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Introduction

Creditors is contained within the Finance Module which can be access via either:
e The Main Menu by selecting Finance

e Or from any Module by clicking on the Finance ($) Icon on the toolbar.
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Once you have entered the Finance Module you can access Creditors through:

Path: Creditors

Choose from either:

Financial Icon

|C§ditnrs Gen Ledger  Pavroll  Syste

reditor Master File Information
Creditor Invoice Enkry
Order Entry and Conkrol
Creditor Payments
Execute Payments
Creditor House-Keeping

Aged Creditor Reports

Creditor Master Record Reports
Creditor Order Reports
Creditor Order Ikem Repaorts
Creditor Transaction Reparts

e | Processing of Creditors via any area above the grey line.

Standard Reports for Creditors via any area below the grey line.
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Prerequisites

There are a series of steps to be performed before processing within the Creditors is possible.
Follow the instructions below for details on each of these steps:

Entity Code.

Control Account - Bank Account
Electronic Payment Detalil.
Cash or Accrual Accounting.
Creditor Period ID’s.

Set Up Control Files :

Entity Codes

Path: System — Entity Codes

Entity Codes will have been created during initial installation / set up of PCSchool. The Entity Code
must have valid ledger accounts from the Chart of Accounts for the Offset Bank, Offset Creditor
and Offset Creditor Discount accounts.

- MEE
| Code: |CULLEGE ﬂ Ledger End of Period
D ezcription: |Kate's Collzge
Initial Calendar Maonth 1 Offset Accs: Bank: 6100 Creditar 8200 Cred Disc: 8201
Current Period: 5 Fayrall Group/Supplier Murmber: | <~ Mot required Default Entity
GST Acct Method: |-‘-‘« -MNON CASH ﬂ ¥ Consolidate Receipts | Payroll Transactions
Period ... | Period Description | tonth | “rear Range | EOY | Previous "'ear Description | A|
1 Januamy 1 2008 O =zoo7
2 February 2 2008 O =zoo7
3 March 3 2008 O =zoo7
4 Apii 4 2008 O 207 D) Newltem
i 5 May 5 2008 O zo07
G June £ 2003 O =zoo7 J S Clear ltem
7 duly 72008 O =zoo7
8 August 3 2008 O 2007 X Debtelten |
9 September 3 2008 O =zoo7
10 Octaber 10 2008 O =07
11 Movember 11 2008 O =zoo7
12 December 12 2008 2007 ﬂ
Update GST | H Save F2 | %Clear Screen F5 | | X Delete Chart | Zero Chart | G" Exit Wiew Ezc |

Description of Offset Accounts in the Entity Codes:

. Offset Bank: Enter default General Ledger (GL) Bank Account number where the majority or all of
the creditor payments will be drawn.

. Offset Creditor: This will be your Creditor Control Account and will be a General Ledger Liability
Account utilised if running an Accrual Accounting System.

. Offset Cred Disc: Enter if utilising Creditor Discounts, if not use the Offset Creditor account in this
field.

e | Click Save.
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Control Account — Bank Account

Ledger Posting Accounts must be set up for Bank Account, Creditor Control Account and Creditor
Discount Account as well as any Expense or Capital accounts you wish to post creditor payments
against. Below are basic instructions for setting up your offset accounts used in your Entity Code
Set Up, please refer to the General Ledger User Manual for more detailed information on creating

model and posting accounts.
Create the Model Account

Path:

Gen Ledger — Model Account Entry

To create Creditor Offset accounts begin by creating your Model Accounts.

...... Cl s BEE
| = |
Acct: 8200 | Name: [Sundy Creditors 2] =
 Activity Status
‘ r- 3 " : ¢ Heatibg '] = e ale T Nate INormaIusage LJ
Ao Slassificatic m Budget Code:
oo Fibmerse, | Wik & Lin C itk Cari | 2
6 £ Dsbit | GST Class: | ~] GSTRate: [ 0.0
Consolidation Options Account Relationships
DETYA: Report Partner Account:
1 Bl &l
Consolidation: {Ll End of Period Distribution:
1 2| 1
Cash Flow Tag: Account:
1 = | | |
Express As KPI Details
damer Numerator: [ _J I _l
Denominator: | _j | _[
Save ... ] Clear &ll l Delete.. | Change Stalus!CIassl Transfer toAItemateAccq Exit View
Click Clear All.

Enter in the Account Number and Name for the new Model Account.

Select the Account Type, Account Classification, Status, GST Class etc.

Select the Consolidation Options and Account Relationships if you wish to use these.

als|wINE

Click Save.

Create the Posting Account

Path:

Once the Model Account is created you will need to create your Posting Account.

Commercial in Confidence
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-, Ledger Posting Account - D%
ErdtyCose [COUEGE |  [Kae's Colege R o o ]
Model Account E] B200 | [Sundy Credton ‘E c B
[ Accoud>> | Subsec >y | Nama >y UG5 Class 3> | GSTRaw | Bark>y | 858 | Accuni# | Oigf | DeiDeti 2 | Sebbaiweesrg | o| [Oente |@ 55 |
(513 0 Soavdhy Cimeters 0o Zeth m 000000 ~
| [ owe | Xowe |
: =
! Balarcet | 2 Teansactiorw | ) Budgets | 4 Budgel Caaion | © Budoet Comparition | © Bark Reconclston | 7 Notes |

1. | Select the Model Account you created using the drop down list.
2. | Click Create to add a new Sub Account or use the tab key to move through to the next field.
3. | Enter the GST Classification and GST Rate.
Requires entry of the school bank details if this is to be the bank account where payments will be
4. | drawn from or leave blank if a standard posting account. See Electronic Payment Detail
information below for more information on these fields.
5. | Click Save.

Electronic Payment Detail

Once the Offset GL Bank Posting account is created you will need to enter the necessary banking
details to process creditor payments electronically.

