How to Record Pre-Payment for a Purchase Order

1. Click on Purchase Order\Setup\Purchase Order Options. Choose the Additional Tab. Enter the
Pre-Paid Expense account in the Payable Deposit field. This is the account that you will record
the vendor required Pre-Payment to when you enter the invoice for the Pre-Payment.

=k Purchase Order, Options (ABC) 7/24/2013

CoX

Fieceipt and Return Comments

td aterial Requizition Conmnments

Default General Ledger Accounts
Material Fequizition Expenze
Special ltem Cost

Papable Deposit

Frepaid Freight Expenze

1. Main ] 2. Additional ] 2 Generate ]

Faost Registers to General Ledger in Detail

Format for Posting Comments to General Ledger

Wendar Mame + Reference Mo,

Mame + [zzue Mo,

£35-01-00

450-01-00

128-00-00

Ck W arehouze supplies
Ck Purchazes
Ck Pre-Faid E spense

Q

4 Entry 1 5. Line Entry ] E. Frinting ] 7. History ]

l Accept l Cancel
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2. Create the Purchase Order for the products that you are ordering.

= Purchase Order Entry (ABC) /2472013

Order Mumber I:I 4 4 b B =

2 Address ] 3 Lines ] 4 Tatals 1 User |Sid | Q
Order Date | 7/24/20013 |7 Order Type | | Master/Fepeat PO I:I
Wendar Mo, | O1-CONT @, [ Container Corporation Of Usa
Purchasze Address Ck
Ship-ToAddress oooo Ck ABC Diztributing Conmpany
Order Status | New v Terms Cade 03| @, NETEND OF MONTH
Requied Date | 7/24/2013 |7 Ship Yia QFe[ ]
W arehouse 0oo % CENTRAL WAREHOUSE

1099 Form

1099 Box Confim To Q,
E -mnail |

Sales Tax

Schedule DEFAULT Q, Telephone Ext

Default Tax Schedule e
Use T ™ Caomment |
On Hold [ Prirt Order

[ Aroocept I LCancel ]

= Purchase Order Entry (ABC) 7/24/2013

Order Mumber I:I 44 » k=

1. Header ] 2. Address ] 3. Lines ] 4. Totals ] User |Si'2I | =
%, ] - Euick Row E = &= 5 =
Itemn Code Ordered Back Ordered Urit Cogt E=tension Carmment
1 i RS 100.00 0 101809 1018090
2 | 00 oo 000 oo
< >
Descripion | SOUMD CWR 245" 20°0 12"H LA s
Wwarehouze | 000 -
Uriit of Measure | EACH
[ty Received .o v

Tokal Amount

Conner Ash P.C. © 2013 Page 2



3. Click on Accounts Payable\Main\Invoice Data Entry. Enter a new invoice for the amount of

deposit that the vendor requires. You can use the PO number preceded by the letter P.

= A/P Invoice Data Entry (ABC) 7/24/2013

1. Header ] 2. Lines ]

Invoice Date Tr242013 :

Ivoice Amaount

5,0390.45

Subject to Dizcount

5.090.45

‘Yendor Mo 4 4 B Bl =
tame Container Corporation O Usa |
Invoice Mo, | E

Teims Code
Invoice Due Date
Dizcount Due Date

Dizcaunt Amount

Prepaid lrnvoice

Hold Paprment [ ]

EIE&X

03 |@, NET END OF MONTH
70203 |

=

Separate Check  []

Comment |

1099 Payrment

[ ]

[ Accept l LCancel l

B8

4. The amount of the pre-payment should be posted to your Pre-Paid Expense account.

=% A/P Invoice Data Entry (ABC) 7/24/2013 M=
Wendor Mo, 4 4 & B =
Marne Container Corparation OF Uza |
Invaice Mo, | B
1. Header ] 2 Lines 1
QuickRow | 1]8 ER'--8-
GAL Account Dezcription Amount Comment
1 128-00-00 Pre-Paid Expenze 5.090.45
2 0o
< >
Distribution Balance Tatal 5090 45
e e
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5. This will post a Debit to Pre-Paid Expense and a Credit to Accounts Payable.

.' ABC_AP_InvoiceRegister_AP-000015_000.PDF - Adobe Reader

EEX
Fie Edit ¥iew Document Tools Window Help S

B &) P[] ® (o |- il B i |

Accounts Payable Invoice Register - Recap By Division

Journal Posting Date: 7/24/2013
Register Number: AP-000015

|3

ABC Distribution and Service Corp. (ABC)

Division Number: 01 TRADE ACCOUNTS PAYAEBLE
G/L Account Description
128-00-00
200-01-00

Debit Credit
5.090.45

Pre-Paid Expense

Accounts payable - trade 5.090.45

5.090.45

Division 01 Total: 5.000.45
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6. Process payment to the vendor as normal.
Note: You do NOT have to process a manual check for the invoice. Process your invoice
payments as usual.

