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March 16, 2021 -10 AM -11 AM PT

Day 1

Lesson 3.1: Configuring Vendors

Lesson 3.2: Configuring Non-Stock Items

Lesson 3.3: Processing AP Bills

Lesson 3.4: Paying AP Bills

March 17, 2021 -10 AM -11 AM PT

Day 2

Lesson 3.5: Correcting AP Bills

Lesson 3.6: Paying Multiple Bills

Lesson 3.7: Processing Prepayments

Timing and Agenda
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March 18, 2021 -10 AM -11 AM PT

Day 3

Lesson 4.1: Configuring Customers

Lesson 4.2: Working with AR Invoices

Lesson 4.3: Paying AR Invoices

Timing and Agenda

March 19, 2021 -10 AM -11 AM PT

Day 4

Lesson 4.4: Correcting AR Invoices

Lesson 4.5: Processing Customer Refunds
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Day 1



5Cherrylake, Inc.

Acumatica Customer Since 2013 

Part 3: Accounts Payable Process
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Lesson 3.1: Configuring Vendors

Learning Objectives

In this lesson, you will learn how to do the following:

• Create a new vendor based on the default vendor class

• Review the default settings that the system has inserted from the vendor class

Start Page 80
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Vendors – Required Entities

• Vendor classes:  For Example:

• Provides default values

• Can be used in reporting 

• General Ledger accounts For example:

• Purchases

• Cash Discounts 

• Payment methods For example:
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Lesson 3.1: Configuring Vendors

Story

Suppose that SweetLife Fruits & Jams company has found a vendor, the CleanUp company that 

provides cleaning services and that agreed to sell its services on credit, with payments due in 30 days 

and a 3% discount if the services are paid within 10 days.

Acting as a SweetLife accountant, you need to create the new vendor in the system.

• U100 dataset

• Accountant Login:  johnson / 123

1. Vendor Account 2. Add Contact Information                   3. Financial and 

Payment Settings 4. GL Accounts
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Implementation Activity – Vendor Reports

REPORTS

AP Balance by Vendor

AP Balance by GL Account

Vendor History

AP Register

Vendor Profiles

Vendor Summary
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Lesson 3.2: Configuring Non-Stock Items

Learning Objectives

In this lesson, you will learn how create a new non-stock item of the Charge type, with standard cost.

Start Page 84
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Non-stock Items

• No physical entity and thus cannot be stocked in warehouses

• Labor, Services, Product Warranties

• Purchase from vendors or sell to customers but do not want to reflect in your company's 

inventory. 

• Only standard costs and base price information for them. 

• You can use the same non-stock items in accounts payable, accounts receivable, inventory, purchase 

orders, service orders, and sales orders.

Types of Non-Stock Items

Non-Stock Item (general) Labor Service

Charge Expense
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Lesson 3.2: Configuring Non-Stock Items

Story

Suppose that SweetLife Fruits & Jams company pays rent for its office facilities, which is a fixed 

amount paid every month. The amount the company pays is $1,200 a month starting from 1/30/2020. 

To make creation of documents easier for accountants, a new non-stock item for rent should be 

available in the system.

Acting as a SweetLife accountant, you need to create the new non-stock item and specify the needed 

settings.

• U100 dataset

• Accountant Login:  johnson / 123

1. Non-Stock Item 2. Unit Cost
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Lesson 3.3: Processing AP Bills

Learning Objectives

In this lesson, you will learn how to do the following:

• Create an AP bill

• Release the AP bill

• Review the GL batch that the system generates as a result

Start Page 89
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Bill Status

• On Hold: The bill is being edited and cannot be released. The system assigns this status to each created bill by default because the Hold 

Documents on Entry check box is selected on the Accounts Payable Preferences (AP101000) form by default.

• Pending Approval: The bill needs to be approved for release by the responsible person or persons. The system assigns this status when 

the bill for which the approval is needed is removed from hold. This status could be assigned to the bill only if the Approval Workflow feature 

is enabled on the Enable/Disable Features (CS100000) form.

• Rejected: The bill was rejected by the responsible person. This status could be assigned to the bill only if the Approval Workflow feature is 

enabled on the Enable/Disable Features form.

• Balanced: The bill is ready and can be released or scheduled.

