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Entering a Recurring Bill Overview

Recurring bills allow for the reproduction of bills, or portions of bills, and the generation of Invoices by
using templates. Associating a recurring bill template with a predefined schedule (using the Recurring
Schedule fields) allows you to control when and how often recurring bills are generated. Schedules
automate and control the generation of recurring bills. Bills are generated monthly in Cardinal.

Navigation Note: Please note that you may see a Notify button at the bottom of various pages utilized
while completing the process within this Job Aid. This “Notify” functionality is not currently turned on to
send email notifications to specific users within Cardinal.
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Creating a Recurring Bill

Step Action

1. Navigate to the Bill Entry page using the following path:
Main Menu > Billing > Maintain Bills > Standard Billing

The Bill Entry page displays.
Bill Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

: Find an E:Eisting Value ! Add a New Value |

Search Criteria

Business Unit
]nvoice
Bill Status| = v| |
Customer
Contral:t

Bills in Business Unit

Template Invoice Flag| = v | v

Je Ny e pelye
<

(J case Sensitive
Limit the number of results to {up to 300). 300

Search | [ Clear .Basic Search @.E'ﬂ Save Search Criteria

2. Click the Add a New Value tab.

Find an Existing Value Add a New Value
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Step Action

The Add a New Value tab displays.
Bill Entry

Find an Existing Value Add a New Value

*Business Unit 50100 O
*Invoice NEXT

Bill Type Identifier Q
Bill Source Q
Customer Q
Invoice Date 1)
Accounting Date 1)
Add
The Business Unit field defaults to your Business Unit. If the Business Unit does not
0 default, enter, or select the applicable Business Unit. The Invoice field defaults to “NEXT".
Do not change it.
3. Enter or select the appropriate Bill Type using the Bill Type Identifier Look Up icon.
Bill Type Identifier QL
4. Enter or select the appropriate Bill Source using the Bill Source Look Up icon.
Bill Source Q
5. Enter or select the applicable Customer using the Customer Look Up icon.
Custaomer Q
6. Click the Add button.
Add
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Step Action

The Header - Info1 tab displays.

‘ Header - Info 1 H Line - Info 1 ‘
Unit 50100 Inveice NEXT Pretax Amt 0.00 UsD ‘:
status[NEW |Q Invoice Date| |l Cycleld DALY lQ
N SorcalliGESE]Q Frequency[onee ] B
*CustumerQ ~ View Activity SubCusti SubCust2
AnnDLLG
*Invoice Formq From Date |:|EI] To Date l:l@
Accounting Dalel:l@ Pay Terms Q Pay Method [ Check v] &
Remit ToQ Bank Accoqu
Salesq Bill Inquiry Phone Q
Cred[tq Co[teclorQ
Billing Specialist| |Q Biling Authority. Q)
Go to. Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation\ Header - Info 1 hd ‘ Prev  Next
|[E) save |[Z] Notify || Refresh |Es Add || 7] Update/Display
Header - Info 1 | Line - Info 1

7. Select “MTH-RECUR” using the Cycle ID Look Up icon.
Cycle ID [DAILY Q
8. Select “Recurring” using the Frequency dropdown button.
*Frequency | Once v (5|
9. Click the Save button.

5] Save ||[=] Notify || &% Refresh

Header - Info 1 | Line - Info 1

The page refreshes and the Invoice Number is assigned.

| Header - Info 1 ” Line - Info 1 |

=1
Unit 50100 Invoice MGSE004189 Pretax Amt 0.00 UsSD -

10. Create the recurring bill schedule by clicking the Go To Recurring Bill Schedule icon.

Cycle ID MTH-RECUR

Q
*Frequency| Recurring hd |
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Step

Action

The Recurring Bill Schedules page displays.

Recurring Bill Schedules

Start Date [3) O Pre-Assign Invoice Numbers {%
End Date 5] (0 Use Header Dates For Lines
Recurring Schedule Find | View All First (40 1of1 (») Last
+ -
Generate Date Invoice Date Invoice Inv Generated? Date ]
[3) 3] NEXT N
Bill Header From Date El To Date El

Return to Bill Entry

Business Unit 50100 Template Invoice NMGSE004189

@

Note: Use the Recurring Bill Schedules page to create a recurring bill schedule and to pre-
assign Invoice Numbers. At a minimum, complete the following steps.

