The Disappearing Check
By: Elizabeth Guy
 

It used to be that anytime a company purchased an item they either paid cash or wrote a check.  The check proved to be an easy method of payment with a great audit trail of the transaction.  

 With the advent of technology businesses are now being offered many more options such as, ATM/Debit cards, on-line bill pay, automatic withdrawal, and fund transfers.  Life has become more convenient at the time of the transaction, but is it saving you time on your bookkeeping?

 If you rely on QuickBooks (or your accounting software) for you financial status it is important to post every purchase transaction for accuracy.  Here are step-by-step instructions, assuming you have already entered the bill when you received it.

IN QUICKBOOKS 

Use this method to pay a bill with cash or any form of electronic funds transfer, including a wire transfer, debit card, ATM card, PayPal, and so on.

To do this task
1. Go to the Vendors menu and click Pay Bills.

2. If you have more that one accounts payable account, choose the one that you want to use to pay these bills.

3. Select the bills that you want to pay.

To pay only part of a bill now, find the bill in the list and enter the amount to pay in the Amt. Paid column.

4. Set any discount or credits that you want to apply to the bill.

5. Click the Payment Account drop-down arrow and choose the account from which you want to pay the bills (such as General - Checking).

6. Click the Payment Method drop-down arrow and choose Check (even though you're not paying with an actual check).

7. Select Assign check no.
When you record your bill payment after completing this form, you are prompted to enter check numbers and dates. You can leave the check number blank, or you can enter something else to indicate the type of payment. For example, you might enter Cash, EFT (for an electronic funds transfer), PP (for PayPal), and so on.

8. QuickBooks automatically enters today's date in the Payment Date field. You can change this date, if necessary.

9. Click the Pay Selected Bills button to record the bill payment.

Here are instructions if you have not already entered a bill.
1. Go to the Banking Menu and click Write Checks.

2. Choose the account to write the check from (even though it is not a “check”)

3. Enter the vendor name, date, and amount

4. For the check number enter Cash, EFT, PP, ATM, or POS (Point-of-Sale)

5. Choose the account to expense the payment to 

6. Save & Close 
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