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OUTSTANDING COLLECTIONS

To view outstanding collections in AlQ:
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. Once you see the
transactions close this screen.
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DIO Diocese GEP -1,883.23 ﬂ]J EJ Actions ¥
YCAFOD Parish Fundraising CAFOD GEF 0.60 EI]J EJ Actions ¥
YUKECU Ecumenism | UK Missions GEBP 0.00 @J EJ Actions ¥
YUKEDU Schools f Preschools GEP 0.00 [I]J EJ Acti
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YWMISS Overseas Missions | Education GBP -370.00 ﬂ]J EJ Actions ¥
YWPOOR Overseas Sick/Poor GEBP -419.00 @J EJ Actions ¥



UNEXPECTED TRANSACTIONS?

If you do not recognise any transactions, or were
not expecting them, do not process them - instead,

please contact the diocesan Finance Team in Crawley,

who will be happy to help you;

E: finance@abdiocese.org.uk or T: 01293 651145



mailto:finance@abdiocese.org.uk

PAYMENT PROCESS

3. To start the payment process click on ‘Actions’ on the right hand side of the Balance

4. Select ‘Create’ and then 'Payment’
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5. Add the Payment Date, Bank reference and fill in the Allocate column with the amount being paid
against the collection monies

6. Click on the green Process button (bottom right) to post the payment. The posting is now created and
can be matched in the bank reconciliation when reconciling the bank

Purchase Payments & Allocations Getting Started @ Support o Help

Supplier: DIO - Diocese (GBP) Bank: |6I]11EI - Parish Mai ‘ (GBP}
Payment Da... 30 Sep 2019' I
Payment Amt: ' 1883.23| (GBP)
Bank Charges: - D|(GBP] oun N
BI Code | escription:
e e e e e e pec Ans
uuuuuu MC 1-2018-06-30-CTP 30 Jun 2019 [ s9.45 | 0.00|
Mo PI 000023 Q3 Levy Recharge: 30/09/2019 30 Sep 2019 1783.78 | [ 0.00|
Page[ 1 Jof1(2items) < [0 B Displaying records per page
@ Create Filter
Grid Options... ¥ Disputed: ¥ Balance after payment: 0 (GBF) Un-allocated:
Show Me * Allocate... ¥ Pay Clear All Allocations
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