Index- =

2RE - Recurring Receivables Entries

Recurring Accounts Receivable Invoices
To set up Accounts Receivable invoices that will recur on a regular basi®Bfgan thelndex field on

the Navigation/Home window. The window shown below will open.

Continue to the next page for information about this window.

d% |addjEdit Pavor |AR Management |Invoices/Statements |Review Receivables Transactions * |Deposit Categories |Current Period .

Accounts Receivable Recurring Entries (RRE in index) B 1| % | Home | X
: Select entries one at a time placing a check mark to wehien any selections are made in the From|To
View All i i
= the left of the entry {click or use space bar), OR, use | |fields in order to display records, all recards will be
Pavyor - £ ~| Reset the button ko Select All Shown, Then use the bukton unchecked For biling. All records shown can be
Recur Day 1 =5 Reset ko Past The Selecked (Checked) Entries as Invaices, checked (selected) by using the Select All bukkan,
Recur Type |0 - |7777777777 *| Re=zet | To recognize revenues [or sales taxes due) only
Telae Demolob - [TEs13 | Reset Select All Shawin Uniselect Al when the money iz received (cash basis), goto
h | d checked . the Company Master (CMin index) and UNCHECHK
Departments | <H - JPPEC T | _Feset Post T = 28 EEtE (Checked) Eﬂtrles 2= the hox for recognizing revenues when &R
GL Mumber [0 - [39999 | reset Invoices in Accounts Receivable invoices are posted. See instructions,
Sorted by Entry Mumber Add New Recurring Entr | =
Recur = 9 L Sales Sales Tax
Bill? Payor Day Job Dept L Mumber Diescripkion Amiount Tax %  Amount  Tobal With Tax
™ FMGT 20 ;I 1 R0 -~ PRI 32UD-RENT;|Tamara Hing - Rent 1.1 SD.DDI U.DD%I D.DDI 1,150.00
- Recur Type-Can Type In | Last Posted Ent # Gl ko Recognize Revenues Later |Tewxk for  Monthly Rent - 1000 Broadway
J FEMT - 7 0-DEF AULT - |IMvaice-=
2 UONESFR AN j 1 |Pmaoz - |Pranz 3200-RENT jFrancis Jones - Rent asn.nn| n.nn%| 0.00 950.00
- Recur Type-Can Twpe In | Last Posted Ent # GL ko Recognize Revenues Later |Text For  [Monthly Fent - 5000 Sikver Street
J REMT - g 0-DEFALULT - |Invoice-=
W SMITHAPRIL j 1 PrA0G = PMO3Z SEDD-RENTJAF:IHI Simith - Rent 1 ,4I:IEI.EIEI| I:I.EIEI%l .00 1,400.00
. Recur Type-Can Tyvpe In | Last Posted Ent # Gl to Recognize Revenues Later |Text for  [Monthly Rent - 16000 Bellewview
FEMT - 9 0-DEF ALLT - |Irvaice- = —_
v SMITHAPRIL j 1 |Pmoz - |Pranz 3200-REMT j.ﬂ-.pril Stith - Morithly Pet Fee 5|:|.|:u:|| n.nn%| |:|.|:u:|| 50.00
| Recur Type-Can Type In | Last Posted Ent # Gl ko Recognize Revenues Laker |Text for  |Monthly Pet Fee - 16000 Bellewview
TOTALS | 3,550.00| | 0.00]  3.550.00] [
Record: 14| [ 1 » M |ri]of g




Creating an Accounts Receivable Recurring Entry

To create a new A/R recurring entry on the window shown on the previous page, use the buttorAlddéledy' Recurring Entry’.
NOTE: Itis important to understand that creating a recurring entry does NOT mean the entry is posted as an actuat@ehaaere. S
pages in this document about posting recurring entries as ‘actual’ Accounts Receivable invoices.

In our example below, our demo company owns some properties for which they charge rent on a recurring monthly basis.thiéssy have
properties set up as jobs in the program so they can track revenues and expenses for each rental property. Descriidasafdhe
recurring A/R entry are below the screenshot.

