interprise suite™

Supplier Payment Run

When you do a Payment run this allows you to pay multiple suppliers in one go.

The ‘Bank Account’ the Payments are coming out of will only show suppliers in the same
currency. i.e., we cannot select a USD Bank account and pay GBP Suppliers.

Supplier — Supplier Payment Run (1) — 316 Create Payment Run (2)

0 Apex IT - For more Informa uk - Interprise Suite

100 CRM 200 Customer 300 Supplier 400 Inventory 500 Banking 600 Accounting 900 System Manager

BB e B & 2@

Suppller PO Requlsmon Purchase  Goods  BilllPurchase Return to Debit/Credit Supplier 309 Quick Payment Suppher
Order = Received ~  Invoice =  Supplier = Mote - Payment =_Payment Run Control = |Payment Run ~

®

Dashboard

Batch Document Oﬁ'ler Paperless Semp
Printing = Bills

Workflow 316 Create Payment Run
317 Amend Payment Run
318 Process Payment Run

319 Historical Payment Run

The Payment Run Wizard will appear, select Next (3)

® 5suggested Payments

Welcome to the Create Payment Wizard.

This wizard will guide you through the steps required to create a payment run.

< Back | Mext = | | Cancel
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interprise suite™

Supplier Payment Run

® suggested Payments

Criteria
Select a criteria for the bills that are to be paid

Bark Account | BNKAC-000001 o - | [Hsec 8P current Account |

Currency 3 i 1.200000
Select All Suppliers
° [C] select From Supplier List
Supplier Criteria From | - |
To | 4 |

[C] Indude Bills Are Eligible For Early Payment Discounts
Date Criteria ‘Due Date - ||nn or before o -| From |3Df06fznz1 o - ‘

< Back Next > | ‘ Cancel

© Suggested Payments

Criteria
Select a criteria for the bills that are to be paid

BankAccount | BNKAC-000001 - [msBc eap current account |

Currency |GEP | ‘ 1.200000 ‘

Select All Suppliers

[C] Select From Supplier List

Supplier Criteria From | B |

To | '|

[] tndude Eills That Are Eligible For Early Payment Discounts

Date Criteria |B|\I Date - | ‘hetwaen v| From |3DfEI6f2[IZl -

Payment Group o To 24/06/2021 -

‘ < Back | Mext > || Cancel |

4) The '‘Bank Account’ will default to the Bank Account set in the Supplier Preferences,
this can be amended as required.

5) ‘Select All Suppliers’ will be ticked as default. As this is a payment run to pay multiple
suppliers this can be left as it is.

The Date Criteria section has multiple options that can be used as required

6) ‘Due Date’ or 'Bill Date’

7) ‘On or Before’ or ‘Between’

8) The required date range(s)

9) Payment Group, for example ‘Remittance Only’ (Further explanation on these can be
found at the end of the guide in the setup section)
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interprise suite™

Supplier Payment Run

If a payment run has been generated but the payments have not been processed then the
below window will pop up.

Selecting ‘Yes’ will clear any previously selected bills and start again. If the previous
payments need to be paid, make sure to ‘Process Payments’ before starting a new one. This
will delete it and carry on to the next step.

Selecting ‘No” will return back to the criteria screen. The wizard can then be cancelled and
this allows the previous payment run to be processed.

Interprise Suite

Interprise Suite ;- ™,

Existing unprocessed payment runs were found, these must be deleted first. Delete
the payment runs?
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interprise suite™

Supplier Payment Run

The transactions that are presented on the next screen will be based on the criteria set on
the front screen.

© Suggested Payments

Curr

Bills .
Please select the bills to be paid ( prd )
Bank Account | HSBC GBP Current Accot | HSBC GBP Current Account | Beginning Balance |

