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Accounts Payable Officer- Job Aid
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[bookmark: _Toc976084672][bookmark: _Toc801655644][bookmark: _Toc2131727902][bookmark: _Toc1925423838][bookmark: _Toc534768240]Processing Supplier Documents
This section contains step-by-step instructions you can use when handling supplier documents in MYOB Acumatica.

[bookmark: _Toc863658818][bookmark: _Toc937885282][bookmark: _Toc1627922533][bookmark: _Toc1244837872][bookmark: _Toc2071333291]Entering a Bill in the Base Currency with Item Quantities and Unit Costs
1. Open the Bills and Adjustments (AP301000) form.
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	To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Bill.
1. Enter the date of the supplier document that the bill is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier the document is from.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date.
Review these settings and make any needed changes.
1. Ensure that the Currency box correctly displays the base currency.
1. On the Details tab, for each detail line of the bill, click Add Row on the table toolbar, and do the following:
1. In the Branch column (if it appears), make sure that the system has specified the correct branch.
1. In the Inventory ID column, select the required item.
1. In the Quantity column, enter the quantity of the line item purchased from the supplier.
1. In the Unit Cost column, enter the cost of each specified unit.
1. In the Account column, make sure that the specified account is correct.
1. If needed, in the Subaccount column, specify the subaccount.
1. On the form toolbar, click Save to save the bill.

[bookmark: _Toc709443942][bookmark: _Toc1981584115][bookmark: _Toc1846829449][bookmark: _Toc1493412124][bookmark: _Toc1617977902]Entering a Bill in the Base Currency with Line Totals
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Bill.
1. Enter the date of the supplier document that the bill is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier the document is from.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. Review these settings and make any needed changes.
1. Make sure to select the base currency in the Currency box.
1. On the Details tab, for each detail line of the bill, click Add Row on the table toolbar, and do the following:
1. In the Branch column (if it appears), make sure that the system has specified the correct branch.
1. In the Ext. Cost column, enter the total amount for the line.
1. In the Account column, make sure that specified account is correct.
1. If needed, in the Subaccount column, specify the subaccount.
1. On the form toolbar, click Save to save the bill.

[bookmark: _Toc905994737][bookmark: _Toc1143190019][bookmark: _Toc1694135559][bookmark: _Toc1765031292][bookmark: _Toc2130237615]Entering a Bill in a Foreign Currency with Item Quantities and Unit Costs
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Bill.
1. Enter the date of the supplier document that the bill is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date.
Review these settings and make any needed changes.
1. In the Currency box, check that the selected currency matches the currency of the supplier document. If it does not, select the needed currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, for each item of the bill, click Add Row on the toolbar, and do the following:
2. In the Branch column (if it appears), make sure that the system has specified the correct branch.
2. In the Inventory ID column, select the item.
2. In the Quantity column, enter the quantity of the line item purchased from the supplier.
2. In the Unit Cost column, enter the cost of each specified unit.
2. In the Account column, make sure that the specified account is correct.
2. If needed, in the Subaccount column, specify the subaccount.
1. On the form toolbar, click Save to save the bill.

[bookmark: _Toc1309164323][bookmark: _Toc210508489][bookmark: _Toc318718871][bookmark: _Toc1265642146][bookmark: _Toc1913352311]Entering a Bill in a Foreign Currency with Line Totals
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Bill.
1. Enter the date of the supplier document that the bill is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. Review these settings and make any needed changes.
1. In the Currency box, make sure that the selected currency matches the currency of the supplier document. If it does not, select the needed currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, for each detail of the bill, click Add Row on the table toolbar, and do the following:
2. In the Branch column (if it appears), make sure that the system has specified the correct branch.
2. In the Ext. Cost column, enter the total amount for the line.
2. In the Account column, make sure that specified account is correct.
2. If needed, in the Subaccount column, specify the subaccount.
1. On the form toolbar, click Save to save the bill.

[bookmark: _Toc643785602][bookmark: _Toc77659538][bookmark: _Toc2049637975][bookmark: _Toc495575523][bookmark: _Toc1380495223]Entering a Credit Adjustment with Item Quantities and Unit Costs
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Credit Adj.
1. Enter the date of the supplier document that the credit adjustment is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date.
Review these settings and make any needed changes.
1. In the Currency box, make sure that the selected currency matches the currency on the supplier debit memo. If it does not, select the needed currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, for each item of the credit adjustment, click Add Row on the toolbar, and do the following:
2. In the Branch column (if it appears), make sure that the system has specified the correct branch.
2. In the Inventory ID column, select the required item.
2. In the Quantity column, enter the quantity of the line item.
2. In the Unit Cost column, enter the cost of each specified unit.
2. In the Account column, make sure that the specified account is correct.
2. If needed, in the Subaccount column, specify the subaccount.
1. If needed, to attach a scanned image of the supplier original document to this credit adjustment, click Files on the form title bar, and upload the file.
1. On the form toolbar, click Save to save the adjustment.

