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Importance of paperwork

» Importance
e Efficient data entry
e Better quality reports

e Supports audits and inspections

»Good habits:
e Match documents carefully

» Key documents, order form, delivery docket,
invoice, statement
e File all paperwork together
e Organised filing system
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Importance of paperwork

¢ |nvoice

For Office Use Only

Principal Approval Signature

Second Approver Signature

Nominal Code

Department/Grant

Invoice posted to Sage (Yes/No)
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OVERVIEW&
BENEFITS:
SUPPLIER LEDGER
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File Edit Vieww

Home
Apps and add-ons

Business dashboard

Customers
OQuoctatons
Sales aorders

INnvoices and credits

Suppliers

Purchase orders

Products and serwvices

Bank accounts

Bank fe=sds

MNMominal codes
AT

Transacdons

Overview of the Supplier Ledger

It allows the school to:

Record supplier details (hame, address, contact
details)

Enter invoices received from suppliers

Record payments made (cheque, bank transfer,
etc.)

Track what is owed and when it is due

In simple terms, it is where all purchases and
payments are organised.



Benefits of using the supplier module

Benefits:

* Clear record of what is owed
* Monitoring spending

* Saves time

* Accurate reporting
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GETTING STARTED
WITH THE
SUPPLIER LEDGER
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Section 5:

Supplier Module

Supplier module
Chapter

Introduction
Creating a New Supplier

A" S : Setting the processing date
.(“ o bﬁft : Supplier Invoice & Credit Notes

Add attachments to supplier invoice or credit transag

Supplier Payments

Supplier Remittance Advices
E-banking
Supplier Activity Record

Fssu SAGE : Supplier Aged Balances
ACCOI.II‘ItS Mal'll.lal ; Suppliers Payment Allocation

Supplier Reports




Creating a new supplier

CLICK ON WIZARD ENTER SUPPLIER INFORMATION

New Supplier
Apps and add-ones o
Buaness dasniboard - |
Supplier Information
Clatomers 8 Supplier Details Supplier Details
E_umum o Contact Details rT:ér;;é_:g;a new supplier account you need to enter the supplier's name and a unique
: ° Supplier Defaults Name™ New Supplier Name

I
o Credit Details

Company Reg. Number
e Bank Address Please enter the supplier's address.

ey
o Bank Account i l-“\

Street2
Town

o Opening Balance County
Post Code

Procudts and pervioes Country i - i

Bark accounts

Bark feeds [ [ tee | ] ©




Creating a new <
supplier S

Supplier Information

B Supplier Details Contact Details
Please enter your supplier's contact details below.

Telephone «
Fax

Email1 «
Website

Twitter www. twitter, com/

LinkedIn www. linkedin.com/

Facebook www. facebook.com/

Contact Name «
Trade Contact

VAT Number

ECRI Number

Account Status 0-Open v




Creating a new

MNew Supplier K

[ ]
supplier 0 o
New Supplier Supplier Information
Supplier Details Supplier Defaults
. . Use the following screens to enter additional supplier details,
Supplier Information
Contact Details
i Discount % 0.00 =
Supplier Details Supplier Defaults
Use the following screens to enter additio Supplier Defaults Currency 3 - Euro
Contact Details
Discount % -
Credit Details Nominal Code 4370 =
Currency 3 -Euro
s Dt o :
Nominal Code 4370 Bank Address 4350 ArtE -
Use Default Nominal Code for Purchases Tax Code 4370 Home Economics Expense
Bank Account -
Tax Code T9 0.00 Use Default Tax 4390 Scence Expense |
4410 ICT Grant Non-Capital Expense =
Use Default Tax Code for Purchases Opening Balance T — 4420 Computer Maintenance & Support Expense
Incot 4430 DCG Expense
4450 Metalwork [ Engineering Expense ~
| OK I Close

