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Lesson 1: Introduction

Lesson Objectives

The objective of this lesson is to introduce you to the basic operation ¢ ¥aae 5 \Premium Accounting 2017.
Upon successful completion of this lesson, you should know how to:

O define what Sage 50 Accounting is O work w/ n the S| ssion Date

O start and exit Sage 50 Accounting O inotdav mintt Sage 50 Accounting

O identify the Sage 50 Accounting Home window  [Cl¢ " hange ' )accounting terminology

O move around Sage 50 Accounting O revic i the General Module linked accounts
O use the Help system O »ut, adjust, or reverse General Journal

O understand the Chart of Accounts transactions

O create, modify, find, edit and delete acco nts O  store and recall recurring transactions

O save changes to data files O produce a General Journal report

O find and amend the compan§ 1 “iprmati O backup data files

Understandiv.g Bookkeeping Systems

Accounting

Accouriing s often referred to as the language of business.

EBxgmmbus hess manager and owner needs good financial information to make good business decisions.
Orderly| acords of businesses’ financial activities are called accounting records.

Book.llcping

Bookkeeping is a system of record keeping, comprising the recording, summarizing and reporting of basic
accounting information that provides business owners and managers with the information necessary to
profitably manage their business.
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Books of Record

In any bookkeeping system, financial information is recorded in various journals and ledgers referred to as
Books of Record. Some common examples of these books of record are:

- General Journal

- General Ledger

- Accounts Payable

- Accounts Receivable

Each of these books has a specific purpose. The process of recording information in them follows very st
guidelines which will be outlined throughout the course.

NOTE: Canada Revenue Agency requires a minimum of: Journal and Ledger.

Bookkeeping for a Business

A transaction is any business dealing involving an exchange of goods or services i« mon¢ /. It may be a sale,
a purchase, a loan or any activity in which money is shifted from one place:o another."rhe money may be in
the form of cash, a cheque, a charge slip or an invoice.

The most basic tool for recording transactions is the journa'mmhei), transactions are recorded in a
chronological order, the order in which they occur. This [ ocess '\ cailed making a journal entry or
Journalizing. Journalizing is followed by the next step, tradsfer. ag the information from the journal to the
ledger, called posting.

Double Entry Bookkeeping System

The double entry bookkeeping system is most U =fu sause it provides built in checks and balances that
help determine the accuracy of the work per.xxme .in a bookkeeping system.

This means that basically for every dollai antere | as a debit, it will be offset with an equal dollar amount of
credit.

The Fundamental Accoui ‘i Equation

The double entry bookke 2ping system is based on the Accounting Equation. This is the formula that will
ensure the accuracy cithe \iork performed in the system.

It can be statea" » tf'0 ways as follows:
Assets < iabilities = Capital
Assets = Liabilities + Capital
Lilsel What the business owns

\ny pro lerty the business owns is called an Asset. This includes any property that is not fully paid for. Any
G atafied on such property will be listed as a liability.

Assets include such things as land, buildings, equipment, cash, accounts receivable, inventories.

Liabilities What the business owes
Any debt the business has owing to others are called Liabilities. This may include accounts payable,
mortgages, bank loan payable, wages payable.

Capital What the business owes itself
The amount that would be left over after all debts of the business have been paid.
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Revenue The earnings of the business
This is the money which comes in from the sale of products or services. This includes but is not limited to
accounts (records of the same type of activity) such as the following:

Construction Business Flower Shop Service Station /Convenience Store
Housing Construction Sales | Cut Flower Sales Fuel Sales

Renovation Sales Dried Flower Sales | Oil Sales

Contract Sales Live Plant Sales Parts Sales

Delivery Revenues | Confection Sales

Cigarette Sales

Expenses The costs of doing business
These are funds to pay for things needed by the business to generate revenues.

Examples are: Advertising, Bank Charges, Office Supplies, Telephone Expense, Uti ties Exp :nse,
Miscellaneous Expenses

Financial Statements | A set of Financial Statements usually compri "iaya.asuments — the Balance Sheet
and the Income Statement.

Balance Sheet This is like a snapshot of the busine s at a ¢ rtain point in time. Several balance
sheets over a period of time for ¢. 22 bt inesd will provide a reasonable assessment
of the health of the business

Income Statement This is a report that shows the " sults of the business activities over a period of
time. The time frames ' re cally monthly, quarterly, semi-annually, and annually.
Analyzing Transactions

The process of analyzing transactions is ac»arm? iing what information is needed from the source document
(a piece of paper that provides the heeded information of a business transaction) to create and record the
entry into the bookkeeping ¢ “pm.

