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How to Replenish Petty Cash

Petty Cash must have an Imprest Holder (person responsible for managing the cash,

receipts, and replenishments) established through Central Finance.

Please go to the Financial Affairs website for more information. https://financial-

affairs.mcmaster.ca/financial-affairs-fags/#Petty-Cash or search Petty Cash in FAQ’s.

Mchaster FINANCIAL AFFAIRS

U5 Exchange Rates

Payment Cards & E-Gommerce

Petty Cash Pe‘t‘ty Cash
.k @

Administration of Petty Cash Funds Petty Cash Application

DOWNLOAD POF e DOWNLOAD POF e
-
5 i

Petty Cash Balance Sheet Petty Cash Guidelines

DOWNLOAD EXCEL SPREADSHEET ° DOWNLOAD POF °

PETTY CASH INQUIRIES —>

4

Petty Cash Imprest Holder Change
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There are many resources on the Financial Affairs website about Petty Cash.

NOTE: Petty Cash must be kept in a locked drawer in a locked room.

Once the initial Petty Cash has been reduced, it should be replenished or closed out.

On campus Imprest Holders pick up cash from the Cashiers Office.

Off campus Imprest Holders have a cheque sent to their office or home to be cashed.
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Compass>Navigator>Finance>Accounts Payable>Vouchers>Add/Update>Regular

Entry

[ D Regular Voucher Entry X Y\w CHUM FM
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Voucher

Eind an Existing Value

Add a New Value

Business Unit MACO1 |Q
Voucher IDNEXT

Voucher Style

Regular Voucher

Supplier Name
Short Supplier Name
Supplier ID

Supplier Location

& Number

Invoice Date

Gross Invoice Amount
Freight Amount
Entered VAT Amount
Misc Charge Amount
PO Business Unit

PO Number

Estimated No. of Invoice Lines

Add

Voucher

Adjustments
Journal Voucher
Prepaid Voucher
Register Voucher
Regular Voucher

pld
Third Party Voucher
2y

1

Eind an Existing Value ‘ [ Add a New Value

“Business Unit | MACO1 Q

Voucher ID |NEXT

Voucher Style | Single Payment Voucher -

Supplier Name.
Short Supplier Name-
Supplier ID
Supplier Location

Address Sequence Number 0oQ

Invoice Number

Invoice Date
Gross Invoice Amount
Freight Amount

Misc Charae Amount

0.00
0.00
0.00
0.00

Single Payment Voucher >
- \oucher

Voucher

Look Up Supplier ID

SetiD
Supplier ID

Short Supplier Name

Supplier Name

Classification | =

Persistence | =

SHARE

begins with ~

begins with ~

begins with ~

Search Results

Do not enter a Voucher ID —
Mosaic assigns this. The
Voucher must be deleted if this

happens.

Select Single Payment Voucher

Help

View 100 6
Supplier ID ﬁ::"'; Supplier  gupplier Name Classification Persistence
0000009512 | ONETIME US-001 ONE TIME USD single Pay
=" - g
PETTYCASH PETTY CASH-001 Petty Cash Replenishment sSingle Pay
T — O Pay
SINGLE1 GRADSCH-001 GRADUATE SCHOLARSHIPS Single Pay
SINGLE2  STUDENT2001  Student Refund Payments Email Single Pay

Select PETTY CASH by
clicking on the
magnifying glass beside
Supplier ID field.

Do NOT use Supplier
ID’s SINGLE,
SINGLE1, or SINGLE2.

Refunds refer to tuition
and not expense
reimbursements.
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Voucher

Eind an Existing Value Add a New Value

“Business Unit |MACO1 Q
Voucher ID |NEXT
Voucher Style | Single Payment Voucher ~
Supplier Name | Petty Cash Replenishment Q
Short Supplier Name PETTY CASH-001 Q

Supplier ID |PETTYCASH Q

Q

Supplier Location

Address Sequence Nu

Invoice Number | Sue Graci Petty Cash Jan-May22

Invoice Date [05/31/2029 [ |

Gross Invoice

Freight Amount 0.00
Misc Charge Amount 0.00
Estimated No. of Invoice Lines 1

ayments Voucher Attributes Single Payment Supplier }
Supplier Information

Supplier Bank Supplier Bank Address Transfer to EFT options
Business Unit MAC01 VoucherID NEXT Payment Method CHK
Supplier Name  Sue Graci - Petty Cash

Additional Name

Country |CAN Q Canada

Address 1 | OJN 320

Address 2
Address 3

Address 4
City | CAMPUS

County Postal

Province ON Q

Email ID ‘gracws@mcmastercd

I Save ] [ Save For Later

Invoice Information | Payments | Voucher Attributes | Single Payment Supplier

Invoice Number: Name of
Imprest Holder and date range
of receipts submitted to deplete
Petty Cash

Date: Select a date and be
consistent — i.e., date of first or
last receipt on Petty Cash report
is fine

Do not enter Gross Amount.

