Processing Auto Pay During Billing

Last Modified on 08/19/2025 11:34 am PDT
Pathway: Accounting > Billing

This article explains how to process auto-pay from the Billing screen. It's important to note that a billing batch must
be posted before auto-pay can be processed.

Note: If a payment is made between the invoice date and the scheduled autopay date, the autopay
will still process for the full amount, and the over-payment will be applied as a credit to the
customer's account.

Pending and In Process
owsen a1 - - ae & ©
BLL GRoUP owision BATCHID e sTaTus oaTE INVOICE COUNT PRINTCOUNT  NOTIFICATION COUNT AUTOPAY ENROLLED  INVOICES WITH AnouNT]
MESSAGE
Residental Annual Residential o788 @ scheduied Processed 04302022 1 1 $12000
Residential Monthly Residential 9g0s @) scheduled Processed 0610172022 7n 1 7 §12,286.46
Residential Quarterly Acvance Residential o856 @  Scheduled o7012022 5459 3443 2,060 164/0 $479,548.40
Biling Analysis
DEMO Training 9857 Scheduled Not Started 06302022 e Andly $0.00
View Details
Central Advance Central 852 Schedued Processed asn22022 646 643 3 $3,533,660.32
Edit Message
post
Reverse

—

it Paer voices
~
oision | Al ae e 0

print All nvoices

BILL GROUP owision BATCHID. Tvee STATUS DATE INVOICE COUNT PRINTCOUNT  NOTIFICATION COUNT AUTO PAY ENROLLED  INVOICES WITH Amour print Emailed Invoices.
MES:

Send Notifications
sent successfully

Residential Annual Residentil o8 ©  Scheduied Processed 04302022 1 1 $12000)
Residential Monthly Residential 9805 @ scheduled Processed 06/0172022 21 i 7 512,286.46)
Residential Quarterly Advance Residential 9856 Q)  scheduled 07012022 5,59 3,443 2,060 16470 $ 479,548.40|
DEMO Training 9857 Scheduled Not Started 08302022 Bling Andyss 5000)

Centrsl Aduance Central 9852 Scheduled Processed 062202022 73 a3 3 View et $3,53366032

Edit Messaoe

Mark Batch Completed

Process Auto Pay

START AUTO PAY o E <}
ae Un-post

1 Process auto pay now Bt

Prit Paper Invoices

(L] Process auto pay on a specifc date m Print Al Invoices

Print Emailed Invoices.

Crecit imit Exceeded Finance Charges  Late Fess
0

Inactiviy Fees Processed
0-$000 3911-5 1390140 o

m Send Notifications

Permissions

The following permissions are required to process auto pay in the Billing module:

Permission ID Permission Name
109 View Billing
111 Post Billing Batch

Prerequisite: Post a Billing Batch

The option to select 'Process Auto Pay' only displays if the billing batch is in a 'Posted' status. To post a batch,
follow the outlined process below. Further details on batch posting can be found in article: Process and Post a
Billing Batch.


https://help.navusoft.net/docs/billing-process-and-post
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1. Right-click within the row of the processed batch.
2. Select Post from the drop down menu that displays. Select 'Yes' when the Confirmation popup displays.
3. Confirm 'Posted' is displaying in the Status column for the batch.

Process Auto Pay - During Billing

This option will process auto-pay immediately upon Start.
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1. Right-click within the row of the posted batch.
2. Select Process Auto Pay from the drop down menu that displays.

o Select "Process Auto Pay Now" from the Start Auto Pay pop-up window, and the system will initiate

the payment processing.
3. Click "Start," and auto pay will process according to the selections.

Process Auto Pay - Future Dated

This option will defer auto-pay processing to a future date, allowing it to be retrieved and processed using the AR

Payment Batch tool (Accounting > AR Payment Batch).



Refer to article "Posting Future Dated Auto Pay Batch" to process any batches that have been
selected for future date processing.
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1. Right-click within the row of the posted batch.
2. Select Process Auto Pay from the drop down menu that displays.

o Select "Process Auto Pay On a Specific Date" and enter a future date for the auto-pay processing to

occur.

3. Click "Start," and auto pay will process according to the selections.
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