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Document Overview 

This document is being provided to explain how to pay accounts payable bills with a credit card.  

When selecting to pay an accounts payable bill with a credit card, the Pay Bills function is used, 

except instead of selecting which bank account you will be writing a check from, you will select 

which credit card will be used to pay the bill.  When selecting to pay with a credit card and the 

payment transaction is saved, the application will mark the bills as paid on the originating bill 

Vendor with a credit then transfer the liability to the Credit Card Vendor as a new bill.   

Some set up is required to use this functionality, which is explained within this document.   

Setup Required 

To pay bills with a credit card, you must first make certain a Credit Card Vendor record exists 

that you will use to link to a general ledger account number for processing these payment 

transactions.  Secondly you need to create a general ledger account number for each credit card 

that may be used in bill payment.  A special account type, CC, is used to activate the credit card 

payment functionality.  The general ledger account is linked to the Vendor account in the G/L 

account setup. You may create as many G/L accounts as needed if your company uses multiple 

credit cards to pay bills. 

General Ledger Account Setup 

Create one general ledger account for each unique credit card that you will be using to pay bills.  

When selecting the Account Type from the drop-down list, select CC.  In the Vendor field, select 

the Vendor from the drop-down list that will be linked to the general ledger account number. 
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Pay Bills with a Credit Card 

Please follow the steps below to pay your bills with a credit card. 

1.  Navigate to the Accounts Payable module from the main application menu.  Select the 

Pay Bills menu option with the Accounts Payable module. 

 

2. From the Pay Bills form select the Vendor you are paying.  Select the Credit Card option 

under the Payment Information section.  From the Account drop-down list in the 

Payment Information section, select the G/L account to use for the payment.  Proceed 

to the bills selection area and check the box to the left of the bills you want to pay with 

the selected credit card.  When finished with the bills selection press the save button.  A 

message will be displayed asking if you want to apply the selected payments, press the 

Yes button to accept.   
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Once the bills have been paid by the credit card you may view the Vendor record to see the 

credit created to pay the bills and view the Credit Card Vendor to view the new bill created by 

the credit card payment transaction. 
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