How to Post Payments via Pay Vouchers Screen

Posting Multiple Payments for Different Vendors

1. Select the payables to post for different vendors. (See How To Select Payments for Multiple Vendors)
2. Click Post button. Separate pay voucher detail records will be created for the posted payables.
a. If the transaction was fully paid, it will be removed from the list.

b. If the transaction was partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

Pay Vouchers

Process Paymen:  SefectDus Date  Reload Export = Close

Date Paid 10/1872017 | BankAccount _sample Bank | Payment Method | cneck | Balance sa77E9220
TowlSelected | 375,00
Avelleble Balence | 527731724
@PoyAl [ Cesral feport BView sampe X
P2y | Vendor D Company PayTo Due Date | Vouener No. | Vendor Voucher No| Commodsty | Terms Voucher Towl | Discoun: | Interest | amountDue | Paymen: | witnneld | Payment Mechod | Reference
I toosam2 SempleVendor | SampleVendor | 101&/20_ BL20BAT 1 None Due on Receine w000 oo 600 wos oo 0
vl toosa73 SempleVendor 2 SampleVendor2 10120, BL20B1 2 None Due on Receipt s 0o 000 wsw w0 ow
VI toosazs SampleVendor3 SampleVendor3 10MEZ0. BLE0B 3 None Due on Receips 1000 oo ooo 000 o0 00
Bateh Posting Details
Qopen Repor  BView [Fiker (F3)
Record No
| Pavary p—
| Pavaie ccessiuly posted
| Pav31s Transaction successtul posted
Posted=3  Failed =0
? @ O B Ready
‘ »
crecics me e o w0 wsm
T @ 0 6 Edied

Posting Multiple Payments for the Same Vendor

ne Voucher per Payment option is Uncheck

1. Be sure that One voucher per payment option is unchecked in Vendor Entity | Vendor | Vendor tab.

‘Vendor - Sample Vendor 1

Mew Save Search Refresh Delets Undo  Additional + Close

Entity | Wendor | General Locations | Comsacts | Split | Farm | Hisory | Messages | Activities(D) = Amachments(3) | Auditlog(l)  Eniny Type

Detail | Credit Card Recondiliation | Taxing | Pricing | Lien Holder

Store
Type Company «| Taxno
Vendor Account No Tax State v
GL Account 60000-0000-000 - TaxCade
Currency < usp ~| Withholding
Credit Limit 0.00 FLOI
Parent Vendor

~| LegacyVendorID 1005472

Payment Methad Payment Control

Ship From Sample Vendor 1 Location M
Pay To Address

v Active Hold
Ssmple Vendor 1 Location v Always Discount | One voucher per payment
Ship Via - ————.

2. On Pay Voucher screen, select multiple payables for the vendor (see How To Select Payments for Multiple Vendors).
3. Click Post button. Only one pay voucher detail record will be created for all the selected transactions.

Pay Vouchers

Undo Post Process Payment  SelectDus Date  Reload  Export -

Deal

DatePaid qg132017 | BankAccoun:  Semple Bank < Payment Method |cneck ~| Batance s211311.24
Towlselectzd | 21000
Avsilatle Balance | 527710724
2 Payal [ Qear sl Reps sample *
pay | venor D Com PayTo DueDas | vous ey | Terms Voueher T AmouncDue | payment | Witmheia | payment Mesnoa | Reference
vl for 1 Sample Vendar 1 10/18/20.. 2 Nene Dus on Receipt 5000 5000 000
o Sample Vendort 1012120, 3 None Due o 7500 000 000 7500 7500 000
vl 100572 E Vendor 1 Sample Vendor 1 10/18/20.. N Nene Due on Receipt 200 000 000 2200 8500 000
| eavaz
Posied =1 Failed =0
7 © O B Reawy
‘ »
crece 21000 0w oo 2000 2000
? @ 9 E& swea

If the transaction was fully paid, it will be removed from the list.

