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Learning Outcomes 
In this lesson you will learn how to manage your Creditors. 

Requirements and Prerequisites 
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Video 
There are videos available on this subject. 
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Overview 
Creditors are contacts that you have purchased goods and services from on credit and now owe 
them money. 
 
SoEasy has a Creditors Management System that ensures you know where you are with your bills 
and it can help you keep track of the history of Invoices and Payments. 
 
If you are using the Accrual system of SoEasy, producing Profit and Loss and Balance Sheet reports, 
it is important to maintain your Creditors Ledger. 
 
It is easy to do and should form part of your daily administration. The following topics are covered: 
 
Overview of Creditors 
Adding a Creditor to the Database 
Opening Balances 
The Creditor’s Account screen 
Adding an Invoice or Credit Note 
Editing an Invoice or Credit Note 
Default Account Code 
Approving Payments 
Making a Payment 
Receiving a Refund 
Updating Stock 
Rebilling an Invoice to a Debtor 
Showing the Age of Creditors’ Transactions 
Viewing History 
Reporting 
Setting the Payment Amount 
End of Month Process 
Non GST Transactions 

Overview of Creditors 
You add the contacts that you will be purchasing from (Creditors) into the Database. 
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Arrow 1 When you add a Creditor the Type will be either a Supplier  or Customer & Supplier .  
Arrow 2 Add Invoices from the Creditor into the Creditors module . 
 

 
 
Arrow 3 Add an Invoice or Credit Note to the Creditors account which will appear on the screen. 
Arrow 4 When you want to pay the Creditor, select the Make a Payment  button. 
 
The payment can be allocated to specific Invoices. When you have completed the payment process, 
it will automatically be placed into the Cash Book for you. 
 
It is quick and easy to maintain your Creditors. The simple rule is that you should always add your 
Creditors’ Invoices on a daily basis and file them in a folder until you are ready to pay them. 
 

Back to Top 
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Adding a Creditor to the Database 

 
 
Arrow1  When you add a Creditor to the database you must select them as a Supplier  or Both . 
 
If your Supplier has provided you with an Account Number you can add it to the Acct No  field. 
 
Arrow 2 Set up Suppliers in a group of their own. We recommend S for Suppliers which is a default 

Group in SoEasy. 
Back to Top 

Opening Balances 
If you are converting from another system or have existing Creditors, add them into the Creditors 
Account Screen (see next). 
 
It is important to be aware of dates, so if you are loading in Invoices from previous months, use the 
date of the Invoice as the date of the Transaction. 

Back to Top 
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The Creditors Account Screen 
You can go into the Creditors Account Screen from either the Database  (Arrow 1) 
 

 
 
or from the Platform Main Menu  (Arrow 2). 
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Arrow 1 The currently displayed Creditor 
Arrow 2 Use the Bottom Search Bar to find the Creditor you wish to work with 
Arrow 3 Add Invoice/Credit Note  
Arrow 4 Make a Payment 
Arrow 5 Produce a Report 
Arrow 6 Return to the Database 
 

Back to Top 
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Adding an Invoice or Credit Note 
1. Find the Creditor in the Creditor’s Account  Screen 
2. Select the Add  Invoice/Credit Note  button 

 

 
 
The dialog explains what information is required and the points to note are: 
 
Invoice Date  The date issued that is printed on the creditor’s Invoice 
Due Date   The date the Creditor wants you to pay the bill 
Total amount  The total amount of the Invoice including GST 
Amount includes GST Is the Invoice a GST Invoice? 
Account involved  The abbreviation of a suitable Account in the Chart of Accounts.  

If you don’t know the Account choose the list  button for a pick-list 
 
Sometimes you may want to split the Invoice up amongst different accounts. For example, your 
accountant has informed you that you can claim 25% of the power bill for your home office. When the 
power account comes in you would dissect  it.  
 
Select the to dissect amount into different accounts  option. When you select OK you will be 
prompted to make decisions about the dissection. 
(Note: the most common account code to use for personal expenses is A-DRAW for DRAWINGS) 
 
Add Item  to a Client’s Invoice is a convenient way to bill a client for Invoices that you have received 
that belong to their job. This is discussed in greater detail later. 
 

Back to Top 
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Editing an Invoice or Credit Note 
If you have not made a payment against a Creditor’s Invoice or Credit Note, you can edit it by 
selecting it with your mouse. 

Back to Top 

Default Account Code 
To keep your Creditor’s Account consistent, you can set a default account by selecting the Standard 
Account Code  setting (Arrow 1). 
 

 
 
Next time you add an Invoice the Account code will automatically be set to the Standard Account 
Code. You can change the code at any time. 

Back to Top 
 



Creditors Management _________________________________________________________ Page 9 

 
© Copyright 2009 – The Matrix Trust�

Approving Payments 
If you have received a Creditor’s Invoice that you have an issue with you can add the Invoice and set 
the amount approved to that which you agree with. 
 

