Credit Card Invoices and Purchase Transfers

There are two different types of transfers, Purchase Transfer and Invoice Transfer. However, the
credit card vendor must first be identified as a “Credit Card Vendor” by selecting the Credit Card
Vendor check box in the Accounts Payable -> Main - > Vendor Maintenance screen.

_inlx]
Wendar Mo, @ R 1 T A | [Egpy Frarm... ] [Benumber... ] [ Mare... B
Marme A1 Ex MDY

1. Main I 2. Additional | 3 Statistics | 4 Summary | 5. History I E. Invaoices I 7.Tranzactions I 8 Checks ] 9 P/Ds
Address P.0. Box BBEE54 &3 | | TemsCode E% WET END OF MONTH
Feference MI
Credit Card VWendaor
ZIF Code 7EIEI | Hald Payment ] \
City Dallas | State Electronic Paymert [ |
Courntry 4 Ck Standard Entry Class l:l
Primary Contact Q@
Telephane [800) 555-BE75 Ext |BE?5 | Exemption Mo, on File ||
Fau Tax Schedule Q@ Mattaxable T
E-mail Address [
URL &ddress @

[ Accept I Cancel I Delete ,:
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Recording a Purchase Transfer:

A purchase transfer is primarily used to record expenses which will be reflected in the history of the
vendor the items were purchased from, but paid by the credit card vendor. An invoice has not been

entered into payables for these items. They are often entered from the Monthly statement that has
been received from the Credit Card vendor.

Click on Invoice Data Entry. Select the Credit Card vendor and enter an Invoice Number. Enter the
amount as shown on the statement. Click on the Lines Tab.

SE A [P Invoice Data Entry (TST) 10/3 /2014 = IEI |£|
Wendor Mo, |02 4MEX I
Hame American Express Company |
Invoice Mo, |OCT 2014 [

1. Header ] 2 Linex ]

Invoice Date 104372014 :
Irvoice Amount 1.,500.00

Subject to Discount 1,500.00

Terms Code
Invaoice Due Date
Dizcount Due Date

Dizcount Amount

03 |Q, NET END OF MONTH
10/30/2014 |70

.00

Prepaid Invoice |%
Hold Papment [ | Separate Check ||
Comment | |
~—1093 Papment
Farm MNaone ﬂ Box
@ [ Accept l Cancel l Delste :
Click on the Transfer Information icon.
=e A /P Invoice Data Entry (TST) 10/3/2014 - IEI |i|
Wendor Mo, [D2-AMEX R T |
Mare American Express Compaty |
Invaice Mo, [OCT 2014 [E
1. Header I 2 Lines l
ﬂ \ CmickRow | 1| B2 =gzt -
\ 7
SN Aecount | Aot | Comment |
1 { EY 0
Diescription =l
Transfer O -
Transfer Wendor hd

Distribution B alance 1.500.00

e [ om

@

[ Accept l Lancel I Delete :
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Select the vendor you paid using the credit card. Enter the General Ledger Account that the expense
should be posted to. Enter the amount of the expense. Click OK.

Vendor Number | D1-5TEY Q,
Hame Stevens Supply |

Irvoice Murnber |Ck

Irmvoice Date

Invoice Balance 0o |

G/l Account A35-00-03 |% W arehouze supplies

Transfer Armount 500.00

Digcount Aot .00 [

1099 Form Mane |

1099 Box ﬂ

s2E A [P Invoice Data Entry (TST) 10/3/2014

Wendor Mo, [2-ARMEX BT I

M ame Amernican Express Comparny

Invoice Mo, |OCT 2014 | il

1. Header ] 2 Lines ]

=1oix]

O

‘ﬁ | Quick Row E |

G/L Account Amount

| Comment |

1 | 535-00-03

N LY

500.00
.00

Dezcription
Transzfer ]

Tranzfer Yendor

Digtribution B alance 1.000.00

Total 500,00

[ Accept I LCancel l Delete :
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Enter any additional Vendors or expenses. Click Accept when done.