If the transaction was partially paid, it will not be removed from the list, but the Amount Due will update.
. The balance of the selected Bank Account will also update.
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ne Voucher per Payment option is Check

1. Be sure that One voucher per payment option is checked in Vendor Entity | Vendor | Detail tab.

‘Vendor - Sample Vendor 1

MNew Save Search Refresh Delete Undo Additional = Close
Ertity | Vendor | General | Locstions | Comwacs | Spiit | Farm | History | Messages | Activides{0) | Amschments(D) | Auditlog(l] | Emity Type

Detsil | CreditCard Reconcilistion | Taxing | Pricing | Lien Holder  Store

Type Company ~| TaxNo

Wendor Account No TaxState v
GL Account 50000-0000-000 ~ TaxCode

Currency +UsD ~| Withholding

Credit Limit 000 FLOID

Parent Vendor | LegecyVendor ID |10

Payment Meihad ~ Payment Control

Ship From Sample Vendor 1 Location v v Active

Fay To Address Sample Yendor 1 Location - Alwiays Discount

Ship Via v

Defzult Terms Exposure Inquiry

+ Due on Receipt v

2. On Pay Voucher screen, select multiple payables for the vendor (see How To Select Payments for Multiple Vendors).
3. Click Post button. Separate pay voucher detail records will be created for all the selected transactions.

a. If the transaction is fully paid, it will be removed from the list.
b. If the transaction is partially paid, it will not be removed from the list, but the Amount Due will update.
¢. The balance of the selected Bank Account will also update.

Pay Vouchers
Unda ProcessPayment SalectDus Date Relosd  Bxpore+  Close
)
DatePaid 1o/1a/2017 | BNKACEOUN  Chase Benk-IN | Payment Method |cnecc ~| Balance 5
TowlSelected | 21500
Available Balence | 527535224
[ PayAl [ Cesral Repore B View  ssmple *
Pay | Vendor 1D Company PayTo Due Date | Vousher No. | Vendor Vousher o] Commociey | Terms Vouener Tora! | Discounc | imerest | amountDue | Rayment | winneis | payment Mecnos | Reterence
W 1008472 SempleVendor | SampleVendor 1 10/1&/20.. BL2084E 5 Nene Dus on Receipt e 000 000 L 5.0 000
o 100872 SampleVendor | SampleVender ! 104220, ELI0ELS & None Due on Receipt .00 000 000 000 €0.00 000
vl 100572 SampleVendor | SampleVendor1 1018720 BL208S0 7 None Due on Receipt 7000 000 000 7000 7000 000
Batch Posting Details
Gose
Desat
Q open Report 88 View | Fifter (F3)
Racori o Deserpson
pav-221 Transaction successtuly posted
pavaz2 Transacdonsuccessfuly posted
pavaz Transacson successtuly postac
Posied =3 Failed =0
7 @ O B Reay
‘ »
Cracc2 mo 0w ow s 2500
70 0 E Sewd

Posting Multiple Payables for Different Vendors

1. Select the payables to post for different vendors. (See How To Select Payments for Multiple Vendors)

Pay Vouchers

Undo Print Post Process Payment Select DueDate Reload Export.

