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3. Reporting



1. Overview of 

Suppliers/

Purchases 

Module/Ledger
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Benefits of using the Supplier/Purchases Ledger
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Automated list of o/s supplier invoices & balances

Generate a transaction listing

Supplier history readily available

Income & Expenditure Report more accurate

Reconciliation to supplier statements easier 

Chance of duplicate payment greatly reduced



2. Basic everyday tasks  
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Set-up new 
Supplier

• Normal Supplier

• RCT Supplier

• Default Nominal 
code & department

Recording 
activity

• Invoices

• Credit Note

• VAT Journal

• Payments

Common 

Errors

• Allocation Error/Edit

• Payment posted with 
no invoice

• Payment posted as 
non- supplier



Setting up a Supplier Record
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TIP



Setting up Supplier Record 
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Recording Supplier Invoice or Credit Note
10



Recording Supplier Invoice
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TIP



Recording Supplier Credit Note
12



Allocating a Supplier Credit Note
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Allocating a Supplier Credit Note
14



Recording Supplier Invoice RCT Supplier
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Recording Supplier Payment – Option 1
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Recording Supplier Payment – Option 1
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Recording Supplier Payment – Option 1
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Recording Supplier Payment – Option 2
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Recording Supplier Payment – Option 2
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Recording VAT for RCT Supplier
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Check Control Accounts after postings
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Where a change is needed
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The original posting is for €365 allocated to 6300, should have been €465 split €200 6300 & €265 4315 



Where a change is needed
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Where a change is needed
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Un-allocating a payment
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Un-allocating a payment
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Un-allocating a payment
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Common errors - payment posted no invoice
29

Posting a payment with no invoice



Common errors - payment posted no invoice
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Common errors - payment posted no invoice
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Allocate option in the supplier module.
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Allocate option in the supplier module
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Common Errors payment posted as non-supplier 

payment 
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Posting the payment as a non-supplier payment. 



Common Errors payment posted as non-supplier 

payment 
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Common Errors payment posted as non-supplier 

payment - Corrected
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Original 

posting

Corrected 

posting



3. Useful 

Supplier   

reports
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Useful Supplier Reports
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Aged Supplier Balance Detailed
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Check Control Accounts after posting
40

Agreed



Purchase Invoice/Credit note Report
41



Supplier Activity Report
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Conclusion
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OVERVIEW EVERYDAY TASKS REPORTS



Contact us:
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Post Primary Team 01 2690677 

email: info@fssu.ie



Thank You for 

attending
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Q&A to follow
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