[bookmark: _Toc1714453898][bookmark: _Toc216644841][bookmark: _Toc1082178013][bookmark: _Toc269461640][bookmark: _Toc154544852]Entering a Credit Adjustment with Line Totals
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Credit Adj.
1. Enter the date of the supplier document that the credit adjustment is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier the document is from.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date.
Review these settings and make any needed changes.
1. In the Currency box, make sure that the selected currency matches the currency on the supplier debit memo. If it does not, select the needed currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, for each detail of the credit adjustment, click Add Row on the toolbar, and do the following:
2. In the Branch column (if it appears), make sure that the system has specified the correct branch.
2. In the Ext. Cost column, enter the total amount for the line.
2. In the Account column, make sure that specified account is correct.
2. If needed, in the Subaccount column, specify the subaccount.
1. To attach a scanned image of the supplier original document to this credit adjustment, click Files on the form title bar.
1. On the form toolbar, click Save to save the adjustment.

[bookmark: _Toc576479867][bookmark: _Toc1954546199][bookmark: _Toc1688447134][bookmark: _Toc1634526703][bookmark: _Toc1954068227]Entering a Debit Adjustment with Item Quantities and Unit Costs
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Debit Adj.
1. Enter the date of the supplier document the debit adjustment is based on in the Date box. The system fills in the Post Period box automatically, based on the specified document date.
1. If your system's rules require it, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier the document is from.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. 
Review these settings and make any needed changes.
1. In the Currency box, make sure that the selected currency matches the currency of the supplier credit memo. If it does not, select the correct currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, for each detail line of the debit adjustment, click Add Row on the toolbar, and do the following:
2. In the Branch column (if it appears), make sure that the system has specified the correct branch.
2. In the Inventory ID column, select the required item.
2. In the Quantity column, enter the quantity of the line item.
2. In the Unit Cost column, enter the cost of each specified unit.
In the Ext. Cost column, notice that the system has automatically 	calculated and entered the total amount for the line.
1. In the Account column, make sure that the specified account is correct.
1. If needed, in the Subaccount column, specify the subaccount.
1. To attach a scanned image of the supplier original document to this debit adjustment, click Files on the form title bar, and upload the file.
1. On the form toolbar, click Save to save the adjustment.

[bookmark: _Toc1633723903][bookmark: _Toc162739466][bookmark: _Toc100656786][bookmark: _Toc512643323][bookmark: _Toc1322355040]Entering a Debit Adjustment with Line Totals
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Debit Adj.
1. Enter the date of the supplier document that the debit adjustment is based on in the Date box.
1. If needed, in the supplier Ref. box, enter the reference number of the supplier document.
1. In the supplier box, select the supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. 
Review these settings and make any needed changes.
1. In the Currency box, make sure that the selected currency matches the currency on the supplier credit memo. If it does not, select the needed currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, for each detail line of the debit adjustment, click Add Row on the toolbar, and do the following:
2. In the Branch column (if it appears), make sure that the system has specified the correct branch.
2. In the Ext. Cost column, enter the total amount for the line.
2. In the Account column, make sure that specified account is correct.
2. If needed, in the Subaccount column, specify the subaccount.
1. To attach a scanned image of the supplier original document to this debit adjustment, click Files on the form title bar, and upload the file.
1. On the form toolbar, click Save to save the adjustment.

[bookmark: _Toc411895001][bookmark: _Toc1280893016][bookmark: _Toc804391107][bookmark: _Toc528352046][bookmark: _Toc1831407575]Entering Bills Based on Purchase Receipts
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Bill.
1. In the Date box, enter the date of the bill.
1. If needed, enter the reference number of the document this bill is based on in the supplier Ref. box.
1. In the supplier box, select the applicable supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. Review these settings and make any needed changes.
1. In the Currency box, make sure that the document currency is correct. If it is not, select another currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, do the following:
2. On the table toolbar, click Add PO Receipt.
The Add PO Receipt dialog box opens the system, displaying the list 	of the released receipts of the selected supplier that have not fully 	billed.
1. Select the unlabeled check boxes of the purchase receipts you want to add to the bill.
1. Click Add & Close to close the dialog box.
1. Check the items' quantities and costs in the table on the Details tab (where the lines have been filled with the lines of the selected purchase receipts).
1. On the form toolbar, click Save.
[bookmark: _Toc40343722][bookmark: _Toc1177365841][bookmark: _Toc237780253][bookmark: _Toc2042496695][bookmark: _Toc519346308]Entering a Bill Based on Purchase Orders
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Bill.
1. In the Date box, enter the date of the bill.
1. If needed, enter the reference number of the document this bill is based on in the supplier Ref. box.
1. In the supplier box, select the applicable supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. Review these settings and make any needed changes.
1. In the Currency box, make sure that the document currency is correct. If it is not, select another currency.
1. If needed, click Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. On the Details tab, do the following:
2. On the table toolbar, click Add PO.
The system opens the Add PO Order dialog box, which displays the 	list of 	the purchase orders of the selected supplier.
1. Select the unlabeled check boxes to add the purchase orders.
1. Click Add & Close to close the dialog box.
1. Check the items' quantities and costs in the table on the Details tab (where the lines have been filled with the lines of the selected purchase receipts).
1. On the form toolbar, click Save.

