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Enter and Print Checks
Check Code | Cash Account Type. PayTo PO.# Due Date Amount Description
Print 1010 PO AMEX 23 ($3,520.00) P.0. Payment* Credit for Venetian Console with Ma
¥ Print 1010 PO MAYX Ell 50172004 $4,600.00 P.0. Payment Oxford Custom Sofa
7
Amount $4,600.00 Four Thousand, Six Hundred and 001100 Do Ak court] Depariment jAmount Descllplion
Pay To: | Max Furniture - -
Cleckesss STAR Star Lighting - -
Check®: | 5TE| 4 Stella's Custom Finishing E]
CheckDate: | TEMPLATES Vendor ] ]
Goelh/eeam 808 5.0.8. Shipping & Delivery Ship To - -
Client: | \ysTupIo Catherine Taylor - New York Studic Project - -
Project. |PALM BEACH _ Mr. & Mrs. Brian Douglas. Project v = =




                                               

Paying Purchase Orders with Credit Cards
There are two options for paying purchase orders with credit cards.  

1. If you pay the credit card in full each month.

2. If you carry a balance on the credit card and make payments each month.

Paying the credit card in full each month:
1. Create PO Check Vouchers for all items charged. Do this from within Checks | Enter and Print Checks | PO Check Vouchers.
2. Change the Pay To: to the credit card vendor.
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3. Print the check.

Note: Additional check entries can be made prior to printing to cover non-purchase order charges to the credit card.  Select these items to print at the same time that the purchase order charges are printed.  (Meals & entertainment, dues, etc.)

Carrying a balance on the credit card:

The following entries can be done as the charges are incurred, or once, when the credit card statement is received.
1. Post a manual check against each purchase order item charged to the credit card from within Checks | Enter and Print Checks | PO Check Vouchers.

a. Change the cash account to the appropriate Credit Card Payable account.

b. Use the date (without slashes) as the check number.

c. Use the date that the charge was posted for the check date.
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Cash Account:[2000

Check #/061104

Check Date:[08/11104]





This creates the liability (payable) to the credit card

2. Post a manual check for all of the non-purchase order charges on the credit card from within Checks | Enter and Print Checks.

a. Change the cash account to the appropriate Credit Card Payable account

b. Use the statement closing date for the Check # (without the slashes) and the check date.

c. Enter the appropriate expense distribution.

[image: image3.png]Amount: §1,315.85

PayTo:

Check Cade
Check#:
Check Date:

Cash Account
Client

Froject:

Type:

P.O.#

One Thousand, Three Hundred Fifteen and i

AMEX | 1 american Express

Account# | Department | Amount Description
5300 01 - $247.18 |Entertainment

5550 o1 - 951156 | Printing-Business Cards
5540 o1 - 120,00 |Postage

5480 o1 - §437.11_|Office Supplies-Paper & Toner

Manual S
063002
612072002
fkooo) - Memo: [Telephone
s Invoice #
-] invoice Date.
Office. Terms: [50% Deposit_~
Due Date.





3. Create an entry to print the check to the credit card company.

a. In the expense distribution, use the appropriate Credit Card Payable account.

b. As this check will actually be written from your cash account, DO NOT change the cash account.

c. Print the check.
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PayTo:

Check Cade
Check#:
Check Date:

Cash Account
Client

Froject:

Type:

P.O.#

Two Thousand, and 00/100 Dollars

AMEX | 1 american Express

Account#

Depariment

Amount

Description

2000 S

01 B

52,000.00

Fayment on account

Print S
1010 - Merno: [Stmt Closing 613
s Invoice #
-] invoice Date.
Office. Terms: [50% Deposit
Due Date.





Notes: 

1. Writing the check using the Credit Card Payable account has now reduced the liability created in steps 1. and 2.

2. The credit card payable account should be reconciled monthly, and can be done by using the bank reconciliation feature. Simply use the appropriate credit card payable account number as the cash account.
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