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1 Purchase to Payment Process 
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2 Payment Application Process 

1. Navigate to the particular vendor which the payment and invoice. Click on “Balance 

(LCY)” lookup.  

 

2. Select the entries to be matched. 

 

 Note: Users can select the entries by applying a filter for document numbers. 
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3. Click “Apply Entries”. 

 

 Note: Users are able to select Invoice or Payment document type for application. 

For instance, if the user has selected “Invoice” document type the application 

should be “Payment”. 

4. Select the corresponding entry to be applied via “Apply Entries” screen. 

 

 Note: To find the entries to be applied Find (Ctrl+F) option or filtration option 

can be used. 
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5. Insert the application amount in the “Amount to Apply” field if the settlement is 

partial. The user ID will be inserted “Applied-to-ID”. Note that if the settlement is in 

full, users do not need to insert a value to “Amount to Apply”. But, users need to click 

“Set Applies-to-ID” prior to “Post Application”. 

 

6. Click “Post Application” in ribbon bar.  

7. Posting date can be inserted from the dialog box. Click Ok. 

 

8. Confirmation message will be populated.  

 

 

 

 

 

 