[bookmark: _Toc1476436995][bookmark: _Toc1292618103][bookmark: _Toc1756998753][bookmark: _Toc1691294852][bookmark: _Toc1543239212]Reversing a Bill
1. Open the Bills and Adjustments (AP301000) form.
1. Open the bill that must have the Open or Closed status to reverse it.
1. On the More menu (under Corrections), click Reverse.
The system then displays the debit adjustment created by this process, 	which has the same details as the bill and a status of Balanced.
1. Make sure that all the settings of the newly created adjustment are correct, for example, that the total amount of the debit adjustment is the same as the total amount of the bill.
1. If needed, in the supplier Ref. box, change the reference to the supplier document.
1. On the form toolbar, click Release to release the debit adjustment.

[bookmark: _Toc1772111343][bookmark: _Toc785406123][bookmark: _Toc1454954779][bookmark: _Toc1530374455][bookmark: _Toc392762949]Correcting a Bill
1. Open the Bills and Adjustments (AP301000) form.
1. Open the bill that needs correction (which must have the Balanced or Scheduled status).
1. Make the needed corrections to the bill.
1. If needed, enter the total amount of the bill in the Amount box of the Summary area, if this box is available.
1. On the form toolbar, click Save.

[bookmark: _Toc1099281105][bookmark: _Toc871523813][bookmark: _Toc286856010][bookmark: _Toc847577346][bookmark: _Toc863301217]Releasing Multiple Accounts Payable Documents
1. Open the Release AP Documents (AP501000) form.
2. Do one of the following:
a. To release all listed documents, click Release All on the form toolbar.
b. To release documents, select the unlabeled check boxes next to the required documents in the list, and on the form toolbar, click Release.

[bookmark: _Toc1827828045][bookmark: _Toc1448569311][bookmark: _Toc1531702445][bookmark: _Toc167105356][bookmark: _Toc616193844]Generating Recurring Documents from Schedules
1. Open the Generate Recurring Transactions (AP504000) form.
2. In the Execution Date box, specify the date that the system uses to load appropriate schedules to the table. The system loads the schedules whose Next Execution date is earlier than or equal to this date. Clear this box to display all available schedules.
3. Specify the settings that indicate when the system stops running the schedules. Select one of the following option buttons:
a. Stop on Execution Date: The system will stop running schedules on the date that you specify in the Execution Date box.
b. Stop After Number of Executions: The system will stop running schedules when the number of schedule executions you type in the adjacent box will be performed.
4. Select the unlabeled check box next to each schedule to run in the table.
5. On the form toolbar, click Run to generate documents in accordance with the selected schedules.
The system will generate documents only as specified by the schedule; it 	may not generate documents ahead of time. The generated document has 	the same details as the scheduled document but sets its transaction date in 	 accordance with the schedule.
[bookmark: _Toc326278332][bookmark: _Toc355690404][bookmark: _Toc1168296315][bookmark: _Toc536543924][bookmark: _Toc383387796]Processing Payments to suppliers
This section contains step-by-step instructions you can use when processing payments to suppliers in MYOB Acumatica.
[bookmark: _Toc1277926084][bookmark: _Toc2066980067][bookmark: _Toc1178159594][bookmark: _Toc1288200060][bookmark: _Toc1075795902]Creating an Accounts Payable Cheque
1. Open the Cheques and Payments (AP302000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Cheque.
1. [bookmark: _Int_Ci04yLCN]In the Application Date box, select the date of the accounts payable cheque.
1. In the Application Period box, make sure that the specified period is correct.
1. In the supplier box, select the supplier.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Payment Method, and Cash 	Account. Review these settings and make any needed changes.
1. If needed, in the Payment Ref. box, type the document reference number (such as the wire transfer number or bank cheque number).
1. On the table toolbar of the Documents to Apply tab, click Load Documents. The list of the supplier's open bills and adjustments appears on this tab, with open debit adjustments listed before bills. If needed, remove the lines with the documents that you do not want to pay with this cheque.
1. Type the total payment amount that should be applied to the documents in the Payment Amount box of the Summary area.
1. On the form toolbar, click Save.

