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1. [bookmark: _Toc178606991]INTRODUCTION 
Petty cash provides an overview of essential feature for managing small expenses within accounting framework. Petty cash allows organizations to efficiently handle minor transactions such as office supplies, postage, and other incidental costs without the need for formal payment processes. 
Petty cash have 5 main categories.
1) Expense Category Management
2) I owe you
3) Petty cash Management
4) Petty cash Reimbursement
5) Reports
2. [bookmark: _Toc178606992]EXPENSE CATEGORY 
Click on Petty Cash >> Expense Category Management to add expenses to petty cash.
[image: ]
 (
All existing 
expenses category
 
are shown here.
Click on the 
expenses category
 
that 
you 
want to view. 
You 
 can see the details of particular 
expenses category
 
in corresponding fields
)This form is for:
1. Adding a new Expense category.
2. Editing details of existing Expense category.
3. Deleting an existing Expense category.
4. View details of existing Expense category.
5. Search details of Expense category.

Add a new Expense category 
· Enter details such as name, under description in corresponding fields.
· Click on <Save> button to save. 

Edit details of Expense category 
· Select a row from register.
· Details of the selected expense will show in corresponding fields at left side of the   form. 
· Edit the details that you want.
· Click on <Update > button to save the changes.

Delete an existing Expense category
· Select a row from register.
· Click on <Delete > button.
· Confirmation is asked for deletion.
· The selected expense is deleted from the list if no reference exists for selected Expense category.

Searching of Expense category
Type the name of Expense category in search field. All account groups starting with that name are displayed in list from where particular expense can be selected.
3. [bookmark: _Toc178606993]I OWE YOU 
Click on Petty Cash >> I Owe You.
[image: ]
This form is for:
1. Adding a new I owe you.
2.  (
Click on the
 isSettled tick 
to 
settle
. 
Click on the
 isReturned tick 
to 
return
.
)Editing details of existing I owe you.
3. Deleting an existing I owe you.
4. View details of existing I owe you.

Add a new I owe you 
· Enter details such as name, under description in corresponding fields.
· Click on <Save> button to save. 
	
Edit details of I owe you
· Select a row from register.
· Details of the selected I owe you will show in corresponding fields at left side of the   form. 
· Edit the details that you want.
· Click on <Update > button to save the changes.

Delete an existing I owe you
· Select a row from register.
· Click on <Delete > button.
· Confirmation is asked for deletion.
· The selected I owe you is deleted from the list if no reference exists for selected I owe you.


3.1 [bookmark: _Toc178606994]LIMIT I OWE YOU 
Click on Settings >> Settings>> Petty cash to limit for employee.
[image: ]
 (
Give the amount of limit for the employee
)
3.2 [bookmark: _Toc178606995]I OWE YOU Reports
Click on Petty cash >> Reports>> I Owe You to view I owe you reports.
[image: ]


4. [bookmark: _Toc178606996]PETTY CASH MANAGEMENT  
Click on Petty Cash >> Petty Cash Management for settle the petty cash.
[image: ]
This form is for:
1. Adding a new petty cash.
2.  (
Click on the 
I owe You, then select a not settled I Owe You.
 
) (
Click on the Approve and 
to a
pprove the petty cash.
)Editing details of existing petty cash.
3. Deleting an existing petty cash.
4. View details of existing petty cash.

Add a new petty cash 
· Enter details under description in corresponding fields.
· Click on <Save> button to save. 
	
Edit details of petty cash
· Select a row from register.
· Details of the selected petty cash will show in corresponding fields at left side of the   form. 
· Edit the details that you want.
· Click on <Update > button to save the changes.

Delete an existing petty cash
· Select a row from register.
· Click on <Delete > button.
· Confirmation is asked for deletion.
· The selected petty cash is deleted from the list if no reference exists for selected petty cash.