=P A/P Invoice Data Entry (TST) 10/3/2014
Wendor Mo,

ol x|
] W4 e
M ame American Exprezz Company |
Inwoice No.  |OCT 2014 =
1. Header ] 2 Lines I
O | QuckRow [ 3@ | =il B=l= B
G/l Account Arnount | Comrment |
1 535-00-03 500,00
2 | 7R5-00-04 1.000.00
ER 2] 00
Dezcription =)
Tranzfer ] -
Tranzfer Yendor -
Distribution Balance Total 1,500.00

[ Accept I LCancel l Delete :

Print the Accounts Payable Invoice Register.

=F Accounts Payable Invoice Register (TST) 10/3/2014

2 x|
Current General Ledger Penod EI Ending |5431/2010
Accounts Payable Posting Date 104342014 Z
Frint Full Comments []

! E Matice: Thiz &ccounts Payable posting date fallz into a future General Ledger period.

| HF Lazerlet P2055d UPD PCL E

| L

I Presiew l Setup IGI
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Accounts Payable Invoice Register
Journal Posting Date: 10/3/2014

Register Number:AP-000018
ABC Distribution and Service Corp. (TST)

Division Number: 02 OTHER ACCOUNTS PAYABLE

Vendor Numberl Dates: Distribution
Invoice Number Invoice Due Discount Invoice Amount Discount Amount
AMEX American Express Company Separate Check: No
OCT 2014
10/32014 10/30/2014 150000 0.o0
GIL Account:  535-00-03 ‘Warehouse supplies S00.00
Transfer To: 01-STEV Stevens Supply
GIL Account: 735-00-04 Travel and entertzinment 1.000.00
Division 02 Total: 1,500 00 0.00 1.500.00
Prepaid Amount: 0.00
—— —
Report Total: 1,500.00 0.00 1,500.00
Prepaid Amount: 0.00

Update the Invoice Register.

=F Sage 100 ERP x|

\‘\p Do you want to update the Invoice Register?
[

Print the Daily Transaction Register and Update.

= paily Transaction Register (TST) 10/3/2014 2|

ACCOUMTS PAYABLE DAILY TRANSACTIOM REGISTER

Fr []

HP Laserlet P20S5d UPD PCLE =] | Rt | Preview | e |@)

Daily Transaction Register
ABC Distribution and Service Corp. (TST)

Postings For: 10/3/2014

Source Journal Account Number Account Description/Posting Comment Debit Credit
AP-000018 200-02-00 Accounts payable - other 1.500.00
AJP INVOICE ENTRY /DIV: 02
535-00-03 Warehouse supplies 50000
American Exprezs Company /IN: OCT 2014
755-00-04 Travel and entertainment 1.000.00
American Exprezs Company /IN: OCT 2014
Journal 000018 Totals: 1.500.00 1.500.00
Source AP Totals: 1.500.00 1.500.00
10/3/2014 Totals: 1.500.00 1.500.00
Report Totals: 1.500.00 1.500.00
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Review your Vendors. Note that the paid invoice appears on the vendor that you originally purchased

from. The invoice number shows with the Credit Card vendor’s name.

= Vendor Maintenance (TST) 10/3/2014

— ol x|
Wendor Mo, (O1-STEY B T [Egp_l,.l From...l [Benumber...] [ Mare... B
Mame Stevens Supply |
1. Hain | 2. Additional | 3. Statistics I 4. Surnnary I 5. History | 5|VWC'ICES 7. Tranzactions ] 8.Checks ] 9 P/0z
[
Inw-:e Mo, |inv Date_© | Inv Due Date_| Disc Date_| Amount | Discount | Balance | Camment | @
AMEX 000 10/3/2014 1074372014 500,00 0.00 0.00 '
2971 51142010 BA10/2010 154 530.... 0.00 154 530....
1| | i
Trans D ate | Trans Type | Trans Amount | Digc:ounll Check Date | Check Mo, | Cleared | Cleared Date |
Balance | Current | 30 Days | 45 Daps | B0 Daps | 90 Days |
154,530.00 0.aa 0.00 0.00 0.aa 154.530.00
[ Accept I LCancel I Delete m )

Click the Invoice drill down button.