- FY
Ty LS Recur G Ly g EEY Sales %Sales Tax Total With T
Bill? Payor Day Job Dept GL Mumber Description Amount TaxH %  Amount Tax
— BIMGT AN j 1 [Prace - [Prant + [3200-RENT jTamara King - Rent 11 sn.nn| n.un%| 0.00 1,150.00
Recur Type-Can Tvpe In | Last Posted Enk # Gl ko Recognize Revenues Later |Text for  [Monthly Rent - 1000 Broadway
ﬂ REMT - 7 O-DEFAULT ~|Irnvoice-=

Payor - Select the Payor from the drop down list. This should be the entity that will be invoiced for the amount due. If thecBaytor
be set up, use the button on the toolbar at the top of the window laBdi&&dit Payor’.

Recur Day- Enter the day of the month that the invoice should recur. This is handy because there are fields at the top of the window to
use for viewing entries for a selected recur day. If you have some recurring on the 1st day and some on the 15th dese yloe can

criteria field at the top of the window to view only the ones for day 1, and then will be able to use a button to seleststi@aonfor

posting as actual invoices to A/R. (Suggestion: Try using the ‘To Do’ Activities features described in Contacts Mgtiaes Hetjy
Documents to set up some recurring “To Do’ reminders to remind yourself to process recurring A/R invoices.)

Job - Select the appropriate Job Code from the drop down list. If this entry does not pertain to a job, leave the gene@od¢’idob
the field.

Dept - Select the appropriate Department ID from the drop down list.

GL Number - Select the appropriate General Ledger account from the drop down list. The Accounts Receivable G/L Control number
cannot be selected. That number will be used by the program to post the offsetting entries to the Accounts Receivaaieoconirol
(NOTE! See information about Recognizing Receivables Revenues later in the Help Document about posting A/R invoices !)

Description - Type in text that is descriptive of the entry. This text will appear on receivables Invoices, Statements, and Ledgers.

Amount - Enter the appropriate amount for the recurring invoice. Use a positive number if it is a charge to the Payor, and a negative
number if it is a credit to the payor.



Creating an Accounts Receivable Recurring Entry - continued
Sales Tax If Sales Tax should be added to the recurring invoice, enter the sales tax percent as a decimal number. Example:
For 8.25%, enter .0825. When a recurring invoice is selected and posted as an actual invoice in A/R, the program will take
care of posting the sales tax portion of the entry to a Sales Tax Payable account that you will select.
Sales Tax Amount- This field is locked because the program will calculate the Sales Tax Amount for you.
Total With Tax - This field is locked because the program will calculate the Total With Tax for you.
Recur Type- Select a Recur Type from the drop down list, OR simply type in a new ‘Recur Type’. Recur Types are used for
grouping and selecting recurring entries for posting to A/R. Notice that there is a field for selecting the Recur Tigye at the

of the window for displaying the entries.

Last Posted This field is locked because the program will fill in the date that this invoice was last posted as an actual invoice
for you.

Ent # This field is locked because the program is simply displaying the entry number for information purposes. Since the
recurring entries are displayed in entry number order, that information can be helpful.

GL to Recognize Revenues Later See information about’Recognizing Revenues” on the last pages of the separate Help
Document about posting Accounts Receivable invoices.

Text For Invoice - Enter notes about the entry that will print on Customer Invoices and Statements.

TO DELETE A RECURRING ENTRY, - Simply click the Red X button to the left of the line.
Add New Recurring Entry —

Sales Sales Tax Total With

Job Dept GL Number Description Amount Tax %  Amount Tax
PhAO1 - P01 + [3200-RENT jTamara King - Rent 1.1 5|:|.|:||:|| D.DD%I 0.00 1,150.00

- ]’ Recur Type-Can Type In | Last Posted Ent # GL ko Recognize Revenues Laker |Texk for  Monthly Rent - 1000 Broadway
FEMT - K 0-DEFALLT - |Invoice-=

Sorked by Enkry Mumber




Print a Report of Recurring Entries

o ) ) Towards the bottom left of the ‘A/R Recurring Entries’ window, use the button labeled
Print List of Recurring Entries Shown | pyint | ist of Recurring Entries Shown’. The report that opens will display the recurring

4

\ entries based on your selections for which ones to display. They will be grouped and

totaled first by ‘Recur Type, then by Payor.

