Set Up Bill Payment Methods

What'’s the purpose of this setup step?

This step shows you how to change and add new payment methods for paying your bills. A bill
payment method is the form of payment that you use to pay the bills from your vendors for the
materials, equipment or services they provide. Your Cyrious Control system comes with
several bill payment methods pre-loaded into it.

In this step you will do the following:
A. Choose which bill payment methods to leave visible and which to hide.
B. Review, and modify if desired, the payment methods.
C. Create a new bill payment method.

A. Choose which bill payment methods to leave visible ("Active") and which to hide (set
"Inactive").

1) Click Setup.
a) Click Accounting Setup.
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2) Click Bill Payment Methods.
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3) Here’s how you can deactivate a bill payment method that you do not want to use.
a) Click the bill payment type that you want to hide, or make inactive.
b) Click Edit.
c) Uncheck the Active box.
d) Click Save.
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B. Review, and modify if desired, the bill payment methods.

1) Here's how you revise the name or other information on a payment method.
a) Click on the payment method in the list.
b) Click Edit.
c) Change the Text (the name you want to call it) or Payment Account.
d) Click Save.
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C. Create a new bill payment method.

1) Here’s how you add a bill payment method:

a) Click New.
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b) Type inthe Text.
c) Type in the Tender Type.
d) Type in the Payment Account.
e) Click Save.

File Action Tools Customers “endaors Sales & Marketing Banking Fayrall Reports Setup Help

ol B . o5.K.

Logout  Dashboard

e Explorer

) Default Home

|_I Gereral
=]
=]
=]
=]

e

&
=
=
E
=
=

Chart of &ccounts
Azsigned Expenses
Bill PFayment bethods
Papment Methods

o Default Accounts Setu
Tax Classes

Postal Code Tax Table
Tawability Codes
Orline Tax Options
FPayment Termns

#1 Accounting Setup

Payment Planz 1

[ [
B Check

. Mew Bill Paymen...

£l

e

activity Manager

!

P -
it g
=S5 . he.,

5

2) Repeat the steps until you’ve added all the bill payment types you need.

¥ Active

Now your bill payment methods are verified and ready. It’s time to go to the next step.
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