• Open: The bill has been released. A bill with this status has a non-zero outstanding balance to be paid. If a bill is partially paid, it retains the 

Open status until the full amount is paid.

• Closed: The bill has been paid in the full amount; the document balance is zero.

• Scheduled: The bill is a template for generating recurring bills according to a schedule. Based on the template, the system generates 

recurring bills that can be edited and then released. (The scheduled bill itself cannot be released and can be edited as a template.)

• Pre-Released: The bill has been released and requires expense reclassification. This status can be assigned to the bill only if the Expense 

Reclassification feature is enabled on the Enable/Disable Features form.

• Voided: The previously scheduled bill was voided and is no longer used as a template for generating recurring bills.
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AP bill processing
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AP Bills: Generated Transactions

The following two accounts are usually involved:

• The liability account specified in the AP Account box on the Financial Details tab

• The expense account specified for each line in the Account column on the Document Details tab
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Lesson 3.3: Processing AP Bills

Story

Suppose that on February 2, 2020, SweetLife Fruits & Jams company purchased office supplies on 

credit from the Spectra Stationery Office vendor for $79.

Acting as a SweetLife accountant, you need to create the AP bill for the vendor, release it, and then 

review the GL batch generated by the system.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 2/7/2020

• SweetLife Head Office and Wholesale Center

1.Create AP Bill 2.Release AP Bill 3. Review GL Batch
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AP Bill statuses
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The Released AP Bill & Journal Transaction
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Lesson 3.4: Paying AP Bills

Learning Objectives

In this lesson, you will learn how to do the following:

• Manually create a payment document (a printed check)

• Process the payment by printing the check and releasing the payment

Start Page 96
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Paying AP bills
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AP Payments: Generated Transactions

Releasing an accounts payable check creates a batch of the following accounting transactions.

Releasing a check with cash discount earned creates a batch of the following accounting transactions.
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Lesson 3.4: Paying AP Bills

Story

Suppose that on 1/30/2020, the SweetLife Fruits & Jams company has to pay an AP bill in the amount 

of $177 for the purchase of office supplies from Spectra Stationery Office. The company usually pays 

such bills by check and sends the check to the vendor.

Acting as a SweetLife accountant, you need to create a check payment in the system, release it, and 

print the check to be sent to the vendor.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create a Check 2.Printing the Check 3. Releasing the Check
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AP Bill Payments: Configuration

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create a Check 2.Printing the Check         3. Releasing the Check
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The check payment ready for printing
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The Journal transaction from the released check
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Q&A

Day 1

▪ Lesson 3.1: Configuring Vendors

▪ Lesson 3.2: Configuring Non-Stock Items

▪ Lesson 3.3: Processing AP Bills

▪ Lesson 3.4: Paying AP Bills
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Day 2
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March 16, 2021 -10 AM -11 AM PT

Day 1

Lesson 3.1: Configuring Vendors

Lesson 3.2: Configuring Non-Stock Items

Lesson 3.3: Processing AP Bills

Lesson 3.4: Paying AP Bills

March 17, 2021 -10 AM -11 AM PT

Day 2

Lesson 3.5: Correcting AP Bills

Lesson 3.6: Paying Multiple Bills

Lesson 3.7: Processing Prepayments

Timing and Agenda
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Lesson 3.5: Correcting AP Bills

Learning Objectives

In this lesson, you will learn how to do the following:

• Create and release a debit adjustment

• Apply the debit adjustment to an open AP bill

• Create and release a credit adjustment for a released AP bill

Start Page 105
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Debit and Credit Adjustments

Debit adjustments decrease AP Balance

• Create a debit adjustment to 

decrease the amount you owe to a 

vendor. 

Credit adjustments increase AP balance 

• Create a credit adjustment to 

increase the amount you owe to a 

vendor.
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Accounts Payable Preferences – Raise an Error on Duplicate
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Lesson 3.5: To Process a Debit Adjustment

Story

Suppose that on February 11, 2020, SweetLife Fruits & Jams received a credit memo from Spectra 

Stationery Office, which gave them a $5 discount for the bill of $100.

