SM How To Process Recurring Transaction

1. After creating a recurring transaction (See SM How To Create Recurring Transactions), you can now process the transaction.
2. Select a transaction by ticking the box beside the transaction type then click Process toolbar button

Recurring Transactions A B x

Save Undo Print | Progess | History Close

Detais

+insert X Remove [ SelectDue [ ClearAl 8§ Layour QU |Fikier
Transaction Type < Transaction No. | Reference AssignedUser | Remindin Adv... | Frequency LastProc.. | NextProce.. | Due | Group DayorMo.. | stariDate |EndDate | Acive | heravons
Generaljournal s Matt wieinskd 10 Manthly 10272015 11272015 ves 27 12720, 11272 1
Generaljournal =ES GeorgeOiney 25 Monthiy 12182015 12242015 No 5 oinszo. sz 1
Invoice s130 Kris Heims 0 Annually 12282015 12282016 No 28 12029120, 12029020, v 1
Invoice EEl Kris Heims o Quarterty 12282015 04282016 No 2 0101720, 0501720, v 1
Invaice EES GeorgeOlney 0 Monthly 12292015 012972016 Yes 2 1220020, 01729720 1

V| invoice si33 GeorgeOiney 0 Annually 1202912015 122902016 No 2 12029120, 12029020, v 1
Invoice 5136 GeorgeOiney 0 Monthly 12292015 01292016 Yes i) 122920 0129120, 1
Invaice s13e Kris Helms o Monthly 12302015 01302016 Yes 20 1273020 01730720, 1
Voucher 8L IRELYADMIN @ Quarterty QU012015 Q4012015 Yes 1 40120, 04010 ¥ s

f 0 o

3. Select Yes on the message box that follows

iRely i21

You are about to process all the selected.
Are you sure you want to continue?

Yes

a. If the selected transaction is not yet due, Validate Process screen will show.

Validate Process

OK Cancel

Details

Recurring Transactions

Transaction Type Transaction Number

= Category: Not Due

Invoice 51-33

® Q@ O Ready

® Select the transaction then click OK to continue the process
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b. If the selected transaction is not Active, Validate Process screen will show.

Validate Process

OK  Cancel

Details

Recurring Transactions

Transaction Type Transaction Number

= Category: Not Active

General Journal

)
® 9 9

® Click OK to close the screen. User will not be allowed to process inactive recurring transactions
4. After successfully processing a transaction, Batch Posting screen will open. If the transaction is Purchase Order, History screen will open

Ready

5. Next Process date will update to the next recurring date.
6. History of processed transactions can be viewed on History screen.

Details
Transactions To Date: 3
Transaction Type Date Processed Transaction Id Transaction Created Reference Last Process Next Process
Voucher 07/25/2015 BL1 BL2 01/01/2015 04/01/2015
Voucher 07/29/2015 BL-1 BL-3 01/01/2015 04/01/2015
Invoice 02/05/2016 5133 Sl41 12/29/2016 12/29/2017
1@ © O Ready

1. After creating a recurring transaction (See SM How To Create Recurring Transactions), you can now process the transaction.
2. Select a transaction by ticking the box beside the transaction type.
3. Click Process toolbar button and select Yes on the message box that follows

3 Recurring Transactions Al=x)

o D=

swe  undo et Lerocess | ristory close
© Insert © Remove | [9] fHlectDue [ Clear All & Layout = 7 |l Records

7] Transaction Type ~ ransacton o, Reference fsigned User  RemindinAdva..  Frequency Lestprocess Nextprocess  Dus  Group, Osyofvorth StartDste  EndDste  Acwe  Iterations
[ Bl Template BL45567 1 Beth Chua s Semi-Monthly  08/03/2015 08172015 Yes 0B/17/2015 014182016 2z
[ Bl Template 5672 2 Beth Chua 0 Daity 08/17/2015  0B8/2015 Ve /1372015 06222015 [T 10
[ Bl Template b 45673 3 Beth Chua 0 Monthly /052015 110572015 No s 09/05/2015  06/05/2016 10
[ Bl Template biss73 14 Beth Chua 0 Wonthly 08/05/2015  03/05/2015  Yes s 0905/2015 090572015 [E] 1
[ 6l Template Asse7s 15 Beth Chua 0 Wonthly 08/1212015 091272015 Yes 2 09/12/2015 0141212016 s
il Template algse7s 16 Beth Chua 0 Honthi mAsDIS 10182015 Ko 1 09/18/2015 01/18/2016 s
[] General Journal @3 7 Beth |l iRely 21 XIhs 01015 ves 12 07/12/2015  04/12/2016 10
] General Journal o) 5 Beth C 70 0N1970  Yes 1 2o 02011870 [ 1
] General Journal @465 T peogt| (@) (oo bouttoproces Al tesaeded o oy ves 1 o0 ooy [ 1
] General Journal =) 10 Beth 15 0952015 Mo 5 0972572015 08/25/2015 1
B inwice EP 7 Beth C — - 15 053015 Yes 30 053072015 05302015 [E] 1
[ Purchase Order P02 4 Beth C 15 0185 Yes 1 041872015 01/18/2016 10
[ Purchase Order Po-4 B Beth Chua 0 Wonthly OS[0IA015 06032015 Yes : 0S/0372015  10/03/2015 s
[] Purchase Order Po-50 3 Beth Chua 0 Monthly 06/03/2015 07032015 Yes 3 0G/03/2015  10/03/2015 s
[] sales Order so-1 2 Beth Chua 0 Monthly 08202015 09[30/2015 Mo Y 002015 08202015 [E] 1
[ sales Order s02 3 Beth Chua 0 Monthly 07152015 0BS5S Mo 15 wpspots 0745 [ 1
B 0 o m|
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a. If the selected transaction is not yet due, Validate Process screen will show.

