OSAS.

ACCOUNTS PAYABLE 

CLEARING AP CREDIT FROM OPEN INVOICES WITH AR OPEN INVOICES
To apply an AP vendor credit to open invoices in AR:

1. Go to Accounts Payable/Purchase Order 
2. Go to Daily Work.
3. Go to Transactions/Enter Orders
 
4. 1-Purchases/Or #3 (PO)
5. Enter the Invoice number showing on the credit memo already in AP Open Invoices.  If more than one credit memo needs to be cleared please enter each separately.
6. Date-Use today’s date or the date of the credit memo.  Remember to check that the GL Period is correct if using a date other than today’s date.
7. If all other information is correct, Page down.
8. Item ID-Hit enter to skip this field.
9. Description-Enter a description about this transaction (TO CLEAR CREDIT MEMO WITH OPEN AR INVOICES).
10. GL Account-Enter the GL account number for AR 
11. Quantity-Enter 1.
12. Unit Cost-Enter the same amount as the credit memo but as a positive.
13. Page down.
14. Item ID-Hit F7 to exit to the edit screen.
15. T for totals.
16. Amt Paid-Enter the amount of the invoice.
17. Via Check No-Enter a fake check number like the date.
18. Payment Date-Enter today’s date or the date of the credit memo.  
19. Page down.
20. The invoice to clear the credit memo has now been entered.  The Purchase Journal will need to be printed and posted.  This will put the prepaid invoice in hold/release of AP.  
21. Go to Pay Invoices.
22. Go to Hold/Release.
23. Enter the credit memo’s vendor ID.
24. With the cursor to the left of the credit memo, hit R to prepay the credit memo.  
25. Check No-Enter the same check number used in #17 above.
26. Date-Enter today’s date or the date of the credit memo.
27. The credit memo has now been prepaid with the same check number as the invoice entered to clear this credit memo.  The next time checks are prepared, this prepaid check will be processed and posted.
Go to AR

Go to Daily Work

Go to Cash Receipts
Enter Customer ID that you want to apply the AP credit to.

Enter the Payment amount that you want applied to invoices (should be the same as the invoice entered in AP to offset the AP credit).

Enter the payment method 

Enter the check number (date or same fake check number used in AP)

Hit A to apply invoices.
Run reports and post.

AP invoice posted to AR GL Account number as a debit.

AR cash receipt went to AR GL Account number as a credit.

Amount that hit AR GL account number = 0

