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About This Document

This document is being provided to explain how to handle the situation where your company is
required to pre-pay a Vendor prior to the receipt of the goods or services on a purchase order.

This document explains the setup and the process using two methods:

e The Vendor is being pre-paid with a company check

e The Vendor is being pre-paid with a credit card.
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Setup

You will need to setup a G/L Account for the purpose of processing the pre-payment.

Chart of Accounts

1. Setup a new G/L Account with the account type of OCL. You may use the same description as
shown in the example below or use other words that will describe that this account will be used
for the purpose of pre-paying a Vendor Bill.

&) Chart of Accounts Edit =
r Inactive
Account Code Ilq.uu g|
Description I'u'endur Pre-Pay
Account Type I el |
Ofhar Curvant £ ity
Save Delete Close
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The Process

Pre-paying the Vendor with a Company Check

Basically, you will write a check to the Vendor using the newly created G/L account on the previous
page as the expense account on the check. Next a vendor credit will be created [on the same
Vendor] for the same amount of the check using the same newly created G/L account for the
expense account.

Once the Purchase Order for the goods or services have been received, you will create a Bill from
the receipt, and then apply the Vendor Credit to the Bill using the Pay Bills function.

1. Navigate to the Write Checks option from the Accounts Payable module.
2. Create the check for the Vendor using the newly created G/L Account as the expense account.

Pay From Bank Account | 10010 vl 10010 CA Primary Checking
" Customer  Vendor | Bosch ;Im Branch CA -
" Other
[~ InPrint Queue
0 e —
Tonon
o 100.00
Bosch Balance 0.00
123 Main )
Plyrnouth, M1 42170 r Recurring
Payment
Bills $0.00 | Parts $0.00 Expense $100.00 |Documen15|
oo [ M
General Ledger -
1 [Branch Category
7| 14005 Vendor Pre-Pay 100.00 |CAl + | Installation
[~ show Job Cost
I Voided Check Apply Save Print Close
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Pre-paying the Vendor with a Company Check (continued)

3. Create a Vendor Credit on the sa
newly created G/L Account.

me Vendor for the same amount of the check using the same

----- - Events Hi
..... | Motes Edit Credit
@ Payments Apply Credits

-.["| Purchase Order:

1] Bosch Bosch
----- @ vendor Information 123 Main
&7 Bills

Plymouth, MI 48170

1l{ Purchase Price va

select New Credit

{0y Parts
[ Documents

[ Receipts

----- ‘g Returns

""" L1 Journal Def i nioht Credits from th

----- L[ Journal Su ghiig reals from e
2] GL Accoun Vendor tree, right-click and

11 Installati

Parts $0.00 Expense $100.00 | Documents |

— = Een
Vendor Category
|Bosch | Tnstallation |

Vendor Credit

Vendor  Bosch Reference # Branch

Address: 123 Main IPrepay 04-26-2011 | CA LI

Plymouth, MI 48170
Amount

|1on.on|

Credit Date

[af282011

Costing

|

|¥ Show Branches I~ Show Job Cost

General Ledger -
_loa " - — — y ]
;_i 14005 Vendor Pre-Pay 100,00 [ca + | Installation )
* 1
Memo ™ Balance Due | $100.00
Total I $100.00
Apply | Save | Cloze |
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Pre-paying the Vendor with a Company Check (continued)

4. Once the Purchase Order for the goods or services have been received, enter a Bill for the
receipt as usual.
5. Pay the Bill entered for the receipt by applying the Vendor Credit using the Pay Bills function.
e Select the Vendor from the drop-down list.
o Navigate to the Vendor Credits tab and check the box to the left of the Credit to apply to the
Bill. You will be selecting the Vendor Credit created in step 3 above.
¢ Navigate to the Vendor Bills tab and check the box to the left of the Bill to which the Credit
will be applied. You will be selecting the Bill created in step 4 above.
e Press the Save button.

S PayEill [E=S o
- Selection Information - - Payment Information -
Branch I LI Branch ICA -
Payment Date [#72sr2011 E
Vendar Bosch ~| #3
& Bank Account o = ﬂ
AsQfbueDate  [a/z6/2011 —IE ™ Credit Card

[w Show Vendor Code
To apply Open Credits, select the Vendor whose
credit you would like to use. -

-

-
vendor gils | Vendor Credits ") All vendor Credits |

CA Primary Checking Account™

Credits =
[Date Jvendor [Reference | Credit Amt] Balance | Used
. Yi4s/;011  [Bosch |Prepay | -100.00 | -100.00 | -100.00
\\ -
~ Vendor Bills ‘endor Credits | All Vendor Credits |
Bills o
[Due Date [DiscDate [ vendor [Reference | @il amt|  Discount| Balance | Paid
@emu | msmmn=gosch EE | 100.00] 0.00[ 10000 100,00
Total Payments -100.00 “
~
Total Payments 0.00
Select All Save | Close

A confirmation message will be displayed indicating that no check will be printed; click Yes to
confirm.