This is the default General Ledger Bank Account number where the majority or all of the creditor
payments will be drawn. Second and subsequent Bank Accounts can be selected instead of the
default when processing creditor payment runs.

| Ledger Pasting Account -ofx
Endily Code [COLLEGE | [Fase's Cobege [ ‘]
Masel Accurad [m BET |  [Schod Opessing Accourt P 0 I8

[Accomnt >3 | Subase 5> Narme 33 GST Clase>r | GST Fsle ok s> | BSE | dccouwd ® | Dot | DisciDebt 8 | Setbalwrcng o] [Yoewo | [ Save
f (3} O Lath# Bk Q.00 NS 12545 0D0O0O1YY  CO0a0Y © O B

B E O &8 E ll_ETRIEET

Bolances | I Traveactons | O Budgets | ¢ Budpst Creston| & Budget Compassan | © Bark Reconclation | 7 Motes

|
|

To set up your Offset Bank Account for Electronic Processing as per Step 4 above:

Select the Offset GL Bank Account for creditor payments.

L Click Create to add a new Sub Account or use the tab key to move through to the next field.
2. | Bank: select your Bank from the drop down list.
3 BSB: enter the BSB number (New Zealand schools should ignore this field and enter the entire
" | account number under Account #).
4. | Account #: enter the bank account number.
Org#: enter your Bank Authorisation Number which enables electronic processing of payments
5. | (contact your bank to obtain this). If the number is incorrect the bank file will be rejected when
submitting data via your banks software.
6 Direct Debit #: this is a Bank Authorisation Number required for Direct Debit Processing (Debtors)
" | and is obtained by contacting your bank.
7 Self Balancing: Tick if the file being sent to the bank is self balancing. Contact your bank if you are
" | unsure of this feature as it affects validity of the bank file.
8. | Click Save.
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Cash or Accrual Accounting

Path:

Utilities — System File Maintenance — Financial System Defaults

The Creditors can be run under either a Cash or Accrual System which is controlled under the
System File Maintenance. This area may be restricted by Security so if access is denied contact

your School System Administrator.

R [

Company Name: [KATE'S COLLEGE

Address 1: |2 Education Road School Mumber: |7121
Address 2 | DET' Code
Towre |TOWN 1234
Fostcade: [4000 ACN ar AREN |
Headmaster: |Mr Principal ABN: |12 345 678 500

1 Financial Spstem Defaults l 2 Non FinanciaIDefaults] 3 AssessmentDefauIts] 4 Other Address Detail]

Default Sundiy Debtaors: B200 Calendar kth Pd One: Ii'l I
Default Sundry Transaction Acc: 230 Current Debtar Pd: 3+~
Default Vol Tiansdce: | 4030 FeceiptFrinting [R 4] [ Disable Receipt Delstion  [Forright =]
Default Holding/Home Stay Ao lw Def Tender: I— tipply Debtars GST basedon:  Default Billing
Default Capital &cocount: 9000 Def. Credit Item Code: | I |GST in Ledger Acct. j |Debtors ﬂ
Default End of Year Clearing Acc: ’W Receipt Alloc, Credits: |251 a3 j BPay Options

Default Bank Account; (6110 Last Receipt Mo.: 93189 Org Fef Humber. [30544
Default Entiy: |COLLEGE W] Last Barcode: 1 Last Mumber Used: 1907

Default GST Account: 3160 T ax withholding Rate: 0.00 Leader: 0
Default GST Rate: 10.00 Finalise Options: |LInFinalise Prior Pd ~| Lenath: 5=
Yerfy Counters | = Save F2 | G" Exit Wiew  Esc |

Accrual: If running under an Accrual System both invoices and payments will impact the general
ledger:

* o Entry of invoices will Credit the Creditor Control A/c and Debit the Expenses Alc.
o Payments will Credit the Bank A/c and Debit the Creditor Control A/c.
. Cash: If running under a Cash System, entry of invoices will NOT impact on the ledger:
e Only upon payment will the processes Credit the Bank A/c and Debit the Expenses Alc.
IMPORTANT: As this field controls all facets of the financial modules, i.e. Debtors, Creditors,
e | Payroll and Ledger — if other modules are already in use DO NOT CHANGE FROM THE DEFAULT
THAT EXISTS as this may jeopardise the validity of the data in other areas.
e | Select Save to save changes.
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Creditor Period ID

Path:

Creditor Period Identifiers indicate when your creditor financial year begins and ends.

System — PeriodID

Financial Period ldentifiers !.E
Entity > | Period > > | Manth | Period Desc | ‘rear Range | Ledger Pd | Final Period | Prey vear desc | ‘|
COLLEGE 1 1 January 2008 1 | | 2007
COLLEGE IZ EI 2 . 2 February IE 2008 E . 2 2007 E
COLLEGE 3 3 March 2008 3 @ 2007
COLLEGE 4 4 April 2008 4 O 2007
COLLEGE ] 5 May 2008 ] O 2007
COLLEGE g £ June 2008 g O 2007
COLLEGE 7 7 July 2008 7 O 2007
COLLEGE a 2 August 2008 a O 2007
COLLEGE 9 9 September 2008 9 O 2007
COLLEGE 10 10 Detober 2008 o O EE ]
COLLEGE 11 11 Movember 2008 11 O 2007
COLLEGE 12 12 December 2008 12 2007
=l
Select Financial Area
" Ledger " Debtors m {+ Creditors " Payroll

1. | Select Financial Area, click Creditors.
5 Entity: Leave field blank as invoices are attached to Entities as they are being processed. If, as in
" | the above example, you already have an Entity showing this will not affect anything.
3 Period: Enter the Period Number. This should generally be 1 through to 12 if you are using monthly
" | periods.
4 Month: Enter in the corresponding month for the period. If you operate on a calendar year months
" | should be 1 through to 12, if you operate on a financial/tax year months should be 7 through to 6.
Period Desc: Enter in the corresponding period name. If you operate on a calendar year
5. | descriptions should be January through to December, if you operate on a financial/tax year
descriptions should be July through to June.
6. | Year Range: Enter in the Current Year.
7. | Ledger Pd: Enter in the corresponding Ledger Periods for each of your Creditor Periods.
8 Final Period: Place a tick in the appropriate period that signifies the final period. This should be
" | December for a calendar year or June for a financial year.
9. | Previous Year Desc: Enter in the Previous Year.
° Changes will save automatically when you move off the line.
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Flowchart for Processing from Orders to Payment

Optional - Order Entry and Control

Using the Ordering System is optional, creditor invoices can be processed and payment
made without the use of orders.

