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This document covers the topic of Accounts Payable Recurring Items. Step by step instructions along with illustrations
are included in this document.

Accounts Payable Recurring Items Overview and Topic List

SedonaOffice provides the functionality to set up Recurring Bills and Recurring Payments, which are paid periodically
for expenses such as utilities, rent, loans etc. Recurring Items are designed to save the User data entry time when
entering bills and payments that occur frequently.

Recurring Bills are used to set up Bills that are paid on a particular frequency. Once the initial recurring bill is created,
a User will generate (usually monthly) each of the recurring bills. If the billamount varies each time, such as in the case
of a utility bill, the amount may be modified once the recurring bill is generated. These recurring items are viewable
from the Recurring Items menu option of the Accounts Payable menu.

You may also set up Recurring Payments in a similar manner. Recurring Payments are typically used for items that are
automatically debited from a company bank account. Recurring payments are set up using the Write Checks function
and selecting the Recurring Payment option at the time of manually writing a check.

The following topics are included in this document:

e Setting up a Recurring Bill

e Generating a Recurring Bill

e Editing a Recurring Item

e Setting up a Recurring Payment
e Generating a Recurring Payment
e Deleting a Recurring Item

Setup a Recurring Bill

Recurring Bills are used to set up Bills that are paid on a particular frequency. Once theinitial recurring bill is created,
a User will generate (usually monthly) all the recurring bills. If the bill amount varies each time, such as in the case of
a utility bill, the amount may be modified once the recurring bill is generated. These recurring items are viewable
from the Recurring Items menu option of the Accounts Payable menu.

Follow the instructions below and on the next page to setup a Recurring Bill.

1. You may enter a new Recurring Bill either from Accounts Payable/Bills or from the Vendor Explorer and right-
clicking on the Bills tree option and selecting New Bill.

2. Once the Bill form is displayed fill in the required and optional information. Select the Recurring Bill option in
the upper right area of the Bills form.

3. Clickthe Save button located at the lower right of the Bills form.
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Vendor Category ".a‘_.‘ i Perymad
[ et =] #| [pceA =]
Vendor Bill
vendor  Ala Reference # Branch
Address: 91097 COLLECTIONS CTR DR |2012-09 [ =l
Chicago, IL 60693
Terms Amount
[Net 30 ] [zs0.00
Bill Date Payment Due
[a/28/2012 E [o/zs/012 =i |
Eligible for Discount Amt  Costing
= I |
Parts $0.00 Epense $250.00 | Documents | I™ Show Branches [ Show Job Cest
General Ledger d
GL Account Description AnmmthalEgnrv _I
| 510860 Commuriications - Radi Netwark 250,00[DG B A
* |
-~
Mema ~ Balance Due £250.00
| Total | $250.00
Purchase Orders apply | save | Clase |

4. The Recurring Bill form will be displayed. Select the Frequency from the drop-down list. Enter a Description for
the Recurring Bill. Enter or select the date from the calendar for the Next Due Date. If an End Date is needed
(typically used for loans), enter or select a date from the calendar.

© Recurring Bill ": e o
% Payment Information
Vendor Code [larmnet
Amgunt [250.00
Erequency | Monthly 3|
Description [larmnat-Rado Back-Up
textOueDate  [ioz/miz L

End Date 6

Save Close |

5. When finished, click the Save button located at the lower right of the form. A confirmation message will be
displayed. Click on the Yes button to confirm.
e

o5
Sedonalffice ﬁ

—

ﬁ Are you ready to setup this Recurring Fern 7

Yes MNo

s =4

The Recurring Bill will now be displayed in the list of Recurring Items from the Accounts Payable menu.
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Setup a Recurring Payment [Check]

Recurring Payments are typically used for items that are automatically debited from a company bank account.
Recurring payments are set up using the Write Checks function and selecting the Recurring Payment option at the
time of manually writing a check.

Follow the instructions below to set up a Recurring Payment.

1.

10.

11.

12.

You may enter a new Recurring Payment either from Accounts Payable/Write Checks or from the Vendor
Explorer and right-clicking on the Payments tree option and selecting New Payment.