4.1 [bookmark: _Toc178606997]PETTY CASH Expenses Summery Reports
Click on Petty cash >> Reports>> Petty Cash Expenses Summery to view Petty cash management reports.
[image: ]
5. [bookmark: _Toc178606998]PETTY CASH REIMBURSEMENT
Click on Petty Cash >> Petty Cash Reimbursement for refill the petty cash account.
 (
Click on 
against
 button, to select the petty cash.
)[image: ]



5.1 [bookmark: _Toc178606999]PETTY CASH REIMBURSEMENT Reports
Click on Petty cash >> Reports>> Petty Cash Reimbursement to view Petty cash reimbursement reports.
[image: ]
To view saved voucher click on Registers>> Vendors>> Payment Voucher. 
[image: ]
Select a voucher and click on View Details. Then below window is shown.
[image: ]
Then click the Approve button to approve.
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| Owe You

Branch: | IntaHub_QA v

From Date : [30-Sep2024 v| ToDate: [30-Sep-2024 v

Voucher No:  [lov 277

Date: [30/Sep/2024 Monday [+ Descriptii Expense( Employec Amount isSettled isReturne

Ay lamal o

DueDate: [30/Sep/2024 Monday G+

5 10Y 276 | IntaHu... |30/Sep. Akindu | shyam.. |200.00
Employee:  yyyy - .
Cash Account:  petty cash -
Expense Category:  Akindu -

Amount:  [0.00

Description: ||

[ Print after save.

Status | Owe You - Petty Cash Expenses Summary

H P Type here to search

Q B W 31°C Partly sunny
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hare Expense Categories
Enable 10U Posting

Enable Petty Cash Posting
[ petty Cash Approval On Save

etty Cash Reimbursement Approval On Save
Default Petty Cash Account

Petty cash

10U Limit For Employee

Status | Owe You - Petty Cash Expenses Summary

H P Type here to search
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- o x
| Owe You
From Date :  [01- apr-2024 [+ IntaHub_QA
o Date = 283/Y, 0ld Kandy Road, Flower Terrace, Kelaniya 11300.
31-Mar-2025 @ 0114506080
Due Date: [] oue ~
Date 10UNo | EPeMSe  ETPIOVES | \ount  Descrption Amount | Balance  Branch isRetumed | D°F
[o1-Apr 2024
- o
31-Mar-2025 442024 |138 BirthDay upul chand... | Petty cash | upul pety c. 8,000.00 0.00 | IntaHub_QA o 4/4/2024
442024139 stikers upul chand... | Petty cash | stker print 4,00000 0,00 | ntaHub_QA O |aa008
Expenses Category: | Al v | [apoae 140 BirthDay |san Sales.. |Petty cash |birthday p. 450000 1,500.00 [ntabub QA O |aa008
Cash Account: [ 5 o | 44024 141 BooltNut |San_Sales... | Petty cash 5,000.99 -0.01 | IntaHub_QA a 4/4/2024
44024 122 BirthDay |UC Dharm... Pefty cash  |4000.99 i0..| 400099 0.99 |IntaHub_QA O |aa008
Employee:: | 5 v | |agro2a |43 BirthDay | Nethmi Sh... |Petty cash |8555.55 8555.55 111.55 | IntaHub_QA O [4ar2024
442024 124 BirthDay |shyamali | Petty cash 299999 199 Intaub QA O |aa008
Is Settled | Al v | laap02s |1as Rubberbra...| wimal Petty cash | 2003 rubb. 2,003.00 2.00 intaHub_QA O |aa2004
Is Returned : | Al | |4sroas a6 BirthDay |udara Petty cash _|ioou 10000 | 10,0000 3,000.00 | ntaHub_ QA O |aa008
442024147 BirthDay | kamal Petty cash | petty cash 800000 0,00 | ntaHub_QA O |aa008
Branch : | IntaHub_QA v | lasp024 148 BithDay | Salesman ... | Petty cash 2,000.00 0.00 | IntaHub_QA a 4/5/2024
452024149 BirthDay |Dammika | Petty cash 200099 2,00099 001 Intatub QA O |es52008
482024150 BirthDay |ruwantha | Petty cash 200095 005 Intatub QA O |epz02e
482024151 BirthDay | sineth Petty cash |1 owe You'. 45556 20014 | Intatub QA O |epz02e
Totat: 1:000,411,397.02
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Company  M: Transactions  Regi Financial Statemer Reports  Settings Budget Payroll  Utiities Fixed Asset POS  Reminder Petty Cash  Search  Help
Petty Cash
Branch: | IntaHub_QA v From Date. ToDate Status Cash Account: Reimbursement.
Date: [30/Sep/2024 Monday E)d |30-Sep-2024 [30-Sep-2024 | All oAl Al A
‘ Voucher Cash
No Date Description 97 Amount Is Reimbursed  Print Approve
loy -275 30/Sep/2024 Petty cash 600000 [m] -Approved-
303 30/Sep/2024 Petty cash 200000 [m] -Approved-
Expense Category :  Akindu
Cash Account :  Petty cash °
Amount : (0.0
SINo Branch Date Description Expense Category Amount Is Reimbursed

