Recurring Vendor Bills

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

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

Task Menu OR use the button labeledendor Bills / Checks under theTask Menuson

View CHS Setup Steps the Navigation/Home winow. Then use the button labeet Up or Post
Job Budget, Bids, Costs (JB) RECURRING Bills .
ya}'ahles Selectons: Add/Edit Vendor Bills and Payables Checks

Job Status, Scheduling (J8)

chase Orders (PO | Post WEWY Wendor Bils Review [ Edit POSTED Set Up or Post
kluc pse omders (10) gar'u:l Credit_Card Charges Yendar EIiII_s qr‘u:l Ledgers RECURRING Eills (RR. in
Chayge Orders (CO) : (WB.in index) : (WL in indes) indes )

Vendor\Bills, Checks (BI)
These entries can be posted as a bill to

pay by selectingYes’ in the Se- - L =
lected” field. Then Enter Date to Accounts Payable Recuiring Entries (RR in Index) B % | Home

Apply to Entries’ and use the button Store hills that will reoccur (or repeat themsebhes). The list is sorted by Entry Number.
labeled Post Selected Entries to

IllL.il

Bills Due”. After the bills are posted Add Mew Entry | AddiEdit vendars | Open vindow to Edt/Review Yendot Invol
the field labeled Setup/Posted will SN CU N (YEMDOR |JLMLEASE - JLM Leasing - |ENT# 1 Delete | Dot
. W

be updated to the posted date so that_Yes 5210-RENT-OFFICE_~ JJoB[H + [Cost Code |0-0-HONE ~ jary 1 000[Tatal

you can see the last time the entry WRSSIEIEEERN Desi__[Morthly office rent Department [OH - JONIT 3 $476.00

posted as a bill due. The posting date 2272007 R ~ | Markupes 0.00% $476.00

will be used as the Invoice Number —%

) . Selected: WERDOR |SWEBYP outhwestern Bell Yellow Pages o

when the entry is posted to Bills Dug o - 9 ENT 2 _Delete | Do
GL Acct [B320-20VERTISNG NG JoB |H ~ |Cost Code [D-0-MOME -~ jaty 1.000[Total _~

NOTE: The entries set up on the Setupd Posted gy =y Bl ellow Pages - MO Pt Department [OH - LNIT § §75.00

recurring window WILL NOT auto- Type  |OTHER =| Markupe 0.00% $75.00

matically be posted as a bill due

(added to Account_s P“ayalzle) UNLESS Select All (Except entr ith 7 Enter Date to Apply to Entries:
you select them with “Yes”, and then 01401499 022707 vendor or zero GiL accoun 02427007

use the button to post them. Report of Recurring Entries Post Selected Entries to Bills
posted between dates above. UnSelact All | Due (using ahove date)

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

HIMT: Use the Activities butkon bo sek up recurring
Fantastic Builders. Inc "To Do" reminders about posting the bills,--- =
, Inc.
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