How To Select Payments for Multiple Vendors

Here are the steps on how to create payable for multiple vendors:

1.
2.

From the Main Menu, click Purchasing (A/P) and then select Pay Vouchers from the Activities list.

Pay Vouchers screen will open showing all posted but unpaid vouchers on the grid based on the currency of the Bank Account and Payment
Method defaults. If necessary, change bank account and/or payment method by clicking the drop down button on the field and select different
data from the drop down list.

a. If Payment Method was changed, transactions for the vendor with default payment method set in the Vendor record different from the
selected payment method on the Pay Vouchers screen will not be displayed on the grid. In any case that Check is selected, the Process
Payment toolbar button will be enabled to allow printing of checks.

b. If Bank Account was changed to a bank account with different currency, then all transactions displayed on the grid are vouchers posted
using the same currency. Balance will also update with the bank balance of the newly selected record where payments will be deducted.

. Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar drop down or by entering the date manually.
. Select transactions.

a. Click Select Due Date toolbar button to select all the payables that are currently due.

b. Manually check the corresponding checkbox of the selected transaction.

c. Check header checkbox to select all the transactions.

d. You can also filter transactions first by entering keyword on the filter field and then check the selected transaction.

. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to

modify this field.

. If you wish to create partial payments, change the payment amount lower than the amount due.
. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the

Vendor screen). Withheld amount will be computed based on the percentage entered in the Common Info > Company Location assigned to the
user > Purchase screen and displayed in the Withheld column of the selected transaction.

. Total Selected field from the header will be updated with the total payment amount of the selected transactions.
. Available Balance will display the computed amount of Balance - Total Selected.
. This is now ready for posting.

Here are the steps on how to create payable for multiple vendors:

[ IF V)

. From the Main Menu, expand Purchasing (Accounts Payable) and then select Pay Vouchers.
. Pay Vouchers screen will open showing all posted but unpaid vouchers on the grid.

Pay Vouchers

Undo Print Post Process Payment SelectDueDate Reload Export Close

Detail

Date Paid: 6/30/2016 Bank Account:  SAMPLE BANK v Balance: | 1,000,000.0C Payment Method: Check v

Q OpenVoucher 8§ Layout Q
Vendor ID Company Pay To Due Date  Voucher No. | Vendor Voucher No. Terms Voucher Total | Discount | Interest | Amou
CRACKEDMUG CRACKED MUG ~ CRACKED MUG ~ 7/30/2016  BL-120 [aVE 5% 10 NET 30 12.50 063 0.00
CRACKEDMUG CRACKED MUG ~ CRACKED MUG  7/30/2016  BL-119 M4 5% 10 NET 30 20.00 1.00 0.00
CRACKEDMUG CRACKED MUG ~ CRACKED MUG  7/30/2016  BL-118 -3 5% 10 NET 30 35.00 1.75 0.00
CRACKEDMUG CRACKED MUG ~ CRACKED MUG ~ 7/30/2016  BL-117 -2 5% 10 NET 30 15.00 075 0.00
CRACKEDMUG CRACKED MUG ~ CRACKED MUG  7/30/2016  BL-116 M- 5% 10 NET 30 10.00 0.50 0.00

Negative p... 9250 463

. Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar dropdown or by entering the date manually.
. Select a Bank Account where payments will be deducted. Bank Balance will be displayed.

. Select Payment Method. In any case that Check is selected, the Process Payment toolbar button will be enabled to allow printing of checks.

. Select transactions.

a. Click Select Due Date toolbar button to select all the payables that are currently due.

b. Manually check the corresponding checkbox of the selected transaction.

c. Check header checkbox to select all the transactions.

d. You can also filter transactions first by entering keyword on the filter field and then check the selected transaction.

. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to

modify this field.

. If you wish to create partial payments, change the payment amount lower than the amount due.
. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the

Vendor screen). Withheld amount will be computed based on the percentage entered in the Common Info > Company Location assigned to the
user > Purchase screen and displayed in the Withheld column of the selected transaction.