= Vendor Maintenance (TST) 10/3/2014

_ o x|
Wendor Mo, [01-5TEY [ I I [Cgp_l,.l From...l [Benumber...] [ More... B
Hame Stevens Supply |

1. Main | 2. Additional | 3. Statistics I 4. Summary I 5. Histary | E. Irvoices | 7. Tranzactions ] 8 .Checks ] 9 P/0s
5 1.0 i
2971 5M11,/2010  BA0200 154 530.... n.an 154,530
] InwoicefPayment History, Al-Z
N
\\
| | +
Tranz Date / | Trans Type | Trans .-’-‘n.mountl Discountl Check Date | Check Mo. | Clzared | Cleared Date |
104352014 Iwnice S00.00 oo Mo
104352014 Papment 500.00- 000 10432014 Coaaos MHa
Balance | Current | 30 Days | 45 Days | B0 Days | 90 Days |
154,530,000 n.an n.aa n.aa n.aa 154.530.00

[ Acoept l Cancel I Delets ‘:
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The Invoice History Inquiry window will appear. Click the Lines tab.

=e A [P Invoice History Inquiry (TST) 10/3/2014

=10 x|

Irwaice Ma. |AME>< (] | ld 4 & B Tupe  [INY Date 104372004
lMa'”I 2 Lines ] 3. Payments ]
YWendor Mo 01-5TEW Stevenz Supply Itwoice Due Date (104372014

Source Joumal

AP-000018 |

Terms Code
Frepaid Invoice
Frepaid Date
Prepaid Check
Separate Check
Hold Payrient
Cammett

1033 Farm

@ 2510 DA&YS, MET 20 DAYS

L]
]

Dizcount Due Date

Dizcount Amount

]

Inwoice Amount

Subject to Discount

500.00

Balance

L

=
i3

The G/L Account will show as TRANSFER. Click the Transfer Information button to see what vendor the
amount was transferred from.

=® A [P Invoice History Inguiry (TST) 10/3/2014

Irweaice Na. |HEX (00 |

4 4 b R

1. Main ]

2 Lines I 3 Payments l

Type
Source

IMY

Date

AdP

5

x|

1
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The Credit Card Invoice Transfer Details screen will appear.

=P Credit Card Invoice Transfer Details 2| x|

Yendor Hurnber W‘

Hame Amencan Exprezs Company |
Inwaice Number | OCT 20714 %)
Irmvoice Date 104342014

Tranzfer &maount 500.00

Dizcount Armount 0o

1093 Form Maone

1099 Baox

Select the Credit Card vendor. This vendor will show the full amount of the invoice that needs to be

paid.
= Vendor Maintenance (TST) 10/3/2014 - |EI |£|
Wendor Mo, 0240 Ex [ I I [Cgp_l,.l From...l [Benumber...] [ More... B
Mame American Express Company |
1. Main | 2 Additional | 3 Statistics I 4. Summary I B, Histary | E. Irwoices | 7. Transactions ] 8 Checks ] 9 P/0z

SEFT2014 9/30,/2014 93&"201 4 %

1 53120 BA30/.200 100.00 n.an 100.00

MATSTHMT BM.2010 R430/2010 3.000.00 n.an 300000

1| | i

Tranz Date / | Trans Type | Trans .-’-‘n.mountl Discountl Check Date | Check Mo. | Clzared | Cleared Date |

104352014 Iwnice 150000 oo Mo

Balance | Current | 30 Days | 45 Daps | B0 Daps | 90 Days |
4,700.00 1.600.00 0.aa 0.aa 0.aa 3.100.00

[ Accept l Cancel I Delete
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Recording an Invoice Transfer:

*Note — this example is for a Purchase Order that was paid using a credit card. The PO Receipt of

Goods has already been done.