Detail
Date Paid: 6/30/2016 [ Bank Account:  SAMPLE BANK v | Balance: | 1,000,000.0¢ Payment Method: | Check v
Q OpenVoucher B3 Layout Q4 Filter Rec b
| VendorID Company PayTo DueDate  Voucher No. | Vendor Voucher No, Terms Voucher Total | Discount | Interest | AmountDue  Payment | Withk
v/| THEBREW THE BREW THE BREW 7/30/2016  BL-126 TB8-1 5% 10 NET 30 15.00 0.75 0.00 15.00 1425 -
| CQITTERS CCJITTERS CCJITTERS 7/30/2016  BL-125 s 5% 10 NET 30 55.00 275 0.00 55.00 0.00
| COITTERS CCJITTERS CCJITTERS 7/30/2016  BL-124 cc4 5% 10 NET 30 52.00 260 0.00 52.00 0.00
| corTeRs CCJiTTERS ccJiTTERs 73012016 BL123 cc3 5% 10NET 30 45.00 225 000 45.00 000
| coTERs CCJiTTERS ccJiTTERs 73012016 BL122 cc2 5% 10NET 30 2500 125 000 2500 000
V| camers. CCJTTERS CCiTTERS 73012016 BL121 cc 5% 10 NET 30 2000 1.00 000 20,00 19.00
| CRACKEDMUG ~ CRACKEDMUG  CRACKEDMUG  7/30/2016  BL-120 cms 5% 10 NET 30 1250 063 0.00 1250 0.00
| CRACKEDMUG ~ CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-119 cm4 5% 10NET 30 2000 1.00 0.00 20,00 0.00
| CRACKEDMUG ~ CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL-118 M3 5% 10NET 30 3500 175 000 3500 000
| CRACKEDMUG ~ CRACKEDMUG ~ CRACKEDMUG  7/30/2016  BL117 M2 5% 10 NET 30 15.00 075 000 15.00 000
v| CRACKEDMUG 'CRACKED MUG CRACKED MUG 7/30/2016  BL-116 w1 5% 10 NET 30 10.00 0.50 0.00 10.00 9.50
| 0001005002 Frito-Lay Corporate Offic ~ 6/7/2016  BL-115 155423 Net 30 480.00 000 000 480.00 000
| 0001005040 Agrium US Headquarters  5/26/2016  BL-109 12323232 Net 30 744.50 0.00 0.00 244.50 0.00
| 0001005135 Joe Ag Joe Ag 4/26/2016  BL-107 437689 Net 15 30,500.00 0.00 0.00 30,500.00 0.00
Check: 4 260,718.36 2298 0.00 259,218.36 7136
@ © O [ Edied
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2. Click Post button. Separate voucher detail records will be created for the posted payables.

Batch Posting Details

Close

Details

Q Open BB Layout Q. Filter Records (F3)

Record No Description
- ransaction successfully posted.
PAY-79 T i fully posted
- ransaction successfu osted.
PAY-80 T i fully posted
- ransaction successfu osted.
PAY-81 T i fully posted
- ransaction successfully posted.
PAY-82 T i full d

Posted=4 Failed=0
@ @ O b4 Ready

a. If the transaction was fully paid, it will be removed from the list.
b. If the transaction was partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

Posting Multiple Payables for the Same Vendor

One Voucher per Payment option is Unchecked

1. Be sure that One voucher per payment option is unchecked in Entity | Vendor | Vendor tab.
Entity - CC JITTERS A 0O X

New Save Search Refresh Delete Undo Additional Close
Entity ~General | Vendor Split Farm Locations Contacts Comments(0) History ~Attachments(0) ~Messages Custom  Audit Log (1)

Detail | Credit Card Reconciliation  Taxing

Type: Company ~ | Approval List: iRely Admin hd
Vendor Account No: Tax No:
GL Account: v TaxState: v
Currency: usb v Tax Code:
Credit Limit: 500,000.00  Withholding:
Parent Vendor: v FLOId:
Payment Method: v Legacy Vendor ID: | CCJITTERS
Terms 5% 10 NET 30 v Payment Control
Ship Via: Truck v « Active
Pay To Address: CCJITTERS v Always Discount
Ship From: CCJITTERS ~ EFT
Setup Hold
Transport Terminal
©@ O 4 Ready page | 1 of1

2. On Pay Voucher screen, select multiple payables for the vendor (see How To Select Payments for Multiple Vendors).

Pay Vouchers

Undo Print Post Process Payment Select Due Date Reload Export

Detail
Date Paid: 6/30/2016 [ Bank Account: |SAMPLE BANK v Balance: | 999,928.64 = Payment Method: Check v
Q Open Voucher B8 Layout @ Filter Records (F3) b
| Vendor ID Company Pay To Due Date Voucher No. | Vendor Voucher No. Terms Voucher Total Discount Interest Amour
v| CQITTERS CCJITTERS CCJITTERS 7/30/2016  BL-125 CC5 5% 10 NET 30 55.00 275 0.00
v| CQITTERS CCJITTERS CCJITTERS 7/30/2016  BL-124 cc4 5% 10 NET 30 52.00 2.60 0.00
v| CQITTERS CCJITTERS CCJITTERS 7/30/2016  BL-123 CC3 5% 10 NET 30 45.00 225 0.00
v| CQITTERS CCJITTERS CCJITTERS 7/30/2016  BL-122 cc2 5% 10 NET 30 25.00 1.25 0.00
« ,
Check: 3 260,644.75 2073 ¢
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3. Click Post button. Only one voucher detail record will be created for all the selected transactions.

