Booking a payment
to the Diocese

Levy, Special Collections, Third Party Collections settled by the
Diocese, Recharges for parish staff salaries and pensions



1. Go to Purchases Tab to get started

2. Toview what is owed click on Suppliers The screen will then show the list of suppliers and what is
owed. Diocese is the first.

3. By Clicking on the Balance shown one will be able to see amounts due to the Diocese.
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3. To start the payment process click on ‘Actions’ on the right hand side of the Balance

4. Select ‘Create Purchase Payment and Allocate’
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5. Addthe payment date and fill in the Allocate column
6. Click on the green process button to post the payment. The posting is now created and can be ticked in
the bank reconciliation

Purchase Payments & Allocations Getting Started @ Support e Help
Supplier: |DID - Diocese - | (GBP)} Bank: |5[]11[] - Parish Mai - | (GBP}
Payment Da... | 30 Sep 2019 - | Bank Ref/Chedq... | ch |
Payment Armt: ({GBP)
1883.23| (GBP)

) o (cBP) Amount withd___ |

Bank Charges: |

BI Code: |F‘ lease select a BI Code Description: |

S e T T R e R T N ™ e ™ S " S
L] -
99.45 0.00 99.45 | 99,45 | 0.00| 1

MC 1-2019-06-30-CTP 30 Jun 2019 DIO - Peter&#39;s Pence- 30 Jul 2019
0.00 1783.78 | [ 0.00|

Yes PI 000019

DIO - Qtr 3 Diocese Levy 30 Oct 2019

No PI 000023 Q3 Levy Recharge:30/09/2019 30 Sep 2019

page[ 1 |ofl(2ftems) - [1 B Displaying records per page

Balance after payment: 0 (GBP) Un-allocated: | o]

@ Create Filter

Grid Options... ¥ Disputed: ¥

- Clear All Alocations

Show Me ¥ Allocate... * Pay

If you do not recognise the transactions or were not expecting them do not process them —
contact us in Hove and we will resolve your query.
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