Enter the Receipt of Invoice for the Purchase Order.
s Receipt of Invoice Entry (TST) 10/3/2014 - |EI |£|
Recopttiber [0 | [ 14 4 0 b

1. Header I 2. Address l 2 Lines l 4. Totals l =

Purchase Order Mumber (0010023 | - Invoice NumberldEB? Invaice Date| 10/3/2014 |57 ]

—

wendar Mo, 01-COMT Container Corporation OF Usa
Order Type Standard Order Purchase Address Qk
Order Statuz Back Order Ship-To Address | 0000 Q@ ABC Distributing Company
Requied Date  [10/3/2014 |0 Terms Cade 03 |Q, NET END OF MONTH
Ship Yia |, FoB |
1099 Form MNone <] ‘wiarehouse alii] Ck CEMTRAL WAREHOUSE
1099 Box ﬂ
—Sales Ta: Eonh.rm e |q§ B
Schedule NONTEX (@ || BT 4
Maontasable Tax Seheduls Telephone | [(312) 5557721 | Ext |
Commett
L]

[ Accept [ Lancel [ Delete ,E

Accept, Print and Update the Daily Purchases Journal.
s2¢ Receipt of Invoice Entry (TST) 10/3/2014 = |EI |£|
Recspthuber (1505 | 7 144 b1

1. Header I 2 Address l 3 Lines l 4 Totals I =
Purchase Order Mumber

[ Vendor Mo, |01-CONT Container Carparation OF Lsa Irvoice Mumber |458?

Tavrable Purchaszes .on COD Murnber
Montasable Purchazes an0.13 Less COD Amaviat i
Freight Amaunt .on COD Check Murnber

Sales Tax Amaunt 00| | | Bank Code 4| Securty Pacific Checking
Ivaice Takal an0.13 .

Invoice Balance 80013

Invoice Due Date 104302014 |50
Prepayment Available o0 . f—

Discount Date [

Frepayment Applied .on
Ry PP Discount Amaunt |

Frepaid Check Mumber Prepaid Freight w0

. [ Accept I Cancel I D= ,E
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The invoice will appear as an open invoice for that vendor. Since the invoice was paid using the credit

card, it will need to be transferred to the credit card vendor.

= Vendor Maintenance (TST) 10/3/2014

=lof x|

Wendor Mo, |O1T-COMT B T [Egp_l,.l Fram... l [Benumber... ] [ Mare... B
Mame Container Corparation OF Usa |
1. Main | 2 Additional | 3 Statistics I 4. Summary I B, Histary | E. Irwoices | 7. Transactions ] 8 Checks ] 9 P/0z
4 14 0.1 |
373042014 2.031.25 %

5486 352242014

2.031.25

846 9/22/2014 943072014 113.02- 113.02-
B4E57 9/22/2014  9/30/2014 1.200.00 1.200.00
0001053130 543172010 643072010 2 I B0.,553.... Monthly Purchases
444-CM 543142010 543172010 100.00- 100.00-
44-4567 541/2010 5/30/2010 92,332 B0,332....
1| | i
Trans Date /| Trans Tupe | Trans Amount | Discount | Check Date | Check Mo, | Cleared | Cleared Date |
10/3/2014 Invoice a0013 0.00 Ma
Balance | Current | 30 Days | 45 Daps | B0 Daps | 90 Days |
124,704.85 391836 0.aa 0.00 0.00 130.786.49
@ [ Accept I LCancel I Delete )

Click on Invoice Data Entry. Select the Credit Card vendor and enter an Invoice Number. Enter the

amount as shown on the statement. Click on the Lines Tab.

