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WinMain Full - Bank Payments
Worksheet

WinMain Payment Worksheet Enhanced Functionality

e The payment worksheet is a worksheet tool to facilitate easy bulk selections of creditors
ageing and open items for payment, and then the bulk generation of the payment vouchers
from this information. The worksheet can safely be deleted and recreated / updated as
required. It can include all or just some creditors. It is a tool to facilitate easy and bulk
generation of payment vouchers and does not form part of any accounting. Eg it could easily
be used to import all creditor information, with a simple action select all 120 days items for
payment, and with a further click generate all the required payment vouchers in a few
seconds (a task that manually might take many hours)

e The payment worksheet has recently been revamped and enhanced to provide for multiple
creditor clerk consultants at large agencies, where multiple clerks can use it at the same
time with each clerk’s creditors payment worksheet remaining independent of the others.
There is also an overall management read only view of all clerk’s information.

o If you have multiple creditor clerks, Creditors (air suppliers, land suppliers and admin
suppliers) must be flagged with the relevant consultant clerk from the normal consultant
table so that the creditor ageing and items payable can be retrieved into that clerk’s
worksheet.

Consultant M Basetzana Legodi [Bl) [

#i Edit Land Principal (Pta137hsgt: 137 High Street (Grah
Account Code 137hzat M ame m
General
Service Type Aocommodation [Aoc] &
Group Guest Houses' General Hotels (G33) &
Diwigion &
Congultant I} Basetzana Legodi [BI) &

Once flagged with a consultant, only that consultant can import it into his/her worksheet.

e Note that a blank consultant is treated as a valid consultant, so smaller agencies with a
single creditors clerk can optionally leave the creditor clerk blank to be able to retrieve all
creditors into the payment worksheet

Use of worksheet

VTN e oy ments Worksheet_

e Open the payment worksheet
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& View Payments Worksheet for PRETORIA

walxu|ae|rE|[0|@

Consultant & 3 [ Lock for edting Wiew all consultants Wiew all details

S upplier account [NEE Type ([Pt Meth Status E al Pavahle Draft Pmts 0 PAY NOW B al After Pmt Curient

Client Pax E:t Ref Dietails Eal Payable Diaft Prots || TO PAY NOW |L_Bal After Pt it E0 Daus 90 Davs 20 Davs 50 Days 80 Days Dis Bal (G Flags][&

e Select/enter the required clerk / consultant or leave blank for single clerk / consultant mode.

Consultant  Basetzana Legodi [BI) 4 > [] Lock for editing [ view all consultants [ view all details

e Lock the consultant to enable editing

Importing / updating of creditor ageing and unpaid open item information

Update
e Use the —' to import the creditors flagged with the consultant code

e Various import options are available as follows

-
¥ .| Update Payments Worksheet (Pta) for Cons: BI u

Thiz will update the warksheet to today's pogition for consulant [B ]

Select creditor lypez and categones within the tupes to load

* Vcop?  [¥] MonthEnd ?
[ &ir Creditors 7 []BsP 7

Admin Creditars 7

Select account balance filker options

Only include creditors with balances payable 7
Only include creditors with unpaid items 7

| |
Interupt

e If unsure just use the defaults settings
e The worksheet is normally used to pay land and admin creditors, not air/bsp creditors where

the informatinn ig |ikely to be very large.
Update

e Client to continue
Huobie Beach Guest House [Pta.M Hobig]
e The import process will run until
completed
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| Completed - Scanned = 202, Updated = 0, Mew =103 I

e Close the import screen
e The worksheet now looks like this
&' View Payments Worksheet for PRETORIA =)@