 
 
Arrow 1 Select the amt approved  button next to the Invoice you wish to query. 
Arrow 2 Enter the amount approved, or set to zero  if you don’t approve any of the Invoice. 
You can also add a note so that you can recall the reason why you have disapproved the amount. 
 
By changing the amt approved , the amount owing is reduced until such time as you decide what to 
do with the transaction. 
 

Back to Top 
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Making a Payment 
Making a payment to a creditor is a two stage process. 
 
Stage 1  you make the payment 
Stage 2 you allocate the payment against the Invoices 
 

 
 
Stage 1  
 

1. Locate the Creditor you wish to pay 
2. Select the Make a Payment  button (Alt + P) 
3. Complete the dialog and select OK 

 
Important areas of the dialog are: 
 
The amount  Make sure to enter the correct amount 
Paid from  Choose which cash handling account you will be paying from 
Method  Select the correct method 
Date paid  This should be the actual date you paid the amount 
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Stage 2  
 
After the payment has been processed you will be asked to allocate the payment. 
 
Note: If you cancel the allocation please remember that stage 1 has been completed so the payment 
process will still have been saved. 
 

 
 
Select each invoice you want to allocate the payment to.  
 
If the Invoice is less than the payment balance the dialog will appear again for you to make another 
selection. 
 
If you want to see the transactions that sit behind the dialog box, place your mouse on the title bar of 
the dialog and hold the left mouse button down. Now drag the dialog box down and once you can see 
what you want, let the mouse button go. 

Back to Top 

Allocating Payments and Credit Notes 
SoEasy does its best to help you maintain your accounts. As part of that objective when you select 
the button Make a Payment , the system automatically checks for any transactions that are not yet 
allocated to an Invoice. For example, you have entered a Credit Note and it is not yet allocated to an 
Invoice. SoEasy will automatically prompt you to Allocate the Credits . 
 
This feature can be used at any time but if you just want to allocate some credits and not actually 
make a payment, cancel the Make a Payment  dialog after you have allocated credits. 

Back to Top 

Receiving a Refund 
If you have been issued a cash refund for any reason, you can use the Receive Refund  button. 
When you do, the amount of the refund will be added to the Creditor’s Account and automatically 
posted to one of the Cash Handling accounts. 
 
In this situation the Creditors Account should have an entry sitting in it that is equivalent to the refund. 
For example, you are receiving a refund for a Credit Note that the Creditor has issued to you. In this 
case the Credit Note should be loaded into the Creditor’s Account so that the refund can be allocated 
to it. 

Back to Top 
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Updating Stock 
When you are adding a Creditor’s Invoice you also have the opportunity to update your stock figures 
and adjust costings. 
 

 
 
At the Creditor’s Account screen choose the List or Keyword button (Arrow 1). 
Enter the product code or select the product whose stock you wish to update (Arrow 2). 
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In the Update Stock  dialog enter the following information: 
 
Qty Received  The number of units you have received. 
 
New Cost  You can either enter an individual cost or the total cost for the quantity of items  
   you have received. This cost should be excluding GST 
 
RRP  You also have the opportunity to adjust the price.  

Please remember to adjust all prices, RRP, Wholesale, and Distributor. 
 
Notes for Invoice  These notes can appear when you add the Item to the Invoice. 
 
Private Notes  Will not appear on the Invoice but can be used as a user prompt. 
 
Any additional modifications to the product need to be done through the Products Register . 

Back to Top 

Rebilling an Invoice to a Debtor 
You can re-bill a Creditor’s Invoice, or parts of it, to customers. 
 
For example, you order 10 hats for a customer and the supplier sends you the hats and the Invoice 
for them. 
 

 
 
Arrow 1 Add the Invoice in the normal manner. 
 
Arrow 2 Instead of selecting OK, select Add item to Client’s Invoice . 
 
The client’s invoice must already be created and you will need to know its number. If you use the 
client’s Invoice Number as the order number this should appear on the supplier’s Invoice so it is easy 
to identify which Invoice to re-bill to. 
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The Creditors Entry re-billing  dialog will appear. 
 

 
 
Important values to enter are: 
 
The invoice number to charge to  You must have this number before processing. 
 
Cost    This value comes over from the Creditor’s Invoice. 
 
Charge    How much in total do you want to re-charge the items/s for. 
 
Details of entry    Change this to the description you wish to appear on the  
     customer’s invoice. 
 
Notes     Any notes you enter here will appear on the customer’s  
     invoice, 
 
When you select OK, the system will check that the customer’s Invoice number exists and that the 
Invoice is not closed.  
 
If the Invoice is closed you can still add the item to the invoice but only the costing value will be 
posted to the Invoice. This type of transaction is available so that you have an accurate job costing 
feature.  
 
