
Vendor Payments
Accounts payable > Journals > Payments > Payment journal

Payments are generated with a Payment journal. A Payment 
proposal is created and reviewed, then bank checks or a file 
are output.

Summary

1. Create a Vendor payment journal
2. Create a Payment proposal
3. Review proposal and delete invoices
4. Print the payment proposal
5. Generate payments
6. Reprint a check

Steps

• Filter Payment proposals by the Method of paymentTips



Create a Vendor payment journal

• Click the New button.

• Select a journal Name.

• Type the journal Description.

• Click the journal Lines button.

• In Journal lines, click the Payment proposal 
button > Create payment proposal.
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Create a Payment proposal

• Click the Select button. Filter 
invoices by Method of payment.

• Choose a Proposal type.

• Delete negative payments 
will remove payments if the total 
payment is negative.

• Enter To date to select invoices 
through the specified date.

• Enter the date of payment in 
Total payment date and 
Minimum date.

• Click the OK button.
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Review proposal and delete invoices

• Review and Delete invoices 
that will not be paid.

  103  

Vendor Payments



Delete Transfer

Open transactions

Link

Payment proposal

Interactive 4.3 Payment Proposal

1 2 3 4 5
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Print the payment proposal

• On the Payment proposal form, click Print > Payments.

• Select Payment and Invoice.

• Click OK.
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Generate payments

• On the Payment proposal form, click the Transfer button.

• On the Journal lines form, click the 
Functions button > Generate 
payments.

• Select the Method of payment.

• Select the Bank account.

• Show format dialog to see the 
next check number.

• Click OK.

• When the payments are confirmed, 
click Post > Post.
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Movie 4.3 Vendor Payments

Vendor Payments



Reprint a check

• Click the Payment status button.

• Click Reuse if using 
preprinted check stock and the 
physical paper is reusable.

• Click Reject then click 
Payment status > None if 
using blank check stock or 
preprinted stock and the paper 
is ruined.
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