
 

Copying a “Shared Bill List” to “My Bill List” 

 

 

1. Select the Bills Module from the left-hand side 

2. Select Shared Bill Lists 

3. Select Copy Bill List icon beside the appropriate Bill List 

4. Name your bill list by replacing the E.G. in the selected bill lists with your 

agency name 

a. Ex: DGS Bill Approval - ACH  

5. If preferred, add a description for the bill list 

6. Save 

a. Your bill list will now appear in the “My Bill Lists” section  

Repeat this list of steps for all 6 shared bill lists 



 

Updating Bill Approval – ACH List Filters 

 

1. Select the Bills Module from the left-hand side 

2. Select the Bill Approval – ACH list under My Bill Lists 

3. Select the Edit Filters icon on the top right 

 

 

 

 

4. Select the check box for the appropriate filter(s)  

a. You can scroll through the list or search for a filter 

5. Change filter settings to match the above image for your agency 

6. Apply and Close 

 

 



 

Updating Bill Approval – ACH List Columns 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Bills Module from the left-hand side 

2. Select the Bill Approval – ACH list under My Bill Lists 

3. Select the Edit Columns icon on the top right 

4. Select the check box for the appropriate column(s)  

a. You can scroll through the list or search for a column 

5. Select the > icon to apply the selections to the visible columns  

6. Select the < icon to remove selections from the visible columns 

7. Click and drag the  icon to put the visible columns in your desired 
order  

8. Apply and Close 

Recommended columns are shown on the next page. 



 

Recommended Columns for Bill Approval – ACH Bill List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Updating Bill Approval – AP Voucher List Filters 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Bills Module from the left-hand side 

2. Select the Bill Approval – AP Voucher list under My Bill Lists 

3. Select the Edit Filters icon on the top right 

4. Select the check box for the appropriate filter(s)  

5. Change filter settings to match the above image for your agency 

6. Apply and Close 

 

a. You can scroll through the list or search for a filter 



 

Updating Bill Approval – AP Voucher List Columns 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Bills Module from the left-hand side 

2. Select the Bill Approval – AP Voucher list under My Bill Lists 

3. Select the Edit Columns icon on the top right 

4. Select the check box for the appropriate column(s)  

a. You can scroll through the list or search for a column 

 

5. Select the > icon to apply the selections to the visible columns  

6. Select the < icon to remove selections from the visible columns 

7. Click and drag the  icon to put the visible columns in your desired 
order  

8. Apply and Close 

Recommended columns are shown on the next page. 



 

Recommended Columns for Bill Approval – AP Voucher Bill List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Updating Bill Audit Review – ACH List Filters 

 
 

1. Select the Bills Module from the left-hand side 

2. Select the Bill Audit Review – ACH list under My Bill Lists 

3. Select the Edit Filters icon on the top right 

4. Select the check box for the appropriate filter(s) 

a. You can scroll through the list or search for a filter 

 

5. Change filter settings to match the above image for your agency 

6. Apply and Close 

 

 

 



 

Updating Bill Audit Review - ACH List Columns 

 
1. Select the Bills Module from the left-hand side 

2. Select the Bill Audit Review – ACH list under My Bill Lists 

3. Select the Edit Columns icon on the top right 

4. Select the check box for the appropriate column(s)  

         a.    You can scroll through the list or search for a column 

5. Select the > icon to apply the selections to the visible columns  

6. Select the < icon to remove selections from the visible columns 

7. Click and drag the  icon to put the visible columns in your desired 
order  

8. Apply and Close 

Recommended columns are shown on the next page. 



