Entering and Voiding Payments, and Adjusting
Invoices

In this course, learn to use AP Payment Entry, AP Adjustments, and Void Payment Entry to enter and make
changes to payments and adjust invoices.
Objectives
We will cover:
e Entering payments for invoices and printing checks
e Adjusting entered invoices

e And voiding payments

Enter Payments
Body In Payment Entry, when entering invoice payments, you have a couple of options.

You can select multiple invoices to pay, manually add an invoice payment, add a prepayment, and add
miscellaneous payments.

Begin by creating a new group, which holds payment records while you work on them.
Tap New Group.
Enter a Group ID

And select the bank account that the payment will come from. The other fields show default information, but
you can change them if needed.

Tap Save.

Expand the page overflow menu. The system makes it easy to find and select posted invoices with a process
aptly named Select Invoices.

In Invoice Payment Selection start by setting the currency for your payments.

The next fields will update as you choose invoices to pay.

To view invoices and select them we need to give the system some criteria for what we want to see. Tap Filters.
Set a Due Date to see posted invoices that are due on, or before, this date.

Consider Discount Dates will include invoices that, based on the Terms, qualify for an early payment discount if
paid on or before the date you select in Discount Horizon.

Exclude Invoices with a Zero Discount, which is not active unless you select Consider Discount Dates, filters out
any invoices that do not qualify for a discount.

Select Include Invoices Without a Payment Method, in case a payment method wasn’t selected when an invoice
was entered.
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In the filters card, you can narrow the results further by selecting specific Payment Methods, Supplier Groups or
Suppliers, and Invoice Currencies.

Tap OK.

Sort the Due Date column so that the most recent invoices are at the top.

Select the invoice you want to pay currently.

Select OK.

The payment shows in the grid with the dollar amount in Payment Total, including that discount.

Let’s look at adding another invoice payment in a different way. In the Current Payments in Process card, tap
New Payment.

In Payment Details, search for or enter a supplier. Tap Save.

Expand the Invoice Payments card and tap New Invoice Payment.

Right-click in the Invoice field and select AP Invoice Search.

Tap Search. Only invoices for the supplier you chose show in the Search window.
Select from the list and tap OK. Tap Save.

Using the crumb bar, return to AP Payment Entry.

Now there are two invoices in the grid.

You can repeat these processes and add more payments for this, or other suppliers. But we will continue with
just these two.

From the page overflow, Print the Group Edit List to check your work.

Review the payment summary and the GL Account Recap.

Since everything balances and looks correct, go back to the page overflow, and select Process Payments.
Accept the defaults and tap Print Preview

These are the printed checks. They show a summary, for your records, and the check is at the bottom of the
sheet.

This also looks good so write the records to the system by Posting.
The system warns you to verify your checks printed properly.

Note that if anything goes wrong with the printer or paper when you’re printing checks, you can reprint as many
times as you need to UNTIL you post.

If you discover a problem with the printed checks, after posting, you will have to void the check and start again.
Tap OK and then tap Process.

Close the AP Post process window.

The group no longer shows in AP Payment Entry.

Just like that, you created a payment for these invoices.
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Adjust an Invoice
Body It happens, Hades Heat Treating overcharged you by $75 on an invoice.
Since you haven’t paid it yet, you can adjust the invoice in AP Adjustment Entry.

Note that when adjusting an invoice or voiding a payment you do not have to create an AP Group and Post, like
you do when entering a payment.

Bring up the supplier.

And then, the invoice.

In the Adjust field, enter negative 75.

As soon as you move out of the field, the invoice balance changes.

Select the GL Account. [1000-00-00]

Enter a description or comment so everyone can see what happened and why.
Save the adjustment.

That’s all there is to it.

Let’s look at Supplier Tracker. From the Landing Page, select Hades Heat Treating. Once the Detail page
appears, tap the Activity link.

Expand the Invoices card. The correct balance displays.

Void a Payment

For any number of reasons, you may need to void a payment.

In this case a payment was entered twice by mistake.

We caught the duplicate before we sent the second check so we can Void it.
In the Void Payment Entry landing page, find the payment you want to void.
Select the checkbox in the Select column.

Tap Void Selected.

Verify that you want to void the check.

Refresh the window.

Recap
In this course, we entered a payment for 2 invoices, verified our entry, and printed checks.
Then we made an adjustment to an invoice to correct the amount,

And last, we voided a duplicate payment.
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The contents of this document are for informational purposes only and are subject to change without notice. Epicor
Software Corporation makes no guarantee, representations or warranties with regard to the enclosed information and
specifically disclaims, to the full extent of the law, any applicable implied warranties, such as fitness for a particular purpose,
merchantability, satisfactory quality or reasonable skill and care. This document and its contents, including the viewpoints,
dates and functional content expressed herein are believed to be accurate as of its date of publication. The usage of any
Epicor software shall be pursuant to the applicable end user license agreement and the performance of any consulting
services by Epicor personnel shall be pursuant to applicable standard services terms and conditions. Usage of the solution(s)
described in this document with other Epicor software or third party products may require the purchase of licenses for such
other products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation, registered in the United States
and other countries. All other marks are owned by their respective owners. Copyright © 2021 Epicor Software Corporation.

All rights reserved.

About Epicor

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed
around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of
experience with our customers’ unique business processes and operational requirements is built into every solution—
in the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while
managing complexity. The result is powerful solutions that free your resources so you can grow your business. For
more information, connect with Epicor or visit www.epicor.com.
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