Batch Posting Details

Close
Details
Q Open 88 Layout Q. |Filter Records (F3)
Record No Description
v| PAY-89 Transaction successfully posted.
Posted=1 Failed=0
@ ©® O E Ready

a. If the transaction was fully paid, it will be removed from the list.
b. If the transaction was partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

One Voucher per Payment option is Checked

1. Be sure that One voucher per payment option is checked in Entity | Vendor | Detail tab.

Entity - CRACKED MUG

New Save Search Refresh Delete Undo Additional Close
Entity ~General = Vendor Split Farm Locations Contacts Comments(0) History —Attachments(0) Messages Custom  Audit Log(2)
Detail | Credit Card Reconciliation | Taxing
Type: Company ~ | Approval List: iRely Admin v
Vendor Account No: Tax No:
GL Account: v | Taxstate: v
Currency: usD v | TaxCode:
Credit Limit: 500,000.00 Withholding:
Parent Vendor: v| FLOId:
Payment Method: v | Legacy Vendor ID:  CRACKEDMUG
Terms 5% 10 NET 30 | Payment Control
Ship Via Truck Y| v Adive
Pay To Address: CRACKED MUG - Always Discount
Ship From: CRACKED MUG v EFT
SEED Hold
Transport Terminal ¥ One voucher per payment
© O 4 Edied page | 1] of1
2. On Pay Voucher screen, select multiple payables for the vendor (see How To Select Payments for Multiple Vendors).
Pay Vouchers
Undo Print Post ProcessPayment SelectDueDate Reload Export
Detail
Date Paid: 6/30/2016  [71 BankAccount: SAMPLE BANK v | Balance: | 999,928.64 ~ Payment Method: Check v
Q OpenVoucher B8 Layout Q. Filter Records (F3) b3
| VendorID Company Pay To Due Date | Voucher No. | Vendor Voucher No. Terms Voucher Total | Discount Interest | Amour
v| CRACKEDMUG CRACKEDMUG ~ CRACKED MUG  7/30/2016  BL-120 s 5% 10 NET 30 12.50 0.63 0.00
v| CRACKEDMUG CRACKEDMUG ~ CRACKED MUG  7/30/2016  BL-119 (a2 5% 10 NET 30 20.00 1.00 0.00
v| CRACKEDMUG CRACKEDMUG ~ CRACKED MUG  7/30/2016  BL-118 a3 5% 10 NET 30 35.00 1.75 0.00
v| CRACKEDMUG CRACKED MUG CRACKED MUG 7/30/2016  BL-117 ™2 5% 10 NET 30 15.00 0.75 0.00
‘ »
Check: 3 260,644.75 2073 C
(@ @ U [ Edited
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3. Click Post button. Separate voucher detail records will be created for all the selected transactions.

Batch Posting Details

Close

Details

Q open BB Layout Q Filter Records (F3)

Record No Description
| PAY-90 Transaction successfully posted.
| PAY-91 Transaction successfully posted.
| PAY-92 Transaction successfully posted.
| PAY-93 Transaction successfully posted.

Posted =4 Failed=0

@ © U 4 Ready
a. If the transaction is fully paid, it will be removed from the list.
b. If the transaction is partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