10. This is now ready for posting.

Pay Vouchers

Undo Print Post ProcessPayment Select Due Date Reload Export

Detail

Date Paid: 6/30/2016 [ Bank Account:  SAMPLE BANK ~ Balance: | 1,000,000.0C Payment Method: Check v

Q Open Voucher BB Layout Q| Filter Records (F3 ‘
Vendor ID Company PayTo Due Date  Voucher No. ‘ Vendor Voucher No. Terms Voucher Total | Discount | Interest  AmountDue | Payment | Witht
THEBREW THE BREW THE BREW 713072016 BL129 B4 5% 10 NET 30 25.00 1.25 0.00 25.00 o0
THEBREW THE BREW THE BREW 7302016 BL-128 83 5% 10 NET 30 55.00 275 0.00 55.00 0.00

| THEBREW THE BREW THE BREW. 7302016 BL-127 82 5% 10 NET 30 45.00 225 0.00 45.00 275

~| THEBREW THE BREW THE BREW. 713072016 BL-126 81 5% 10 NET 30 15.00 075 0.00 15.00 14.25
CQITTERS CCJITTERS CCJITTERS 713072016 BL125 ccs 5% 10 NET 30 55.00 275 0.00 55.00 0.00
COITTERS CCITTERS CCJITTERS 73012016 BL-124 cca 5% 10 NET 30 52.00 260 0.00 52.00 000
CQITTERS CCJITTERS CCJITTERS 713072016 BL-123 3 5% 10 NET 30 45.00 225 0.00 45.00 000

v| cqiTTERs CCJITTERS CCJITTERS 713072016 BL122 cc2 5% 10 NET 30 25.00 1.25 0.00 25.00 2375

v| camTerRs CCJITTERS CCJITTERS 7302016 BL-121 cc 5% 10 NET 30 2000 1.00 0.00 2000 19.00
CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-120 s 5% 10 NET 30 12.50 063 0.00 12.50 000
CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG ~ 7/30/2016  BL-119 a4 5% 10 NET 30 20,00 1.00 0.00 2000 0.00
CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-118 ™3 5% 10 NET 30 35.00 1.75 0.00 35.00 0.00

~| CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG ~ 7/30/2016  BL-117 w2 5% 10 NET 30 15.00 075 0.00 15.00 1azs [N

~| CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-116 Y5} 5% 10 NET 30 10.00 050 0.00 10.00 9s0 | |}
Check:4 260.718.36 2298 000 25921836 15211

@ ©@ © [ Edited

In any case that two or more transactions belongs to only one vendor who is subjected to a withholding, then withheld percentage will be
computed and deducted from the total payment of the selected transactions.

Here are the steps on how to create payable for multiple vendors:

1. From the Main Menu, expand Purchasing and then select Pay Vouchers.

2. Pay Vouchers screen will open showing all posted but unpaid vouchers on the grid.
Pay Vouchers
Undo Print Post Process Payment Select Due Date Reload Export Close
Detail
Date Paid: 6/30/2016 [ Bank Account:  SAMPLE BANK v Balance: | 1,000,000.0C Payment Method: Check v
Q OpenVoucher B3 Layout Q  Filter Records (F3) e
Vendor ID Company Pay To Due Date | Voucher No. | Vendor Voucher No. Terms Voucher Total | Discount | Interest = Amou
CRACKEDMUG CRACKED MUG CRACKED MUG 7/30/2016  BL-120 CM-5 5% 10 NET 30 12.50 0.63 0.00
CRACKEDMUG CRACKED MUG CRACKED MUG 7/30/2016  BL-119 ™M-4 5% 10 NET 30 20.00 1.00 0.00
CRACKEDMUG CRACKED MUG CRACKED MUG 7/30/2016  BL-118 ™-3 5% 10 NET 30 35.00 1.75 0.00
CRACKEDMUG CRACKED MUG CRACKED MUG 7/30/2016  BL-117 ™-2 5% 10 NET 30 15.00 0.75 0.00
CRACKEDMUG CRACKED MUG CRACKED MUG 7/30/2016  BL-116 ™1 5% 10 NET 30 10.00 0.50 0.00
Negative p... 92.50 4.63
3. Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar dropdown or by entering the date manually.
4. Select a Bank Account where payments will be deducted. Bank Balance will be displayed.
5. Select Payment Method. In any case that Check is selected, the Process Payment toolbar button will be enabled to allow printing of checks.
6. Select transactions.