wulXulaje/rE|l0B

137 High Street (Grah amstown) Copsultant  |Basetsar

g0 (B1) e l Lock for editing Wiew al consultants View all details

nn h m 43 s [Co
137 High St 11137hsat] /n2/2n15 L 000 ] 00 |Baselsana Legodi B |
Adato B & B [Adal /02/2015_|Lnd_|C 1af 1.160.00 0 00 | Baselsana Legori B
A Hilkop County Fetreat [Ahi] /0242015 |Lrw iaf 854.00 0 00 | Baselsana Legodi [B]
Alfa Apartments [Alfa) /02/2015_|Lnd | 1ol 26.400.00 00 ] 00 0 00 ] 0 00 |Basetsana Legodi [B]
Aloe's Guest House (Slossquest /02/2015_|Lnd_|CC 1af 307.516.04 ] 07516.04 00| 186,885 .00 13590.00| 10705078 (] .00 |Basetsana Legod (8]
i Herberg _Bredavdorp (Deg] 70272015 |Lnd | Monihl 1 £20.00 ] 0.00 ] 0 .00 00 1] il 00 |Basetsana Legodi 8]
e Hoek Country Lodge [Dhel] /02/2015_|Lnd_|C iaf 1,700.00 ] 7,700.00 ] 1,700 il 00 0 il 00 | Basetsana Leqodi B
e Herbera Lode [Dha] /02/2015 |Lnd | iaf 114.023.56 0 114,029.56 0 21,160 145,160.00 | [147.370.00) 4199 154357 00 | Basetsana Leqodi B
ie: Hartariuis Koripleks [DRR] /02/2015 Ly raf 5.260.00 00 0.00 00 0 0 00 ] 0 00 |Basetsana Leaodi [
ic: Herehis Akkommodasie (D hha) /0242015 |Lr 1af 2.060.00 00 0.00 00 0 0 00 ] 0 00 | Baselsana Legodi B
 Hosk Guesthouse (Dhosk] /02/2015|Lnd_|C iaf 11.300.00 00 11.300.00 00 800, ] 00 10,500.00 ] 00 | Baselsana Legodi [B]
ic Kiaalje Dk /0242015 |Lnd | Monihl 1af £60.00 00 0.00 00 0 ] 00 0.00 ] 00 | Baselsana Legodi B
inguil's B & [Grv] /02/2015_|Lnd | Monitl 1af 5.740.00 ] 4100.00 ] 0 4100.00 00 0.00 (] .00 |Basetsana Legod (8]
« \ | L3

F -»:— Diraft Pmts
1.480.00]

Current

E
19/11/2m

wmzm
zwmzma

0.00 0.00 0.00 .00 0.00 0.00 0.00 Wil Stieet.[Grahemstown] [13thsa] |
0.00 | 0.00 | 0.00| 0.00| 000 | 0.00| 0.00 | 0.00| uun\ uuuw 137 High Street [137hsal]
000 | 0.00 ] 0.00] 0.00] 000 0.00] 0.00 ] 0.00] 0.00] 0.00 [N 137 Hich Street [137hsal]

e Note that the creditor information can and should be updated/re-imported at any time to
ensure up to date with changes in the underlying accounting system. It is important to note
that the worksheet is a snapshot of the creditor information at a point in time. Closed period
original transactions will never change, but the paid status of this information will change.

e Multi select (Ctrl+Click) functionality allows on the fly updating of specific creditors

% View Payments Worksheet for PRETORIA
wwu| X9 8| e 2 EBE O
Die Herberg -Bredasdorp

137 High Street . [Grahamsztown] [137hagt] 28/02/2015
.-’-'-.I:Iah:u ] & B W [Bda 2840242015

Drraft
Ciraft
Drraft
Diraft

De Hoek, Eu:uuntr_l,l Lodge [D hu:l] . 28;’02;’201
De Herberg Lodge [Dhg) 28/02/2015  |Lnd |COD Ciraft

Update 4 selected creditors I

{J Import f update all ceditors

or they can all be updated

0 Update ) selected credibors
g Import / update all creditors

Removal / deletion of creditors from the worksheet
e As the worksheet is just a tool, you can manipulate it as you like. You may want to reduce
clutter and anlv display specific creditors that you are working with.

Bemove
e Use the _l option to remove one or more creditors from the worksheet. Again you

can use multi-select to remove specific creditors, or creditors with no ‘pay now’ amounts, or
you can remove all to start from scratch. These are the removal options
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. Remove 3 selected suppliers from workshest
7 Remove Not flagged for Pt suppliers from worksheet
7 Remove All supplers from worksheet

Eﬂemnf [ Clear Payments ][ Pavrment Wouchers ] Irtermpt Search

Pay/Unpay - Flagging creditors with amounts to be paid
Method 1

) PayiUnPay | ) ) . .
e Use this option to specify amounts to be paid or to undo amounts previously

set for payment
e The following form will open

Lnd [COD

De Herberg Lodge [Dhg)