Process / raise purchase orders as required.

Flag orders as supplied or part supplied.

Creditor Invoice Entry

Invoices can be entered on a regular basis (daily, weekly) depending on volume.

Invoice entry creates a batch based on the invoice date.

Invoice batches do not have to match in entry and $ value to the Creditor Payment Batches
if running a true accrual system.

Batches must be finalised to impact on the General Ledger.

Creditor Payments

Payments can be made daily, weekly, fortnightly or monthly.

Invoices can be selected for payment individually, based on due date or priority.

It is at this point that the system regards the invoices as paid.

Payment processing creates a batch which must be finalised to impact on the GL accounts.

Execute Payments

This view is a holding file of all payments, here is where you choose your output options.
Payments can be printed in the form of cheques, remittance advices and/or to a file for
electronic payment processing.

Payments can be re-tagged and printed in various formats (doing so will NOT DUPLICATE
the payment run).

Payments can be reversed through this view.

Once output is as required this holding file should be cleared in readiness for the next run.

Reporting

Creditor Invoice and Creditor Payment batches can be printed to paper or pdf format.

Aged Creditor Reports can be printed for ‘up to date outstanding balances’ at least monthly
for audit purposes or when required (this report is a REAL TIME report and will only print
based on CURRENT data).

Creditor Reconciliation Reports should be done at least monthly to validate the creditor
data against the General Ledger Control Account.

Page 9 of 20
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Payment Entry via General Ledger

Path: Gen Ledger — Batch Transaction Entry — Payment

It is possible to process a prompt creditor transaction;
e This Transaction creates the Invoice and payment concurrently.
e The Payee Code is sourced from the Creditor Master File Information.
¢ No Creditor Invoice Entry and Creditor Payment are required.
e Basic details such as; Date, Description, Amount and Creditor Code are all that is required.

This entry can be used when a cheque or electronic file is required quickly.

¢ Payment © OnlineReceipt  © Payoll © Batch Receipt © Creditor Payment ¢ Jownal © Cred. Inv ¢ Debtors ¢ Pay Cancel
New = E ritity: |CDLLEGE J |Kate's College [ Ewclude GST  Status l—
New | No: ’W_l Description: |F'r0m|3t Creditor Payment m Batch Tatal: ’W
Offset Account: | B'IDDJ | DJ |Cash at Bank Unapplied: 0.0o0
& Pint P |Date [1208/2008 .| Period: | 5 .| [May2008 Last Chg Ne: 70072
Type.. Reference Date >» | Description | Amount | Payee Code | “Who Unappii... | A|
E 9191 12/068/2008  Home E_c Supplies - 100,00 ACASIT E Academic Aezersme 0.00
C FO072 12/06/2008  Boak Binding Repair Kt 399.0C |EQOKS Book Stare [ni 0.00

Code

m E E J00ESTORE |Book, Store Ine

| BOODIR Books Direct CH PO Baox
|: I Newltem* Accou... | Sub... | Froje... | MHame > | Amount | D| GST .. =« %CIearltem’ | XDBletelterr* | Q * |
130 0 0 Libram Expenzes 393000 TE
Mew =P Boak Einding Repair Kit =]
& save >
% Clear =
X Delete=p-
— - -
Finalize Batch | | Clear Batch | Yalidate Batch Exec Payments | | G’Exit ViewEsc |

Open and name a new Payment Batch.

Click on New Item to create a new item line.

Enter in the Type of payment; C for Cheque, E for Electronic.

The Reference will automatically be allocated based on the last cheque number or
electronic reference used. This can be edited.

Enter in the invoice plus payment details: Date, Description and Amount.

Select the Creditor by typing in the first few letters of the Creditor Code to bring up options
or by clicking on the Payee Code column heading.

N o o M wNE

Dissect the amount to the relevant GL Accounts.

After entering in payments, click on Exec Payment to send these entries through to the
8. | Execute Payments area where cheques can be printed or electronic file for the bank
created. See Execution of Payments for information on this procedure.

9 Click on Finalise Batch to update Creditor Master File transactions with those in the
" | batch.

Page 10 of 20
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Viewing Payments in Creditor Master File

Path:

Creditor — Creditor Master File

You can view payments made through both the Creditor Invoice Entry — Creditor Payments
routine and General Ledger Payment Batch routine in the Creditor Master File transactions tab.

Code: [BODKSTORE Gl 1 HoldPay [~ TagToDelsts Name |Bock Store Ine al

Address: |45 Reading &weue Address: |

Town: |TOWN [ Postoode: [4868 [GLD 14 ABN: [12 345678 901
Contact Persor: | Tem wiite Phone: |07 4012 3456 Fau |07 4023 4567
Ermnail: |twrite@b00kst0re.com; accountsEbook store. com 5 tabile: |El41?"|23458 Update Payee Address
“web Site: |www.bookstore.com “web Password: |

|Kate's Callege

Analysiz Code; |Library Suppliers | Payment Priority; |0 _%I Drefault Entity: |CDLLEGE ﬂ
Pay Temsz: aa Credit Limit; 5000 Def. Ledger e | 131Dﬂ| Dﬂ |Librar}l Expenzes

