CHAPTER 8   :   TRANSACTIONS WITH SUPPLIERS

The procedure for processing transactions with suppliers is very similar to that seen for customers .

PROCESSING PURCHASE INVOICES
We have the following details for the first purchase invoice which we wish to process for January 2017 :

A / C

Date

Invoice 
Details



Net

Vat Rate





Number

HARD
5-1-17

9343

Computer and printer

1900

20%

Leave the “extra ref” and “department” “project ref” and “cost code” columns blank
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Select the Suppliers option and then  Invoice
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Enter the above details into the window shown . 


Note that because this is a purchase of hardware , we are able to leave the nominal code as 
5000 (Purchases -- hardware)


Leave the “amount paid” , “ pay date” “bank a/c” and “pay ref” fields blank
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Save this first invoice

In a similar manner , enter the details of the following purchase invoices as a batch

The supplier invoice routine is used to process the purchase of any item which is not immediately paid for and hence we need to ensure that we use the correct nominal code for each one  . 

A / C

Date

Invoice 
Details



Net

Vat Rate





Number

SOFT

8-1-17

001249
Software and discs  (N/C 5001)
387

20%

BT

20-1-17
45874

Telephone  (N/C 7550)

98.56

20%

SOFT

28-1-17
001398
Games and Discs  (N/C 5001)
254

20%
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Once all invoices have been entered , Save the batch of invoices

PURCHASE CREDIT NOTES
No credit notes were received from our suppliers during January , but in order to process any credit notes , the procedure would be very similar to that used for sales credit notes in that we would need to select Suppliers and then  Batch Credit . 

PAYMENTS TO SUPPLIERS
We shall now account for the payment of cheques to suppliers in respect of previously issued purchase invoices

All cheques paid were from the current account
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Select the Bank option , ensure the bank current account is selected  and then click on Supplier Payment
The first cheque we are going to process is one to Software Supplies Ltd . We need to enter the following details :
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In the A / C field select Software Supplies Ltd using the magnifying glass
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Enter the Date as 6-1-17
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The Ref will be the cheque number which is 100984
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The Amount of the cheque is £1050
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When you have entered this , the insertion cursor should be in the Payment field for invoice 
103987


We will use this receipt to pay off invoice 103987 so enter £1050 in the payment field

This allocates the payment against the particular invoice
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Now click the Save button

In a similar way , the following cheque payments need to be processed :

Date

Supplier


Cheque No

Amount
Invoices Being Paid

31-1-17
HARD


100993

£2280

9343 

