
SUPPLIER LEDGER IN 
SAGE 50 ACCOUNTS

1



Agenda 
Overview

2

Importance of paperworkImportance of paperwork

Overview & benefits of using a supplier ledgerOverview & benefits of using a supplier ledger

Getting started on the supplier ledgerGetting started on the supplier ledger

Day to day tasks including reportsDay to day tasks including reports

Advanced feature: supplier e-paymentsAdvanced feature: supplier e-payments



IMPORTANCE OF 
PAPERWORK

6
/8

/2
0

2
6

p
resen

tatio
n

 title

3



Importance of paperwork
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➢Importance 

• Efficient data entry

• Better quality reports

• Supports audits and inspections 

➢Good habits:

• Match documents carefully

• Key documents, order form, delivery docket, 

invoice, statement

• File all paperwork together

• Organised filing system



Importance of paperwork
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• Invoice

For Office Use Only

Principal Approval Signature

Second Approver Signature

Nominal Code

Department/Grant

Invoice posted to Sage (Yes/No)
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BENEFITS: 
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Overview of the Supplier Ledger
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It allows the school to:

• Record supplier details (name, 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
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Benefits:

• Clear record of what is owed

• Monitoring spending 

• Saves time

• Accurate reporting



GETTING STARTED 
WITH THE 
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Supplier module
Chapter
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Creating a new supplier

CLICK ON WIZARD  ENTER SUPPLIER INFORMATION 
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Creating a new 
supplier
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Creating a new 
supplier
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Creating a new 
supplier
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Creating a new 
supplier
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Creating a new 
supplier
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Creating a new 
supplier
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DAY TO DAY 
TASKS
INCLUDING 
REPORTS
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Recording and Editing Invoices and Credit Notes
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Recording Supplier Invoices
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F7 insert a 
line

F8 Deletes a 
line



Recording Supplier Credit Notes
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Review the supplier account
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Changing a default nominal code
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Editing a transaction from within the supplier activity
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Editing a transaction from within the supplier activity
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Editing a transaction from within the supplier activity

26



Editing a transaction from within the nominal ledger
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Editing a transaction from within the nominal ledger
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Processing Supplier Payments
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Record Supplier Payment

Record Supplier Payment



Supplier Reports
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Supplier 
Reports
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ADVANCED 
FEATURES: 
SUPPLIER 
E-PAYMENTS
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Supplier E-Payments
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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



Supplier E-Payments: 
Benefits
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Benefits

Quick 
Set Up

Easy to 
use

Avoids 
mistakes

Saves 
time



Supplier E-Payments: Overview
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SageSage
• Enter Supplier Payments

SageSage
• Create a payment file

Online 
Banking
Online 

Banking

• Import payment file



Supplier E-Payments: Getting Started
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Enable e-banking in Sage settings

Edit your Supplier details to enable e-payments

1

2
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Step 1: Enable e-banking in Sage
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Step 1: Enable e-banking in Sage



Step 1: Enable e-banking in Sage
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Step 1: Enable e-banking in Sage
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c££
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Step 1: Enable e-banking in Sage



Step 2: Edit Your Suppliers to enable E-banking



Supplier E-Payments: Processing Payments
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Enter Supplier Payments with your payments list

Create a CSV file in e-payments  

Logon to your online banking and import your list

1

2

3
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Step 2: Create CSV File
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Step 2: Create CSV File: E-Payments List
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Step 2: Create CSV File: Creating a payments File
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Step 2: Create CSV File: Creating a payments File
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Step 2: Create CSV File: Creating a payments File

xxxxxx
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Step 3: Logon to your online banking and import your List



Conclusion & 
key take 
aways
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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 
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