Making Journal Entrie

Once the transacti®n ridiphe \n analyzed, then a journal entry must be completed, and posted to the relevant
ledger.

When bogkkeeping s manually completed on paper, huge journal and ledger books were maintained with
each # ansc :tion recorded individually. Since the advent of computers the mundane aspects of these
prasadui - have been taken over by programs such as Sage 50 Accounting and others.

‘he ber| fit has been less work for the bookkeeper and increased accuracy of the entries, and thus a vast
a. .4l reports and information available to management.

However, the background processes of these computer programs continue to maintain the basics of the
double entry bookkeeping system. This has been the standard for bookkeepers since 1494 when Luca Pacioli
first described the system of debits and credits in journals and ledgers that is still the basis of today's
accounting systems.
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Overview
What is Sage 50 Premium Accounting 2017?

Sage 50 Premium Accounting 2017 is an integrated, modular accounting package suitable for most small to

medium-sized businesses needing such accounting modules as the General Ledger, Accounts Payable,

Accounts Receivable, Canadian Payroll, Inventory, Time and Billing and Project (Job) Costing.

Sage 50 Accounting is a popular program as it includes a variety of important and “user-friendly” featurc.

When using the program, windows and data entry screens resemble their actual digitc hor paper
counterparts; for example, the Sales Journal screen resembles a standard invoice form.

The package is easy to learn, providing you with icons, menus and toolbars, as well as* 2yvoait ictivated
commands.

You can customize the package to your needs with such options as intei st on ¢ rerdue receivable
accounts, using non-accounting terminology, varying the aging periods for RecimsUies and Payables.

Payroll entry is quick and straightforward, eliminating the need for ni nual tax table searching with
current payroll tables. (Additional fees apply.)

You can track profitability by job or project to determine th. mo-horc itable areas of your business.

You can keep accurate track of your inventory, including nventg y turnover and minimum inventory
levels.

You can customize and print or email invoices, <ieq, ies ana statements.

You can print/email professional reports witaut wastir. ptime designing and formatting.

In one easy report, you can track all Sales 1t xe«, (<5T, HST and PST) paid or received on transactions
processed using the Payables and Recelv ales: nodules.

The program offers extensive helpcxd on- ne accounting advice, as well as assistance available from
local Certified Consultants or¢ xemier Ac.isors.

You have the ability to u@a,Purchci=dorders, To Do Lists, Check Lists, Business Advice, Sage 50 Wizards
and toolbar buttons,

The bank reconciliatic 1 fea ire can be fully automated with downloaded statements from the Internet
(discussed inshe el | \courseware).

This versiolt ana'’ies you to export data to Microsoft Excel, Access or other programs, provides automatic
advice, a crediv =2:0. section, lets you update budget amounts, provides the ability to create quotes to
cugfon irs or quotes from vendors, and keeps track of shipping information and management reports.
It aizforoviaes automatic import of emailed invoices, orders and quotes. You can send emails to vendors
an hcus smers directly from the vendor and customer ledgers, and email invoices to customers.

The software also provides for maintenance of accounts in foreign currency (discussed in the Level 2
courseware).

Starting Sage 50 Accounting

There are a number of ways to start Sage 50 Accounting, depending on how it was installed on your system

and your version of Windows. In Windows 10 the following options are available:

Click the Start button/icon El and then All Apps. Scroll to the Sage folder and click to open it, select
Sage 50 Premium Accounting Version 2017.
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e From the Windows button select the program from the Most Used list (available after having opened
the program a number of times).

e Double-click the Sage 50 Premium Accounting Version 2017 icon on the desktop if available.

This courseware requires the data to be saved on a hard drive. Please see the Preface for instructions
on how to download the data files from www.ccilearning.com and then expand the data files to a

designated place, as directed by your instructor.

i== Learn the Skill

5[: In this exercise, you will learn how to start Sage 50 Accounting.
1 At the Windows desktop, select your preferred method to launch Sage 50 Premiung®maaunt hg.

2 Any one of the three methods will lead you to the following window:

sage 50 L |

Sage 50 Premium Accounting

‘Welcome to Sage 50. What do you want to do?
Open a sample company.
Create a new company.
Restore from backup.
Select an existing company.
Download a Sage Drive company.
=) Open the last company you worked on.