For example, you have sold a customer a $1,000 renovation for their garden.  
As you purchase plants you provide the garden shop with the customer’s invoice/job number as your 
order number.  
 
When the garden shop’s invoices are received you re-bill the items to the job (less the Charge). 
The costs will now appear on the customer’s invoice. When the job is complete you can see the costs 
versus the price paid by the customer and see what the profit of the job was. 
 
If you have a bill where there are a large number of jobs represented on it and you want to re-bill 
many customers’ invoices, choose the Add Invoice and Rebill to clients  button, which is to the left 
of the normal Add Invoice/Credit Note . 

Back to Top 
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Showing the Age of Creditors’ Transactions 
It is handy to be able to see the age of the Creditors’ transactions. 
One of the most important things to achieve in managing Creditors is to be able to pay your bills on 
time. If they start becoming overdue this is an indication that you are either not selling enough or that 
you are not receiving payment for Jobs. 
 

 
 
The Creditors Report will also provide you with an aged list of all creditors. 

Back to Top 

True Date and Age of Account 
SoEasy automatically ages the account based on today’s True Date. 
This can sometimes be a problem because if you change the True Date for any reason and come 
into the Creditors Module, the ages of accounts will appear incorrectly according to the actual date. 
To correct this set the True Date back to today. 
 
To change the True Date, select the date on the bottom left of the screen with your mouse, and 
adjust accordingly. 

Back to Top 
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Viewing History 
You can view your Creditor’s history at any time by selecting the History  tab (Arrow 1). 
 

 
 
You can also view how a payment was allocated (Arrow 2). 

Back to Top 
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Reporting 
To report on the current creditors or all creditors, select the Report  button (Arrow 3). 
 

 
 
You can choose a wide variety of options and when you select Accept , the results will be displayed 
on a screen where you can: 
 

·  View the information 
·  Export the information to a spread sheet 
·  Print and email a report 

Back to Top 

Setting the Payment Amount 
A common error that users make is to select the Make a Payment  button and when the dialog 
appears, they do not notice that the total amount of the account has been picked up. They then 
process everything but forget to change the amount. 
 
To avoid this you can set up so that the amount of payment must be keyed in. 
 

1. Go to the menu  and select Options  (Arrow 1). 
 

 
 

Back to Top 
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End of Month Process 
Creditors do not require an End of Month process, however we have put one in should you wish to 
establish a closure process. This is particularly useful if you are reporting your GST on an Invoice 
basis as it gives you a true record of creditors at a specific date. 
 

 
 

1. When you have loaded in all of your Creditors’ transactions for the month, select the menu 
option, EOM Process  (Arrow 1). 
 

2. A dialog will appear telling you what will happen. In summary the EOM Process will take a 
snapshot of your current Creditors’ accounts. It will copy all transactions that have yet to be 
processed (paid or allocated) to a special archive file. 
 

3. At any time you can export the archive for analysis by selecting the Export Archive for 
Reporting . 

 
Note 
A value for Creditors is also calculated when you perform your Debtors Statement Run (End of Month 
process). This value is not used anywhere other than providing you with the ability to review what 
your Debtors and Creditors values were at the time of running your statements. 
 
To view the information go to Platform  – Reports  – Debtors  and choose the report option Historical 
Statement Summary . 

Back to Top 

Non GST Transactions 
Some Creditors’ Invoices will not include GST. For example, Interest charges . 
Take care to notice such transactions and set the appropriate account code.  
 
For example, you are overdue on an account and a supplier has charged you Interest. If it is part of 
their trading terms that you have agreed to, you need to add the Interest into the Creditors Module 
against the Interest account code (Normally A-INT). This will be a non GST transaction. 
 
To enter a Non GST Transaction into the Creditors you must assign the transaction to a Non GST 
Account. If you don’t, the system will inform you and help you locate the right Account. 

Back to Top 
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Importing Goods from Overseas 
When you purchase items from overseas the customs department will calculate a GST charge that 
has no relationship to the normal GST rate. 
 
To accommodate for this we have built in several Account codes that are designed to help you 
process such a transaction. 

The Import of Goods Codes 
 
There are six permanent accounts built into the Administration Division. 
 

