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Training Notes

These are the training notes to be used for reference when going through
each topic.

Supplier Payment Processing

This section covers the Supplier payment processing routines and reports
which can be generated in the Purchase Ledger.

Payments Due List

The Payments Due List report shows the total payments due against Suppliers
based on the payment due dates entered when posting to Suppliers (see topic
’Post Transactions’ on page 10).

Up to four payment due dates can be specified and the report shows the total
payments due up to each date specified. It also shows the total cash on
account for each Supplier.

Associated transactions against the total payments to Suppliers can be
displayed if required.

Generate a Payments Due List

1. Select Purchase in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Payments Due List from the list of programs in the main window.
The Payments Due List program is displayed.

From Supplier | E |
To Supplier | E |
State ,m
Type All -
Show Transactions  |No -

New Page
Date Due 1
Date Due 2
Date Due 3

LU}

Date Due 4

Reportin Sterling

4

Filter / Sort Cancel

4. If required, in the From Supplier field, specify the Supplier Code from
which to start the report.

/ This field can be left blank to start the report from the first

Supplier. If both the From Supplier and To Supplier fields are left
blank, the balances are displayed for all Suppliers for the selected
criteria.

5. If required, in the To Supplier field, specify the Supplier Code at which to
end the report.

This field can be left blank to end the report at the last Supplier. If
/ both the From Supplier and To Supplier fields are left blank, the
balances are displayed for all Suppliers for the selected criteria.

/ To generate a report for just one Supplier, enter that Account
Code in both the From Supplier and To Supplier fields.
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6. Inthe State field, select whether you want to include ‘Active’, ‘Inactive’ or
‘Both’ active and inactive Suppliers within the report.

7. Indicate whether you want to include ‘All’, ‘Normal’, ‘On-Hold’ or ‘Priority’
Type Suppliers within the report.

8. Select whether you want to Show Transactions for each Supplier within

Notes

the report.

9. Indicate whether you wish each Supplier to start on a New Page of the
report.

10. In the Date Due 1 field, specify the payment due date up to which to
report.

11. If required, in the Date 2 field, specify the second payment due date in
which to report.

12. If required, in the Date 3 field, specify the third payment due date in
which to report.

13. If required, in the Date 4 field, specify the oldest payment due date in
which to report.

/ All dates must follow is ascending order, from oldest to latest.

14. Click OK. The report is generated and can be saved and printed.

Fromeods: St ToComs: End statss:  Acte Tpe: A Transactions: Mo Perod: 102011

Filter:
Sczount ‘Suppllsr Name Dizcount CaBnonAC VAT 01Jan 2011 o1 Fs 20m1 1 mar 2011 o 2pr 2011
A Aguad L (IDE100%IzE 2543250
Armon Test Suppler ToREs  (3Em00) 7o (E0:00) 188750
ASHTO ‘Ashtan Berry Timber Lid s (0UBHSI  (371954) 500000
ER B2 J Newman Limitza B362 (760000} 0000 0000
BAGTI Erfisn Agragate INLETES Limfza 1990000 1489 2570400 1 63000
BRADt Erazier ntLid (LOICOHTAL  {1175) 1286
ERO Ewrn tast suppller 13
MACD1 Maciesn Blectrical Lt 165000
mIco1 Mcm Perpnemis L @18
PN Piiney Sowss Lid L7 (40470)
TARMO1 Tamnac (Fomaly Thean) 1500
TEKD Tekiura e (sm0000 ) =3
TRAVD Traus Perkins Lt TILZS 4240843 R

Tomls: TS ZTTIRTHI SR TITE TTEZ0T TS

|
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Prepare Payments Notes

Before initiating a payment run (see topic ‘"Update Payments’ on page 6), only
Suppliers and/or individual invoices you intend to pay can be selected for
payment. At this stage, nothing is updated to the Nominal Accounts or ledgers.

Note that a Payment Due List is not required to be generated before running
this program (see topic ‘Payments Due List’ on page 1).

Note that many customers do not use the Payment Due List to view
outstanding payments. They just use this program to select the
invoices to be paid and print the list of transactions to be paid.

By default, all Suppliers and invoices are selected for payment.
/ Suppliers/invoices you do not wish to pay require unmarking for
payment.

Prepare Payments
1. Select Purchase in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Prepare Payments from the list of programs in the main window.
The Selection dialogue is displayed.

L

Option

From Account

Al

To Account
Due Date 03 Jan2012 =
Priority Only

b
Include Zero Balances -

Include Credit Balances -
QK | Cancel |

4. Select an Option.

/ ‘Add’ - select this option if this is a brand new prepare payments
report.

‘Clear’ - select this option if there has been a previous prepare
payments report that you want to delete before creating this
one.

‘Replace’ - select this option to overwrite any previously run
report.

‘Review’ - select this option if there has been a previous prepare
payments report that you want to amend. Note that you cannot
add anything that was not on the original report e.g. an invoice
due next month that needs paying early.

5. Click OK. If ‘Review’ was selected the dialogue closes, if not the following
fields can be entered if required.

6. If required, enter the range of accounts in which you wish to prepare
payments in the From Account and To Account fields.

7. If applicable, enter the Due Date up to which you want to prepare
payments. This defaults to today’s date.

|
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8. Ifapplicable, indicate whether you want to prepare payment for Suppliers
flagged as Priority Only.

9. |If applicable, indicate whether you want to include Supplier transactions
with a zero balance in the Include Zero Balances field.

10. If applicable, indicate whether you want to include Supplier credit
balances in the Include Credit Balances field.

11. Click OK. The Prepare Payments program is displayed, showing any total

outstanding amounts requiring payment to each applicable Supplier for
the selected criteria.

Vi

Note that all Suppliers and transactions requiring payment are
selected for payment by default.

Due Date |03 Jan 2012

Total To Pay 4.843.00

/ nn
Brett Aggregates Ltd

4.843.00 4.843.00 | 0.00 | |

Print

I Include Transactions

SelectAll | ClearaAl | ok |

12. If required, click to deselect the Pay column against a Supplier(s) of which
to clear payment in the next payment run.

13. If required, double-click on a Supplier to open the Payment Transactions
program. This enables individual transactions to be cleared from the
payment run.

Supplier  [HRE0T |Hire IT Ltd Total To Pay 286407
>
 Period| Date] Due Date|Ti [Ref 2 0 ding| Pay | Cleared| Discount
032011 12Aug2011 30Sep 2011 Ivoice 7386 59736 | ¥ ¢ 597.36 0.00
032011 17Aug2011 30Sep 2011 Invoice 7397 321.60 32160 000
032011 23Aug2011 30Sep2011 Ivoice 4819 57379 57379 000
032011 23Aug2011 30Sep 2011 Ivoice 4815 69142 69142 0.00
032011 23Aug2011 30Sep 2011 Invoice 4816 30240 30240 0.00
032011 23Aug 2011 30Sep 2011 Invoice FMC:100822 27000 27000 000
23 Aug 2011 30 Sep 2011 Invoice FMC:100739 .

[ | 2.864.07 | ] 2.864.07 | 000 [

14. If required, an enquiry can be made against a transaction by double-
clicking on the transaction. The Transaction Enquiry dialogue will be
displayed.

Notes
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Type [Invoice Batch No 2752 Period (032011 Notes
: Main_ ‘ Matcthnalys\sl Purchase Qrders I

Reference 1 PL8011 Reference 2 FMC:100789

Date 23 Aug 2011 Status Cleared

Goods 10750 Due Date 30Sep 2011

Vat 0.00 Contract

Sett. Discount 0.00 Purchase Order

Total 107.50

Outstanding 107,50

Notes 6214H1A

Update

Notes Audit| Ducu!isw‘ Qucumam‘ oK ‘

/ This dialogue is purely for enquiry against the transaction and cannot
be modified in any way.

If a document is attached to this transaction, you can click Document
at the bottom of the dialogue to view the scanned image of the
document that supports this transaction.

15. If open, click OK to close the Transaction Enquiry dialogue and return to
the Payment Transactions program.

16. If required, select/deselect individual invoices against the Supplier.

17. Click OK to exit the Payment Transactions program.

18. It is advisable to click Print at the bottom of the Prepare Payments
program to print out the selected payments for a final review, or so they
can be signed off before being updated on the system.

Account Supplier Name Total Qutstanding Total Cleared Total Discount
ARTO1 A Supplier 21.00 21.00 000
ASH Ashley Gunn 24000 240.00 0.0

Towl 361.00 361.00 0.00

|
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Update Payments Notes

Having prepared the payment(s) (see topic 'Prepare Payments’ on page 3) you
then need to update the payments. After updating payments, you must then
process the payments in order to debit the Payment Pending Account and
credit the Bank Account (see topic 'Payments & Remittances’ on page 7).

/ If you do not intend to pay a certain Supplier(s) and/or transaction(s),
then you need to perform the selection process in the Prepare
Payments program.

Update Payments
1. Select Purchase in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Update Payments from the list of programs in the main window.
The Update Payments program is displayed. This provides all the total
payments to be made to Suppliers.

Period T 2011 Date 04Jan2012 ~ Reference 2 |

Account Code \Name | Total Paymem| Total Discoum|Updaled |
ASH Ashley Gunn 243.00 0.00

BRAO1 Brazier Int Ltd 500.00 000

BREO Brett Aggregates Ltd 4.600.00 0.00

CPDO1 CPD Distribution plc 340.00 0.00

EURO Euro test supplier 50.00 0.00

HIRED1 Hire IT Ltd

859707 000 ] ]

Cancel

4. If the payments to be made to the Suppliers are correct, click OK. The
payments are updated on the system, with the Purchase Control Account
being debited and the Payment Pending Account being credited. The
Batch Totals dialogue is displayed.

This process is the point of no return. Once accepted, a cheque or
@ BACS payment can be generated (see topic ‘Payments &
Remittances’ on page 7). If this is incorrect, then the payment
will have to be cancelled (see topic ‘Cancel Payments’ on

page 11

~Cheques
Batch Number | 2821
Cleared Total | 325407
Payment Total | 325407
Discount Total I 0.00

~BACS
Batch Number | 2820
Cleared Total | 5.343.00
Payment Total | 5,343.00
Discount Total I 0.00

oK
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/ This shows the total payments in Cheques and BACS.

5. Click OK to close the program. The next step is to process the payment(s)
(see topic "Payments & Remittances’ on page 7).

Payments & Remittances

This program enables you to process payments and print remittance advice
documents for the last payment run made (see topic 'Update Payments’ on
page 6).

Automatic ‘Cheque’ and ‘BACS’ (Direct Debit/Standing Order) payments are
required to be processed in order to debit the Payments Waiting account, and
credit the Bank Account selected in this process.

/ With regard to ‘Manual’ cheques, these accounts have already been
updated at the time of posting (see topic ‘Post Transactions’ on
page 10).

Remittance advice documents and, if automatic cheques are set up for your
system, cheques for payments can be printed. If the chosen payment method
is manual cheque, the cheque must be written out manually and only the
remittance advice can be generated.

/ The type of payment at the time of posting is determined by the
payment method of the account.

If set up for your system, a BACS payment prepares the system for the
production of a BACS file containing the Supplier(s) and amount(s) which can
be imported into your banking system software using the BACS Transfer to PC
program (see section ‘BACS Transfer to PC’ of the Evolution M Manual).

Process Payments and Remittances
1. Select Purchase in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Payments & Remittances from the list of programs in the main
window. The Payments & Remittances program is displayed, showing all
updated payments which have yet to be processed, and any manual
cheques of which remittances are yet to be printed.

Double-click to generate payment

N\

Batch No. Date| Type Cleared Currency Payment Remittance Report
2,790 | 17 0ct2011|BACS 0.00 Sterling Print Not Available
2,816 04 Jan 2012 BACS 0.00 | Sterling Print Print Not Available
2,868 06 Jan 2012/ BACS 0.00 | Sterling Print Print Not Available
2,928 04 Jul 2012|BACS 0.00 | Sterling Print Print Not Available
2,955 09 Jul 2012 BACS 5,243.00 | Sterling Print Print Not Available
3,054 16 Aug 2012|BACS 0.00 | Sterling Print Print Not Available
1,977 | 26 Feb 2009 Cheque 11,956.25 | Sterling Printed Combined Print
2195 14 Jun 2010|Cheque 5,176.25 | Sterling Printed Combined Print
2,198 14 Jun 2070/ Cheque 3,830.00 | Sterling Printed Combined Print
2,201 15 Jun 2010/ Cheque 5,300.00 |Sterling Printed Combined Print
2,208 16 Jun 2070/ Cheque 999.00 Sterling Printed Combined Print
2,212 16 Jun 2010/ Cheque 5,000.00 |Sterling Printed Combined Print

4. To generate a payment, double-click Print under the Payment column
against the required batch. There are two types of payment, cheque and
BACS, as described below.