=E AP Invoice Data Entry (TST) 10/3/2014

Wendor Mo, [024MEX I T
Hame Amencan Exprezz Company |
Inwaice No, | 4507 |

1 Header] 2. Lines ]

Temms Code

Imvaice Date 104342014 :

80013

Invoice Amount Invoice Due Date
Dizcount Due D ate
Dizcount Amount

BO0.13

Prepaid [nvoice |

Subject to Dizcount

03 /@, NET END OF MONTH

10/30/2014

.00

Hold Papment | |

Separate Check [ |

Comment |

~—1033 Payrment:

Farm Maohe

Box

E

@

[ Accept l Cancel l Delete :
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YWendor Mo,

Click on the Lines tab, then click the Transfer Information icon.

=E A /P Invoice Data Entry (TST) 10/3/2014
[2-ah B )

A b

M armne Armerican Exprezs Company

Invoice Mo, [4587

1. Header ] 2 Lines ]

T

(=)

| Guick Bow r_ |

N

GAL Account

Amount

| Comment

-

g 00

D ezcription

Tranzfer

Tranzfer Wendor

Diztribution B alance 800,13

[ Acoept I Cancel l Delete :

2| x|

Yendaor Murmber
M amne:

Irvoice Murnber
Invoice Date
Imvoice Balance
G/L Account
Transfer Amount
Dizcount Armount
1093 Form

1099 Baox

RN

01-CONT (=8
Container Carporation OF Uza |
4537
104342014

300.13 |

800.13

.00
MNane ﬂ|
E

Conner Ash P.C. © 2014

Select the Vendor you are transferring from. Then select the invoice that was paid using the credit
card. Click OK.

=F Purchase Vendor Transfer
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Click Accept.

=P A/P Invoice Data Entry (TST) 10/3/2014

ol x|
Wendor Mo, [2-AREX 4 4 F Bl
M ame

American Exprezz Company |
Itvoice Mo, | 4587

1. Header ] 2 Lines I

‘ﬁ | Gluick Fow @ | :T:: f:f:?@'
G/l Account Arnount | Comrment |
1 a00.13
L2 4 LY 00
Dezcription =)
Tranzfer ] -
Tranzfer Yendor -
Digtribution B alance Total

[acen | s | oo [B] @),

Print the Invoice Register.

=F Accounts Payable Invoice Register (T5T) 10/3/2014

Current General Ledger Period

54312010

Accounts Papable Pozsting Date

Prirt Full Cormments

! E Matice: This Accounts Papable pozsting date fallz into a future General Ledger period.

| HF Lazer)et P2055d UPD PCL 6

=l

l Frrirt I Presiew I Setup IG]
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Accounts Payable Invoice Register
Journal Posting Date: 10/3/2014
Register Number:AP-000018

ABC Distribution and Service Corp. (TST)

Division Number: 02 OTHER ACCOUNTS PAYABLE

Vendor Numberl Dates, Distribution
Invoice Number Invoice Due Discount Invoice Amount Discount Amount
AMEX American Express Company Separate Check: Mo
4587
101312014 1003002014 80013 0.00
Transfer From: 01-CONT Container Corparation Of Usa TRANSFER 800.13
Invoice Number: 4587 Discount: 0.00
Division 02 Total: 200,13 0.00 800.12
Prepaid Amount: 0.00
Report Total: 800.13 0.00 800.13
Prepaid Amount: 0.00
——

Update the Invoice Register.

SF Sage 100 ERP

\:‘?/' Do you want to update the Invoice Register?
-

x|

Print and Update the Daily Transaction Register.

SE Sage 100 ERP

\:‘}/' Do pow want ta print the Daily Tranzaction Reagister?
-

x|
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Select the Vendor you transferred from. The Invoice will show paid with a check number that starts

with a C. That indicates that it was paid by Credit Card.