Concel Back |
13




Creatinga new o 2
supplier

Supplier Information

B Supplier Details Credit Details

Please enter credit details for your supplier,
y B Contact Details

Credit Limit 0.00 =

K3 Supplier Defaults SettlementDueDays 0 = o
Sett.Disc 0.00 = A/C Opened 31/03/2026
Payment Due 02 @ Next Credit Review / /

Payment Due From days after invoice date W

14




Creating a new
supplier

Mew Supplier *
o Help
Supplier Information
Supplier Details Bank Account
Enter your supplier's bank account details,
Contact Details Account Name IBAN
Sort Code BIC ift
Supplier Defaults fSw
Account No Roll Mumber
Credit Details BACS/SEPA Ref Additional Ref
Bank Address Online Payments [
Payment v
Bank Account

Opening Balance

Cancel

Back

Mext

o)
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New Supplier X W

Creating a new 0 e
supplier

Supplier Information

Supplier Details Opening Balance
If your new supplier has any outstanding invoices or credit notes, you may wish to
enter them as an opening balance.

Contact Details
You can enter the balance either as one block entry or as individual transactions.

Supplier Defaults Do you wish to post an opening balance?

(*)No, there is no opening balance to enter.

Credit Details ) ) )
() Yes, as individual transactions.

Bank Address OYes, as one value,

Bank Account

Cancel Back Create




Creating a new
supplier

File Edit View Modules

Home
Apps and add-ons
Business dashboard

Customers
Quotations

Sales orders
Invoices and credits

Purchase orders

Products and services

R “Ww @®
o o\ 08 & 6
New Edt Wizard Dupicate Batch Actvity AID ,

a Supplier Record - New Supplier Name

1l B & OR

Clear MNew Delete Skype Google
form  order Maps

.
Account Details

Settings  Connected services  Tools  Favouri

changes ¥:

Refresh Filter

|Name
PLOUGHIN National Ploughing
NEQPOST neppost
NESTORS Nestors Super Value
NEYLONS Neylons Fadility Mngt
NST NSt Travel
NUIG Nuig- Hockey Pitches
OBRIEN O Brien Diaries

Defaults
Credit Control Ajc= NEWSUPPL
Bank
Company name New Supplier Name
Alerts Company Reg. Number
Communications Balance 0.00
Memo
Inactive O 0
ty i
Registered address
Purchases
Orders Streetl
Graph Street2
Town
County
Post Code
Country Ireland
VAT Number
EORI Number

Addresses & Contacts...

Contact information
Contact name:
Trade contact:
Telephone:
Telephone 2:
Fax:

Website:

Social Media
Twitter www, twitter.com/
LinkedIn www . linkedin.com/

Facebook www. facebook. com/

Email Settings & Addresses
Email 1
Email2
Email3
Email4
Email5
Email6

I send letters, remittances, etc to this supplier via email |:|

© telp

O o aoaoao

Record 1of 1 | Save
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Recording and Editing Invoices and Credit Notes




Recording Supplier Invoices

E Batch Supplier Invoice

Il = = v = [EBH @ [ [ = &

Clear Insert Femove Copy cell Copy cell above Calculate P

o rate

ay in Memorise Recall Print list Send to

form row (F7) row (F&) abowve (F&) +1 (Shift +F&8) net (F3) full (F3)] Excel

afc | |

N/ | |

| attach |Date= |Due on= Ref Ex.Ref |NjC* Department® | Details Met|T/C*

AIR. -+ 01/04/2026 01/05/2026 4590 5510 a Inwv Mar 2500.00 [T9
LIFTS -+ 10/04/2026 10/05/2026 350 5310 a Service ... F00.00 |T9
VIKIMG -+ 20,/04/2026 20,/05/2026 S5589-3 5300 a Station. .. 120.00 TS