26/02/2015

Die Hantarmbuiz Kompleks [Dhk) h,260.00
Die Herebuiz Akkommodazie [ 2.050.00
De Hoek Guesthouss [Dhoek)] ~— Payment worksheet header ﬁ 11.300.00
Die Kraaltje [Dkr) BEO.00
Kingwil's B & B [Gwi] De Herberg Lo dge (Dhg) 5.740.00
< [ All tranzactions
Bal Before ToPay Bal After
04/09/2014 |lnv | PtalB2647F 0.00
12/09/2014 [Inv |Ptal638553 | Current 0.00 0.00| # 0.00 0.00
12/09/2014 [Inv |PtalB38611 - 0.oo
1570972014 |1 | Ptal 535952 A0 Days 21.180.00 noo| ¥ 2118000 | 0.00
16/09/2014 [l |PtalB40624 g | 0.0o
B0 D 145,150.00 145,150.00
16/09/2014 | Inv | PtalG4064% e ’ noo) X ’ | 0.00
A0/09/2014 |Inv |PtalB58554 | 90 Days [147.370.00] noo| ¥ (147 370000) | Q.00
30/09/2014 |1 |PtalBRE5ET - 1 0.0o
210/2014 [Inw |PralB375599 1500 11 E49.97 ooo | Q.00
3TA0/2014 |Inw | Pral 70403 e : 11649.97) . i 000
3042014 [l |Pral 7040430 180 Days 0.00 0.00| ¥ I,\} oo | .00
AA02014 [Inw |Pral 70404 - | 0.0o
AA0/2014 [Inw | Pral 70408 | 0.oo
FA02014 [T |Ptal70409] | 0.0o
AA02014 [Inv | Pral 70361 | 0.0o
HA0/2014 [Inw |Pral 70413 : | Q.00
L0014 e |PhAls A T AL T i
>

&3
e Click the — option to move amounts into the ‘“To Pay’ column. Use the Al option to

clear amounts from ‘To Pay’ column.

e Click Save when done. The amounts to be paid will move to the
Supplier account
e The above form mav be opened in the ‘suppliers’ - ;

supplier lines bottom register.

TO P&y WO

column.

top register or in the

e A single creditor or creditor line item can be opened for payment, or multiple creditors or

multiple line items for a creditor can be grouped together and opened using multi select as

follows
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| 78/02/2015
e

2 015
280252015

# .| Payment worksheet headers

3 selected credifors

All tranzactions

g?

Ltd [T -

Ltd [Tfr -

J .| Payment worksheet lines
57 et

Alpe's Guest House (Al esguest)

2 zelected transactions

e The pop up form allows convenient payment based on the current or all selected items for an

ageing period.

e You can also select the total creditors line or the line items total for a creditor to pay all

creditors or all line items for a creditor

| T2 MNEEEdU - J =g | rriaj SOFUEs L Lrid vur
The Heron Guest Housze [Theherongh] 280252015 |Lnd  |COC
Harewood Ladge Mol 28/02:2015  |Lnd |COC

¢ . Payment worksheet header

=

| ]

All Creditors

LY | SR

[Date  |[Sic [[Sc Ref [Cent  |[Pax  [[EstRef [Detals

2410/2014 |Inv |Ptal892089.001 |Sazza - Northemn Cape [[Malebogo B [27B15 [£] RaH
2810/2014 |Inw |Pta1894592.007 | Trangnet Soc Lid [Tec - [Khoza Muhlug S0B13 [2] RAH
28052014 | Crn [Pral225804.007 [ Trangnet Soc Lid [Too - [Khoza Muhlug 808713 [2] R&H
2411/2014 [Inee |Ptal¥30324.001 [Sazza - Morthern Cape [[5Selo B 298415 [[2] RAH
1912/°2014 |Inv |Ptal769115.001 |Sazza - Northen Cape [0 Mywubu Mama) 926815 FRaHES
1912/°2014 |Inw |Ptal769121.001 |Sazza - Northemn Cape [[ Motzwenawne/ 91815 RAHES
222/2014 Iy |Pral770487.001 1 D T [DO7020) Thuzi Mtokozd 77B15 RAHER
0242014 | Inee [Pral#73591.007 [Departrent : Labour [0 Brovwn Dezmol 746815 [2] RAH
0701 /2005 | I |Pral¥77149.001 | S azza- Morth West Provil T awo Thobel] 28815 2] RAH

07012015 F.urum

.. Payment w::urktgeet line

23]

Kuruman Poradise Lo dge (Kurum)

All tranzactions

Method 2

e You can alternatively use Drag and Drop (instead of the pop up form) to specify / un-specify

items for payment.
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e On any creditor or creditor line. click on the relevant ageing column eg amount

to be paid and drag it to the column.

