
 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

Recurring and Installment Billing 
Use this guide on how to use recurring and installment billing functionality in OMNI FI.  

1. Select the Auxiliary AR/Billing tile: 

 
2. To create a billing schedule, update your existing bill’s Cycle ID to AUX MONTH and the 

Frequency to Recurring or Installment 

 



 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

Recurring 
The bill will generate on the first of every month for the same amount in RDY (ready) status and will 
invoice automatically. 

3. Click the recurring icon 

 

 .Set the schedule start and end date, use the header dates for lines, and click the refresh icon. 

 

Your schedule will populate and generate dates will be left as NEXT until that month comes.  Adjust 
accordingly.  

Installment 
The bill will generate on the first of every month for a set amount over a fixed period of time.  The bill will 
also generate in RDY (ready) status and will invoice automatically. 



 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

1. Click the installment icon 

 

2. Enter the total dollar amount of the schedule and how many installments the schedule should have then review 
the schedule for accuracy: 

 

Enter the start date and refresh the schedule: 



 

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.   

 

Your schedule will populate and generate dates will be left as NEXT until that month comes.  Adjust 
accordingly.  