3320.00

.00 2500.00
.00 FO0,00
.00 120.00
F7 insert a
line
F8 Deletes a
line
>
0.00 || 332u.00|

| Save | | Close




Recording Supplier Credit Notes

Batch Supplier Credit = (| >

=

1l = = = T [H MM = = 3

Clear Insert Remove Copy cell Copy cell above Caloulate Memaorise Recall Print list Send to
form row (F7) row (F8) above (F&) +1(Shift +F&) net (F3) Excel

arc | | rex mate

|Due On* |Credit Mo |Ex.Ref ™ |Department®  |Details Gross |

L 15/04/2026 15,/04/2025 456-C S6E9-a 5800 [u] Returned i... 20,00 T2 .00 20,00

| 0.0 20.00]

| Sawve || Close | 21
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[ L
€ Act vity

4 b

View View bank
item  charges

View Edit nzlocate Delete
transaction fransaction tansaction fransaction
AJC VIKING v
MName Viking Direct
Credit Limit EUR. € 0.00

Show: All Transactions  w

|Date

|Due On

Hide ©=he
detal o=tz

|Reef

Review the supplier account

5 I6800 @

Printlist Send to
Excel

Date: | 01/01/1980 to 31122099

|Details

Type:

Amount 'E|

Al

0js €

Balance EUR €

Amount Paid EUR €
Turnover YTD ELR €

ofsonly [ Trans.:

| Debit €|

100,00

311.53

100,00

1to 29628

No & |T'!f'|:"':
I & 28374 PI
78473 PP
& 29624 P1

20/03/2024
11/04/2024
20/04/2026

19/04/2024

20/05/2025

3970338

320-Viking Direct Flipcharts

TO VIKING DIRECT Purchase Payment

26892

Stationary for front office

311,53
311.53
120,00

120,00 *

311.53

31153

120,00

29627 PC
29648 PC

21/04/2025
15/04/2026

21/04/2026
21/04/20%

458-C

Returned items
Deleted - see fran 29627

20.00
20,00

20,00 *

20.00

22



Changing a default nominal code

'E Batch Supplier Innvoice
—— — L — C— -
1 = = 3 fr- B ¥
Clear Insert Remove Copy cell Copy cell above Caloulate
form row (F7) row (F8) above (F&) +1{Shift + Fa5) net (F3)

AfC | wiking Direct |

MfC | Printing and Stationery Expense |

Ex.Ref

|Due On=

VIKING 28/04/2026 28/05/2026

f |njc=

Department®

Details Met|T/C*

Gross |Disputed?

&

Memo

MfC=

&300

6300 % 0

Coffee ... 0.00 79

0.00

0.00

Nominal codes

|

Y |

fid
ol A/C
- 6610
5650
5700
0730
6731
M 6750
1| 6755

Mame

do not use

Board of Management Expense

Annual Subscriptions Expense

In School Administration System Expense
Accounting Software [ Payroll Software Expense
do not use

Medical and First Aid Expense

Staff Room Expenses
Social Committes Expense
Tuck Shop Expense

Unpaid Fees
do not use

All records (348)

.00

Inactive

a.00 ||

0.00 |

W
| oK || Cancel |
|
>
>
| Sawe || Close

23
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Editing a transaction from within the supplier activity

- 1
€y Activity — O >
0 Help
- E . [
b4 El ic & ® x|
View Edit Unallocate Delete View Viewbank Vie Hide :=he Printlist Send to
transaction transaction transacton transaction  item charges Online  detall dets Excel

AjC VIKIMG w Balance EUR € 155.00
Marne | Viking Direct Amount Paid EUR € 311.53

Credit Limit EUR € Turnover YTD EUR € 155,00
Show: All Transactions Date: |01/01/1980 to 31/12/2093 |  Type: o/sonly [] Trans.:| 1to 29629 |