Once the Write Checks form is displayed, fill in the required and optional information. Select the Recurring
Payment option located on the right side of the Write Checks form.

Pay From Bank Account - select the bank account from which the funds will be used for the check.
Select the Vendor radio button then select the Vendor to pay from the drop-down list.
Select the appropriate Branch from the drop-down list.

In Print Queue - if the check will be printed at a later time, select this option. If the check will be printed once the
form is filled out, do not select this option.

In the center area of the check form, click on the Expense tab.
On the Expense Tab, select the G/L Account, Amount, Branch, Category in the grid area.

In the check area, type in the amount for the check. Verify the check number that defaulted is the correct check
number; correct if necessary. If this is a payment that is automatically deducted from your bank account,
instead of typing in a check number, you may enter something like "EFT 09-2017".

Once all information has been filled in, click the Print button located at the lower right of the Write Checks form.
If this payment is automatically deducted from your bank account, click the Save button, and then proceed to
step 13 on the next page.

The check will display in Print Preview mode. When ready to send the check to the Printer, click the Print & Close
button located on the AP Check Preview window.

A message will be displayed confirming the check printed correctly and should be marked as printed. Click the
Yes button to confirm.
O witechecks [ P
PayFromBarkAccount [00200 | 100200 Cash - Operaiing®
Comonr Gyt [Gpe  CIM| s [ ]
CHECK 2 ™ InPrint Queue
Sedona Security BATE 9252012 | ] facH02mz
B 115000
Appter 450.00
Four Hundred Fity Dollrs and Zeto Ce Toud
ADDRESS  |Ciges

LABEL [P.0. Box 1007
[Detreit, M1 46201

gills 5000 | Parts $0.00 Expense $450.00 | Dacuments |

Gewng [ M|

Genersl Ledger |
| [eCAecount | Descripton | Amount | Branch [Category |
[2]s0620 Ijtns;nz-m: 450.00 ML pcasl 1
Kd

I~ Show Jeb Cost

I Voided Chedk aeoly save ‘ Print Cose
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13. The Recurring Payment form will be displayed. Select the Frequency from the drop-down list. Enter a Description
for the Recurring Payment. Enter or select the date from the calendar for the Next Due Date. If an End Date is
needed (typically for loans), enter or select a date from the calendar.

a Recurring Payment E

% Payment Information

vendor Code  [Gigna

Amount 450,00

b Erequency | Guartery | |
Descripnion [cigna Tnsurance
MextDue Date  [yy2003

| == m

sae | Qo |

14. When finished, click the Save button located at the lower right of the form. A confirmation message will be
displayed; click on the Yes button to confirm.

P <
SedonalHice EJ

9 Are you ready to setup this Recumring lem 7

Wes Mo

b ol
The Recurring Payment will now be displayed in the list of Recurring Items from the Accounts Payable menu.
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Generating a Recurring Bill

Once Recurring Bills have been setup, a User will typically generate the Recurring Bills on or about the first of each

month.

Follow the instructions below and on the next page to generate the Recurring Bills.

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

module.

2. The Recurring Items form will be displayed. This form is divided into two tiers; the upper section displays

Recurring Payments and the lower tier displays Recurring Bills.

Items displayed in black text are due in the future. Any items displayed in red are past due. Users responsible
for entering and paying bills should visit this form frequently to generate the Recurring Bills or Payments on a

timely basis.

Highlight the Recurring Bill to be generated then click the Create button located at the lower right of the form.

D AP Recuring ltems (== e =
Description | vendor | Frequeney | Amount | MextDue Date | Last Check Date | End Date
Cigna [ngurance Cigna Quarterly §450.00 112013 9282012

- s ]

| vendor | Frequency | Amount | NextDue Date | Last Gil Date

|Endpate |

Description

Plymouth COC membership
ASIS membership fes
Alarmnet-Radio Badk-Up

Plymouth Chamber Of Comme....
ASIS International
Alarmnet

Annual
Annusl
Monthly

$175.00 1/15/2013 1152012
$350.00 /502013 1/5/2012
$250.00 10/28/2012 9/28/2012

I~ Show Inactive —
Click on Selection to Create Next Scheduled Entry e I

o |_o= |

3. The Enter Bills form will be displayed. Enter a Reference Number. If the amount of the bill is different than

the amount generated, the User may change the amounts.