oEg

Current

Kuru Kuru Guesthouse [Kuru] L2711 . . 10.271.00

mt Cuirent

Sup)
Kury

e Nb you must drop the item on the same line/row in the “To Pay Now’ column
e To undo the payment, drag the amount from the ‘“To Pay Now’ column back to any ageing
column

e To pay the full balance drag the amount to the column

e Multi-selection can be used to ¥ creditors or multiple creditor lines to be

dragged and dropped together

e Additionally a the total creditors line or the total line items line for a creditor can be dragged

and dropped
) . Clear Payments h
e Payments in the “to Pay Now’ column can also be cleared using the (or

delete key) option, for single or multi-selected creditor rows or single or multi-selected
creditor line items or total lines
° Eg

fifter Pk
0.00
0.00
0.00

Notes

e Depending on system settings, you may be prompted for one or both of the following.
e Show drs information for crs payments

-
# .| Warning: Payment with amounts due from Debtors ﬂ

< ) The payment includes one ar mare items that have not been paid by the coresponding debtors.
-

Continue and zave the item for payment 7
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e Invoicing query flags

iﬂ' Authority Passm_un

Thiz payment includes one or
more items under guery.

Fleaze enter your authority
pazzwiord and click Ok.

Paszward

Cancel

- — - —7

e If you respond No or enter a wrong password, these items will be excluded from payment

e Thao nh\' =C|I|tate blocking payment of items where the debtor has not paid yet
Iz Bal

ge0.00

and items flagged with an accounting query %

Generating payment vouchers for items flagged for payment

e When the required creditors / creditor line items have been flagged for payment, the relevant
payment vouchers for the items can be generated automatically using this option. This is a
great time saver.

e Again you may apply this to a single creditor, or to a selection of multiple creditors or to all
creditors with amounts to be paid

B Proces dialit payment voudchers for i) sdected aeditors flagged for payment
B= Process draft payment vouchers for 24 suppliers flagged with a payment amount

[Eemu:w'e ][ Clear Payments ]E Ea_l,lrent"v’u:uuchers i Irterrpk

Eal Payable Diraft Prts

Ln-:l Hn ily Iraft 0.00
Lnd [COD Diraft 2619 0.00

= Process draft payment vouchers for 2 selected creditors flagged for payment
B Process dialit payment vouchers for M suppliars flagged with a payment amoont

[Eemnve ][ Clear Paymentz ]maymentvnqqhers i Interrupt

e If a password has been specified, you will be prompted for the password

- .
¢ Payments Worksheet for PRETORIA u

\i:) Process draft payment vouchers for 2 selected creditors for payment 7
N W

© 2025 Quick Software

Page 7



o&

Quick Software

.
—#’
- Payments Worksheet for PRETORIA [BI ] S

Prit waucher in complete.

& 2 supplierz zcanned.

2 draft payment wouchers created.

. &

e The above process will create the draft payment vouchers in the Payments Register

* Payments Register for PRETORIA (Pta) I

0174304 |26/02/2015  |'Warksheet [B]] Draft Hunters Retreat Guest Farm [Hri

M74305 | 28/02/2015 whorksheet [B1 ] Drraft Heritage Houze  [Craddock] [Har) |

2.050.00
e Draft payment vouchers are shown in the payment worksheet under the ﬂ

column as follows

|||:||:|I||-r ACCO

e Normal finalization procedures (actual EFT/paying of the creditors) and the closing of the

draft payment vniichers cshnuld follow.
Payment Youchers |
e Note the " generation option can be controlled by a password specified in

the Payments Register properties, as follows

o8 Payments Register for PRETORIA (Pta) I

0174304 | 2. Payment Section Properties

0174305 -

0174306 Access Pazswords

74307 . .

0174208 Reqister Canfirm

0174303 Mew Documents Confirm

0174310

0174211 [uenes Canfirm

0174312 WorkSheet Prts Hml— Canfirm

0174313 Ib

0174314

174315 m -Ear'u:el

0174316 =——— —— — =
General

e The option allows a manager to view all consultants’” worksheets data

(ie all creditors for all consultants) together.
e The

© 2025 Quick Software Page 8
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W | WIEW all deLalE

option allows you to view all line items for the specified consultant creditors
or for all consultants creditors

e Export to Excel - Both registers can be exported to Excel using the standard right click export
option

e Colours - the following colours are used in the registers - Black (default colour), navy (totals),
pink (error), red (accounting debits) and green (nil, nothing left to p="‘ T

84239

in the

balance and ageing columns. Amounts flagged for payment in the ‘“To Pay Now’ column and
‘Draft Pmts’ columns are shown as -ve amounts

e Note that amounts due to creditors are displayed as +ve amounts

Draft Prots | T0 Py NOW
(2,050, 00] 0.00

0.00 !1 0.500.00 l

kokskokskokskokskokskokkokkokkkkkk ok
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