Mo & |Type |Date |Due On |Ref |Details Amount €| 0fs Debit €| Credit €
o 28374 PI 20/03/2024 19/04/2024 3970338 320-Viking Direct Flipcharts 311.53 311.53
28473 PP 11/04/2024 TO VIKING DIRECT Purchase Payment 311.53 311.53
o 29624 PI 20/04/2026 20/05/2026 5639-a Stationary for front office 120.00 120.00 * 120.00
& 29627 PC 21/04/2026 21/04/2026 458 Returned items 20.00 20,00 = 20.00
29628 PC 15/04/2026 21/04/2026 458 Deleted - see tran 29627 20,00

28/04/2026 28/05/2026 Coffee for staff room 55.00 55.00 * 55.00

| Tax Amount €| Debit €| Credit €| Trans. Balance €
T9 55.00 55.00 55.00

24
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Editing a transaction from within the supplier activity

Mumbzer 2962

, Purcha== Invoice

YWou can change details of all garouped items at once by using the fields belowe, or

tramnsactons in the list to amend a spedcfic item.

Purchase Inwvoice Details

SAuocount

Refers=nce
Descripboam
Creat=ed on

Fosted onm

Edited amn
et

Tax

Currency

Exchange rate

WIKIMNG gt

Coffes for staft room
Z2a/049/2026

0 1/04/ 2025

55.00 ©&F

0.,.a0

[}

Euroc

1. QD00

Diue on

FPosted by

Edited bw

WaT Frec. Dab=

Paid

Forsign gross

select individual

2E/O5/2025

MAMAGER

=

@ oo

O.a0

55.00

Itemt Lime Daetails

Met | T C
55.00 T3

Tax

To edit details of a spedfic item on this Purchase Invoice, highlight the item and dick "Edit’. |

Edit

Sawe | |

Clos=

25
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Editing a transaction from within the supplier activity

Mumber 29629, Purchase |nwvoice >
Mumber 29629, Purchase |Invoice 4 .
Purclh
ryC © Helo
E=*=" purchase Invoice Details
Dat=
Depar Nﬂ: 6300 L . ;
| i
Ex.Re Natails 0 Help
1 [
Date .
| Nominal codes L
et &= I
Department ( ¥
L ! All records (348)
Ex.Ref E
6610 do not use ¥
6650 Board of Management Expense I
Pawm | 6700 Annual Subscriptions Expense
Net | 6730 In School Administration System Expense
T | 6731 Accounting Software [ Payroll Software Expense
| 6750 do not use
6755 Medical and First Aid Expense

Staff Room Expenses I
Social Committee Expense
Tuck Shop Expense
lUnpaid Fees

do not use

£

Type |Date

(04 Cancel




Editing a transaction from within the nominal ledger

Printng and Statonery Expenss

€ Actinvity — (| =
@ newn
i = ]
ESY =4 L =
Wieww Edit Delete Wieww NI Hide Shco Print list Send to
transacton transacton transacton iterm attachment dets - Excel
SO0 s | Primting and Stationery Expense |
Show: This Financial Year Date: | 01/09/2025 to 31/08/2026 | Type: | all | T /S On Trans.: | 1 to 29529
Dept | Details Armount | Dbt |
295249 PI 20,/0442025 5539-a 0 Statonary for front office 120000 120000
29627 PC 21/04/2026 458-C 5689-a 0 Returned items 20.00 20.00
29628 PC 15/04/2026 Q58— S5639-a 0 Deleted - see tran 29627 20.00 200,00

29629 PI 28 ,/0-1/2025 0 Coffee for staff room 55.00 55.00

175.00 20.00 |
Balance: 155.00

I ‘ d FRecord 1 of 1 b h I | Close |

27
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Editing a transaction from within the nominal ledger

Ml e e .
Mumber 29629 Purchase |nvoice 4

Purc| e _EHEI
rfC

Purchase Invoice Details
D= tail

Date M/C 6300 W

o .
=P Details o Help

Ex.Re

Date :
| Nominal codes

D tment* |1
met ot P Fiter All records (348)

