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A/P Tasks 

•Vendor Bills 

• Service Bills 

• Batch Bills 

• Recurrent Bills 

• Trade Bills 

 

•Vendor Credits 

•Vendor Debits 

•Apply Credits 

•Work w/ Invoices 

• Void Vendor Invoices 

• Hold Vendor Invoices 

• Release Vendor Invoices 

 

•Pay Bills 

• Quick Pay 

• Batch Bills 

Journal Receipts 

Cost Adjustments 

Reports 

• Vendor Register 

• Aging Summary 

• Payment Report 

• Vendor Debit History 

• Vendor Credit History 

• Vendor Bill History 

• Unbilled Payable Reports 
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5 Types of Vendor Bills 
 

1. Service Bills: Manual service bills (not against a PO), 
these get posted as soon as you save the bill 

2. Batch Bills: Similar to service bills, but allow you to 
save w/out posting (can work on bill and post when 
ready) 

3. Recurrent Bills: Create a service bill template for a 
vendor and post the template as needed 

4. Trade Bills: Against vendor PO (you have entered a GR 
against a vendor PO) 

5. Free Form Bills: For Free Form Customer Sales that 
generated a Vendor Bill 
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Service Bills 

A/P 

Module 

Service Bills 

Option 
Vendor Bills 

Submenu 
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Enter Service Bill 

Click 

Add New 
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Enter Service Bill 

Click Save 
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Vendor’s Bill History 

Click Vendor’s Bill History 
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Vendor’s Bill History 

Popup Menu: 

Edit: Edit unpaid bill (Discount & Due Dates, Discount & WH Tax Exemption Amt) 

View: View bill information 

View Adjustment: View any adjustment docs made to the bill 

Select 

Edit 
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Edit Bill 

Click Save 

Note: Can only edit if Bill has no payments made against it 
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View Bill Detail 

Select View 

Click 

Multimedia 
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Add Multimedia File 

Click 

Add New 

Click 

Save 
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Generate PDF/Excel Report 

Click 

Go 

Click 

Open 
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PDF/Excel Report 
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Bill Batch 
A/P 

Module 

Batch Bills 

Option 

Vendor Bills 

Submenu 
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Bill Batch 

Click Add New 

Popup 

Menu 

Popup Menu: 

View: View bill information 

Edit: Edit bill info (Currency, Bill Date, Discount Date, Net Due Date, Bill Amount, Discount 
Amount, WH Tax Exemption, Ref. Number, Parity Exchange, Memo, Details: GL Account / Amount 
/ Memo / Cost Center) 

Post: Post bill 

Delete: Delete bill from system (prior to posting) 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

16 

Add Bill Batch 

Click 

Continue 

OR 
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Add Bill Batch 

Click Save 
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Add Bill Batch & Post 

Click OK 

Select Post 

POST 
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Recurrent Bills 
A/P 

Module 

Recurrent Bills 

Option 

Vendor Bills 

Submenu 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

20 

Recurrent Bills 

Click 

Add New 

Popup 

Menu 

Generate/Create Bills 

Popup Menu: 

View: View bill information 

Edit: Edit bill info (Currency, Bill Date, Discount Date, Net Due Date, Bill 
Amount, Discount Amount, WH Tax Exemption, Ref. Number, Parity 
Exchange, Memo, Details: GL Account / Amount / Memo / Cost Center) 

Delete: Delete bill from system 
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Add Recurrent Bill 

Click 

Continue 

Click 

Save 
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Generate Bills 

Click 

Submit 

Click Generate 

Vendor Bills 

Bill 

Information 
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Trade Bills 
A/P 

Module 

Trade Bills 

Option 

Vendor Bills 

Submenu 
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Trade Bills 

• Regular Trade Bills 

• Add Bills 

• Edit Line Items 

• Delete Line Items 

• Add S&H Charges 

 

• Review Trade Bills 

• Review Bills w/ amount discrepancies 

 

• Post Bills 
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Trade Bills 

Popup 

Menu 

Click Add New 

Popup Menu: 

Edit: Edit/Delete items in a bill (Billed Qty, Billed Price, Correct Price) 

Delete: Delete bill from system 

Post: Post bill 

Report: Generates bill report (generates pdf file) 

EDI Report: Prints Generates report of EDI info received from vendor 
(pdf) 

Multimedia: Add multimedia file to bill 

Defaults to 

Display Current 

User’s Bills Only 
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Add Trade Bill 

Click Continue 
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Add Trade Bill 

Select 

Receipt(s) 

Click 

Continue 
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Edit Trade Bill 

Click Edit 

Allows you to add more 

receipts to the bill 
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Edit Trade Bill 

Click Save Must Select 

Reason if 

Making Any 

Changes 
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Edit Trade Bill 

Amt to be Adjusted – 

Requires Review by 

Purchasing Agent 
Click 

Journal/Charges 

Highlighted # = Bill Price < PO 
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31 

Click 

Save 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

32 

Edit Trade Bill 

Click Back 
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Require Review 

Select 

Require Review 

# of POs Being Billed 

Status Change 
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Review Bill 
Purchasing 