Posting Multiple Payables for Different Vendors

1. Select the payables to post for different vendors. (See How To Select Payments for Multiple Vendors)

Pay Vouchers A O x
Undo Print Post ProcessPayment SelectDueDate Reload Export - Close
Decal
Date Paid: | 01/26/2016 || Bank Account:  sample Bank | Balance: | -223,260.38 | Payment Method: -
@ Openvoucner 83 Layout Q. |Filter Records (F3)
VendoriD | Company DueDate | Voucher... | Vendor Voucher... | Terms Voucher Tota. | Discount | Interest | AmountDu.. | Payment | Wihheld... | Payment Metn.. | Reference 2
0001005078  Cracked Mug 02/05/20...  BL-39 asddadasd Net15 20.00 0.00 0.00 20.00 0.00 0.00
0001005078 CrackedMug  0209/20.. VPRED adassdasdad Net 15 50 000 000 300 000 000
0001005078  Cracked Mug 02/05/20. BL-54 sdsada Net 15 135.00 0.00 0.00 135.00 0.00 0.00
~ 0001005078 Cracked Mug 02/09/20...  BL-55 asdsadsa Net 15 143.00 0.00 0.00 143.00 143.00 0.00
0001005078 CrackedMug  02/09/20.. BLSS g jugfe Net 15 14175 000 000 14175 000 000
v 0001005079  CC itters 02/10/20...  BL-62 1234 Net 15 100.00 0.00 0.00 100.00 100.00 5.00
0001005078 CC Jicers 0126720, BLS3 sadsad Net 15 1000 000 000 1000 000 000
0001005073 CC Jitters. 02/10/20. BL-64 12312413 Net 15 50.00 0.00 0.00 50.00 0.00 0.00
«J »
42,708.25 0.00 1020 42,706.75 0.00
® @ Q = Ready

2. Click Post button. Separate pay voucher detail records will be created for the posted payables.

Batch Posting Details

Close

Details

Q, Open B8 Layout Q, |Filter Records (F3)

Record No Description
| PAY-44 Transaction successfully posted.
| PAY-45 Transaction successfully posted.

Posted=2 Failed=0
@ © O [ Ready

a. If the transaction was fully paid, it will be removed from the list.
b. If the transaction was partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

Posting Multiple Payables for the Same Vendor

One Voucher per Payment option is Unchecked
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1. Be sure that One voucher per payment option is unchecked in Entity | Vendor | Detail tab.

x|

1 Entif C Jitters A O
]l New Save Search Refresh Delete Undo Additional + Close
Entity = Vendor | Split ~Farm  Locations = Contacs = Comments(0) | History = Amachments(0) Custom | Audit Log (3)
Detail Credit Card Recondiliation = Taxing
Type: Company «  Approval List: ~  Payment Control
Vendor Account No: Tax No:
» Active
GL Account: wv Tax State: ~
Always Discount
Currency: v Tax Code:
Y. usD EFT
Credit Limit: 0.00 Print 1099: Yes
Hold
Pay To: w1099 Name:
v CClitters 1099 One voucher per payment
Payment Method: ~ 1099 Form: 1099-MISC v
Terms Net 15 v 1099 Type: Direct Sales
Setup
Ship Via: v Federal Tax ID:
Bill To: C Jitters « WO Signed: = Transport Terminal
Ship From: C Jitters ~ Withholding: v/
Legacy Vendor ID: 0001005079 FLO 1d:
(G4 [<1 Ready Page 1] of1
2. On Pay Voucher screen, select multiple payables for the vendor (see How To Select Payments for Multiple Vendors).
Pay Vouchers ~ O X
Undo Prin Post ProcessPayment SelectDucDote Rekod  Export - Guse
Detail
Date Paid: |01/26/2016 [ Bank Account: sample Bank v | Balance: | -223,260.38 | Payment Method: -
Q OpenVoucher B3 Layout Q F
Vendor ID Company Due Date: Voucher ... Vendor Voucher ... | Terms Veoucher Tota... | Discount Interest Amount Du.. Payment | Withheld... | Payment Meth.. | Reference Pa
0001005078  Cracked Mug 02/05/20.. BL-39 asddadasd Net 15 20.00 0.00 0.00 20.00 0.00 0.00
00005078 CrackedMug  G20970.. VPRE1  odassdasded  NetiS a0 om o 3 )
00100507 CrockedMug 020970 BL5:  sdsads Net s 500 o0 oo 1m0 oo om
001005078 Crackeahug 020970 BLSY  gin jugtis Net 15 s oo oo 1aizs oo ow
v 0001005079  CC jitters 01/26/20.. BL-63 sadsad Net 15 10.00 0.00 0.00 10.00 0.00 0.00
v 0001005079  CC itters 02/10/20.. BL-62 12312413 Net 15 50.00 0.00 0.00 50.00 0.00 0.00
<l »
a7 oo 1020 a7sTs oo
® @ Q 5 Reaty

3. Click Post button. Only one pay voucher detail record will be created for all the selected transactions.
)
Batch Posting Details

Close

. Details

| Q, Open B8 Layout Q. |Filter Records (F3)

Recaord Mo

PAY-45

Posted =1

Failed =0

Description

Transaction successfully posted.