CACCI Learning\Harmony House Music (2017) -Your Na, s 540

Do not show the Select Company window at™_stup.

3 Leave this screen disp ayed' or the next exercise to learn more about the Select Company window.

Selecting a‘Set of Data Files

Every timapzou enter” e Sage 50 Accounting environment, the opening screen or window asks you to select
the ccl wpar 7 data files to use from existing data files stored on your computer or network. This enables you
todame s¢ eral companies’ accounting data files on your hard disk.

f you a| ! just beginning to work with Sage 50 Accounting, you will not have any existing accounting data
fi.par’a you will have to create them. You can create a new set of files from scratch by entering all of the
General Ledger accounts. Alternatively, you can create a set of files by using the “starter” data file templates
that come with Sage 50 Accounting.

In the Level 2 courseware, you will learn to create the accounting data files from scratch. Creating a company
and preparing data files using one of Sage 50 Accounting’s pre-defined Chart of Accounts templates are
covered in the Appendix of this courseware. For this courseware, you will work with a set of data files that
have already been set up for you.
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From the Welcome to Sage 50 screen, you will see the following:

Open a sample
company

Create a new
company

Restore from
backup

Select an existing
company
Download a Sage
Drive company
Open the last
company you
worked on

Do not show the
Select Company
window at startup

If you decide to store your company data files on yourfwi hare

Use this feature as a tutorial and a learning tool to help you learn Sage 50 Accounting.
This can also be very useful to review how the professionals completed some more
complicated transactions.

When you are starting a new company, you can choose to start from scratch or select
among the many Chart of Accounts templates provided by Sage 50 Accounting.
Restore from your backup data in the event your current data file is corrupt 2ad y 'u
are unable to open it in Sage 50 Accounting.

When you want to use one of the companies you worked on previougly.
Allows you to store your data on the cloud, with the ability to " scess\t"7om any
internet location. Requires the purchase of an additional sefvice dan:

Open the file for the last company you worked on. This | otion w | not appear the
first time you start Sage 50 Accounting.

Select this option to bypass the Welcome to Sc e 5ot 'dow and take you directly
to the Sage 50 Accounting Open Compfiiy . indcix to select an existing data file.
Except for experienced users, it is genel lly not | \good idea to checkmark this box.

5K, store these files within the Sage 50

Premium Accounting\blankdb folder (generally found 11 3C:\Prog :am Files). Sage 50 Accounting has created

this folder for this purpose so that you can easil\.locate yo . company data file(s).

Throughout this courseware, the material assume ; th . re default drive for saving data files of information

is your hard disk drive, usually Drive C. Checi with :our teacher to learn where you should save the files, or

where they may be located on the netw xk, for | bur course.

Learn the Skill

In this exercise, you will restor \a:.

“aper. an existing company data file.

Harmony House Music is ( ae oi_he companies included in the student data file download. It is used for the

Learn the Skill exercio

n.as' vell as the practice exercises as the end of each lesson.

For Sage 50 AcC huntag to use this data file, it must be restored to the computer.

1 Inthe Sage 50 v «.iow select Restore from backup and click OK.

2 Inhe F astore from Backup dialog box click Next.

C.ok bihwse to locate the Harmony House Music - Start1.CAB file, select the file and click Open.

In t e Select Backup File dialog box click Next.

5 In the Confirm Backup File dialog box click Next.

6 Browse to the folder where the restored data file is to be stored, and type: HHM Lesson 1 - your name in

the File name field to replace the word New and click Save. (Use your own name to replace the words

your name).

7 In the New File Name dialog box click Next, then Finish.

The data file will be restored and Sage 50 Accounting will proceed to open it.
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If you are working with a later version of Sage 50 Accounting you may be asked to upgrade the data file
to the more recent version. The data file for this course was created using Release 2017.0. In the event
you need to upgrade accept all the prompts by clicking Next and finally Finish.

Change Session Date X

Mew Sezzion Date: |02/28/2017 |

Ok, Cancel

8 The Session date should be February 28, 2017 (02/28/2017). Click OK to accept the Sessior{ Date.

Looking at the Getting Started Window

The Welcome to Sage 50 window should appear in front of the Sage 50 Accounting@@ e v.ndow. If it does
not, you may need to minimize the Home screen to see it. The purpose of this w 1dow is ‘o assist in setting
up your company and educating you on using the various modules (such as the Gei »ral IL£ dger and Accounts
Receivables for example) after the database has been created.