ency |GBP | 1.000000 | Ending Balance |
[N W — —

Chk | Document Code | Document Date | SupplierRefo | Terms | Amount | Already Allocated | Balance | Allocate | Quistanding
=) Supplier Name: A UK Supplier - Outstanding Balance: £ 1,388.64 -
BILL-000083 05/01/2021 MET30 2%7 £19.72 £0.00 £19.72 £19.72 £0.00
BILL-000086 04/02/2021 EOM calendar £6.00 £0.00 £6.00 £6.00 £0.00
BILL-000050 10,02/2021 13245 MET30 2%7 £3.59 £0.00 £3.59 £3.59 £0.00|
BILL-000053 05/03/2021 MET30 2%7 £17.95 £0.00 £17.95 £17.95 £0.00 1
BILL-000094 05/03/2021 MET30 2%:7 £19.58 £0.00 £19.58 £19.58 £0.00
BILL-000101 27042021 MET30 2%:7 £412.80 £0.00 £412.80| £412.80 £0.00
[F] BILL-D00104 09/06/2021 MET30 2%:7 £12.00 £0.00 £12.00 £0.00 £12.00
[F] BILL-000105 09/06/2021 MET30 2%:7 £ 36.00 £0.00 £36.00 £0.00 £ 36.00
[F] BILL-000106 09/06/2021 MET30 2%:7 £58.20 £0.00 £58.20 £0.00 £58.20
[F] BILL-D00107 09,/06/2021 MET30 2%7 £302.80 £0.00 £802.80 £0.00 £302.80
| £ 1,388.64 £0.00| £1,388.64|| £479.64 |
(=) Supplier Name: Babs Cabs - Outstanding Balance: £ 6.00
BILL-000088 |D4,|"DZ.|"2021 MET30 £6.00 £0.00 E6.DD| £6.00 £0.00
| £6.00 £0.00 £6.00 £6.00 |
=) Supplier Name: Bits And Bobs - Outstanding Balance: £ 204.00
BILL-000055 05/03/2021 MET30 £120.00 £0.00 £120,00| £120.00 £0.00
BILL-000058 12032021 .00 MET30 £84.00 £0.00 £84.00 £84.00 £0.00
| £204.00 £0.00/ £204.00| £204.00 |

-

4

[ = Li Mamar Beitich Ajet 1. Cuskct: dinn Bal: L 1% £
£ 14,260... £0.00 £14,2@ £705.24 £ 13,555.22
[ e. b

| < Back e Next > | | Cancel |

10) Select all & Select None buttons — These can be used to select/deselect every
transaction in the screen if required.

11) Chk — allows you to manually tick & untick the required transactions.

12) Document Code — The system generated document code

13) Document Date — The tax point date of the invoice

14) Supplier Ref No — The supplier’s invoice number

15) Terms — The payment terms for the particular invoice

16) Amount — The original amount of the invoice

17) Already Allocated — Any previous amounts paid & allocated to the invoice

18) Balance — The outstanding amount of the invoice

19) Allocate — The amount to be paid this time. When the bill is ticked on the left it will
automatically select the full value to pay. This can be amended as required.

20) Outstanding — The outstanding amount of the transaction.

21) £479.64 This will show a subtotal of the value to be paid to the supplier.

22) £705.24 This will show the total value of all transactions that have been selected
showing you he total value you will pay.

23) £13,555.22 This shows the outstanding value of the transactions that have not been
selected.

Select Next (24) once all of the required transactions have been selected.
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interprise suite™

Supplier Payment Run

On the final page of the wizard select ‘Print Suggested Payment Report’ (25) and then select
Finish (26)

Suggested Payments

1 SUILE”  Completing the the Create Payment Wizard.
by Interprise Solutions

You have successfully completed the the Create Payment Run Wizard.

| <pack | Enmsh || cancel |

In this example we will set the report to Print Preview (27) to come to screen and then Print
(28)

@ Frint Dialog X
Properties
Spedify your printing preferences. You may reprint the report again later if you choose to save this printing preferences.
Report List |§”j”@‘ Settings for Suggested Payments Report |El
Che:k‘ Report Name

Printer Settings | Fiter Criteria

) Printer Destination ‘
L (&) Group Category: Standard Report
2] Name [P Las -] eroperties [ Frint o Fie
Print Preview
Status Ready Fi
Find Printer s
Type HP LaserJet 3380 (redirected 5)
[C] Email
Where DOT4_001
[ Fax
Comment Ready
[] Lowest Cost
Print What

Print To File/Email/Fax

- e [
Mark printed

Copies

Print Range

Mumber of copies I:l @ Al
\?l ﬁ Collate From I:l To I:l

w| @ Erint H Close

Pages
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interprise suite™
Supplier Payment Run

The report will allow the transactions to be reviewed. Authorisation (from a manager) could
then be obtained to proceed with the payment run.

