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AP PREAUTHORIZED PAYMENTS 

Let’s say you have set up preauthorized payments for your phone bill. The payments come out of 
the bank account (GL 11000) automatically every month, and you receive the bill (purchase 
invoice) by mail.  

With Preauthorized Payments, you pay the purchase invoice with a payment type that draws 
directly from a bank account (because not all AP payments are made by cheque).  
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One Time Task: Setting up the AP Payment Type 

Navigate to Accounts Payable > Manage > AP Payment Types and click Add.  

 

Accounts Payable >Manage > AP Payment Types 
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For each location that will use this payment type, specify the GL account for preauthorized 
payments and the accrual account for future dated payments. When this payment type is used, it 
will post directly to the GL account (in this example, your bank account). 

 

Accounts Payable >Manage > AP Payment Types 

Now you are ready to pay invoices that have been paid with preauthorized payments.  

 

 

 

Adding the Purchase Invoice 

When the purchase invoice arrives from your phone company, enter it the same way you would 
enter a regular purchase invoice.  

 

Accounts Payable > Purchase Invoices 
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Paying the Supplier 

Navigate to Accounts Payable > Supplier Accounts and select the supplier.  

 

Accounts Payable > Supplier Accounts 

Click Pay Supplier. The outstanding balance for this supplier is shown, including the purchase 
invoice you just entered.  

In the Payment Date box, enter the date the preauthorized payment came out of the bank. In the 
Payment made from box, enter the location that owns these purchase invoices. Then, enter the 
Payment Type you just added.  

 

Select the purchase invoice in the table by checking the Include box, and in the Amount Paying 
column, confirm the amount that was paid by the preauthorized payment (i.e., the total cost of 
the purchase invoice).  
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Remember to Save when you are finished. 

The bank account is credited directly. 

 

 


