
SHUA Website Instructions - Accounts 
 
 

 

Website Manual - Accounts - Ver 2.2.doc    Page - 1     09/12/2013 14:57 

 

What Description / Instructions 
 

Date / Who 

Overview The SHUA (Tex Systems) website was installed at the start of the 2007/8 season.  Over the years the system has been 
‘enhanced’ and now encompasses most of the administration functions performed by SHUA.   
 
From the Treasurer perspective:   
 
The SHUA Business accounts are held by HSBC.  All banking is done online.   
 
The Assistant Treasurer is the primary user for the online accounts and the Treasurer has a daily payment limit.   
 
The Assistant Treasurer keeps and signs all cheques at the written request of the Treasurer.   
 
The bank statements are sent monthly to the Assistant Treasurer to assist him / her in keeping a check on the 
accounts.   
 
The Accounts Checkers have access to the SHUA website and are able to modify the system as there is no facility for 
read only users.  (Note:  Have requested a ‘read only’ login but Tex has said it is not possible.)  This is a risk but one we 
have to accept to allow the checkers access to the system.   
 
The Account Checkers have access to the HSBC online system.  They have a daily limit of £0 (and are unable to 
change it) so they are unable to make payments.  Unfortunately, they are able to modify payment details although this 
is a small risk as all payment details are checked before a payment is made by the Treasurer.   
 
Members enter their bank details onto the system as I have tried to ensure that all payments are made by bank transfer.  
This is easier for SHUA, its members and suppliers.  There is a facility to remove the bank details (via the Accounts 
Menu) when a member leaves SHUA.   
 
Appointment expenses are entered directly onto the system by the umpires.  There are reports to see the amount 
entered on the system but not yet claimed.  Although the umpire can be paid at any time, the normal process is that the 
umpire ‘Claims’ (a manual process by the umpire NOT Treasurer) their expenses at Christmas and after their last game 
of the season.  A number of members want to leave their expenses claim until the end of the season.   
 
The clubs are charged a fee for providing umpires.  The clubs are charged retrospectively and the decision was made 
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to create and send invoice in December and after the last game of the season.  The clubs are given 30 days to pay the 
invoices.  An ‘Administration Charge’ is levied if the reason is not acceptable or more than one season.   
 
Clubs can be charged an ‘Administration Charge’ for e.g. Late Notification of a cancelled game.  This is action through 
the ‘Club Charges Menu’.  SHUA send the additional charges at the same time as the invoices.   
 
The Appointment Secretaries are able to define both umpires are ‘Free’, i.e. the club is not charged (e.g. Surrey Cup 
Final) or an umpire is ‘Free’ (e.g. A level 1 Candidate).  The processes are different but both are accessed from the 
‘Admin Menu’.   
 
There are the usual ‘Accounting’ reports available on the system.   
 
For most payments, the ‘detail records’ in the ‘Chart of Accounts’ now show how a payment was made, e.g. Cash, 
Direct Debit (DD), Bank Transfer (BT), etc., to help the ‘Account Checkers’ and the Treasurer reconcile payments.   
 
Fixed Assets have been defined for ‘Equipment Loans’ to Committee members.  The loans are written off over 3 years. 
This is now also used to keep track of the equipment purchased by SHUA for the use of the SatApptSec.    
 
There are 3 bank accounts defined and they reflect the current balances.  Payments can be made from the ‘Community 
Account’ (Current Account) and money transferred to / from the BMM Account (Deposit Account).  The third Account is 
for a 3 month Deposit Bond.   
 
A budget is defined for the season and the report ‘Actual v Budget’ is produced at each Council meeting.   
 
The Clothing & Equipment for SHUA is now defined on the system which allows members to purchase items.  Payment 
for items is taken when a member ‘claims’ their expenses.  Currently, if a member who is taking neutral appointments 
does not have enough expenses to pay for their purchases the debt is carried over, if required, to the next season.  
There are separate instructions for the Shop personnel.   The system is not perfect as, I am led to believe, SHUA were 
(are?) the only County using the system fully, the only County to allow returns, not take payment immediately, carry 
debt, hold stock, etc.  There has been a number of ‘enhancements’ to the system but there are still some issues - 
(Mainly) recording of postage (when required), Items ordered and paid for in one season but not delivered until the next 
season; and the ordering of Stock.  Currently a system ‘enhancement’ is being prepared for the ordering and receipt of 
stock.   
 
