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[bookmark: _GoBack]Payment terms are a set of calculations to determine the due date of an invoice. When a payment term is set up, it can be used for both Accounts Payable and Accounts Receivable.
1. In the Search box, enter Payment Terms, and then choose the related link.
2. On the Home tab, select New.
3. Fill in the following
1. Code. Give the terms a unique code. This is the code that will print on your Accounts Receivable invoice. Make sure it is descriptive. 
2. Due Date Calculation. Calculations are based on days and a time period. For example, a net 30 days payment term would be entered “30D”. A COD term would be entered “0D”. 
3. Discount Date Calculation. If terms allows for a discount if paid in so many days, enter the number of days allowed followed by the letter “D” for days. For example, an invoice has a discount if paid within 10 days the code would be “10D”.
4. Discount %. Enter the amount of the discount to be given. For example, a 2% discount would be entered as “2”. 
5. Calc. Pmt. Disc. On Cr. Memo. Select this checkbox if you want discounts calculated on credit memos.
6. Description. Enter a description for the code. For example “30D” could be “Net 30 Days”. 
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For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Set Up Payment Terms” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh937834(v=nav.71).aspx
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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