
 

 

 

 

Paying a Vendor Invoice  

with a Debit Card 
 



Introduction 

Note: this FAQ is based on using the latest version of DataWeld’s Accounts Payable programs.  

It is becoming increasingly common to pay vendor invoices with a debit or 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.  

Note: Paying an invoice with a credit card impacts the general ledger differently than a debit card and as such is 

handled in a separate FAQ. 

 

Entering the Invoice  

The invoice is entered as it would normally be 

entered. The general ledger distribution will be 

made as it normally would be made, meaning there 

will be a credit to accounts payable and a debit to 

the appropriate expense account.  When the invoice 

is paid, accounts payable will be debited and cash 

will be credited.  If this invoice is going to be paid 

with a debit card, then go ahead and make the 

payment type a bank debit. If the payment type for 

the invoice is unknown at this point, then select 

check as the payment method. The payment method 

can be changed from check to bank debit prior to 

making the payment. 

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

it must be done before scheduling the invoice for 

payment. Once scheduled for payment, the invoice 

will have to be un-scheduled in order to change the 

payment method. 

 

Paying the Invoice 

At some point, either the vendor will be provided 

with a debit card number or someone will go online 

to pay the invoice. After confirming the payment 

accounts payable will need to be updated. 

The first thing that should always be done is to run 

the debit card transactions in a separate run. This 

gives a separate listing and makes for an easier  

 

 

 

audit. Always save the listings in a consistent 

manner.  

Example: Date-Debit Card Payments.  i.e. 2013-04-

01-Debit-Card-Payments. 

 

Since the debit card subtracts the cash directly from 

the checking account, it functions like a check 

payment in that it debits accounts payable and 

credits the cash account. The only thing that will 

need to be done is to change the payment type to 

Bank Debit. 

Someone will still need to go through the payment 

process, but they will not assign check numbers.  

After running the update, the history inquiry will 

show the payment type as a debit card. Instead of a 

check number the system will generate a number for 

the transaction. 
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The Audit Trail 

If payments are made at the vendor’s website, then 

make sure to save the online receipt. In many cases, 

the receipt can be emailed to the address on file. If 

emailing the receipt is not an option then there are 

numerous programs that will capture and print the 

screen and in most cases the webpage can be 

printed and saved as a PDF.   

It is recommended that a separate sub-folder be set 

up in the accounts payable folder for receipts. An 

example of a good naming convention for receipts 

would be:  

2015-01-01-Debit-Card-Receipts. If there is a need 

to be more specific, then the vendor’s name could be  

 

 

added to the end of the folder name i.e. 2015-01-01-

Debit-Card-Receipts-Ace-Supply 

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

welcome the questions!  
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