a. Click Select Due Date toolbar button to select all the payables that are currently due.
b. Manually check the corresponding checkbox of the selected transaction.
c. Check header checkbox to select all the transactions.
d. You can also filter transactions first by entering keyword on the filter field and then check the selected transaction.
7. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to
modify this field.
8. If you wish to create partial payments, change the payment amount lower than the amount due.
9. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the
Vendor screen). Withheld amount will be computed based on the percentage entered in the Common Info > Company Location assigned to the
user > Purchase screen and displayed in the Withheld column of the selected transaction.



10. This is now ready for posting.

Pay Vouchers

Undo Print Post ProcessPayment Select Due Date Reload Export

Detail

Date Paid: 6/30/2016 [ Bank Account:  SAMPLE BANK ~ Balance: | 1,000,000.0C Payment Method: Check v

Q Open Voucher BB Layout Q| Filter Records (F3 ‘
Vendor ID Company PayTo Due Date  Voucher No. ‘ Vendor Voucher No. Terms Voucher Total | Discount | Interest  AmountDue | Payment | Witht
THEBREW THE BREW THE BREW 713072016 BL129 B4 5% 10 NET 30 25.00 1.25 0.00 25.00 o0
THEBREW THE BREW THE BREW 7302016 BL-128 83 5% 10 NET 30 55.00 275 0.00 55.00 0.00

| THEBREW THE BREW THE BREW. 7302016 BL-127 82 5% 10 NET 30 45.00 225 0.00 45.00 275

~| THEBREW THE BREW THE BREW. 713072016 BL-126 81 5% 10 NET 30 15.00 075 0.00 15.00 14.25
CQITTERS CCJITTERS CCJITTERS 713072016 BL125 ccs 5% 10 NET 30 55.00 275 0.00 55.00 0.00
COITTERS CCITTERS CCJITTERS 73012016 BL-124 cca 5% 10 NET 30 52.00 260 0.00 52.00 000
CQITTERS CCJITTERS CCJITTERS 713072016 BL-123 3 5% 10 NET 30 45.00 225 0.00 45.00 000

v| cqiTTERs CCJITTERS CCJITTERS 713072016 BL122 cc2 5% 10 NET 30 25.00 1.25 0.00 25.00 2375

v| camTerRs CCJITTERS CCJITTERS 7302016 BL-121 cc 5% 10 NET 30 2000 1.00 0.00 2000 19.00
CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-120 s 5% 10 NET 30 12.50 063 0.00 12.50 000
CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG ~ 7/30/2016  BL-119 a4 5% 10 NET 30 20,00 1.00 0.00 2000 0.00
CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-118 ™3 5% 10 NET 30 35.00 1.75 0.00 35.00 0.00

~| CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG ~ 7/30/2016  BL-117 w2 5% 10 NET 30 15.00 075 0.00 15.00 1azs [N

~| CRACKEDMUG CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-116 Y5} 5% 10 NET 30 10.00 050 0.00 10.00 9s0 | |}
Check:4 260.718.36 2298 000 25921836 15211

@ ©@ © [ Edited

In any case that two or more transactions belongs to only one vendor who is subjected to a withholding, then withheld percentage will be
computed and deducted from the total payment of the selected transactions.

Here are the steps on how to create payable for multiple vendors:

1. From the Main Menu, expand Purchasing and then select Pay Vouchers.
2. Pay Vouchers screen will open showing all posted but unpaid vouchers on the grid.

