OMEGAF! Add a Bill

HOW IT WORKS

Add a vendor via Vault> Bill Pay> Payments

1 Select Payments to add a bill to Bill Pay

o Communications ~ Chapter ~ House~ Billing ~ Bill Pay ~ Accounting ~

Manage Payables Administration Reports
Registers Officer Purchasing Cards Expenditures
[ Payments Vendors Accounts Payable Aging
m ocal Checks User Access Chart of Accounts
Transfers Register Search
Review Card Transactions Bill Search

Bill Pay Deposits

2 Select Add in the top right, then ‘Bill’ from the drop down menu

Payments
OUTSTANDING BILLS PENDING PAYMENTS SCHEDULED PAYMENTS CALENDARS
Filter By No Filter v
Add
OUTSTANDING BILLS Bill
Scheduled
Refund
Payee/Vendor Invoice Due Bill Processed Bill Unprocessed Balance .
Name Date/Number Date Amount Payments/Credits Balance Payments pay; Reimbursement
No records to display
Totals: $0.00 $0.00 $0.00 $0.00 $0.00
3 Complete the New Bill | vews D@
n

form and submit

Bill Payment
Payee/Vendor Name * @ Bill Pay Fund *
Tom Smith - [25468] v Chapter Fund - Available Balance - $36,936.57 ¥
Bill Amount * Pay Amount *
$ 100.00 $ 100.00
Due Date * Pay On *
£ 08/10/2018 B3 08/03/2018
Invoice Date Payment Memo

B3 07/30/2018

Invoice Number Payment Processor *
12345 OmegaFi To Process Payment v
Expense Account 5 Print Instructions
6060 - Activities v $ 100.00
OmegaFi processes payments Monday-Friday at 2pm
vl |$]o EST. If the Pay On date falls on a weekend or holiday,
OmegaFi will process the payment the following
v| [$]o business day. Please ensure the payment has

appropriate authorization and there are sufficient
funds.

Expense Account Total 100.00
Balance 0.00

Notes Related To This Bill

Invoice.pdf Remove

For more information or with questions, contact your OmegaFi Representative at 800.276.6342.