11. Enter or select the applicable start date using the Start Date Calendar icon.
Start Date 3
12. Enter or select the applicable end date using the End Date Calendar icon.
End Datel ';il
13. Enter or select the applicable generate date using the Generate Date Calendar icon.
Generate Date
3
14. Enter or select the applicable Invoice date using the Invoice Date Calendar icon.
Invoice Date
=
15. Enter or select the applicable Bill Header from date using the Bill Header From Date
Calendar icon.
Bill Header From Date 3
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Step Action

16. Enter or select the applicable to date using the To Date Calendar icon.
To Date 3
17. Click the Pre-assign Invoice Numbers checkbox option to create the Invoice Numbers for
the bills.

@Pre-ﬂssign Invoice Numbers

18. Click the Generate Recur Bill Schedule icon and click OK on any messages that display.
e
The Schedule Lines appear in the Recurring Schedule section.

Recurring Schedule Find | View All First (4 1-20f5 (b Last
Generate Date Inveice Date Invoice Inv Generated? Date 7]
05/27/2024 |3 06/01/2024 |31 NEXT N

Bill Header From Date | 05/01/2024 | To Date |06/30/2024  |[#]
Generate Date Invoice Date Invoice Inv Generated? Date =]
06/26/2024  |[3) 07/01/2024 [z NEXT N

Bill Header From Date|07/01/2024 |z To Date |07/31/2024  |[51)

19. Click the View All link to see the Schedule Lines generated.

Find ||View All First (4 1-20f5 Last
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Step Action

All Schedule Lines of the recurring schedule display.

Recurring Schedule

Generate Date
05/27/2024 |5

Generate Date
06/26/2024 |3y

Generate Date
07/272024 |34

Generate Date
08/27/2024 |5

Generate Date
09/26/2024 |3

Invoice Date
06/01/2024

Invoice Date
07/01/2024

Invoice Date
08/01/2024

Invoice Date
09/01/2024

Invoice Date
10/01/2024

Invoice
3 NEXT
2y

Bill Header From Date | 05/01/2024

Invoice
3, NEXT
2y

Bill Header From Date | 07/01/2024

Invoice
& NEXT

Bill Header From Date |08/01/2024

Invoice
3 NEXT
2y

Bill Header From Date | 09/01/2024

Invoice
B NEXT
3y

Bill Header From Date | 10/01/2024

Inv Generated?

N
To Date | 06/30/2024

Inv Generated?

N
To Date |07/31/2024

Inv Generated?

N
To Date |08/31/2024

Inv Generated?

N
To Date | 09/30/2024

Inv Generated?

N
To Date |10/31/2024

Find | View 2

Date

Date

Date

Date

Date

First (4 1-50f5 (» ' Last

FHE

=]

FHE

20. Click the Save button to generate the recurring schedule.
[§]3ave |/ [Eh Return to Search | |[=] Notify

21. Click the Return to Bill Entry link.
Retum to Bill Entry
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Step

Action

The Header-Infor 1 tab displays.

| Header-Info1 || Line-Info1 |

Unit 50100 Invoice MGSEQ04189 Pretax Amt 0.00 UsD i
S = — S — S S—Y
*Type Q Source Q *Freguency Recurring v &
*Customer|0000167446  |Q ~ View Activity SubCust1 SubCust2
AmmDLLG
“Invoice Form[STANDARD  |Q FromDate|  |& ToDate| |3
AccountingDate  |§j Pay Terms[NET30  |Q Pay Method [Check vl B
Remit ToQ Bank Accoumq
SalesQ Bill Inguiry Phnneq
crean[CREDT |y colector COLOT Iy

Billing Specialist. |

Biling Autnority. — ]Q

Go ta: Header Info 2 Address Copy Address
Notes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation Header - Info 1 ~] Prev MNext

|l save |G Retunto Search ||[=] Notify |[7% Refresh |Es Add || 5 Update/Display

Header - Info 1 | Line - Info 1

22. Click the Line — Info 1 tab.
Header - Info 1 | Line - Info 1 I
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Step Action

The Line — Info 1 tab displays.