Pay Vouchers A0 x

Undo Print Post ProcessPayment SelectDueDate Reload Export = Close

Date Paid: |01/26/2016 | [| Bank Account: |Sample Bank ~ | Balance: | -223,260.38 | Payment Methad: -
Q OpenVoucher B8 Layout ~ Q
VendoriD | Company DueDate | Voucher... | Vendor Voucner... | Terms Voucher Tota... | Discount | Interest | AmountDu.. | Payment | Withneid... | Payment Metn.. | Reference Pe
0001005078 CrackedMug  02/0S/20.. BL3S asddadas Net 15 2000 000 000 2000 000 000
0001005078 CrackedMug  02/09/20.. VPRE-1 adassdasdad Net 15 50 0.00 000 300 000 0.00
0001005078 CrackedMug  02/09/20.. BLS& sdsada Net 15 12500 000 000 13500 000 000
0001005078 CrackedMug  02/09/20.. BLSS asdsadsa Net 15 14300 000 000 14300 000 000
0001005078 CrackedMug  02/09/20.. BLS% g jugfig Net 15 141.75 0.00 000 141.75 000 0.00
0001005079 CC Jiters 021020, BLE2 1238 Net 15 10000 000 000 10000 000 000
0001005079 CC Jiters 01126/20..  BL63 sadsad Net 15 10,00 000 000 10.00 000 000
0001005079 €C itters 02110720 BL64 12312413 Net15 50.00 000 000 50.00 000 000
< »
42,708.25 000 1020 4270675 000
® Q@ 0 E Ready

. Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar dropdown or by entering the date manually.
. Select a Bank Account where payments will be deducted. Bank balance will be displayed.
. Select Payment Method. In any case that Check is selected, the Print toolbar button will be enabled to allow printing of checks.
. Select transactions.
a. Click Select Due Date toolbar button to select all the payables that are currently due.
b. Manually check the corresponding checkbox of the selected transaction.
c. Check header checkbox to select all the transactions.
d. You can also filter transactions first by entering keyword on the filter field and then check the selected transaction.
7. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to
modify this field.
8. If you wish to create partial payments, change the payment amount lower than the amount due.
9. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the
Vendor screen). Withheld amount will be computed based on the percentage entered in the Common Info > Company Location assigned to the
user > Purchase screen and displayed in the Withheld column of the selected transaction.

o0 hA W



10. This is now ready for posting.

Pay Vouchers A0 x
Undo Print Post ProcessPayment SelectDueDate Reload Export = Close
0
Date Paid: | 01/26/2016 | Bank Account: Sample Bank « | Balance: | 22326038 | Payment Method: -
Q OpenVoucher B8 Layout ~ Q
VendoriD | Company DueDate | Voucher... | Vendor Voucner... | Terms Voucher Tota... | Discount | Interest | AmountDu. | Payment | Withneld... | Payment Metn.. | Reference Pe
0001005078 CrackedMug ~ 0Z00S/20.. BL39 Net 15 000 000 2000 000
0001005078 CrackedMug  02009/20.. VPRE-1 Net 15 0.00 000 0.00
0001005078 Cracked Mug __ 02/09/20.. BLS54 Net 15 12500 000 000 13500 000 000
~ 0001005078 CrackedMug  0203/20.. BLSS asdsadsa Net 15 1a3.00 000 000 143.00 14300 000
v 0001005078 CrackedMug ~ 02/09/20.. BLSY g jugfie Net 15 141.75 0.00 0.00 141.75 14175 0.00
.~ 0001005079  CCjiters 02110720 BL62 1238 Net 15 10000 000 000 10000 10000 500
0001005079 CC itters 0126/20.. BL63 sadsad Net 15 10,00 000 000 10.00 000 0.00
0001005079 CC jitters 02110/20..  BL64 12312413 Net 15 50.00 000 000 50.00 000 000
« >
42,708.25 000 102 42,706.75 000
QO [ Ready

1 Inany case that two or more transactions belongs to only one vendor who is subjected to a withholding, then withheld percentage will be
computed and deducted from the total payment of the selected transactions.