4. If adocument needs to be attached to the Bill, click the Apply button then navigate to the Documents tab and
either scan in and attach a document or add an existing saved document. If no documents are being attached,

proceed to step number 5.

5. When finished, click the Save button located at the lower right of the Enter Bills form. The Bill is now saved to

the Vendors list of open bills.

D Enter ills e e =
yendar Category ™ Hold Payment
[citrix: Orline: [osaa =] % Recurrng Bil

Vendor Bill
i e Regference = Branch
address: FILE 50264 325% i =
CA 9007
Los Angeles, a = .
[Tiet 30 =] [ssa.3s
8il pate: Payment Due
Brmiz E [z =
Digble for Discount Amt Costng
I =
Parts $0.00 Expense $89.95 | Documents | I show Brandhes. I show Job Cost
General Ledger I=
& Account Desaription Amount | Category 1
» [610780 GoTo Assist 9.95|DG 8 A
s |
=
pema Balance Due .00
Total I 9,95
Apply Save Close
Bold Group
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Generating a Recurring Payment

Once Recurring Payments have been setup, a User will typically generate the Recurring Payments on or about the first
of each month. Follow the instructions below to generate the recurring payments.

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

2. The Recurring Items form will be displayed. This form is divided into two tiers; the upper section displays
Recurring Payments and the lower tier displays Recurring Bills.

Items displayed in black text are due in the future. Any items displayed in red are past
due. Users responsible for entering and paying bills should visit this form frequently to generate the Recurring
Bills or Payments on a timely basis.

Highlight the Recurring Payment to be generated then click the Create button located at the lower right of the
form.

Q 10 Fecumngies =)

Descripben | vendor | Frequency | Amount | MextDueDate | Last Check Date | EndDate |
Cigna Insurance Cigna Quarterly $450.00 1/1/2013 of28/2012

e

Descrpten | vendor | Frequen | Amount | | LostBilDate | EndDate |
Plymouth COC membershp Plymouth Chamber Of Comme....  Annual $175.00 1/15/2013 Vis/2012
ASIS membership fee ASIS Intematonsl Annual $350.00  1/5/2013 1/s5/2012
Alarmnet Radio Back Up Aarmnet Manthéy $250.00 10/28/2012 ofas/012

T~ Show Inactive

Click on Selection to Create Next Scheduled Entry _‘ _‘ QLI

3. The Write Checks form will be displayed. Select the Bank account from which the payment will be made. Enter
the appropriate Date for the check. If the amount of the payment is different than the amount generated, the
User may change the amounts or add additional expense lines. In the example below, the principal and interest
are separated and would need to be modified with each payment.

4. If a document needs to be attached to the Check, click the Apply button then navigate to the Documents tab
and either scan in and attach a document or add an existing saved document. If no documents are being
attached, proceed to step number 5.

s When finished, the User may select the In Print Queue option if this check is to be printed at a later time or click
the Print button located at the lower right of the Write Check form to print now. The Payment is now saved to
the Vendors list of payments.

T = ey
Pay From Bank Account 100200 100200 Cash - Operating™
C cus & Cgna ] Branch. [ v

=

CHECK® I~ InPrint Queve
Sedona Security DATE 10/ i/2012 | o] JACH 200210
HE
S 25000
Apghied
Total 450.00
ADORESS (i Balsnce 0.00
LABEL P.0. Bow 1007
Do, Ml 46201 [ Rearrng
Payment
ueno |

Bills 50.00 | Parts $0.00 Expense $450.00 | Documents |

P E—

General Ledger | Job Cost )
s account Descrpton Bmount | Branch Category b Type
3| tnsurance - Lisbl 450.00 MU DGaA
*
L |
% Show Job Cost
I Veided Check vodoae [ agwly Save Brint Qose
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Edit a Recurring Item

If information needs to be changed on the setup of a Recurring Bill or Recurring Payment, any information except the
Vendor Code and the Amount may be modified. If the amount needs to be changed, you will 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.
2. The Recurring Item form will be displayed. Highlight the Recurring Bill or Recurring Payment to be edited then

click the Edit button located at the lower right of the form.