= Vendor Maintenance (TST) 10/3/2014 = |EI |£|
Wendor Mo, |O1T-COMT B T [Egp_l,.l From...l [Benumber...] [ Mare... B
Mame Container Corparation OF Usa |
1. Main | 2 Additional | 3 Statistics I 4. Summary I B, Histary | E. Irwoices | 7. Transactions ] 8 Checks ] 9 P/0z
Invoice Mo, I Date % | Imve Due Date | Disc Date Arnaunt Balance | Comment Gﬂ
548k 3722/5014 973072014 203125 203125 i
846 9/22/2014 943072014 113.02- 113.02-
284657 952242014 973042014 1.200.00 1.200.00
0001053130 543172010 643072010 50,553.... 50,553.... Monthly Puchases
444-CM 543142010 543172010 100.00- 100.00-
44-4567 542010 543042010 92,332 80,332
1| | i
Trans Date /| Trans Tupe | Trans Amount | 0. | Cleared | Cleared Date |
10/3/2014 Invoice a0013 0.00 Ma
10/3/2014 Pavment 200,13 000 10/3/2014 Coooog Ma
Balance | Current | 30 Days | 45 Daps B0 D aps | 90 Days |
133.904.72 3118.23 0.00 0.00 0.00 130,786.49
@ [ Accept I LCancel I Delete E )

Click the Invoice/Payment History icon.

= Vendor Maintenance (TST) 10/3/2014

=lof x|

Wendor Mo, [01T-CORT [ I I [Cgp_l,.l From...l [Benumber...] [ More... B
Hame Container Corporation OF Usa |
1. Main | 2. Additional | 3. Statistics I 4. Summary I 5. Histary | E. Irvoices | 7. Tranzactions ] 8 .Checks ] 9 P/0s
Invoice Mo, : Gﬂ
0.0d
9/22,/204 2031.25 207128
B46 9/22/2M4 5430204 11302 0.00 11 Invoice/Payment History, Al-Z |
B4E57 9/22/2M4 9430204 1.200.00 0.00 1.200.00 \
Q007053130 543120 BA30/.200 B0,553... n.an B0,553.... Monthly Purchases N
444-Ch 53120 BAxs2ma 100.00- 0.00 100.00-
44-45E7 BM.2010 R430/2010 92,332 n.an B0,332....
| | +
Tranz Date / | Trans Type | Trans .-’-‘n.mountl Discountl Check Date | Check Mo. | Clzared | Cleared Date |
104352014 Iwnice 20013 oo Mo
104352014 Papment 20013 000 10432014 Coaaod MHa
Balance | Current | 30 Days | 45 Days | B0 Days | 90 Days |
133.504.72 AR E=Rek] n.aa n.aa n.aa 130.786.49
@ [ Accept l Cancel I Delete E )
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The Balance will show Zero.
=¥ A [P Invoice History Inguiry (T5T) 10/3/2014 - |I:I|i|

Invoice No. | 4567 [ I I Type |INV | Dae  [10/3/2014 Tax Detail..
Source |PSO PO Mo, (0070023

CUAMaER ] 2ines | 3 Paments |

Wendar Mo, 01-COMT Container Corporation OF Usa Invoice Due Date | 10/30/2014
Source Journal | PO-000009 % Dizcount Due Date
Ship Ta 0000 | ABC Distributing Company Dizcount Armount .00
Purch Address
Taxable .00
TemmsCode 03 | NET END OF MONTH
Montaxable a00.13
Warehouze 000 | CEMTRAL‘wAREHOUSE
Freight .00
Cornment |
: Salez Tax .an
Confirm To |
L Invoice Tatal 800,13
Ship Vi | FOB | . —
repayment .
1033 Form Box
| J Lezs COD .00
COD Mumber COD Check
. - » Met Invoice 800,13
Prepaid Check. Bank Code E Security Pacific Ch
Uze Tax [] Hold Payment []

Tax Schedule  |MOMTAX MHontaxable Tax Schedule Balance <
x [&]@),

Click the Payments tab.
= AP Invoice History Inguiry (TST) 10/3/2014 = II:I |£|

Inwoice No. | 4527 4 bW Type |INV | Date |10/3/2014 Tay Detail..
Source |P/O FO Mo, | 0010023

1. Main I 2. Lines ] 3. Faprents I

Check Mo. Check Date | Check T Yendor Mame Source Armount | Cornrmert

x_|&[@)
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Click the Transfer Information icon.

