Useful Scribe Accounts Help Desk Article: -

https://scribe.getgodesk.com/support/1/en_GB/articles/437/payments

Adding Purchase invoices to Scribe Transactions

Scan the invoice(s) & save with a description to the Invoice folder for the year
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From the Left Hand Transaction Menu add (+) a new Transaction and add the required details: -
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Upload the scanned image form the Invoice folder & TICK the AWAITING AUTHORISATION box



v (11l Payment #45 - Scribe Accounts X+ - o X

€ < @ % appscribeaccounts.com/Payment/Edit/45,9447 za#a &0
" 5 Shapwick Parish Counci
Scribe ®| (&) dmames
@ Open X
@ Home _ .
€ > v 4 0 « Documents » Inwoices » 2025 - 2026 v O Search 2025 - 2026 P
5137 Met" VAT Total®
® academy|  Organise = New folder =- 0 @ |
o = 108 x | 1a x| 8% x nu
> Documents Name Status Date modified Type —
B 20:5-202
> | Pictures & Playsafety ROSPA inspection @4 31/08/2025 1509 Microsoft Edg 108 La 850
(& R Scott Bxps CRS @n 03/06/2025 1222 Microsoft Edg
+
W Desktop  # |E Receipt_2025-08-30_165759_Hole Punch (3 A 30/08/2025 1659 Microsoft Edg |
Awaiting Autharisation
4 Downloads # @ Rospa annual inspecion 2025 @n 27/07/2025 08:29 Microsoft Edg
& Documents # @ RT Signs play area @8 31/08/2025 14:11 Microscft Edg
A Pictures » & RT Signs Proforma Invoice R10845 ®a 14/04/2025 17:44 Microsoft Edg
O Music » (@ Safetystore Health and Safety Signs @a 31/08/2025 15:14 Microsoft Edg
M. » load any tothis record. First i be used a5 the main image (il relevant to your record)
File name: |Receipt_2025-08-30_165759_Hole_Punch | A Fites v 630 Hole_Punchpdl @ Whemove
— e
B Bank Change history *
$ Ouckviews Notifications .
9 Budgeting
Download History +

D Reserves
®
TE. B Qs VLE-2GaAWEECE L .

Save the new transaction to Invoices/2025 - 2026

Write the Voucher Number on the Receipt and file



Authorisation Process

Run the Transactions List Report with the Filter set to “Awaiting Autorisation”
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Use the “Download” button, top right hand corner black part of the screen to upload file to the “Invoices Awaiting Approval” folder
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When the Awaiting Authorisation Report has two signatures drag it into the “Invoices Awaiting Payment” folder



chpdf x o4
erk/OneDrive/Documents/Invoices%20Awaiting%20Approval/Blue%20Cedar%20and%20Hole%20Punch.pdf

AY | a& | AskCopilot = 1 oft |

Shapwick Parish Council
PAYMENTS (AWAITING AUTHORISATION) LIST

Q| & &

1 September 2025 (2025 - 2026)

Vouche Code Date Minute Bank Cheque No Description Supplier VAT Type Net VAT Total
27 Shapwick News 04/07/2025 25/26/13 Shapuwick Parish Cou 25 Shapwick News Print Cost Blue Cedar E 195.00 195.00
195.00
45 Stationery 30/08/2025 Purchase & Payment Policy  Shapwick Parish Cou Hole Punch Sainsbury s 7.08 1.42 850
8.50
Total 202.08 142 203.50
GPC
01/09/

2025



[]]] 5cribe @ ’ @ Shapwick Parish Council

Graham Croucher v

< Payments ° { Edit ° “ Actions L,’ l
R Home
Here you can enter, edit and search payment transactions for goods or services provided to the council.
2 Academy Quick Search ‘ Q ’ Detailed View { Columns @ l [ Filter W l
Voucher Cashed Payment Invoice Date
2025-2026 @ No & Date$ Net$ VATS Total$ Date$ Description & Supplier$ Bank $ Ref$ Minute Ref & s
i i i Purchase &
B Transactions P 08090025 £0.00  £0.00  £0.00 Village Hall Hire Shapwick ShapwickParish 47 ) 31.08.2025 1% B
Village Hall Council Payment Policy
Payments
Grass Seed and Shapwick Parish Purchase &
’ £2579  £516  £30.95 s 05.09.2025 15
Receipts 45 08.09,2025 Staples for Play Area MoleNalley Council /A Payment Policy 4
Bank Transfer
: Shapwick Parish Purchase &
£26.04 £5.21 £31.25 Printer Ink i 22.08.2025 1P
Regular Payments 44 22.08.2025 Cartridge Hub o N/A Payment Policy T
Regular Receipts
Page 1 of 1 (3 results) ‘ 25 V’ records per page « »
Code Transfer I

Purchase Orders
Sales Invoices
Remittance Advice

© 2025 - Starboard Systems Ltd | Terms and Conditions | Privacy
3 Rank




