
 PAYABLES 
 
The PAYABLES module is a bill paying and accrual module.  All payable invoices from 
the INVENTORY and DEALS modules are posted through the PAYABLES module. 
 

 
 
To enter the PAYABLES module highlight and press enter on A/P, PAYABLES. 
 

 
 
To FIND a current PAYABLE invoice highlight and press enter on FIND (OPTION). 



 
 
Current PAYABLES invoices may be found by VENDER NAME, STOCK NUMBER, 
or INVOICE NUMBER.  To FIND a PAYABLES INVOICE by VENDER type the 
first few characters of VENDER NAME and enter through the remaining FIND 
OPTIONS. 
 

 
 
Press enter on DISPLAY STYLE of your choice.  The DISPLAY STYLE #1,2,3 view 
the PAYABLE invoices with alternate information. 
 



 
 
Highlight and press enter on the target VENDER invoice to view on screen. 
 

 
 
To EDIT ITEM highlight and press enter. 
 
 
 



 
 
The highlighted fields may be edited. 
 

 
 
Note the above invoice was created from the AFTER SALE RECON module in SALES 
HISTORY. 
 



 
 
Adding a new PAYABLES invoice may be done through MORE OPTIONS for items 
such as utility bills. 
  

 
 
To ADD A NEW PAYABLE highlight and press enter. 
 



 
 
To CREATE A/P GENERAL INVOICE highlight and press enter.   
 

 
 
Enter the first few characters of the VENDER name and press enter. 
 



 
 
If the VENDER is found in the VENDER file the VENDER drop down list will be 
called to the screen.  Highlight and press enter on the target VENDER to choose. 
 

 
 
Note the VENDER information will be filled in.  Complete the remainder of the fields as 
designated.   
 



 
 
Verify posting by entering “Y” for yes and press enter. 
 

 
 
To pay or clear a PAYABLE highlight and press enter on CHECKBOOK with the 
target invoice on the screen. 
 



 
 
To CLEAR (1) INVOICE ONLY highlight and press enter with the current invoice on 
screen. 
 

 
 
The entire invoice amount will be defaulted to pay and may be overwritten with a partial 
payment amount by entering over the amount to pay. 
 
To CLEAR TAGGED INVOICES WITH (1) CHECK use the FIND OPTION to call 
a list of VENDER invoices onto the screen and select the first target invoice. 
 



 
 

 
 
Go to MORE OPTIONS and select TAG PAYABLES. 



 
 
The list of target VENDERS will be called to screen.  Highlight and “mark”.  
 

 
 
When the invoices to be paid have been tagged press ESC key and go to 
CHECKBOOK. 
 



 
 
Press enter and go to CLEAR TAGGED INVOICES WITH (1) CHECK. 
 

 
 
Choose the bank account to clear the payables invoices from and write the check by 
highlighting the account and pressing enter. 
 



 
 

 
 
Choose USE NEXT CHECK # to continue. 
 



 
 
The check voucher will appear as above. Notes may be added to the note lines. 
 

 
 
Highlight and press enter on the correct LPT port for the printer you are printing to. 



 
 
The check will then be printed and you will be asked to verify that the check has printed.  
Upon verification by entering “Y” for yes the transaction will be recorded.  If the check 
did not print properly enter “N” for no and the printing process will begin again. Be sure 
to update the check number if the check was destroyed during the printing process due to 
a printer malfunction. 
 

 
 
 
A STANDARD A/P TAGGED CHECK RUN allows for clearing multiple payable 
vender invoices with one check for each vender. The PAYABLE INVOICES must be 
tagged before choosing the STANDARD A/P TAGGED CHECK RUN option.   



 
 
Once the PAYABLE INVOICES have been tagged and the STANDARD A/P 
TAGGED CHECK RUN option has been chosen the checks will need to be loaded into 
the printer (unless your printer has a separate drawer for check only). 
 

 
 
Highlight and press enter to choose the proper bank account. 
 
 
 



 
 
Enter the starting check number to the run and the check date and press enter. 
 

 
 
Highlight and press enter to choose the check style. 
 



 
 
Select the LPT port and press enter to print and post the entry. 
 

 
 
To CLEAR ZEROED BALANCES (NO CHECK) the target invoices and credits must 
be tagged.  For example if a invoice was entered by mistake and a credit invoice was 
posted to correct the mistake at a later date the two items to be cleared would need to be 
tagged at a zero balance.  The CLEAR ZEROED BALANCES option will clear a 
record the transaction without a check. 
 
 
 



 
 
Tag the invoices. 
 

 
 
Choose CLEAR ZEROED BALANCES (NO CHECK) by highlighting and pressing 
enter. 
 



 
 
Press enter to continue with clearing transactions.  
 

 
 
EXIT TO MAIN:  Exits you to the main menu. 
 
 
 
 
 
 
 



V3 software notes: 
 

 

 

 

 

 

 