Tax Ex.Ref

6510 do not use ¥
G650 Board of Management Expense I
S | G700 Annual Subscriptions Expense
| 6730 In School Administration System Expense
- Tax | 6731 Accounting Software [ Payroll Software Expense
| &750 do not use
6755 Medical and First Aid Expense

Staff Room Expenses I
Sodial Committee Expense
Tuck Shop Expense
IUnpaid Fees

do not use

4 1]

Type |Date

Ok, Cancel




rocessing Supplier Payments
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Record Supplier Payment

a

1% Supplier Payment - Current Account No

L O N = "
Clear Payin Wizard Automatic

Department Printlist Send to
form full (F3)

Excel
Bank Details Supplier Details Payment Details
Bank AfC 1800 v Account™ AIR v Date= 01/04/2026
Mame | Current Account No 1 MName | Artriaty Reference
Balance 105664.21 Balance | 0.00 | Ex. Reference
Amount 0.00 =
Show | All w From To [ /[
View | No. = |Type |A/C |Due on

|Ex.Ref |Departmer|Details

29622 |PI AIR

o Help

Amount € |Disputed?
nfa Inv Mar nfa | 2500.00
nfa Paymento... nfa  2500.00

01/04/2026 01/05/2026 4690
30/04/2026 DD

Payment €|
29631 PA AIR

0.00 0.00
0.00 0.00

1]

Analysis Total

Discount € |Discount inc. VAT? |Bank Charge A/C |Cu

0.00 |

Save

Close

@ FSSU
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Supplier Reports

T

L

R

o




S u p p I i e r All reports | Supplier reports

Reports B < &8 4 E ey

MNew  Edit Delete Preview Print Export Report Data  Email

to Excel to Excel

Expand All Collapse All

Favourites

Report finder

Recent reports
> All reports
Aged creditors
Aged reconciliation
Credit control and turmaover
Daily transactions
Day books
Departmental
EC purchases
GDPR

My supplier reports

Favourites

Add the documents that you use mos
by clicking the star icon. You can dra

Mame

+ Aged Creditors Analysis (Summary)

1 Supplier Invoices Due



ADVANCED
FEATURES:
SUPPLIER
E-PAYMENTS
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Supplier E-Payments

What is supplier e-payments
* Method of paying suppliers electronically

* No need to type each payment one by one
into your online banking system

* Uses a file created from accounts system

* Must be using the supplier ledger in Sage

%, FSSU
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Supplier E-Payments:
Benefits

Avoids

mistakes
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Supplier E-Payments: Overview

e Enter Supplier Payments

Sage

e Create a payment file

Sage

M e Import payment file

Banking

36
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Supplier E-Payments: Getting Started

N\

1
|

J

=)

Enable e-banking in Sage settings

gl

m
z3e
se

2

Edit your Supplier details to enable e-payments

/

@,
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Step 1: Enable e-banking in Sage B[ e

e  Searcn

Remote support .
Set up e-Banking

About

How to set up e-Banking in Sage 50 Accounts.

e Sage e-Banking compatible banks - Ireland

Bank of Ireland

SAGE 50 ACCOUNTS

PRODUCT NAME SAGE 200
* Allied Irish Bank
I Bank of Ireland SEPA Credit Transfer Processing (Download plug-in) I
SAGE 50 ACCOUNTS
Payments PRODUCT NAME SAGE 200

Allied Irish Bank SEPA * (Download plug-in
SEPA Credit Transfer Processing (Download plug-in)

Payments




Step 1: Enable e-banking in Sage

P
Ml Sage e-Banking: BOISEPACreditTransferProcessing Setup X B
Sage e-Banking Sage e-Banking
Welcome to the Sage e-Banking: BOISEPACreditTransferProcessing Setup Wiza... Ready to Install Sage e-Banking: BOISEPACreditTransferProcessing
Sage e-Banking helps you enter information in your bank's Internet or PC banking software, The Setup Wizard is ready to begin the Sage e-Banking: BOISEPACreditTransferProcessing ...

allowing you to:
- Export payment data

This Setup Wizard will install Sage e-Banking: BOISEPACreditTransferProcessing on your Click Install to continue.
computer.