Acting as a SweetLife accountant, you will need to process the vendor's credit memo as a debit 

adjustment that reduces the outstanding balance of the bill.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 2/11/2020

• SweetLife Head Office and Wholesale Center

1.Create Debit Adjustment 2.Release Debit Adjustment 3. Apply to Bill
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The application of the debit adjustment before release
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Lesson 3.5: To Process a Credit Adjustment

Story

Suppose that on February 11, 2020, SweetLife Fruits & Jams received a debit memo from Wingman 

Printing Company. The document charges SweetLife an additional $20 for the delayed payment of a 

bill.

Acting as a SweetLife accountant, you need to process the vendor's debit memo by creating a credit 

adjustment in the system.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 2/11/2020

• SweetLife Head Office and Wholesale Center

1.Create Credit Adjustment 2.Release Credit Adjustment
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The released credit adjustment
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Lesson 3.6: Paying Multiple Bills

Learning Objectives

In this lesson, you will learn how to do the following:

• Select the bills to be paid

• Prepare and release payments for multiple bills

Start Page 113
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AP payment statuses
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Paying multiple AP bills
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Lesson 3.6: Paying Multiple Bills

Story

Suppose that the SweetLife Fruits & Jams company occasionally buys glass jars and packaging for its 

products from the Jar Co. company (JARCO). Several bills for Jar Co. were entered in the system and 

the company wants to pay all of them by one payment. Also, another vendor, Frontsource Ltd. 

(FRONTSRC) asked SweetLife to pay their bills in separate payments and there are two bills in the 

amount of $153 and $62 that should be paid together with the Jar Co. bills.

Acting as a SweetLife accountant, you need to prepare a payment to pay bills in the amount of $45.50, 

$207, and $173.50 for the JARCO vendor and the two $153 and $62 bills for the FRONTSRC vendor.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 2/1/2020

• SweetLife Head Office and Wholesale Center

1.Select Bills to Pay 2.Prepare Payments 3.Release Payments
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The payment for multiple bills
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Payment Application History

Shows remittance information for Bills paid on this check:
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Lesson 3.7: Processing Prepayments

Learning Objectives

In this lesson, you will learn how to do the following:

• Process a prepayment in the standard way

• Apply the prepayment to a bill

• Enter a vendor refund for a prepayment

Start Page 119
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Prepayments

Record advance payments or down payments to Vendors

Two ways:

• Standard: Starts with Vendor prepayment request

• Prepayment request does not change vendor balances

• Simplified: No prepayment request generated first



45

Prepayment processing workflow
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Lesson 3.7: To Process a Prepayment

Story

Suppose that the SweetLife Fruits & Jams company has ordered a new design for the company’s 

printed labels and paper bags from Wingman Printing Company. They requested an advance payment 

of $425 for these services. Further suppose that the prepayment that SweetLife made on January 18, 

2020 has to be applied to an AP bill from Wingman Printing Company.

Acting as a SweetLife accountant, you have to record a request for an advance payment of $425 to 

the PRINTICO vendor. You then need to make a payment by check for the request, and then apply this 

prepayment to the bill.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/18/2020

• SweetLife Head Office and Wholesale Center

1.Create/Release Prepayment Request 2.Create Check to Pay

3.Apply Prepayment to Bill
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The check prepared to pay the prepayment request
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The prepayment applied to the AP bill
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Lesson 3.7: To Refund a Prepayment

Story

Suppose that on January 30, 2020, the SweetLife Fruits & Jams company received a refund of $25 

from Compulink and Co. for the unused amount of the $190 prepayment. 

Acting as a SweetLife accountant, you need to process this refund in the system.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create Refund 2.Release Refund
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The Application History tab of the Checks and Payments form
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Q&A

Day 2

• Lesson 3.5: Correcting AP Bills

• Lesson 3.6: Paying Multiple Bills

• Lesson 3.7: Processing Prepayments
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Day 3



53Cherrylake, Inc.

