
Billing All Clients  

  

Go to Statements.  On right side of screen:  

Select statement date.  

Click email if emailing one or more statements.  

Click Select Ready-to-Bill Clients.  

(Statement On Request Clients will not be selected) On 

popup click yes to include balance due only statements.  

Click the last button Bill Selected Clients.  

(Click Preview Selected Statements to preview statements).   

  

  