[ Print after save.

Status Petty Cash Expenses Summary +

H P Type here to search

Remove
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Company  M: Transactions  Regi Financial Statemer Reports  Settings Budget Payroll  Utiities Fixed Asset POS  Reminder Petty Cash  Search  Help
- o
Petty Cash Expenses Summary
From Date : [o1-apr-2024 [+ IntaHub_QA
ToDate: [31var-2025 B 283/Y, Old Kandy Road, Flower Terrace, Kelaniya 11300.
0114506080
Expenses Category: [ Al w | | Date L, m("‘:'h E(:;':y Description | Amount Branch U [ e [ I
Is Reimbursed : | All - o
4/4/2024 Payment Vouch... | 136 Stikers stiker print 5,00000 | IntaHub_QA 137 [m]
s Approved : | Al o | ||4s4s2024 Payment Vouch... | 137 BirthDay upul pety cash 8,000.00 |IntaHub_QA 138 [m]
47472024 Payment Vouch... | 144 BirthDay ioou 10000 7,000.00 |IntaHub_QA 146 [m]
Cash Account : | Al v | |48/2024 Payment Vouch... | 148 BirthDay 2,000.91 | IntaHub_QA 150 [m]
4/10/2024. Payment Vouch... | 150 BirthDay 5,600.00 | IntaHub_QA 153 [m]
Branch: | IntaHub_QA - 4/10/2024 Payment Vouch... 151 BirthDay upul pety cash 4,200.10 | IntaHub_QA 154 o
4/10/2024. Payment Vouch... | 154 BirthDay 70,050.50 | IntaHub_QA 157 [m]
4/18/2024. Payment Vouch... | 156 deliveryCharges |1 owe You 900.00 | IntaHub_QA 158 [m]
4/18/2024. Payment Vouch... | 158 BirthDay 1 owe you for 4,500.00 |IntaHub_QA 160 [m]
4/5/2024 Payment Vouch... | 146 BirthDay 2,000.00 |IntaHub_QA 148 [m]
4/5/2024 Payment Vouch... | 147 BirthDay 200099 2,00065 |IntaHub_QA 149 [m]
4/10/2024. Payment Vouch... | 152 BirthDay pety cashin 2 2,999.93 | IntaHub_QA 152 [m]
4/10/2024. Payment Vouch... | 153 BirthDay 3,099.60 | IntaHub_QA 156 [m]
4/22/2024. Payment Vouch... | 160 BirthDay 1,20000 | IntaHub_QA
4/22/2024. Payment Vouch...| 161 BirthDay 400.00 | IntaHub_QA 08 .
Total : 1,002,486,347.51
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inta
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Petty Cash Reimbursement