Evolution M Purchase & Subcontract Payment Proc Issue 2, 10/7/137
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Processing a cheque payment:

/ If the batch is a manual payment, the payment has already been

processed (the Bank Account has been credited) at the time of

posting and, if not done so already, you are required to write out
a cheque manually for the payment.

To save or print the remittance advice document for this
payment, double-click on Print under the Remittance column to
generate the document. This document can be used for cross-
reference when writing cheques.

Period 1011
Date 05 Jan 2012 -

Bank Account |A|BE j
First Cheque Mo. 37
Remittance Text -

OK | Cancel

Preview

Select the Bank Account from which to credit.

The Bank Account (including Nominal Accounts) in which

@ this payment will be credited has been set up in Cash Book
Maintenance (see section ‘Cash Book Maintenance’ of the
Evolution M Manual).

The First Cheque No. within the batch defaults to the next available
cheque number following the last cheque run, but this can be
changed.

If applicable and required, enter any Remittance Text which will
appear as notes in the remittance advice document.

Click OK. The cheque(s) (and remittance(s), if applicable) are
generated. The document can be printed, saved, exported to Excel,
exported to Acrobat as a pdf, and exported to XML.

Click OK. This must be done in order to update the Bank Account.

The following message appears to notify that the cheque(s) have
been processed and are being printed for issue.

IOI Cheques Processed - Batch 00000188

oK

Click OK.

integrity soitware
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Notes

|
Evolution M Purchase & Subcontract Payment Proc Issue 2, 10/7/138



- integrity software
Tralnlng NOtes CONSTRUCTION MANAGEMENT SOLUTIONS

Processing a BACS payment:
If it is a BACS payment, the BACS Options dialogue is displayed.

Notes

Period 10m
Date 05Jan2012 =

Bank Account |A|BE ﬂ
BACS Reference |

oK Cancel |

e Select the Bank Account from which to credit.

The Bank Account (including Nominal Accounts) from which

@ this payment will be credited has been set up in Cash Book
Maintenance (see section ‘Cash Book Maintenance’ on
page 534).

e If required, enter a BACS Reference for the payment.

/ If you do not enter a reference, the system will use the
Company name as a reference.

e Click OK. The BACS payment is processed and the following message
appears.

| BACS Processed - Batch 00002931

oK

e Click OK. The BACS payment is now ready to be imported into your
banking software for BACS transfer.

5. To generate a remittance, if applicable and required, double-click on Print
under the Remittance column against the required batch. The
Remittance Options dialogue is displayed.

Remittance Date 050112 -
BACS Payment Date -

Text -

Preview QK Cancel
_Breview | | |

6. If required, edit the default of today’s date for the Remittance Date.
If applicable and required, edit the default of today’s date for the BACS
Payment Date.

8. [If required, enter any Text which will appear as notes in the remittance
advice document.

9. Click OK. The remittance(s) are generated. The document can be printed,
saved, exported to Excel, exported to Acrobat as a pdf, and exported to
XML.

|
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10. To generate a payments and remittances report for the payment, double-
click on Print under the Report column against the required batch. The
Payments & Remittances report is displayed.

/ This is essential for automatic cheque and BACS payments, as
this updates Bank Account and Cash Book, and clears the
Payment Waiting Account.

Period: 102011 Date: 05Jan 2012 Batch: 2830 Account Used:  Bank Account
Code Payee Cheque No, Amount
234 fac 38 499.00
CPDO1 CPD Distribution plc 38 340,00
EURO euro 40 50.00
HIRED1 Hire IT Ltd Eil 2,864.07
MACD1 Maclean Electncal Ltd 42 21,319.00

Total 24,672.07
Number Paid 5

11. The report can be printed, saved, exported to Excel, exported to Acrobat
as a pdf, and exported to XML.

Post Transactions

These are the steps for posting a direct debit, standing order or a payment for
matching to an invoice(s)/payment(s).

1. Select Purchase in the top pane of the application window.

2. Select Postings in the left pane of the application window.

3. Select Post Transactions from the list of programs in the main window.
The Batch Header dialogue is displayed.

4. Select the Batch Type.

/ ‘Payment’ for automatic/manual cheque or BACS payment to a
Supplier. A payment can only be matched to an existing
transaction e.g. invoice.

‘Direct Debit’ for a direct debit payment to the Supplier (the
Supplier must have a ‘Direct Debit’ payment method - see section
‘Supplier Maintenance’ of the Evolution M Manual).

‘Standing Order’ for a standing order payment to the Supplier
(the Supplier must have a ‘Standing Order’ payment method).

5. If required, select the Bank Account from which to credit.
6. Click OK. The Post Transactions program is displayed.

Tyhe [mwoice  BatchNo [ 2500 Date [ 22Dec2011 Peiiod [102011
Account [ =

Reference 1 ’—il

Reference 2 ’7

Date ’Wl

Total Value ’7 VAT Code Rate Nett VAT
Vat ’7

Settlement Discount ’7

Date Due ’—Ll TOTAL

Status m

Notes

Value to Match
Value to Analyse

‘ 0K Cancel |

Notes
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Enter the Supplier Code in the Account field. Not
otes
8. Enter the payment reference in the Reference 1 field.

The Cash Book consolidates on a unique Refl and date, so do not

@ enter ‘DD’ on every Direct Debit as it will update the bank as one
value, thus making it very difficult to reconcile the Bank
Statement.

9. Enter the Total Value of the cash.
10. If applicable, enter the Settlement Discount amount for this transaction.

11. Click OK. Matching the transaction to an invoice(s) and/or payment(s) can
now be performed.

12. Click Match. The Matching dialogue is displayed, showing all payments
and invoices for the Supplier which are unmatched.

13. Tick the required transaction(s) to match or part-match against this
transaction.

14. Click OK to complete the matching. If the total value of the transaction is
matched (i.e. a zero is shown in the Value to Match field at the top) then
the transactions are matched and the dialogue closes.

15. Click OK to clear the entry from the Post Transactions program.
16. Repeat the steps above for other transactions as required.
17. Click OK to update the batch. The following dialogue is displayed.

[0] Update Batch ?

18. Click Yes to update the batch and exit the program.

Cancel Payments

This program enables you to cancel a payment(s) e.g. if you have sent a
cheque out and cancelled it or printed a cheque off and do not wish to send it.

All relevant accounts are updated after cancellation and the transaction is
removed from the system.

Cancel Payments
1. Select Purchase in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Cancel Payment(s) from the list of programs in the main window.
The Cancel Payment(s) program is displayed. This provides all the batches
which have been made for the previous, current or following Purchase
Ledger period.

4. Double-click on the required batch to cancel. The following dialogue is
displayed.

5. Tick Select (or click Select All to select all payments in the batch) and click
OK. The Selection dialogue appears.

6. If required, enter a reference for the cancellation in the Ref2.

7. If required, enter any Notes.

Click OK. The payment has now been cancelled and is removed from the
system.

@ All the relevant accounts are updated to reflect this change.

Evolution M Purchase & Subcontract Payment Proc Issue 2, 10/7/1311
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Reprint Cheques

This program enables you to reprint automatically generated cheques, if

printed erroneously.

Reprint a Cheque

1. Select Purchase in the top pane of the application window.

2. Select Postings in the left pane of the application window.

3. Select Reprint Cheque(s) from the list of programs in the main window.
The Reprint Cheque(s) program is displayed, showing all processed

automatic payments.

Bank Account Originally Printed By ’:
03 Dec2009| 12:24:26 Cheque Printed Mardak Demo Company Sandra Tarr
03 Dec2009| 122531 Cheque Printed Mardak Demo Company Sandra Tarr
21Dec2009| 15:33:37 Cheque Printed Demo co Ltd Sandra Tarr
21Dec2009| 15:38:46 Cheque Printed Demo co Ltd Sandra Tarr
21Dec2008| 15:42:65 Cheque Printed Demo Sandra Tarr
21Dec2009| 1548:04 Cheque Printed Demo Sandra Tarr g
21Dec2009| 17.01:14 Cheque Printed Demo Sandra Tarr
22Dec2009| 10:08:31 Cheque Printed Demo Sandra Tarr
22 Dec2009| 10:28:14 Cheque Printed Demo Sandra Tarr
25Jan2010| 10:22:50 Cheque Printed Demo co Ltd Sandra Tarr
25Jan2010| 10:24:33 Cheque Printed Demo co Ltd Sandra Tarr
30Jan 2070 12:23:31 Cheque Printed Mardak Demo Co Ltd Sandra Tarr
12Feb2010| 09:26:21 Cheque Printed Demo co Ltd Sandra Tarr I
06 Apr2010| 11:32:44 | Cheque Printed Mardak Demo Co Ltd Sandra Tarr
06 May 2010| 10:14:02 | Cheque Printed Mardak Demo Co Ltd Sandra Tarr
03 Jun 2010/ 16:51:10 | Cheque Printed Mardak Demo Co Ltd Chris Packham
03 Jun2010| 17:20:19 | Cheque Printed Mardak Demo Co Ltd Chris Packham
14 Jun2010| 09:59:36 | Cheque Printed Mardak Demo Co Ltd Chris Packham
14 Jun2010| 10:18:36 | Cheque Printed Mardak Demo Co Ltd Chris Packham
15Jun2010| 10:33:46 | Cheque Printed Mardak Demo Co Ltd Chris Packham
16 Jun2010| 14:37:24 | Cheque Printed Mardak Demo Co Ltd Chris Packham
16 Jun2010| 15:4753 | Cheque Printed Mardak Demo Co Ltd Chris Packham
92 1.49070] 189719 | Chonin Drinied [T Qarrdre Toer 5

0K Cancel

4. Double-click on a batch for which to reprint cheques. The Cheques In
Batch dialogue is displayed.

Cheque Number

Date
16 Jun 2009

Amount| Payee Name
5.262.50 |Electric Systems Lid

oK Cancel

5. Select the cheque(s) to reprint and click OK. The Cheque Options or
Combined Options dialogue is displayed.

Shift-click can be used to select all cheques in batch, if required.

Notes
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Period 112009
Date 311009 «
Bank Account BAR1 -

First Cheque No. 700,608

Remittance Text

Preview Cancel

If required, edit the First Cheque No. of the batch.

If applicable and required, enter any Remittance Text which will appear as
notes in the remittance advice document.

integrity soitware
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8. Click OK. The cheque(s) (and remittance(s) if applicable) are generated

and can be printed.

Purchase Reports

This section covers the Purchase Ledger reports which can be generated.

Transaction List

The Transaction List report shows Purchase Ledger transactions based on the

criteria entered.

Generate a Transaction List

1. Select Purchase in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Transaction List from the list of programs in the main window. The
Transaction List program is displayed.

Supplier
From Code | E |
To Code | j |
* Active " Inactive " Both
e Transactions
From Period ’7 F Inveice
e I Register
From Date ’—L| v Debit Journal
To Date ,—Ll W Brought Forward
From Ref 1 ¥ Credit Note
To Ref 1 ’7 W Payment
’7 ¥ Credit Journal
From Ref 2 v Cancelled Pymt
DREE I Completed Pymt
Status [Bon =] ¥ DirectDebit
Matched [Bon — +] SelectAll | Clear Al
Registered m
Report In ’m
Filter / Sort oK Cancel

4. If required, in the From Code field, specify the Supplier Code from which

to start the report.

5. If required, in the To Code field, specify the Supplier Code at which to end

the report.

/ To generate a report for just one Supplier, enter that Supplier
Code in both the From Supplier and To Supplier fields.

6. If required, in the From Period field, specify the period from which to

start the report.

7. If required, in the To Period field, specify the period at which to end the

report.

Notes
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10.

11.

12.

13.

14.

15.

16.

17.

18.

If required, in the From Date field, specify the date from which to start
the report.

If required, in the To Date field, specify the date at which to end the
report.

In the From Ref 1 field, if required, enter the value in the Reference 1 field
(see topic 'Post Transactions’ on page 10) from which you want to display
in the report. This is especially useful if you want to print a range of
invoice numbers for a specific Supplier.

In the To Ref 1 field, if required, enter the value in the Reference 1 field
up to which you want to display in the report. This is especially useful if
you want to print a range of invoice numbers for a specific Supplier.

In the From Ref 2 field, if required, enter the value in the Reference 2 field
(see topic 'Post Transactions’ on page 10) from which you want to display
in the report.

In the To Ref 2 field, if required, enter the value in the Reference 2 field
up to which you want to display in the report.

