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Customer — Alternate Billing Number
AV Ref # 574

There is also a video showing how to perform this function:
Customer — Alternate Billing Number
(2:52) — AV Ref# 399

About:

BPOS allows you to re-direct the balance of one invoice to another customer’s account.
This usually comes in handy in cases where you have a parent company that pays the
invoices for multiple local businesses. Sometimes it is a government account,
sometimes it's a corporation. Regardless, BPOS lets you re-direct any invoice balance
to another account. You can do it on the fly when closing an invoice or you can set the
primary account to automatically re-direct every time without your sales staff ever
having to do a thing.

How to Assign Alternate Billing # in the Customer’s Master File:

1. Find the Account # for the account you wish to direct all your charges to by going
to Views - Sales Counter.

2. Click on the Customers icon on your toolbar to find your customer and then write
down their account number (this will be the Billing #):
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3. Next, you will assign the alternate billing number to your primary account. This is
the account who will be having the actual work done. Click on Customers >
View/Edit:

File Views Appointments Tickets Inventory § Customers IConlaEts Vehicles VSR Suppliers Links Set Store Help
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Monthly Sales History

Q“ Reset To Cash Account

I View/Edit I

Lookup Customer# Ctrl+C

Add

Add From Recent Ticket
Merge

View/Edit Notes

Sir AR Info & Lookup
A/R Info & Lookup - Balance Forward STYLE

Launch Tirelink

4. On the Customer View & Edit screen (shown below), lookup your customer by
clicking the binoculars beside Customer #. Find your customer and double-click
to make them the Active customer:

Customer View & Edit

Contact Info | Account Info | Other Info | Pricing | AR Info | Misc|

Customer # 1000 (&) '

Name CASH ACCOUNT-WF
Short Name |ACCOUNT
Address THANKS FOR Y OUR BUSINESS
Address2
City CHARLOTTE State NC |Zip 28262

Contact Name ‘ |
Type Phone/Email | EXT

(Continued on next page)

HITS Technical Support: Mon-Fri: 8:30am-4:30pm EST
Phone: (800) 422-2032  Email: tech@aasys.com
Note: For after-hours emergency support - Use the 24/7 number provided with your software



& ANDREOLISOFTWARE

5. On the Customer View & Edit screen (shown below), click on the Account Info
Tab.

6. Key in the primary company’s (the account responsible for paying the bill)
account number in the Billing # field. Remember, this is the account to which all

A/R charges will be re-directed.

7. Click Save at the bottom:

Customer View & Edit

Contact Info| Account Info | Other Info | Pricing| AR Info | Misc|
1

e :Commer___ v:
e :Cash v:
erms :No Terms v:
Credit Limit 0.00
Allowable Days Past Due 0.00
Print Ticket
COD. [No ~|
Account Active :Yes v:
Inactive Date
Tax Exempt
Tax Code
FET Code | v

Finance 1.5000
Billing # 70825 #6
Customer Since 02/09/2001 |[&]

L]
(Clear/New| | Discard Changes || Save | | Cancel | Help |

All invoices for this account will now be automatically re-directed to the primary account
whose account # is listed in the Billing # field.

(Continued on next page)
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1. From the Ticket View/Edit screen (shown below), when you are ready to
close your invoice, click on the Payments Tab.

2. Click on the A/R Distribution tab:

3. Click on the binoculars beside the Account field to find the account you wish
to re-direct the charge to and double-click on them to select them OR, if you
already know the account number, you can type it into the Account field and

hit <enter>.

4. Click on the Apply Customer’s Default A/R Terms button:

Ticket View/Edit (1680641)
‘MainlLineIlemslAppointmenlSlCuslomer \nfolVehia:Ie Info| Comments| Payments \@
Cash/Credit Payments| A/R Distributions |
Total 1
Balance

PO # é Account 70825 mer AAA SALES
Terms No Terms ~ | POS Description IWS

Description Due Date Amount

enmmm

IAppIy Customer's Default AIR Terms”Discard Payments Changes

5. You can now print and close your ticket as you normally would.

There is no limit to the number of accounts that can share the same Billing #. The
only account that needs to be set as an A/R Charge account is the Corporate or
Parent account.

**Note — Users must have password permission to edit the customer file (P25, P26).
Users must have password permission to manually re-direct an A/R charge to a
different account when closing an invoice (P7). If you need to give a user permission to
have the permission setting, please contact your system administrator.