[bookmark: _Toc1805553639][bookmark: _Toc2114733094][bookmark: _Toc934780753][bookmark: _Toc1861667235][bookmark: _Toc536815402]Printing a Cheque
1. Open the Process Payments / Print Cheques (AP505000) form.
1. In the Payment Method box, select Cheque (or another payment method that involves printing cheques.
1. Select the bank account (a chequing account) from which to draw the cheque in the Cash Account box.
1. In the Next Cheque Number box, enter the number (if the box is blank) or make sure the cheque number suggested by the system matches the first cheque number of the cheques you plan to print.
1. In the table, select the unlabeled check box for each payment document for which you intend to print a cheque.
1. On the form toolbar, click Process.
For each of the selected documents, a cheque appears in a new browser 	tab.
1. Click Print on the form toolbar to start the printing process for each cheque. The browser opens the Print page.
1. Select appropriate options, and then click OK. The system has printed the cheques for the selected documents.
1. Close the browser tabs that contain the printable versions of the cheques.
The system displays the Release Payments (AP505200) form, which lists 	the accounts payable cheques for which you have printed cheques.

[bookmark: _Toc1395450394][bookmark: _Toc1710802217][bookmark: _Toc1977868541][bookmark: _Toc1437717983][bookmark: _Toc721404083]Reprinting a Cheque
1. Open the Release Payments (AP505200) form.
2. In the Payment Method box of the Selection area, select CHEQUE.
3. In the Action box, select one of the following options:
a. Reprint to reprint the cheque with the same number
b. Reprint with New Number to reprint the cheque with a new number
4. In the form table, select the unlabeled check box in the row with the required AP cheque.
5. On the form toolbar, click Process.
6. If needed, edit the details of the cheque as follows:
7. Open the Cheques and Payments (AP302000) form.
8. In the Summary area, select the required cheque, which now has the Pending Print status. On the form toolbar, click Hold.
9. Edit the details of the cheque.
10. On the form toolbar click Remove Hold.
11. Open the Process Payments / Print Cheques (AP505000) form.
12. In the Payment Method box, select Cheque (or another option that in your system designates a payment method that involves printing cheques).
13. Select the bank account (a chequing account) from which to draw the cheque in the Cash Account box.
14. In the Next Cheque Number box, enter the number of the cheque you plan to print.
15. In the table, select the unlabeled check box for the payment document for which you intend to reprint a cheque.
16. On the form toolbar, click Process.
For the selected document, the corresponding cheque appears on the 	Cheque Form with Remittance (AP641000) report in a new browser tab.
17. Click Print on the form toolbar to start the printing process for the cheque. The browser opens the Print page.
18. Select the appropriate options, and then click OK.
The system prints the cheque with the number you specified.
19. Close the browser tab that contains the printable version of the cheque.
The system displays the Release Payments (AP505200) form, which lists 	the AP cheques for which you have printed cheques.
20. Review the reprinted cheque, and if the system has reprinted the cheque correctly, release the cheque (which now has the Printed status).

[bookmark: _Toc535930090][bookmark: _Toc340065163][bookmark: _Toc590150232][bookmark: _Toc880239856][bookmark: _Toc30419102]Paying Multiple Supplier Bills
1. Open the Prepare Payments (AP503000) form.
1. In the Branch box, select a branch from which the payment should originate.
1. In the Payment Method box of the Selection area, select the payment method associated with the cash account.
1. In the Cash Account box, make sure that the account specified by the system by default is correct. Select another account, if needed. The system will update this account when the bills are paid.
1. In the Payment Date box, specify the date of payment.
1. If needed, in the supplier box, select the supplier whose outstanding documents you want to view and select for payment.
1. [bookmark: _Int_TsU0vJdY]If needed, in the Pay Date Within box, enter a number of days to view documents that have pay dates within a particular date range.
1. In the table that lists the documents that match the criteria you have specified, select the check boxes in the unlabeled column for the credit adjustments or bills you want to pay.
1. On the form toolbar, click Process to initiate the payment process and generate payments (accounts payable cheques) for the selected documents.
1. Confirm that you have navigated to the Process Payments / Print Cheques (AP505000) form to process the payment of the accounts payable cheques, which default selects.
1. Select the check boxes in the unlabeled column for the accounts payable cheques you want to release.
1. On the form toolbar, click Process.
For the selected document, the corresponding cheque appears on the 	Cheque Form with Remittance (AP641000) report in a new browser tab.
1. Close the browser tab that contains the printable version of the cheque.
The system displays the Release Payments (AP505200) form, which lists 	the AP cheques which you want to release.