In the Status field, indicate whether you want to include transactions
which are ‘Cleared’, ‘On-Hold’, or ‘Both’ cleared and on-hold, within the
report.

In the Match field, indicate whether you want to include transactions
which are matched, unmatched, or ‘Both’ matched and unmatched,
within the report.

In the Registered field, indicate whether you want to include transactions
which are ‘Authorised’, ‘Unauthorised’, or ‘Both’ authorised and
unauthorised, within the report.

Select the Transactions you wish to include within the report.

/ If you just want to include just invoices, for example, the quickest
way would be to click the Clear All button and then tick the
Invoice check box.

Click OK. The report is generated and can be saved, printed and exported
into Excel.

fccount: Stat  To: End  Pedod: S@rt To: Snd Matched: Bom stahus©  Actie Aceounts:  Siering
Dats: St To: Ed Reflt @ To: End Refz stat To: End Reportin:  Siering
Filter - Register :

Transactions ©  Imvaice, Fegister, Deoit Joumal, Brought Forwan, Credi Noke, Credit Joumal, Cancelied Pymt, Payment, Compisted Py, Direct Deat,

234 tost Tmm Yes
Penog  Dats o= Ret1 Rt 2 stafus  DateDue Goods var Ja] Total Motss
Bipr B fsoumal  WEREWR WERTWERT  Ciearsd O am - WO
102011 15Dec20ft  Credtloumd geqee querguer Cizarad {100} 000 om (100}
102011 15Dec2011  Cheque 000038 Ciearsd {9a.00) ao0 oo (9200)
Total For 234 100 000 i) [
AGUD Aquald Lid Tmm Yes
Parod  Dats Tipe Ret1 Rata Ststs  DatsDus  Goods var Disc Totsl Motss
2005 0102005 Invoice meD0123651  ghiad OnHod  25FeD2005 {0000 1750 a0 1750
022005  DSNov20DS Cheque Do0ass Crrod {117.50) 000 0o (117.50)
1200 245ep2005  Invoice D002 1253 Oribid  310#2M09  S4TE3 8217 om E30.00
122009 03Dec2000 Cheque o007 31120 CrHoid (630.00) ano oo (&30.00
042010 05Ju2010  Fayment 6645 35665 Ontod  0SMu 2000 (30000) 000 0m (320.00)
052010 HIMarI00  Involce a4 E Cnod  0AN2MD 51063 362 00.00 6,000.00
052010 2502010  Invoice Begas 556555 Cniod 31 Aug 2010 35,000.00 ano Q2500000
052010 2010 Involce 855774 TTA4TT Ontod  31Awgami0 50000 ao0 oo S00.00
720 0200 BACS MARDAK DEMO CORER CrHoid (50000 a0 0m (500.00
102010 03Sep2010 BACS MARDAK DEMO CONRDG CnHoid (560000 ) ano {10000} (570000}
032011 055ep2011 BACS MARDAK DEMO COMP Ciearsd (117.50) ao0 0o (117.50)
032011 27 Sep2011  Invoce ASHI ASHI Cieard 27 SepaN1 10000 000 om 00.00
032011 27Sep2011 BACS MARDAK DEMO COMP Cizarzd { 100.00) om0 am (100.00
092011 03062011 Involce g gty Ontod  J0Nov20I1 40000 000 oo 40000
W01 11062011 Involce gt m Ciearsd  30Nov 2011 1.000.00 000 om 1.000.00
102011 15Dec20f1  Invoice awsver 23234 Cikard  3UmIM2 5000 1200 oo 7200
102011 15Dec20TT Invoice whATEr stete Cearsd @2 G000 1200 om 7200
102011 15Dec2011  Invoice Tectigeed sigsdged onHod  HUmI2 G2E 1250 om 7500
102011 15Dec20ft  Invoice bhirthg e OnHud  31UmIN2  S00O0 ao0 oo S00.00
102011 15Dec20TT Invoice momg T Cearsd @2 5000 000 om 000
102011 15Dec20f1  Invoice == rieirat Cieard  31UmIM2 25000 000 om 25000
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Creditors Age Balance Notes

The Creditors Age Balance report displays the outstanding balances to
Suppliers, dependent on the given criteria.

The report shows the total outstanding Supplier balances up to the designated
period. It also shows the balances for the specified period, plus a comparison
of the balances for the current period (month) and previous months’ balances
(1, 2 and 3 months previous to current month, and 4 months and older
balances).

This report can also be run retrospectively.

Generate a Suppliers Age Balance Report
1. Select Purchase in the top pane of the application window.
2. Select Reports in the left pane of the application window.

3. Select Creditors Age Balance from the list of programs in the main
window. The Creditors Age Balance program is displayed.

From Supplier | T E \
To Supplier [ F
State m
Type All A
Factored [Both =]

Period [1o201

Show Transactions  [No  +

Reportin Sterling =

Filter / Sort Cancel

4. If required, in the From Supplier field, specify the Supplier Code from
which to start the report.

5. If required, in the To Supplier field, specify the Supplier Code at which to
end the report.

6. Indicate whether you wish to include ‘All’, ‘Normal’, ‘On-Hold’ or ‘Priority’
Type Suppliers within the report.

7. Indicate whether you wish to include Factored Suppliers or not, or ‘Both’
factored and non-factored within the report.

8. Inthe Period field, specify the period up to which to report.
Indicate whether you wish to Show Transactions for each Supplier within
the report.

10. Click OK. The report is generated and can be saved, printed and exported
into Excel.

Fromcose: st Tocom: Ena saua:  Amve  Typs: Al Factorsd: Sam Perion: 102011 Cumency:  Stering
Fiter: Stering

sccomt ‘Suppler Nams Tdaesence  Unliossied  CureniMonn  1Monh 2o IMon® 48Ol

=T Aquakd L 2zies (1051000} a0 1000 am om mims

e TestSuppir gz am am am am o o
st satiey G 13m0 om mo wm am om tiom
At cion By Timoer Lo (237 (i am a0 a 0w (aomaT
B Eemars J Newman Utz (esmon) o am a0 a om (esm0
gt Beten Aqgregate sives Limtd 2230 155000 am am am b 3o
BRAnt Erzerre (mam) (100000} am am am LR
sREDn Eret aggregates 1 2000 om 0m  4mum am om0 um
ceomn cP0 Disrmution pe 0m om m am am om0 um
=m0 e s e s am a0 a (=m0
Rz Hre T sege o am a0 a o mem
uacot haciean Bictica iy 128000 am am am am [
sicot Mors Perpreras L1y e om am am am o s
Pt Piney Boues L1 (2am) om am am am om (am)
swrt ‘Sun susiness SquTen: s o am a0 a o =
Tarut Tarmac (Fomally Ticon) 15 am am am am o sm
=01 Teturapic {45y (somc0) am am am o E

TRAWE Traus Perns L 25883 om om a0 aw om0 s2swes
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Interrogate Payments made to a Supplier

1.
2.
3.

Select Purchase in the top pane of the application window.
Select Enquiry in the left pane of the application window.

Select Supplier Enquiry from the list of programs in the main window. The

Supplier Enquiry program is displayed.

| Account Code I il Facmrl ‘

Summary |Accuum| Transacnunsl F’aymamsl Tarmsl Bank | Alt Address Cuntactsl Nutesl UsevDaﬁnedl Pncmgl

Phone Number = Discount %
Fax % = Last Invoice
Email I EI LastPayment

WWW Address | El Account Type

Currency

Balances i~ Turover

Tumover| | Year Turnover

Total
Audit | Eravlnusl MNext |ij(:‘ Histogram € anumantl Orders | Ok | Cancel |

Total Total

integrity software

CONSTRUCTION MANAGEMENT SOLUTIONS

Enter or search for the Supplier Code in the Account Code field. The
record is loaded into the program.

Click the Payments tab. This tab displays all payment transactions to the

Supplier.
@ All € Unmatched ¢ Matched |Transaction Summary ]
Date| Batch No. -
3 (200.00)
032011 02 Aug 2011 J717 Cheque  DD0D48 {19.422 50) 000 000 (1
012010 05Apr2010 ¥ 2156 Chequs 000003 WE03042010  (23400) 000 000
022005  02.Jul 2008 1239 Cheque 000743 (345.00) 000 000
022005 16 Apr2008 1777 Cheque 000709 {456.00) 000 000
022005 03 Apr2008 1755 Cheque 000690 (838.79) 000 000
022005 02 Apr2003 1751 Cheque 00081 (345.00) 000 000 |=
022005 28 Mar 2008 1743 Cheque 000678 (567.00) 000 000
022005 13 Now 2007 1686 Cheque 000627 {1,506 06) 000 000 (]
012005 22 Fab 2007 1587 Cheque 000564 49377) 000 000
122004 05 Feb 2007 1562 Cheque 000545 {100.00) 000 000
122004 17 Jan 2007 1544 Cheque 000534 (500.00) 000 000
122004 07 Dec 2006 1523 Cheque 000520 4,000 00) 000 000
122004 09 Nov 2006 1483 Cheque 000487 {100.00) 000 [
122004 28 Mar 2006 1342 Cheque 000402 (345.67) 000 000
122004 20 Dec 2005 1287 Cheque 000357 {1,579 00) 000 000
122004 23 Aug 2005 1214 Cheque 000299 (235.00) 000 000
< 1 | r

e Bydefault, a summary of the payments is displayed, but this view can

be changed by the drop-down menu at the top-right of the tab.

e This tab shows all payments by default, but by selecting a different

option you can display Unmatched (unallocated) or Matched
(allocated) payments.

e If you double-click on any of the payments, the Transaction Enquiry
dialogue will be displayed, providing more detail for the payment.

Notes

.|
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‘ Type |Payment Batch No 2266 Period [042010 | Notes

Reference 1 l99665— Reference 2 ,99665—
Date [ Siatis [ —
Goods lm Due Date ,m
Vat l—ﬂm Contract ,—
Sett Discount |7000 Purchase Order ,7
Tota  om

Quistanding Im

Notes -

Update

Notes Audit| Do:uylewl anumentl oK I Cancel |

/ If a document is attached to this transaction, you can click
Document at the bottom of the dialogue to view the
remittance advice document for this transaction.

.|
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Subcontractor Payment Processing Notes

This section covers the Subcontractor payment processing routines and
reports which can be generated in the Subcontractor Ledger.

Payments Due List

The Payments Due List report shows which transactions are due for payment
based on the payment due dates entered when posting to Subcontractor
Orders.

The report shows any cash on account and retention against each order. It also
shows the total payments due for each date specified.

Generate a Payments Due List
1. Select Subcontractors in the top pane of the application window.
2. Select Reports in the left pane of the application window.

3. Select Payments Due List from the list of programs in the main window.
The Payments Due List program is displayed.

Report Sequence Subcontractor-Contract -

From Subcontractor [ =l
To Subcontractor ‘ i |
From Contract ‘ E |
To Contract ‘ i |
State (Contract-Order) m
Type (Contract-Order) m
Show Transactions m
Suppress Retention  |ves -

New Page No &

Date Due 1 ’—Ll
Date Due 2 ’—Ll
Date Due 3 ’—Ll
Date Due 4 ’—Ll
Reportin m

4. Specify the Report Sequence.

/ The options are ‘Subcontractor-Contract’ (broken down by
Contracts for each Subcontractor), or ‘Contract-Subcontractor’
(broken down by Subcontractors for each Contract).

5. If required, in the From Subcontractor field, specify the Subcontractor
Code from which to start the report.

6. If required, in the To Subcontractor field, specify the Subcontractor Code
at which to end the report.

7. If required, in the From Contract field, specify the Contract Code from
which to start the report.

8. If required, in the To Contract field, specify the Contract Code at which to
end the report.

/ To generate a report for just one Contract, enter that Contract
Code in both the From Contract and To Contract fields.

9. Inthe Type (Contract-Order) field, indicate whether you want to include
‘All’, “Labour’, or ‘Supply & Fix’ Contract Orders within the report.
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10. Indicate whether you want to Show Transactions for each Subcontractor
within the report.

11. Indicate whether you wish to Suppress Retention in the report.

12. Indicate whether you wish to start each Subcontractor/Contract on a New
Page of the report.

13. In the Date Due 1 field, specify the payment due date up to which to
report.

14. If required, in the Date 2 field, specify the second payment due date in
which to report.

15. If required, in the Date 3 field, specify the third payment due date in
which to report.

16. If required, in the Date 4 field, specify the oldest payment due date in
which to report.

Notes

/ All dates must follow is ascending order, from oldest to latest.

