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• Collection money is recorded at the first

instance using the cash collection process

• It is important that collections which are to

be paid over by the Diocese are entered on

the “3rd Party Diocese” section of the sheet

• Collections which will be paid over by the

parish are entered using the “3rd Party

Parish” section

Accounts AIQ



To view outstanding collections in AIQ:
1. Go to Purchases tab to get started
2. To view 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.

Outstanding Collections



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

Unexpected transactions?

mailto:finance@abdiocese.org.uk


3. To start the payment process click on ‘Actions’ on the right hand side of the Balance
4. Select ‘Create’ and then ‘Payment’

Payment Process



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
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