Here are the steps on how to create payable for multiple vendors:

Menu «|| & paysits
9 7 ]
 Favortes Vol M e =M
S 5vstem panager Undo Pt Post  SeectDuelate Reload  Cse
&5 Commen Info Date Paid: |06/16/2015 |3 Bank Account: | TE
S Dashboard
(£ General Ledger Q ViewBil £ Layout+ 7 [juan| e
5 Fnancil Reports [) Vendor>  Company DueDate  Bil#
(559 Cash Management B vo0r JuenDelCrz  07/15/20... BL45686
(& Credit Card Reconcition B voor JenDelCrz  07/16/20.. BL45687
Egtnventary B voor JunDekCrz  07/16/20.. BL4S68S
&gpurchasing B voor JunDel iz 07/16/20.. BL4S689
b B voor JunDek Gz 07/16/20.. BL45630
".B‘“:‘m Entry F v-o01 JuanDelaCruz  07/16/20... BL-45691
 Recurting Transactions
 Batch Posting
~rayais
 Pay 6ill Detalls @ % ()| Ready

VendorBil#  Tems
NV-103 5% 10 Net 30
v-200 5% 10 Net 30
v-201 5% 10 Net 30
w202 5% 10 Net 30
V203 5% 10 Net 30
V204 5% 10 Net 30

From the Main Menu, click Purchasing and then select Pay Bills.
Pay Bills screen will open showing all posted but unpaid bills on the grid.

v | Balance: |507,637.96

Bil Total
40000
10000
250,00
21500
150.00
95.00

1210

Discoun.
2000
500
1250
1075
750
475

Payment Method:

000
000
000
000
000
000

Interest  Amount Du.

40000
10000
250,00
215.00
150.00

95.00

1210

Payment  Withheld
000 000
000 000
000 000
000 000
000 000
000 000

Reference

Payment 1

3. Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar dropdown or by entering the date manually.
4. Select a Bank Account where payments will be deducted. Bank balance will be displayed.

5. Select Payment Method. In any case that Check is selected, the Print toolbar button will be enabled to allow printing of checks.
6. Select transactions.

o 0T

Q View Bill 2 Layout ¥ |Juan

Vendor ID
V-001
V-001
V-001
V-001
V-001

OooOEoOoO

V-001

modify this field.

Company
Juan Dela Cruz
Juan Dela Cruz
Juan Dela Cruz
Juan Dela Cruz
Juan Dela Cruz

Juan Dela Cruz

Due Date
07/15/20..
07/16/20..
07/16/20..
07/16/20..
07/16/20..
07/16/20..

X
Bill #
BL-45686
BL-45687
BL-45688
BL-45689
BL-45690
BL-45691

Vendor Bill # Terms

INV-103 5% 10 Net 30
INV-200 5% 10 Net 30
INV-201 5% 10 Net 30
INV-202 5% 10 Net 30
INV-203 5% 10 Net 30
INV-204 5% 10 Net 30

Bill Total
400.00
100.00
250.00
215.00
150.00

95.00

Discoun.
20.00
5.00
1250
1075
7.50
475

Interest

0.00
0.00
0.00
0.00
0.00
0.00

. Click Select Due toolbar button to select all the payables that are currently due.
. Manually check the corresponding checkbox of the selected transaction.
. Check header checkbox to select all the transactions.
. You can also filter transactions first by entering keyword on the filter field and then check the selected transaction.

Amount Du..  Payment
400.00 0.00
100.00 0.00
250.00 0.00
215.00 0.00
150.00 0.00

95.00 0.00

Withheld
0.00
0.00
0.00
0.00
0.00
0.00

If you wish to create partial payments, change the payment amount lower than the amount due.
. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the

Reference Memo

. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to

Vendor screen). Withheld amount will be computed based on the percentage entered in the System Manager > Company Preferences >
Accounts Payable screen and displayed in the Withheld column of the selected transaction.

