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Where an invoice is received and schools have signed up to pay instalment cheques, we recommend users enter
each instalment as a non-order invoice. Enter ALL the invoices in the one session. Use the same invoice number
for each invoice but be aware that FMS6 will attach a letter suffix to each one to render it unique. Make sure you se-
lect the right period for the payment and set the pay by date as per your agreed schedule. Save and Authorise
ALL the invoices. When you go into the cheque processing screen, you will select the cheque book and the pe-
riod - this ensures that only the invoice(s) due for payment will appear. Any in future periods remain invisible to the
payment screen. The Actual will appear on the budget code in the correct periods and the value of the unpaid in-
voices will be included in Creditor Control. You may need to adjust the budget profile to reflect your payment sched-
ule. Detailed Notes will shortly be posted to the Portal.
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