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2

https://help.gocardless.com
https://help.gocardless.com
mailto:help@gocardless.com
mailto:help@gocardless.com


Introduction

GoCardless is the simplest way to accept Direct Debits from your customers. Our Sage 

50 add-on enables you to manage your GoCardless Direct Debits from directly within 

your Sage 50 accounts.

Using the GoCardless Sage 50 add-on you can set up customers with Direct Debits, 

collect payments against invoices, and automatically reconcile your GoCardless 

payments with your Sage 50 accounts.

This instruction manual explains how you can use the GoCardless Sage 50 add-on to 

manage your GoCardless Direct Debit payments. Each section includes a step by step 

guide to using the add-on, and also includes answers to frequently asked questions.

3



How GoCardless payments are accounted for

When using GoCardless for Sage 50, the plugin manages the reconciliation of your 

GoCardless payments with your accounts at each stage of the payment process. This is 

a two stage process as illustrated below for an example payment of £10.00.

Example payment initiated for £10.00 against invoice X

A sales receipt for £10.00 is created against the GoCardless bank nominal for the 

customer account. The receipt is then allocated against invoice X, which is then 

marked as no longer outstanding.

Receiving funds to your current account

Seven days later, £9.90 is paid out to your current account nominal and £0.10 is 

transferred to your GoCardless fees nominal.
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£0.00
GoCardless bank account

£9.90
Your current account

£0.10
GoCardless fees account

Payment initialised 
for £10.00

Sales receipt generated 
for £10.00

Allocated against
invoice x

£10.00 credited to your 
GoCardless bank nominal

Total: £10.00

Outstanding: £0.00



Installation

This section will guide you through the installation and configuration of the GoCardless 

plugin for Sage 50.

Obtain a 3rd party activation key from Sage

To install GoCardless, you will need a special activation key from Sage. Call Sage 

Registrations (0845 111 5555) and ask for an ‘SDO key to enable 3rd party 

integration’. Have your Sage serial number, the one you were given when you 

bought the Sage software, ready when you call.

Input the activation key

In Sage 50, click on ‘Tools > Activation’ then ‘Enable 3rd Party Integration’. Input 

the details that Sage gave you here.

Take a backup of your accounts

Now take a backup of your accounts. Click ‘File’, then ‘Backup’ and follow the 

instructions.

Sign in to Sage

Now, sign in to Sage using your manager username.

If you have more than one set of company account data in Sage 50, you will need 

to complete all of the following steps for each set of company data separately. 

Instructions continue on next page...
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Create a user within Sage for GoCardless

Open Sage and load your company account data. From the settings menu select 

“Access Rights”. Create a new login with full access rights. We suggest a 

username of “gocardless” with no password, but you can enter one if you wish.

Download the add-on

Double click on the “download link” supplied to you by your GoCardless sales 

agent. When prompted to, choose to “run” the setup file.

You may be prompted to install Microsoft’s .NET framework; click “accept” in this 

case. You may also be required to restart your computer after this process. You 

will then be prompted to install GoCarless. Click “Install”.

Instructions continue on next page...
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Enter the login details for the GoCardless user

Enter the username and password for the GoCardless user created in step one 

and click “Next”.

Configure your Sage nominal codes

The plugin uses two new nominal codes to account for payments taken through 

GoCardless. The add-on chooses default codes for them; you should check in the 

Nominal Ledger that the chosen codes are not in use already and amend them as 

required.

The nominal codes are:

GoCardless Account – a bank nominal used to record monies in the process of 

being collected through GoCardless

GoCardless Fees – a bank charges nominal used to record the fees GoCardless 

deducts from your payments

Bank current account – set this nominal to your existing primary current account 

nominal

When you are happy with the nominal codes, click “Next”.

Connect the add-on to your GoCardless account

Your web browser will open and your will be directed to GoCardless. If you 

already have an account for that company, click “sign in”. If you do not have a 

GoCardless account, enter your details to create a new account.

Important note: if you run multiple sets of company account data in Sage, you 

must create a different account for each company. If, when setting up a new 

company, the browser prompts you to “authorise” immediately, you must sign out 
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of your existing GoCardless account, shut down the add-on, restart it from the 

Windows Start menu and create a new GoCardless account when prompted to.

You will then be prompted to authorise Sage 50 to connect to your GoCardless 

account. Click “authorise” to continue then click “Next” within the GoCardless add-

on to complete the installation. 

The installation is now complete, you will now see a GoCardless blue icon on your 

Sage Customer List toolbar.