Welcome to Sage 50 (L7 | ee
Explore Sage 50 Add Records

Watch the following videos:

Iniversity to learn more

ty, your online community sam H w To

Customize Sage 50

+/| Show this window on 503 Close

A= pi aress through the exercises in this course, you may occasionally note a variance in the image
fisplaye | on your computer screen to that shown in the manual. There are a number of reasons for that to
« cur. T e version used to create this courseware is the Sage 50 Premium Accounting Education version.

| Sage 50 occasionally creates updates, which may contain slight enhancements and/or changes. This will

. not affect the overall operation of the program.

There are four parts to the window to make understanding the modules easier and more efficient, so you
can utilize the program immediately; otherwise, if you are already familiar with the program, you can deselect
the Show this window on start up option and go directly to the Sage 50 Accounting Home window the
next time you start the program. If this option has been deselected, it can be brought back to the screen by
selecting Getting Started Guide from the View menu.
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Explore
Sage 50

There are nine quick start videos that vary in length and will assist you in learning the
software. The videos include What's New in Sage 50 Accounting, The Home Window, Setup

Add Records

Customize
Sage 50

Learn How To

Guide — Customers, Setup Guide — Vendors, Setup Guide — Employees, Setup Guide —
Accounts, Reports, Sage 50 — Essentials, and Sage 50 — Comprehensive.

Allows you to directly open the various ledgers (Accounts, Customers, Suppliers,
Employees, Inventory, and Divisions) without going through the Home window to acgess
them.

By clicking the Open the Setup Guide option, the Setup Guide window appears and allov
you to access the Accounts, Customers, Suppliers, Employees, in a spreadshee. ‘ormat for
easy addition, removal, or editing.

This option allows you to go directly to the Settings window of the sofi sare. Ci.vently the
options are Update company settings, Schedule backups, Modiffinvc hes chd forms.

Provides a link to various topics in the Help feature of the softw. xe.

Learn the Skill

This exercise displays ways of assisting you to make changes in various mcules in'sage 50 Accounting without

going through the Home window.

1 If necessary, close the Checklists window and the Daii{ \Buc »ess M anager window. These two windows
usually appear on top of one another (the Daily P siness Manager window may be hidden behind the
Home window). Later in the courseware, the Daiy Bt tiness Manager will be used.

2 In the Add Records area of the Welcome to .agm50 window, click Open the Setup Guide.

3 In the Setup Guide window, click the Cu *om¢ s option and the following window will be displayed:

Setup Guide - Customers O X

File  Edit View Help

ﬂAdd Customer w% Remove Customer | Sdit Cufismer

CustomerSetu;
@ Edit contact ini_xmatio, about your customers. To add mere

informatian abol \a cus mer, double-click the name to open the customer record.

Watch tutorial

Customer /  Contact Telephone Email Street 1 Street 2 City Province ?ﬁil
 Robs®s Jones | 604 403-6539 3745 Maple ... |Burnaby BC V25 4R3
Baier's Music School . Baier 604 459-3256 78945 Main 5t. Port Coguilam BC V3T 6RY
B’ Gro. rs &Sister,.. Jackie Brently 604 555-1257 3861 Frontier St. Maple Ridge, | BC VIT 5Y7
. horgh A=clie Deborah J. ... (804) 569-7951 4509 Lakep... Burnaby BC V15 3Te
H.G. dmer Second... |Pamela Smith 9537 Queen St. Burnaby BC V15 4G5
ole k. = Marchin... Judy Denver 604 473-6354 judyd@shaw.ca 4375 Elm 5t. Maple Ridge BC ViP 5Y6
Fi. Jeadows Eleme... Mr. James R... 604 738-3564 5934 Agassiz ... Fitt Meadows  BC V3P 405
R’ mond Symphony... Gerald Mast... 604 836-3547 P.O. Box 567 Richmond Bc V35 6T7
.erry Fox Secondary | Ms. Nicole 5... 604 942-3399 nicole @fox.ca 123 wellingto... Port Coquilam |BC V3B 219
< >

Number of Customers: 9 Total Balance Owing: $23,442.98

*Required Field Close Help
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Locate H.G. Palmer Secondary School. Click in the Telephone field, and enter the following phone
number: 6044034325.

Find Deborah Mackie, and in the address area copy the address information from Street 2 to Street 1
and then delete the address from Street 2. The Telephone number for Deborah is incorrect, replace 569
with 403,

Similarly, copy the address for the School Board District #56 from Street 2 to Street 1 and clear the St =et

2 field.