Your use of this component is subject to your existing Sage software licence
agreement.

Cancel

.8 Sage e-Banking: BOISEPACreditTransferProcessing Setup X

Sage e-Banking

Installation of Sage e-Banking: BOISEPACreditTransferProcessing complete

Click the Finish button to exit the Setup Wizard.

39
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Step 1: Enable e-banking in Sage

| Connected services

Configuration...
Company Preferences...

Customer Defaults...

Supplier Defaults...

Bank Defaults ...

Bank Defaults

General

[¥IGroup items in Bank Rec.
[JList Invoice/Credit by item line
[+] Create Bank Reconcilliation PDF

Payment defaults

Std Tax T9 0.00 -

Department® 0  +~  Default

Receipt defaults

Std Tax T9 0.00 -

Department* 0 s~ Default

Cash register settings

Bank A/C: w
Sales v
Tax code: T9 0.00 w

N
© Hel

[INo Warning on Visa receipts
[¥|Group Bank Transactions

[¥] Always Create Remittance
[JAlways create batch e-payments

Def. M/C v
Def. M/C v
Discrepancies: hd

[ITakings are VAT inclusive




Step 1: Enable e-banking in Sage

Iﬁ Bank Record-Current Account | = O >
©H
1 15
File Edit View  Modules Settings  Connected services Toof ==
Clear Delete
Home form
Apps and add-ons ot € - Account Details
Epp dashboard Ly > 6P ﬁ_l ﬁ e Bank Address Account Details
usiness dashboar : =z : ank Details
MNewsfedit Activity Reconcile Bank  Payments
‘f ty . S Y‘_ RGeS Bank Hame Bank Of Ireland Account Name MO

Se

Account Number gg538129

Suppliers e Streatl High Strest 2
Street2 Sort Code 90-60-99  Expiry [/ /
Bank accounts |Name Actvity Towmn Kilkenmy BACS/SEPA Ref
Bank feeds County Kilkenmy
Current Account 1 BAN IEB7 BOFI 9060 9966 5381 20
Cash Control Accoun Post Code
i —— BIC/ Swift BOFIE2 D0 ‘E
Contact
Roll Number
Telephone Additional Ref
Fax
Email =
Website B Electronic Banking

Bank Type: 1 Bank of Ireland SEPA

0 Mot Selected
1 Bark of lieland SEPA

41
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Step 1: Enable e-banking in Sage

J_ aillin,.
AL 1a
Clear Delete
form
Account Details _
Aooount Details

Bank Address

Bank Details
Bank Name Bank OF Ireland Account Name WO

Reconciliations
Account Mumber gs538129

Settings —
R Streetl High Street L&

Street2 Sort Code 90-60-99 Expiry [ /
Activity Town Kilkeenmy BACS/SEPA Ref

County
TRAN IER7 BOFI 9060 OfhG 5381 29

Post Code . . -
Sage eBanking Configuration for Bank of Ireland SERA. Lookup ]

Contact awrment file options
Telephone The information entered will be used to generate a default path and filename for the bank

payments service. T he default file name will consgist of the identifier, todays day and month
Ean and finally the default file extenzion. The generated file name and path can be ovenaritten

when zaving the file.
Emmail L . " . . . .