17. Click OK. The report is generated and can be saved, printed and exported

into Excel.
From SuDCONtractor - San To Subcontractor © Ena From Contract : Start ToConfract: Ena
Stafus: Actve Typa: Al Suppress Retenfion:  Yes Rsported In- Stering Salectsd In: Sizding
SCT Account  Name Rstantion Cash on AC o1 88p 2011 01 0ct2011 o1 MoV 2011 01 Dec 2011
a1 A1 - suthenticated receipt
10 <P Extsntion to Milnwood House 1,000.00
s o mﬂhmmm 5,000.00
100 a2 1010 6.750.00
1014 0 No1-1014 98875
1016 000640 Repgen test 14834 58,750.00
1018 00DE22 MIDK-441 270,250.00
1051 1051 2825000
1068 000755 Teat Variations 1E,000.00
sJmoz sJT0Z2 SET
Totals T L] ST T TR L]
ABCOH ABC Roofing Lid
E Timeshsat Entry 45504
1on A Extention fo MINWOC Houss (4,4565.00)
wiz o Radford HIll fmﬂmﬂl‘; 555125
Totals T [EX ] [k T IR0 1]
ACENM AC Engineering Servicas (LK) Ld
10 Poois Salling Club 3.053.68
535 0001 New Superstors - Crawley 332084
Totals [} [ E,590.52 [} [T []
ACLAaN A Class Roofing
L Maw Superstors - Crawley 10,350.00
Totals 1] 0.00 10,350.00 1] 000 []
AN Ainscough Crane Hirs

|
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Transaction List

The Transaction List report shows transactions against Subcontractor Orders,

based on the criteria entered.

In this instance, we shall report on unpaid certificates.

Generate a Report for Unpaid Certificates

1. Select Subcontractors in the top pane of the application window.

2. Select Reports in the left pane of the application window.

3. Select Transaction List from the list of programs in the main window. The

Transaction List program is displayed.

ReportSequence  [Subcontactor Conract |
From Subcontractor | =
To Subcontractor | =
From Contract [ =l
To Contract [ =l
State (ContractOrder) [Acive |
Account Type Al ~
Transaction Type  [Al ~| PaymentMethod Al -
ReportIn [sleding  ~]
By Period & By Transaction Date ¢~ ByDueDate ¢ By PaymentDate I Cerificate
From Period r [Zfnro:ce
To Period — ¥ Payment [~ Show'Payable' Only
From Date = ¥ Brought Forward
To Date — = W Applications
SelectAll | Clear All
Cancel

4. Select the Output Type for the report (‘PDF’ or ‘Microsoft Excel’).

Specify the Report Sequence.

6. If required, in the From Subcontractor field, specify the Subcontractor

from which to start the report.

7. If required, in the To Subcontractor field, specify the Subcontractor Code

at which to end the report.

8. If required, in the From Contract field, specify the Contract Code from

which to start the report.

9. If required, in the To Contract field, specify the Contract Code at which to

end the report.

10. In the Account Type field, specify whether to include ‘All’, ‘Labour’, or
‘Supply & Fix’ Subcontractors in the report.

11. In the Transaction Type field, ‘Unpaid’ to include unpaid transactions in

the report.

12. The report can be broken down By Period, By Transaction Date, By Due
Date, or By Payment Date. If required, enter the periods/dates, or leave
blank to encompass all periods/dates in the report.

13. Click the Clear All and tick the Certificate check-box.

14. Click OK. The report is generated and can be saved, printed and exported

From Subcoriractor - St FromPeroaDate: St Fomcongact Sai TranaType: Al scoountType: a1 acoounts:  Stang
Tosubconractor:  Ena ToPenodDate: Ena Tocontaet  Em  sthe  Ame  PamwntMetor Al Repotin _stening
Subconracer = ey PaenNahod: Chepa Phons:
oger 1001 Extortion o Miwood Houss.
oge Tranepats SCRer Rtz e  Paypds Gros  RefnSon Decounrt OB TaxPaun  Comm Vel Payabie
0 10Feb2D12 Comnc0n0t Cetmezs 1Feonz 100000 om om o [y om 000 100000 On Ho
orger Totals 5 S 1 S — S—L 1
Subooniractor Totde TR0 o o o 2. o0 T T
Swoonmens: a 03
Duter 1001 000133 Extockion fo Minwood House
2gs TranaDats SCRer Rerz Twe  Payat Gross  Retsnton Dicout  ONB  TaxPak  Comm Vat  Payabis
2 09 Det 2008 ConMeEDN! Cetneae 20AB  2K00 om om w s ) oW 2000 Pas
25 21 Apr 2009 CanMeaiconn? etz osMmyos 23000 om om o soom om 00 200000 Fas
7 200209 COMAEOND! MARDAKDE BACS 2300 (250003 om om op  (sme om0 om (2000
17 (200209 COMMAWNN2 MARDAKDE BACS  OSMGyX09 (250000 om om om  (smoo om om0 (20000
15 12Fe02010 o35 Coteas 25Fe 200 om om om om am om om 000 Faid
15 12Feb20i0 57 Cofftcse 28Feb200 100000 om om om  0m om 0 a0 pas
1401 Mar 2010 Camneate00e3 cetmem iSMTZND 100000 om om om o om 0@ 100000 P
4 01 M 57 MARDAKDE BACS  FRN0 (10000 om om om  (amm 0w 0w  (mame)
14 25 May 2070 Corncaisonnn: etz My 100000 om om o 20w om om0 a0 ras
14 25 NGy20ID COMMNIRONNDS  TO0IDT Narwa CheqUEE MY 200 { 100000 om om om  (2m00 om om0 (monm)
1425 n 2010 Corfcaledan0s Coffeds 13200 100000 om om o 2w om om0 a0 Ras
14 2902010 CoffialelON0S STTTTT  Nerwal ChequB U210 { 100000 om om om  (2mm om om  (moam)
1 (MU CHMGAEON DFVDE  BACS ISMXZND (100000 om om om um om0 00 (10050
1 2Agzn e s Mewa Cheas Feo 2010 om0 om om o o om om )

Evolution M Purchase & Subcontract Payment Proc Issue 2, 10/7/1320

Notes




- integrity software
Tralnlng NOtes CONSTRUCTION MANAGEMENT SOLUTIONS

Change Invoice Due Date/Payment Status Notes

The Change Invoice Due Date/Payment Status program enables amendment
of payment due dates and statuses for invoices attached to a Subcontractor
Order. This program can only be run for orders with an ‘Invoice’ certificate
type (see section ‘Subcontractor Order Maintenance’ of the Evolution M
Manual).

Change Invoice Due Date and/or Payment Status
1. Select Subcontractors in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Change Invoice Due Date/Payment Status from the list of
programs in the main window. The Change Invoice Due Date/Payment
Status program is displayed.

‘Subcontractor I i‘ I CIS Type
Contract-Order I F| I

Date| Contract-Order |Order Name |Subcontractor Ref | Reference 2 Value LC|  Due Date| Payment Status

OK Cancel

4. Enter the Subcontractor Code in the Subcontractor field and press the Tab
key.

5. Enter the Contract-Order Code for the Subcontractor and press the Tab
key. If the code is not known, then click =] and select from the available
orders. All invoices held against the order are displayed in the program.

6. Double-click on an invoice of which to change the due date/status. The
following dialogue is displayed.

*Type W Batch No IW Period W ‘
Date lm Movement li()()()
Subcontractor Ref W Retention |70m
Referance 2 [ Discount [ om
Due Date [ s ] cIB [ om
Payment Status m Tax |—0m
Comments to S/C = Comra [ om

VAT [ oo
" Payable [ om

Notes -
Cancel

7. If required, change the Due Date for the invoice.

8. Ifrequired, change the Payment Status for the invoice.

9. Click OK to close the dialogue.

10. If required, amend other invoices.

11. Click OK to save changes and clear the record from the program.

|
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Clear Held Certificates

The Clear Held Certificates program enables clearance of on-hold certificates
for Subcontractor Orders. This program can only be run for orders with a
compatible certificate type.

Clear Held Certificates
1. Select Subcontractors in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Clear Held Certificates from the list of programs in the main
window. The Batch Header dialogue is displayed. The total value and
number of transactions can be entered here to reconcile the entries at
the point of processing the batch.

4. Click OK. The Clear Held Certificates program is displayed.

Type [ClearHeld Cerfificates  BatchNo [ 1724 Date [ 10Fen2012 Period[022012  CIS [New 2007

Subcontractor ‘ E |

Coniract-Order ‘ E |

Date - Movement

Subcontractor Ref. Retention

Reference 2 Discount

Payment Status - cITB

Commentto S/C - Tax
Contra
VAT
Payable

Notes - 5

5. Enter the Subcontractor Code in the Subcontractor field and press the Tab
key.
6. Enter the Contract-Order Code for the Subcontractor and press the Tab

key. If the code is not known, then click =] and select from the available
orders.

/ The Subcontract Order must have a compatible certificate type
e.g. ‘Self-Bill’ (see section ‘Subcontracor Order Maintenance’ for
details).

7. Specify the Payment Status of the transaction (‘Automatic’ or ‘Manual’).

8. Click OK. If there is more than one on-hold certificate for the order, a list
appears whereby you select the certificate to clear. The Calculation
dialogue is displayed.

Notes
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Subcontractor |ACEND1 \AC Engineering Services (UK) Ltd Date 10Feb 2012 Notes
Contract-Order |1G22 ‘53 Spencers Place Subcontractor Ref.  |Certificate00001
Category Name | Gross Value Total
This 1.000.00 1.000.00
Retention This 50.00 50.00
Discount This 0.00 0.00
CITB This 0.00 0.00
Taxable Amount 950.00

Calculated on 950.00 950.00
Tax This 0.00 0.00
Vatable Amount 950.00 950.00
VAT This j190.00 19000
Contra This 0.00 0.00

Payment Due 1.740.00

Reset Cancel

/ This screen shows the original values entered during posting. The
only fields that can be amended are the VAT This and Contra This
field.

9. If required, amend the VAT This and/or Contra This.

10. Click OK.

11. Click Yes to complete the transaction.

12. If required, repeat the steps above to clear more certificates.
13. Once finished, click OK

14. Click Yes to update the batch.

Invoice Payment Update

The Invoice Payment Update program allows you to run a payments update
against Subcontractors that have forwarded invoices for payment. This
program will only process payments that have a status of cleared.

This program enables invoices to be matched to cash on account transactions
for each order. It also updates the Nominal Accounts - it credits the PAYE and
Payments Pending Account and debits the Subcontractors Control Account.

Having updated the payments, you must then process the payments in order
to debit the Payments Pending Account and credit the Bank Account (see topic
’Payments and Remittances’ on page 27).

Update Payments
1. Select Subcontractors in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Invoice Payment Update from the list of programs in the main
window. The Invoice Payment Update Selection dialogue is displayed.

Subcontractor [ =

Contract [ =
Account Type [Bon ]
Due Date [ =
Payment Date ’Wl

Periad E—
Default As Paid No >
Bank Account ’hl
Tax Regime UK -

Notes

Reference 2
Cancel

|
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4. If required, specify the Subcontractor against which to update payments.
5. If required, specify the Contract against which to update payments.

6. Specify the Subcontractor Account Type against which to update
payments.

/ Note that ‘Both’ selects all account types.

7. Enter the Due Date up to which to pay invoices.

8. Ifrequired, change the Payment Date from the default of today’s date.

9. Select the Bank Account to update with this payment run, otherwise you
will have to manually select invoices to be paid.

10. Click OK. The Invoice Payment Update program is displayed. This provides
all the total payments to be made against each applicable Subcontractor

Order.
Subcontractor Account Type |Both Due Date 09 Feb 2012
Contract Bank Account |AIBE Reference 2

ABCRoofingLtd 1001 -000277 Extention to Milnwo: X

ABCO01 ABCRoofingltd 1001 -A Extention to Milnwor (415.00) 180.74 0.00

ABCOD1 ABC Roofingltd 1018 -02 MDK-441 5,000.00 558125 0.00

ABCOO01 ABC RoofingLtd 1061 -000745 Bristol Nursing Hon 5,000.00 6.000.00 0.00

AINO1 Ainscough Crane H -PLANT  Crane Hire (120.00) (120.00) 0.00

BJSUB bj 2777123 New Contract 0.00 (122.50) 0.00

BJSUB bj 1001 Extention to Milnwor 145000 1.450.00 0.00

BOBBUI Bob The Builder 1018 -1 MDK-441 20.000.00 20.000.00 0.00 Verify CIS
INVEDT Inventro Builders Lt 1012 Radford Hill Farm C 0.00 Inactive
SJT002 Sandra Tarr Ltd 1057 1057 0.00 Verify CIS

| | i il I
oK Cancel

11. Double-click on an order in which to make payments. The following
dialogue appears, enabling you to select individual invoices for payment.