Below are instructions on how to perform some of the tasks required during a season.  This is not a full ‘help’ system 
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but a system on how to perform some of the ‘less used’ procedures.   
 

Account - Bank /Cash Create New ‘Bank and Cash Account’:  
 
From ‘Accounts Menu’ / Chart of Accounts:   
 ‘Switch to Bank and Cast Accounts’   
  Add New Accounts 
   Add a Main Account     Where account will be displayed 
   Account Name    What new Account is to be called 
   Press ‘Add New Main Account’   
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Account - Heading Create New Account or Sub-Account:  
 
From ‘Accounts Menu’ / Chart of Accounts:   
 
 Add New Accounts       
  Add a Main Account     Where account will be displayed 
  Account Name     What new Account is to be called 
  Press ‘Add New Main Account’   
 
 Add a Sub Account 
  Add a Sub Account     Where account will be displayed 
  Account Name     What new Account is to be called 
  Press ‘Add a New Sub-Account’ 
 
 Make a Account Inactive  (i.e. Unable to post to) 
  Select the Account to Change    Select the required Account   
  Press ‘Make the Selected Account Inactive’  
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Appt Claim - Pay Notify Claim as Internet Buddy 
 Select Member to Claim 
  Donation To .... (Change as required)   
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Club Charges Invoices are entered and sent to the clubs twice a year - during the Christmas break (after the last game in December) 
and after the last game of the season (generally in March or April).  This allows SHUA to have a ‘cash flow’ when 
paying umpire expenses as well as ensuring (hopefully) that all invoices are paid before the end of the Financial Year 
on 31st May.  It is also helpful for clubs to have the invoices twice a year as it allows them the opportunity to check the 
games they have been charged for.   
 
Generating Club Invoices:   
 
 Admin Menu / Accounts Menu / Go to Club Charges Menu 
 
  Check that the ‘Free Games’ and ‘Free Appointments’ are correct 
  Check that the charges are as agreed at E.C.  
 
 Check the charges are for the correct amount.   
 
To Raise or Re-Send Invoices:   
 
 ‘Show the Outstanding Club Costs (and Raise Invoices)   
  Note1: The charge rate can be changed during the season.  Generally the rate can be lowered at the  
   end of  the season when the total income and expenditure is known.   
  Note2: If the charge rate has changed use ‘Run the Club Costs Recalculation Function’.   
  Note3: At the bottom of the report, there is a ‘Charged Summary’ display.  This shows the number of  
   chargeable appointments and the income to be generated.  This shows the raised and to be  
   raised invoices.  (very useful for reporting the number of chargeable appointments as other  
   reports do not show this figure and the income that will be generated.) 
 
  There is a button after each Club ‘Raise a Club Charge Invoice for ‘ club name.  Above this are the  
  details  of the chargeable appointments and any other invoices already sent to the club.   
 
  Use the button to create and send the invoice to the club Treasurer contacts (defined in the system by  
  the clubs themselves.  You can check club Treasurers have been defined by looking at Admin Menu /  
  Check Club Treasurers) 
 
When an invoice has been sent to the club but the invoice has not been paid (about 10 days before the invoice is due) a 
further two buttons are available:   
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 Send Invoice to Club Treasurers Used as a reminder that the invoice is due.   
      Will send an email to the club Treasurer contacts saying the attached  
      invoice is due by [date].   
 
 Send Invoice to All club contacts Used, generally, when the invoice is overdue.   
      Will send an email to all club contacts saying the attached invoice payment 
      is overdue.   
 
 The above buttons can be used as often as required.   
 
Rebate / Adjustment:   
 
Rebate:   
 
 To offer a rebate to a club for games that are NOT ‘Free Appointments’ in the system:  i.e. Club will pay less.   
  e.g. 6 umpire appointments at a Tournament but club should only be charged for 4 appointments.   
 
 Go to Club Charges Menu   
  HUA Appointments Rebate   
   Add an Appointments Rebate   
    Follow the instructions on the various screens.   
 
Adjustment:   
 
 To adjust the amount charged to the club:  i.e. Club will pay more.   
   e.g. 4 umpire appointments at a Tournament but club should be charged for 6 appointments.   
 