Module 

Review Vendor Bill 

Option 
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Review Bill 

Select Review 

Popup Menu: 

Review: Review bill – Edit bill and Authorize Difference 

Report: Print bill information (generates pdf file)  

Multimedia: Add/View/Edit multimedia associated with bill 
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Review Bill 

Click Edit 
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Edit Bill Item Line  

Click Save 

Enter Correct 

Price 
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Authorize Difference in Bill 

Click 

Authorize Difference 
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Post Trade Bill 

Select 

Post 

Notice Status 
Change 
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Post Trade Bill 

Click 

Submit 

Enter Further 

Charges 

(Ex. S&H) 

Total Bill Amt 

from Vndr 

Links 

to PO 

Allowable Ear 

Pay Discount 
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Post Trade Bill 

To be credited 
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Multimedia 

Click 

Add New 

Select 

Multimedia 
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Add Multimedia File 

Click 

Save 
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Trade Bill Report 

Select 

Report 
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Trade Bill Report 
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Add Vendor Credits 
A/P 

Module 

Add Vendor 

Credits Option 
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Add Vendor Credits 

Click 

Add New 

View Credit 

History 

For All Vendors 
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Add Vendor Credits 

Add More 

Entry Lines 
Click 

Save 
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Vendor Credit History 

Click Go 

Click Vendor’s 

Credit History 
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Vendor Credit History - Report 
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Add Vendor Debits  
A/P 

Module 

Add Vendor Debits 

Option 
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Add Vendor Debits 

Click  

Add New 
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Add Vendor Debit 

Add More 

Entry Lines 

Click 

Save 
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View Vendor Debit History 

Click Vendor’s 

Debit History 
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View Vendor Debit History 

Select 

Edit 

Popup Menu: 

view: View debit’s detail information 

Edit: Edit unpaid debit info (Discount Date, Net Due Date, Discount Amount) 

Print: Add/View/Edit multimedia associated with bill 
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Edit Vendor Debit 

Click Save 
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Generate Vendor Debit Report 

Click 

Open 

Click Go 
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Generate Vendor Debit Report 

Click to 

Save 
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Void Vendor Invoices 

A/P 

Module 

Void Vendor 

Invoices Option 

Work with Invoices 

Submenu 
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Void Vendor Invoices 

Click 

Continue 
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Void Vendor Invoices 

Select Invoice(s) 

to Void 

Select to Check 

All Invoices 

Click Submit 
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Hold Vendor Invoices 
A/P 

Module 

Hold Vendor 

Invoices Option 

Work with 

Invoices 

Submenu 
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Hold Vendor Invoices 

Click 

Continue 

View History of 

Held/Released 

Invoices for the 

Selected Vendor 

Select to Check 

All Invoices 

Click 

Save 
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Release Vendor Invoices 

A/P 

Module 

Release Vendor Invoices 

Option 

Work with Invoices 

Submenu 
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Release Vendor Invoices 

Click 

Continue 

View History of 

Held/Released Invoices 

for the Selected Vendor 

Select 

Invoices to 

Release 

Click Save 
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Vendor Hold/Release History 

Enter Date 

Range to View & 

Click ‘Go’ 
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Manually Apply Credits 
A/P 

Module 

Apply Credits 

Option 
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Apply Credits 

Click 

Continue 

Select Apply 
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Apply Credits 

Select 

Whether to 

Pay in Full 

Click Save 

Partial 

Payment 
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Pay Bills – Batch Format 
A/P 

Module 

Pay Bills 

Submenu Batch Format 

Option 
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Pay Bills – Batch Format 

Click Add 

Bills 

Note: This process will lock users out of Quick Pay 
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Pay Bills – Batch Format 

Click 

Continue 
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Pay Bills – Batch Format 

Select 

Credits 
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Pay Bills Batch - Select Credits 

Click Save 
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Pay Bills – Batch Format 

Select 

Bills 
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Pay Bills – Batch Format 

Click Save 
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Pay Bills – Batch Format Report 

Click Print Report 
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Pay Bills – Batch Format Report 
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Pay Bills – Batch Format Post 

Click Post Batch 
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Pay Bills – Quick Pay 
A/P 

Module 

Pay Bills 

Submenu 
Quick Pay 

Option 
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Pay Bills – Quick Pay 

Click 

Continue 

Note: Quick Pay is limited to payment of 280 bills per run 
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Pay Bills – Quick Pay 

Click Save 

Select to 

Pay Bill 

In Full 

Select to Apply 

Available Credit 
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Journal Goods Receipt 
A/P 

Module 

Journal Receipt 

Option 
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Journal Goods Receipts 

Serves 2 purposes: 

 

1. Journal Items for Direct Ship Sales Orders: this 

step is what generates the customer’s invoice. 