@]

1=

f~] Ready

a. If the transaction was fully paid, it will be removed from the list.
b. If the transaction was partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

One Voucher per Payment option is Checked
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1. Be sure that One voucher per payment option is checked in Entity | Vendor | Detail tab.

Entity - Cracked Mug A O x
New Save Search Refresh Deiete Undo Addi ~ Cose
Entity | Vendor | Split | Farm Locations | Contacts =~ Comments(0) History = Attachments(0) Custom | Audit Log(10)
Detail Credit Card Reconciliation Taxing
Type: Company v | Approval List | iRely Admin v | | Payment Control
Vendor As tNo: Tax No:
GL Account: 60000-0000-003 v | Tax State:
| Always Discount
C - ~ | Tax Code:
urrency usD ax Code: -
Credit Limit: 0.00 Print 1099: Yes v
Pay To: v | 1099 Name: 1099 Cracked
Payment Method: ~ | 1099 Form: 1099-MISC bt
Terms Net 15 v | 1099 Type: Direct Sales.
Setup
Ship Via: v | Federal Tax ID:
1 sinte: Location 1 ~ | W Signed: B Transport Terminal
Ship Fram: Location 1 ~ | Withholding:
Legacy Vendor ID: 0001005078 FLOd:
@ @ O = Ready Page 1] of1
2. On Pay Voucher screen, select multiple payables for the vendor (see How To Select Payments for Multiple Vendors).
Pay Vouchers A MO x
Undo Prine Post ProcessPaymene SelectDucDare Rekoad Bxport - Close
Date Paid: | 01/26/2016 [ Bank Account:  Sample bank w | Balance: | -223260.38 | Payment Method: v
Q OpenVoucher 3 Llayout Q| Filter Re 3
v 0001005078 Cracked Mug 02/09/20..  BL-54 sdsada Net15 135.00 0.00 0.00 135.00 135.00 0.00
< »
® 6

3. Click Post button. Separate pay voucher detail records will be created for all the selected transactions.
| Batch Posting Details

Close

Details

Q, Open

88 Layout

Record No

PAY-47
PAY-48

Description
Transaction successfully posted.

Transaction successfully posted.

Posted =2

Failed =0

- p
@ a o
= S

a. If the transaction is fully paid, it will be removed from the list.
b. If the transaction is partially paid, it will not be removed from the list, but the Amount Due will update.
c. The balance of the selected Bank Account will also update.

[~ Ready

Posting Multiple Payables for Different Vendors
Here are the steps on how to post multiple payables for different vendors.

1. Select the payables to post for different vendors. (See How To Select Payments for Multiple Vendors)
2. Click Post button.

| Pay Bils

[

: %?' dggﬁ a!’Z

| Undo Print Post | Sels

3. All the selected transaction will be posted.
a. If the transaction is fully paid, it will be removed from the list.
b. If the transaction is partially paid, it will not be removed from the list, but the Amount Due will update.
c. Check created pay bills. Separate pay bill records are created for the posted payables.
d. The balance of the selected Bank Account will also update.

Posting Multiple Payables for the Same Vendor
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Here are the steps on how to post multiple payables for the same vendor:

1. Select the payables to post for the same vendor (see How To Select Payments for Multiple Vendors).
2. Click Post button.

|l Pay Bills
- [ == |
.
4 = | v
Undo Print Past Sel

3. All the selected transaction will be posted.
a. If the transaction is fully paid, it will be removed from the list.
b. If the transaction is partially paid, it will not be removed from the list, but the Amount Due will update.

c. Check created pay bills. Only one pay bill record is created for all the selected transactions.
d. The balance of the selected Bank Account will also update.
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