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MASTERING THE INTERVIEW: A DEEP DIVE INTO
ACCOUNTS PAYABLE TEST QUESTIONS

Landing a role in finance, specifically in accounts payable,
requires more than just a basic understanding of debits and
credits. Employers are increasingly using targeted assessments
to filter candidates who not only know the theory but can also
apply it in real-world scenarios. Whether you are a fresh graduate
or a seasoned professional looking to refine your skills, preparing
for accounts payable test questions is a crucial step. These
questions are designed to evaluate your technical knowledge,
attention to detail, and ability to manage the end-to-end payment
cycle without error. In this article, we will explore the most
common types of accounts payable test questions you might
encounter, break down the concepts behind them, and equip you
with the strategies needed to pass the test and impress your
future employer.

WHAT ARE ACCOUNTS PAYABLE TEST QUESTIONS?

Accounts payable test questions are specific queries used by
employers during the hiring process to assess a candidate's

proficiency in handling the accounts payable function. These
questions range from basic definitions to complex scenarios
involving invoice processing, payment terms, internal controls,
and reconciliation. The goal is to ensure that the candidate can
maintain accuracy, adhere to company policies, and manage
vendor relationships effectively. These tests may be administered
online, as part of a written exam, or asked verbally during an
interview. Understanding the structure and intent behind these
guestions will give you a distinct advantage.

The Core Purpose of AP
Testing

Employers use these tests to verify that you possess the
technical competencies required for the job. This includes your
understanding of the three-way matching process, your ability to
handle discrepancies, your knowledge of accounting software,
and your grasp of internal controls that prevent fraud and errors.
Passing these tests signals that you are a low-risk hire who can
hit the ground running.
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QUESTIONS

To prepare effectively, it helps to break down accounts payable
test questions into distinct categories. Each category focuses on
a different skill set, from theoretical knowledge to practical
application. Below, we explore the most common categories you
will likely face.

1. General Accounting
Principles and the Role of
AP

These questions test your foundational understanding of
accounting and where AP fits into the broader financial picture.
You might be asked to define accounts payable and explain how
it differs from accounts receivable or to describe the impact of AP
on the balance sheet and cash flow statement. For example, a
typical question might be: “How does an increase in accounts
payable affect a company’s working capital?” The correct answer
would highlight that an increase in AP, assuming all else equal,
increases working capital because it represents a short-term
liability that frees up cash for other uses.

2. The"ThVoTEE Processing™ = ™

and Three-Way Match

This is arguably the most critical area of AP knowledge. Test
questions in this category will probe your understanding of the
three-way matching process, which involves comparing the
purchase order, the goods receipt note, and the vendor invoice.
You may be asked to identify what happens when these
documents do not match. Answers should include steps such as
placing the invoice on hold, contacting the purchasing
department, or issuing a debit note for discrepancies. Questions
might also cover topics like handling duplicate invoices and
managing credit memos.

3. Payment Terms and
Discounts

Employers want to know if you can optimize cash flow by
managing payment terms effectively. You might encounter
questions about net terms (e.g., Net 30, Net 60), early payment
discounts (e.g., 2/10 Net 30), and the financial implications of
paying early versus late. For instance, a question could ask:
“What is the effective annual interest rate of taking a 2/10 Net 30
discount?” The answer demonstrates your ability to calculate the
cost of not taking a discount and to make financially sound

2 Accounts Payable Test Questions

2023-02-08



Accounts Payable Test Questions 3

decisions for the company.

4. Reconciliation and
Month-End Closing

Reconciliation is a cornerstone of AP work. Test questions here
might ask you to describe the steps involved in reconciling the AP
sub-ledger to the general ledger, or to explain how to handle
reconciling items like unapproved invoices or vendor statement
discrepancies. You may also be tested on the month-end close
process, including accruals for goods received but not yet
invoiced, and the reversal of those accruals in the following
period.

5. Internal Controls and
Fraud Prevention

Given that AP is a high-risk area for fraud, employers place a
heavy emphasis on internal controls. You can expect questions
about segregation of duties, authorization limits, and the
importance of maintaining an approved vendor list. A sample
question might be: “What controls would you implement to
prevent a payment to a fictitious vendor?” Strong answers would
include requiring dual signatures on checks, matching invoices to
purchase orders, and regularly auditing vendor master files.

SAMPLE ACCOUNTS PAYABLE TEST QUESTIONS AND
ANSWERS

To give you a practical edge, here are several real-world accounts
payable test questions, along with concise answers. Study these
to understand the logic behind each response.

Question 1: What is the
difference between a
purchase order and an
Invoice?

Answer: A purchase order is a document issued by the buyer to
the seller, authorizing a purchase and specifying the items,
quantities, and agreed prices. An invoice, on the other hand, is a
bill issued by the seller to the buyer, requesting payment for
goods or services that have been delivered. The purchase order
is created before the transaction, while the invoice is created
after the delivery.

Question 2: Describe the



three-way matching
process.

Answer: The three-way matching process involves comparing
three documents: the purchase order (PO), the goods receipt
note (GRN), and the vendor invoice. The goal is to ensure that the
quantity and price on the invoice match the PO and that the
goods have been received as per the GRN. If all three match, the
invoice is approved for payment. If there is a discrepancy, the
invoice is placed on hold until the issue is resolved.

Question 3: What is a credit
memo, and how is it
handled in AP?

