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CLEARING A CREDIT PAID THROUGH AP/PO

Go to Purchase Order/Accounts Payable
Go to Daily Work/Transactions
Go to Enter Orders/Purchases.

You can use TEMP as the vendor ID since you probably won’t be issuing many more checks to this vendor.  If using TEMP – enter TEMP in vendor ID.  The system will generate a TEMP vendor ID number which is usually a +0000x number.  Type the name of the company and address in the next few lines.  Proceed entering the payable as usual.
Enter a purchase order for the amount of the credit.

For the GL Acct Number-Enter a general or miscellaneous sales account number. 

Enter the check amount and print the check.

Now go to Sales Order

Go to Daily Work

Go to Transactions

Enter an invoice using the same invoice number as the credit invoice.
Enter the date as today’s date.

Item ID-Hit enter.

Description-Enter “ to clear out credit paid through PO on check ???”

GL Code-If a code appears, blank it out by hitting the space bar.  At Sales Number enter the same GL account number used in AP, at COGS number enter the same GL account number, and at inventory number enter the same GL account number again.  Since you are only entering an amount and not a cost, the COGS and Inventory numbers will not be hit.

Enter the amount of the credit but as a positive number.

The customer’s account will show a negative amount and a positive amount with the same invoice number in detail history.  Since the invoice number now has a balance of zero it will clear out at month end.