NB. If the Due Date is showing red this means the transaction is overdue for payment.

=
Apex IT - For more Information visit www.apexit.co.uk
3000 Avistory Way
Manchaster Business Park Suggested
Manchastar
Greater Manchester M22 5TG Payments Report
Unitad Kingdom
T 0845 032 7000 F 0845 032 8000
VAT Reg No. GB123 4567 89  Co. Reg. OC12345678
EQRI: 123456789000
Cumency  GE7
Supplier SUP-000004 A UK Supglier Aot Name
Sort Code Aveunt Num ber IBAN SWIFT
Dt Dusee Drarti Document Code Supplier Ref N Amunt Paid
0500172021 Oer0zra0zl BILL-000033 1372
1000202021 120052021 BILL-000090 13245 35
02021 Szl BILL a.00
05/03/2021 4042021 BILL-000093 1795
05032021 Ozl BILL-000094 1953
77042021 272021 BILL-000101 4123
Tarkal 475,64
Supplier 29000011 Bit= Aind Bole Beccivant Name:
Sort Conde: Accownt Num ber IBAN SWIFT
Drate Drue Drat Doeument Code: Supplier Ref Mo, Amount Paid
05032021 Oereranzl BILL-000095 12000
12062021 110472021 EILL-000093 .aa 2400
Tarkal 204,00
Supplier  SUP-000013 Bl Cale Booount Mame
Sort Conde: Accownt Num ber IBAN SWIFT
Drate Drue Drat Doeument Code: Supplier Ref Mo, Amount Paid
LTl e 0&/0E2021 BILL 800
Tarkal 600
Swpplier SUP-0000139 Britieh Adrfranvel Bodmrit Namme
Sort Code: Aot Num ber IBAN SWIFT
Dt Dhuse Dravbe Dhoscusmerit Cinde Supplier Ref Mo, Amount Paid
041122020 3042021 EILL-0000E2 1560
Tarkal 15.60
Jun 24 2021 4:22PM Total Amvrt 705,24

Date Print=d © 24 June 2021
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interprise suite™

Supplier Payment Run

If any of the transactions need to be removed from the Suggested Payments Report this can
be done in option 317 Amend Payment Run (30)

co.uk - Interprise Suite

Ww.apes

s Skin: Default Help

500 dng &00 nting 900 System Manager
PO & & =
i v & oo [ g
Supplier PO Requisiton Purchase Goods  Bil/Purchase Returnto Debit/Credit Supplier 309 Quick Payment Supplier Batch Document Other Paperless Setup || Dashboard
- - Order = Received = Invoice * Supplier ~ Note *  Payment ~ PaymentRun Control = |PaymentRun ~ Printing ~ - Bills A -

Workflow 316 Create Payment Run
317 Amend Payment Run
318 Process Payment Run

319 Historical Payment Run

Transactions can be amended by unticking (31) as required. This will show a new total to be
paid (32) select Save & then Reprint the suggested payments report if required using the
Print option at the top.

B2 X

® ~Amend Suggested Payments -

Mum Key

B2 = &

Save Saveand || Print Process Help
- Close Payments
General Bble)
Chk |Dccument Code IDocumam: . | Suppl... ‘ Terms Amount Already Alloca... | Balance Interest Allocate Outstanding | |
-
L =) Supplier Name: A UK Supplier 0
(2 supplier: SUP-000004
BILL-000033 05/01/2021 MNET30 2%7 E19.72 £0.00 £15.72 E0.0 £19.72 £0.00
BILL-000086 04/02/2021 EOM calendar £6.00 £0.00 £6.00 £0.0 £6.00 £0.00
B BILL-000050 10/02/2021 13245 MET30 2%7 £3.59 £0.00 £3.59 £0.0 £3.59 £0.00
|| BILL-000023 05/03/2021 NET30 2%7 E17.95 £0.00 £17.95 £0.0 £17.95 £0.00
B BILL-000094 05/03/2021 MET30 2%7 £19.58 £0.00 £19.58 £0.0 £19.58 £0.00
|| BILL-000101 27/04/2021 MET30 2%7 £412.80 £0.00 £412.80 E£0.0 £412.80 £0.00 A
E479.64 £0.00 E£479.64 E0.0C E479.64 £0.00 I
£479.64 £0.00 £479.64 £0.0C £479.64 £0.00
L (=) Supplier Name: Babs Cabs
[J Supplier: SUP-000018
Pl ciiooss o400z | e | geoo|  £000] ee0f £0.00 £0.00
£6.00 £0.00 £6.00 £0.0C £0.00 £6.00
£6.00 £0.00 £6.00 £0.0C £0.00 £6.00 -
L (=) Supplier Name: Bits And Bobs
(2 supplier: SUP-000011
|| BILL-000055 05/03/2021 MNET30 E£120.00 £0.00 £120.00 E0.0 £120.00 £0.00
[ BILL-000038 12/03/2021 .00 NET30 £84.00 £0.00 £84.00 E[].Gj £84.00 £0.00
£204.00 £0.00 £204.00 £0.0C £ 204.00 £llUU|v
£705.24 £0.00 £705.24 £0.0C £699.24 £6.00 |
4| il | »