Date Due| Type Reference 1 |Reference 2 Gross| Amount Due Pay ? ‘ Ratemmn‘ Discol
Cash On Accounl abc123 (1.000.00). (1.00000); [ ¢ 0.00 o0c
08 Feb 2012 Invaice inv123 1.000.00 87750 | O 100.00 25
\ \ | | ow[ ozm ] \
< | i | 3
Gross I 000
Payment Method Cheque (Auto) <
pEtepic ) Cheque Number 0
Discount 000
™ Enter Cheque Mo as Reference

CITB [ o

Taxable Amount ,—OM

Caleulstedon [ om0

Tax ,—Uﬂﬂ Calculate
[—

Vatable

VAT 0.00
Contra 0.00

Payable 0.00 Adjust

I~ SelectAll Cancel

/ If required, double-click on an invoice to view the Transaction
Enquiry for the invoice.

12. Tick the Pay column against each invoice to pay or tick Select All at the
bottom of the program to select all invoices for payment.

integrity software
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13. If required, click Adjust to amend the Taxable, Tax and/or Contra
amounts against the payment and click Calculate.

14. If applicable and required, change the default Subcontractor Payment
Method to ‘Manual’.

15. If the Payment Method is ‘Manual’, enter the Cheque Number or specify
that you wish to Enter Cheque No as Reference and enter a Reference for
the cheque.

16. Click OK.

17. Repeat the steps above to select invoices for payment against each order
as necessary.

18. Once finished, click OK. The following dialogue is displayed.

Summary

Batch Mumber Amount Paid Count
Cheques (Auto) | 1785 | 87750 | 1
BACS | | |
Cheques (Manual) | 1786 | 1108125 | 3
Abort Cancel |

19. If the invoice payments are correct, click OK to update the batch. The
payments are updated on the system, with the Subcontractors Control
Account being debited and the Payment Pending Account being credited,
and the program is closed.

Certificate Payment Update

The Certificate Payment Update program allows you to run a payments
update against Subcontractors that have forwarded certificates for payment.
This program will only process payments that have a status of cleared.

This program also updates the Nominal Accounts - it credits the PAYE and
Payments Pending Account and debits the Subcontractors Control Account.

Having updated the payments, you must then process the payments in order
to debit the Payments Pending Account and credit the Bank Account (see topic
’Payments and Remittances’ on page 27).

Update Certificate Payments
1. Select Subcontractors in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select certificate Payment Update from the list of programs in the main
window. The Certificate Payment Update Selection dialogue is displayed.

Subcontractor | i‘
Contract | E‘
Account Type ’h

Due Date -
Payment Date 09Feb2012 =

Period 032011
Bank Account AIBE hd
TaxRegime UK hd

Notes

If required, specify the Subcontractor against which to update payments.
5. If required, specify the Contract against which to update payments.

Notes
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6. Specify the Subcontractor Account Type against which to update

Notes
payments.

/ Note that ‘Both’ selects all account types.

Enter the Due Date up to which to pay certificates.
8. [If required, change the Payment Date from the default of today’s date.
9. Select the Bank Account to update with this payment run.

10. Click OK. The Certificate Payment Update program is displayed. This
provides all the certificates to be paid for the selected criteria.

Subcontractor Account Type |Both Due Date 09Feb 2012
Contract Bank Account |AIBE Amount Paid
|
Code Subcon| Contract-Order|  Due Date Reference Gross =
Al Al-Aut| 1005 -01 22 Mar 2010 Certificate00004) 500000 | 5.000.00 | Automatic
Al Al - Autl| ZC300 14 Jun 2010 Certificate00003|  2.000.00 |  2.180.00 Automatic | [J
Al Al-Aut| 1010 -02 14 Aug 2010 Certificate00003|  2,050.00 1.750.00 | Automatic [m]
Al Al-Aut|1010 -02 23 Aug 2010 Cerlificate00001)  5.750.00 |  4.750.00 |Automatic | [J
Al Al-Aut| 1010 -02 23 Aug 2010 Certificate00004)  3.000.00 | 2.500.00 |Automatic | [J 3
Al Al-Aut| 1010 -02 24 Aug 2010 Certificate00005| 3.00000 | 2.,500.00 Automatic O
Al Al-Aut| 1014 -01 01Sep 2010/ Certificate00003]  1,000.00 998.75 | On-Hold [J  OnHold
Al Al-Aut| 1010 -02 15 Sep 2010 Cerlificate00006)  2,000.00 |  1.700.00 |Automatic | [J
Al Al-Aut| 1018 -000622| 03 Dec 2010 Certificate00001| 230.000.00 | 270.250.00 | Automatic | [ b
Al Al-Autl| 1016 -000640 14 Dec 2010 Certificate00002| 50.000.00 | 58,750.00 |Automatic [m]
Al Al-Aut| 1016 -000643 14 Dec 2010 Certificate00001| 2500000 29.375.00 | Automatic | [J
Al Al-Autl| 1224 31 Jan 2011| Centificate00001)  (5.000.00)  (6.000.00) Automatic | [
Al Al - Autl| 1061 17 Feb 2011 | Certificate00001) 25,000.00 | 28.250.00 | Automatic [m]
Al Al-Autl| SJT02 17 Feb 2011 Certificate00004 0.00 5287 |Automatic | [J
Al Al-Autl| 1224 24 Feb 2011 Cerlificate00002)  5.000.00 | 6.000.00 |Automatic | [J
Al Al-Autl| 1068 -000759| 28 Feb 2011 Certificate00002| 500000 | 6,000.00 | Automatic O 2
‘ 463,022.00 | 529.988.79

Reset I~ Select All (Auto Payments) oK Cancel

11. Tick the Pay column against each certificate to pay or tick Select All at the
bottom of the program to select all certificates for payment.

12. Once finished, click OK. The following dialogue is displayed.

Summary

Batch Number Amount Paid Count
Cheques (Auto) | 1785 | 87750 | 1
BACS | | |
Cheques (Manual) | 1786 | 1108125 | 3
Abort Cancel |

13. If the certificate payments are correct, click OK to update the batch. The
payments are updated on the system, with the Subcontractors Control
Account being debited and the Payment Pending Account being credited,
and the program is closed.

|
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Payments and Remittances

This program enables you to process payments, print remittance advice
documents and print reports for updated payments (see topics ’Invoice
Payment Update’ on page 23 and 'Certificate Payment Update’ on page 25).

Automatic ‘Cheque’ and ‘BACS’ payments are required to be processed in
order to debit the Payments Waiting account and credit the Bank Account
selected in this process.

With regard to ‘Manual Cheques’, these accounts have already been updated
at the time of posting (see section 'Post Transactions’ on page 10), however
the report can be printed against these payments as a backup to the Cash
Book.

Remittance advice documents and, if automatic cheques are set up for your
system, cheques for payments can be printed. If the chosen payment method
is manual cheque, the cheque must be written out manually and only the
remittance advice can be generated.

If set up for your system, a BACS payment produces a BACS file containing the
Subcontractor(s) and amount(s) which can be imported into your banking
system software using the BACS Transfer to PC program (see section ‘BACS
Transfer to PC’ of the Evolution M Manual).

Process Payments and Remittances
1. Select Subcontractors in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select Payments & Remittances from the list of programs in the main
window. The Payments & Remittances program is displayed, showing all
updated payments which have yet to be processed, and any manual
cheques of which remittances are yet to be printed.

Double-click to generate payment

L

Batch No. Date| Type Total| Currency Payment| Rgmit/Cent Report Created By
1527 | 17Feb 2011 Manual Che (54.00) | Sterling Print Sandra Tarr
1584 12 May 2011 Manual Che( (2.352.00)  Sterling Print Print Gareth
1590 04 May 2011 BACS 2100.00  Sterling z Print Print Chris Packham
1370 | 11 Aug 2010 Cheque 1,000.00 | Sterling Printed | NotAvailable| Sandra Tarr
1,658 | 31 Jan 2012 Cheque 1,260.00 | Sterling Print Printed | Mot Available Mardak Staff
1,668 07 Feb 2012 Cheque 342.00  Sterling Print Printed | MNotAvailable Mardak Staff

f T b

Cancel

4. To generate a payment, double-click Print under the Payment column
against the required batch. There are two types of payment, cheque and
BACS, as described below.
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Processing a cheque payment:
Notes

If it is an automatic cheque payment method, then the
remittance can be combined with the cheque.

If the batch is a manual payment, the payment has already been
/ processed (the Bank Account has been credited) at the time of
posting and, if not done so already, you are required to write out
a cheque manually for the payment.

To save or print the remittance advice document and report for
this payment, double-click on Print under the Remittance column
and Print under the Report to generate the documents. Either of
these documents can be used for cross-reference when writing
cheques.

Period 0311
Date 09Feb2012 «

Bank Account |A|BE ﬂ

First Cheque MNo. 64
oK | Cancel |

e If required, edit the default of today’s date for the payment
processing Date.

e Select the Bank Account from which to credit.

e The First Cheque No. within the batch defaults to the next available
cheque number following the last cheque run, but this can be
changed.

e If applicable and required, enter any Remittance Text which will
appear as notes in the remittance advice document.

e Click OK. The Cash Book is updated at this point.

The following message appears to notify that the cheque(s) has been
processed and is being printed for issue.

| Cheques Processed - Batch 00000188

0K

e Click OK. The cheque(s) (and remittance(s) if applicable) are
generated. The document can be printed, saved, exported to Excel,
exported to Acrobat as a pdf, and exported to XML.

e  Click OK. This must be done in order to update the Bank Account.

|
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Processing a BACS payment:

If it is a BACS payment, the BACS Options dialogue is displayed.

Period ,‘ID‘I‘Ii

Date ,WI

Bank Account |A|BE ﬂ
BACS Reference |

OK | Cancel |

e If required, edit the default of today’s date for the payment
processing Date.

¢ Select the Bank Account from which to credit.

e If required, enter a BACS Reference for the payment.

/ If you do not enter a reference, the system will use the
Company name as a reference.

e  Click OK. The BACS payment is processed and the following message
appears.

:I BACS Processed - Batch 00002931

oK

e Click OK. The BACS payment is now ready to be imported into your
banking software for BACS transfer. The Cash Book is also updated at
this point.

To generate a remittance, double-click on Print under the Remittance
column against the required batch. The document can be printed, saved,
exported to Excel, exported to Acrobat as a pdf, and exported to XML.

/ If this a payment for an order which requires an authenticated

receipt, then this document acts as a VAT receipt for payment, to
be signed and dated by the Subcontractor and returned to the
Contractor, whereby receipt can be recorded (see topic
‘Matching VAT Receipts’ on page 30).

Alternatively the Subcontractor could send a VAT invoice which
can be used for matching purposes

To generate a payments and remittances report for the payment, double-
click on Print under the Report column against the required batch. The
Payments & Remittances report is displayed.

Period: 022012 Date: 09Feb2012 Batch: 1692 BACS Ref: DOCUMENTATION TEST Bank: Bank Account
Account Order Order Name Bank Sort Bank Acc. Split Amount
ABCO001- ABC Roofing Ltd 1001 Extention to Milnwood House 114.00
ABC001 - ABC Roofing Ltd 1001 Extention to Milnwood House 1,140.00

20-11-63 05647454 125400
BACS Total: —__ 1.75400

The report can be printed, saved, exported to Excel, exported to Acrobat
as a pdf, and exported to XML.

integrity
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Matching VAT Receipts

This program allows you to record the VAT receipts returned from
Subcontractors to which orders with a Certificate Type of ‘Authenticated
Receipt’ are attached.

Notes

Note that the VAT receipt cannot be recorded as received until the payment
has been updated (see topic 'Certificate Payment Update’ on page 25).

Record VAT Receipts

1. Select Subcontractors in the top pane of the application window.
2. Select Postings in the left pane of the application window.

3. Select VAT Receipts from the list of programs in the main window.
4

Enter or search for the Subcontractor Code in the Subcontractor field.
Any certificates posted against the Subcontractor which are vatable are

displayed.

| Subcontractor [nBCO01 _=| [ABC Roofing Lid Supply & Fix |
Receipt Date 100212 =
VAT Amount Automatically Match [
Qutstanding 200.00

Due Date| Contract-Order ‘OrderName ‘Subcuwa:eref VAT This Va\uel
10 Feb 2012|1003 EastWing - H inv3456 200.00 1.200.00 O

VAT Re:ewedl
0.00

‘ ‘ ‘ ‘ 20000‘ 1,20000‘ ‘ 0.00

Mach | 0¢ | gCencel |

5. The Receipt Date defaults to today’s date, but can be changed.

6. Enter the VAT Amount that you wish to record. The amount cannot
exceed the value to be receipted.

The Outstanding field displays the total amount of VAT that is
/ outstanding for the Subcontractor.

