
Recurring Vendor Bills

For bills that repeat themselves regularly (recurring entries), it’s handy to set them up on the window shown at the bottom of this page.
(Review Help Document about Posting Vendor Bills for a description of the fields on the window.)

These entries can be posted as a bill to
pay by selecting ‘Yes’ in the ‘Se-
lected:’ field.  Then ‘Enter Date to
Apply to Entries’ and use the button
labeled “Post Selected Entries to
Bills Due”.  After the bills are posted,
the field labeled “Setup/Posted” will
be updated to the posted date so that
you can see the last time the entry was
posted as a bill due.  The posting date
will be used as the Invoice Number
when the entry is posted to Bills Due.

NOTE:  The entries set up on the
recurring window WILL NOT auto-
matically be posted as a bill due
(added to Accounts Payable) UNLESS
you select them with “Yes”, and then
use the button to post them.

After the entries are posted, review or
paythem just like any other Vendor
Bill.

To open the window for posting Recurring Vendor Bills, you can simply type ‘RR’ in the
Index field on the Navigation/Home window, and then press you ‘Enter’ key on your
keyboard.

OR use the button labeled ‘Vendor Bills / Checks’ under the Task Menus on
the Navigation/Home winow.  Then use the button labeled ‘Set Up or Post
RECURRING Bills ’.