[bookmark: _Toc315240090][bookmark: _Toc400464224][bookmark: _Toc1889241007][bookmark: _Toc274443990][bookmark: _Toc873579498]Paying a supplier bill
1. Open the Bills and Adjustments (AP301000) form.
1. In the Type box of the Summary area, select Bill.
1. Select the reference number of the bill to be paid in the Reference Nbr. box.
1. On the form toolbar, click Pay. In the Indicate Amounts to Pay dialog box, specify the amount to be paid in the Amount to Pay box, and click Confirm.
1. Make sure that the payment method specified in the accounts payable cheque is the one you want to use for the payment and that you specify the date correctly on the Cheques and Payments (AP302000) form, which opens with a new accounts payable cheque created for this bill.
1. If needed, on the Charges tab, add any applicable charges or fees for processing this payment in the bank. For each charge or fee, do the following:
5. On the table toolbar, click Add Row.
5. [bookmark: _Int_LBDFWFPx]In the Entry Type column, select the entry type for the bank charge that applies to this accounts payable cheque.
5. In the Amount column, type the charge amount that applies to this cheque.
1. On the form toolbar, click Remove Hold. The status of the document changes to Pending Print.
1. On the form toolbar click Print/Process. In the Process Payments/Print Cheques (AP505000) form, which opens, select Process.
For the selected document, the corresponding cheque appears on the 	Cheque Form with Remittance (AP641000) report in a new browser tab.
1. Close the browser tab that contains the printable version of the cheque. The system displays the Release Payments (AP505200) form.
1. Make sure to select Release in the Action box.
1. On the Release Payments (AP505200) form, click Process to release the accounts payable cheque. The status of the bill and the accounts payable cheque changes to Closed.

[bookmark: _Toc973002735][bookmark: _Toc655098426][bookmark: _Toc1472319614][bookmark: _Toc1732467798][bookmark: _Toc1376645407]Preparing ACH Payments for Export
1. Open the Process Payments / Print Cheques (AP505000) form.
1. In the Payment Method box of the Selection area, select a payment method used for ACH payments in your system (for example, FEDWIRE).
1. Select the cash account to use as the source account for payment in the Cash Account box.
1. If needed, in the Next Cheque Number box, enter the number for the cheque.
1. Select the unlabeled check box in the row for each payment to include in the batch for export in the table.
1. On the form toolbar, click Process.
The system displays the Batch Payments (AP305000) form with the 		created batch, which has a status of Balanced. When the system creates 	the batch, it assigns the ACH payments included in the batch the Printed 	status.
1. In the Description box of the form, enter the description of the batch.
1. On the form toolbar, click Save.
1. On the form toolbar, click Release to release the batch.

[bookmark: _Toc1205708595][bookmark: _Toc465776556][bookmark: _Toc1459343578][bookmark: _Toc1383067938][bookmark: _Toc1767456964]Exporting a Batch of ACH Payments
1. Open the Batch Payments (AP305000) form.
1. In the Reference Nbr. box in the Summary area, select the identifier of the batch you want to export.
1. In the Batch Date box, make sure that the date is correct.
By default, the system specifies the current business date.
1. Ensure the batch status is Released. If it is not, click Release on the form toolbar.
1. On the form toolbar, click Export.
1. If needed, click Files in the form title bar to view the name of the file to which the batch was exported.

[bookmark: _Toc1219858688][bookmark: _Toc165590730][bookmark: _Toc1670835746][bookmark: _Toc1526389717][bookmark: _Toc247842285]Releasing Accounts Payable Cheques
1. Open the Release Payments (AP505200) form.
1. Select the payment method for payments in the Payment Method box of the Selection area.
1. In the Cash Account box, make sure that the default cash account associated with the payment method is correct.
1. Make sure to select Release in the Action box.
1. In the table, select the unlabeled check box in the row of each cheque you want to release.
1. On the form toolbar, click Process.

[bookmark: _Toc2033322165][bookmark: _Toc1893525502][bookmark: _Toc572310871][bookmark: _Toc505609126][bookmark: _Toc945328045]Voiding an Accounts Payable Cheque
1. Open the Cheques and Payments (AP302000) form.
1. In the Type box of the Summary area, select Cheque.
1. Select the cheque by its reference number in the Reference Nbr. box. In the Reference Nbr. box, select the cheque by its reference number. Click the navigation buttons on the form toolbar until you are viewing the accounts payable cheque you want to void.
1. On the form toolbar, click Void.
The system reverses the application of the cheque in full, and changes the 	document type to Voided Cheque, and the status to Balanced.
1. If needed, in the Application Date box, change the date of the voided payment.
1. On the form toolbar, click Release. The status of the voided cheque changes to Closed.