 

Recommended Columns for Bill Audit Review – ACH Bill List  

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Updating Bill Audit Review – AP Voucher List Filters 

 

1. Select the Bills Module from the left-hand side 

2. Select the Bill Audit Review – AP Voucher list under My Bill Lists 

3. Select the Edit Filters icon on the top right 

4. Select the check box for the appropriate filter(s)  

a. You can scroll through the list or search for a filter 

 

5. Change filter settings to match the above image for your agency 

6. Apply and Close 

 

 

 

 



 

Updating Bill Audit Review – AP Voucher List Columns 

 
1. Select the Bills Module from the left-hand side 

2. Select the Bill Audit Review – AP Voucher list under My Bill Lists 

3. Select the Edit Columns icon on the top right 

4. Select the check box for the appropriate column(s)  

a. You can scroll through the list or search for a column 

5. Select the > icon to apply the selections to the visible columns 

6. Select the < icon to remove selections from the visible columns 

7. Click and drag the  icon to put the visible columns in your desired 
order  

8. Apply and Close  

Recommended columns are shown on the next page. 



 

Recommended Columns for Bill Audit Review – AP Voucher Bill List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Updating Exported Bills – ACH List Filters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Bills module from the left-hand side 

2. Select the Exported Bills – ACH list under My Bill Lists 

3. Select the Edit Filters icon on the top right 

4. Select the check box for the appropriate filter(s)  

a. You can scroll through the list or search for a filter 

 

5. Change filter settings to match the above image for your agency 

6. Apply and Close 

 

 

 

 



 

Updating Exported Bills – ACH List Columns 

 
1. Select the Bills Module from the left-hand side 

2. Select the Exported Bills – ACH list under your My Bill Lists 

3. Select the Edit Columns icon on the top right 

4. Select the check box for the appropriate column(s) 

a. You can scroll through the list or search for a column  

 

5. Select the > icon to apply the selections to the visible columns 

6. Select the < icon to remove selections from the visible columns 

7. Click and drag the  icon to put the visible columns in your desired 
order     

8. Apply and Close 

Recommended columns are shown on the next page. 



 

 

Recommended Columns for Exported Bills – ACH Bill List  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Updating Exported Bills – AP Voucher List Filters 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Bills module from the left-hand side 

2. Select the Exported Bills – AP Voucher list under My Bill Lists 

3. Select the Edit Filters icon on the top right 

4. Select the check box for the appropriate filter(s) 

a. You can scroll through the list or search for a filter 

 

5. Change filter settings to match the above image for your agency  

6. Apply and Close 

 

 

 

 



 

Updating Exported Bills – AP Voucher List Columns 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select the Bills Module from the left-hand side 

2. Select the Exported Bills – AP Voucher list under My Bill Lists 

3. Select the Edit Columns icon on the top right 

4. Select the check box for the appropriate column(s) 

a. You can scroll through the list or search for a column 

 

5. Select the > icon to apply the selections to the visible columns 

6. Select the < icon to remove selections from the visible columns 

7. Click and drag the  icon to put the visible columns in your desired 

order 

8. Apply and Close 

Recommended columns are shown on the next page. 



 

Recommended Columns for Exported Bills – AP Voucher List 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 Meter Group Name/Code Abbreviations 

 

Agency Name ACH AP 

Agriculture / Forestry AGR-ACH AGR-AP 

Commerce & Insurance C&I-ACH C&I-AP 

District Attorney General Conference DA-ACH DA-AP 

Children’s Services DCS-ACH DCS-AP 

General Services DGS-ACH DGS-AP 

Human Services DHS-ACH DHS-AP 

Intellectual & Developmental Disabilities DIDD-ACH DIDD-AP 

Economic & Community Development ECD-ACH ECD-AP 

Education EDU-ACH EDU-AP 

Finance & Administration F&A-ACH F&A-AP 

Health HEALTH-ACH HEALTH-AP 

Mental Health MH-ACH MH-AP 

Military MIL-ACH MIL-AP 

Public Defenders Conference PDC-ACH PDC-AP 

Safety SAFETY-ACH SAFETY-AP 

Secretary of State SOS-ACH SOS-AP 

Tennessee Bureau of Investigation TBI-ACH TBI-AP 

Environment & Conservation TDEC-ACH TDEC-AP 

Correction TDOC-ACH TDOC-AP 

Transportation TDOT-ACH TDOT-AP 

Tourist Development TOURISM-ACH TOURISM-AP 

TRICOR TRICOR-ACH N/A 

Wildlife Resources TWRA-ACH TWRA-AP 

Veterans Services VS-ACH VS-AP 

 