Mote: If no file identifier iz specified the file name will be the complete date including year.
Website C:M5age Browsze. .. |

File identifier | File extension C5%  exampll: |30032026.C5Y

| Close 42




tep 2: Edit Your Suppliers to enable E-banking

(.gl .., Supplier Record

Edit

Home
Apps and add-ons

Business dashboard

Suppliers

Bank accounts

Bank feeds

Nominal codes

Transactions

Departments

Diary

[ 124

New/edit

B B E

ctivity AIDocument Batch Bat

Capture  invoice cre

Refresh | | Filter |

A/C
ARTOO01
BRAODL
CAPOO1
DwWYo01
DWYEL
MURDO1
PANDO1
PREOO1
RYADDL

“ |name

Art Supplies

Brady Bins

Capital Hardware
Dwyer Bus Hire

Dwiyer Bus Hire

1 Murphy & Assoc
Panoptic IT

Premier Cleaning Solut|
Ryan & Sons

1l B &

Clear MNew Delete
form  order

Details
Defaults

Alerts
Communications
Memo

Activity
Purchases
Orders
Graph

I .., Supplier Record - Art Supplies

0 2

Skype Google
Maps

Bank Details

Bank Name

Streetl
Street2
Town
County
Post Code

Account Name
Sort Code

Account

Payment Details

Bank Of Ireland BACS/SEPA Ref
000( [& | 1BAN

BIC/Swift
300000

Roll Number
3000

Additional Ref

Art Supplies
12-34-56
10987654 Payment Method

Online Payments

BACS/SEFA

BACS/SEPA
Cash

Cheque

Credit Card
DD/S0

Other

User Defined 1
User Defined 2
User Defined 3
User Defined 4
User Defined 5

O X

© Help

Payment Method

Online Payments

BACS/SEPA

Record 1 of 1
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Supplier E-Payments: Processing Payments

N\
1 enter Supplier Payments with your payments list

\

2 Create a CSV file in e-payments
[

3 Logon to your online banking and import your list

0,
Dss
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Step 1: Enter Supplier Payments

Bank accounts
Bank feeds

1%
=it

Supplier Payment - Current Account 1 = O >

=R

Hominal codes Department Print ist Send to

Excel
Transactions
Department
PR Bank Details Suppler Details Payment Details

Diary BankA/C 1800 v Account™ v Date* 23/04/2026

Hame Current Account 1 Name 1 Murphy _Assoc (BACS) Reference

Balance 35643.58 Balance 1200.00 Ex. Reference

Amount 1200.00
Show  All v Fro To

View Mo, “ |Type |AfC Date | e on |Ex.Ref |Departmei|Details [T/C| Amount €|Disputed?  Payment €|  Discount €| Discount inc. VAT? |Bank Charge A/C |Cy
5Pl MUROO1 | 24/03/2026 [23/04/2026 24 nfa Inv 3465 ... |mfa | 2400.00 1200.00 0.00




Step 2: Create CSV File  zovrn S

==l = &

Swap Clear Printlist Send to

Excel
> Bank accounts \ e

Payments

Bank | Current Account 1 [|Date Range From

To

S - @ o
3 = | '
L-Ei ﬁ E-i I@ Lﬂ I ﬂ No.|Date Pur A/C DEEIE

Bank Customer Remittances E-payments Customer Bank Supplier 28 23/04/2026 DWY001 Purchase Payment 680.00
payment refund receipt  receipt refund 26 23/04/2026 ARTOO1 Purchase Payment 320.00
30 23/04/2026 CAPOO1 Purchase Payment 456.00

27 23/04/2026 BRADOL Purchase Payment 110.00

32 23/04/2026 PANDO1 Purchase Payment 2016.00

33 23/04/2026 PREDO1 Purchase Payment 1560.00

31 23/04/2026 MURDO1 Purchase Payment 1200.00

34 23/04/2026 Rya001 Furchase Payment 35.60

Send Close

Al
12 Send Payments




Step 2: Create CSV File:

E-Payments List

'ﬁ Send Payments

== m @

Swap Clear Print list Send to
Excel

ments

k  Current Account 1

No. |Date

3/04/2026
/042026
/042026
/042026
3/04/2026
EI4;' 2026

Pur AfC
DWYD01
ARTOD1
CAPDD1
BRADD1
PANDO1
PREDO1

]
]