Voucher No : [PV/389/ntaHubQA Date: [30-Sep-2024 Branch: | IntaHub_QA M

Cash / Bank <[+ currentBalance 0.00

Payee
Cheque No : [7 Cheque Date 9
Total : 0.00
Print after save

Status Petty Cash Expenses Summary +

H P Type here to search
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Company  M: Transactions Financial Statemer Reports  Seftings  Budget Payroll  Utilties Fixed Asset POS  Reminder PettyCash Seach  Help
o
Petty Cash Reimbusment
From Date s [01-ppr-2024 D~ IntaHub_QA
To Date 283/Y, Old Kandy Road, Flower Terrace, Kelaniya 11300.
31-Mar-2025 O~ 0114506080
Reimbusment Petty Cash Voucher )
Cash /Bank: | Al . Voucher No. No EIEIERD Beswiyim AmImi e

Fiter 4/4/2024 Payment Voucher-218 | 136 2 stiker print 5,000.00 | Intakub_QA
4/4/2024 Payment Voucher-219 | 137 1340 upul pety cash 8000 8,000.00 | IntaHub_QA
Branch: [IntaHub.QA v | |4/4/2024 Payment Voucher-225 | 144 B ioou 10000 7,000.00 | IntaHub_QA
4/10/2024 Payment Voucher-230 | 148 1364 2,000.91 |IntaHub_QA
4/10/2024 Payment Voucher-229 | 150 B 5,600.00  IntaHub_QA
4/10/2024 Payment Voucher-220 | 151 B upul pety cash 4,200.10 |IntaHub_QA
4/10/2024 Payment Voucher-233 | 154 1355 70,050.50 | IntaHub_QA
ot B - e Payment Voucher-234 | 156 127 1 owe You 90000 [intatub_ QA
5/21/2024 Payment Voucher-258 | 158 22 1 owe you for birthday 4,500.00 | IntaHub_QA
4/10/2024 Payment Voucher-230 | 146 1364 2,000.00 |IntaHub_QA
4/10/2024 Payment Voucher-230 | 147 1364 2000.99 2,000.65 |IntaHub_QA
4/10/2024 Payment Voucher-231 | 152 1306 pety cash in 2999.99 2,999.93 |IntaHub_QA
4/10/2024 Payment Voucher-232 | 153 1307 3,099.60 | IntaHub_QA
5/21/2024 Payment Voucher-259 | 160 1279 1,200.00 | IntaHub_QA

5/21/2024 Payment Voucher-259 | 161 1279 400.00  IntaHub_QA .

Total : 1.000,247,611.46

31°C Partly sunny
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Transactions  Registers  Financial Statements  Reports  Settings Budget Payroll  Utiities  Fixed Asset POS  Reminder Petty Cash  Search  Help
Payment Regjister
From Date: [if]-sep-2024 v|  ToDate: [30-Sep-2024 v| Transaction Status: | All v
Account Ledger |4l -
Account
SINo Voucher No Party Ledger Amount Narration Cheque No
I i ey | omol
2 PV/387/IntaHub... | 10-Sep-2024 aal Petty cash 256.00 6
3 PV/386/IntaHub... |06-Sep-2024 a3 Petty cash 12000 1347
4 PV/385/IntaHub... |05-Sep-2024 1000 Petty cash 5,250.00 1405
B PV/384/IntaHub... |02-Sep-2024 1000 1000 1,020.00 1404





image11.png
IntaHub QA -5 x

O @K & 0 O ® & 0

inta &, Fo3

2]
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Petty Cash Reimbursement

Voucher No : [PV/388/IntaHubQA Date : M Branch:  IntaHub_QA -
Cash /Bank: |alux - '+ 7 Ccurrent Balance : 2000.257.70Cr
Payee:
Cheque No': [12 Cheque Date : [30-Sep-202¢ ]
Voucher No BranchName Description ExpenseCategory Amount 8
IntaHub,

302 IntaHub_QA 30/5ep/2024 Akindu

303 IntaHub_QA 30/5ep/2024. Akindu 200000

300 IntaHub_QA 25/5ep/2024 Bulb_Adapter 12000

287 IntaHub_QA 04/5ep/2024 BirthDay 150000

267 IntaHub_QA 28/Aug/2024 BirthDay 50000 v
Narration : Print Preview

Total : 10,130.00 Rs
Print after save
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