
Creating a petty cash reimbursement 
All departments in the University will have at least one petty cash float to be used for small purchase and payments for the 
department and to reimburse staff members for payments made on behalf of the department. When a department’s petty 
cash float is almost expended, reimbursement of funds should be made. Petty cash reimbursements are processed in 
Themis via the Accounts Payable module. 

Creating a petty cash reimbursement 
1 Complete the Petty Cash Reimbursement form and have it signed by your approver. 

 
You can obtain a copy of the petty cash form from the Financial Operations Forms Library (navigate to the Themis home page and 
select Community > Themis Forms > Financial Operations). 

2 Log in to Themis and navigate to Document Production > Payables. 
If you are using the UOM Manager responsibility navigate to Payables > Payables. 
The Invoice Entry screen will display (note: if the Find Invoices screen displays, close it to access the Invoice Entry screen). 

 

3 Complete the invoice details. 

Field Action Comment 

Type This field will default to Standard and 
should not be altered. 

 

Supplier Select PETTY CASH from the list of 
values (LOV). 

Alternatively, type PETTY and click Tab. 

Supplier Number  This field will default to 300001 based on 
the Supplier selected above. 

 

Site Select the appropriate site from the LOV. If you are located in Parkville you should select 
Parkville. If you are located off campus you 
should select the appropriate site. 
A message will display advising that holds will be 
applied. Click OK to close this message. 

Invoice Date Enter today’s date.  

Invoice No Enter the reference number from the Petty 
Cash Reconciliation form. 

This number will be in the format:  
Dept No Date Sequence No  
(e.g.: 837060420081) 

Invoice Amount Enter the total amount of the petty cash 
reimbursement. 

This will be the total of all the receipts. 

Description Enter an appropriate description. e.g.: Reimbursement for Dept_837 for May. 
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4 Click on the Save icon on the toolbar, then click on the Distributions button. 
The Distributions screen will display. 

5 Enter each receipt as a separate distribution line with the appropriate details. 

Field Action Comment 

Amount Enter the cost of the item.  

Account Click on the LOV and enter the account 
information. 

 

Tax Code Select the tax code from the LOV.  

Description This field will default from the information 
entered in the Invoice, but may be modified. 

 

GL Date This field will default to the details entered in 
the Invoice screen. 

 

Inc Tax This checkbox will default based on the tax 
code selected. Do not change. 

 

 

6 Once you have entered all the receipts, click on the Calculate Tax button. 
This will automatically save your work and calculate the appropriate tax line.  

7 Ensure that the Invoice Total (petty cash receipts and batch totals) matches the Distribution Total (actual totals you 
have entered) displayed in the top right corner of the screen, then close the Distributions screen. 

 
Themis will automatically generate an invoice voucher number once you save your petty cash entry (displayed in the Vchr No field 
on the right of the Invoice Entry screen). 

 
 
Important: you must record this voucher number on your Petty Cash Reimbursement form (top right of the form) as the number 
will be used by the cashier to locate your entry in Themis. 

8 Click on the Actions One button, select Validate then click the OK button. 
This will apply 2 holds which must be released by the cashier in order to provide your reimbursement. 

9 Attach all your receipts to A4 paper and take them, with the signed Petty Cash Reconciliation Form, to the cashier for 
reimbursement of your float. 
The cashier is location on the Ground Floor, Melbourne Credit Union, Old Geology South building, Parkville Campus. 
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