OSAS

PURCHASE ORDER

ENTERING A PREPAID CHECK ALREADY IN A/P
If an invoice already posted to AP/PO is paid by a manual check or transfer you can enter the check or transfer number against the invoice.
Step 1

Go to Purchase Order

Go to Pay Invoices
Go to Hold/Release Invoices
Enter the Vendor ID of the invoice that was paid.
Arrow to the invoice that was paid.

Hit R to prepay.  A box will appear.

Enter the check number or transfer number (for transfers I usually use the date as the check number ie: 102407).

Enter the date.

Repeat for all prepaid invoices.

Step 2

The next time checks are prepared, the prepaid checks will appear on the first page as Prepaid Checks.  The invoices listed will not have a check print when you print checks.  The only checks that will print are those listed under Checks to Print.
Print checks as normal.

When you post payments, the prepaid checks will post as well as the checks that actually printed.

