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Using the Pay Bills Screen to Pay Multiple Vendors
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This guide explains how to pay bills to multiple vendors. It is intended for general users.

The Pay Bills screen helps you view and pay multiple bills in one easy-to-use interface:

1. Navigate from Main Menu > Accts Payable > Disbursements.
2. Inthe menu bar, click Actions > Pay Bills.

3. Use the QUiCk Search https://aaceé.knowledgeowl.com/help/using-the-guick-search-bar’ bar to locate the
desired records.

Purchase Date Dffice Tithe hsgn To Vendor . Inva Tnw Date Due Date DPD Tracking Status: ‘Sugg Disc Status
et Supplies OPEN Q]

Select Purchases

Purchass Data Offic Viando Trwegice 1D D Dabe DPD  Tracking Status Balancy Sugg Disc Sugg Balarow

60091 7522 AL Art Supplies, 1895 8422 0 1,565.65 0.00 1,565.85

Select All ¥
Pay Bills

Purcha o ek I D T 5 Aala B » Py AL
== Total Payment 000 [
General Info

Dube Bark Accnunt Currert. Balance Bal after Paryment

Q7/14/2022 T 1115 | Cash Checking (Al} 2,625,269.56 2,625,269.56 Cancel “

4. Inthe Select Purchases list, click the desired records to move the bill(s) you want to pay
down to the Pay Bills list.
Note: You can also click Select All or Remove All.

5. Inthe Pay Bills list, enter the Payment amount for each bill, or use the Apply icon ( » )
for the full payment.
Note: You can also enter adjustments (https://aace6 knowledgeowl.com/help/using-the-adjustment-field-in-

disbursements (eg discounts taken).
6. Inthe General Info section, review the Disbursement Date and the Bank Account.
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60091 /5122 Al Art Supplies, 1895 8422 ] 1,565.65 1,565.85 % 1,565,485 0.0 °
= Total Payment 156585 @
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07/14/2022 1 1115 | Cash Checking (AT} 2,625,269.56 2,623,703.71 Cancel

7. Click Pay.

8. At the confirmation dialog box, click Post.
Note: To save the payments without posting them, click Cancel. You can return later for
final processing.

9. At the check preparation dialog, enter the number of the first check in the stack that
you load into your printer.

[ ] Message

Print check? Please enter a check number.

Check Number
160295 |

10. Continue with Qrinting the checks https://aaceé.knowledgeowl.com/help/printing-checks).

After printing the checks, aACE automatically sets the Check Status to Printed and marks
the check number for each disbursement item.
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