=P AP Invoice History Inguiry (TST) 10/3/2014 = II:I |£|
Invoice No. | 4557 4 bR Type |INV | Date |10/3/2014 Tag Detail..

Source (PO PO Mo, (0070023

1. Main I 2. Lines ] 3. Payments I

B ank. I Check Mo. | Check Datel Check. THEE | Yendor Mame | Source I .-’-‘«mu:uuntl Comrment ke

0] Cooood 10/342014  Credit Card Caontainer Corporah. . AP Al 14

| Transfer Information, AH—T@

i
el

1| i

x |8]0),

The Credit Card Payment Transfer Details window will appear.

5@ Credit Card Payment Transfer Details 2| x|

Yendor Murnber W‘

M ame American Expresz Comparny |
Invoice Number | 4587 |
Irvoice Date 104342014

Tranzfer Aot a00.13

Dizcount Armnount .00

1033 Forrn MNane

1099 Box
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The Credit Card vendor will show the invoice from the originating vendor.

= Vendor Maintenance (TST) 10/3/2014 ;IEIEI

Vendor Mo, |D2-AMEX R |

[Egp_l,.l From...l [Benumber...] [ are... B

Mame American Express Company |
1. Main | 2 Additional | 3 Statistics I 4. Surannary I 5 History | E. Invoices | 7. Tranzactions ] 8 Checks ] 9 P/0z
i A
MATSTMT 542000 54302010 3.000.00
1| | i
Trans Date /| Trans Tupe | Trans Amount | Digc:ounll Check Date | Check Mo, | Cleared | Cleared Date |
104352014 Iwaice a0013 nan Mo
Balance | Current | 30 Days | 45 Days | B0 Days | 90 Days |
390013 0013 0.aa0 0.aa0 0.aa0 3.100.00

[ Accept I Cancel ] Delete ‘:

Conner Ash P.C. © 2014
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Bonus Round - Combining Invoices on the Credit Card Vendor

= Vendor Maintenance (TST) 10/3/2014

=lof x|

Wendor Mo, | D2-ARER B T [Egp_l,.l From...l [Benumber...] [ Mare... B
Mame American Express Company |
1. Main | 2 Additional | 3 Statistics I 4. Surannary I 5 History | | 7. Tranzactions ] 8 Checks ] 9 P/0z

Invoice Mo, |inv Date_© | Inv Due Date_| Diss Date Amourt | Discount | Balance | Camment | @

4587 10/3/2M4 1053042014 0013 0.00 a0o13 '

1 543120 BA30/.200 100.00 n.an 100.00

MATSTMT 542000 54302010 3.000.00 0.00 300000

1| | i

Trans D ate | Trans Type | Trans Amount | Digc:ounll Check Date | Check Mo, | Cleared | Cleared Date |

Balance | Current | 30 Days | 45 Days | B0 Days | 90 Days |
390013 0013 0.aa0 0.aa0 3.100.00

[ Accept I Cancel ] Delete ‘:

Click on Invoice Data Entry. Enter the Credit Card vendor, Invoice Number and total amount you want
to combine. Click on Lines Tab.

=P AP Invoice Data Entry (TST) 10/3/2014

Wendor Mo,

=1o1x]

Mame

Inwoice Mo.

O2-AME> R I Y

Amernican Exprezs Compary |
SEPT 2014 =

1. Header ] 2 Lines ]

Inwoice D ate

|nvoice Amount

Subject to Dizcount

Prepaid Invoice

104342014 ez

3,900.13

390013

A

Termz Code
Invoice Due Date
Digzount Due Date

Dizcount Amount

03 |G, NET END OF MONTH
10/30/2014

L

Hold Payrent [ ]

Separate Check [ |

Carnrnent |

:—'l 099 Payrnent

Form | Mane

Box

2]

[ Accept I Cancel l Delete :

Conner Ash P.C. © 2014
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Click on Transfer Information icon.