7 Enter the E-mail address for Pitt Meadows Elementary as follows: j.royal@pme.edu.

8 C(lick the Close button.

9 Click Close twice more to close the Setup Guide and Welcome to Sage 50 windaws.

Looking at the Home Window

Sage 50 Premium Accounting now displays the Sage 50 Accounting =

“'ame v adow. This is the window

you see after you load the program. The view shown below is the Fnhaihad View for the Customers & Sales

(Receivable) module. We will be using the Enhanced View throf ghout his courseware.

Journal
Icons

Title
Bar

Ledger
Icon

Menu
Bar

Control
Icon

@ HARMONY HOUSE MUSIC (201
File

es Maintenance

View  Setup Reports

sage 50 Premium

Harmony House Music (2017) -Your Name

Dashboard Receivables
Receivables

Tasks
Payables L
Inventory & Services ‘ %' @
T RS S T Custo s~ Divisions
Divisions Y
Banking (E
Company _Q)
TR ales Orders v Sales Quotes v Time Slips
Add-ogl =rvices
Ldarning C
storte. e

) A Sales Receipts «

Gdtting St. xd Guide Invoices

Related Tasks

Upload Pre-
Authorized Debits

Settings Form Designer

Navigation Customize Shortcuts
Bar Options

W =

Close
Maximize
Too. »r View Minimize
o X

= Bjckup  E DBEM

ﬁ Open Company Close other windows

Switch to Classic View

Default Page |:| Session Date: 02/28/2017
Customers = O _
Balances as of: 02/28/2017
Customer Mame 4 Telephone Balance
w School Board District# 56 604 403-6539 50.00
~ Baiers Music Schoal 604 450-3256 50.00
+ Big Brothers & Sisters Club 604 555-1257 $2,297.75
¥ Deborah Mackie (604) 403-7951 $252.00 v
+/| Include inactive customers
Reports —_
@ Customer List ~ | Create
Report Centre
~
Recent Reports
Supplier Aged Open
All Journal Entries Open
Inventory and Services Transaction Open
Inventory Summary Open v

min  Singleuser  EXd

0

Status Bar Current User

1665-1 v1.00 © CCl Learning Solutions Inc.



Lesson 1 Sage 50 Premium Accounting 2017 - Level 1

Control Icon Contains the Control Menu to select such options as Restore, Move, Size, Minimize,
Maximize and Close. These options are standard Windows options available on most
Control icons.

Title Bar Contains the name of the active data file, for example, HHM LESSON 1 — YOUR
NAME.SAI.

Menu Bar Provides access to the main menus (File, View, Setup, Business Assistant, and so on).
Each main menu contains a different set of commands or features to manipulate tk >
data.

Toolbar Use the buttons on the toolbar in the Home window to perform various ac ‘ons that

are shortcuts for menu-activated functions.

Journal Icons Access journals to enter transactions such as General 5 i ccount
Reconciliations, Vendors, Purchases, Orders & Quotes, Payp i Cuiomers, Sales,
Orders & Quotes, Receipts, Employees, Paycheques, Payr¢ | Cheqt | Run, Inventory
& Services, Item Assembly, Inventory Adjustments and P ‘ect £ you point to a
journal icon, a description of the icon’s function apears in the status bar at the
bottom of the Home window (only in Classi¢ W2 »me icons have an arrow
attached to them. This is an indication thatzmanu  ©oices are available. Clicking the
arrow opens a drop-down menu of tlf sse chc ces. Clicking directly on the icon
activates the default attached to thagico:

View Allows the user to switch from tk': Enha sed View to the Classic View depending on
their preference and familiarity wit.)the soitware. The Enhanced View feature is used
to save time and enhance/ tnability.

Minimize, Use these buttons tayeithe \ 4 (Iminimize) the Sage 50 Accounting window to the

Maximize/Restore taskbar, O (Max:mize) « hthe screen, P (Restore Down) to the original window size,

or Close Buttons
or X (Close) the pi aran’.

