Payment Practices Reporting

How to Use the Payment Practices Report in Gold Purchase
edger to Generate a List of Payments

The Department of Business, Energy and Industrial Strategy have released guidelines for reporting
on payment practices and performance. Refer to the Duty to Report on Payment Practices and
Performance for detailed guidance.

Businesses are required to report twice a year on supplier payment practices if, on their last two
balance sheet dates, exceeded two or more of the thresholds below for qualifying as a medium-
sized company under the Companies Act 2006:

e £54 million turnover

o £27 million balance sheet total

« 250 employees

The following information is required for this reporting:

Average days taken to pay invoices (from date of receipt of invoice to date of cleared
payment)

Percentage of payments made <30 days, 31-60 days, >60 days

Percentage of payments not paid within agreed terms

<]

M The sum total of payments made during the reporting period

The percentage of payments that were paid during the reporting period which were not
paid within agreed terms because of a dispute

<]

Our Payment Practices Report on the Gold Purchase Ledger menu can be used to provide the base
data for reporting Payment Practices. Follow the steps below to extract this information accurately.

1.1 Company Control Settings for Supplier Payment

The number of days for a supplier to receive a cleared payment must be set as this is used to
determine the actual date of payment received.

In Gold, navigate to

Company Control File > Accounts > Purchase



https://www.gov.uk/government/publications/business-payment-practices-and-performance-reporting-requirements/duty-to-report-guidance-to-reporting-on-payment-practices-and-performance
https://www.gov.uk/government/publications/business-payment-practices-and-performance-reporting-requirements/duty-to-report-guidance-to-reporting-on-payment-practices-and-performance

Enter the number of days to receive payment for each payment type. Allow for postal times and
base on calendar days to account for non-working days.

[G] Purchase - Amend

Age Purchase Transactions: Transaction Date g

Giro Format: New Format ¥

Bacs:  BACS Standard 18 vl

Remittance Advice Type: 'Blank Paper v
Cheque Format: GOLD Format o

Print Supplier Fax No on Remittances?: No v

Expected number of days to receive Manual payment:
Expected number of days to receive Cheque payment:
Expected number of days to receive Cash payment:
Expected number of days to receive Bacs payment:

Expected number of days to receive C/Tfr payment:

Cancel

1.2 Supplier Account Maintenance

If an expected number of days to receive payment is set against a supplier account, this is the
number that will be used in the calculation of the report statistics. If this is 0, it will refer to the
payment method days set on the company control file.

In Gold, navigate to

Purchase Ledger > Supplier Maintenance > Bank/Electronic

S;wiauaiﬁum-mwm
Name & Address General Terms/Intrastats Bank/Electronic CIS  Pad

Name: R.Minkel Sales Ltd Supplier Alc.: 1100

Bank Name: Barclays
Bank Sortcode: 99-99-99
Bank Account No.: 12345678
BACS Auth. Code: 123587
Bank Account Type: 2|
IBAN Bank Account No: |

SWIFT BIC: |

Electronic Parts Zero VAT Default
Electronic Parts Std VAT Default:
Expected number of days to receive payment: o]

Cancel |

1.3 Excluding Suppliers

If a supplier falls outside of the Payment Practices Reporting requirements, for example Financial
Services, the account can be excluded.



In Gold, navigate to

Purchase Ledger > Supplier Maintenance > Terms/Intrastats

Select Yes from the dropdown menu for Exclude from Payment Practices?

E Supplier Maintenance - Amend Mode

Name & Address General Terms/ tats Bank/El ic CIS Pad
Name: R.Minkel Sales Ltd Supplier A/c.: 1100
Supplier Terms: 180 days
P/O Std Comment:
Min Order Value: 100 Use Import Charges? No ~
Days Credit: 180 Days Credit Taken: 180
Sett. Date Calc. Invoice v Supplier Sett.%
Prompt Payment Discount Type Offered: None 2

Wgd Credit Base: Not Applicable - Use Normal Terms .

Wgd Days Credit:

Transport Code: 4 Delivery Terms:
Commodity code: 10878449

Exclude from Payment Practices? No ~

No
Cancel

2.1 Payment Practices Report

The report will produce the statistics required for entry onto the website by companies matching
the criteria set by the Department for Business, Energy & Industrial Strategy. Other static
information must be recorded on the website, such as standard payment period and standard
payment terms, etc. Follow the steps below to produce the report.

In Gold, navigate to

Purchase Ledger > Further Reports > Payment Practices Report > Options

Supplier Payment Practices Report Print
Options  Print

Report Listing by: 'Summary v

Supplier A/c From: ALL To:

Reporting From: To: PME 30-SEP ...
Reconciliation Extract: Yes v

Cancel Last Save Batch Reset Default



Enter the required details using the table below:

Field Option Description
Report Listing Summary Reports company totals only to be provided to the DBE&IS.
Detail Shows the information for each supplier

Supplier From/To Enter a range of supplier accounts to report, the default is

Account All

Reporting Dates | From/To Enter the date range to report. This will either be the first
or last 6 months of the financial year.

Reconciliation Yes/No Set this to Yes to create a CSV file containing the raw data

Extract used to calculate the report including payment values. This
is exported using file transfer after the printed report.

Select OK to run the report. For each Supplier, the report will show the following information:

<31 % 31-60 % >60
25% 10 0% |3

Total
83% |6

Payments  Avg. Days

% Late & Unpaid %

75% |5

The values to be entered online are the Summary Totals for the Company:

e Payments - the number of invoices paid within the period

e Avg. Days - the average number of days taken to pay invoices

e % <31 -the number and percentage of invoices paid within 30 days

e % 31-60 - the number and percentage of invoices paid between 31-60 days

e % >60 - the number and percentage of invoices paid after more than 60 days

e Late & Unpaid - the number and percentage of invoices due to be paid within the reporting
period which were either not paid or were paid late

Note - number of days to pay is calculated using the system posting date of the invoice to the
payment date plus the number of days specified for a supplier to receive the cleared payment.

2.2 Reconciliation Extract

This report is generated only if you selected Yes in the previous step. The report must be extracted
to a CSV file to view the payment values and any dispute codes associated with the payments.
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e Column O (the payment value of invoice paid within 30 days), Column P (the payment value of
invoice paid between 31-60 days), and Column Q (the payment value of invoice paid after more
than 60 days) can be totaled to get the total payment value.



Column N shows the dispute code, so this can be used to filter payments where there was a
dispute.

Column S (Days Late) can also be filtered to get the number of payments not made within the
agreed terms.

Please note, currently split payments and partial payments processed are not
included. Work is being carried out so that split payments and partial payments will

be included on the report print and displayed on the Excel extract.
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