1 F'a_l..lmentDetaiIs] 2 Higtory # Transactions l 4 Elrders] 5 Notes] m
Selection Criteria

S

efar... ate =x escriotion m... al L. ax A H. Paviet.. av T otal atc o
5 | Fiefer.. | D | Desorinti | am.. | Paid | Di.. | Tax | D Hl Pavrer.. | PavTotal | Batch | : b
70072 12/06/2008 Book Binding Repair K 0.00 339300 0.00 0001 1 70072 335.00 ES0 Curr. Iveoice {+ Pay
3 2345 237092008 Art in Perspective 000 12000 0o0 coo QO 9163 120,00 460 Al lrwoices
3456 01/10/2008 The Life of Plants 000 10000 000 oo0J OO 9181 100.00 461 Date Selection Criteria
+ Range oAl
1 Pa_l,lrnentDetaiIs] 2 History 3 Transactions | i ] 3 Notes]
Fiefer.. | Date>> | Description | am.. | Paid | Di. | Tax | D H.] Payref..| PavTatal | Bach | = (EBIBCHD” Criteria ~
23486 17/01/2008 The Life of Plants 10000 10000 000 coodOd 0.0 E13 Eur. Invoice Fay
12345 21/1/2008 At in Perspective 12000 12000 000 o000 O 0.0 619 | | Alllnvoices
Date Selection Criteria
* Range Al
Fram: |1 Jan, 2001
To: |3 0ct, 2008
= Dl Down &3,

n S ave Creditor F2| > Delete Creditor D | % Clear Al F5| [}' Exit Wigw Esc|

Change Selection Criteria to Pay. This will allow you to view all payment transactions

& against this creditor.

A Prompt Payment Transaction, done through a General Ledger Payment batch, will
2. | only show under Selection Criteria of Pay as no associated invoice was entered into the

system.

A Creditor Auto Pay Transaction, done through Invoice Entry — Creditor Payments
3 will show under both Selection Criteria options of Pay and All Invoices. Pay showing the

Creditor Auto Pay batch information and All Invoices showing the Creditor Invoice batch
information.
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Problem Solving

Delete / Reverse a Creditor Invoice

If a Creditor Invoice has been entered twice or entered against the wrong Creditor Code it will need
to be corrected. If the error is discovered BEFORE payment of the invoice one of the following

options can be used to correct the error.

Once the incorrect invoice has been deleted or reversed using one of the options below you can
then enter the invoice back into PCSchool through Creditor Invoice Entry using the correct Creditor

Code / amount etc.
Option 1: Delete the Creditor Invoice

Path:

Creditors — Creditor Invoice Entry

This option requires the invoice be UNPAID and the Creditor Invoice Batch be UNFINALISED.

Creditor Invoice Entry ! E
Creditor Code: |AEC ﬂ m [' 2429278 345 MName |Austlalian Broardcasting Carp ﬂ
Irrvoice Murmber ([EE ﬂ r St ||3F'D Bow 9994
Description: |Secrect Life of Plants DVD Series Town |ADELAIDE qlf 500
Gross Amount: 100.00 Taw Withheld: 0o | Ph: |
|rvoice Date; |03/07/2009 g& Terms: 30 [~ Pay last day next month: Dge Date; |02/08/2009 y&
Discount |Mot avalable - % Discount: 0 r
Dige Amt; 0.o0 Days fior Disc: 0 DigcDate: o3 Payment Method; |CH &)
At Paid: 0.00 Pricrity: 0 4: Status: |& Cred BEPay Org Ref:
[~ Hold Invoice Papment Unapplied: 0.00 Elect Pay Trans Ref:
E ity > | Batch... | Pd... | Aot | Unapplied A| Aca I" e T | Gross 3 | GST Cla... | A|
COLLEGE 518 7 100.00 0o :unsEY 10000 TC
E \_‘.3/ Delete this record? ﬂ
1 Tran
P | | LF‘ - ¥es Mo | J
[ New Head | [H5ave Head | S Clear Head | =
[& Save Dissect | S Clear Dissact | X Delete Dissect |
D MNew lnvoice Fs | X Delete Invaice 0 n Save lnvoice F2 | Create Azset | G‘ Exit Wiews  Ezc |

Select the Creditor Code and the Invoice you with to delete.

Ensure the Status shows an A (Active / Unpaid).

Ensure the Creditor Invoice Batch has been unfinalised.

= |89

Click on Delete Invoice, if you are sure you wish to delete this invoice click OK. The invoice will be deleted
from the Creditor Invoice Batch and from the transactions in Creditor Master File Information.

Commercial in Confidence
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Option 2. Create a Reversing Invoice
Path: Creditors — Creditor Invoice Entry

The invoice you want to delete may be in a Creditor Invoice Batch that cannot be unfinalised due to

the GST being finalised:

'2 GST Finalised for Elements of Batch - Can't Proceed
= Technical Details

Errar Mumber: 300
Line Murnber: 266545

If this is the case you will not be able to delete the invoice, and will have to enter a negative /
reversing invoice to cancel the invoice

Creditor Invoice Eniry e . :_L.[_I' ol x
Credtor Coder JABC I:! @ asn: [S2aB 285 Name [Aushabon Biosdcasteg Corp 2
Irrvonce Nussber, [123Reverse ly g r St [GPO Box 9334
Descrptior: [Reversal of Invesce 123 - nconect Creditor l3_| Town [ADELAIDE Ql 5001
Gross Amount 100,00 Tax Wihhaid [ 000 [ Pr |
Invoice Date: (030772003 &Y Teoms k1] I Pay lsat day nest moeth Due Date: |02/08/72009 g’
Discourt [Not avadsble % Discount | 0 r
Orc At | 000 Days fox O | 0 DiscDate | Q@ Payment Mothod [OH Q
AntPadt | 000 Prcaty | 04  swu X Cred BPay Oig At [
™ Hold Invorce Payment Unwchdl 000 Elect Pay Trarws Rel I
Entity >> | Batch . | Pd_ | Amount | Unseplod o | Accou. | Su_ | Proi | Name s> | Geoss $ | GSTCla. | »f
GE 519 7 10000 Qo SI52 500 0 Loy Acqustons CY 10000 1€
j Transaction Descriphion
< J 2 [Revenssl of lewoce 123 - moonect Crodhce -1
D tewHesd | [SaveHesd | #CumHesd | ~|
X DelotoHead | 7 & SoveDusect | ¥ CewDimet | XDelmteDissect |
D) Newiworce 15| XOelstelwoce 0 | Il Savelavoce £2 | Creste Asset | ¥ Eavew ex|

Select the Creditor Code, should be the same Creditor as for the invoice you wish to
delete.

