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In the middle of the new bill screen is a checkbox titled Single Expense Line. This checkbox saves your selection and will

default in as checked or unchecked based on the setting you choose on the last bill you saved. 

When checked, this box saves time on data entry. The system will assume that you intend to enter only one single

expense line on the bill. This means that the one line you enter will be for the total amount of the bill. The system will

therefore default that amount in for you, so you do not have to enter it. 

The steps for using this feature are –  

1. The user selects to create a new bill and fills out the bill header information. Among the bill header information is

the Amount field where the total amount of the bill is recorded. 

2. The Single Expense Line box is checked or has defaulted in as checked already, based on the user's selection on

the last bill they saved. 

3. The user selects an expense account on the bill. Because the Single Expense Line box is checked, the system

automatically defaults the total Amount from the bill header into the rate field for the new expense line. 



  


