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Applying AP invoice to AR past due invoice
Go to Purchase Order/Accounts Payable
Go to Daily Work/Transactions
Go to Enter Orders/Purchases.

Enter a credit for the amount of the AP invoice or the amount that you will be applying to AR invoices.  Make sure to use the same invoice number as the AP invoice already posted so the two will clear each other out.
For the GL Acct Number-Enter a general expense account number. 

Run reports and post.

Now go to Sales Order

Go to Daily Work

Go to Transactions

Enter a credit invoice using the same invoice number as the AR invoice you are canceling out with the AP invoice.
Enter the date as today’s date.

Item ID-Hit enter.

Description-Enter “ Applying AP invoice due to invoices not paid”

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.

Run reports and post.

The AP invoice due the vendor in AP has now been backed out and paid to the customers AR invoice(s) that are due.