Enter in an invoice number, eg. original invoice number followed by ‘Reverse’ or ‘Cancel’.

Type in a description, eg. ‘Reversal of Invoice #H

Enter in the invoice amount as a NEGATIVE dollar value.

Enter in the invoice details as per Creditor Invoice Entry instructions.

Dissect the invoice back to the GL account used in the original invoice.

NogkwinN =

Click Save Invoice.

Page 13 of 20
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View/ Remove the Invoices

Path: Creditors — Creditor Invoice Entry

The negative invoice will appear in the Outstanding Invoices tab in Credi
invoices will remain outstanding until you receive a new invoice from the
payment or they can be removed.

tor Payments. These
creditor that requires

: -0l x
1 Payment Cateria 4 OutstandegInvoices | 5 Sescted i . Original and
| Code | Name | tvNo>> | Date>> | eversing | DusDate | Dis {Dac [Pro. [ Ele [P T4
BT Authabon Brow 123 030772008 S : Q8209 000 000 O |
MBC  Ausbakan Brow 123Revecse 030772009 Invoices /0872008 000 000  Owe |
ALPAU Alessno Fnars AQTZ2 041272006 11 Eox 03012007 Q.00 000  One |

The routine below should only be used if the negative and positive invo
cancel each other out.

Creditor Payments

ices EXACTLY

HEE)

| Pagoent Crlasg 2 D8 dng trivoicet | 1 Selcind | |
[Cods | Name [InwNo>> | Daps>> | Dsterghon | Mod | Ove | Ta | DusDa | D Ol PIE. | Paymertmsthod  Tag | 4]
ABC  Austighen Brosc 123 030772009 Secrec Lbedl Plan [ 10000 0000OFZICC (00 Cash =2
Wwac Aushaben Brosc 123 Reverse 0307/2009 Aevesseloflvoce [ 410000 0.00 02/08/20¢100 (00 Cash m =} E
NP AlessingFnanc 2722 OA/12/2005 ITEqupment 0101 [ €00&238 00000120000 @38 Cah  — @&
WFIAL  Abeacig Fran 20000412 1200472007 Dektelnv 800272 [ Q0082736 0001204200000 100 -3
IAUOMIS  Audo Visrs 5394 TBABR007 Repa VTR o 850 000 1408200100 100 = 0
BOCGAS BOCGams 339578385 2471072005 OwedNoteAdatm [] 29953 00007711/2000000 100 |Cheaus = 0
(BOCGAS BOCGaes  GOOV77B2  23M0/2007 Osypenindus 3Die [ 23333 0001204200100 100  [DrectDeposttod™ M
EDUDLD Educalion Dusel 20070623 230672007 Edubishion Nutston [ 11500 Q000662000000 (0o  |Drectfsan
ENMATV Enharce TV Pty 8419 0RNE/2007 Crude Inpactpan2 [ 075 Q000ZDVNMIE 100 Lo orRets O |
MONMUE Mc@mr_ 200408 GAA2007 Batares ol b 78% [ 101 000 0&0%20C100 100  Chege o =
Add Taggsd lo Sekscion | untsgl | Tagi |
DaletoFecond Paymerk Expecied Vehe Tegged Expected Apcrox Payod
e o | $160234 78 [ 3000 T ExtView Ex

Change the payment method for the Invoices to CASH.

Tag the invoices.

Select to Add Tagged to Selection.

Ea Rl I

Selected Invoices instructions.

Go to the Selected Invoices tab and Print the Listing and Pay Selected as per Payment of

These Invoices will now appears as PAID in the Creditor Master File Information — Transaction
Tab. However unlike Cheque, Electronic or BPay payments, cash payments will not appear in the
Execute Payments View or in a Creditor Payment Batch as there is nothing to pay because the

negative invoice cancels out the positive invoice.

Creditor Payments

1 Payment Criteria | 2 Outstanding Invoices 3 59|ECtEd|nVDiCES|

BEIE]

1 Pa_l,lmentDetaiIsI 2 Higtory 3 Tranzactions | 4 Drdersl 5 Notesl

| Fleferen...l Date > | Drescription | ArmoLint | Paid | Oi... | Tax | D.| H..l Pay ... | Pap T.. | Bat... | -

| 123-Revers 03/07/2003 Reverzal of Invoice 1 000 0000 cod ooo@d O 000 463
123 09/07/2009 Secrect Life of Plant: 0.00 10000 000 00000 000 463

. |HTET2816: 02/05/2007 Dimengions - Tribal 0.00 EEO0 000 0O 69 EE.O0 455

Commercial in Confidence

Cred code | Drate > | Dezcription | I no | Amount | Dige amt | Digc d... | Pay amount | E ity | By | Pay Refe... | ElRef | Pd | -
ARC 03/07/2008 Secrect Life ¢ 123 100.00 0.00 100.00 COLLEC C&
ABC 03/07/2008 Reversal of Ir 123-Reve  -100.00 0.00 -100.00 COLLEE CA
ML P U U LI T, S S0 e | 2 QU2 00 [ERELE) SOUUSL 3 LULLEL LM
ALFIAL 4/12/200F IT Equipment 402722 8004239 0.00 80042.39 COLLEE CA
ed O x
‘ Code: |4BC S I HoldPay [~ TagToDelets Name IAustraIian Broardcasting Corp 3'

Selection CriteriaL
I .

