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Overview 

This procedure is for payments that happen on a schedule but the amount differs each month.  If the 
amount will be the same follow the standard recurring check process. 
 
One time 
 

1. Go into the Unit/Owner/Property profile 
2. Click on Recurring Checks button. 
3. Click New. 
4. Enter an amount of $1. 
5. Choose the Payee. 
6. Choose the Bill Code from the drop down list. 
7. Enter a memo if desired. 
8. Set the Schedule. 
9. Make the Next Scheduled date something other than the 1st so they can be compiled 

separately. 
10. Save. 
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Each time  
1. Go to AP, Scheduled Payables, Recurring Checks as Invoices. 
2. Set the Scheduled Through date to the date you chose above. 
3. Edit each one and change the amount from $1 to that month’s amount. 
4. Post. 
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5. Go to AP, Scheduled Payables, Invoice Checks. Compile. 
6. The payment will be there for the correct amount. 
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