
Process Payments Using a Payment Run

Payment Profile 
Exists?

Create a 
Payment Run 

Accounts Payable > Payments > 
Payment Runs

Click New
Enter Bank/Org/
Vendor Info for 

Payment

Enter Selection 
Fields for 

Invoices to Pay

Enter Bank, Org, 
Paying Vendor, Bank 

Account, etc.

Review Defaulted 
Fields (Date, Run 

Period, Year, Check 
Print Order, Paying 

Output, etc.)

Edit Defaulted Fields 
as Needed

Enter Values in 
Selection Fields to 

Identify Invoices for 
the Payment Run.

Selection fields:
Invoices that…

- Were due N days before
payment date

- Are due N days after
payment date

- Have a discount date N 
days before payment date

- Have a discount date N 
days after  payment date

- Have priority GT, LT,
or EQ specified value.

- Have total within 
specified range

- Have due date within
specified range.

Click Submit

Yes

No

Enter Payment 
Profile

Payment Run 
builds.

Work With 
Payment Run to 

Complete Payments

Optional: Review 
Payments

Optional: Review 
Invoices in Payment(s)

Optional: Select /Omit 
Invoices from Payment 

Run

Optional: Review 
Invoices

Optional: Take/Omit 
Discount from Any Invoice

Optional: Edit Invoice 
to Adjust Amount

Commit to Payment 
Run

Process Checks

Done
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This panel lets you
specify selection criteria
to identify the invoices
that you with to pay.
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