 Alllnvoices

— Mata Salacting Criteria—
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Renumbering & Reprinting Cheques

Path:

Creditors — Payment Execution

Due to printer problems or incorrect entry of the first cheque number you may need to renumber
and reprint cheques.

The Creditor Payment batch for these payments must be unfinalised first.

|

5 Payment Execution !EE
_ § _ Source Fayment Method
Ertiy: [COLLEGE Ql Aocount: | Bl s | 0.y 2 én . [1] chease © Eiectoric © Home stay
o reditor
ame,_[Cash ot Bank Q|- ppor || O BF O DiectDeb
Ref Mo | Date »> Desc Amaunt | F'rintNow| Printed | Source| Batch | Payee |Add... | Town| PCode | CredCa... | E. ‘|
70033 15/06/2009 Creditor Payment,  49.50 O A 459 Audio Visions 123 Mel TOWN 4000 AUDWIS
70106 15/06/2009 Creditor Payment | 583.66 A 453 Boltan Print PO Box TOWN 4000  BOLINP
EODE  |15/06/2003 Creditor Pagment | 70.00 A 459 City Council PO Box TOwMN 4000 CACICO
70102 15/06/2009  Creditor Payment | 596.25 O A 453 Catholic Leader  GPO Bc TOWN 4000 CATLEA
70103 15/06/2009 Creditor Payrent | B716.20 O A 459 Ergon Energy Locked TOWMN 4000 ERGEME
7004 15/06/2009 Creditor Payment | 256917 O 2 459 Hillmans Electricz 12 Main TOWMN 4000 HaxELE
70105 15/06/2009  Creditor Payment | 244.51 O A 453 Lylidon Agencies PO Box TOWN 4000 LYNDOM 08
K — ;l_‘
Invoice Nao | Date>> | Description | Elect Pay Riet [ Amount Pa TagAllto Print |
20070523 23/05/2007 Hire: Fuller Park - Cricket Match 28/5 .
T ag to Reprint
Print Successful
Output destination E—l
Bankfile.ABA L - Clear Al - Don't Print
&+ Print to'indow  Export to File | ANkl ﬂ
-
" Print to Printer ¢ HomeStay Trans | J QHEVBISB el

|PAYMENT Fieselect Printer
Feport Style —

7Jul, 2009 -
|Cheque Printing j Execute Payments G’ Exit View Esc |

Select Cheque to view all transactions to be paid using this Payment Method.

In the Ref No column highlight the cheque number to be changed and type in the new
cheque number;
e Arrow down or click on the next Ref No to be changed and type in the new cheque
number.
e Continue until all the incorrect Reference numbers have been changed.

Select Tag to Reprint to select all cheques for reprinting, or you can individually tag the
Print Now box for those that require reprinting.

Select to Print to Printer, or Print to Window if you wish to preview the report.
Select Cheque Printing as the report style.

Click on Execute Payments to reprint the cheques.

Once the selected cheques have been successfully reprinted click Print Successful to
clear the screen in readiness for the next payment run and finalise the Creditor Payment
Batch.
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Reverse a Payment

Path: Creditors — Payment Execution

Due to the incorrect creditor being selected or invoice amount being entered you may need to
reverse a payment from the Payment Execution screen or there may be an occasion where you

may need to reverse an entire payment run.

The Creditor Payment batch for these payments must be unfinalised first.

Payment Execution

Eniity: |COLLEGE 4 Account: | 6100

Sub: |

ane: |Cash at Banlk

Source Payment Method
[ .
ﬂ S (¢ Chegue (" Electranic  Home Stay
G " Creditor
a - Bl " BPay (" Direct Dehit

! [ Refto [ Date>> | Desc | amount | Print Mowe | Printed | Sour.. | Bateh | Pavee [‘Add... | Te.. | PCode | CredCo... [ E =
MIEE  |15/06/2009 Creditor Papment s 4350 O & 459 Audio VYisions 123 Mc TOWN 4000 AUDWIS
15/06/2009 Creditmymentl 59E.25 a A 459 Catholic Leader GPO Be TOWMN 4000 CATLEA
15/06/2009 Credit pment | B716.20 a & 459 Ergon Energy Locked TOWN 4000 ERGENE
1540672009 Creditor Payment| 25817 a A 458 Hillmans Electrice 12 Mair TOWHN 4000 HAYELE
15/06/2009 Creditor Papment | 24451 a 3 459 Lylldon Agencies PO Box TOWMN 4000 LyHDOM O
15/06/2009 Creditor Payment | 583.66 r | 2 453 Bolton Print PO Box TOWM 4000  BOLINP -
4 »
Invoice No | Date >> | Description | Elect Pay Rief | Amount Paid | Disc Claim o | TagAltoPrint |
5354 15/05/2007 Repair YCR 4550 000 .
El Print Successhul
Output destination
Barkfile.ABA X r Clear All - Don't Print
(% Print to Window © Export ta File | anite ﬂ
-
" Print to Printer ¢ HomeStay Tranz | J E—Iﬂeverse fRsient

Highlight the payment you wish to reverse ;

e you can only reverse one payment at a time).

Click Reverse Payment, this will remove the payment from Payment Executions and the

2. | Creditor Payment Batch and return the invoices to the Outstanding Invoices tab in Creditor

Payments screen.

Commercial in Confidence
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Cheque Payment Cancellation

Path: Gen Ledger — Batch Transaction Entry

Cheque payments made via Creditor Payments or Ledger Payments can be cancelled through a
Pay Cancel Batch.

