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Accounts Payable Non Check Payments

For help with any option or field please refer to the Accounts Payable Manual or
press F6 on your keyboard.

Begin from the Solution-IV Main Menu X
select Accounts Payable. T T —

Accounts Payable
Accounts Receivable
Order Processing
Inventory Control
Purchase Orders
Payroll

Fixed Assets

Eank Reconciliation
Prospect Management
Litilities

Select Current Company
Change Terminal Date
Executive Summary Info
Eatch Report Selector
FormsCreator

Service Contract
JobTrak

Custom Menu

Logoff

From the_Accounts Payable Main D cC payable [~ || [X]
Menu, select Payment Processing Transaction Processing

Menu. Invoice Entry

Imvoice Register & Update
Recurring Invoice Entry

Recurring Register & Update
Payment Process

Masterfile Maintenance
Yandor Maintenance Menu
WVendar Inguiry
Code File Maintenance henu

Reports hMenu

Feriod End Processing
Maintain Cleared Checks
Period End Update
Status Change Update




select Non-Check Payment Entry. Automatic Payment Selection
FPayment Selection Entry
Fayment Selection Register

Zheck Printing
Zheck Register & Update

tanual Check Entry
Manual Check Printing
Manual Check Reqgister & Update

IMon-Check Payrment Entry
Mon-Check Payment Reg & Update

Payment Entry

This program is used to enter credit card invoices and to record invoices
previously entered into the system that will be paid by credit card.

A regular invoice is then created for the amount due the credit card company,
which will then be paid using normal Check Printing or Manual Check
Processing.

EH Non-Check Payment

v Lightspeed Reprographics {(DEM) D2/08/10 Wa
Bank Code ||_ Desc |
Mon-Check %endor Mame |
Invoice Mumber Camm |
Date Arnount an Dist 0.00
Bank Code

Enter up to two alphanumeric characters representing the bank code that these
non-check payments were/will be written from.

You will need at least one bank code to be used to indicate that various invoices
are being paid via credit card -- perhaps CC. You may want to setup a bank code
for each credit card that you use to pay invoices -- perhaps CV and CA (for
Credit Card Visa and Credit Card American Express); or use something like V1
and V2 if you have multiple Visa cards.

Please note that you will want to use this/these bank code(s) exclusively in Non-
Check Payment Entry. You will not use them for regular manual checks or cash
receipts.




Non-Check Vendor

Enter the vendor code for the credit card company. For example, AMEX or
CAPONEVISA. This needs to be a vendor defined in your Vendor Masterfile.

Invoice Number

Enter up to 15 characters for the invoice number from your credit card vendor. If
there is no invoice number on your bill, you can use the date or some other
unique set of characters.

Comment
Enter up to 30 characters to describe this invoice in more detail.

Invoice Date
Enter the date of the credit card invoice.

Amount
Enter the full amount of the credit card invoice.

The system displays:

#%] Solution-1V Reprographics

Swstem  Options  Help

Is the displayed information correct? Yes| Ho| Invoices| GL| Delete

Payment Detail screen:

E2|Non-Check Payment Detail

Line “Wendor Invoice Balance Apply Discount

| | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

I I | | | |

I I | | | |

I I | | | |

| | | | | |

| | | | | |

| | | | | |

Line

<CR> - Modifies the line, if it exists. Adds a line, if it is blank.
<Line #> -Goes to that line. If you enter a line that is greater than the

total number of lines it goes to the last line.



Vendor Code
Enter the Vendor Code associated with the invoice you are paying with
the credit card. Or press F2 to see all vendors or open invoices.

Invoice Number
Enter the invoice number that you wish to pay with the credit card. Or
press F2 to see a list of the invoices associated with the vendor entered
in the previous field.

Apply
Enter the dollar amount of the invoice that you want to pay at this time,
including any terms discounts you might be taking. The invoice balance
will be reduced by the amount entered in this field.

Discount
Enter the amount of the terms discount you are taking with this payment.
If there were discount terms on this invoice, and they are still available,
the discount amount will default to the terms discount calculated when
the invoice was entered into the system.

Once all Invoices have been entered, press, F4, the system displays:

@] Solution-IV Reprographics

Syskern  Options  Help

Is the displayed information correct? Yes| No| Header | GL| Delete

Select Yes.
Press F4, to exit Payment Entry.

To complete the process, select Non-Payment Reg & Update from the menu,
this lists the credit card invoices along with the vendor invoices they are paying
and any additional General Ledger Distributions. If everything is correct, the
update may be performed which will post the vendor invoice "payments" to the
permanent invoice payment file, vendor purchase history files, and the General
Ledger transaction file. In addition, it will post the credit card invoice to the open
invoice file and history files where it can then be paid later either using Check
Printing or Manual Check Processing.

The Non-Check Payment Register is an audit report and must be kept with the
rest of your accounting records.
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