10. This is now ready for posting.
i Pay Bils NIEE]
y [~ [ =] ~
v il
= v B &
Undo Print Post Select Due Date  Reload Close
Date Paid: | 02/17/2015 [d Bank Account:  AG v | Balance: 4,999,890.07 | Payment Method: | Check v
= 7 test vendor X
D Vendor ID ‘Company Due Date Bill # Vendor Bill # Terms Bill Total Discoun. Interest Amount Du.. Payment Withheld Reference
0000000001  Test Vendor 1 103/03/20. BL-45613 3% 5 Net 15 50.00 1.50 0.00 50.00 48.50 24.25
0000000001 Test Vendor 1 03/03/20.. BL-45614 3% 5 Net 15 12.55 0.38 0.00 12.55 1217 6.08
D 0000000001  Test Vendor 1 03/03/20. BL-45615 3% 5 Net 15 12.55 0.38 0.00 12,55 0.00 0.00
. ,
@ 3 ) Ready

1 Inany case that two or more transactions belongs to only one vendor who is subjected to a withholding, then withheld percentage will be

computed and deducted from the total payment of the selected transactions.

Here are the steps on how to create payable for multiple vendors:



1. From the Main Menu, click Accounts Payable > Activities. Then click on Pay Bills.

=3[ Accounts Payable

|l Pay Bills ES=1ES
B Acivies =
" Ereroioea 0D =2 2 =i
Undo  Print Post  Select Due Date Reload  Close
=1 Bill Batch Entry
Batch Posting Date Paid: 02/17/2015 [ Bank Account:  AG v Balance: 999,890.07 | Payment Method: | Check i\
(=] Print Checks -
[ Import Bills from Origin > E x
Bl Entry [], Vendor ID ‘Company Due Date Bill # Vendor Bill # Terms Bill Total Discoun.. Interest Amount Du.. Payment Withheld Reference
paid Bill History [F] 0000000001  Test Vendor 1 03/03/20... BL-45613 3%5 Net 15 50.00 1.50 0.00 50.00 0.00 0.00
(5] Recurring Transactions [F] 0000000001 Test Vendor 1 03/03/20.. BL-45614 3%35 Net 15 12.55 038 0.00 12555 0.00 0.00
(=] Purchase Order [C] 0000000001 Test Vendor 1 03/03/20... BL-45615 3%5 Net 15 12.55 0.38 0.00 12.55 0.00 0.00
] Maintenance
] Reports
] Accounts Receivable >
33| Help Desk @ 2 |/ Ready

2. Pay Bills screen will open showing all posted but unpaid bills on the grid.

3. Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar dropdown or by entering the date manually.

4. Select a Bank Account where payments will be deducted. Bank balance will be displayed.

5. Select Payment Method. In any case that Check is selected, the Print toolbar button will be enabled to allow printing of checks.

6. Select transactions.

a. Click Select All action button to check all the transactions.
b. Manually check the corresponding checkbox of the selected transaction.
c. Click Select Due toolbar button to select all the payables that are currently due.
d. You can also filter transactions first by entering keyword on the filter field and then check the selected transaction.
4, ' test vendor ]
| | Vendor ID Company Due Date Bl # Vi
|| 0000000001 — Test Vender 1 03,/03/20... BL-45613
|| OOOO0D0001  Test Vendor 1 03/03/20... BL-45614
7| 0000000001 Test Vendor 1 03,/03/20.. BL-45615

7. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to
modify this field.

8. If you wish to create partial payments, change the payment amount lower than the amount due.

9. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the
Vendor screen). Withheld amount will be computed based on the percentage entered in the Company Preference > Accounts Payable screen
and displayed in the Withheld column of the selected transaction.

10. This is ready for posting.

|l Pay Bills (=163
v, — _— ~
=V 5 O
Undo Print Post Select Due Date  Reload Close
Date Paid: | 02/17/2015 [ Bank Account: | AG v | Balance: 890.07 | Payment Method: | Check 2

A ¥ test vendor x

D Vendor ID Company Due Date Bill # Vendor Bill # Terms Bill Total Discoun.. Interest Amount Du.. Payment Withheld Reference
0000000001  Test Vendor 1 03/03/20.. BL-45613 3%5 Net 15 50.00 1.50 0.00 50.00 48.50 24.25
0000000001  Test Vendor 1 03/03/20., BL-45614 3% 5 Net 15 12.55 0.38 0.00 12.55 1217 6.08
[]: 0000000001  Test Vendor 1 03/03/20.. BL-45615 3% 5 Net 15 12.55 0.38 0.00 12.55 0.00 0.00

@ 20 ) Ready

1 Inany case that two or more transactions belongs to only one vendor who is subjected to a withholding, then withheld percentage will be
computed and deducted from the total payment of the selected transactions.

