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Does it bother you that the QuickBooks Online (QBO) program defaults the bill due date to 10 days after the date the 
bill was entered? Here is how you can change it.  

First go to the “GEAR” Menu on the right side of the screen. The Menu has 4 Categories: Settings, Lists, Tools and 
Your Company. Choose “Company settings” under the Settings Column. 

Choose “Expenses” from the left side of the screen. For those units who have not set up Default bill payment terms 
the new window will look like this: 
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For those units who have already set up their Default Bill Payment Terms the window might look like this 

Putting your mouse on top of the Words “Default bill payment terms” will bring up the window options to change 
the Bill Payment Terms. 

Chose the option you 
would like, then hit the 
“SAVE” button 


