Credit Card Vendors in SedonaOffice

12/28/2023 2:40 pm EST

To pay Vendor Bills using a Credit Card you will need to create a new Vendor and then a GL Account
for that Vendor.

Accounts Payable

Under Accounts Payable select Vendors.
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=¥ Sedona Security
 Client Management
Accounts Receivable

General Ledaer /

<4 Accounts Payable |
] gills
[ credits
5 Pay Bills
[‘=h Print Checks
(=) Print Purchase Orders
[=] Purchase Orders
% Recurring Items
o Suggested PO List

& Write Checks

@ AP Query Builder
{4 Comdata Interface
% Export Checks

¢ Inventory

Select New Vendor.



) SedonaOffice Search - Sedana Security ol ® =]

(& AR Search L& AP Seaich

AP Search Critenia
AddCiteia | ClarCiteia | | 1 seachciteriadefived | [ Reatine Seaich seach |
Search For: Vendor |@ _ Containg E
v Mame V¥ Code I Include Inactive
—AP Search Results |
American Ladders & Scaffolds, Inc American Ladders & Scaffolds, Inc Ml Parts Supplier 0,00
American Profit Recovery American Profit Recovery ] Dutside Services  0.00
Bridgestone Americas, Inc. Bridgestone Americas, Inc. Ml Office Supplies 4585.06
Mec Corp OF America Mec Corp OF America Ml Parts Supplier 0.00
All American Aluminum All American Aluminum Ml Parts Supplier 0.00
American Express American Express Ml Credit Card -2,189.0
Longest Vendor Mame That |s Great.. Longest Vendor Name That |z Great.. Ml Office Supplies 0.00
American Express Card - Danita American Express - Danita 1] Credit Card 0.00
Star City Games Star City Games ] Parts Supplier 100.00
4| i / ' »
Found 9 resuls Mew Vendor I Select | Cloze

The New Vendor Screen will open.



| &
e Mew Wendor

&4 vendor Information

Met Due to Vendor

@D Identification

‘endor Code 0 Cakegory |
‘endor Type [ =] Dpen Bills
Branch | M1 ;l Dpen Credit

verdor | pils | Credis | Pavments| PO's| Receipts | Retuns | GL Journal | GL Accounts | Taxes | Custom Fields | Notes | Comdata

harme | Fedaral Id |
Address ... Social Sec 2 I ’_ -
[~ Issue 1099
,-,a Payables
Contact | | Exp Account | LLU
=T I Defauk Cost |
Fag I Tems | ﬂ
Contact 2 | Cradit Limit I
Phone | GSTExempt [~
& -] Payments PO Memo |
Checks R de |
R Te [Amazon Rewar 1 Hotes
Address ...
Crikical Message
Expires On | AI
Check Memo | I
[ Inactive [~ Secure Yendor Savie | Close

Vendor Code: Enter the Code for that Vendor - this will be used when searching for the Vendor.

Vendor Type: Credit Card

e Mew Vendar

Yendor Code |amazon Rewards

| Vendor Type |

Branch
D ——— Credit Card
Employee

Description
Credit Card
Employes

Government Agency

Yendgr | Ef_lll.<| Cr'Gwarnment Agency
Insurance

Insurance

B4 vendor Inforn Office Supplies

Office Supplies

Outside Services
Name Parts Supplier

Outside Services
Parts Supplier®

Professional

Professional Services

address ... I




Branch: This defaults to default Branch but can be changed.
Category: Select the appropriate Category
Vendor Information: Fill in these fields as you would for all vendors.

Expense Type: This can be linked after the GL Account is created.

(& Payables
L ~14| /

| Exp Account |

Default Cost

Terms

=

Credit Limit

|

l

|
GSTExempt |

PO Memo

Then Save

General Ledger

Under General Ledger select Chart of Accounts.
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Select New.



