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Petty Cash 
 
Working with Petty Cash is now as easy as one click of your mouse. Go to the Cards tab and click on 
the new yellow icon called Petty Cash. 
 

 
 
Kitomba Series 5.0 comes with the Petty Cash customer already loaded. 
 

 
 
An invoice will open when you click on the Petty Cash tab.  
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You’ll need to add a description of the purchased item to the Comment box and negative values for 
the petty cash items then commit the invoice.   
 

 
 
 
To report on Petty Cash transactions go to the reports tab and click on the Petty Cash Report. Select 
a single day or date range and click on execute. The report will show the date, invoice number, staff 
person, comment (from the comment box in the bottom left hand corner of an invoice) and the 
amount. 
 

 
Petty Cash transactions will also appear in the Transaction Summary report. 

 

 


