OSAS

PURCHASE ORDER

CREDIT CARD PURCHASES

The purchase order is made for the original vendor (example Response Computer Group) but needs to be paid by the credit card (Master Card, Visa, American Express, etc.)
Step 1

Go to Purchase Order
Go to Daily Work
Go to Enter Orders
Receive Goods as normal

When ready to invoice the PO enter the purchase order number of the vendor that is to be paid by a credit card.  
Invoice as normal.
At T for totals and I for invoice enter the amount being paid and the check number.  Use a check number that you can correspond with a certain credit card (ie:  American Express – check number 55555)  The balance due on the invoice will be zero.

Note: If the PO has already been posted, go to Pay Invoices, Hold/Release Invoices, enter vendor ID, and hit R to prepay using a check number that you can correspond with a certain credit card (ie: American Express – check number 555555) and enter a date.

Step 2 
Go to Purchase Order
Go to Daily Work
Go to Enter Returns
Using #2, Goods Returned and Debited
Use the same vendor ID used in step 1.

Do not enter an inventory item ID, instead hit enter and go to description.

For the description, enter “To cancel and put to American Express (or whatever credit card you used).

Enter the same GL account number as you used in step 1.

Enter the quantity as 1 and the same amount as used in step 1.
At T for totals and D for debit memo enter the amount being paid and the check number.  Use the same check number that you used in step 1 that corresponds with the credit card.

The balance due on the debit memo will be zero.

Step 3

Go to Purchase Order
Go to Daily Work
Go to Enter Orders
Using #3, enter the PO, receive and invoice all at the same time.

Use the credit card vendor ID.

Do not enter an inventory item ID, instead hit enter and go to description.

For the description, enter the original vendor name.

Enter the same GL account number used in step 1 and 2.

Enter the quantity as 1 and the same amount as used in step 1 and 2.

At T for totals and I for invoice the amount that appears should be the amount owed to the credit card company.  DO NOT PREPAY. 

Run the purchase journal, debits journal, receipts and invoice journal, and post as normal.