7. Click Match at the bottom of the program.
8. Select the transaction(s) to record receipt of VAT against and click OK.

The total VAT value of the transactions can be less - but not more
/ - than the VAT Amount entered above.

9. Click Yes to complete the VAT receipt matching.

.|
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Monthly CIS Statements

This program allows you to produce Monthly Statements for each
Subcontractor that has been paid in the current period.

For Subcontractors who are paid in gross, Monthly Statements are
not required to be sent to HMRC but can still be generated if
required.

Generate a Monthly Statement
1. Select Subcontractors in the top pane of the application window.
2. Select CIS 2007 in the left pane of the application window.

3. Select Monthly Statement from the list of programs in the main window.
The Monthly Statement program is displayed.

From Subcontracior | =]
To Subcontractor [ =

TaxMonth Ending 05Feb2012 v
Statement Date 15Feb2012 v
Include Gross Payments [Yes

Cancel

4. If required, in the From Subcontractor field, specify the Subcontractor
from which to start the report.

5. If required, in the To Subcontractor field, specify the Subcontractor at
which to end the report.

6. The Tax Month Ending defaults to the current date of which Monthly
Statements are applicable, which is the 5th of the month.

/ This is the date up to which the tax month applies, and can be up
to the 5th according to HMRC legislation.

7. The Statement Date defaults to today’s date, but can be changed.
Indicate whether to include Gross Payments.

9. Click OK to generate the statement. The statement(s) can be saved,
printed, exported to Excel/XML/PDF, and faxed (if in use on the system).

10. Click OK to close the statement(s). The Monthly Statement Summary is
generated for internal reference only. If required, this can be saved,
printed, exported to Excel/XML/PDF, and faxed (if in use on the system).

11. Click OK to close the statement summary. The following dialogue is
displayed.

9 Accept Subcontractor Statements?

Ves No

12. Only if you are happy with the Monthly Statement(s), click Yes and the
payments included in this run will be flagged as having been printed. Con-
sequently, these payments will not appear on the next Monthly State-
ment run.
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HMRC Monthly Return

This program allows you to produce a Monthly Return for a specified tax
month and Subcontractor(s), and submit it online to HMRC or print it and send

it manually.

Process a Monthly Return
1. Select Subcontractors in the top pane of the application window.
2. Select CIS 2007 in the left pane of the application window.

3. Select HMRC Monthly Return from the list of programs in the main
window. The following dialogue is displayed.

Tax Month Ending 050212 -

From Subcontractor I i”
To Subcontractor I i”

Cancel

If the previous Monthly Return was either rejected with errors or
no acknowledgement was received from the HMRC Gateway,

then the following message appears instead.

i Previous Monthly Return (05/07/2011)
The return was either rejected with errors

or no acknowledgement was received from the
HMRC Gateway

This means that you cannot process a Monthly Return until you
recover the previous return using the Recover Monthly Return

Submission program.

4. The Tax Month Ending defaults to the current date of which Monthly
Statements are applicable, which is the 5th of the month.

5. If required, in the From Subcontractor field, specify the Subcontractor
from which to start the report.

6. If required, in the To Subcontractor field, specify the Subcontractor at
which to end the report.

7. Click OK. The HMRC Monthly Return program is displayed, showing all
payments and deductions for the selected criteria.

From Subcontractor |ABC001 To Subcontractor  |AINOT Tax Month Ending 05 Feb 2012
Code ! Name |Va||daﬁon Failure ‘ Paid| ials| Dedumd‘
ABCO01 ABC Roofing Ltd 21.460.00 0.00 0.00
ACENO1 AC Engineering Services (UK) Lt 7600.00 0.00 1425.00

[Total 29,060.00 0.00 1.425.00
Reset Print | { Submit | Cancel

Notes
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10.

11.

12.

13.

If the system is unable to validate a Subcontractor for any

@ reason, there will be a Validation Failure Message indicating
the reason for the failure. You are then able to cancel out of the
verification routine and make the amendments before you
continue to verify.

If sending the return to HMRC manually, click Print to produce a report
that outlines the payments that have been made in that particular period.
The report can be saved, printed, exported to Excel/XML/PDF, and faxed
(if in use on the system). It can also be sent to HMRC by post if not
sending electronically (see below).

Click OK to close the report. The following message is displayed.

MOTE: Accepting will remowve the option to "submit’ this Return
electronically to the HMRC Gateway

If you wish to submit this return to HMRC online, click No. The program
closes.

You will then need to run the program again and select Submit. The
Submission Declarations dialogue is displayed.

Canyou confirm that the information given on this return is correct and complete to the best of your ’il
knowledge and belief?

Do you anticipate not paying subcontractors in the next six maonths? -
Can you confirm that the employment status of each individual included on this return has been considered -
and payments have not been made under contracts of employment?

Canyou confirm that every subcontractor included on this return has either been verified with HM Revenue _ -

Customs, or has been included in previous CIS retum in this, or the previous two tax years?

Answer the questions accordingly by selecting the relevant replies from
the drop-down menus. Once complete, click Continue and the following
dialogue is displayed.

Sender ID
Password

Cancel | QK |

Enter you Sender ID and Password and click OK. The Monthly Return will
then be submitted online to HMRC. Confirmation that it has been
received will appear on the screen.

The Sender ID and Password will be provided by your system
@ administrator.

If you experience any problems with this process, contact
Integrity Software Support.

integrity soitware
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HMRC Online Verification

This program is used for HMRC online verification and matching of
Subcontractors, of which there have been HMRC validation failures when
submitting Monthly Returns (see topic "HMRC Monthly Return’ on page 32).

Notes

Verify/Match Subcontractors
1. Select Subcontractors in the top pane of the application window.
2. Select CIS 2007 in the left pane of the application window.

3. Select HMRC Verification from the list of programs in the main window.
The following dialogue is displayed.

From Subcontractor | i”
To Subcontractor | E”
Action Type m

Cancel

4. Enter the From Subcontractor and To Subcontractor range, alternatively
leave both fields blank to verify/match all Subcontractors.

5. Select the Action Type - ‘Verify’ or ‘Match’ Subcontractors.

6. Click OK. The HMRC Verification program is displayed, showing all
Subcontractors with missing CIS details for the time frame.

From Subcontractor To Subcontractor I Action IVeri‘fy Selected 0 |
Code |SubcumracmrName ‘Vahdanun Failure ‘Verrfy ‘
BLOGO1 Bloggs Click Here to View Full List O
BOBBUI Bob The Builder Click Here to View Full List O
BRIGO1 Brightwell Advanced Aerial Syste Tender Declaration - Must be setto "Yes' O
HIREO1 Hire IT Ltd Tender Declaration - Must be setto 'Yes' O
JOHNO1 Johnston Builders Click Here to View Full List O
8SDSs01 S 8D Sealants Ltd Click Here to View Full List O
SJTO004 RQDQ Click Here to View Full List O
SMIn01 Smiths Electrical Contractors Business Type - Notsetup O

Reset ” SglectAHl Clear All ” Cancel

7. Select which Subcontractors to verify/match (alternatively click Select All)
and click Submit. The following dialogue is displayed.

Sender D I
Password I
Cancel | 0K I

8. Enter you Sender ID and Password and click OK. The Subcontractors will
then be submitted online to HMRC for verification or matching of data.
Confirmation that it has been received will appear on the screen.

.|
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Subcontractor Reports

This section covers the Subcontractor Ledger reports which can be generated.

Age Balance

The Age Balance report displays the total outstanding Subcontractor Order
balances up to the designated period, and any cash on account and retention.
It also shows the balances for the specified period, plus a comparison of the
balances for the current period (month) and previous month’s balances (1, 2
and 3 months previous to current month, and 4 months and older balances).

Generate an Age Balance Report

1.
2.
3.

10.
11.

12.

Select Subcontractors in the top pane of the application window.
Select Reports in the left pane of the application window.

Select Creditors Age Balance from the list of programs in the main
window. The Age Balance program is displayed.

Report Sequence Subcontractor-Contract -

From Subcontractor ‘

Alll

All

To Subcontractor

Al

\
From Contract ‘
\

Al

To Contract

State (Contract-Order) m
Type (Confract-Order) m
Period ’W
Show Transactions No -
Reportin m

Select the Report Sequence.

/ The options are ‘Subcontractor-Contract’ (broken down by

Subcontractor and then, if selected when generating the report,
Contracts for the Subcontractor), or ‘Contract-Subcontractor’
(broken down by Subcontractor within Contract).

If required, in the From Subcontractor field, specify the Subcontractor
Code from which to start the report.

If required, in the To Subcontractor field, specify the Subcontractor Code
at which to end the report.

If required, in the From Contract field, specify the Contract Code from
which to start the report.

If required, in the To Contract field, specify the Contract Code at which to
end the report.

In the Type (Contract-Order) field, indicate whether you want to include
‘All’, ‘Labour’, or ‘Supply & Fix’ Contract Orders within the report.

In the Period field, specify the period up to which to report.

Indicate whether you want to Show Transactions for each Subcontractor
within the report.

Click OK. The report is generated and can be saved and printed.

Evolution M Purchase & Subcontract Payment Proc Issue 2, 10/7/1335

incegrity
CONSTRUCTION MANAGEMENT SOLUTIONS

Notes




Training Notes

VAT Receipt Listing

The VAT Receipt Listing report displays VAT receipts which have been
recorded as returned from Subcontractors (see topic "Matching VAT Receipts’
on page 30).

It shows any certificates held against each Subcontractor which are vatable,
the total paid against each certificate, the total VAT value of each certificate,
the VAT amount receipted, and the outstanding VAT amount to be receipted. It
also shows any Contra values against each Subcontractor.

Generate a VAT Receipt List

1.
2.
3.

10.

11.

12.

Select Subcontractors in the top pane of the application window.
Select Reports in the left pane of the application window.

Select VAT Receipt Listing from the list of programs in the main window.
The VAT Receipt Listing program is displayed.

From Subcontractor [

To Subcontractor |

Account Type All

didiele

Matched Type All

State (Contract-Order) |Active

From Payment Date

-
To Payment Date -

4

From Payment Period
To Payment Period

New Page Ne -

If required, in the From Subcontractor field, specify the Subcontractor If
required, in the To Subcontractor field, specify the Subcontractor Code at
which to end the report.

In the Account Type field, specify whether to include ‘All’, ‘Labour’, or
‘Supply & Fix’ Subcontractors in the report.

In the Matched Type field, specify whether to include ‘All’, ‘Matched’, or
‘Unmatched’ transactions in the report.

If required, in the From Payment Date field, specify the payment date
from which to start the report.

If required, in the To Payment Date field, specify the payment date at
which to end the report.

If required, in the From Payment Period field, specify the payment period
from which to start the report.

If required, in the To Payment Period field, specify the payment period at
which to end the report.

Indicate whether you wish to start each Subcontractor on a New Page of
the report.

Click OK. The report is generated and can be saved and printed.

Evolution M Purchase & Subcontract Payment Proc Issue 2, 10/7/1336

incegrity
CONSTRUCTION MANAGEMENT SOLUTIONS

Notes




Training Notes

Total Liability Report

The Total Liability Report displays liability against Subcontractors. Liability can
be reported on for each Subcontractor only, against each Contract only, for
each Subcontractor against each Contract Order, or for each Contract split up
between individual Subcontractor liabilities.

Generate a Total Liability Report

1.
2.
3.

10.
11.

12.

13.

Select Subcontractors in the top pane of the application window.
Select Reports in the left pane of the application window.

Select Total Liability Report from the list of programs in the main window.
The Total Liability Report program is displayed.

Report Sequence Subcontractor-Contract <

From Subcontractor | =l

To Subcontractor | 5 |

From Contract | = |

To Contract | i |

State (Contract-Order) ,_l

Type (Contract-Order) m

Period ,W

Show Contract Orders m

Show Nil O/Standing ’m (Applied and Retention)
Repaortin ’m

Select the Report Sequence.

If required, in the From Subcontractor field, specify the Subcontractor
Code from which to start the report.

If required, in the To Subcontractor field, specify the Subcontractor Code
at which to end the report.

If required, in the From Contract field, specify the Contract Code from
which to start the report.

If required, in the To Contract field, specify the Contract Code at which to
end the report.

In the Type (Contract-Order) field, select whether you want to include
‘All’, ‘Labour’, or ‘Supply & Fix’ Contract Orders within the report.
In the Period field, specify the period up to which to report.

Indicate whether you want to Show Contract Orders for each
Subcontractor within the report.

Indicate whether you want to Show Nil O/Standing amounts within the
report.

