a Purchase Order 
 
The drop down box for Analysis Code selection has been widened to ensure that the description is visible for selection. 
 
Current Screen 
 

 
 
Enhanced Screen 
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Transactions>Purchase Invoice > Special Characters 
 
Invoice Number field now allows certain special characters 
 
The Invoice Number Field has been enhanced to allow certain special characters. The special characters allowed are -/_&()>\:;.  
 
Go to Transactions>Invoices 

 
 
The following screen will appear 

 
 
Select the relevant invoice type (Invoice from GRN, Invoice from PO or Non Order Invoice) 
Enter the Invoice details as normal using the allowed special characters if required. 
Post the Invoice as normal 
 

 
 
Note: The Invoice number will not accept spaces. If you put a space in the Invoice Number this message will appear 

 and you will not be able to post the invoice 
  



 
This Document is the property of Access UK 

© Copyright 2017 Access UK Ltd | All rights reserved 
Classification – Restricted 

Reports>Returns > SoFA Assistant 
 
SoFA Assistant 2018 
 
The SoFA Assistant has been updated for the Financial Year 2018 in accordance with the 2017-18 Accounts Directive 
 
Go to Reports>Returns>SoFA Assistant 

 

 
 

The following screen will appear 
 

 
 
Click in Generate to create the report 

 
It will go into your ‘downloads’ and can be run from there. 
 
To use the report you will need to Enable Editing and then Enable Content. 
 
The Report comes with 2 tabs 
 
1. SoFA 
2. Balances by Codes 
 
The SoFA Tab gives the breakdown of Income and expenditure during the year based on Restricted, Unrestricted and Restricted 
Fixed Asset Funds. 
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The Balances by Codes tab provides the balances for all the ledger codes split by fund type and cost centre (Columns A-K) From 
Column L the display changes to the rows in the SoFA. To map the balances on the ledger codes to the SoFA Rows enter a Y in the 
column. The ledger code will turn from Green to Black, if the ledger code is mapped more than once it will turn to Red 
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The data can be filtered for ease of use by using the filter options at the top of columns A-K. To clear any filters selected click on 
the Clear Filters button. 
 
The totals shown in columns L onwards will feed through to the relevant row in the SoFA tab  
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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/ 
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