 Go to Club Charges Menu   
  HUA Appointments Rebate   
   Add an Appointments Rebate   
    Follow the instructions on the various screens.   
   Note:   The figure entered now will determine if the transaction is a rebate or an Adjustment.   
 
   If the club is to pay SHUA then place a - (minus) before the amount to pay - Adjustment.   
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   If SHUA is to refund the club then place a + (positive) before the amount to pay - Rebate.   
 
NOTE:  There is now a feature that allows the appointments to be ‘Free’ for a game or an individual umpire  
  appointment to be ‘Free’.   
 
Both Umpires to be ‘Free’:   
 
 Edit the game:   
  Admin Menu / Fixtures / ‘Edit an Outdoor Fixture on this Date’ -  
   Use the drop down list to select the date of the game.   
   Use the drop down list to select the game.   
   Box ‘Free Umpire?’ - Enter the reason for the free appointment.   
 
One of the Umpires to be ‘Free’:   
 
 Edit the Umpire Appointment:   
  Admin Menu / Appointments / ‘Edit Free Appointments’ -  
   Use the drop down list to select the umpire appointed that should be ‘Free’.   
   Use the drop down list to select the match or event.   
   Box ‘Free to the Clubs?’  - Enter the reason for the free appointment.   
 
E.g. Reasons to use:   
 
Reason     Used for:   
 
Cross Border Exchange  Self explanatory   
Level 1 Candidate(s)   Self explanatory   
SHUA Appointment   Surrey Cup Final when clubs are not charged for the appointments 
Tournament-Charge Guildford A side attends a triangular tournament but home club is charged 
Manual Invoice to SHA  Junior games where SHA not charged but SHUA claim umpires expenses 
Donation to Fund Raiser  Self explanatory  
 

Expenses If a member is part of a Committee then they are able to ‘Claim Other Expenses (non Appt’s)’ in their ‘Personal Area’.  
i.e. They can make a claim themselves - using the drop down box to post to the correct heading.   
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Note:  Always helpful to check Committee expenses when they claim as, on more than one occasion, other expenses 
has been claimed whilst entering travel for an appointment ‘.   
 
If a member is NOT part of a Committee then they are NOT able to ‘Claim Other Expenses (non Appt’s)’ in their 
‘Personal Area’.  i.e. They are unable to claim themselves and the Treasurer must enter the expenses transaction 
(‘Admin Menu’ / ‘Accounts Menu’ / ‘Add an Invoice or Claim for Expenditure’).   
 
If the member is able to enter their own non-appointment expenses:   
 
To create the ‘drop down’ list that will be used by the Committee Member:   
 
 Accounts Menu / Accounts System Set Up /  Non Appointment Expenses Options   
 
  Add New Expense Option 
   Expense Option Name  - The name that will be seen when using the ‘drop down box’.   
   Normal Account to be used for Expenses ... - The heading where the transaction will be posted.   
   Press button ‘Add an Expenses Option’ 
 
Other options, for e.g. Change the Order, are self explanatory.   
 

Expenses Pay Member - ‘Pay Expenses’ 
 Drop Down List and Select Member 
  Change if required   
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Fixed Assets New Fixed Asset:  
 
1. Add Fixed Asset Account Heading:   
 
 Chart of Accounts   
 Switch to Bank and Cash Accounts - Use ‘- Fixed Assets’ 
  Add a New Sub-Account - e.g. Equipment Loan ? (??) 
 
2. Pay amount via HSBC:   i.e. Pay the person or organisation for the item from the bank account.   
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3. Move Money from Current Account to Fixed Asset Account:   
 
 Transfer Money between Bank Account, Fixed Assets or Stock 
  From  = Current Account 
  To  = Loan Account required (set up in 1.) 
 
4. Reduce Loan Yearly:   
 
 Pay a Direct Amount 
  
  Payment Date - Normally use 1st April YY  YY = End of the financial year.   
  Account - Depreciation  - Equipment Loans   
  Notes   - Write Down 20??/?? (Yr#1) - Equipment Purchase - Loan #2   
            ??/??  = Financial Year   
            #1 = Year of loan   
            #2 = Loan number   
  Amount  - Amount to write off in this FY   See Excel ‘Statement & Reconciliation file   
  Who is this payment to - Already Dealt With   - SHUA  
  Select the Account to pay the money from  - Fixed Assets - Equipment Loan #2   
  Select the Payment Type     - FA - Fixed Assets   
 
  Note1:   The current procedure is the write off at the start of the Financial Year.   
  Note2: If the asset is purchased during the season then the Yr1 write-off is made on the purchase  
   date.  In this instance the write-off date in NOT shown in the Reconciliation screen as  
   transactions on the same day only one date is shown.   
 