ADD

Mosaic goes to Single
Payment Supplier Information
screen next.

Complete this screen
BEFORE moving on to the
Invoice Information screen —
Mosaic uses the address for its
tax parameters.

NOTE: Shown is Address for
someone on Campus (City is
CAMPUS, no postal code).

Once completed, click the
Invoice Information tab.
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PETTY CASH EXPENSE REPORT

o . - - . Total Amount Cash |Rounding
Date Descrig I1siness [: s =Cif s Fund | Account |Department# | Program # PC _ Project Amount | GHST HST Charged given to | differenc
(MMDDYY) Purpose Name signature #(2) #(8) (5) (5) Bus.Unit | (10) N to
Paid employee e
Account

posiage Sue Graci -20 | -60-0012 -1-0383 -3-0000 3.85 018 372 3.85
coffee while training new staff Terri Wetton —20 [ -75-0001 -1-0383 -3-0000 37.80 372 35.06 37.80
mouse for computer - rush! Karen Campbell --20 -60-0001 -1-0383 -3-0000 53.00 5.57 49.79 53.00
lunch during training Sharon Patry —20 [ -75-0001 -1-0383 -3-0000 44.80 5.16 40.99 44.80
office supplies Karen Campbell -20 -60-0001 -1-0383 -3-0000 3545 3.31 3301 3545
fatigue mat for standing desk Sue Graci —20 [ -60-0001 -1-0383 -3-0000 33.60 245 31.79 33.60
courier cheque to campus Lina Persadie —-20 | -60-0013 -1-0383 -3-0000 33.60 245 31.79 33.60
replenish First Aid Kit bandaids | Laurie Hickey -20 | -60-0020 -1-0383 -3-0000 38.60 367 35.89 38.60
0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

0.00 0.00

Totals 281.60 0.00 26.51 262.04 281.60

I ! Net rounding difference

- - (to be charged to account 750000)
Total amount to be replenished 281.60

* GST/HST Rebate 67% (MACO1 20 240210)| 0.00
HST Rebate - 73.77% MACO1 20 240200) 19.56

signature of Imprest Holder Printed Name  E-Mail Phone

Signature of Authorized Approving Officer Printed Name  E-Mail Phone

Example for Petty Cash Non PO Voucher in this guide.

Lines 3, 5 and 6 all have the same chart field string. They will be entered on the Non-
PO Voucher as one combined invoice line — the receipts will be attached to the voucher
so any approver or auditor will be able to see what the separate charges were.

Lines 2 and 4 have the same chatrt field string. They will be entered on the Non-PO
Voucher as one combined invoice line — the receipts will be attached to the voucher so
any approver or auditor will be able to see what the separate charges were.

Note: The spreadsheet calculates the HST and GST rebate (if any) on all purchases
and removes that portion from each line. The department/program/project is charged
the total amount reimbursed LESS the rebate on any taxes.

When entering the HST and/or GST rebates (calculated by the spreadsheet), only the
fund and account are in the chartfield string. This looks very odd — but it is correct. Do
not add department and program.
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An embedded page at fsprd.mcmaster.ca says

e
o
) E number of rows to add:
Summary Related Documents Invoice Information Payments Voucher Affributes Singl I 5| ) ]
N
Business Unit  MACO01 Invoice No | PETTY CASH Sue Graci Jan-May22
ancel
Voucher ID 00927206 Accounting Date | 07/26/2022
Voucher Style  Single Payment Voucher *Pay Terms | N30 Q ey - - -
N30 = il
WMiscellaneous
Invoice Date  05/31/2022 [ BasisDate Type Inv Date — °
= Freight
Invoice Received = -
Petty Cash Replenishment Entered VAT
Supplier ID | PETTYCASH Q Control Group Q VAT 0.00
Noninv
ShortMame  PETTY CASH-001 Q
) Total
Location |1 a Difference 0.00
“Address Incomplete Voucher
Save u Save For Later | Action v Run H Calculate || Print |
Invoice Lines (@ ‘ Q‘ View 1
Line 1 O Copy Down ship To |031_RECV Q O One Asset
O One Asse
*Distribute by | Amount ~ Description Invo; \
Work
ftem @ Packing Siip uPl
o 0N
uom Q S
Unit Price
Line Amount 0.00

®)[q] Vew s
GL Chart Exchange Rate Statistics Assets VAT |
Use the Save for Later button to generate the Voucher ID# and write this on the Petty

Cash register.

The Petty Cash spreadsheet must already be completed, then signed by the Imprest
Holder and Authorized Approver.

A total of 6 lines is required for this voucher so select the “+” button on Invoice Line 1
upper right corner and add 5 lines (do not add 6, as there is already a line on the
voucher!).

HINT: Select “View All” when working with multiple lines to scroll through and ensure all
lines are complete.

