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Accounts Payable Expense Distribution Tables 
 

Use Expense Distribution Table Maintenance to set up tables with general ledger accounts and 
distribution percentages. The tables can then be selected in Invoice Data Entry, Repetitive Invoice Entry 
and Manual Check and Payment Entry to distribute invoice balances and payments to the selected 
accounts based on the percentages in the tables. A table can be selected for any invoice with no existing 
lines in Invoice Data Entry and Repetitive Invoice Entry and when entering a new invoice in Manual 
Check and Payment Entry. 
If the Allow Total Distribution to be Less Than 100 Percent check box is selected in Accounts Payable 
Options, you can enter accounts with a total distribution percentage less than 100 percent, and then 
manually distribute the remaining balance in the data entry task. Also, you can set up tables with 
accounts and no distribution percentages, and the entire balance can be manually distributed. The total 
distribution percentage cannot exceed 100 percent. 
 
Click on the Accounts Payable Setup folder, then Accounts Payable Options.  Click on the 3. Entry tab.  
Click on the Enable Expense Distribution Tables and Allow Total Distribution to be Less Than 100 
Percent. 
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From the AP Setup menu, click on Expense Distribution Table Maintenance. 
 

 
 
 
Enter a Table Code.  The field is alpha numeric and is limited to six characters. 
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Enter the General Ledger accounts and the percentage that is allocated to each account.  The total of 
the percentages does NOT have to equal 100% if you answered Yes to the set up option to Allow Total 
Distribution to be less than 100%. 
 
Note:  The Percent column can be left blank.  You would then manually enter the amounts for the 
distribution at time of invoice entry. 
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Click on Accounts Payable Invoice Data Entry.  Enter the Exp Distribution Table on the Header screen. 
 

 
 
 
Click the Lines Tab.  The invoice amount will automatically distribute amounts based on the percentages 
in the table.  If the total percentage was not 100% then the remaining amount will need to be 
distributed. 
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Manual Entry Example: 
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How to Apply a Credit Memo to an Invoice 
 

 
 

1. Select Accounts Payable Main menu -> Manual Check and Payment Entry.  The Manual Check 
and Payment Entry window appears.  

2. In Manual Check and Payment Entry, enter the bank code. 
Note:  You must enter a bank code; however, the bank code does not affect the entry. 

3. At the Check No. field, type APP.  You can also type APP followed by an alphanumeric value of 
up to three characters and/or digits (for example, APP2BC).  The Check Amount field displays 
zero and can only be viewed. 

4. At the Vendor No. field, enter the vendor number for the credit memo to apply. 
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5. Click the Lines tab.  At the Invoice No. field, enter the credit memo number to apply.  The credit 
invoice information appears.  

6. In the next row, at the Invoice No. field, enter the invoice number. 
7. At the Invoice Amount field, change the invoice amount to reflect the positive amount of the 

credit memo, if necessary.  
8. Verify that the value at the Check Distribution Balance field is zero, and click Accept. 

 

 
 

The credit balance is applied.  Print and update the Manual Check and Payment Register and Daily 
Transaction Register. 
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How to Quick Print Checks 
 

1. Select Accounts Payable Main menu -> Manual Check and Payment Entry.  The Manual Check 
and Payment Entry window appears. 

2. In Manual Check and Payment Entry, enter the bank code. 
Note:  Do not use bank code ‘Z’ if you plan to perform Accounts Payable from Accounts 
Receivable clearing. 

3. Click the Quick Print Check button.  
Note:  The Quick Print Check button is available only with the appropriate security setup. 

4. Enter the check date, check amount, vendor number and a comment. 
 

 

  
 

5. Click the Lines tab.  You can create this check to post against an Invoice OR take it directly to a 
G/L account distribution.  

6. To distribute to an invoice, at the Invoice No. field, enter the invoice number to pay, and click 
Accept.   
 Note:  If the invoice does not exist, the “Is this a new invoice” message dialog box appears. Click 
Yes and enter the invoice date, invoice amount, and other appropriate information on the Lines 
tab. 
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7. To distribute to a G/L account, click on the “Create G/L Distribution” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. The General Ledger Distribution window will open.  Enter the G/L Accounts and amounts to 
distribute to.  Distribution Balance should equal Zero when fully distributed. Click Accept, then 
click Accept on the Entry screen. 
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9. The Manual Check Printing window appears. Enter information as needed, and click Print.  
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10. In Manual Check and Payment Entry, click the Print button to print and update the Manual 
Check and Payment Entry. 
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