=* Manual Check and Payment Entry (ABC) 7/24/2013 EBX

BankCode | | 4 4 b bl

Fayment Type |

Check Mo

CashAccount | 101-01-00 |

Check Date 2442013 ||

Check Amount 5,090.45

Yendor Mo, E | Cortainer Corporation OFf Llsa
Carnrmest

[ Acept l Cancel ] @
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7. Go back to the Purchase Order Entry. Select the original Purchase Order and enter the amount
of the Pre-Payment into the Less Prepaid Amount field. Also enter the Check Number that the
Pre-Payment was paid on. Notice that the Order Balance has been reduced.

=¥ Purchase Order Entry (ABC) 7/24/2013 M=
Order Murnber l:l 4 4 b B E
1. Header ] 2. dddress ] 3. Lines ] 4 Tatals ] U zer |Sid | @

Order Date | 7/24/2013 Order Tupe | Standard Order Order Statuz | New Tax Detail...
Vendor Mo, | 01-CONT Cortainer Corporation Of Uza

T axable Purchaszes .ao Lazt Receipt Murber
Montaxable Purchazes 10.180.90 Last Receipt Date
Freight Armount .ao Last [nvoice Number |

Sales Tax Amount jui] Lazt Irveoice D ate

Order Tatal 10,120.90 Completed D ate

Lezz Prepaid Amount 5.090.45 Inwoiced to Date .ao

Prepaid Check Number aooaod
Order Balance 5.090.45 Prepaid Freight

[ Accept l LCancel l Lelete E
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8. Enter Receipt of Goods as normal.

= Receipt of Goods Entry (ABC) 7f24/2013

Receipt Humber I:I

2. Addiess ]

Order Status MNew

Required Date | 7/24/2013 j

4 bk E
3 Lines ] 4. Totals ]

Receipt Date | 7/24/2013 |50
Purchase DrderNumberl:I [E] Invoice Number|

Yendor No. I:I [Z] Container Corporation OF Usa
Order Type Standard Order

Purchase Sddress Q,

Ship-To Address Q000 Ck ABC Distributing Campany

Temns Code

Ship Vig

1033 Box

Sales Tax

Default Tax Schedule
Use Tax [

10939 Farm W arehouze

Canfirm Ta

Schedule DEFAULT @ E-mail

Telephone

Comment

03 | @ NET END OF MONTH

S Y —

o0a Q% CEMTRAL WAREHOUSE

%

Ihvoice Date I:I

[312) 555-7721

| Ext |

[ Accept I LCancel l

Receipt Number I:I

= Receipt of Goods Entry (ABC) #/24/2013

4 4 b b [E

1. Header ] 2. hddress ] 3 Lines 1 4. Totals ] =
B Quick Row E =
Itemn Code Ordered Received |pit Cozt E stenzsion Ciarnm
1 BEET-24-20-12 | 100.00 100,00 101.809 10.180.90
2 % .00 00 .00 00
< »
Description N
Warehouse |
rit of Measure
Back Ordered e
Total Arnount 1018080

[ Accept [ LCancel l

B
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=k Receipt of Goods Entry (ABC) 772412013

Taxable Receipts

Montarable Receipts

Receipt Tatal

Receipt Mumber I:I

1. Header 1 2 Address 1

Purchasze Order Humber | 0010013

Yendor Mo, | 071-COMT Container Corporation OF Uza

I 4 b bl E

3 Lines

.0a

10.180.90

10.180.90

&

[ Accept ] Lancel l

File Edit View Document Tools wWindow Help

=g ERE

T = R

Daily Transaction Register

ABC Distribution and Service Corp. (ABC)

Postings For, /12472013

Source Journal  Account Number

Account Description/Posting Comment Debit Credit
PO-000002 115-00-03 Inventory - Central Warehouse 10.180.80

Container Corporation Of Usa REC:G001009

200-03-00 Purchases clearing account 10,180.80
Container Corporation Of Usa REC:G001009

Journal 000002 Totals: 10,180 90 10.180.90

Source PO Totals: 10,180.90 10.180.90

7/24/2013 Totals: 10.180.90 10.180.90

Report Totals: 10.180.90 10.180.90
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10. When the invoice is received, it should be for the balance of the Purchase Order. Enter the
Invoice through Receipt of Invoice.