Checks
| Description | vendar | Frequency | amount|metDuepate |Lastcheckpate |Endpate |
Cgna Insurance Cigna Quarterly £450.00  1f1/2013 9/28/2012
[ Bills
Bescripbon | Wendor | Freguency | amount | NextDue Date | LastBilDate | EndDate |
Phymouth COC membership Plymouth Chamber Of Comme... Annual §175.00 1/15/2013 1/15/2012
ASIS membership fee ASIS International Annual £350.00  1/5/2013 1/5/2012
Alarmnet-Radie Back-Up Alarmnet Manthly £250.00 10232012 9282012
D ome | _om
Click on Selection to Create Next Scheduled Entry . =

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

© Recurring Bill .- S [
& Payment Information
Vendor Code Ji.la'ﬂl'!l
Amgunt [2s0.00
Erequency | Monthly |
Rescription [tlarmnet Rado BadkUp {encpion [Cana nsurance
BextOueDate  [io/z8/2012 =l MextDueDate  [yr1/2013 =)
End Date [ o II End Date =
_se | oo | _sme | o |
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Delete a Recurring Item

If a Recurring Bill or Recurring Payment will no longer be used, you may delete the Recurring ltem.

To delete a Recurring Item, follow the instructions below.

& Deleting a Recurring Item is permanent! Make certain this is what you want to do.

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

2. TheRecurring Item form will be displayed. Highlight the Recurring Bill or Recurring Payment to be deleted.

3. From the Main Application Function Button Toolbar click the red Delete button. A confirmation message will be
displayed asking if you are certain you want to delete the Recurring Item; click the Yes button to proceed with
the deletion.

SETI

File Edit /¥ SedonaOffice Customer Query Tools Window Help

LA ._E e LD SleE (30 moByEGeAa0R|
]

SedonaDifice ==

=

pseﬂnna Secufity O AP Recurring lems ez
# ] Cliant Managemeant
+ @@ Accounts Receivable
+ General Ledger
= @8 Accaunts Payable | wender | Frequency | amount | NextDueDate | Last CheckDate | EndDate
E Bills Cona Quartary §450.00 112013 o/28/2012
& credits

Pay Billz
Print Checks
Frint Purchage Orders
E Purchaze Orders
% Recurring Items
|y Suggested PO List
2y venders
& Write Checks
il AP Query Builder
= }: Inwentory
4 Job Management
#- & Payroll Interface JMwOlﬁc!
# a Sales Management

= Sarvice g
ﬁ General Documents I'- Are you sure that you wish to delete this Recurring Accounts Payable
"% Lock Table Maintenance | Description | vendor fem
5L SQL Query Window Phymouth COC membership Fiymauth Chamk ¥
Managemeant SUmMMary SIS membership fes ASIS Inbenna ol
A8 Repot tansger Medical ;.::lmc::ciu?m Mere Medical 3
SedonaSet ¥ 4 NES—
W Sedonadetiny Goto Meesng Citrix Orine
Trash Abi Tispesal Sef ™
Gas Cards-Techs Exwarenabd 2 )
Tahoe payment EMAC Finandal Mty §450.00 2f15/2012 1j15/a012
Coffee Service Biggbry Coffes Servce Manthly $136.50 2/15/:012 41572052
Janitorial Raralall Janitorial Manthly $I55.00 27152012 1/15/2012
Liniforms Aramark Ieianthiy §235.00 211072012 1103012
Internet Comcast Migmthly §253.00 12 1/5/2012
Landscaping Coastal Landscaping Mignhity §156.00 1/4fa012
Off Site Storane Exira Soace Storade Ity 8135.00 112012 2L
[ Show Inactive
Edit Create Claze

Click on Selection to Create Next Scheduled Entry
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