PURCHASE CARD GST REFERENCE SHEET
The following are some examples of tax invoices you may receive when using your Purchase Card:Selecting an Expense Type when verifying
a transaction in ProMaster, may change the
Tax Code to a code you do not want to
use. You need to watch this to ensure
your transaction is accurately reflecting the
GST. If you do not, the University may me
breaking tax laws and it may be costing
your section more than is necessary for the
goods you have purchased as we will not be
able to claim the GST back.

If you need to change the tax code, just
click in the tax code box and a list of
options will appear in the upper right hand
section of your screen.

When the list comes up, just click on the
code you should be using eg. GST.
This will bring the correct code into the
transaction.

These sample invoices show various examples of GST as it may apply to our
transactions. In the Willyworths invoice you will see that the total includes
GST of only $3.83 because the invoice is a mixed supply invoice that
requires your transaction to be split into 2 items. (See your user guide for how
to do this). You will also notice that the two items that attract GST have been
indicated by a * against the item. Again the Village Takeaway invoice needs to
th
be processed as a mixed supply invoice as the GST amount is not 1/11 of
the total ($113.60 ÷ 11 = $10.33 – GST shown is only $8.75) as the Water
that was purchased does not attract GST.

With the Mouse Hardware invoice you will see that the GST for this
invoice is $8.82 which is exactly 1/11th of the invoice total. This means
that if the Tax Code of GST is used ProMaster will calculate the GST
across for you and will display it in the tax box.
The Trumpet’s Café invoice does not indicate the specific GST amount
but does include the statement “GST included in Total” which is
sufficient if all the items we have purchased attract GST. In this case
they do so the invoice would need to be processed with the tax code of
GST so that ProMaster can fill in the GST for you.
Some GST Free supplies are:• Bread
• Milk
• Bottled Water
• Fruit Juice
• Tea/Coffee (not ready to drink)
• Meat
• Fruit/Vegetables
• Pharmaceuticals
• Health Insurance
• Professional & Trade Courses
• Water, Sewerage & Drainage
• Medical Practitioners,
Pathologist, Physiotherapists.

Aldi Dockets
Aldi has a unique way of recording the GST on their items, so we need to make special note of the following:
In this example there has been a mixture of taxable and no-taxable items purchased.
On the Aldi dockets, the taxable items are identified by the
letter B in the far right hand side of docket and the non-taxable
items are identified by the letter A in the far right hand side of
the docket.
At the bottom of the docket Aldi provide a total of the GST
applicable to the total of the transaction.
In this example The “A” (non-taxable) items total $52.02 and
the GST applicable to the “A” items is zero because they are
not taxable. The “B” (taxable) items total $17.70 before the
tax is applied and the GST applicable is $1.77. This then
gives us the GST inclusive amount for the “B” items of $19.47.
$19.47 + $52.02 = $71.49.

So when reconciling Aldi transactions into ProMaster,
If there are “A” items the Tax Code will be NOGST.
If there are “B” items the Tax Code will be GST
If there is a mixed supply you need to do the following:

