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What is a tax receipt?
A tax receipt must include the following information.
- Supplier name (and ABN if an Australian company)
- The exact amount of GST included in the total cost

Not Tax Receipts

Only show the order total or estimated
total amount and not exactly how
much GST is included.

NOTE:
Amazon will never send you a tax
receipt to start with. After the item has
been delivered you need to go into
My Orders and either download or
request the tax invoice as shown below.



Tax Receipts
Show the amount of GST included within the total and include the Company
details (ABN) of the supplier.



Frequently Asked Questions

Who is responsible for submitting receipts
The named cardholder is responsible for ensuring all purchases made on

their card are reconciled. If you give your card to another team member to make
a purchase, it is your responsibility to ensure that they have submitted the receipt.

What if I have a team leader who does not have their own card but makes
frequent purchases on mine?

Please speak to the finance team about getting them set up with their own
Dext login and access.

I purchased something using the company credit card, where do I send my
receipt?

Please send the receipt to Dext either via the app on your phone or via your
dedicated Dext email-in address as soon as possible.

The receipt is in my email
Please forward the email to your dedicated Dext email-in address.

The receipt is an order confirmation (in tax receipt format) on my screen
Please take a photo of the receipt on your screen and upload it via the Dext

app on your phone.

The receipt is a physical paper receipt
Please take a photo of the receipt and upload it via the Dext app on your

phone.

When do I send my receipt?
As soon as the purchase has been made or as soon as you have received

the tax invoice.

If I made a purchase on behalf of another site, how do I make sure the receipt
goes to the right site?

If you have access to more than one site, you can choose which email-in
address to send to or in the app, which business to upload the receipt to.

If you’ve made a purchase on behalf of a site you don’t have access to, please
speak with the Finance team.



How do I get access to Dext for myself or a new team member?

The finance team will send you an invitation via email and SMS to join Dext for
your relevant site. Please follow the prompts to accept the invitation and create
your log in.
If you have a new team member starting who will be making purchases, please
let the finance team know.

Add the costs for single documents email address to your contact list (eg. Dext -
Group)
*You do not need to save the other email addresses for costs - multiple
documents or for either of the sales emails.



How to Submit a Receipt via Email

Dext recognises receipts sent both as attachments and if they are just within the
body of the email itself.

Once you have received the tax receipt of your order (not just the order
confirmation) please forward this to your dedicated Dext email-in address.

In some cases (eg. Amazon) you may need to request the tax invoice from the
seller before sending.
With some orders (eg. Coles or Officeworks) - the tax receipt is only sent after the
order has been delivered or you may need to download from the website itself
after delivery.



How to Submit a Receipt via the Dext App on your phone

1. Choose the relevant company that
you are uploading the receipt for (if
you are linked to more than one).

2. On the home dashboard, click the
plus button at the bottom of the
screen to upload the receipt.

If you need to switch between
businesses, click the two arrows in the
top right hand corner.

3. To upload one receipt, select Single.
If you have multiple different receipts to upload, please select Multiple.
If uploading multiple, take a photo of every receipt and then click review.
Single receipts once taken will automatically go through to the review
stage.



4. One in the review stage, please click Submit.
You do not need to categorise your receipt.
If there is something that you need to
communicate about the receipt to accounts, you
can write a description.

5. Once uploaded, you’ll be able to see a list of
receipts that you have submitted (both via email
and via the app).

“To review” means the accounts team has yet to
reconcile the receipt at their end, you do not need
to action.

You can see a list of all past reconciled receipts
uploaded to Dext by viewing “Archive”.

You can also watch a video of this process below.

Dext App Video.mp4

https://drive.google.com/file/d/1dp5xCx7hbyN7juef2MBFS_-2HZaoIM-p/view?usp=sharing