A-GSTI GST ON IMPORTATION (used to record a 100% GST transaction) 

A-ITF IMPORT TRANSACTION FEE (records any transaction fees inc gst) 

A-IDF IMPORT DISBURSEMENT FEE (non gst charges made by the agent) 

A-IFCG IMPORT FREIGHT CHARGES (GSTABLE) 

A-IFCN IMPORT FREIGHT CHARGES (NON GST) 

A-IDUTY IMPORT CUSTOMS DUTY 

 

The Agent's Invoice 
 
The Agent’s Invoice may look as follows: 
 
IMPORT AGENTS LTD 
10 Knox Bridge Street 
Auckland 
 
     TAX INVOICE 
------------------------------------------------------------------------------------------------------------------------- 
Custom Charges    NET  GST  GROSS 
 IMPORT TRANSACTION FEE  19.56  2.44  22.00 
 GST ON IMPORTATION     427.50  427.50 
 
Agent Charges 
 
 DISBURSEMENT FEE   10.00    10.00 
 ------------------------------------------------------------------------------------------------------------------------ 
    Total  29.56  429.94  459.50 
 
This transaction is broken down for adding into SoEasy on the next page.
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Adding the Payment for the Agent’s Invoice 
 
If you have paid the Agent’s Invoice and you just want to load the transaction into the Cash Book, 
add the transaction as follows: 
 
    Particulars: IMPORT AGENTS LTD 
    Payment  Amount: 459.50 
    GST:  Y 
    Method:  Cheque  
    Account:  (Dissection selected) 
    Withdrawn: Main 
 
    Dissection 1 A-ITF  22.00 
 
    Dissection 2 A-GSTI  427.50 
    (You will be asked about the GST setting. It is non GST.) 
 
    Dissection 3 A-IDF  10 
    (You will be asked about the GST setting. It is non GST.) 
 
This completes the transaction and will have the effect of causing box 13 on your GST Return to 
have the value of 427.50. As a result the GST Return will be correct. 
 
Your accountant will pick up that GST ON IMPORTATION has been entered into your Cash Book. 
The End of Year GST Reconciliation and General Ledger reports  will show the correct GST values.  

Adding the Invoice to the Creditors Module 
If you haven’t paid the Invoice, load it into the Creditors Module as a dissection to the appropriate 
Account codes as in the Cash Book transaction above. 
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The Shipping Company’s Invoice 
You may also receive a shipping company’s invoice with a breakdown of various freight charges. 
If you haven’t paid the account it will need loading into the Creditors Module. 
If you have paid it you could create a dissected transaction in the Cash Book. 
 
CHANDRIS SHIPPING LTD 
12 Liverpool Street 
Auckland 
 
    TAX INVOICE 
--------------------------------------------------------------------------------------------------------------------------- 
DESCRIPTION   AMOUNT CURR EXCH GST AMOUNT 
--------------------------------------------------------------------------------------------------------------------------- 
FREIGHT 308.70 EUR 0.5353  576.69 
EX WORKS 158.18 EUR 0.5353  295.50 
AIRLINE FUEL SURCHARGE 36.02 EUR 0.5353    67.29 
WAR RISK SURCHARGE 15.44 EUR 0.5353    28.84 
I.T.F.  37.50 NZD 1.0000 4.69   37.50 
AIRLINE DOCUMENT FEE 30.00 NZD 1.0000 3.75   30.00 
CUSTOMS CLEARANCE  60.00 NZD 1.0000 7.50   60.00 
CARTAGE   55.00 NZD 1.0000 6.88   55.00 
CUSTOMS- ITF FEE 19.56 NZD 1.0000 2.45   19.56 
CUSTOMS GST 666.10 NZD 1.0000  666.10 
CUSTOMS DUTY 271.83 NZD 1.0000  271.83 
DISBURSEMENT FEE 14.40 NZD 1.0000    14.40 
===================================================================== 
 Sub Total    2122.71  NZD 
 Add GST    25.27  NZD 
 TOTAL    2147.98  NZD 
 
The secret to processing a transaction like this is to work out the dissected transaction first and write 
it down on the invoice as a reference in the future. You could also use a spreadsheet. 
 

 A-IFCN A-IFCG A-GSTI A-IDUTY A-IDF 

FREIGHT 576.69     

EX WORKS 295.50     

AIRLINE FUEL SURCHARGE 67.29     

WAR RISK SURCHARGE 28.84     

I.T.F.  37.50    

AIRLINE DOCUMENT FEE  30.00    

CUSTOMS CLEARANCE  60.00    

CARTAGE  65.00    

CUSTOMS- ITF FEE  19.56    

CUSTOMS GST   666.10   

CUSTOMS DUTY    271.83  

DISBURSEMENT FEE     14.40 

Totals for the dissection 968.32 212.06 666.10 271. 83 14.40 

 
You could add additional accounts if you wanted to breakdown the transaction further. 
Use the breakdown to add a dissected transaction  

into the Cash Book, if you have paid the invoice  
into the Creditors module, if you have yet to pay it.                                            Back to Top 
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Conclusion 
Creditors are a very important part of your business for you to manage. We highly recommend that 
you enter each creditor’s invoice and payment as they happen. If you are using the Bank Import 
Feature of SoEasy, you do not need to load in the payments to creditors as this will be done for you 
during the import process. However, the allocation of the payment will be required and is a very 
important part of the creditor management process. 
 

Back to Top 
 
 
 
 
 
 
 
 
 
 
 