[bookmark: _Toc940092244][bookmark: _Toc1508434429][bookmark: _Toc1896679767][bookmark: _Toc1985473988][bookmark: _Toc1220223709]Processing Prepayments
This section contains step-by-step instructions you can use when working with prepayments in MYOB Acumatica.
[bookmark: _Toc300972133][bookmark: _Toc1677405209][bookmark: _Toc1964821939][bookmark: _Toc653413428][bookmark: _Toc1229129489]Entering a Prepayment the Standard Way
1. Open the Bills and Adjustments (AP301000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Prepayment.
1. In the Date box, check the date of the document.
1. Select the supplier in the supplier box to pay.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Terms, Due Date, and Cash 	Discount Date. 
Review these settings and make any needed changes.
1. In the Currency box, make sure that the document currency is correct. Select another currency, if needed.
1. If needed, click the Exchange Rate box (right of the Currency box) to open the Rate Selection dialog box and view the effective exchange rate for the currency. Override the default exchange rate type.
1. If needed, in the supplier Ref. box, enter the reference number assigned to the document by the supplier.
1. On the Details tab, enter the details of the prepayment request by performing the following steps for each line:
a. On the table toolbar, click Add Row. Make sure that the Branch column displays the needed branch.
b. Enter the ID of the non-stock item or service the supplier needs to deliver in the Inventory ID column if needed.
1. In the Quantity column, enter the needed quantity of the item.
1. If needed, in the Unit Cost column, type the cost per unit.
1. Ensure that the Account column displays the account you want to specify.
1. Make sure the Subaccount column displays the subaccount you want to specify.
1. If needed, in the Amount box is available in the Summary area, enter the total amount of the document.
1. On the form toolbar, click Save.

[bookmark: _Toc1904941352][bookmark: _Toc737930556][bookmark: _Toc1906434894][bookmark: _Toc825309183][bookmark: _Toc462209646]Entering a Prepayment in a Simplified Manner
1. Open the Cheques and Payments (AP302000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record.
1. In the Type box of the Summary area, select Prepayment.
1. In the Application Date box, check the date of the document, and change it, if needed.
1. Select the supplier in the supplier box to pay.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Payment Method, and Cash 	Account. 
Review these settings and make any needed changes.
1. In the Payment Amount box (if it appears), specify the total amount of the prepayment.
1. On the form toolbar, click Save to save the prepayment.

[bookmark: _Toc1198331587][bookmark: _Toc1066203462][bookmark: _Toc74831802][bookmark: _Toc1429687178][bookmark: _Toc554335903]Applying Prepayment to Bills
1. Open the Cheques and Payments (AP302000) form.
2. In the Type box of the Summary area, select Prepayment.
3. In the Reference Nbr. box, select the prepayment you want to apply.
4. On the Documents to Apply tab, select the documents to which you want to apply the prepayment in one of the following ways:
a. To add all applicable documents to the list, click Load Documents on the table toolbar.
b. To add a particular document to the list, do the following:
5. On the table toolbar, click Add Row.
6. In the Document Type column, select a document type.
7. In the Reference Nbr. column, select a document from the list of applicable documents.
8. In the table, for each document, review the applied amount in the Amount Paid column, and change the amount, if needed.
9. On the form toolbar, click Save.

[bookmark: _Toc1242958050][bookmark: _Toc1006284993][bookmark: _Toc1573192883][bookmark: _Toc898540615][bookmark: _Toc650581165]Correcting Unreleased Prepayment Application
1. Open the Cheques and Payments (AP302000) form.
1. In the Type box of the Summary area, select Prepayment.
1. Select the prepayment that needs correction in the Reference Nbr. box.
1. On the Documents to Apply tab, click the row for each document you don't want to apply the prepayment to, and then click Delete Row on the table toolbar.
1. On the form toolbar, click Save.

[bookmark: _Toc1274226779][bookmark: _Toc1381357313][bookmark: _Toc1765350554][bookmark: _Toc1062089387][bookmark: _Toc873673405]Reversing Released Prepayment Applications
1. Open the Cheques and Payments (AP302000) form.
1. In the Type box of the Summary area, select Prepayment.
1. In the Reference Nbr. box, select the prepayment whose application to a bill or credit adjustment you want to reverse.
1. On the Application History tab, click the row of the document whose application you want to reverse, and then click Reverse Application on the table toolbar. On the Documents to Apply tab, the system adds a reversing row with the opposite amount.
1. On the form toolbar, click Release to release the application of the reversing entry.
The system creates a batch that reverses the prepayment application to a 	bill or credit adjustment and changes the status of the prepayment to 	Open.

[bookmark: _Toc1109562840][bookmark: _Toc875745687][bookmark: _Toc247121533][bookmark: _Toc1625698358][bookmark: _Toc1316809624]Voiding a Prepayment Paid by Cheque
1. Open the Cheques and Payments (AP302000) form.
1. In the Type box of the Summary area, select Cheque.
1. Enter the number of the accounts payable cheque to void in the Reference Nbr. box.
1. On the form toolbar, click Void.
The system creates a document of the Voided Cheque type with the same 	reference number as the prepayment.
1. On the form toolbar, click Save, and then click Release to save and release the voided cheque.

