
   
 

 
 

 
 

 
 

 
 
 
 
 
 

 
Purpose 
 
This procedure explains how to generate a batch payment run for all creditors.  SQLWorks 
makes it possible to make payments to multiple suppliers in one hit rather than having to 
make individual payments, making the whole process quicker and more efficient.    
 
As well as being able to pay multiple suppliers at the same time, there is the option to print 
remittances, print off summary sheets to track payments and as SQLWorks is a fully 
automated integrated platform the payments are allocated automatically to the correct 
supplier invoices and saved for future reference. The system can also generate EDI files 
formatted for specific bank accounts that can be uploaded into the banking platform. 
 
Scope 

This procedure applies to all Lineal Software Solutions staff, as well as any prospective 
customers or clients who intend to utilise SQLWorks within their business environment.  

The procedure is aimed at the end user, who will be operating the SQLWorks client. 
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How to set default payment type 
 

When running the batch payment run feature, the results of the search depend on what is 
set for each supplier account on their default payment method. 
 

1. To set this go to Purchase Accounts and select the supplier from the main list - in the 
top section on the right, where you have the static default information for that supplier - 
click the Bank & VAT tab and select the relevant radio button to set the default payment 
type - to amend the option click Edit on the top tool bar and select the required option. 

 

 
 
2. On this screen to the right is a tick box for Prompt Remittance - if ticked for a supplier 

you can print a set of remittances before saving a batch run by clicking “Print 
Remittance” on the tool bar - by default these will print to paper unless there is an email 
address entered into the Remittance email field on this screen, if so the document will 
be sent via email. 

 
 

  



   
 

 
 

Process a Batch payment run 
 

Navigate to Accounts - Purchase Accounts on the Nav bar. 
 

3. Right click on the main list of supplier purchase accounts and select Process Batch 
Payment. 

 

 
 

4. The PL Batch Payment options window will appear – choose the latest due date of the 
invoices you wish to process, confirm the payment date, select a payment type, and 
click OK. 

 

 
  



   
 

 
 

5. The batch payment window will open, showing the outstanding invoices in the left-hand 
panel.  
 

 
 

To make payments for these invoices as part of the new batch, select some or all of the 
invoices and click the green arrows to move invoices from left to right, into the ‘Invoices 
to be paid’ table. 
 

Halting a batch run - this will remember the current invoices selected on the right of the 
window allowing the window to be closed and restored when you next open the 
window. 

Commit Values 
 
6. Once you have chosen Invoices to be Paid, click the ‘Commit values’ button on the top 

tool bar to assign a payment reference number to each of your batched payments. 
 

 
 

7. Once payment numbers have been assigned to your batched transactions, the other 
buttons available on the toolbar of this window will allow you to Print remittances (if this 
box has been ticked for your supplier - see point 2 above in this procedure), 
produce and print a BACS / batch summary sheet for these payments or send this data 
to EDI. System preferences can be set to require these actions to be performed before 
saving, ensuring they cannot be forgotten. 

 

 



   
 

 
 

8. When saving to EDI, give your file a name and save destination before hitting Save. The 
EDI file format can be different depending on the bank account selected - the formats 
are set from the bank account screen. 
 

 
 

9. If you try to save before committing the values you will receive the below message, go 
back to point 6 above to progress the payment run. 

 

 

Save Batch payment run 
 
10. Click ‘Save and Close’ to generate the corresponding payments into the correct 

SQLWorks supplier purchase accounts. A pop up Message will confirm the Save. 
 

 
 

The new payments will be automatically reconciled to the chosen invoices. 
 



   
 

 
 

Depending on your system preferences the window will either default to Single 
or Multi Bank entry.  
 

In Multi bank entry SQLWorks will make 1 corresponding entry in the Bank Ledger for 
each PL payment created. In Single bank entry SQLWorks will only make 1 single bank 
entry for the entire batch run, while still creating multiple PL payments per supplier. 
Single bank entry should be used to mimic a BACS style payment, where the bank 
account may list or group these records together on their statement. 

View saved transaction 
 

11. To view the transaction - go back to the chosen PL Account - Transactions tab - 
Allocations.  
 

As all payment records are given the same JNO number (nominal reference) you can 
also load these records by JNO from the daybook. 

 

 
 

12. This will show the payment amount, with corresponding date and reference.  
 
  



   
 

 
 

Preset Batch Payments 
 
13. An alternative batch payments method is to preset your batch payments.  This may be 

useful if management want to set who to pay ahead of the accounts team making the 
payments or if you want to use auto allocation functions, sort functions or restrict total 
payments to a maximum value. Whenever you use and save preset payments you will 
not create any accounting records – your actions will only be used to auto fill the 
invoices and payment values in the Batch payment window, as seen in point 5 above. 
 

14. Via the right click option on the purchase ledger accounts list, there is a ‘Preset Batch 
Payment’ option. Selecting this option loads the setup window, listing all outstanding 
transactions across all suppliers. 

 

 
 

15. There are various load control filters in the top left, to filter by company, date, or priority 
range. Priority is set at the top level across suppliers and can be found by navigating to 
the ‘Defaults’ tab on each account and set under Priority Group. 

 

 
 

16. To the right of this in the centre there are options for allocating payments - firstly setting 
the date to pay. This date is used to auto fill the payments to the batch payment 
invoices to be paid window.  



   
 

 
 

Note: If the payment date you preset is in the future invoices will not be loaded when 
the batch payment window is opened – you may use this feature to plan ahead and 
create future batches in advance that will not be paid just yet 

 
17. The transaction list can then be sorted in several ways by selecting the relevant radio 

button in the ‘Sort By’ section, use this if you want to auto allocate from the top item. 

Setting amount to pay 
 

18. To the far right is a summary of the transaction window, showing number of invoices, 
and the total outstanding to be paid. Invoices can be organised into a specific order 
and then selected at random to pay using the red buttons next to the amount to pay 
column against each transaction. 
 

19. Alternatively, a useful feature is using the ‘Limit Amount To Pay’ field. Here you can set 
a limit on how much to pay suppliers. Below this field shows how much has been 
allocated or is outstanding from this set amount. 

 

 
 

This is useful in a couple of ways. 
a. Using the Auto-Allocate button - allocates the set amount to your organised 

invoices starting from the top. 
b. Restricts the total amount to be allocated - when manually using the red buttons 

to allocate a payment it will only allow payments up to this value. It will notify the 
user if the amount is to be exceeded.  

 

In both situations a part payment will be made to the final transaction if the amount 
does not add up, leaving a remaining balance to be paid against that transaction. 

 

20. There is a Clear Values button on the top tool bar should you wish to start over. 
 



   
 

 
 

21. Once happy with the chosen preset batch payments, select Save & Close. This will save 
the changes and close the window. Repeat this process to make amendments or 
remove presets.  

 

Using preset batch payments 
 
22. Opening the Batch Payments screen (as per item 3 above) will always check for presets 

before offering a manual load. If presets are found and if their payment date that has 
been set has been passed then your invoices to be paid screen will be pre-populated 
with these transactions ready to be processed.  

 
Note that if the preset batch payments have been allocated to a variety of payment 
methods, such as BACS, Trans and Card for example the following pop-up screen will 
open so that you can filter the list, allowing you to work on one group at a time. 

 

 
 
23. Each payment method will then be processed separately. The preset batch payments 

will show in the right-hand screen waiting to be paid, refer to the commit values section 
above to process the payment. 
 

24. If there are further methods of payment following the save a prompt will inform the 
user that this is the case to make a further selection to process. 
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