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Best Practice for Allocating a Payment to a
Supplier Invoice

There are two ways to allocate a payment to a supplier invoice.

Method 1: Allocate Payment Using the Payments Tab

If you have a payment that covers multiple supplier invoices, follow these steps:

1. Go to Purchases > Payments.
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2. Inthe Supplier dropdown, select the supplier.
3. Click Add New Payment.
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4. Fill in the payment details:
o Date of payment
o Type of payment
o Amount of payment
o Bank account used for payment
o Cheque number (if applicable)
5. Click OK.
6. Inthe payment screen:
o Tick the Selected box for the payment.
o Tick the Selected box next to each invoice you want to allocate the
payment to.
o Ensure the Total Selected balance in the payment section matches the
invoice section.
7. Click Apply Payment to complete the allocation.
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Method 2: Allocate Payment Directly from an Invoice

1. Go to Purchases > Invoices.
2. Select the invoice you want to allocate the payment to.
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Senice Takaphone 1 ao0  21% 135.00 283 N Sampla Rutasie Company 163 35
Subtotal: 135.00
VAT total: 2B.35
Total: 163.35
Amountdue:  €183.35 |
Duplicate: || Previaw || History || Creditriota 0w Jf Cancel |

3. Click the Payments button at the top of the screen.
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4. In the payment section:
o Enter the payment amount.
o Select the Type of payment.
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o Choose the Bank Account and Date.
o Enter the Cheque number in the Slip Number box (if applicable).
5. Click Add Payment to allocate the payment to the invoice.

How to Unallocate a Payment

1) If the payment has NOT been reconciled:
a) Go to Purchases.
b) Use the Search tab on the right to find the invoice.
c) Open the invoice, go to the Payments tab.
d) Click on the payment line and delete the entry.

Details Payments Refunds Recurring Delete

New payment for invoice 1072013

You cannot create payment for invoice with 0 amount due.

Previous payments

Date Type Slip No Invoice No Bank Account Gross Overpaid Recurring
Date:* Type:* Amount:* Bank Account: ™ (o) Reference:
p1/07/2013 i) Bank transfer 93.37 Current account ™+
Cheque/Slip No:
X Delete this entry “
Credit Notes
Date Invoice No Gross Amount Due (&) Allocated
No Records Found
Duplicate Preview History Add Scanne: d

2) If the payment HAS been reconciled:
a) Go to Tools > Locks > Reconciliations.
b) Find the reconciliation period that includes the payment.
c) Click on the period to reopen it and press OK.
d) After reopening, go back to the invoice and delete the payment entry
as described above.
e) Close the reconciliation
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