Enter your SMTP details

By default, Direct Debit request e-mails sent from the add-on are sent from 
help@gocardless.com. 

However, you can configure the add-on to send Direct Debit request e-mails from 
your own e-mail account. 

To do so, launch the add-on from the toolbar. Click on the cog symbol in the top 
right hand corner, and enter your SMTP details. If you are not sure of these, you 
can get them from your IT department or supplier.

If you need any assistance installing the add-on, please call us on 0207 183 8674 or 
email help@gocardless.com.
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Setting up Direct Debits

Before you can collect payments, your customers need to authorise a Direct Debit to 

you. They do so by filling in our secure online mandate form. 

You need to send them a Direct Debit request by email, directing them to the mandate.

Select your customers

The ‘Customers’ tab lists all of your customer records in Sage. You can search for 

a particular customer using the search bar in the top right-hand corner. You can 

also filter the customer list using the options in the drop-down menu to the left.

Select which customers you would like to send a request to by checking the 

checkbox next to their names, and then click the ‘Request Direct Debit’ button at 

the bottom of the window. You can select multiple customers at once.

Send a Direct Debit request

A new window will pop up. You now have three options of how to send the Direct 

Debit request:

a) From within the add-on, from help@gocardless.com

The new window shows a template of the request email, including a link to the 

online Direct Debit mandate. You should verify the email addresses of your 

customers and add a personal message into the white box.

b) From within the add-on, from your own email address

You can send Direct Debit request emails from your own email address by adding 

your SMTP settings to the add-on (for instructions see “Installation”).

The window will now show a large white box. Add a personal message into it. We 

will automatically add a link at the bottom of the email to the online mandate 

form.

c) From your usual email client

If you would prefer that the requests have the same appearance as your usual 

emails to clients, you should use this option. 

You will first need to download a file of links to send to customers. Go to the 

‘generate links’ tab in the pop-up window, and download the file. Open the file in 

Microsoft Excel. You will have a table of your customers, and a unique set-up link 

for each:
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Copy and paste the correct SignupLink into an email to each customer. 

Each SignupLink is unique to that customer. It is very important that you send 

each customer the correct link.

Once you have sent a Direct Debit request, your customers will show up as 

‘awaiting authorisation’. You can resend the request by selecting customers that 

you have already sent requests to.

Customers authorise Direct Debits online

Customers follow the link embedded in the emails to our secure online mandate 

form. They then enter their bank details to authorise a Direct Debit to you.

You can view an example of the GoCardless mandate form by visiting 

example.gocardless.com.

Customers become authorised

Once customers authorise a Direct Debit to you, they appear as ‘Available’ within 

the add-on. You can now collect payments against any invoices raised against this 

customer account in Sage.

FAQ

Can I send Direct Debit requests from my own email address?

Yes, you can. There are two ways to do so: enter your SMTP details to send emails from 

your own email address from within the add-on; or, download a CSV of links to send to 

customers from your own email client.

What do my customers see?

Your customers enter their bank account details on our secure online mandate form. 

You can view an example of these by visiting example.gocardless.com.

Why can’t I see customers that I have set up through the GoCardless online 

dashboards or another application?

Currently, the add-on can only manage Direct Debits that have been set up through the 

add-on. In order to collect payments for a customer set up through the GoCardless 
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online dashboards you will have to ask the customer to authorise a new Direct Debit by 

sending another Direct Debit request, from within the add-on.

Can I transfer Direct Debits that I have set up through another provider?

We can manually transfer existing Direct Debits in certain circumstances. If you have 

more than 500 customers with Direct Debits, then please us on 020 7183 8674 to find 

out more.

What if my customer cancels their Direct Debit?

You will no longer be able to collect any further payments against the Direct Debit, and 

the customer will appear as cancelled in the add-on. You will be notified of a 

cancellation by e-mail.

You can ask the customer to re-authorise the Direct Debit by sending another request 

via the add-on.
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Collecting payments

Once your customers have authorised a Direct Debit, you can collect payments for 

outstanding invoices in Sage. The add-on will automatically create sales receipts for 

payments you collect.

Select the invoices you want to collect

The ‘Unpaid Invoices’ tab lists all of your outstanding invoice records in Sage. You 

can select any invoice for a customer that has an active Direct Debit with you. 

These invoices are marked as “Available”.

Once you have selected the invoices you want to collect, click the ‘collect 

payments’ button at the bottom of the window. 

