Bulk Payments User Guide

Bulk payments can now be allocated using Bulk Payments in the Accounts drop Down Menu. This
allows for a single amount to be entered across Account Codes, such as when several cheques are
paid in together on one slip.
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Populate the top section with description, payment method, references and the amount to be
entered, also currency (if the multicurrency is enabled). The date can be pinned for subsequent
entries using the pin button.

a Bulk Payment Entry 0D x
Currency GBP . Date 021122015 ANy
s AR ; Add all Invoices and Autc-alecate
Description Faymant Method Cheque any On Account
before allocating
Our Ret Their Ret Choar alocaton
Amount \Unatocated
Type Account Code Company Owt Ret Date Amount Thex Ref B ALK A d R 9 -
Add Invoice Account Select a cooe 10 get st - Growp  Select a group 10 get kst - On Account Post Abandon

All Invoices and Credit Notes must be entered onto the list before any lines are allocated.

There are three methods for populating the form with invoices. Invoices can be added individually by
Invoice number or from lists found by Account code or by Group, which can encompass many Accounts
Codes (Set up via company — group and creation of a head of group and subsidiary companies).
Multiple lines can be selected with Ctrl + click.

Currency GBP = Select the correct Invoices
Description Slip 1023 Pay Search Characters
Our Ref. VHS
Amount 6,000.00 Type Our Ref Date Outstanding Their
Invoice 10194 13/08/2015 1224 VHS
Type Account Code Company >
® |nvoice 10185 28/08/2015 120 ZFD
¥ Invoice 10196 05/10/2015 173.4 VHS

Add Invoice | Account Select a code to get list v Group  ABC Contracting Services v On Acci




s Bulk Payment Entry - M x
Cumrency G8P Date 02122018 »
S - P Add all Invoices and Auto-alocate
Description amp aymerd Method  Chegue any On Account
P before alloca
Our Ret 001 Ther Ref. 100 king Cloar afocation
Amount 5,000 00 Unalocated 000
Type Account Code Company Qur Ref Date Amount Ther Ref Baw Alio Al d R '] -
On Accot 814 Faber & Fader Lid 10/120201% 00 457500 487580 v ]
voice SACC Sacco Mann 10429 WRNIZNS 12420 10 12420 12420 v 2]

Once any invoices have been allocated no additional invoices can be added without clearing all
existing allocation first. The Clear Allocation button performs this function.

An On Account amount can be also be added. Select the On Account button and insert the relevant
account code. One On Account amount can be added per Entry Form.

The Auto Allocation button will allocate invoices automatically up to the payment amount, except
for on account lines which need to be entered manually.

To allocate individual invoices tick the Allocated box for the full amount to be automatically entered,
or enter the sum manually. It is possible to allocate any amount up to the total of the invoice.

e Bulk Payment Entry - O %
Cutrancy GBP Oste 10V1272015 »
e o -~ Add all Invoices and Auto-alecate
Descrption 127 syment Uethod neque any On Account
Our Ref VHS Thek Rat before allocating e
Amount 300000 Unalocates 000
Type Account Code Company Our Ret Date Amoant Ther Re! Al 3 -
On AccodH001 Holand Park School 101272015 00 123 201223 20233 i 0e
Invoice HOO1 Holand Pack School 10404 Q21272618 190.37 1S 18637 186 37 v 00
mvoice SACC Sacce Mann 10429 QRN2IA01S 12420 10 12420 12420 a! 00
mvoice SCO004 Scott Moncrief! 10430 Q2122015 224.40 128 224 40 2400 v (1]
nvoice SCO00¢4 Scolt Moncret! 1041 021 27201% 2480 127 2480 24 40 v ¢
nvoce SCO004 Scott Moncrief! 10432 Q21212015 224 30 ASDF 2480 22440 v 00
Aganvoce | Accourt ABCODT - Group  Select a 9roup 1o get et . On Account Post Abandon

Once the invoice allocation is checked and complete and the unallocated amount is zero, click Post.

This will create a payment for each line.
The original total Amount is not retained
because the payment can be across
Account Codes.

The transaction list can be used to check
on the individual payments made. They
also appear on the relevant Accounts
Code — Accounts view.

[
| §B Transaction List
Date 101122015 o 10122018
Expane
Transacson Type al
Accoant  Neme Date Type  Our Gef Thew Qat Amount  Outwy|
» HO01 Haland Parx School 10122015  Payment VMS 201228 2
Moot Mofland Park School 10122015  Payment VHS -150.37
Sacc Sacco Naoe 101122015 Payment VHS s )
SCODDE  Scoft Moncrie!! 10122015 Payment VHS 224 40
SCODDE  Scom Moncrmn 10122015 Payment VHS 234 40
SCO00¢  Scom Moncreft 10122015 Payment VMS Jis4c
ot Cloae