[ Header-Info1 || Line-info1 |
Unit 50100 Bill To 0000167446 Pretax Amt 0.00 USD &
Invoice MGSEDD4180 Ann D LLC = [F Max Rows 100 3] =
Bill Line Find | View Al First (4) 1011 (k) Last
=
Seq 1 Line et Extended 0.00
Table Q Identifier Q Description
Quantity From Date [
Unit of Measure QL To Date [=)
Unit Price 0.0000 Line Type REV aQ, Accumulate
Gross Extended 0.00 Tax Code @ [ 7ax Exempt
Exempt Cert Q,
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 0.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 0.00
Go to: Ling Info 2 Tax Accounting Discount’Surcharge
Motes Exprass Entry Page Series
— — =
Summary Bill Search Line Search Navigation Line - Info 1 >} Prev  Next
[ save || Return to Szarch =] Molify || Refresh Ey Add | Update/Display
Header - Info 1 | Line - Info 1

23. Select the appropriate Table option using the Table Look Up icon. The table value
determines the options available in the Identifier field.

Table| Q]

24. The identifier is used to select the item that is being billed and the associated charge
distribution. Select the appropriate Identifier option using the Identifier Look Up icon.

Identifier &}
25. Enter the total amount of all recurring bills in the Gross Extended field.
Gross Extended 38,000.00

Rev 8/14/2024 Page 9 of 11



Accounts Receivable Job Aid

/;j Cardinal

AR323_Entering a Recurring Bill (VDOT)

Step Action

26.

Click the Refresh button.

The Line - Info 1 tab refreshes.

| Header-Info1 || Line-Info1 |
Unit 50100 Bill To 0000167445 Pretax Amt 38,000.00 USD
Invoice MGSE004189 Ann D LLC = & Max Rows| 100 [3] [=]
Bill Line Find | View All First (40 10f1 () Last
=
Seq 1 Ling Net Extended 32,000.00
Table|ID  |Q Identifier BULLNOSE1-04 Q Description | BullNoseTerm-HCRichmond
Quantity 2.0000 From Date [
Unit of Measure EA Q, To Date ]
Unit Price | 19,000.0000 Line Type REV Q, Accumulate
Gross Extended 38,000.00 Tax Code Q O7ax Exempt
Exempt Cert Q
Less Discount 0.00
Plus Surcharge 0.00
Net Extended 38,000.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax 38,000.00
Go to: Line Info 2 Tax Accounting Discount/Surcharge
Notes Express Entry Page Series
Summary Bill Search Line Search Navigation [ Line - Info 1 > Frev  Mext
[ Save |/[E Returnto Search ||[Z] Notify ||&* Refresh E Add ||A Up
Header - Info 1 | Line - Info 1

27.

Click the Header — Info 1 tab.

Header - Info 1 I Line - Info 1
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Action

Step

The Header - Info 1 tab displays.

| Header - Info 1 || Line - Info 1 ‘

Unit 50100 Invoice MGSEND418% Pretax Amt 38,00000 USD =
Status Q Invoice Date I:“Z"J Cycle ID Q
“Type Q source Q *Frequency | Recurring w [E]
*Customer Q + View Activity SubCust1 SubCust2
ANDLLC
“Invoice Form|STANDARD | @ FromDate| & Topate|  |H
Accounting Date l:|@ Pay Terms Q Pay Method [ Chack v | =]
Remit To Q Bank Accountq
SalesQ Bill Inquiry PhoneQ
Credth Col[ectorq
Billing Specialist.  |Q Biling Authority[ @
Go to: Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 v Prev  Mext

|[Elsave |[Eh Returnto Search | [=] Notify || Refresn |E: Ada | Update/Display

Header - Info 1 | Line - Info 1

28. Change the status from “NEW” to “RDY” using the Status Look Up icon.
Status|NEW Q|
29. Click the Save button.

I Save I [@h Return to Search [=] Motify

Header - Info 1| Line - Info 1

= .
w3 Refresh

Cardinal creates the bill when the system date is equal to or greater than the recurring bill
generate date.
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