[bookmark: _Toc608272428][bookmark: _Toc819530939][bookmark: _Toc60505720][bookmark: _Toc786297841][bookmark: _Toc1296694298]Voiding a Prepayment
1. Open the Cheques and Payments (AP302000) form.
1. In the Type box of the Summary area, select Prepayment.
1. Void the prepayment in the Reference Nbr. box.
1. On the More menu (under Corrections), click Void.
The system creates a document of the Voided Cheque type with the same 	reference number as that of the prepayment used.
1. On the form toolbar, click Save, and then click Release to save and release the voided cheque.

[bookmark: _Toc1766757798][bookmark: _Toc1362347441][bookmark: _Toc680801362][bookmark: _Toc1165393880][bookmark: _Toc1355094570]Entering a Refund for a Prepayment
1. Open the Cheques and Payments (AP302000) form.
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To open the form for creating a new record, type the form ID in the Search box, and on the Search form, point at the form title and click New.

	
	



1. On the form toolbar, click Add New Record to add a new document.
1. In the Type box of the Summary area, select supplier Refund.
1. Select the date when you applied the supplier refund in the Application Date box.
1. Select the supplier to refund in the supplier box.
The system fills in the following boxes automatically with the default 		settings of the selected supplier: Location, Payment Method, and Cash 	Account. Review these settings and make any needed changes.
1. If needed, in the Payment Ref. box, enter the reference number of the supplier refund.
1. On the Documents to Apply tab, add a prepayment or multiple prepayments on which the supplier refund is based as follows:
a. To add all applicable documents to the list, click Load Documents on the table toolbar.
b. To add one document or multiple documents to the list, do the following for each prepayment:
1. On the table toolbar, click Add Row.
1. In the Document Type column, select Prepayment.
1. In the Reference Nbr. column, select a document.
1. In the Payment Amount box of the Summary area, enter the total amount of the debit adjustment applied to the document.
1. On the form toolbar, click Save and then Release to save and release the refund. The supplier refund now has the Closed status.
[bookmark: _Toc373683949][bookmark: _Toc1092254550][bookmark: _Toc1309775494][bookmark: _Toc517093151][bookmark: _Toc1458801686]Reviewing Accounts Payable Reports
This section contains step-by-step instructions you can use when preparing and analysing MYOB Acumatica reports.
[bookmark: _Toc586516867][bookmark: _Toc1050548953][bookmark: _Toc1164615449][bookmark: _Toc309618693][bookmark: _Toc1283488852]Generating the AP Aged Past Due Report in the Base Currency
1. Open the AP Aging (AP631000) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Summary: To view the past due balances on the selected aging date.
· Detailed: To view the past due documents on the selected aging date.
· Detailed with Retainage: To view past due documents and their unreleased retainage on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the supplier Class box, select the supplier class for which you want to view information, or leave this box empty to view information on all supplier classes.
d. In the supplier box, select the supplier you want to view information for, or leave this box empty to view information on all suppliers.
e. In the Age as of Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of suppliers with past-due balances. On the 	specified date, the system breaks down balances by days past due and 	displays all amounts in the base currency.

[bookmark: _Toc1943557180][bookmark: _Toc1313601153][bookmark: _Toc1150303078][bookmark: _Toc381392118][bookmark: _Toc2015034517]Generating the Multicurrency AP Aged Past Due Report
1. Open the AP Aging MC (AP631100) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Detailed: To view the past due documents on the selected aging date.
· Summary: To view the past due balances on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the supplier Class box, select the supplier class for which you want to view information, or leave this box empty to view information on all supplier classes.
d. In the supplier box, select the supplier to view information for, or leave this box empty to view information on all suppliers.
e. In the Age as of Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of suppliers with past-due balances, which 	breaks down by days past due on the specified aging date. The amounts 	display in the documents' currencies and in the base currency.

[bookmark: _Toc1821119809][bookmark: _Toc1209381326][bookmark: _Toc1407447954][bookmark: _Toc388514760][bookmark: _Toc2138424629]Generating the AP Aged Outstanding Report in the Base Currency
1. Open the AP Coming Due (AP631500) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Detailed: To view outstanding documents on the selected aging date.
· Summary: To view outstanding balances on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the supplier Class box, select the supplier class for which you want to view information, or leave this box empty to view information on all supplier classes.
d. In the supplier box, select the supplier to view information for, or leave this box empty to view information on all suppliers.
e. In the Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of suppliers with outstanding balances, breaking 	 them down by days outstanding with respect to the specified aging date. 	The system displays the amounts in the base currency.

