CHAPTER 10   :   RECURRING ENTRIES
If there are any transactions which will recur each month (e.g. standing orders , direct debits) , we need to set up these as recurring entries . 

In our business , we pay the cleaner a regular cheque of £50 each month and hence wish to set up a recurring entry in order to account for this . 

The following procedure is thus necessary :

(a)
SYMBOL 183 \f "Symbol"
Select Bank and Recurring Items and Add


SYMBOL 183 \f "Symbol"
The Bank Account should be 1200 for the current account


SYMBOL 183 \f "Symbol"
The N / C will be 7801 for cleaning


SYMBOL 183 \f "Symbol"
the Trans Type should be Bank/Cash/Credit Card Payment

SYMBOL 183 \f "Symbol"
The Ref will be RCR001


SYMBOL 183 \f "Symbol"
The Details will be Cleaner's wages

SYMBOL 183 \f "Symbol"
Select every 1 month as the posting frequency and a start date of 28th January 2017

SYMBOL 183 \f "Symbol"
The Net amount will be £50


SYMBOL 183 \f "Symbol"
The Tax Code should be T9


N.B.



Nothing is posted at this stage , we are merely setting up the necessary 
data for the recurring entry

(b)
Now we need to change the program date so that the recurring entry is 
processed on the correct date


Select Settings and Change Program Date and alter the program date to 
the appropriate time (i.e. 28th January 2017)

(c)
We are now able to process the transaction


Go back into Bank and Recurring Entries and select Process

Now select Post to process all recurring entries 

N.B.


At the appropriate date in the second and subsequent months , steps (b) 
and (c) will need to be repeated