Click OK. The report is generated and can be saved and printed.
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End of Day Test

End of Day Test

This is a test on some of the topics you have learnt today. This activity should
be undertaken as a group, not individually.

1.

Select 3 Suppliers to pay and process the payment until the bank has been
updated.

Hint:

a. Prepare payments —select 3

b. Update payments

c. Print Remittance & Cheque list.

Select and pay 3 Subcontract certificates, producing a cheque and
payment certificate.

Match an Authenticated Receipt.
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	Training Notes
	Supplier Payment Processing
	Payments Due List
	Generate a Payments Due List
	1. Select Purchase in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Payments Due List from the list of programs in the main window. The Payments Due List program is displayed.
	4. If required, in the From Supplier field, specify the Supplier Code from which to start the report.
	5. If required, in the To Supplier field, specify the Supplier Code at which to end the report.
	6. In the State field, select whether you want to include ‘Active’, ‘Inactive’ or ‘Both’ active and inactive Suppliers within the report.
	7. Indicate whether you want to include ‘All’, ‘Normal’, ‘On-Hold’ or ‘Priority’ Type Suppliers within the report.
	8. Select whether you want to Show Transactions for each Supplier within the report.
	9. Indicate whether you wish each Supplier to start on a New Page of the report.
	10. In the Date Due 1 field, specify the payment due date up to which to report.
	11. If required, in the Date 2 field, specify the second payment due date in which to report.
	12. If required, in the Date 3 field, specify the third payment due date in which to report.
	13. If required, in the Date 4 field, specify the oldest payment due date in which to report.
	14. Click OK. The report is generated and can be saved and printed.


	Prepare Payments
	Prepare Payments
	1. Select Purchase in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Prepare Payments from the list of programs in the main window. The Selection dialogue is displayed.
	4. Select an Option.
	5. Click OK. If ‘Review’ was selected the dialogue closes, if not the following fields can be entered if required.
	6. If required, enter the range of accounts in which you wish to prepare payments in the From Account and To Account fields.
	7. If applicable, enter the Due Date up to which you want to prepare payments. This defaults to today’s date.
	8. If applicable, indicate whether you want to prepare payment for Suppliers flagged as Priority Only.
	9. If applicable, indicate whether you want to include Supplier transactions with a zero balance in the Include Zero Balances field.
	10. If applicable, indicate whether you want to include Supplier credit balances in the Include Credit Balances field.
	11. Click OK. The Prepare Payments program is displayed, showing any total outstanding amounts requiring payment to each applicable Supplier for the selected criteria.
	12. If required, click to deselect the Pay column against a Supplier(s) of which to clear payment in the next payment run.
	13. If required, double-click on a Supplier to open the Payment Transactions program. This enables individual transactions to be cleared from the payment run.
	14. If required, an enquiry can be made against a transaction by double- clicking on the transaction. The Transaction Enquiry dialogue will be displayed.
	15. If open, click OK to close the Transaction Enquiry dialogue and return to the Payment Transactions program.
	16. If required, select/deselect individual invoices against the Supplier.
	17. Click OK to exit the Payment Transactions program.
	18. It is advisable to click Print at the bottom of the Prepare Payments program to print out the selected payments for a final review, or so they can be signed off before being updated on the system.


	Update Payments
	Update Payments
	1. Select Purchase in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Update Payments from the list of programs in the main window. The Update Payments program is displayed. This provides all the total payments to be made to Suppliers.
	4. If the payments to be made to the Suppliers are correct, click OK. The payments are updated on the system, with the Purchase Control Account being debited and the Payment Pending Account being credited. The Batch Totals dialogue is displayed.
	5. Click OK to close the program. The next step is to process the payment(s) (see topic ’Payments & Remittances’ on page 7).


	Payments & Remittances
	Process Payments and Remittances
	1. Select Purchase in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Payments & Remittances from the list of programs in the main window. The Payments & Remittances program is displayed, showing all updated payments which have yet to be processed, and any manual cheques of which remittances are yet to be pri...
	4. To generate a payment, double-click Print under the Payment column against the required batch. There are two types of payment, cheque and BACS, as described below.

	Processing a cheque payment:
	The following message appears to notify that the cheque(s) have been processed and are being printed for issue.

	Processing a BACS payment:
	If it is a BACS payment, the BACS Options dialogue is displayed.
	5. To generate a remittance, if applicable and required, double-click on Print under the Remittance column against the required batch. The Remittance Options dialogue is displayed.
	6. If required, edit the default of today’s date for the Remittance Date.
	7. If applicable and required, edit the default of today’s date for the BACS Payment Date.
	8. If required, enter any Text which will appear as notes in the remittance advice document.
	9. Click OK. The remittance(s) are generated. The document can be printed, saved, exported to Excel, exported to Acrobat as a pdf, and exported to XML.
	10. To generate a payments and remittances report for the payment, double- click on Print under the Report column against the required batch. The Payments & Remittances report is displayed.
	11. The report can be printed, saved, exported to Excel, exported to Acrobat as a pdf, and exported to XML.



	Post Transactions
	1. Select Purchase in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Post Transactions from the list of programs in the main window. The Batch Header dialogue is displayed.
	4. Select the Batch Type.
	5. If required, select the Bank Account from which to credit.
	6. Click OK. The Post Transactions program is displayed.
	7. Enter the Supplier Code in the Account field.
	8. Enter the payment reference in the Reference 1 field.
	9. Enter the Total Value of the cash.
	10. If applicable, enter the Settlement Discount amount for this transaction.
	11. Click OK. Matching the transaction to an invoice(s) and/or payment(s) can now be performed.
	12. Click Match. The Matching dialogue is displayed, showing all payments and invoices for the Supplier which are unmatched.
	13. Tick the required transaction(s) to match or part-match against this transaction.
	14. Click OK to complete the matching. If the total value of the transaction is matched (i.e. a zero is shown in the Value to Match field at the top) then the transactions are matched and the dialogue closes.
	15. Click OK to clear the entry from the Post Transactions program.
	16. Repeat the steps above for other transactions as required.
	17. Click OK to update the batch. The following dialogue is displayed.
	18. Click Yes to update the batch and exit the program.

	Cancel Payments
	Cancel Payments
	1. Select Purchase in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Cancel Payment(s) from the list of programs in the main window. The Cancel Payment(s) program is displayed. This provides all the batches which have been made for the previous, current or following Purchase Ledger period.
	4. Double-click on the required batch to cancel. The following dialogue is displayed.
	5. Tick Select (or click Select All to select all payments in the batch) and click OK. The Selection dialogue appears.
	6. If required, enter a reference for the cancellation in the Ref2.
	7. If required, enter any Notes.
	8. Click OK. The payment has now been cancelled and is removed from the system.


	Reprint Cheques
	Reprint a Cheque
	1. Select Purchase in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Reprint Cheque(s) from the list of programs in the main window. The Reprint Cheque(s) program is displayed, showing all processed automatic payments.
	4. Double-click on a batch for which to reprint cheques. The Cheques In Batch dialogue is displayed.
	5. Select the cheque(s) to reprint and click OK. The Cheque Options or Combined Options dialogue is displayed.
	6. If required, edit the First Cheque No. of the batch.
	7. If applicable and required, enter any Remittance Text which will appear as notes in the remittance advice document.
	8. Click OK. The cheque(s) (and remittance(s) if applicable) are generated and can be printed.
	Purchase Reports


	Transaction List
	Generate a Transaction List
	1. Select Purchase in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Transaction List from the list of programs in the main window. The Transaction List program is displayed.
	4. If required, in the From Code field, specify the Supplier Code from which to start the report.
	5. If required, in the To Code field, specify the Supplier Code at which to end the report.
	6. If required, in the From Period field, specify the period from which to start the report.
	7. If required, in the To Period field, specify the period at which to end the report.
	8. If required, in the From Date field, specify the date from which to start the report.
	9. If required, in the To Date field, specify the date at which to end the report.
	10. In the From Ref 1 field, if required, enter the value in the Reference 1 field (see topic ’Post Transactions’ on page 10) from which you want to display in the report. This is especially useful if you want to print a range of invoice numbers ...
	11. In the To Ref 1 field, if required, enter the value in the Reference 1 field up to which you want to display in the report. This is especially useful if you want to print a range of invoice numbers for a specific Supplier.
	12. In the From Ref 2 field, if required, enter the value in the Reference 2 field (see topic ’Post Transactions’ on page 10) from which you want to display in the report.
	13. In the To Ref 2 field, if required, enter the value in the Reference 2 field up to which you want to display in the report.
	14. In the Status field, indicate whether you want to include transactions which are ‘Cleared’, ‘On-Hold’, or ‘Both’ cleared and on-hold, within the report.
	15. In the Match field, indicate whether you want to include transactions which are matched, unmatched, or ‘Both’ matched and unmatched, within the report.
	16. In the Registered field, indicate whether you want to include transactions which are ‘Authorised’, ‘Unauthorised’, or ‘Both’ authorised and unauthorised, within the report.
	17. Select the Transactions you wish to include within the report.
	18. Click OK. The report is generated and can be saved, printed and exported into Excel.


	Creditors Age Balance
	Generate a Suppliers Age Balance Report
	1. Select Purchase in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Creditors Age Balance from the list of programs in the main window. The Creditors Age Balance program is displayed.
	4. If required, in the From Supplier field, specify the Supplier Code from which to start the report.
	5. If required, in the To Supplier field, specify the Supplier Code at which to end the report.
	6. Indicate whether you wish to include ‘All’, ‘Normal’, ‘On-Hold’ or ‘Priority’ Type Suppliers within the report.
	7. Indicate whether you wish to include Factored Suppliers or not, or ‘Both’ factored and non-factored within the report.
	8. In the Period field, specify the period up to which to report.
	9. Indicate whether you wish to Show Transactions for each Supplier within the report.
	10. Click OK. The report is generated and can be saved, printed and exported into Excel.


	Interrogate Payments made to a Supplier
	1. Select Purchase in the top pane of the application window.
	2. Select Enquiry in the left pane of the application window.
	3. Select Supplier Enquiry from the list of programs in the main window. The Supplier Enquiry program is displayed.
	4. Enter or search for the Supplier Code in the Account Code field. The record is loaded into the program.
	5. Click the Payments tab. This tab displays all payment transactions to the Supplier.
	Subcontractor Payment Processing

	Payments Due List
	Generate a Payments Due List
	1. Select Subcontractors in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Payments Due List from the list of programs in the main window. The Payments Due List program is displayed.
	4. Specify the Report Sequence.
	5. If required, in the From Subcontractor field, specify the Subcontractor Code from which to start the report.
	6. If required, in the To Subcontractor field, specify the Subcontractor Code at which to end the report.
	7. If required, in the From Contract field, specify the Contract Code from which to start the report.
	8. If required, in the To Contract field, specify the Contract Code at which to end the report.
	9. In the Type (Contract-Order) field, indicate whether you want to include ‘All’, ‘Labour’, or ‘Supply & Fix’ Contract Orders within the report.
	10. Indicate whether you want to Show Transactions for each Subcontractor within the report.
	11. Indicate whether you wish to Suppress Retention in the report.
	12. Indicate whether you wish to start each Subcontractor/Contract on a New Page of the report.
	13. In the Date Due 1 field, specify the payment due date up to which to report.
	14. If required, in the Date 2 field, specify the second payment due date in which to report.
	15. If required, in the Date 3 field, specify the third payment due date in which to report.
	16. If required, in the Date 4 field, specify the oldest payment due date in which to report.
	17. Click OK. The report is generated and can be saved, printed and exported into Excel.


	Transaction List
	Generate a Report for Unpaid Certificates
	1. Select Subcontractors in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Transaction List from the list of programs in the main window. The Transaction List program is displayed.
	4. Select the Output Type for the report (‘PDF’ or ‘Microsoft Excel’).
	5. Specify the Report Sequence.
	6. If required, in the From Subcontractor field, specify the Subcontractor from which to start the report.
	7. If required, in the To Subcontractor field, specify the Subcontractor Code at which to end the report.
	8. If required, in the From Contract field, specify the Contract Code from which to start the report.
	9. If required, in the To Contract field, specify the Contract Code at which to end the report.
	10. In the Account Type field, specify whether to include ‘All’, ‘Labour’, or ‘Supply & Fix’ Subcontractors in the report.
	11. In the Transaction Type field, ‘Unpaid’ to include unpaid transactions in the report.
	12. The report can be broken down By Period, By Transaction Date, By Due Date, or By Payment Date. If required, enter the periods/dates, or leave blank to encompass all periods/dates in the report.
	13. Click the Clear All and tick the Certificate check-box.
	14. Click OK. The report is generated and can be saved, printed and exported into Excel.