\
List of Receiwvables Recurrmg Entries
From Tao From To

PAYOR PLAMOTITLE z FOBS SE11VISTAY TESTZ

RECUR DAY 1 1 DEPT ™H SPEC

RECUR TYPE |REMT RENT GL Mumber [0 R
Recwr Sales Saes Taxw  Total With Last

Day Job Dept GL Number Description Amount  Tax%  Amount Tax Posted

JONESFRANC FRANCIS JONES

RENT
[ 1 |pmoz [Fra02 [3200 F rancis Jones - Rent | as000]  0.00%]| 0.00| 950.00|
RENT $950.00 $950.00
TOTALS JONESFRANC $050.00 $950.00
KINGTAM FAMARA KING
RENT
| 1 |F‘I‘-.-1EI1 IF‘MEI*I |32|:|n I'I'amara King - Rent | 1,150.|:||:|| n.m%| |:|.|:u:|| 11 sn.nn|
RENT $1,150.00 $1,150.00
TOTALS KINGTAM $1.150.00 $1.150.00
SMITHAPRIL APRIL SMITH
RENT
1 [PMO3 PMO3 3200 o pxil Smith - MontHy Pet Fee 000  0.00% 0.00 50.00
1 |PMO3 PMO3 3200 il Smith - Rert 140000  0.00% 0.00 1,400.00
RENT $1,450.00 $1,450.00
TOTALS SMITHAPRIL $1.450.00 $1.450.00

GRAND TOTALS $3,550.00 $3,550.00




Select and Post Recurring Entries As Actual A/R Invoices

To post Recurring A/R Entries as Actual Invoices, FIRST select the ones to post by clicking to place a check mark tiothiee left o

appropriate lines.

OR, quickly select invoices by using the ‘From’ and ‘To’
criteria fields at the top of the window to display only the

entries based on selected

critesa.

displayed in the window for you.
dh |Add/Edit Pavor |AR Maflagement |Invoices)Statements |Reviey Receivables Transactions = |Deposit Categories |Current Period .

After using the ‘From’ and ‘To’ fields to display the appro-
priate entries, try using th&elect All Shownbutton. The
program will place check marks to the left of all entries