 

2. Edit & Journal GR entered from WH module whose 

Status = Received With Issues 
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Journal Goods Receipt 

Click Lookup 

List defaults to current date 

Click 

Lookup 
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Journal Goods Receipt 
Popup 

Menu 

Click 

Add New 

Popup Menu: 

View: View goods receipt information 

Edit: Edit goods receipt (Received Doc # & WH cannot be edited) 

Journal: Journal GR received with issues 

Delete: Delete goods receipt 

Verify: Verify receipt (check for errors) 

Complete: Complete goods receipt process 

Print: Generate pdf file of goods receipt 

Putaway Ticket: Generates pdf file of putaway ticket 

Vendor Wrong/Sub Report: Generates pdf file of items received in 
error or substitute 

Short/Over/Dmg Report: Generates pdf file of items received 
damaged or wrong quantity 
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Goods Receipt – Add New 

Complete Goods Receipt Header 

Click Continue 
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Goods Receipt (Edit Items) 

Lists Items 

In Doc.  

Click on an 

Item to Edit, 

Will Move 

Item to Line 

Detail 

Portion of 

Page 

Click to 

Save Any 

Changes 

Receipt # 

Click Verify then Exit 
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Goods Receipt – Post 

Select 

Complete 

Click 

Submit 
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Edit Goods Receipt (Received with Issue) 

Select 

Edit 

• Journaling occurs for GR that get posted as ‘Received with Issue’ 

• “Received with Issue” status occurs ONLY if GR has items marked as: 

Is Wrong = Yes 

• GR containing items marked as ‘Sub Item’ = Yes do not get journaled 
unless the item is also marked as ‘Is Wrong’ = Yes 
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Edit Goods Receipt (Received with Issue) 

Click Continue 
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Edit Goods Receipt (Received with Issue) 

Item 

received 

‘Wrong’ 

Click to 

Move to 

Line Detail 

Portion of 

Page 

Click 

Save 

Change 

Item 

Received 

“Wrong” 

Has no PO # 
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Edit Goods Receipt (Received with Issue) 

Click 

Exit 
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Journal Goods Receipt 

Click 

Journal 

Click Submit 
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Cost Adjustment 
A/P 

Module 

Adjustment 

Option 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

96 

Cost Adjustment – Lookup 

Click 

Lookup 
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Cost Adjustment – Lookup 

Click Add 

New 

Popup Menu: 

View: View adjustment information 

Edit: Edit adjustment (header and lines) 

Delete: Delete adjustment (non posted) 

Post: Post adjustment 

Print: Generate pdf report of adjustment 

Popup 

Menu 
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Cost Adjustment – Add New 

Click 

Continue 

Click Add 

New Item 
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Cost Adjustment – Add Items 

Click to Search 

for Item 

Click Save 

New AIC = [(Current AIC * OH Qty) – Adj Amt] / OH Qty 
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Cost Adjustment – Add Items 

Edit or 

Delete Line 

Click Post 

Note: You can Exit and post by selecting the Post popup menu option 
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Vendor Register 
A/P 

Module 

Vendor Register 

Option 

Reports 

Submenu 
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Vendor Register 

Click 

Continue 

Select Vendor 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

103 

Vendor Register 

Click on 

Transaction 

Date 

Enter Date Range to 

View & Click Go 
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Vendor Register 

View Files 

Attached 

to Bill 
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Aging Summary 
A/P 

Module 

Aging Summary 

Option 

Reports 

Submenu 
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Aging Summary 

Click 

Submit 

Generate 
Report 

Click Link 
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Aging Summary 

Click on 

Amount 

Sort by 

Column 
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Aging Summary 

Can drill 

down 
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Transaction Detail 
A/P 

Module 

Transaction Detail 

Option 

Reports 

Submenu 
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Transaction Detail 

Types: 

• All 

• Bill 

• Check 

• Credit 

• Debit 

• Denied Claim 

• Wire Transfer 

Click 

Submit 

Generate 
Report 

Click Link 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

111 

Transaction Detail 

Print & 

Save 

Report 
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Payment Report 
A/P 

Module 

Payment Report 

Option 

Reports 

Submenu 
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Payment Report 

Click 

Submit 
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Payment Report Analysis 

Click 

Amount 

Can drill 

down 

Vendor 

Payment 

Details Page 
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Unbilled Payable Report 
A/P 

Module 

Unbilled Payable 

Report Option 

Reports 

Submenu 
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Unbilled Payable Report 

Click 

Submit 

Click 

Receipt # 
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Unbilled Payable Report 

Close 

Window 
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Vendor Bill History 
A/P 

Module 

Vendor Bill 

History Option 

Reports 

Submenu 
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Vendor’s Bill History 

Click Vendor’s 

Bill History 

Select View or 

View 

Adjustment 



Copyrighted material cannot be reproduced without the consent of the author. 

© Ximple Solutions, LLC. All Rights Reserved 

120 

Vendor’s Bill History 

Return to 

Previous Page 
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Sales Tax Report 

AP 

Module 

Sales Tax 

Report Option 

Reports 

Submenu 
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Sales Tax Report 

Click 

Submit 

Generate 
Report 

Click Link 
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Sales Tax Exempt Detail 

AP 

Module 

Sales Tax Exempt 

Detail Option 

Reports 

Submenu 
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Sales Tax Exempt Detail 

Click 

Submit 

Generate 
Report 

Click Link 
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END A/P Module Overview 


