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SETUP  
 

Create a general ledger account to be used as a clearing account for the title company payments. A 

suggestion would be 998 – Title Company Clearing Account. Set the account type to be Operating 

Expense. (General Ledger, General Ledger Account Maintenance).  

Setup a checking account in Accounts Payable.  (Accounts Payable, Maintenance Programs, 

Checking Account Maintenance).  
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PROCEDURES  

Accounts Payable Processing the Vendor Invoice:   

Enter the vendor invoice as normal keying the job number, phase and category along with the 

corresponding cost type and verifying the general ledger account number is correct.  

Upon determining if the invoice is being paid by the title company, select Edit an Invoice and pull up 

the invoice/voucher. Change the invoice status from Pay to Immediate Pay. This will bring up the 

payment screen. The checking account needs to be changed from the default account to the Title 

Company account. If desired, you can print a copy of the check to plain paper for the job file or 

uncheck the box to print check if you do not want a copy.  This will remove the invoice from the 

Open Invoice Report and mark it as paid.  

Accounts Receivable – Processing the Payment:   

The amount of the invoice to the title company/owner should be for the full amount including the 

portion to be paid direct to the vendors. This will ensure job cost billed to date is correct.  

The check received from the title company is going to be for your portion only. For example, if an 

invoice was sent to the title company for $75,000.00, out of the Invoice the title company is paying 

$50,000.00 to the supplier/subcontractors and $25,000.00 is the amount of the check issued to you.  

In Accounts Receivable, select Apply Payments and enter the amount of the check.    

Select the invoice and select Pay to apply the check to the invoice. This will leave a balance of 

$50,000.00.  

Select Adjust.  In the “Credits” field, enter the amount the title company paid. This should change the 

New Balance to zero (providing the title company paid their portion in full). Enter a brief description 

if desired.  For the general ledger account, enter the account created to track title company payments. 

This will offset the payments made in accounts payable and the general ledger account net to zero.  

 