Accounts Receivable Recmring Entries (RRE }{1 index) B | F [ Home | X
; ries one at a time placing a check mark to &n any selections are made in the From/To
View All . . Lri Eati laci hieck mark b Wh lecti de in the From)T
= the leftfof the entry {click or use space bar), OR, use | |fields in order to display records, all records will be
Fayor Ml Reset the bptton ko Select All Shown, Then use the button unchecked For biling. All records shown can be
Recur Day 1 23 Resct ko Ppst The Selected (Checked) Entries as Invoices, checked (selected) by using the Select All butkon,
Fecur Type [0 - 2227737777 Rezet ISeIeu:t Al Shown | Unselect Al To hrnalzliﬁnize revenues (pr sdales t:xbes Fiuej D?Iy
Tobs Domaloh e ml r— when the money is receiver (cash basiz), goto
h | d (Chacked ) the Company Master (CM in index) and UNCHECK
epartrments |H ~ |5PEC T | Reset Post T E_ Se '?':te (Checked) Entrles a3 the box for recognizing revenues when AR
AL Murnber [0 R [elsle=te] | RFeset Invoices in Accounts Receivable invoices are posted. See instructions .
SeXted by Entry Mumber Add New Recurring Entr | =
Recur = 9 L Sales Sales Tax
ill? Payor Day Job Dept L Mumber Diescripkion Amount Tax %% Amount  Tokal With Tax
W HMCET 20 ;I 1 R0 - [FhI01 SEDD-RENT;ITamara King - Rent 1.1 SEI.EIEII D.DU%I D.EIEII 1,150.00
Recur Type-Can Twpe In | Last Posted Ent # Gl bo Recognize Revenues Later |Tewxk for  [Monthly Rent - 1000 Broadway
REMT - T O-DEFALLT - |Invaice-=
JONESFRAN j 1 |Pmoz - |Pranz 3200-REMT jFrancis Jones - Rent asn.l:u:u| n.nn%| 0.00 250,00
- Recur Type-Can Type In | Last Posted Ent # Gl ko Recognize Revenues Later |Texk for  Monthly Rent - 5000 Silver Strest
J FEMT - g 0-DEFAULT - |Irvaice-=
[ =MITHAPRIL j 1 PhA0S = PROS SEDD-RENTJ.&FJHI =mith - Rent 1 ,4I:II:I.I:IEI| I:I.EII:I%l .00 1,400.00
- Recur Type-Can Tvpe In | Last Posted Ent # Gl ko Recognize Revenues Later |Text for  [Monthly Rent - 16000 Bellewview
J REMT - q 0-DEFALLT - |Inmvoice-= |
v SMITHAPRIL j 1 |PM03 - [P0z 3200-REMT j.&pril Smiith - Morithly Pet Fee 5EI.EIEI| n.nn%| u.un| 50.00
| Recur Type-Can Type In | Last Posted Ent # Gl ko Recognize Revenues Laker |Text for  |Monthly Pet Fee - 16000 Belleview
TOTALS | 3,550.00 | 0.00]  3,550.00] [
Record: 14| < | 1 k| r]rs]of4

Continue to the next page.



Select and Post Recurring Entries As Actual A/R Invoices - continued

ting Entries (RRE in index) After selecting recurring invoices to post as actual
Select entries one at a time placing a check mark to AR invoices (as described on the previous page)’
the left of the entry (click or use space bar). OR, use use the button labele@6st The Selected
| Reset the butkon to Select All Shown, Then use the butkon : : :
5 " Reset | | 0 Post The Selected (Checked) Entries as Invoices. (Chec_ked) Entries _aS Invoices in ACCOUFIt_S
—_— | — Receivablé. The window shown below will
L8l v | _Resst | select All Shown | Unselect Al open.
* | Rezet
| Pezat Post The Selected (Checked) Enfries as ] ]
| reset Invoices in Accounts Feceivahle See information below the screenshot.
Vi
V4
/
/ Post the Selected Recurring Entries as Invoices | =] 2| x
Invoice Date 05/01/07 Ewven if thera will be no Sales Taxes hilled, CHS requires
Eeginning Invoice Mumber EE003 ~ | <-Da nat uze spaces! that a Sales Tax Payable account iz selected. Ifaneis
GL Hum b0 Post Sales Tax Payable [2350-SALES AND USE TAES PAYABLE] | naot set up under Current Liabilities on your Chart of
Accounts, pleagse do so. Then use the button an the
1-Fill Invoice Numbers toolbar for Deposit Categories, and selectthat account as
the default G/L number for SALES Tax,
2-Post the Recurring Entries to AJR
cales Sales Tax Total With
INY NUM Payor Job Dept GL Number Description Amount Tax %  Amount Tax
1 JOMEZFRAMC - |PR02 jF‘MDE » [3200-REM - |Franciz Jones - Rent 950.00 0.00%: 0.00 930.00
1 HIMGT b - [PhAD JF‘MM + |3200-REM - |Tamara King - Rent 1,150.00 0.00% .00 1,150.00
1 SMITHAPRIL - |PROS jF‘MDS » [3200-REM - JApril Smith - Morthly Pe S0.00 0.00%: 0.00 S0.00
1 SMITHAPRIL = |PROS JF‘MDS = [F3200-REN = |April Smith - Rent 1,400.00 0.00%: .00 1,400.00
TOTALS | 3.550.00| | {I.i}i}| 3.55ﬂ.w|
Record: 14| 4 | 1 k| »]r] of 4

Invoice Date- Type in an appropriate date for the invoices to be posted. This date will be used to post the entries to your
accounting books, AND to track the aging of an invoice.

