
Step 1: Open a new Payable Batch.  
 
Step 2: The Payable Batch screen will open, fill out the fields. Change the Description to include your 
property name and the payable week (previous Friday to current Thursday - see example below).  

 
 
Step 3: Click Save and begin entering your weekly invoices.  If possible, enter them in alphabetical order 
otherwise make sure keep the invoices in the same order they are entered.  
 
Step 4: Once you have finished entering your weekly payables, take note of the payable Batch ID 
number. 
 
Step 5: Generate the Weekly Payable Report by going to Reports > Payables > Weekly Payable 
Report.  

 
 
Step 6: The Weekly Payable Report filter screen will appear and fill out the following fields:  

 Property 
 mm/yy (should be current period) 
 Batch #  



 
Step 7: Click Submit.  
 
Step 8: The report will appear, Print the report by first exporting to Excel or PDF.  
 

Step 9: Collect your original invoices and order them the same that they are listed on the report.  Place 
the Weekly Payable Report as a coversheet to the stack of invoices and send them via US Postal 
service to the corporate office. 
 
 
 
 



Please do not print your payable report from the batch payable screen shown below 
 

 
 
 


