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Quick Start: How To Pay For ltems With A Down Payment

Using A Credit Card

Summary

When purchasing items (or services), you sometimes are required to pay immediately with a

credit card.

Step-by-step guide

1. Create your item or service type Purchase Order

2. Copy it to a A/P Down Payment Invoice

[ z =
Vendor a1l No.  |Primary | 10008 -fo
Narme Beer Packaging Supplies Intl |
Contact Person
Vandor Ref, No.
Local Currency x
J Contents L 12 Attachments |
Ttem{Service Type Ttem Summary Type |Nc _5um_n_l-:ary_ '_"
#  Item Mo. Ttem Description Whsa Q...
1 = M50DS Bike Jersey 5 AL |
2 |5 M5010 Bobble Heads —+ Al
3 |=» M301S Ecttle Opener o+ Al
4 o M5D20 Booer = Al
5 =+ M525 Candles ¢ AL
& |=+ M5030 Barrel Glass =+ AL
7
£ ) 3
oot o Seles Employee Y5 Totsl Before Discount | $27.00
Ohiner .+ Kazimes, Reshad | Discotint [ o
Freight =
Rounding [
Tax
Total Payment Dus 5 27.00
Remarks
|_ oK | | Cancel | Copy From Copy To a
2 - G, Receipt PO
AP Invoice
&P Down Payment
Res. Inwvoice
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3. Bring up your payment means and switch to the Bank Transfer tab

> FE DR SMER LLEB

Dus Dats (12710714

Document Date |11/10/14

Attachments |
Ttem/Service Type I‘tem -| Summary Type !Nu Summary "’i
#  Ttem No Quantity Uinit Price | Discws | TaxC.. | Total (LC)
1 = M5005 ' 1 $5.0000| 000 BX | 4500 =]
1205 M5S0 i % 6. 000D 0.00 | = BEX % 6.00
13 = MS01% i S 80000 0.00 | = BEX % B.00
4 = MSDZD 1 £ 20000 0.00 = EX £ 2,00
5 = MS0ZS 1 £ 10000 | 0.00 = EX £ 1.00
& = MS030 1 £ 50000 | 0.0 = EX £ 5,00
F 0.00
L4 | b
Sales Employes =T
Sy !._N_D_ e v = Total Before Discount | £ 27.00
Owiner .+ Kazimes, Reshad | oPM (100 | ag | LZ?_'[B
[[] Rounding | £ 0.00
Tax [ o
|:| Payment Crder Run Totzl Payment Dus | g 7.00
Remarks | Based On Purchase Orders | S p— | |
HI: Balance Due | 5 27.00
h_ Add || Cancel | | CopyFrom ] Copy To

4. Select your credit card liability account in the G/L Account field
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5. Enter the Amount Due and click OK. Then Add the A/P Down Payment Invoice

Check | Bank Transfer |  CredtCard | Cash |
G/L Account = |22005-00 | Credit Card #1 [CORP)

1= R 2700}
Overzll Amount | ;2?'99: _ﬂ!’“ Discount % _ -I
Balance Due [ sZm
[ ox [ e | =P

6. Go back to the original Purchase Order and copy it to an A/P Invoice
7. You can then add the A/P Invoice (You can ignore the Zero Dollar notification
because we already pay for it, therefore this is correct)

You will now successfully create and pay for items and services with a credit card.
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