You can filter based on customer status, invoice status or date range through the 

drop down menu in the top left.

Choose to bill in full, or by installment

A confirmation window will appear, detailing the payments you are about to 

collect. 

You can now choose to bill the invoice immediately, in full or in installments. If 

billing by installment, you can specify the number of installments, date of first 

installment, and payment interval.  

Once you have checked that the payment details are correct, click the ‘collect 

payments’ button to charge your customers.

Payments are submitted to GoCardless

A payment is submitted to GoCardless. It is listed in the ‘GoCardless payments’ 

tab in the add-on. Your customer will receive an email notifying them of the 

payment. Payments are automatically deposited into your nominated bank 

account 7 working days later. 

You can cancel payments via the add-on so long as they haven’t been submitted 

to the banking system. 

12



Sales receipts are created in Sage

The add-on creates a sales receipt when you submit as payment request. Each 

sales receipt is allocated to the relevant invoice and deposited into the GoCardless 

bank nominal in Sage.

FAQ

How are payments processed?

Payments are submitted to the banking system, and then deposited in to a secure 

GoCardless client monies account with The Royal Bank of Scotland. 

When will I receive my payment?

GoCardless pays out to you 7 working days after a payment is submitted.

How will I know the status of payments?

You can track the status of payments through the “GoCardless payments” tab. You will 

also be notified by e-mail whenever a pay out is made to you, or if a payment fails.

Can I cancel a payment?

Payments can be cancelled before they are submitted to the banking system at 4pm 

each day. You can cancel payments from within the ‘GoCardless payments’ tab.

If a payment has already been submitted to the bank, then it can no longer be cancelled 

and will instead need to be refunded. 

What happens if a customer cancels their Direct Debit?

You will be notified by e-mail and the customer will no longer appear as “Available” in 

the add-on. To reinstate the Direct Debit, you will need to send them the request email 

again from within the add-on.What happens if someone charges back a payment?

If a customer charges back a payment via the Direct Debit guarantee, we will 

immediately notify you via email. The amount of the charge back will then be deducted 

from your next GoCardless payout. The add-on will also create a Sales Payment in Sage 

to reflect the outstanding customer balance.

Can I process refunds through GoCardless?

You cannot refund payments from within the add-on. However this feature can be 

enabled in your online GoCardless dashboards. In order to enable this feature, please 

get in touch with our support team on help@gocardless.com.

You will also need to manually edit your accounts in Sage to reflect any refunds you 

process.
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Reconciling payments

While a payment is being processed, it is stored in the GoCardless bank nominal. At the 

click of a button, the add-on reconciles payments when they have been paid out to you 

or if they fail.

The ‘GoCardless payments’ tab lists all payments that are either still being processed, 

recently paid out, or have failed. You can view more detailed information about your 

payments by logging into your online dashboards at gocardless.com.

Reconciling successful payments

When a payment has been paid out to you you will be notified by email. It will also 

show as green in the ‘GoCardless payments’ list. 

At this point, click the ‘Reconcile Payment’ button at the bottom of the window to 

reconcile it. The reconciliation creates two balance transfers from your GoCardless 

bank nominal for each payment.

The first transaction transfers the payment amount net of GoCardless fees to your 

bank current account. The second transaction transfers the GoCardless fees to a 

GoCardless fees nominal in Sage.

Retrying failed payments

If a payment fails, you will be notified immediately by e-mail. It will also be marked 

as “failed” in the add-on. GoCardless will not charge you for processing failed 

payments.

You can retry a payment by clicking the ‘retry payment’ button next to any failed 

payment. This will resubmit the payment request, and send an email notification to 

your customer.

Abandoning failed attempts

If you would prefer to collect a failed payment from your customer via some other 

means, you can abandon the payment by clicking the ‘abandon payment’ button 

next to each failed payment.

Abandoning a payment will create a sales payment in Sage against the relevant 

customer. It will also debit the GoCardless bank nominal to reflect the outstanding 

balance.
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FAQ

How do you handle the GoCardless processing fees?

GoCardless charges 1% per transaction, up to £2. Fees are deducted automatically as 

we process your payments. See “Reconciling successful payments” above for details of 

how GoCardless fees are accounted for.

What happens if someone charges back a payment?

If a customer charges back a payment via the Direct Debit guarantee, we will 

immediately notify you via email. The amount of the charge back will then be deducted 

from your next GoCardless payout. The add-on will also create a Sales Payment in Sage 

to reflect the outstanding customer balance.
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