The Batch must be finalised prior to cancelling a cheque.
: [

" Papment  Online Receipt ¢ Payroll ¢ Batch Receipt ¢ Creditor Payment © Jouwnal ¢ Cred. Inv ¢ Debtars @ Pap Cancel

| Mew < Eritity: |CDLLEGE J |Kate's College 7 Ewclude GST Status: ’—
| @ Mo.: I—B?_I Description: |Cancelled Cheques June-2004 Batch Tatal: ’W
| Offset Account: | 1 UUJ | DJ |Eash at Bank Unapplied: ,7000
| & Fint P |Date: ’W Perind: | EJ |Ma}I 2009 Last Chq Mo 70106
Type... | Reference | Date >> | Drescription | Amount | Payes Code | “who | Unapplied| A|
C 0106 15/06/2009  Creditor Payment Balton Print -RE3EE Bolton Print 0.00

-

|3 INewItem* Accou.. F'ro|e | Mame >> | mount [ D | GST.. | %Elealltem’| XJEIeteIterrf| (ORI 3 |

| 200 0 Surdry Creditors BEIEED

New =P [Frerditer Paument Raltan Print
Posting Account Selection List
[ Save =

E ity | Account | Subacc | Ao Mame | Cla... | - |

% Clear =P COLLEGE 2400 2012 General Office Expenzes - Year 12 Coordi E

COLLEGE 2405 0 SMCC College Board Expenzes E

X Delete=pr COLLEGE 0 Printing & Stationen E

COLLEGE 0 Postage E

COLLEGE 0 Telephones E

Finalise Batch E COLLEGE 2430 3000 Callege Group Plan E

_ |COLLEGE 2430 3001 Mobile Phone Services E

COLLEGE 2430 3050 Intermet Access Charges E
COLLEGE 2435 0 Photocopier Running Expenses E j

s LCancel Search...

Select batch type of Pay Cancel.

Create a new batch, or use an existing unfinalised batch;
e Check the correct Offset Bank Account is selected.

Click New Item. This will create a new item line.

Lo Ecd A o

Type in the cheque number you wish to cancel and press the tab key. The date,
description, amount (as a negative) and payee name will automatically appear.

The cancellation should go back to the original GL account used when in the invoice entry,
5. | it SHOULD NOT point to the Sundry Creditor GL Code. Repeat steps 3, 4 & 5 until all
cancelled cheques for this bank account have been entered.

6. | Click Finalise Batch and finalise to the correct ledger period.

In Creditor Master File Information — Transactions Tab — Selection Criteria: Pay, invoices that
have been paid via cheque and then cancelled will appear with a tick in Held and (CANC) in the
Pay Reference columns.

NOTE: If after entering the cheque number (Step 4) you receive an error stating ‘Cheque
Transaction doesn’t exist' you may have a) entered the wrong cheque number, b) selected the
wrong offset bank account or c) not finalised the payment batch the cheque payment appears in.

You may also receive a message stating ‘The cheque you are cancelling has been presented’. You
will need to un-present this cheque through your bank reconciliation entry before cancelling it.

Page 17 of 20
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Electronic and BPay Payment Cancellation

Path: Gen Ledger — Batch Transaction Entry

Electronic or BPay payments made via Creditor Payments or Ledger Payments can only be
cancelled through a Journal Batch.

Ledger u -[alx|
™ Payment  OnlLineFeceipt ¢ Papol ¢ Batch Receipt ¢ Creditor Payment @ Joumal ¢ Cred. Imv Debtars  ( Pay Cancel
HE +|Entity: |CDLLEGE J |Kate's College r Status: ,—
New <% | No: 'T_l E Description: |Electr0nic Payment Cancelation June-2003 Batch Total: ’7000
Offset Account; | O 0. | Unspplied:| 000
@ Frint P | Date ,W Period: | BJ |June 2009 Last Chg Mo: ’70
Ty 4 Reference | Date »> | Description | AmaLnt | Unapplied| A|
9155 154062009  Cancel EL Payment 9155-BABELE 0.00 0.00

|: I New llem 4 | | dccou.. | Sub.. | Proje.. | Name »> Amount | D] GST ... j %Elearltemf| xjeletelten’| {OYIE 3
E100 ]

0 Cash at Bank /4200

New =P 2113 1005 0 Electrical AMEA |/I20C  TE
I 5ave =
S Clear <)
¥ Delete = r -

Finalize Batzh IG Infinalise Eatch | Clear Batch | | Import/E=port | DEHit iewEse |

Cancel EL Papment 9155-BABELE J

Select batch type of Journal.

Create a new batch and enter a description.

Click New Item. This will create a new item line.

» | widE

Leave the default Reference number or enter your own (you can use the payment
reference number). Enter the date of the original payment and a description.

In the dissection DEBIT the bank account the payment was made from and CREDIT the
5. | original GL account used when the invoice was entered.
Repeat steps 3, 4 & 5 until all cancelled electronic or BPay payments have been entered.

6. | Click Finalise Batch and finalise to the correct ledger period.

NOTE: The journal will create a negative payment in the bank account that will need to be
presented on the appropriate sheet in the Bank Reconciliation Entry.
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Reissue a Replacement Cheque / Electronic Payment

Path: Gen Ledger — Batch Transaction Entry

Cancellation of a payment will not place the original invoice back in Outstanding Invoices in the
Creditor Payments area; therefore a new cheque or electronic payment can be issued through
General Ledger — Batch Transaction Entry — Payment.

