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Instructions for taking this course  
In order to receive CPE credit for this course, you must complete the course within one year of the 
date of purchase. This includes achieving a passing grade of at least 70% on the final exam. Exams may 
be retaken if not passed on the first attempt (no charge).  

Complete the course by following the learning assignments and objectives listed below and studying 
the review questions after each major section in the text. Once you have completed each learning 
assignment and you are confident that the learning objectives have been met, answer the final exam 
questions (online). 

Instructions for Taking the Final Exam Online 
• Login to your account online at www.bhfe.com.
• Go to “My Account” and view your courses.
• Select “Take Exam” for this course and follow instructions.

Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com. 

Learning Objectives 

• Recognize the types of transaction cycles, as well as the effects of the different organ-
izational structures.

• Note the effects of the matching concept and the use of adjustment documents in
invoice processing.

• Identify the types of payments, their advantages, and when they are used.
• Note the exclusions from expense reports.
• Recognize the steps used in the reconciliation of a procurement card statement.
• Identify the parties involved in remitting sales and use taxes.
• Identify the concepts under which supply chain financing is offered to suppliers.
• Note how accounting software applies information when an invoice is recorded.
• Note how accrued expenses are calculated.
• Identify the types of process improvements, as well as the methods used to improve

the layout of a department.
• Recognize the controls used for invoice processing, recurring payments, expense re-

ports, procurement cards, and petty cash.
• Identify the types of fraud that can apply to payables.
• Cite the impacts and features of the different types of payables technology.
• Identify the fields used in the vendor master file, and the methods used to derive

supplier identification numbers.
• Identify the fields used in the Form 1099.
• Recognize the rules under which unclaimed property is sent to the applicable state

government.
• Note the areas in which cost recovery efforts can yield a significant return.
• Cite the situations in which certain payables measurements can yield incorrect or

skewed results.
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Preface 

The typical organization must deal with a continuing flood of supplier invoices and check requests from 
employees. There are usually demands to also issue payments as expeditiously as possible, despite an off-
setting need to investigate each request to ensure that it is valid. Payables Management describes a number 
of alternatives for creating an efficient payables system that processes invoices at low cost, while still main-
taining close control over the payments made. The book also covers an array of related topics, including 
procurement cards, use taxes, closing the books, payables controls, unclaimed property, and more. 

The book is divided into two sections. In Chapters 1 through 9, the focus is on day-to-day payables 
activities, including invoice processing, alternative payment methods, and the accounting for a number of 
different payables transactions. In Chapters 10 through 18, the focus shifts to the management of and sys-
tems related to payables. These topics include department management, control systems, payables technol-
ogy, record keeping, and those performance measurements most relevant to payables. 

You can find the answers to many questions about payables in the following chapters, including: 
• Which job descriptions should I use for the payables staff? 
• Which alternatives are available for processing invoices? 
• How can I make the review of expense reports more efficient? 
• What process flow is needed to generate a use tax liability? 
• How can I calculate the interest rate associated with an early payment discount? 
• How can I make the physical layout of the payables department more efficient? 
• Are there any naming conventions to follow when setting up new suppliers? 
• How can I minimize the amount of property that must be reported as unclaimed? 
• What are some of the targets of a cost recovery effort? 

 
Payables Management is designed primarily for professionals, who can use it as a reference tool for devel-
oping payables systems and researching the correct accounting to deal with various transactions. Given its 
complete coverage of these topics, Payables Management may earn a permanent place on your book shelf. 
 

Centennial, Colorado 
October 2014 
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