2 (% validate Process ~lx
F T
@ ||L-%
oK ||Cancel

Recurring Transactions
Transaction Type Transaction Number

= Category: Not Due
Bill Template BL-45678

@ 2 ) | Ready

® Select the transaction then click OK to continue the process
b. If the selected transaction is not Active, Validate Process screen will show.

) validate Process BIES
@ -
OK  Cancel

Recurring Transactions
|:| Transaction Type Transaction Number

= Category: Not Active
[F]  Bill Template BL-45672

@ 12 /| Ready

® Click OK to close the screen. User will not be allowed to process inactive recurring transactions
4, After successfully processing a transaction, Batch Posting screen will open. If the transaction is Purchase Order, History screen will open
5. Next Process date will update to the next recurring date.
6. History of processed transactions can be viewed on History screen.
£ History x
3

Close

Transactions To Date:

Transaction Type  Date Processed  Transactionld  Transaction Created  Reference Last Process Next Process
General Journal  05/28/2015 G290 REC-9 16/11/2015 07/11/2015
General Journal  05/28/2015 @311 REC-10 05/31/2015 06/30/2015
General Journal  05/28/2015 G326 06/27/2015 07/27/2015
General Journal  06/13/2015 G)-346 17/12/2015 08/12/2015
sill 05/21/2015 BL18 10/20/2011 05/22/2015
Bill 05/21/2015 BL-45644 05/19/2015 06/19/2015
Bill 06/10/2015 BL43657 06/10/2015 07/10/2015
sill 06/22/2015 BL18 BL435666 10/20/2011 05/22/2015
Bill 06/22/2015 BL-45667 BL-45668 06/22/2015 07/22/2015
Bill 06/22/2015 BL-18 BL-43669 10/20/2011 05/22/2015
General Journal  08/29/2014 G)-363 REC-1 Payroll Exenses  08/29/2014 08/29/2014
General Journal  10/30/2014 )-363 REC-3 payroll Exenses  10/30/2014 10/30/2014
General Journal  11/14/2014 G)-363 REC-6 Payroll Exenses  11/14/2014 11/14/2014
General Jounal  03/10/2015 G)-363 RECS Payroll Exenses  03/10/2015 03/10/2015
General Journal  10/30/2014 G364 REC-4 Recurring date  10/30/2014 10/30/2014
General Journal  09/23/2014 G364 REC-2 Recurring date  09/23/2014 09/23/2014
Purchase Order  08/05/2015 PO-2 PO-42 14/18/2015 05/18/2015 hd

@ 20 /| Ready

1. After creating a recurring transaction (See SM How To Create Recurring Transactions), you can now process the transaction.
2. Check the Process check box.
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a. If selected transaction is not yet due, this message will prompt.

[C] Process Transaction No.

| s1-1
O b s2
B B

b.

| iRely i21

Reference Freguency Last Process

|l iRely i21

Mext Process

Due Group Day of Month
*® 5

0 This transaction is not yet due. Do you still want to process?
L - 4

Yes

® Select Yes to continue the process
If selected transaction is not active, this message will prompt

>

6 You cannot process inactive recurring.
L1

OK

No

® User will not be allowed to process inactive recurring transactions
3. Click on Process toolbar button.

%} Recurring Transactions

¥ = X (& 6

Save Undo Print

4. Next Process date will update to the next recurring date.
5. History of processed transactions can be viewed on History screen.

5 History

K

Close

Transaction Type: |Invoice

Date Processed Transaction Id
05/25/2015 SI-4
06/08/2015 512
06,/10/2015 51-2

@ 2 '/ | Ready

Transactions To Date:

Transaction Created Reference
SI-5

51-6 F

51-7 F

Process | History  Close

Last Frocess
05/30/2015
05/04/2015
06/04/2015

Next Process
06/30/2015
06/04/2015
07/04/2015

1. After creating a recurring transaction (See SM How To Create Recurring Transactions), you can now process the transaction

2. Check the Process check box.

a. If selected transaction is not yet due, this message will prompt.

D Process Transaction No. Reference Frequency Last Process
] 5k1 | iRely i21

Fl E s2

m =\

Next Process

Due Group Day of Month

* 5

0 This transaction is not yet due. Do you still want to process?
L+ 4

Yes

b. Select Yes to continue the process

3. Click on Process toolbar button.

fdl Recurring Transactions

g ¥ &=

Save Undo Print

AR @

Process | History  Close

4. Next Process date will update to the next recurring date.

No
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5. History of processed transactions can be viewed on History screen.

e History *
Close
Transaction Type: |Invoice Transactions To Date: 8
Date Processed Transaction Id Transaction Created Reference Last Process Mext Process
02/05/2015 51-1 5I-3 ooo1 02122015 02/19/2015
02/05/2015 51-2 514 ooo2 02/14/2015 03/14/2015
02/05/2015 51-2 SI-5 nooz 03/14/2015 04/14/2015
02/06/2015 513 s-6 0003 03/12/2015 04/12/2015
02/10/2015 51-4 S1-7 0004 03/14/2015 04/14/2015
02/12/2015 51-4 SI-8 0004 04/14/2015 05/14/2015

02/12/2015 SI-5 5I-9 0005 04/14/2015

05/14/2015

@ 2 |/ | Ready

1. After creating a recurring transaction (See SM How To Create Recurring Transactions), you can now process the transaction.
2. Check the Process checkbox.

a. If selected transaction is not yet due, this message will prompt.
fadl iRely i21 x

9_ This transaction is not yet due. Do you still want to process?
-

Yes No

b. Select Yes to continue the process
3. Click on Process toolbar button.

|.j Recurring Transactions

g ) = Wi

Save Undo Print Process | History  Close

4. Next Process date will update to the next recurring date.
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