=P A/P Invoice Data Entry (TST) 10/3/2014 = II:I |£|
Wendor Mo, | D2-4RER B T
M ame American Exprezz Company |
Inwoice No.  |SEFT 2014 =

1. Header ] 2 Lines I

( 5 \ | gickRow | I e e
__/G.-"L Accaunt AmaLint | Carmmerk |
1 iq, .00
Dezcription =)
Tranzfer ] -
Tranzfer Yendor -
Distribution Balance 3.900.13 Total

’ Accept I LCancel [ Delete I&IG]

Enter the Credit Card vendor number, then click the Select button.

Vendor Number | D2:4MEX Q,
M ame Amerizan Expresz Compary |
|rrvoice Mumnber | |Ck
Invoice Date
Invoice Balance 0o |
G/L Account | !
Tranzfer Aot 0o
Dizcount Amovnt .00 [
1099 Farm Nane ||
1099 Box =]
’ ok I LCancel l @ ]
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Select all the Invoices that you want to combine. Click OK.

= Select Vendor Transfer Invoices = |EI|£|

Wendor Mame Ihwoice Mo. Disc. Date Pazt Disc.
American Expre 0
erican Expre

American Express ...

a | i

Total Selected | 3,900.13 |

Click OK on the Purchase Vendor Transfer screen.

Vendor Number | D2:AMEX (=8
M ame American Expresz Compary |
Inevoice Mumber | MULTIPLE -
Irvoice Date
Imvoice Balance 0o |
GAL Account | 5
Transfer Amalnt 3.900.13 [
Digcount Amount o0 [
1099 Farm Nane ||
1033 Box ﬂ
[ 1] I LCancel l G l
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Click Accept, print the Invoice Register and Update.
=P A/P Invoice Data Entry (TST) 10/3/2014

Wendor Mo, [2-AREX 4 4 & B

M ame American Exprezz Company |
Ihvoice Mo, |SEPT 2014 =

1. Header ] 2 Lines I

ol x|

I | QuekRow [ 3@ | ERE-S-
G/l Account Arnount | Comrment |
1 100.00
2 a00.13
300000 |
4 Qo
Dezcription =)
Tranzfer [ -
Tranzfer Yendor | D2-AMEX -

Distiibution Balance Tatal 3,900.13

@ [ Acocept I LCancel l Delete :

Select your Credit Card vendor. You will see all the invoices are showing paid, with the exception of

the one invoice you combined them into.
=¢ Vendor Maintenance (TST) 10/3/2014

— o) x|
Vendor Mo, | [2-40Ex O T | [Cgpy Frnm...l [Benumber...] [ Mare... B
Mare Arnerican Express Compary |
1. Main | 2 Additional | 3 Statistics I 4. Summary I 5 History | E. Invaices | 7. Tranzactions ] 8 Checks ] 9 P/Ds
Invoice Mo, | Inw Date_© | Inv Due Date | Disc Date | Amount | Discount | Balance | Comment | Gﬂ

4587 104324 1053042014 13 n.an 1] Q}}

(SERT 2014 I 2174 3 3 0,00 3 3

1 R431/2010  BA3002000 n.an oo

MATSTMT 5M./2000 B430/2010 3.000.00 n.an nan

1| | i

Trans Date | Trans Tvpe | Trars Amaurt | Discourt | Check Date | Check Mo | Cleared | Cleared Date |

10435204 Irwaice 390013 n.aa Ha

Balance | Current | 30 Days | 45 Days | E0 Days | 90 Days |
390013 390013 n.aa n.aa n.aa n.an

@ [ Accept I LCancel ] Delete )
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