Ready
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interprise suite™

Supplier Payment Run

Option 318 Process Payment Run (33) will allow the payments held within the current
payment run to be processed.

0.uk - Interprise Suite

500 Banking 600 Accounting 900 System Manager Sales

g&ﬂ%%@[% — )

Supplier PO Requisition Purchase  Goods  BilfPurchase Return to Debit/Credit  Supplier 309 Quick Payment Batch Document Other Paperless Setup || Dashboard
- - Order - Received - Invoice ~ Supplier = Mote - Payment -~ PaymentRun Control ~ |Payment Run ~ Printing - Bills - -
Workflow 316 Create Payment Run

317 Amend Payment Run

318 Process Payment Run I

319 Historical Payment Run

© Process Suggested Payments

H& & ¢

Nom ey

Save Saveand || Print | Process || Help
- Close Payments _
[ General | B0l
Date Paid 30/06/2021 -| Bank Account [ nukac-o00001 ~| | s Gep curent | Begining Balance | (£ 30,662,697.80)
Payment Group | TEEETETol -| currency 3 i 1.000000 | Ending Balance | (£30,562,597.80)
Supplier | -|

Already Alloca... |Balance Outstanding
-
> -
(= supplier: SUP-000004
BILL-000083 05/01/2021 MNET30 2%7 £19.72 £0.00 £19.72 £ £19.72 £0.00
BILL-000085 04/02/2021 EOM calendar £6.00 £0.00 £6.00 £ £6.00 £0.00
BILL-000050 10/02f2021 13245 NET30 2%7 £3.59 £0.00 £3.59 £ £3.59 £0.00
BILL-000053 05/03/2021 MET30 2%7 £17.95 £0.00 £17.95 £ £17.95 £0.00
BILL-000094 05/03/2021 MET30 2%7 £19.58 £0.00 £19.58 £ £19.58 E£0.00 | =
BILL-000101 27/04/2021 MNET30 2%7 £412.80 £0.00 £412.80 £ £412.80 £0.00
| £ 479.64 £0.00 £ 479.64 £ £ 479.64 £0.00
£479.64 £0.00 £479.64 £ £479.54 £0.00
| (=) Supplier Name: Bits And Bobs
| | B Supplier: SUP-000011
BILL-000095 05/03/2021 MNET30 £120.00 £0.00 £120.00 £ £120.00 £0.00
BILL-000098 12/03/2021 .00 MET30 £84.00 £0.00 £34.00 £ £34.00 £0.00
£204.00 £0.00 E204.00 £ £204.00 £0.00
£204.00 £0.00 £204.00 £ £204.00 £0.00
-
£699.24 £0.00 £699.24 £ £699.24 £0.00 |

4| [ |

»
@| Process Payments |

Ready

34) Date Paid — This will be the date the payments are made in Interprise and will reflect
in the relevant accounting period. If uploading payments to the Bank via csv files this
will also be the date on the file.

35) Remittance Group — Payments displayed can be filtered by payment group if required

36) Chk — Transactions can still be amended at this point but would not show if the
suggested payments report was reprinted.

37) Select ‘Process Payments’ when the correct payments are ready to be processed.
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interprise suite™

Supplier Payment Run

Once ‘Process payments’ is selected, a summary screen will appear.

Processed Payments

Created Payments
Please verify the payments created.