Answer: A credit memo is a document issued by the vendor to
reduce the amount owed by the buyer. It may be issued for
returned goods, pricing errors, or damage adjustments. In AP, a
credit memo is applied against an existing invoice or kept on
account to offset future invoices. It is important to track credit
memos separately to ensure they are properly applied and not
lost.

Question 4: How do you
handle a vendor statement
that does not match your
AP sub-ledger?

Answer: First, | would compare the vendor statement to the AP
sub-ledger line by line to identify any missing invoices, duplicate
payments, or timing differences. Common causes include
invoices in transit, unapplied credit memos, or errors in data
entry. Once the discrepancies are identified, | would contact the
vendor to clarify and then make the necessary adjustments in the
system.

Question 5: What steps
would you take to prevent
duplicate payments?

Answer: To prevent duplicate payments, | would use a
combination of system controls and manual checks. System
controls include setting up alerts for duplicate invoice numbers,
amounts, and vendor IDs. Manual checks involve reviewing the
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payment run report before execution, matching invoices to
purchase orders, and verifying that all approvals are in place.
Regular audits of the payment history also help catch duplicates
that slip through.

ADVANCED ACCOUNTS PAYABLE TEST QUESTIONS
FOR EXPERIENCED PROFESSIONALS

For senior roles, accounts payable test questions become more
strategic and process-oriented. Employers want to see if you can
design efficient workflows, implement automation, and lead a
team. Here are some examples of advanced questions.

Designing an Efficient AP
Workflow

You may be asked to outline how you would design an AP process
from scratch for a growing company. This includes defining the
approval hierarchy, selecting between a centralized and
decentralized model, and recommending software solutions. The
ideal answer would demonstrate a balance between control and
efficiency, emphasizing automation for high-volume, low-value
transactions and manual oversight for exceptions.

Managing International

Payments and Currency
Risk

If the company operates globally, you might be questioned on
how to handle cross-border payments, foreign exchange
exposure, and compliance with local tax regulations. A strong
response would cover the use of SWIFT payments, the
importance of maintaining multi-currency bank accounts, and
strategies like hedging to manage currency risk.

Leading an AP
Transformation Project

Employers may ask about your experience with implementing an
accounts payable automation system or transitioning from a
paper-based to a digital process. They want to hear about your
project management skills, how you managed change resistance,
and how you measured the success of the project through
metrics like invoice processing time, cost per invoice, and error
rates.

HOW TO PREPARE FOR ACCOUNTS PAYABLE TEST
QUESTIONS

Preparation is key to performing well on any assessment. Here
are practical steps you can take to ensure you are ready for



accounts payable test questions.

Review the Basics

Start by solidifying your understanding of basic accounting
principles. Know the difference between accrual and cash basis
accounting, understand how AP fits into the accounting cycle, and
be comfortable with journal entries. A strong foundation will help
you answer even the most unexpected questions.

Practice with Real
Scenarios

Seek out sample tests or case studies that mimic real-world AP
scenarios. Work through examples of invoice matching, vendor
reconciliation, and month-end close procedures. The more you
practice applying your knowledge, the more intuitive your
responses will become.

Familiarize Yourself with
Common AP Software

Many employers test for proficiency in specific accounting
software such as SAP, Oracle, QuickBooks, or Microsoft Dynamics.
If you have access to a demo version, spend time exploring the
AP module. Understand how to process invoices, generate

payment runs, and run aging reports. Even if you don’t know the
exact software, your familiarity with the general workflow will be
a major asset.

Understand Key Metrics
and KPIs

Senior roles often require a knowledge of AP performance
metrics. Be prepared to discuss metrics such as Days Payable
Outstanding (DPO), invoice processing cost, invoice cycle time,
and the percentage of invoices processed automatically. Showing
that you can think about AP in terms of business value rather
than just transactional processing will set you apart.

COMMON MISTAKES TO AVOID WHEN ANSWERING AP
TEST QUESTIONS

Even experienced candidates can make simple errors that cost
them the job. Here are the most common pitfalls to avoid.

Overcomplicating Simple
Questions

Some candidates try to show off by giving overly complex
answers to basic questions. If you are asked to define a term,
give a clear and concise definition first, then add context if
needed. Do not overexplain to the point of confusion.
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lgnoring the Importance of
Controls

Failing to mention internal controls in your answers is a red flag
for employers. Always incorporate how you would prevent errors
or fraud, even if the question does not explicitly ask for it. This
shows that you have a risk-aware mindset.

Guessing Instead of
Admitting Uncertainty

If you do not know the answer to a question, it is better to admit
it and explain how you would find the information than to guess
and be wrong. Employers value honesty and resourcefulness over
false confidence.

Lack of Practical Examples

When asked behavioral questions, always anchor your answer in
a real experience. Use the STAR method (Situation, Task, Action,
Result) to provide a structured and compelling narrative. Avoid
generic statements like “I am very detail-oriented” without
proving it with a specific example.

CONCLUSION

Mastering accounts payable test questions is not about
memorizing answers but about developing a deep understanding
of the AP function and its role in the business. By preparing
across the key categories—from basic principles to advanced
workflow design—you will be able to demonstrate both your
technical competence and your strategic thinking. Remember to
focus on accuracy, internal controls, and efficiency in every
response. With the right preparation, you can walk into any AP
test or interview with confidence and secure the role you
deserve. Keep practicing, stay curious, and let your knowledge of
accounts payable speak for itself.