[bookmark: _Toc1748191160][bookmark: _Toc234835381][bookmark: _Toc1454196466][bookmark: _Toc961402624][bookmark: _Toc672866053]Generating the Multicurrency AP Aged Outstanding Report
1. Open the AP Coming Due MC (AP631600) report.
2. On the Report Parameters tab, do the following:
a. In the Report Format box, select one of the following options:
· Detailed: To view outstanding documents on the selected aging date.
· Summary: To view outstanding balances on the selected aging date.
b. In the Company/Branch box, select the company or branch for which you want to view information, or leave this box empty to view information on all branches.
c. In the supplier Class box, select the supplier class for which you want to view information, or leave this box empty to view information on all supplier classes.
d. In the supplier box, select the supplier to view information for, or leave this box empty to view information on all suppliers.
e. In the Date box, select the date the system will use to calculate the aging categories for documents.
3. On the form toolbar, click Run Report.
The report displays the list of suppliers with outstanding balances, which 	breaks down by days outstanding with respect to the specified aging date. 	The system displays the amounts in the documents' currencies and in the 	base currency.

[bookmark: _Toc910268877][bookmark: _Toc2047469976][bookmark: _Toc1362393609][bookmark: _Toc1852410237][bookmark: _Toc965740235]Generating the AP Balance by supplier Report in the Base Currency
1. Open the AP Balance by Supplier (AP632500) report.
2. On the Report Parameters tab, do the following:
3. In the Report Format box, select one of the following options:
a. Account Summary: To view the total of all documents that are open at the end of the reporting period.
b. Open Documents: To view all documents with the Open status.
c. Open + Current Period: To view all documents with the Open status, as well as documents of the current period, regardless of their status.
d. All Documents (supplier Required): To view all a specific supplier's documents. If you select this option, you must specify a supplier.
4. In the Company/Branch box, select the company or branch for which you want to view supplier balances, or leave this box empty to view information on all branches.
5. In the Financial Period box, select the financial period whose information you want to view.
6. Select the supplier in the supplier box whose information will be included in the report or leave this box empty to view information about all suppliers. Note that for the All Documents (supplier Required) report format, you must select a supplier.
7. To also view applied documents, select the Include Applications check box.
8. On the form toolbar, click Run Report.
The report lists the supplier balance for each account related to the 		supplier. The report displays all the amounts in the base currency.

[bookmark: _Toc793407468][bookmark: _Toc1987572235][bookmark: _Toc751780421][bookmark: _Toc123845887][bookmark: _Toc809341367]Generating the Multicurrency AP Balance by Supplier Report
1. Open the AP Balance by supplier MC (AP633000) report.
2. On the Report Parameters tab, do the following:
· In the Report Format box, select one of the following options:
· Account Summary: To view the total of all documents that are open at the end of the reporting period.
· Open Documents: To view all documents with the Open status.
· Open + Current Period: To view all documents with the Open status, as well as documents of the current period, regardless of their status.
· All Documents (supplier Required): To view all specific supplier's documents. You must specify a supplier if you select this option.
3. In the Company/Branch box, select the company or branch for which you want to view supplier balances, or leave this box empty to view information on all branches.
4. In the Financial Period box, select the financial period whose information you want to view.
5. Select the supplier in the supplier box whose information will be included in the report or leave this box empty to view information about all suppliers. Note that for the All Documents (supplier Required) report format, you must select a supplier. To also view applied documents, select the Include Applications check box.
6. On the form toolbar, click Run Report.
The report lists the supplier balances in each of the currencies used 			(including the base currency) for each account related to the supplier.

[bookmark: _Toc639189402][bookmark: _Toc1875605168][bookmark: _Toc1629369533][bookmark: _Toc1933040275][bookmark: _Toc193578840]Viewing Suppliers' Summary Information
1. Open the Supplier Summary (AP401000) form.
1. In the Company/Branch box, select the company or branch for which you want to view the data.
1. Select the financial period in the Period box to view information or leave this box empty to display information about all open periods in the table.
1. In the supplier Class box, select the supplier class for which you want to view information, or leave this box empty so that the table displays information about suppliers of all classes.
1. Select a subaccount for the accounts payable account in the AP Subaccount box (if this box appears).
1. In the AP Subaccount box (if this box appears), select a subaccount for the accounts payable account.
1. Select the currency in the Currency box to view information or leave this box empty so that the data in the table will be displayed for all currencies.
1. If needed, select the Split by Currency check box if you want to view balances in each currency separately (if you left the Currency box empty).
1. Select the suppliers with Balance Only check box to view suppliers with non-zero balances or clear the check box to view all suppliers.
In the table, you can view suppliers' outstanding balances and other 		information that matches the criteria you specified.
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