~ Grwiein -0} x|
Code |BAGLEL & ™ HokiPay T Tag ToDukis Plaew {apew G asters Edonom: <X
Adders FOBI1d '_T’ - |0 %/
Tewn [TOM % Papwatl | OrilnePecett | Pasck O BachReceet Dedts Fawrert | Joasal ( Cowdity ( Deblory | Py Careel
Lontact Pesion Now P lEamy IOORLEGE ? Yow's Coagm Excheb 65T o]
BN Pl on rew ¥ wo £52 Doscrpbon Frelse o Carcebed Payemrts Jue 3003 Sach Taant | 5 06
WeliSh [T — f .| [T 0] Ewhusew Ursgpked | aw
Arshes Code .

oy ,
" & Pt b | Dee [RT0003 Fereat 3 |Nay 208 Lat Chg N s
Pes Towrs X

Tipe. | Refweros £ Dasorpton
| Payvant Debishs Htey | 1 Trancaction &5 37 T IS - Leterravd Fasryg

Payorant Metrod [£1 * & i E] L RTINS o) Yepaiy
S BSE Murber [035765 @ 2
o 3] e rmtr e s TP Thnwss [t [0TGST 2] MiOuatmndt| Xosmiert| Q4
Aocourd AT 261 ] 0 Pardng 4 Stabone 266 £ - ol
bt e s [ SR
[=
& Cos &
X Ouite b
ﬂrun..uu.r CewBabct, | Veklde B | amFm. (s Vent
1. | Select batch type of Journal.
2. | Create a new batch and enter a description. Select the correct Offset Bank Account.

3. | Click on New Item to create a new item line.

Enter in the Type of payment (C for Cheque, E for Electronic).

The Reference will automatically be allocated based on the last cheque number or
electronic reference used. This can be edited.

NOTE: Type E payments can only be made via Ledger Payments when selecting a
Creditor (Payee Code) who has bank account details entered in Creditor Master File
Information.

Enter in the invoice / payment details: Date, Description and Amount.

Select the Creditor by typing in the first few letters of the Creditor Code to bring up options
or by clicking on the Payee Code column heading.

Dissect the amount to the relevant GL Accounts.

©N o o

You can add a notation referencing cancelled cheque / electronic number.

After entering in payments, click on Exec Payment to send these entries through to the
9. | Execute Payments area where cheques can be printed or electronic file for the bank
created. See Execution of Payments for information on this procedure.

Click on Finalise Batch to update Creditor Master File transactions with those in the

18 batch.
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Payments Generated from the Incorrect Bank Account

Path: Gen Ledger — Batch Transaction Entry

If the bank account number used in Payment Criteria (tab 1) in the Creditor Payments process was
incorrect, meaning payments will be issued from the wrong bank account, the correct bank account
can be reassigned to the payments.

NOTE: This process is done via the Creditor Payments batch and will reassign an alternate bank
account to ALL the payments in the batch. )

s BEIET

" Payment " OnlineReceipt ¢ Papmoll ¢ Batch Receipt @ Creditor Papment ¢ Jowrnal ¢ Cred. lne  © Debtors ¢ Pay Cancel

[ Mew = |Entiy: |CULLEGE J |Kate's College [ Exclude GS@ Status:
Mo 453 .. Description: |Cledit0r AutaPay Batch Taotal: 12108.50
m Offzet Account: E030 . | 0 J |Dperating Account Unapplied: 0.00
| & Pint P |Date: [15/06/2009 x| Chg Ma: 70105
| Type... | Reference | Date>> | [account | Su.. | Mame | Entity | ] : | Unapplied | |
E 3155 15/06/2C 021 0 SMCL Activities Account COLLEGE chrics 0.00
£ 70108 15/06/2C 0 SMCC Cash Management fiocount  COLLEGE t 0.oo
C 0107 15/08/2C 0 Operating Account 4 COLLEGE il ) 0.00
E 57 15/08/20 £100 0l Cash at Bank COLLEGE Supplies 0.00
£ o0z 15/06/2C B105 0 SMCL Sick Lve Provision Acc 1916 COLLEGE mader 0.00
E 9159 15/06/2C §110 0 SMCL 5 chool Fee Clearing COLLEGE upplies Pt 0.00
E 161 15/06/2C §120 0 SMCC Building Fund Accourt COLLEGE _ 0.00
E 63 15/08/2C 125 0 Capital Projects Retention A/c COLLEGE - Educatic 0on |
£125 5005 Stage 5 Retention A/C COLLEGE )
4 || Aocou.. | Sub. =l 4+ | Qo
a2nn ok, Cancel Search.. |
Hew * jui Lance 2earch... Supplles—_l
[ Save =
S Clear =
b4 Delete =p J
6 ' [
Finalize Batch | Clear Batch | alidate Batch | Exec Paymerits | Feassign Exec File | | G‘Exit WiewEse |

1. | Select the Creditor Payment Batch you wish to reassign a new Bank Account to.
2. | Make sure the batch is UNFINALISED there must be no P or F in the Status field.
3. | To change the Offset Account click on the Posting Account Lookup button.
4. | Select the alternate Bank Account you wish to use from the Selection List, click OK.
5. | Click Reassign Exec File to save the change to the new Offset Account.
Option: This step is only necessary if the payments have been cleared from the Execute
Payments view.
6. e Click Exec Payments to send these entries through to Execute Payments.
e Cheques can be printed or an electronic file for the bank created with new Bank
Account.
7 Click on Finalise Batch to update Creditor Master File transactions with those in the
" | batch.
® BEIE
- Salice Fapment Method
Entty [COLLEGE Sl Account s0s0 G sub | gl E fe Cheque © Elechonic © Home Stay
) : ; " Creditar ) B
amne; | Operating Account | ¢ Payrol " BPay (7 Dirsct Debit
Aef Mo | Date »» | Dasc | Amount | Frint Mow | Printed | Source | Batch | Payes | Address | Address [ Tc =
A0M02 AB/0E/2009  Craditor Paprient C B9E.26 (| a0 A 468 Catholic Leadsr  GPO Bow 282 ER
0103 A5ME/2009 Creditor Payment E B716.20 (| (| A 459 Ergon Energy Locked Dag £ MA,
0104 1540642009 Craditor Fagment H 265817 D D & A58 Haymans Electric 147 Lyons St sl
0105 15/06/2009  Craditor Papment L 244,51 0 0 i A53 Lyndon Agencies PO Box B20M i)
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