Create Recurring Bills for Vendors

Learn how to use the billing feature to charge rent to vendors.

1. Go to Contracts from the Dashboard or Hamburger Menu.
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2. Then highlight the contract you would like to Alter and select Billing.
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3. From the Billing Screen, verify the account information is correct
and select Create New Billing.
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CREATE NEW BILLING

4. In the Billing screen, complete the following fields: Billing
Description, First Billing Date, Frequency, Duration,
Reference, and Amount.

Contract Number Contract Name

‘ - PERKINS NATHAN

Billing Description

‘ Booth Rent

First Billing Date

| 20240901

Frequency

Duration

DURATION Until | decide to cancel

Reference

FREQUENCY v Monthly
v

A

Amount

5. Click Save to complete.
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