
 

 

 

 

Paying a Vendor Invoice  

with a Credit Card 
 



Introduction 

It is becoming increasingly common to pay vendor invoices with a credit card. While this is a convenient method of 

making payments, it’s important to make sure that the General Ledger is updated properly. This FAQ details the 

posting of this type of transaction. 

 

Creating a New Bank 

When a standard invoice is paid, the general ledger 

entries will be: Credit – Cash and Debit Accounts 

Payable. However, when an invoice is paid with a 

credit card cash doesn’t to be reduced because that 

will happen when the credit card bill is paid. The 

solution is to set up a separate Bank for each credit 

card. If the normal bank is 01 – First National Bank, 

make a second bank, 02 – American Express or 03 – 

VISA. 

When the invoice is entered (see below), select credit 

card, go to the miscellaneous screen and choose the 

bank for American Express or the bank for VISA. When 

the payment is updated, the amount of the invoice will 

be posted to the American Express bank just like a 

check would be posted to the normal bank account. In 

addition, changing the bank (in this case to 02) to 

American Express in the bank reconciliation program 

will show every invoice that has been paid with the 

American Express card (this provides an additional 

audit trail). 

 

Entering the Invoice  

The invoice will be entered as it would normally be 

entered.  If it is certain that the invoice will be paid 

with a credit card, select the payment type as a credit 

card and then select the bank that matches the credit 

card. If it is uncertain how the invoice will be paid, then 

select check as the payment method. The payment 

method can be changed from check to credit card 

anytime. Remember that if the type is changed to 

credit card the appropriate bank will need to be 

selected on the miscellaneous screen.   

 

 

Note: if the payment method is going to be changed, 

this must be done before scheduling the invoice for 

payment. Once scheduled for payment the invoice will 

need to be unscheduled in order to change the 

payment method. 

 

The General Ledger Distribution 

When an invoice is paid with a credit card, it is being 

shown as paid when the transaction happens, but that 

same amount will show up on the credit card 

statement. If the phone bill is paid with a credit card, 

then it will be expensed to the phone expense account. 

If the entire credit card bill is expensed, then the 

phone bill will have been expensed twice. 

One solution to this problem is to have a credit card 

just for bills. The default general ledger distribution for 

the credit card vendor would be to a dummy account 

“Invoices Paid with a Credit Card” and the expense 

would be handled when the invoice is entered. The 

dummy account would not be included in the financial 

statements and the accountant would be aware of this 

process. 
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If a separate card is less than ideal, then it will need to 

be determined when to expense the invoice. This could 

be in the original invoice entry or when the credit card 

statement is entered. If the invoice is expensed when it 

is entered, then the amount of that charge will need to 

be distributed to a dummy expense account as 

discussed above. If the invoice is expensed when the 

credit card statement is entered, then the original 

invoice entry will need to be posted to a dummy 

expense account. 

We strongly recommend two things. First, use a 

separate credit card just for payments in the manner 

we are discussing. This will simplify the general ledger 

distribution process. Second, consistently pay a vendor 

with a credit card. If the invoice is paid one month with 

a check and the next month with a credit card, 

eventually, there is likely to be a mistake and have an 

entry posted to the wrong bank. 

 

Paying the Invoice 

At some point the vendor will be provided with a credit 

card number and the invoice will be paid. Accounts 

payable will now need to be updated. 

The first step is to Schedule the invoices that need to 

be paid with a credit card. Credit or debit card 

transactions should always be processed in a separate 

run. This gives separate listings and makes it easier to 

audit. It may also be beneficial to process each card 

(American Express, VISA, etc.) in a separate run. 

Whether the credit card payments and/or debit card 

payments are combined into one run or multiple runs 

will be determined by the preference for detail. 

Note: Always remember to change the bank to the 

appropriate credit card bank when running the 

payments. If the normal bank is used instead of a 

credit card specific bank, the amount of the payment 

will be deducted from the checking account which is 

what doesn’t need to happen. If that happens, then 

the entries will need to be manually reversed in the 

bank reconciliation program. Then the correct entry 

will need to be created in the appropriate credit card 

bank reconciliation file. 

The payment process is just like paying with checks 

except there is a different bank and check numbers will 

not be assigned. Run the updates and save the 

payment registers as normal. 

 

Have questions? Feel free to Send us an Email, we 

welcome the questions!  

 

 

 

 

 

 

 

 

Dataweld Software 

1909 Citizens Bank Drive 

Bossier City, LA 71111 

Phone: 318-746-6111 or Fax: 318-746-0323 

http://www.dataweld.com/contact-us
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