Interest Receive a Direct Amount 
 
 Account = Interest 
 Payment From / Already Dealt With  = HSBC 
 Account To Pay Money Into   = Deposit OR Current if from 3 Month Bond   
      (Note: If you get this wrong, can change it by Editing transaction) 
 

25/08/2012 
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Mileage Rates Accounts Menu 
 Accounts System Set Up 
  Add / Edit Expense Rates   
   For each Type - Using the drop down box  Change as required 
 

25/08/2012 
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New Season Need to set:   
 
Appointment Fees:   - Club Charges Menu 
    Copy from Previous Season  
     (Only available at start of new season AND BEFORE any appointments) 
    Edit a Charge Type and change Amount (if required) and Description (Change Year) 
 
Subscription Rate:  - Will be set-up by Tex when he creates new season files.   
   MemSec will change Description (for ‘Free’ types).   
  
Mileage Rate:   - At the start of a season -  
    Will be copied from the previous Year by Tex.    
    ‘Add / Edit Expense Rates’ after selecting type in drop down box (e.g. Normal (Men)) 
     Change as required.   
 

25/08/2012 
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Non-Appointment 
Expenses 

Members claiming Non-Appointment Expenses via their ‘Personal Area’.   
 
The uses of this are:  Postage costs for shop personnel, Committee members claiming travel expenses to meetings, 
expenses for awards, etc.   
 
NOTE: ONLY COMMITTEE MEMBERS CAN CLAIM ‘OTHER’ EXPENSES IN THEIR ‘PERSONAL AREA’.   
 
 For everyone else - The Treasurer needs to enter the transaction manually.   
 
Notes to (any) Committee Members when asking advice to claim other expenses.   
 
When entering the costs onto the SHUA system, could you and everyone else please claim using ‘Claim Other 
Expenses (not Appts)’ from their ‘Personal Area’ and ensure that they select in the ‘Expense Type’ drop down box e.g. 
“HUA – S&CC - Travel Expenses”.   
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The list of ‘Expense Type’ in the drop down box is created by Treasurer:   
 
 Accounts Menu  
  Accounts System Set Up  
   Non-Appointment Expense Options.   
    Follow instructions on the screen.   
 
    Note: ‘Expense Name’ is what will be shown to the member in the drop down list.   
     Accounts Used for Amounts Paid is where the transaction will be posted.   
 

Subscriptions Always use ‘Receive Subscriptions’ button.   
 
If the member has outstanding expenses that do not cover the subscription rate -  
 
 ‘Pay Expenses’ to get amount from the members expenses.   
 Receive a cheque or BACS payment for the outstanding amount.   
 Use ‘Receive Subscriptions’ button for the outstanding amount.   
 
 Or leave to the following season.   
 

25/08/2012 
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Subscriptions If SHUA decide to pay a members subscription -  

 
Possible reasons: Joined half way through season, Passed Level 1 and convert from ‘Free’ member type  
 
‘Reduce Subscriptions Due for a Member’’  
 What subscription is being reduced? - Select as required 
 Which Member ...    - Select from drop down list 
 Reduction Amount    - Enter amount required to pay for the member 
 

25/08/2012 
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Transfer - Bank Acct’s On the HSBC website:   
 
Make Payments 
Make a Transfer 
 
 
 From:   Community  51088912 
 To:   BMM Account  43065960  
 Amount: As required ...   
 
On the Surrey HUA website:   
 
Accounts Menu 
 
Transfer money between Bank Accounts, Fixed Assets or Stock   
 From:   Current Account   
 To:   Deposit Account   
 Notes:   Transfer from Current Account to Deposit Account   
 Amount:  As required ... 
 
Appointment Fees:   Club Charges Menu 
   Copy from Previous Season 
   Edit a Charge Type  
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I do NOT reconcile the Deposit Account transactions during the season as they can only be seen in the ‘Reconciliation 
Summary’.  Normally do the Reconciliation for all entries after year end.   
 

   
 


