Edit a Recurring Iltem
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If information needs to be changed on the setup of a Recurring Bill or Recurring Payment, you can modify any
information except the Vendor Code and the Amount. If the amount needs to be changed, you need to delete the

Recurring Item then set up a new Recurring Item with the new amount.

To edit a Recurring Item, follow the instructions below.

1. Navigate to the Main Application Menu and select the Recurring Items option from the Accounts Payable module.

Chedks

Description | vendar | Frequeney | Amount| MextDueDate | LastcheckDate |EndDate |
Cgna Insurance Cigna Quarterly £450,00 1172013 9/28/2012

Description | wendor | Frequency | Amount | MextDue Date | LastBilDate | EndDate |
Phymouth COC membership Plymouth Chamber Of Comme... Annual §175.00 1/15/2013 1/15/2012

ASIS membership fae ASIS International Annual £350.00 1/5/2013 152012

AMarmmet-Radio Bade-Up Alarmnet Manthly $250.00 10/33/2012 9/28/2012

™ Show Inactive

Click an Selection to Create Next Scheduled Entry @_—_”m’ ng

2. The Recurring Item form opens. Highlight the Recurring Bill or Recurring Payment to be edited then click the Edit
button located at the lower right of the form.

) Recurring Bill —— [

‘2 Payment Information

Amount [2s0.00
! Erequency | Monthly -
Description |alarmnet-Rada Back-Up




‘@ Payment Information

vendor Code  [Ggna

Sa—ns [s450.00

Erequency | Guarterly =l “
Description |Cigne Tnsurance

MextDueDate  [yiaois [0

EndDate

_swe | o |

3. Make the necessary changes, and then click the Save button when finished.