Applying Credit Only |22 |

¥ will be ne transaction given to the vendor notifying him of this

transaction. Is this what you really want to de 7

'O You are applying a credit te a bill but not including it on a check. There
L

Bold Group | SedonaOffice — Pre-Paid Accounts Payable “



Pre-paying the Vendor with a Credit Card

Create a Vendor Credit on the Credit Card Vendor in the amount you are pre-paying for the goods
or services using the newly created G/L account [on page 1] as the expense account.

Once the Purchase Order for the goods or services have been received, you will create a Bill from
the receipt, and use the Pay Bills function to pay the Bill with the credit card. Lastly you will pay the
Bill transferred to the Credit Card Vendor using the Pay Bills function by applying the Vendor Credit

to the Bill.

1. Create a Vendor Credit on the Credit Card Vendor for the amount you are pre-paying using
the newly created G/L Account [page 5].

We Category
|AMEX ====g5543 |caa =l
Vendor Credit
Vendar American Express s TEEL
Address: 231 N. Main St 3osch Prepay 04-26-2011 I CA ;I
Plymouth, MI 48170
Amount
IlDU.OO
Credit Date
[4/26/2011 =
Costing
| |
Parts $0.00 Expense $100.00 | Documents I ¥ Show Branches [~ Show Job Cost
I General Ledger o
( Vendor Pre-Pay )
v
Memo " Balance Due | $100.00
Total I $100.00
Apply | Save | Close |
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Pre-paying the Vendor with a Credit Card (continued)

2. Once the Purchase Order for the goods or services have been received, enter a Bill for the

receipt as usual.

3. Using the Pay Bills function from the Accounts Payable module, pay the Bill entered for the
receipt with the Credit Card option. This will transfer the bill to the Credit Card Vendor.

O pay b oo es
- Selection Information - - Payment Information -
Branch | LI Beandh I CA LI
— Payment Date [a728/2011 |
Vendor C| Bosch ‘ﬂ &3 |
= Bank Account 2505 =
As Of Due Date ~
= l4r26/2011 ﬂl ' Credit Ca& '
¥ Show Vendor Code
To apply Open Credits, select the Vendor whose
credit you would like to use. AMEX =6543
Vendor Bills I Vendor Credits All Vvendor Credits I
Bill= =
Pay Due Date Disc Date Vendor Reference Bill Amt Discount Balance Paid | __|
\ I*  Jiamsp011 srxrrreeses Boerh 4102 100.00 0.00 100,00 100,00

Total Payments

100.00

Select all | ( Save i) Close |
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Pre-paying the Vendor with a Credit Card (continued)

4. Lastly you will pay the Bill transferred to the Credit Card Vendor with the Pay Bills function

and apply the outstanding Credit created in step 1.

e Select the Credit Card Vendor from the drop-down list.

¢ Navigate to the Vendor Credits tab and check the box to the left of the Credit to apply to
the Bill. You will be selecting the Vendor Credit created in step 1.

¢ Navigate to the Vendor Bills tab and check the box to the left of the Bill to which the
Credit will be applied. You will be selecting the Bill created by step 3.

e Press the Save button.

& Pay Bills [F=5(E=R =
- Selection Information - - Payment Information -

Branch I ;I Branch CA -

Payment Date 4/26/2011 |
vendor AMEX ====5543 )| &8

@ Bank Account STE
-

AsOfpuebate  Jg/1/011 —IEI " Credit Card

W show vendor Code

To apply Open Credits, select the Vendor whose |
credit you would like to use. GA Frimary Checking Account®

Balance: $0.00

All Vendor Credits I

Credits -
/Apply \l Date IVandur |RaFerence | Credit Amtl Balancel Used
\E../ \4126,12011 |AMB< ] |Bosch Prepay | -100.00 | -100.00 | -100.00
Balance: $0.00

Eil I Hndorgradns' g]l\dendorcredltsl

Bills =
Pay Y Due Date IDisc Date IVendnr | Reference | Bill Arntl Dismuntl Ealancel Paid
[l T e I e T e | | 100.00 | 0.00] 100.00 | 100.00

Total Payments

Total Payments 0.00

Select All { Save |’ Close |

A confirmation message will be displayed indicating that no check will be printed; click Yes to
confirm.

Applying Credit Only

=

@} You are applying a credit to a bill but not including it on a check. There
V' will be no transaction given to the vendor notifying him of this
transaction. Is this what you really wantto do 7
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