Here are the steps on how to create payable for multiple vendors:

1. From the Main Menu, click Accounts Payable > Activities. Then click on Pay Bills.

= 5 Accounts Payable

I Activities il Pay sils Al
(=)Pay Bils Detai — === g
LT T — \,ﬂ @ v ES Q A
(=3Bl Batch Entry Undo Pt Post  SelectDueDati Rebad Close
Batch Post =
B prit cheds Date Paid:  09/16/2014  [3 Bank Account: | AG v Balance: 192,123.6 | Payment Method: | Check | Check Nos
Import Bils from Origin
:Bm ey [ select Al [] Clear All szunt: ~ | Group By: ~ | Vendor: M
9 Mantenance VendorD Company DueDate  Bil # Terms Bil Total  Discount Interest  AmountDue Payment Withhek Reference Memo
Vendors | || ooo000.  SAMPLE. 09/16/20.. BL-3747.. Due on Recept 5,000.00 0.00 000 500000 000 000
BT Eun}t; """ - [[] 000000.. SAMPLE. 09/16/20.. BL-3747.. Due on Recept 200.00 0.00 0.00 200.00 000  0.00
9 Accounts Receivable
I Mantenance
(=) Customers
(5] Custormer Contact List
(= salesperson
(= Market Zone
(=) Statement Footer Message @ 2 | Edted

Pay Bills screen will open showing all posted but unpaid bills on the grid.
Date Paid will default to today’s date. Change date if necessary by selecting from the mini calendar dropdown or by entering the date manually.
Select a Bank Account where payments will be deducted. Bank balance will be displayed.
Select Payment Method. In any case that Check is selected, the Print toolbar button will be enabled to allow printing of checks.
Select transactions.
a. Click Select All action button to check all the transactions.
b. Manually check the corresponding checkbox of the selected transaction.
c. Click Select Due toolbar button to select all the payables that are currently due.

oo~ wn



d. You can also filter first the transactions by using the the fields for filtering and then check the selected transaction.

AP + | Group = i
Account: By: Vendor: v
7. Once a transaction is selected, Payment column will display the same amount as the Amount Due. If full payment is to be made, then no need to
modify this field.

8. If you wish to create partial payments, change the payment amount lower than the amount due.

9. Withheld column for the selected transaction will be filled in, if the vendor is subject to a withholding (Withholding option is checked from the
Vendor screen). Withheld amount will be computed based on the percentage entered in the Company Preference > Accounts Payable screen
and displayed in the Withheld column of the selected transaction.

10. This is ready for posting.
lall Pay Bills (=11t
ey 5 83

Undo Print Post  Select Due Dati Reload  Close

Date Paid:  09/16/2014 |[8 Bank Account:  AG ¥ Balance: 192,123.6 Payment Method:  Check ¥ Check No:
7] select Al Clear Al by : :
[ @ Fammis ¥ Group By: ¥ | Vendor: 2
Vendor ID  Company  Due Date Bill # Terms Bill Total Discount Interest Amount Due  Payment withhele Reference Memo
[T 000000.. SAMPLE 09/16/20. BL-3747... Due on Receipt 5,000.00 0.00 0.00 5,000.00 0.00 0.00
| [¥] 000000.. SAMPLE 09/16/20. BL-3747... Due on Receipt 200.00 0.00 0.00 200.00 200.00 56.00
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In any case that two or more transactions belongs to only one vendor who is subjected to a withholding, then withheld percentage will be
computed and deducted from the total payment of the selected transactions.



	How To Select Payments for Multiple Vendors

