Adagio - Entering an A/P Invoice

Adagio- AP (Accounts Payable)
· Invoices tab
· Create New Batch
· Enter Vendor Code
· Enter Document # (Invoice # or Reference)
· Enter Invoice date
· [bookmark: _GoBack]Select Payment Terms
[image: ]
· Click on Blue Line or “NEW” button 
[image: ]
· Select expense account & department
· Enter the Net of Tax amount of invoice & click “OK”
· If there is tax (GST/HST) on the invoice enter/select the applicable HST account, then enter the HST payable amount, and click “OK” and close if nothing more to entered for this invoice. 
· Stamp physical invoice posted
· Post Batch when finished
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Document type [invoice -

Vendorcode  [WADIOT ] [Waddes Natral Pt roducts

Terms. 15 q] o

Ol voice: =l

Document q]
Date 30p408 o

14DAYS

Due date 305205 ]
Discount date: o tep

Reference. Discount rate. 0.00%
Desaripton Discount base. 000
[rype. Code | AcctiDept Payable Tax

Total 000 Tex 000

Registered to: Burrett Capital Corporation
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