= Receipt of Invoice Entry (ABC) 712412013

Receipt Number

Purchaze Order

Wendor Mo

Order Type
Order Status
Reguired D ate

[oooos | 44 > b

2. Address ] 3. Lines ] 4 Totals ]

Number | 0010070 | (] Invice Number| 34567 Invoice Date| 7/24/2013 |5

M-CONT [Z] Container Corporation OF Usa
Standard Order Purchasze Address %

Back Order Ship-To Address noon Ck ABC Distributing Compary

7423 |3 Tems Code 03 @, WET END OF MONTH

:I Wwarshouze 000 |G, CENTRAL WAREHOUSE

=

1053 Farm
1059 Baox
Sales Tax Conflllm To |q§ .
Schedule pEFRULT @, Bl &4
Default Tax Schedule Telephone | [312) 5557721 | Ext |
Use Tax D Comment
@ [ Accept I LCancel ] E

S Receipt of In

voice Entry (ABC) 7/24/2013

Reccptomber (1700 | [ 14 4 0 01
1. Header ] 2. Address ] 3. Lines ] 4 Totalz ] @
By Quick Fow E % =
Item Code Ordered Irwoiced Urit Ciost Extenzion Cami
1 GEEYV-24-20-12 | 100.00 100,00 101.809 10,180.90
2 e d B 00 0 000 00
< >
Description e
W arehouze 1
Unit of Meazure
[ty Feceived 00
Total Armount 10.180.90
2 50
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= Receipt of Invoice Entry (ABC) 7/24/2013

ReoeptNumber (1700 | [ 14 4 0 M
1. Header ] 2 Address ] 3 Lines ] @

Purchase Order Mumber | 0010013 Hold Payment [
Wendor Mo, | 07-COMT Container Corporation OF Usa Irwoice Mumber | 34537 |

Tawable Purchases .00 COD Murnber
Montaxable Purchases 10,180.90 Lezs COD Amount

Freight Amont o COD Check Humber

Salesz Tax Amount o0 Bank Code :I Security Pacific Checking
|nvoice Total 10,180.90 )
Invoice Balance 5,090.45
; Invoice Due D ate 43042013 (e
Prepayment Available 509045 . —
Dizcount D ate

P t Applied 5,050.45 —
IEREVTEE PRl Dizcount Amount 0o

Prepaid Check Number oooom Prepaid Freight
repaid Freigl

[ Accept I Lancel l @
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11. The posting of the invoice will Credit Pre-Paid Expense, clearing out the pre-payment from this
account. It will Credit Accounts Payable for the balance of the invoice and will Debit Purchases
Clearing for the entire amount, clearing out the balance from the Receipt of Goods posting.

& ABC_PO_DailyTransactionRegister_20130724_001.PDF - Adobe Reader =[5

File Edit Wew Document Tools Window Help x
1=1F 58 [i]i1 i ® @ o]
~
Daily Transaction Register
ABC Distribution and Service Corp. (ABC)
Postings For, /72472013
Source Journal  Account Number Account DescriptionPosting Comment Debit Credit
PO-000003 128-00-00 Pre-Paid Expense 5.090.45
Container Corporation Of Usza INV:34587
200-01-00 Accounts payable - trade 5.090.45
PO RECEIPT ENTRY DIV:01
200-03-00 Purchases clearing account 10,180.90
Container Corporation Of Usza INV-34587
Journal 000003 Totals: 10,180.90 10.180.90
Source PO Tolals: 10,180.90 10.180.90
F/24/12013 Totals: 10,180.90 10.180.90
Report Totals: 10,180.90 10.180.80
s

12. The vendor invoices will reflect only the unpaid balance of the invoice from the PO.
= Yendor Maintenance (ABC) 7/24/2013

Yendaor Mo, 44 b K E
Mame Container Corporation Of Uza |
1. Main l 2 Additional l 3 Statistics ] 4. Summary l 5 History l B Irvoices ] 7 Tranzactions ] 8 Checks ] 8 P/0s ]
Inwoice Mo, It Date Inv Due Date | Disc Date Amaunt Dizcount Balance Comment Terms L m
34587 424023 7/30/2M3 10,180.... 0.00 5,090.45 03
POC10013 72402013 7/30/2M3 5,090.45 0.0 0.0o 03
0001053190 5/31/2010  B/30/200 50,553.... 0.00 50,553.... Monthly Purchases 03
0002053190 54312010 B/A30/2M0 3,905.00 0.an 0.00 ‘warehouse Supplies 03
1053130 54312010 B/A30/2M0 0.o0 0.00 0.o0 03 _
2053130 5/3/2010  B/30/2M0 03
3456 5447200 5/30/2m0 E75.43 0.00 0.o0 03
10234719 54142010 5/30/2m0 12,540.... 0.00 0.00 03 3
Ad ARCT EMHHammn FMnfamn a7 277 nonn on 277 na —
< >
Tranz Date Tranz Type Tranz Amaount Dizcount Check Date Check Mo L
5/3/2010 Invaice 3.905.00 n.oa
5/3/2010 Payment 3.,905.00- 000 543172000 001714
5/3/2010 Adjustment 3.905.00 n.o0 ~
Balance Current 30 Days 45 Days B0 Days 0 Days
135,976.94 5.090.45 0.00 0.00 0.00 130,896,439
[ Accept ] Cancel I Delete
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