An additional line is added for the VAT rebate. There can be either HST rebate only,
GST rebate only or a combination. If more than just HST or GST, a second Distribution
Line will be added to the Invoice Line, rather than creating an additional Invoice Line.

If there had been a figure in the rounding column on the spreadsheet, it would be
charged to the department chart field string, using Account 750000.

Enter all 6 Invoice Lines.

Use the Calculate button to drop line entries to the Distribution Line.
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HINT: VAT Rebate Distribution Line will look very odd, with only fund and account. No
department or program is required, as this is a Central Finance process. When the
rebate is received, the two cancel each other out. There is never more than fund and
account for this part of the process.

Because the Petty Cash spreadsheet calculates the rebate portion for each expense,
and separates this out to be charged directly to the HST or GST rebate account, all
lines in the Non-PO Voucher must be exempted for VAT. The system does not do any
calculating when the spreadsheet has already done it.

McMaster
obvesty B4 Voucher A Y
| New Window | Help | F
Summary Related Documents Invoice Information Payments Voucher Attributes Single Payment Supplier Error Summary

AT Invoice Total VAT Summary

Business Unit MACO1 Invoice No July 1
Voucher ID 00457509 Accounting Date 11 Line Total 262.04 Non Merchandise Summary
Voucher Style Single Payment Voucher *Pay Terms N30 Q@ N “Currency canjq Session Defaults
Invoice Date [10/31/2017 |} Basis Date Type Inv Date Miscellaneous = Comments(0)
Invoice Received [E Freight = Attachments (0)
Template List
Petty Cash Replenishment Entered VAT = N DA L
" VAT Noniny 0.00 fiew Audit Logs
Supplier ID FET_‘AAS-{ Q. ¥ Incomplete Voucher Supplier Hisrarchy
shortName PETTY CASH-001 Q Total 262.04 Supplier 350
Location Q Difference 0.00
*Address 1 Q
Save Save For Later Action v Run Calculate Print
Invoice Lines (2 Find | View 1 First ‘4 1-60f6 '/ Last
Line 1 Copy Down SpeedChart Q One Asset Bl =]
*Distribute by | Amount v Ship To D31_RECV Q —
) Invoice Line VA
Item Q. Description Lok Order
Quantity Packing Slip ransfer to Invoice Line VAT
uom
Unit Price
Line Amount 72
Calculate
Distribution Lines Personalize | Find | View Al | 2] | E First (&) 10f1 &) Last
GL Chart || Exchange Rate || Stafistics || Assets || VAT
~— PC B )
javascript:submitAction_winO{decumentwing,'PSFT_CLOSE_MODALS(0Y; 3 Fund Account Dept Program Unit s Project Activity Source Type
B
Invoice Line VAT Information x
Help
Go To Invoice Line
Business Unit  MACO1 Ship To Location  031_RECV
VoucherID  NEXT VAT Entity  MACOD1
ine Number 1
[ £ Expand All Sections Y l [ Collapse All Sections
L § y
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~ Physical Nature

Physical Nature  Goods

Click this butten if you want to change Physical Nature (to Goods or Services)
and reset all VAT Defaults at this level only.

]
|
| Change Physical Nature
|

¥ VAT Locations
f Ship From Country CAN Ship From State | ON Q

Ship to Country  CAN shipto State ON

VAT Defaults
~ VAT Registrations

Reporting Country  CAN Defaulting State |ON Q

¥ VAT Controls
Use Type TAX Q
~ VAT Treatments

Treatment  Domestic Goods Purchase ~

~ VAT Details
licability Exempt v

VAT Code Q

O Record Qutput VAT

Transaction Type EXMT Q

eraulls

‘\ | Adjust Affected VAT Defaults

CMWihis button if you want the system to adjust the VAT Defaults on this page affected by changes you have made to this page. Al
[s jes you have made to VAT Defaults that affect other VAT Defaults will be retained.

For Every line in the voucher: Invoice Line VAT — Expand All Sections (only required
on the first line) — VAT Details — Applicability — change to Exempt — Adjust Affected VAT
Defaults — no other fields need to change as Mosaic will adjust them automatically

Scroll to top of screen and use “Go to Invoice Line” to return to Invoice Information
screen.

HINT: Do not use the “X” at the top right or any changes you have made will not be
saved, even if “Adjust Affected VAT Defaults” has been clicked.

Attach all documentation, with receipts in same order they appear on the Petty Cash
Excel Sheet, in ONE document to attach.

TIP: Petty Cash Excel spreadsheet plus receipts will be the supporting documentation.
Open the attachment to ensure it can be viewed.

Review the entire Non-PO Voucher for accuracy.

Save.

Budget Check.

Submit for Approval.

Confirm Non-PO Voucher is submitted by clicking on Summary Tab — Approval History
hyper link will be in the centre of the screen and the Budget Status will be Valid.
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