General | Ifj)|
Print Remittances
Fayable Supplier Name Date Paid Amount Paid
£ [To be generated] A UK Supplier 30/06/2021
[To be generated)] Bits And Bobs 30/06/2021 38 £204.00
[To be generated] British Airtrawvel 30/06/2021 £15.60
£699.24 |

| Abandog End Cancel | | Process fd Print |

38) This will show a summary of the suppliers being paid and the amount to each
supplier

39)'Abandon and Cancel’ will allow closing of the screen without making any payments.
The previous screen will be displayed allowing the payments to be amended (if
required). The payment run can then be processed again.

40)‘Process And Print” will create the Payments
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interprise suite™

Supplier Payment Run

© Frint Dizlog X

Properties
Spedfy your printing preferences. You may reprint the report again later if you choose to save this printing preferences.

Report List |Q";"gl Settings for Supplier Remittance |£|
Checkl Report Name | Printer Settings || Additional Filter Criteria
Printer Destination
L | (=) Group Category: Form Report
> Supplier Remittance Name OneMote (Desktop) - Properties [C] Print to File
] MNatwestBankine 4.2 (4| Print Preview
I Status Ready Find Printer )
] UK standard Cheque and Remitt. .. = [C] Printer
L Type COneMote (Desktop) ’
[ Email
Where DOT4_001
[T Fax
Comment Ready
[[] Lowest Cast

Print What Print To File/Email Fax

) This document File Format | v|

Email Address | |

All unprinted aocuments
Mark printed Fax[Ext | | | |

Copies Print Range

Mumber of copies I:I & Al

Pages
1 1 Collate From | 1 :| To | 1 :|
o) @ﬂ” _Gese |

The print dialog screen allows the required layout to be selected (41). The destination (print
preview or email (42) etc. can be selected) Click Print when ready (43)

NB. As with all the other batch printing screens in Interprise, if email is selected,
an email address will not appear in the email address field. This is because there
could be multiple email addresses within the payment run.
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interprise suite™

Supplier Payment Run

The remittance advice print out below is an example of how the report will look.

Apex IT - For more Information visit www.apexit.co.uk

3000 Aviatory Way

Manchester Business Park

Manchester

Greater Manchester M22 5TG

United Kingdom

T 0845 032 7000 F 0845 032 8000

VAT Reg Mo. GB123 4567 89 Co. Reg. 0C12345678
EORI: 123456789000

Remittance Advice

TO
A UK Supplier Currency Code GEP
Unit3 .
Mill Street Date Paid 30/06/2021
Manchester Pa\rmentﬂef PAY-000038

Greater Manchester MILIWE
United Kingdom

Document Code Document Date Invoice Code Reference Outstanding Amount Paid Discount
BILL-000083 05/01/2021 GRN-000084-PO-000134 18.72 18.72 .00
BILL-000086 04/02/2021 GRN-000038 6.00 6.00 .00
BILL-000090 10/02/2021 13245 GRN-000094 - PO-000150 3.59 3.59 .00
BILL-000093 05/03/2021 GRN-000085- PO-000147 17.95 17.95 .00
BILL-D000%4 05/03/2021 GRN-000083 - PO-000133 19.58 19.58 .00
BILL-000101 27042021 GRN-000119 - PO-000166 412.80 412.80 .00
Totals 479.64 479.64 .00
Date Printed: 24 June 2021 Page 1of 1

© Copyright Interprise Solutions LLP
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interprise suite™

Supplier Payment Run

When the print dialog window is closed, a prompt will be displayed - 'Did the payments print
correctly?’

Selecting *No” will cancel the processed payments and the payment run would need to be
done again. This is only really used when printing cheques and the printer has jammed. In
this instance, the cheque numbers would need to be reset.

Selecting ‘Yes’ here will confirm all the payments & put them onto the Supplier’s account.