	Change Invoice Due Date/Payment Status
	Change Invoice Due Date and/or Payment Status
	1. Select Subcontractors in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Change Invoice Due Date/Payment Status from the list of programs in the main window. The Change Invoice Due Date/Payment Status program is displayed.
	4. Enter the Subcontractor Code in the Subcontractor field and press the Tab key.
	5. Enter the Contract-Order Code for the Subcontractor and press the Tab key. If the code is not known, then click and select from the available orders. All invoices held against the order are displayed in the program.
	6. Double-click on an invoice of which to change the due date/status. The following dialogue is displayed.
	7. If required, change the Due Date for the invoice.
	8. If required, change the Payment Status for the invoice.
	9. Click OK to close the dialogue.
	10. If required, amend other invoices.
	11. Click OK to save changes and clear the record from the program.


	Clear Held Certificates
	Clear Held Certificates
	1. Select Subcontractors in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Clear Held Certificates from the list of programs in the main window. The Batch Header dialogue is displayed. The total value and number of transactions can be entered here to reconcile the entries at the point of processing the batch.
	4. Click OK. The Clear Held Certificates program is displayed.
	5. Enter the Subcontractor Code in the Subcontractor field and press the Tab key.
	6. Enter the Contract-Order Code for the Subcontractor and press the Tab key. If the code is not known, then click and select from the available orders.
	7. Specify the Payment Status of the transaction (‘Automatic’ or ‘Manual’).
	8. Click OK. If there is more than one on-hold certificate for the order, a list appears whereby you select the certificate to clear. The Calculation dialogue is displayed.
	9. If required, amend the VAT This and/or Contra This.
	10. Click OK.
	11. Click Yes to complete the transaction.
	12. If required, repeat the steps above to clear more certificates.
	13. Once finished, click OK
	14. Click Yes to update the batch.


	Invoice Payment Update
	Update Payments
	1. Select Subcontractors in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Invoice Payment Update from the list of programs in the main window. The Invoice Payment Update Selection dialogue is displayed.
	4. If required, specify the Subcontractor against which to update payments.
	5. If required, specify the Contract against which to update payments.
	6. Specify the Subcontractor Account Type against which to update payments.
	7. Enter the Due Date up to which to pay invoices.
	8. If required, change the Payment Date from the default of today’s date.
	9. Select the Bank Account to update with this payment run, otherwise you will have to manually select invoices to be paid.
	10. Click OK. The Invoice Payment Update program is displayed. This provides all the total payments to be made against each applicable Subcontractor Order.
	11. Double-click on an order in which to make payments. The following dialogue appears, enabling you to select individual invoices for payment.
	12. Tick the Pay column against each invoice to pay or tick Select All at the bottom of the program to select all invoices for payment.
	13. If required, click Adjust to amend the Taxable, Tax and/or Contra amounts against the payment and click Calculate.
	14. If applicable and required, change the default Subcontractor Payment Method to ‘Manual’.
	15. If the Payment Method is ‘Manual’, enter the Cheque Number or specify that you wish to Enter Cheque No as Reference and enter a Reference for the cheque.
	16. Click OK.
	17. Repeat the steps above to select invoices for payment against each order as necessary.
	18. Once finished, click OK. The following dialogue is displayed.
	19. If the invoice payments are correct, click OK to update the batch. The payments are updated on the system, with the Subcontractors Control Account being debited and the Payment Pending Account being credited, and the program is closed.


	Certificate Payment Update
	Update Certificate Payments
	1. Select Subcontractors in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select certificate Payment Update from the list of programs in the main window. The Certificate Payment Update Selection dialogue is displayed.
	4. If required, specify the Subcontractor against which to update payments.
	5. If required, specify the Contract against which to update payments.
	6. Specify the Subcontractor Account Type against which to update payments.
	7. Enter the Due Date up to which to pay certificates.
	8. If required, change the Payment Date from the default of today’s date.
	9. Select the Bank Account to update with this payment run.
	10. Click OK. The Certificate Payment Update program is displayed. This provides all the certificates to be paid for the selected criteria.
	11. Tick the Pay column against each certificate to pay or tick Select All at the bottom of the program to select all certificates for payment.
	12. Once finished, click OK. The following dialogue is displayed.
	13. If the certificate payments are correct, click OK to update the batch. The payments are updated on the system, with the Subcontractors Control Account being debited and the Payment Pending Account being credited, and the program is closed.


	Payments and Remittances
	Process Payments and Remittances
	1. Select Subcontractors in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select Payments & Remittances from the list of programs in the main window. The Payments & Remittances program is displayed, showing all updated payments which have yet to be processed, and any manual cheques of which remittances are yet to be pri...
	4. To generate a payment, double-click Print under the Payment column against the required batch. There are two types of payment, cheque and BACS, as described below.

	Processing a cheque payment:
	The following message appears to notify that the cheque(s) has been processed and is being printed for issue.

	Processing a BACS payment:
	If it is a BACS payment, the BACS Options dialogue is displayed.
	5. To generate a remittance, double-click on Print under the Remittance column against the required batch. The document can be printed, saved, exported to Excel, exported to Acrobat as a pdf, and exported to XML.
	6. To generate a payments and remittances report for the payment, double- click on Print under the Report column against the required batch. The Payments & Remittances report is displayed.
	7. The report can be printed, saved, exported to Excel, exported to Acrobat as a pdf, and exported to XML.



	Matching VAT Receipts
	Record VAT Receipts
	1. Select Subcontractors in the top pane of the application window.
	2. Select Postings in the left pane of the application window.
	3. Select VAT Receipts from the list of programs in the main window.
	4. Enter or search for the Subcontractor Code in the Subcontractor field. Any certificates posted against the Subcontractor which are vatable are displayed.
	5. The Receipt Date defaults to today’s date, but can be changed.
	6. Enter the VAT Amount that you wish to record. The amount cannot exceed the value to be receipted.
	7. Click Match at the bottom of the program.
	8. Select the transaction(s) to record receipt of VAT against and click OK.
	9. Click Yes to complete the VAT receipt matching.


	Monthly CIS Statements
	Generate a Monthly Statement
	1. Select Subcontractors in the top pane of the application window.
	2. Select CIS 2007 in the left pane of the application window.
	3. Select Monthly Statement from the list of programs in the main window. The Monthly Statement program is displayed.
	4. If required, in the From Subcontractor field, specify the Subcontractor from which to start the report.
	5. If required, in the To Subcontractor field, specify the Subcontractor at which to end the report.
	6. The Tax Month Ending defaults to the current date of which Monthly Statements are applicable, which is the 5th of the month.
	7. The Statement Date defaults to today’s date, but can be changed.
	8. Indicate whether to include Gross Payments.
	9. Click OK to generate the statement. The statement(s) can be saved, printed, exported to Excel/XML/PDF, and faxed (if in use on the system).
	10. Click OK to close the statement(s). The Monthly Statement Summary is generated for internal reference only. If required, this can be saved, printed, exported to Excel/XML/PDF, and faxed (if in use on the system).
	11. Click OK to close the statement summary. The following dialogue is displayed.
	12. Only if you are happy with the Monthly Statement(s), click Yes and the payments included in this run will be flagged as having been printed. Consequently, these payments will not appear on the next Monthly Statement run.



	HMRC Monthly Return
	Process a Monthly Return
	1. Select Subcontractors in the top pane of the application window.
	2. Select CIS 2007 in the left pane of the application window.
	3. Select HMRC Monthly Return from the list of programs in the main window. The following dialogue is displayed.
	4. The Tax Month Ending defaults to the current date of which Monthly Statements are applicable, which is the 5th of the month.
	5. If required, in the From Subcontractor field, specify the Subcontractor from which to start the report.
	6. If required, in the To Subcontractor field, specify the Subcontractor at which to end the report.
	7. Click OK. The HMRC Monthly Return program is displayed, showing all payments and deductions for the selected criteria.
	8. If sending the return to HMRC manually, click Print to produce a report that outlines the payments that have been made in that particular period. The report can be saved, printed, exported to Excel/XML/PDF, and faxed (if in use on the system). It ...
	9. Click OK to close the report. The following message is displayed.
	10. If you wish to submit this return to HMRC online, click No. The program closes.
	11. You will then need to run the program again and select Submit. The Submission Declarations dialogue is displayed.
	12. Answer the questions accordingly by selecting the relevant replies from the drop-down menus. Once complete, click Continue and the following dialogue is displayed.
	13. Enter you Sender ID and Password and click OK. The Monthly Return will then be submitted online to HMRC. Confirmation that it has been received will appear on the screen.


	HMRC Online Verification
	Verify/Match Subcontractors
	1. Select Subcontractors in the top pane of the application window.
	2. Select CIS 2007 in the left pane of the application window.
	3. Select HMRC Verification from the list of programs in the main window. The following dialogue is displayed.
	4. Enter the From Subcontractor and To Subcontractor range, alternatively leave both fields blank to verify/match all Subcontractors.
	5. Select the Action Type - ‘Verify’ or ‘Match’ Subcontractors.
	6. Click OK. The HMRC Verification program is displayed, showing all Subcontractors with missing CIS details for the time frame.
	7. Select which Subcontractors to verify/match (alternatively click Select All) and click Submit. The following dialogue is displayed.
	8. Enter you Sender ID and Password and click OK. The Subcontractors will then be submitted online to HMRC for verification or matching of data. Confirmation that it has been received will appear on the screen.
	Subcontractor Reports


	Age Balance
	Generate an Age Balance Report
	1. Select Subcontractors in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Creditors Age Balance from the list of programs in the main window. The Age Balance program is displayed.
	4. Select the Report Sequence.
	5. If required, in the From Subcontractor field, specify the Subcontractor Code from which to start the report.
	6. If required, in the To Subcontractor field, specify the Subcontractor Code at which to end the report.
	7. If required, in the From Contract field, specify the Contract Code from which to start the report.
	8. If required, in the To Contract field, specify the Contract Code at which to end the report.
	9. In the Type (Contract-Order) field, indicate whether you want to include ‘All’, ‘Labour’, or ‘Supply & Fix’ Contract Orders within the report.
	10. In the Period field, specify the period up to which to report.
	11. Indicate whether you want to Show Transactions for each Subcontractor within the report.
	12. Click OK. The report is generated and can be saved and printed.


	VAT Receipt Listing
	Generate a VAT Receipt List
	1. Select Subcontractors in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select VAT Receipt Listing from the list of programs in the main window. The VAT Receipt Listing program is displayed.
	4. If required, in the From Subcontractor field, specify the Subcontractor If required, in the To Subcontractor field, specify the Subcontractor Code at which to end the report.
	5. In the Account Type field, specify whether to include ‘All’, ‘Labour’, or ‘Supply & Fix’ Subcontractors in the report.
	6. In the Matched Type field, specify whether to include ‘All’, ‘Matched’, or ‘Unmatched’ transactions in the report.
	7. If required, in the From Payment Date field, specify the payment date from which to start the report.
	8. If required, in the To Payment Date field, specify the payment date at which to end the report.
	9. If required, in the From Payment Period field, specify the payment period from which to start the report.
	10. If required, in the To Payment Period field, specify the payment period at which to end the report.
	11. Indicate whether you wish to start each Subcontractor on a New Page of the report.
	12. Click OK. The report is generated and can be saved and printed.


	Total Liability Report
	Generate a Total Liability Report
	1. Select Subcontractors in the top pane of the application window.
	2. Select Reports in the left pane of the application window.
	3. Select Total Liability Report from the list of programs in the main window. The Total Liability Report program is displayed.
	4. Select the Report Sequence.
	5. If required, in the From Subcontractor field, specify the Subcontractor Code from which to start the report.
	6. If required, in the To Subcontractor field, specify the Subcontractor Code at which to end the report.
	7. If required, in the From Contract field, specify the Contract Code from which to start the report.
	8. If required, in the To Contract field, specify the Contract Code at which to end the report.
	9. In the Type (Contract-Order) field, select whether you want to include ‘All’, ‘Labour’, or ‘Supply & Fix’ Contract Orders within the report.
	10. In the Period field, specify the period up to which to report.
	11. Indicate whether you want to Show Contract Orders for each Subcontractor within the report.
	12. Indicate whether you want to Show Nil O/Standing amounts within the report.
	13. Click OK. The report is generated and can be saved and printed.



	End of Day Test
	1. Select 3 Suppliers to pay and process the payment until the bank has been updated.
	Hint:
	a. Prepare payments – select 3
	b. Update payments
	c. Print Remittance & Cheque list.
	2. Select and pay 3 Subcontract certificates, producing a cheque and payment certificate.
	3. Match an Authenticated Receipt.