Acumatica Customer Since 2013 

Part 4: Accounts Receivable Process
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March 17, 2021 -10 AM -11 AM PT

Day 2

Lesson 3.5: Correcting AP Bills

Lesson 3.6: Paying Multiple Bills

Lesson 3.7: Processing Prepayments

Timing and Agenda

March 18, 2021 -10 AM -11 AM PT

Day 3

Lesson 4.1: Configuring Customers

Lesson 4.2: Working with AR Invoices

Lesson 4.3: Paying AR Invoices
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Lesson 4.1: Configuring Customers

Learning Objectives

In this lesson, you will learn how to do the following:

• Create a new customer based on the default customer class

• Review the default settings that the system has inserted from the customer class
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Customers – Required Entities

• Customer classes:  For Example:

• Provides default values

• Can be used in reporting 

• General Ledger accounts For example:

• Sales

• Cash Discounts

• Statement Cycles For example:
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Customers – Required Entities

• Payment Methods:

• Note: Payment Methods (CA204000) located on Banking Menu Preferences

For Example:
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Lesson 4.1: Configuring Customers

Story

Suppose that SweetLife Fruits & Jams company wants to create a customer account for one of the 

local cafes, Prime Cafe, to enable them to buy the SweetLife products on credit, with payments due in 

30days.

Acting as a SweetLife accountant, you need to create the needed customer account in the system.

• U100 dataset

• Accountant Login:  johnson / 123

• SweetLife Head Office and Wholesale Center
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Lesson 4.2: Working with AR Invoices

Learning Objectives

In this lesson, you will learn how to do the following:

• Create an AR invoice

• Release the AR invoice

• Review the GL transaction that the system generates as a result of the invoice being released

Page 136
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AR Invoices

Ways an Invoice Can Be Created:

• Billing of a Contract

• Billing of a Project 

• Processing of an SO invoice

• Scheduling of a recurring invoice

• Uploading the details of invoices from an Excel file
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Invoice Statuses

On Hold

Balanced

Pending Print / Pending Email 

▪ AR Preferences  + Customer settings

Open

Closed

Scheduled

Voided
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Releasing an Invoice

Changes status of invoice to Open (pending customer payment)

▪ Can edit: Cash Discount date and Invoice due date

Increases Customer balance

Generates GL Batch to update asset and income accounts

▪ Posting settings in Accounts Receivable Preferences
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AR invoice processing
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Lesson 4.2: Working with AR Invoices

Story

Suppose that today the GoodFood One Restaurant purchased four hours of on-site training from the 

SweetLife Fruits & Jams company for the amount of $248. 

Acting as a SweetLife accountant, you need to create an AR invoice for the customer, release the 

invoice, and then review the GL transaction generated by the system.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create AR Invoice 2.Release AR Invoice 3.Review GL Transactions
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The released AR invoice
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Lesson 4.3: Paying AR Invoices

Learning Objectives

In this lesson, you will learn how to do the following:

• Enter a payment

• Apply the payment to an AR invoice

• Release the payment and the payment application to the AR invoice

Page 145
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Payment Processing Stages

Recording 

Application – specify documents to apply payment

▪ Balanced, On Hold or Open

Release payment

▪ Only Balanced status can be released

▪ Payments and Applications (AR302000), or

▪ Release AR Documents (AR5010000)

Release application records

▪ Fully applied → Payment and paid document status Closed

▪ Partially applied → Payment status remains Open; Paid documents Closed if fully applied or Open if partially 

applied
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Paying AR invoices
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Invoice Payments: Generated Transactions
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Application of a Payment to Multiple Payments

Generate Consolidated Batches – Unchecked:

▪ Batch for each payment



71

Application of Multiple Payments to a Single AR Document

Balanced (status)/Unreleased Invoice

Applications Tab

Load documents

Check Box

Amount Paid
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Lesson 4.3: Paying AR Invoices

Story

Suppose that on January 30, 2020, the SweetLife Fruits & Jams company received a check for $300 

from one of its customers that had purchased an offline training course on January 9, 2020.

Acting as a SweetLife accountant, you need to create the payment in the system and apply it to the 

$300 invoice dated 1/9/2020.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create Payment 2.Release Payment
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The payment applied to the invoice before release
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Q&A

Day 3

• Lesson 4.1: Configuring Customers

• Lesson 4.2: Working with AR Invoices

• Lesson 4.3: Paying AR Invoices
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Day 4
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March 18, 2021 -10 AM -11 AM PT

Day 3

Lesson 4.1: Configuring Customers

Lesson 4.2: Working with AR Invoices

Lesson 4.3: Paying AR Invoices

Timing and Agenda

March 19, 2021 -10 AM -11 AM PT

Day 4

Lesson 4.4: Correcting AR Invoices

Lesson 4.5: Processing Customer Refunds
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Lesson 4.4: Correcting AR Invoices

