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Prepayment functionality allows you to invoice a required deposit or prepayment to a vendor before items are shipped. The prepayment function allows you to do that and ensure the payments are posted against the final invoice. You can define a percentage of prepayment for the entire invoice or certain lines of an invoice. The prepaid amount belongs to you until you have received the goods or services purchased. Therefore, the balance of the prepayment must be recorded as an asset until goods or services are received. 
Setting Up Prepayment General Ledger Accounts
The prepaid amount belongs to you until you have received the goods or services purchased. Therefore, the balance of the prepayment must be recorded as an asset until goods or services are received. If you do not have an asset for prepayments one will need to be added. See instructions for setting up General Ledger Accounts. If you do not have permissions to add the account, please talk to your Accounting Manager. 
In the General Posting Setup window, you must fill in the Purch. Prepayments Account with the asset account for the prepayment. 
Purchases and Payables Setup
Note: You can use the same number series for prepayment invoices and regular invoices, or you can use different number series. If you use different series, they must not overlap—there must not be any numbers that exist in both series.
1. In the Search box, enter Purchases & Payables Setup, and then choose the related link.
2. In the General FastTab check the box for Check Prepmt. When Posting.
3. In the Numbering FastTab complete the following fields
1. Posted Prepmt. Inv. Nos.
2. Posted Prepmt. Cr. Memo Nos. 
Setting Up Prepayments for a Specific Vendor
1. In the Search box, enter Vendors, and then choose the related link.
2. Choose the appropriate vendor and from the Home tab, Manage group, select Edit. 
3. On the Invoicing FastTab complete the Prepayment % field.

Note: Prepayments can exist on Item cards as well as Vendor cards. The prepayment percentage for the vendor will only populate if no prepayment percentage for the item exists. 
[bookmark: _GoBack]However, if you change the contents of the Prepayment % field on the sales or purchase header after you create the lines, the prepayment percentage on all of the lines will be updated. This makes it easy to create an order with a fixed prepayment percentage, regardless of the percentage set up on items.

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Prepayment” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh168368(v=nav.71).aspx
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