Beginning Invoice Number- The program will supply the next available invoice number as the ‘beginning invoice number’
to use. If needed, a different beginning invoice number can be entered, but it cannot duplicate a previous number.

GL Num to Post Sales Tax Payable Select an appropriate Sales Tax Payable account for the program to use for posting
any sales tax that should be attached to the invoices when they are posting. Please read information on the window about the
Sales Tax Payable account.

Continue to the next page.



Select and Post Recurring Entries As Actual A/R Invoices - continued
After entering the information described on the previous page, use the button labdtatlihvoice Numbers. The program

will supply invoice numbers to the recurring entries based on the Beginning Invoice Number selected. After the program fills i

the invoice numbers, the message shown below will pop up. See more information below the screenshot.

Post the Selected Recurring Entries as Invoices

Inwoice Dake

0s/03/07

Beginning Invoice Mumber

GE003

* | <-0o not uze spaces!

5L Murm ko Post Sales Tax Payable

£350-3ALES AMD LISE TAXES PAYABLE j

1-Fill Invoice Humbers

2-Fost the Recurring Entrie*u AR

2| = 2| %

Ewven if there will be no Sales Taxes hilled. CHS requires
that a Sales Tax Payable accountis selected. foneis
not setup under Current Lighilities on wour Chart of
Accounts, please do s0. Then use the button on the
toolbar for Deposit Categaries. and select that account as
the default G/L number for SALES TAX.

Sales Sales Tax Total With
INY NUM Payor Job Dept & Number Description Amount Tax %  Amount Tax
MEZFRAMC - JPhi02 jF‘MDE - 3ND-HEN ~ |Francis Jones - Rent 950.00 0.00% 0.00 950.00
Ga004 7 HIMGT A0 ~ |Pri0 JF‘MW - SEDNHEN ~ |Tamara King - Rent 1,150.00 0.00% 0.00 1,150.00
Ga005 // SMITHAPRIL - [PWOG JF‘MDS - 3200-‘EN = |April Smith - Monthly Per S0.00 0009 0.00 S0.00
ge005 7 SMITHAPRIL - JPWOG jF‘MDS - 3EDD-HW - |&pril =mith - Rent 1,400.00 0.00% 0.00 1.,400.00

IN¥OICE NUMBERS ASSIGNED

Imvnice numbers have been assigned. Please notice that the same Invvoice Mumber is always assigned to entries with the same

Payor, Job, and Department, Mow use butkon 2 to post the entries.,

3

Beginning Invoice Mumber

Ga003 -

<-Do not use =p:

GL Mum ko Post Sales Tax Payvable

1-Fill Invoice Numbers

2-Post the Recurring Entries to A/R

INY NUM Payor Job Dept
G003 JOMESFRAMNC + |PRO2 jF‘MDE -
G004 WG T AR - [P0 jF‘MEﬂ -
G005 SMITHAPRIL = |PROS jF‘MDS -
GE005 SMITHAPRIL = |PROS jF‘MDS -

The selected Accounts Receivable recurring entries have been posted as invoices in Accounts Receivable. Thew can be deleted
ar edited using the button on the toolbar labeled 'Review Receivables Transactions'. OR, wou can use the InvoicesfStatements

buktan to prink invoices, if needed,

After using the button described above to fill in invoice numbers, use the button
EL-SALES AD LSE Taves Pavane labeled 2-Post the Recurring Entries to A/R. The program will post all of the
recurring entries shown on the window as actual invoices in Accounts Receivable.
The pop up message shown below will display after the entries are posted.

Continue to the next page for information about reviewing and printing the invoices.
BILLING POS1 D
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Review and Print The Actual Invoices

Please see the separate Help Document about Accounts Receivable Invoices.
After recurring invoices are posted, they become ‘actual’ invoices and all of
the information in the separate Help Document about reviewing and printing
invoices will apply to the recurring entries that have been posted.