Learning Objectives

In this lesson, you will learn how to do the following:

• Create and release a credit memo

• Apply the credit memo to an open invoice

• Create and release a debit memo

• Apply the debit memo to a payment

Page 154
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AR Invoice Correction

Open (Released)

▪ Edit Cash Discount Date

▪ Edit Due Date

Correcting a Closed Invoice:

▪ Issue a new document – Credit Memo or Debit Memo and apply to the invoice

▪ Credit Memo Decreases Customer’s Debt

▪ Debit Memo Increases Customer’s Debt

▪ Reverse Invoice

▪ Automatically creates Credit memo

▪ Reverse and Apply to Memo

▪ Automatically creates Credit memo and applies to the invoice 

Closed Invoice

▪ Cannot Edit a closed invoice
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Correcting AR invoices
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Lesson 4.4: To Create a Credit Memo

Story

Suppose that on January 16, 2020, the SweetLife Fruits & Jams company sold five days of online 

training to one of its customers, GoodFood One Restaurant in the amount of $225. An AR clerk 

created an invoice for five days of training for GoodFood One Restaurant. The actual number of 

training days turned out to be four, and now SweetLife needs to reduce the customer balance of 

GoodFood One Restaurant by $45. 

Acting as a SweetLife accountant, you have to create a credit memo and apply it to the open invoice to 

reduce the customer balance by $45.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create  & Release Credit Memo 2.Apply Credit Memo to Invoice
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The released credit memo applied to the invoice
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Lesson 4.4: To Create a Debit Memo

Story

Suppose that an invoice sent by SweetLife Fruits & Jams company to FourStar Coffee&Sweets Shop 

for a three-day training in the amount of $135 undercharged the customer, as the number of trainees 

was higher than agreed. The amount to be additionally charged from the customer for this training is 

$67.50.

Acting as a SweetLife accountant, you need to create a debit memo in the amount of $67.50 and 

process the customer's payment of the debit memo.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create  & Release Debit Memo 2.Apply Payment to Debit Memo
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The debit memo with the payment applied
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Lesson 4.5: Processing Customer Refunds

Learning Objectives

In this lesson, you will learn how to do the following:

• Create a customer refund

• Void a customer refund

Page 163



85

Customer Refunds

Record a refund for returned goods

Record overpaid amount

Record unused amount of prepayment

Two methods:

▪ Payments and Applications (AR302000)

▪ Invoices and Memos – Actions > Customer Refund (AR301000)
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Correct a Customer Refund

Void:

• Payments and Applications (AR302000)
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Customer Refunds Corrected

Select the Customer Refund document → Click Void → Release

▪ Voided Refund document type created

▪ Status of the Refund changes to Voided

▪ Status of the Voided refund changed to Closed



88

Lesson 4.5: To Create a Customer Refund

Story

Suppose that in January, HM’s Bakery & Cafe (HMBAKERY) bought twelve jars of apple jam from the 

SweetLife Fruits & Jams company for the total amount of $258 and returned two damaged jars. One of 

the SweetLife accountants has already created a credit memo in the system for the amount of the 

damaged goods ($43). 

Acting as the chief accountant of SweetLife, you need to create a customer refund for this credit 

memo.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Create Customer Refund 2.Release Customer Refund
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The customer refund created for HMBAKERY
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Lesson 4.5: To Void a Customer Refund

Story

Suppose that a customer refund for HM’s Bakery & Cafe (HMBAKERY) that you created in the 

previous activity has to be voided (because the date is incorrect) so that a new refund can be created.

Acting as the chief accountant of SweetLife, you need to void the customer refund.

• U100 dataset

• Accountant Login:  johnson / 123

• Business Date 1/30/2020

• SweetLife Head Office and Wholesale Center

1.Void Customer Refund 2.Release Voided Refund
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The voided refund for the HMBAKERY customer
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Q&A

Day 4

• Lesson 4.4: Correcting AR Invoices

• Lesson 4.5: Processing Customer Refunds



No Reliance

This document is subject to change without notice. Acumatica cannot guarantee 

completion of any future products or program features/enhancements described in 

this document, and no reliance should be placed on their availability. 

Confidentiality: This document, including any files contained herein, is confidential 

information of Acumatica and should not be disclosed to third parties.
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Thank you

Debbie Reed


