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DESCRIPTION 
 
Certain types of expenses involve fixed sums of money and recur on a regular basis. Some 
of these expenses are incurred at regular intervals and will be paid only when they become 
due. Others are paid in advance and only require some means of allocating the lump sum 
payment over the periods that will benefit from it. These two groups of expenditures are 
what we call Recurring Expenses. 
 
AccountMate handles each of the two types of recurring expenses differently. This document 
is provided to identify the functions that can be used to record recurring expenses as well as 
the circumstances under which each function will be used. 
 
SOLUTION 

 
Recording Unpaid Recurring Expenses 
 
Some recurring expenses are paid only when they become due. These expenses are 
normally covered by a contract or agreement that specifies the amounts that are owed, 
their due dates and the period within which the agreement/contract is in effect. Examples 
are retainer fees for professional services and contracts for fixed advertising space in certain 
publications. 
 
To record unpaid recurring expenses, use the Recurring AP Invoice feature. After the 
payable records are generated, you can then issue check payments. 
 
Follow these steps to record the unpaid recurring expenses: 
 
1. Set up the recurring AP invoice template using the Recurring AP Invoice Setup 

function. Set up the expense record in the same manner as a regular AP invoice except 
those specific steps discussed in the next paragraphs. 

 



Provide the following information in the Recurring AP Invoice Setup > Information tab: 
 
a. Assign a recurring AP invoice number.  

 
Note: The recurring AP invoice number is for the template and not an actual invoice 
number. Use a value that makes it easy to distinguish this invoice from the regular 
invoices and from other recurring invoice records as well as to facilitate the 
generation of the actual invoices at a later time. 

 
b. Enter in the Invoice Amt field the retainer fee, subscription amount or contract 

dues, whichever is applicable. 
 
c. Assign a status (i.e., Active or Inactive) to the recurring AP invoice template. If you 

choose Inactive, AccountMate will exclude this template when you generate recurring 
AP invoices. 

 
d. Select a Recurring Cycle that will match the periodic payments specified in the 

contract/agreement. 
 
e. Enter in the No. of Cycles field the number of times you allow the users to generate 

AP invoices from this template.  
 
f. Enter in the Next Recur. Date field the date when payments need to start based on 

the contract/agreement terms.  
 

Note: AccountMate automatically populates the date in the End Recur. Date field 
based on the no. of cycles and the next recurring date. If you amend the end 
recurring date, AccountMate will automatically recalculate the no. of cycles. 
 

Provide the following information in the Recurring AP Invoice Setup > GL Distribution 
tab: 
 
g. Assign the GL Account IDs that will be used as distribution accounts for the recurring 

expense.  
 
Note: By setting up the GL Account IDs in the template, you can be sure that 
recording the payments will be consistent in AccountMate. The actual GL Account IDs 
used may vary depending upon the nature of the expenditure. Users will also be able 
to split the expenses across the various cost centers that will benefit from it. For 
example, Advertising fees might be split across the various Sales Departments in 
different locations if these fees are paid to a publication that has national 
distribution. 
 

2. Generate invoices from the template using the Generate Recurring AP Invoice 
function. Specify the range of dates and vendors for which you want to generate the 
recurring expense invoices.  

 
Notes:  
 
 AccountMate will generate as many invoices as there are cycles that fall within the 

specified date range.  
 



 No AP invoices are generated for templates that have an inactive status and for 
those templates in which the No. of Cycles field has a zero “0” value. For example, 
you have set up a recurring AP invoice template for subscription dues in the amount 
of $50 that are due on the 10th of each month. By running the Generate Recurring 
AP Invoice function for the dates April 5 to October 5, AccountMate will create six (6) 
invoices, one each for the months April to September. No invoice will be generated 
for October since the specified end date (i.e., October 5) falls short of the next 
recurring invoice date (i.e., October 10) based on the settings for the recurring cycle. 

 
 
Recording Prepaid Expenses Amortization 
 
Prepaid Expenses are those payments that are issued in advance but are not expensed 
outright. Instead, the expense is spread out over the periods that will benefit from the 
payment. While the cash outlay occurs only once, the amortization is done on a regular 
basis for the duration of the contract or benefit period. It is the amortization of the benefits 
derived from the prepaid expense that falls under the classification of a Recurring Expense. 
 
Refer to Article # 1329: Understanding the Expense Amortization Feature to know more 
about the processes involved in recording the prepaid expense amortization.  
 
This Technical Note equips you with knowledge on the appropriate use of the various 
AccountMate functions when handling different types of recurring expenses. 
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