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1. When setting up the new company, select the company type and 
Change the Date – to your time period.  This will make it easier to enter the dates.
Edit the nominal codes for Sales (4000, 4001, 4002 etc) and Purchases (5000, 5001, 5002 etc) as per scenario.

Edit the nominal code 3000 to Owner’s Capital.

2. Owner introduces own money into business.  Go to BANK, Bank Receipts and enter details.

3. Highlight the SUPPLIERS in the scenario and then enter the details creating New Supplier.

4. Highlight the CUSTOMERS in the scenario and then enter the details creating New Customers.

5. PETTY CASH: Bank Transfer to set up Petty Cash Float.
Bank Payments to Pay from 1230 Petty Cash to buy Stamps etc

6. RAISED INVOICE - This is usually when the business raises an invoice for a customer so go to Customers > Batch Invoice

7. Received INVOICE - This is usually when the business receives an invoice from Supplier so go to Suppliers > Batch Invoice

8. STANDING ORDER – This is a Recurring Item found in Bank.  CHECK posting date. POST on date.

9. Customer Receipt – When a customer pays you.

10. Supplier Payment – When a payment is made to the supplier.

11. END OF MONTH routine for Prepayments, Accruals and Depreciation.
