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How to...
Upload invoices manually − invoice discounting

1. Click on the Ledger icon on the left-hand menu, 
then select the Schedule Entry Tab.

2. Batch Type will default to Bulk Schedule. 

Each batch will require a unique Batch Reference.  
You could use your day book reference or today’s 
date, for example. Then click on Create Schedule 
Header.
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4. A summary box will then load displaying the totals 
of your bulk invoice/credit note batch. Click the Confirm 
button to submit the batch, or on Cancel to amend the 
details.

Input the bulk value in Invoice  
Amount (including VAT 
charged); and the total number 
of invoices in Invoice Items.

There is no requirement to upload a file here.

Once your batch is complete, click the  
Submit Schedule button.

3. Debtor Name will automatically  
default to Sales Ledger Control 
Account as you complete the batch 
details.

Add the Doc. No, (this too will need to 
be unique – it could be today’s date for 
example). Doc Date – this will default to 
today’s date – amend if incorrect.

Please Note: A credit note schedule can be added 
at the same time if required.
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5. A pop-up screen will confirm submission and  
message will also appear in your notifications. 

Click on the bell icon to view confirmation.

6. You can also confirm the batch has been posted  
by clicking the Agreements icon on the left-hand 
menu, then selecting the Movements tab to view the 
bulk batches.


