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Sage Supplier Cheque Payments / Paying supplier invoices
Paying Suppliers Invoices.

In this section we record payments of Supplier Invoices (Invoices posted through the Supplier Ledger).   This procedure is used whether the payment is made by Cheque, Standing Order, Direct Debit, Cash or other means of payment.

Source of information for Posting.

1.  Bank Statements for Direct Debits, Standing Orders etc.

2.  Cheque Book Stubs.  (Cheque stubs for payment to Suppliers should have the numbers and values of the invoices being paid written on the back of the stubs).

At the top level of Icons click on BANK.

At the Bank level of Icons, first highlight the Bank Account from which the payments you are about to enter have been made – in this case the Bank Current Account.  Then click on SUPPLIER.    (Note: If payment is made by Cash or by Credit Card you must select the correct Account before making any posting).
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A screen similar to the one below will appear, with the Vertical Cursor blinking in the PAYEE field, waiting for your entry.  In this particular example the Screen has been maximised so that only the top level of Icons are showing. Above those icons at the very top line is shown in brackets the active screen i.e. (Supplier payments – Bank Current Account).

In the PAYEE field, type in the Account Code of the Supplier whose invoice you are paying and press TAB.   The system enters the Suppliers outstanding invoices in the data area and the Cursor skips to the DATE field.   

Enter the Date of the cheque/payment and press TAB.  

The cursor skips to the CHEQUE NUMBER field.  Here enter the Cheque number or D/D, S/O or CASH Docket No. – whichever is relevant and press TAB.  

The Cursor then skips to the Value Field where you enter the value of the payment and press TAB.  The Cursor moves to the first PAYMENT column of the Data area.   You are ready now to allocate the cheque value to invoices, as follows:

1. Individual Invoice Allocations.

In this area you allocate from the cheque value the amount of the invoice value you are paying.   If the invoice is being paid in full you may click on the PAY IN FULL box at the end of the screen; if not, type in the amount being paid.  You can then move the cursor to the next invoice being paid and click in the PAYMENT Column and enter the payment amount.   This process may be repeated until the total value of the Cheque has been allocated.  Check to ensure the ANALYSIS field, at the bottom right of the screen, shows the same value as the Cheque Amount field.   

If you are satisfied with the allocations you can click on the SAVE button to record your entries.  If you are not happy with the allocations you can click on the ABANDON button to cancel your entries and start over.   The SAVE button will post the cheque to the Suppliers account, the Bank Account and the Creditors Control Account.

2. Automatic Allocations.

If you are paying off all the older balances you may Click on the Button AUTOMATIC and the system will allocate your payment value to all the older balances for you until the total of the payment is used.

3. Payment on Account

If you do not want to allocate the payment just yet, you can click on the SAVE button immediately after entering the Value of the payment in the value field.  You will be asked to confirm if you want to post the value as a Payment on Account.  Please note that if you are liable for VAT on Cash basis you must allocate a suitable VAT Code to the Payment at this time – one that can be later matched to an invoice with the same VAT Code.
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