U WM W
‘-.I
J m m ru W oo

= -]
R

[JDate Range

| Details

Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment

From I

To

i

Amount
680.00
320.00
456.00
110.00

2016.00

1560.00

1200.00

Send H Close

‘ ﬁ Send Payments

ﬁ Send Payments

== = &

Swap Clear Printlist Send to
Excel

Payments

Bank Current Account 1

Pur AfC
DWY001
ARTOD1
CAFOD1
BRADO1
PANDOD1
PREDO1
MURDO1
RYADO1

mqmm

8 23/04/2026

6 23/04/2026

0 23/04/2026
27 23/04/2026
32 23/04/2026
33 23/04/2026
31 23/04/2026
34 23/04/2026

[IDate Range

DEEE

Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment
Purchase Payment

From

To

/

/

Amount
680.00
320.00
456.00
110.00

2016.00

1560.00

1200.00

Send

Close

Fo)
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Step 2: Create CSV File: Creating a payments File

Send Payments

- o0 x .

. | Payment Confirmation

[
| j Account Name: el ielsd

IBAM: |IEB7 BOFI 9060 9966 5381 29
BIC:; BOFIE 2D304<
Bank Mame: Bank Of lreland

Mumber of Payments: 8

Value of Payments: 6377.60

X

Show Details |

DK

Cancel

Pur A/C | Details

DWYDO01 Purchase Payment
ARTOO1 Purchase Payment
CAPOD1 Purchase Payment
BRAOD1 Purchase Payment
PANDD1 Purchase Payment
PREDO1 Purchase Payment

320.00
456.00
110.00
2016.00
1560.00

Q.

48
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Step 2: Create CSV File: Creating a payments File

B | Payment Confirmation pe
Account Mame: RO, Mumber of Payments: a Hide Details
IBAN: IES7 BOFI 9060 9966 5381 29 Value of Payments: B377.60
BIC: BOFIIE 2D
Bank Mame: Bank Of lreland

BIC I IBAN | Name | Reference I Details |
Diwper Bus Hire peieieied Purchase Payment 680.00
At Supplies paieieie Purchase Payment 320,00
Capital Hardware 0008 Purchase Payment 456.00
Brady Bins PR Purchase Payment 110.00
Panaoptic IT PR, Purchase Papment 206.00
Premier Cleaning... @991 Purchase Payment 1560.00
J Murphy & Asso... 2000 Purchase Payment 1200.00
Buan & S A - bazs Paumes Bl
Il ! Payment Confirmation X

Print... |

Account Name: e Mumber of Papments: Show Detals
IBAN: IEB7 BOFI 3060 9366 5381 29 Value of Payments:

BIC: BOFIE 204

Bank Mame: Bank Of lreland

] o |




Step 2: Create CSV File: Creating a payments File 1% sond Payments

L. ]

SEPA Credit Transfer Processing Details

Execution Date

Requested Execution Datg |23.-"E|4#'2|]2‘E LI

Choose the date you want the bank to start processing your payment
and debit your account. Check with your bank how far in advance
vou can set the execution date.

Bank Reference

Feference: MWXXXXX

Your bank will provide you with your own unique reference number to
make these payments. Some banks call this the OIN [Orginator
|dentification Number).

Payment File

Cave file o |C:5Sage\Supplier E Payments'23042026.CSY Browse..

M ake sure vou upload your SEPA credit transfer file to vour banking
software before your bank's cut-off time, so that your payee i credited on
the next working day.

oK | Cancel

50




Step 3: Logon to your online banking and import your List O =

Verification of Payee (VOP) for bulk
payments - registration reminder
To enable VOP checks on your bulk payment files, you must first complete the

51
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Conclusion &
key take
aways

Good paperwork and filing are the foundation of accurate
financial records

Getting the supplier’s set up correct > set default nominal
codes

A supplier ledger helps you track what is owed
Regular review of reports is important

Supplier e-payments save time, reduce errors, and
streamline the payment process

52
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