@ Process Suggested Payments

Mum Key
Save Save and
- [« ("9 Processed Payments
General Created Payments |Q" J” l‘yl
Flease verify the payments created.
Date Paid ,662,697.80)
Payment Group ,662,697.80)
Supplier —
General ‘ !‘yl
Print Remittances ding
ry
Payable i = i
terprise Suite ]
= | pAY-000038 Interprise Suite &
|| = Sup — 3 y
|| PAY-000039 Interprise Suite £204.00 £0.00
|| PAY-000040 £15.60 £0.00
£0.00
£0.00
£0.00 =
— Did the payments print correctly? A =
£0.00
£0.00 |
£0.00 |
(=) Supplier
| - hd
| | [ Supp
B £0.00
B F i | £0.00
[ | T £ 699.24”
£0.00 |
| Abandon and Cancel ‘ ‘ Process And Print | £ 0'00\
-
Eo95, il ET00] £699. il E] E695. alll £0.00) |
4 il ] »
| Process Payments ‘
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interprise suite™

Supplier Payment Run

If the batch of Remittance Advice Notes needs to be re-printed, this can be done in 319
Historical Payment Run (44)

ﬂ Apex IT - For more Information visit www.apexit.co.uk - Interprise Suite

File View Favorites Toels Skin:Default Help

.| http:/fwww.interprise. co.uk/Welcome/

100 CRM 200 Customer 300 Supplier 400 Inventory 500 Banking 600 Accounting 900 System Manager Sales

I TH| 3.” Bill ]
Br Bl R B & B & T @S B ~be @
s LD
Supplier PO Requlsltlan Purchase  Goods  Bill[Purchase Returnto Debit/Credit Supplier 309 Quick Payment Supplier Batch Document Other Paperless Setup || Dashboard
- - Order = Received = Invoice =  Supplier = MNote = Payment ~ Payment Run Control = |Payment Run ~ Printing - Bills - -
Workflow 316 Create Payment Run

317 Amend Payment Run

318 Process Payment Run

Q 319 Historical Payment Run

® Processed Payments

Created Payments
Please verify the payments created.
General |Last 30 Days || Remittance Only m—“ t_i;|

Print Remittances
Payable | Supplier Name | Date Paid | Amount Paid
PAY-000032 The Butty Bar 24/06/2021 3. 21 —
] PAY-000033 The Ink Shop 24062021 1,004.90
B PAY-000034 The Mobile Phone Company 24/06/2021 430.67
| | pav-oo003s Toys Toys Toys 24/06/2021 5,434.65

L [=J Batch Code: BCHPAY-000007
PAY-000036 Cool SupplierLtd. 24/06/2021 13,200,000.00

L | [=J Batch Code: BCHPAY-000008
PAY-000037 Hello Dave Ltd 24062021 14,400,000.00

(=) Batch Code: BCHPAY-000009

PAY-000038 A UK Supplier 30/06/2021 479.64
& ' Bits And Bobs| 204.00
PAY-000040 British Airtravel 30/06/2021 15.60
| 28,205,818.86 |

Abandon and Cancel | | Re-print @

45) Select the days to search

46) Select the Payment Group

47) Select a line within the batch to be reprinted. This will reprint every Remittance
Advice

48) Select Re-print

When the print dialog window appears, select email or print as required.
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interprise suite™

Supplier Payment Run

If a single Remittance Advice note needs to be re-printed, this can be done in 333 Find
Supplier Payment (50)

o Apex IT - For more Information visit www.apexit.co.uk - Interprise Suite

Skin : Default Help

500 Banking 500 A

Q oo ] & @

Supplier PO Requisition Purchase  Goods  Bill/Purchase Remrnm Deblthredlt Suppller 309 Quick Payment Supplier Batch Document  Other  Paperless  Setup || Dashboard
- - Order = Received ~ Invoice =~  Supplier = MNote = Payment - | PaymentRun Control - PaymentRun - Printing ~ - Bills - -

Workflow ! 308 New Supplier Payment
333 Find Supplier Payment |

Double click into the required Payment and select Print (51)

em Manager

® Payment - PAY-000 A UK Supplier

Num ey
B = = RO =

New SaveandMew Save Saveand Undo  Find Print Help ||Suppler | Veid | View Journal

Close Details J
Bayment lm |?J|
Bank Account [BMKAC-000001 - [HSBC GBP Current Act| Bank Account Balance | (£30,663,397.09) | PaymentMethod | Remittance Only -|
Bank Currency | GEP i 1.00| supplier Currency | c8P || 1.00 | Bark Account Valve | £479.64|

Apex IT - For more Information visit
wwww, apexit. co.uk.

