Accounts Payable
Adding Manual Payments To A Vendor File

Instructions on correcting the total amount paid to a vendor file, most used for 1099
reporting:

1: In the A/P Module, select option 4 for “Vendor Master File.”

2: Enter control number or select “Vendor” to search name database
Vendor Inquiry

01 - Auto/Mate Motors 01
Vendor Phone Numbers Terms Discount GL/Accounting

0 Discount NotAvailable Default 6L

Vendor# | 106191
TESTING

Text? 0 Amount 000%  Default Pay Type

Text? Days [}

Filters: Pay Method All | Status All ~ | Search

Invoice# PO# Status Invoice Date Invoice Amt Balance Disc

ount Stc  Pay Method Pay Date Chi/Ref # Pay Amt
TEST Paid 09/01/2025 §50.00 5000

000 P AM Single Tray 10/10/2025 223 $5000

Total Invoice Amount: $5000 Total Paid $5000
% Print | @ FindInvoices  [# EditVendor  Void Cheel % Vendor File Export iy More

@ Refresh Corpay & Add Payment @ Cancel

3: Verify the date range (most common is calendar year)

4: Verify total amount paid to vendor on the bottom right
5: Select “Add Payment”

Add Manual Payment > |

Invoice # _ |

Amount $0.00
Pay Date 08/24/2021 +
Pay Method

Check / Ref # 0

H Save @ Cancel

6: Enter Invoice # (This can be whatever you’d like)

7: Enter amount (If total paid needs to be increased, enter value as a debit (+), if total paid
needs to be decreased, enter value as a credit (-))

8: Enter Pay Date (Can be any date within the date range to be corrected)
9: Select Pay Method (Any checking method will be included in the 1099 totals)

10: Enter Check or Reference Number (Can be generic, ie 123120)
11: Select “Save”

12: Verify new “Total Paid” value is correct

Internal



Vendor Inquiry 01 - Auto/Mate Motors 01

Vendor Phone Numbers Terms. Discount GL/Accounting
Vendor# 106131 - x Best Time Unknown Text? 0 Discount Not Available Default GL
TESTING == x BestTime Unknown Text? 0 Amount 000%  DefaultPay Type
x Best Time Unknown Text? Days. _0
Detail
Range  This Vear Thru [12/31/2 Filters: Pay Method | All  Status All | Search
Invoice # PO# Status Invoice Date Invoice Amt Balance Discount Src  Pay Method Pay Date Chk/Ref # Pay Amt
12345 Manual Pay 11/07/2025 §5,000.00 $0.00 P AMSingle Tray 11/07/2025 122 $5,000.00
TEST Paid 09/01/2025 $50.00 $0.00 $0.00 P AMSingle Tray 10/10/2025 21 $50.00
Total Invoice Amount: §5,050.00 Total Paid $5,050.00
5 Print % Find Invoices (3 EditVendor  Void Check | & VendorFile Export | ¢ More @ Refresh Corpay & Add Payment @ Cancel
.
How to remove/update an added payment that you entered incorrectly
. H “ : ”
1: In the A/P Module, select option 4 for “Vendor Master File.
Company 01 - Auta/Mate GM o
Transaction Processing Reports
1. Enter Invoices b. ment Reqister
2. Pay Invoices T Inwoice Report
3. Cuiick Payment &
0. VT Company Dis tion Report
File Maintenance Settings
4. L File 100 User Preferences
5. WiewMoid Payment
2:E I b lect “Vendor” h datab
: Enter control number or select "Vendor™ to search name database
Vendor Inquiry 01 - Auto/Mate Maters 01
vendor Phone Numbers Tems Discourt GURzcourting
Vendor® 106191 x BestTime Unknown Tect? - 0 Discount Net Avsilsble Defaut GL
TESING . v ikt Toame' Linkown’ t 0 Amount 000%  Defauht Pay Type
L3 BestTime Uninown Tea? Days. 0
Detail
Fange | This Vear | Frorm [OU01205 v | Theu [ 12 Fikers: Pay Method | A1 - Staus A1 Search
invoice 07 st mwoice oate Inveice At Baiance Oiscourt. e Pay Method Pay Date ChuRes Pay At
12345 Manual Pay 11/07/2025 $5,000.00 S0.00 P AMSingle Tray NATI025 13 £5,000.00
rest Pad osot/2n05 $5000 5000 SO0 P AM Single oy wiones 2 $30.00
Total Invoice Amount: $5,05000 Total Paid $5050.00
S Print || s Findlvoices | | B Edit Vendor | Void Check | & Vendor File Export | | g More @ Refresh Corpay | G Add Payment | | B Cancel

Internal



Internal

3: Verify the date range (most common is calendar year)
4: Double Click on the invoice that shows as Manual Pay under the status

|Invoice # 12345

Amount §5,000.00
Pay Date 11/07/2023
Pay Method  AM Single Tray ~
Check / Ref # 123
Delete Payment k) Save @ Cancel

5: Select "Delete Payment" if you would like to remove this item completely.
OR

Update the information in this screen to reflect the correct values.

6: Select "Save"

7: Verify new “Total Paid” value is correct



