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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) 

 

The Payment Run Wizard will appear, select Next (3) 
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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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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.  
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The transactions that are presented on the next screen will be based on the criteria set on 

the front screen. 

 

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. 



 
 

Supplier Payment Run 

© Copyright Interprise Solutions LLP                                            Page 5 of 16 
 

 

 

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

Finish (26) 

 

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

(28) 
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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.  
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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) 

 

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.  
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Option 318 Process Payment Run (33) will allow the payments held within the current 

payment run to be processed.  

 

 

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

 

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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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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The remittance advice print out below is an example of how the report will look.  
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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. 
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If the batch of Remittance Advice Notes needs to be re-printed, this can be done in 319 

Historical Payment Run (44) 

 

 

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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If a single Remittance Advice note needs to be re-printed, this can be done in 333 Find 

Supplier Payment (50) 

 

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

 

When the Print Dialog window appears, select email or print as required. 
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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) 

 

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

Delete (3) 

 

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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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. 

 

 

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. 


