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Cut down on data entry by using the built-in Transfer Balances feature to making paying with a credit card a
simple part of your accounts payable workflow.

Set up and transfer balances to a CC Vendor
Open Accounts Payable, then Main, then Vendor Maintenance.
Enter the vendor number used to pay the credit card company or add the vendor if it does not already exist.

On the Main tab, check the box for Credit Card Vendor and then click Accept.

% - Vendor Maintenance (ABC) 6/30/2016 =|8] X
Wendor Mo, | DZ:AME L4 b ME .
Mame American Express Company

1. Main 2. Additional | 3. Statistics l 4. Summary | 5. History ] E. Invoices 1 I.Transaclu:nsl B.Checks l 9 P/Os ]
Address P.0. Box BGGES4 @ Tems Code Jux} Ck NET END OF MONTH
Reference 9933-333393-113
Credit Card endar il
ZIP Code 75363 Haold Payment
City Dallss State T Electronic Payment
Country C% Standard Entry Clasz
Brimary Contact Ck
Telephone [200] 5556675 Ext  BETS E xemption Mo. on File
Fax Tax Schedule NOMT&H C% Montaxable Tax
E-mail Address [
URL Address @
[ Accept I LCancel ] Delete m

Create the invoices that were paid by credit card on the vendor account by processing an Accounts Payable,
Invoice Data Entry or Purchase Order, Receipt of Goods with an invoice number or Receipt of Invoice.

Open Accounts Payable, then Main, then Invoice Data Entry, select the Credit Card Vendor account, and
enter an invoice number (for example, “January 2016”) to create for payment on that account and enter the
total amount to transfer.

On the Lines tab, click the Transfer Information button to open the Update Purchase Vendor window.

Select the vendor account that the invoices were created and select the invoice to be paid.
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B * A/P Invoice Data Entry (ABC) 6/30/2016 =B %X
Vendor Mo, [12-4MES Q 44 b p
Hame Amerioan Express Company
Invaice No. &N 2016 QB
1 Header | 2 Lives }
Purchase Vendor Transfer PE=)
8 =B 8 & B
G/L eca WVendor Number | a, ment
1 : § Mame 1
Invoice Number Q
Invoice Date
Irwvaice Balance 00
GL Account Q,
Transfer Amount 00 =
Discount Amaunt =
=
Credit Balance 00, Distribution Balance 1.000.00 Total 0.00
Accept | Cancsl

h

The invoice date and balance will automatically be populated and the transfer amount will default to the full
balance, but can be overridden. Enter any discount amount at this time and select the OK button. A detail
line will be created for that Credit Card Vendor's invoice. Select the OK button and select the Transfer button
again to complete the amount being transferred.

55 * A/P Invoice Data Entry (ABC) 6/30/2016 = | |
WendorMo, |02 AMEX O\ o4 b
Name American Express Compary
Invoice o, JAN 2016 Q, B
1. Header | 2 Lines ]

] Guick Row 1@ ERe L
GirL Account Transfer | Transfer Vendor Transfer Invoice Amournt Commert
1 o OLAIRWAY 0000106020 1,750.00 |
2 O i
Description
Credit Balance i Distribution Balance 750.00- Tatal 1.,750.00
Accent | Cancel

Accept the invoice, print the Invoice Register, and update it.

A new invoice now exists for the Credit Card Vendor and the invoices that were created on the original vendor
show a payment transaction with a check number that begins with a C.
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For more information or assistance with Sage 100 ERP (MAS 90/200), contact us now at info@Illbgroup.com

or 267.457.4700.

About the LLB Group, LLC
In business since 1984, The LLB Group is a technology company serving businesses in the Greater Philadelphia area.
The LLB Group supports businesses in the following:
4 Software - Sage 100 ERP & CRM (formally MAS 90 & 200), Acumatica
4 IT Managed Services — Proactive Infrastructure Support and Service Desk
4 Cloud Services — From Software as a Service (SaaS) to Infrastructure as a Service (laa$)
4 Telecommunication Solutions — Carrier Services (voice and internet) & Hosted VolP
4 Energy Procurement — Single Source for choosing Energy Suppliers in deregulated states

Our mission statement: To establish and maintain mutually beneficial, long-term relationships with our clients by
delivering the latest technology, consulting, services, maintenance and support as a highly cost-effective IT solution

in order to maximize our clients’ productivity and profitability.

CONNECTING THE THINGS THAT MAKE BUSINESS WORK SINCE 1984
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