3000 Aviatory Way Date Paid 30/08/2021 -
Manchester Business Park

Manchester M22 5TG Payment Reference

Supplier A UK Supplier cam.54) ||

A UK Supplier

Unit 3

Mill Street
Manchester M111WE
United Kingdom

Notes |

Bills and Refunds

Document Code Document Date = | Reference Terms Amount Already Allocated | Balance Potential Discount | Quistanding

BILL-000083 05/01/2021 NET30 2%7 £19.72 £19.72 £19.72 £0.00

BILL-000086 04f02/2021 EOM calendar £6.00 £6.00 £6.00 £0.00

— e — P = o e o -
£479.64 £479.64 £0.00

Allocation Difference £0.00

When the Print Dialog window appears, select email or print as required.
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interprise suite™

Supplier Payment Run

Setting up Suppliers for Payment Runs

The Payment Group options which are displayed within the Payment Run screen can be
setup in the Supplier Module.

Supplier — Setup — Payment Method (1)

wit.co.uk - Interprise Suite

400 Inventory 500 Banking

B & B & v @ & %MW

Bil jPurchase Return to Debit/Credit  Supplier 309 Quick Payment Supplier Batch Document Oﬂ'1er Paperless Seb.u:l
Note - Payment ~ PaymentRun Control ~ PaymentRun + Printing =

600 Accounting 900 System Manager

®

Dashboard

B

Suppller PO Requlsmon Purchase  Goods
Order = Received = Invoice = Supplier =

Workflow Opening Balance
Supplier Class Template
Supplier GL Class Template
New

Factor

Payment Method o

Preferences

PO PO Report Mapping ]
| | | | Landed Costs Preferences I
T —T T —I

Select New (2) to add a new option or highlight the Payment Method to remove and select
Delete (3)

{
[

@ _2ayment Method

e @& W

New SaveandMew Save Saveand Undo | Delete
Close

S

Refresh

Help

Payment Method Description Payment Type
¥ EChegue and Remittance Printed Cheque & Remittance Cheque/Cheds & Remittance
Remittance Only Remittance Only Remittance
B Direct Debit Direct Debit Remittance
|| Standing Order Standing Order Remittance o
B Credit Card Credit Card Remittance
#

The Payment Type (4) is used for the document type that will be ticked when printing. If
only Remittance Advice notes will be used (not printed Cheques), set all options to
Remittance. If a file is used to upload payments to the bank (HSBC, NatWest, Lloyds etc.)
then still set this to Remittance not Remittance and File.
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Supplier Payment Run

Within the Supplier Record and the Setup Tab (5) the Payment Group can be assigned (6)
and also the Bank Details entered (7) if Payments will be uploaded using a csv file to the
bank.

@ Supplier - SUP-000004 - A UK Supplier
— —= =5
TNE& &' =
MNew S veand Undo  Find Delete Print CRM Help
lose -
| General " Setup ” Contact " Products || Analysis ” Transactions " Recent Purchases ” Aged Credit | |'_‘)|
Setup Accounts
Currency [ezp -] || 6L Class Code | DEFALLT -|
Payment Term |Terms 30 Days from Document Date - & + | Posting Description Account Code Account Description
- >

Tax Code |UK 20 Std Rate Purchases | I B Cat . Pur He:
Shipping Method |Star|dard Delivery Charge - | Expense - Freight 5505 Carriage

Expense - Other 5995 Other Purchases
Warehouse |Main Warehouse v| l S
Credit Limit | £0.00| I (= Category: Purchase Item Lines

Expense - Service / Non Stock 5001 Purchases Type B - UK
Source |Unkn0wn v| l i 5 ¥pe
Payment Group | Remittance Only e - |
Bark Sort Code | |

Email Setup

Bank Account Number

Report Mame Email Use Docu... |CC Don't ...
Bank Account Name >| Mo Report
Bank Payment Reference | | i
IBAN/Swift Code
VatMo.Co Reg
Factor | - |
Default Contact Name | w | Mr LK Contact -|
Sales Contact [Mr Uk Contact -|
Landed CostPercent | 0.000% |

NB. The format of the bank details will be based on the Banks requirements. For
example, they may not require the — (hyphen) in the sort code. This needs to be
verified with the bank before the details are entered & uploaded as it may cause
validation issues when uploading.
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