&) Chart of Accounts (Sedona Security) E
Account Description Account Type | »
100201 POS Credit Cards BAMK = |
100202 London Bank. BANK
100203 Super Bank cC
100204 Bank of Montreal BAMNE
100206 POS Credit Card Sales OCA
1a0z07 Best oL
100208 BestZ oL
100300 Cash - Payroll BANE
100400 Cash-Brussels BANE
100500 Banco Espancla BANEK
100600 Savings Accounk BANK
100666 Wisa-AS cC
100900 Petty Cash BAMK
100930 Undeposited Funds* (o]

110110 Accounts Recelvable™ AR

110120 AR Installations AR

110210 allowance for Bad Debt OCA

110300 accrued Job Income OCA

110350 AR Clearing Ol

110400 Holdback Job Billings OCh

111000 Counter Sales OCA

111001 POS Sales OCA -
4 | L] p

™ Include Inactive New Edi Close

The Chart of Accounts Edit Screen will open.

@ Chart of Accounts Edit (Sedona Security)

[ Inactive
Account Code [
Description [
account Type | ;'

. I Delete Close

Account Code - Enter a New GL Account Number

Description - Enter the Name of the Credit Card



Account Type - Select “CC” for Credit Card from the drop-down menu.

Then a new field will appear for Vendor.

&) Chart of Accounts Edit (Sedona Security) [mE3m]

I~ Inactive

Account Code |21|:|215

Description |Amazon Rewards CC
Account Type | cC Ll
\ Credt Card

Yendor 1 ]|

Yendor -
Amazon Rewards

Amazon.Com, Lo
American Express Close
I

American Express Card - Danita

Select the Vendor you created from the drop-down menu.
Save.

Accounts Payable
Open the Credit Card Vendor you created.
Right-click on Vendor Information

Select Edit Vendor

e Amazon Rewards (Sedona Security)

Arazon Rewards

farmation
— Edit Wendor

& Credits \
i \“6 Credits Applied
Ll | Motes
H-G2 Payments
-3 Comdata
@-{=] Purchase Orders
Jl‘h Purchase Price Variances
-4 Receipts
oy Returns
-

Under the Payables Section



Exp Account - enter the GL Account that was created for this Vendor.

(& Payables /
Exp Account | L,.LI

Default Cost

Terms

Credit Limit

- = —

G5T Exempt

PO Memo

Save.

Selecting Vendor for Payments

Under Accounts Payable select Pay Bills.

SedonaOffice 13

Sedona Security

_/ Client Management
Accounts Receivable
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£ Accounts Payable |
=] Bills

| Credits

2 Pay Bills

Print Checks

Print Purchase Orders
[=] Purchase orders
% Recurring Items
D Suggested PO List
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In the Pay Bills screen under Payment Information click the Credit Card option.



© Pay Bills (Sedena Security) =N =

- Selection Information - - Payment Information -

Branch | =
Yendor | <all vendorsz ~| & |
Il

AsOfDueDate  [2713/2023 B -
* Credit Card 1-.\\

Branch | ML

En

Payment Date [2113/2023

" Bank Account

L«

[v Show Yendor Code

To apply Open Credits, select the Yendor whose
credit you would like to use,

Yendor Bills vendor Credits All vendor Credits [ Exclude Comdata Yendors

Click the Arrow for the drop-down menu and the New Credit Card Vendor will be included in the list of
Payment Options.

i =)

6 Pay Bills (Sedana Security) EI
- Selection Information - - Payment Information -
Branch | ;[ Branch | M LI
Payment Date 2113(2023 )
Yendar | <all vendors> ~ & | /
" Bank Account [ L
As Of Due Date [2!13..’2023 | | [ ﬂ

* Credit Card

Account Description

[¥ Show Yendor Code 100203 Super Bank

100666 Visa-AS5

To apply Open Credits, select the Yendor whose 210210 Credit Card*

credit you would like to use. -
210215 American Express
210216 Armazon Rewards CC m
210220 American Express Card - Danita

Yendor Bills | Yendor Credits | All vendor Credits 210315 Mastercard




