How To Prevent the Wrong Vendor From Being Paid

Why was the Wrong Vendor Paid?
Payment to the wrong vendor can occur when the Basic Invoice (AP20.1) is not cleared between the entry of invoices.  Payment to the wrong vendor can also occur when a change is made to the Vendor field on the Main tab but, the user overlooks clearing the Pay Locale Vendor on the Options tab.
The Vendor indicated on the Main tab of the Basic Invoice (AP20.1) is the Vendor of Record.  The Vendor of Record is the vendor where the expense is documented.  When proper procedures are followed the Vendor of Record is also the Pay Vendor.
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The Vendor indicated on the Options tab in the Locale Pay Vendor field along with the Remit To location on the Main tab indicates the Pay Vendor.
The Locale Pay Vendor is used to send an invoice payment to another vendor within the same vendor group.  For example, a bankrupt vendor’s payment could be sent to a bank.  If left blank, the pay vendor assigned to the vendor on AP10.1 defaults.
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How do I prevent the Wrong Vendor from being Paid?
1)  Clear the Basic Invoice (AP20.1) screen prior to the entry of each invoice using one of these two options:  

· To clear the entire screen, cursor can be in any field  - Ctl + Shift + X 

· To clear the screen from a field forward, it is recommended that the user place cursor in the Voucher field - Ctl + Shift + K

2)  After the invoice is added but, not released, Lawson does not allow changes to the vendor number.  To change the vendor number the user needs to delete the invoice and re-add the invoice as follows:

1. Always start by recalling the invoice in AP20.1.  To accomplish this do one of the following then click Inquire. 

· Input the Company then Search and Select the Voucher Number; or

· Input the Company, Vendor, and Invoice Number (the Invoice Number can be selected from the drop down list).

2. Click the Delete action button once.

3. Highlight the Voucher number field and hit the Delete action button on your keyboard.

4. Correct the Vendor number and Remit to Location.

5. Click on the Options tab.  Highlight and delete the Locale Pay Vendor.

If this step is not done the (original) incorrect vendor will be paid! 

6. Click on the Payment tab.  Highlight and delete the Cash Code and Payment Code fields.  If this step is not done a security violation message appears in the status message bar.

7. Click the Add action button to add the corrected invoice.  

The Status Bar reads, “Add Complete – Continue.”  Note the new Voucher Number on the invoice.

This is the Remit To location of the Pay Vendor found on the Options tab.





This is Pay Vendor.





This is the Vendor of Record.
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