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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:
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2. To create a billing schedule, update your existing bill's Cycle ID to AUX MONTH and the
Frequency to Recurring or Installment
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Auxiliary Billing
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Header - Info 1 Line - Info 1
T Bill Upload o
&
Unit  AUX01 Invoice  AUX00036054 Pretax Amt 220200 USD -
=r__- F3SU Billing Upload Template
Status |RDY a Invoice Date | ]| Cycle ID | AUX MONTH a
§= FSU_AUX_PO_DTL —_—— B
*Type |AUX Q ‘ Source |AUX073 Te: cy | Recurring w -
i FSU_CTRL_AUX_CUST *Customer | AUX1003043 Q ‘ “ View Activity SubCustt SubCust2
T Interface Bills Quest Diagnostics Incorporated
“Invoice Form |AuxJN\,r Q ‘ From Date | | To Date ‘ ‘
T Check/Correct Interface Errors ——————————— — .
== Accounting Date | ‘ Pay Terms |NET3{J Q | Pay Method ‘ Check v &
T FSU_AUX_BILL_NOT_INV Remit To |WELLS Q ‘ Bank Account |CONC Q |
T FSU_AUX_EBI_PRE_AP_CHECK Sales |AUXCSTMR Q ‘ Bill Inquiry Phone |(g5u} 6456508 a |
Credit Analyst |AUXCRA qQ ‘ Collector |AUXCOL Q, |
T View/Edit Bill ———————~ P
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\ Retumn to Search ] I Motify I \ Refresh ‘ Add Update/Dizplay
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Contact ctl-auxiliaryaccounting@fsu.edu for any questions.
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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 recurringicon

Cycle ID |aux MONTH Q |
R ——{
SubCust?

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

Recurring Bill Schedules

Recurring Bill Schedules
Business Unit  AUX01 Template Invoice AUX00036054
Start Date | 0910172018 | [ Pre-Assign Invoice Numbers

o 4 Use Header Dates For Lines
End Date ||)s.r30,r2|)25 | H

Recurring Schedule | Q | | 104 0794 ~ | | view2
Generate Date Invoice Date Invoice Inv Generated? Date |i| |;|
oorts2ote [ \ogorz018 [ | | AUX00036854 | ¥ 09/20/2018
Bill Header From Date |ogi012012 (]| To Date |ogr30i2018 [
+|[—
Generate Date Invoice Date Invoice Inv Generated? Date |—| |—|
1011612018 5] 10312018 | | AUX00038333 % 1012012018
Bill Header From Date | 10/01/2018 [ ToDate |1o31r2018 [
i ; Inv Generated? | * || B |
Generate Date Invoice Date Invoice nv ‘zenerated Date SRl NEE
1152018 [F| |11302018 [ | AUX00041057 | Y 1112002018
Bill Header From Date | 11/01201¢ [ | To Date | 113012018 [

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.
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1. Click the installment icon

0.000 .
j| Cycle ID | AUX MONTH Q|
g *Frequency [ Instaliment v | L _
SubCust?
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2. Enter the total dollar amount of the schedule and how many installments the schedule should have then review
the schedule for accuracy:

>

Installment Bill Schedules

Installment Bill Terms Installment Bill Schedule 9

Business Unit AUX01
Installment Template Invoice AUX00200293
o Pretax Invoice Amount 87,100.00 usD

“Installment Plan ’|12M0 EQUAL Q I 12 Month Equal Installments

Service Charge

*Charge ‘ None v]

Identifier [ Q l

Return to Bill Entry

Return to Search Previous in List Next in List H Notify ]

Installment Bill Terms | Installment Bill Schedule

Enter the start date and refresh the schedule:

Contact ctl-auxiliaryaccounting@fsu.edu for any questions.
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Installment Bill Schedules

Installment Bill Terms. Instaliment Bill Schedule

Business Unit  AUX01

3
Installment Template Invoice AUX00200293 ©
Pretax Invoice Amount 87,100.00 usD
Instaliment Plan  12MO EQUAL 12 Month Equal Installments

Start Date | 0810172025

| Pre-Assign Invoice Numbers

Instaliment Billing Schedule

@ 1-120f 12 v | Views

Billing Schedul I [l Billing Schedule 2 Instaliment Billing Schedule 3 e
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[1 [[1710112025 ‘ |AUXHI]20CIAB£ I 7|7,253,33 I V B
|2 ‘05!0112025 ‘ |AUX00202327 I I?,ZSB 33 | E B
[3 [(]9;‘0112025 ‘ |AUX00204571 I 7[?,258 33 J V B
IA [10!0112025 } ‘IAUXOD206919 I l[7,258.33 ] E l E
] R I T A
.[6 _1-;,‘_0-112025 ‘ IAUXUD211406 | |7,258.33 l .‘ B E-‘
I? ‘(]1!0112!]25 ‘ |AUXUU213995 I -|?,253 33 | - m . E
[8 l [0210112025 ‘ |AUXUI]2156?|] | I?,258.33 l E} B
[a | .‘n'llnﬂ'JH'Jﬁ =l e | -|7 7R 33 | - m . m

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

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