Navigation Bar Accesses the" ‘ata areas to manipulate items such as General Ledger, Suppliers &
Options Purché c¥Accou s Payable), Customers & Sales (Accounts Receivable), Employees
& Payr linventory & Services, Divisions (sometimes shown as Projects or
Dep. rtme its), Banking and the Dashboard (a management tool which provides an
I2an wsnapshot of the business’ key performance indicators.)
Shortcuts Allows the user to create customizable shortcut lists to add links to the features most
ommonly used. A shortcut for the Getting Started Guide has been set up by
default.
Status b, In the Classic View the Status Bar displays help or status messages when you point
to an icon or a field.
urren? Jser Identifies the user currently logged into Sage 50 Accounting using these files. If using
a single user copy (as in the case of this courseware), the user name will show as
sysadmin until you set up individuals to use Sage 50 Accounting on this computer.
On a network, the person designated as the Administrator will set up the user names
and will require you to log in with a user name and password before you can open
Sage 50 Accounting.
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i== Learn the Skill

5:2 In this exercise you will view a report which will be added to your commonly viewed reports list.
1 Select the Payables module located in the Navigation Bar on the left side of the Home window.

Suppliers = O -

Balances as of: 02/28/2017

Supplier Name « Telephone Balance
v ABC Music Supply 604 588-3751 $1,795.34
w | Alphonse’s Music World (519) 258-3139 $0.00
+ Burnaby Office Supply Co. 604 403-3745 $33.55
» (Canadian Imperial Bank of Commerce 5048

-

] Include inactive suppliers

2 Move the mouse to point to the — within the Suppliers heading on the rigl \side oi the window. Click

the —and the list of Suppliers will disappear. This is known as “collap¢ing” the vicw.

3 Click the 3 of the Suppliers heading to show the expanded view!

4 Inthe Reports area click the drop-down arrow, select the SuCpnc hAg | Summary report, and click the

create | putton.

[1] supplier Aged Summary - O x

File  Options Help
& Print [, Print Preview ﬁnChangePrint Settings |t|E‘ + %Openn. el ® @'Modify ~ § Refresh ?

As at | Today +|| Date: |02/28/2017 _\:|

Harmony House Music (2017) -Your Na, =
Supplier Aged Summary As at 02, /2017

tal I Current 31 to 60 61 to 80 91+

Mame
ABC Music Supply 1,795 - 1,795.34 - - A
Burnaby Office Supply Co. 03.55 3355 - - -
Fortis BC 183.57 18357 - - -
Hamilton Music Centre 4,338.60 4,338.60 - - -
Harknett Musical Sal Wigas Lid! 81241 812.41 - - -
Imperial Oil 140.00 - 140.00 - -
Joe's Plumbig 318.20 319.20 - - -
Merit Insuranc Sod Jany 1,680.00 1,680.00 - - -
Music-4-U 326.30 326.30 - - -
Telus 30484 30484 - - -
Wl oy ind & Reed 44509 44500 - - -
Tota, o stanu. 4t 10,473.70 3544 36 1,935.34 - -

Harmony House Music (2017) -Your Name

Th{ report can be modified, exported, customized, and so on, which will be discussed later in the course.

5 Click X to close the report.

In the Recent Reports area, the last report viewed will appear. This feature saves you time when viewing
common reports. Depending on the activity in the data file, the Recent Reports list may vary from one
computer to the next.
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Reports —_
@ Supplier Aged Summary » | Create

Report Centre

Ll

Recent Reports

Supplier Aged Open

All Journal Entries Cpen

Inventory and Senices Transaction Open

Inventory Summary Open v

Moving Around

Sage 50 Accounting supports both mouse and keyboard-activated commands.

To move around the Home window using the mouse or keyboard, do one of the 1 lowix J:

e Click the Payables module on the left side of the screen. Press the DOV N arrow on the keyboard. Sage
50 Accounting moves to the next module (Inventory & Services) - Z%ma. »2n continue by using arrow
keys to navigate to the available module icons.

e When using the mouse, point to the icon or menu item yc | want, i ad then click the left mouse button.

To access commands from the menu bar, press the Al ke, hana o.e¢ associated underlined character that
appears for each of the menu items. For example, pfes HALT+r Do access the File menu or press ALT+F to
access the Help menu.

i== Learn the Skill

<
S /n this exercise, you will learn to hide a'iadule »n that will not be used in the Receivables window. The use

of Divisions (also known as Project®). and Tu. .y Billing modules is covered in the Level 2 courseware.

1 Select the Receivables pfadule. YOl see the following in the Tasks area:
Tasks
D/ &
N
Customers » Diyisions «
E‘f/
Alas . dersw Sales Quotes + Time Slips+
=
H
Sales W Receipts «

Invoices

2 From the Menu bar, click Setup, User Preferences, and then select View from the pane on the left.
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3 In the View tab, clear the check mark next to Time & Billing in the top-right corner, by clicking it, then

click OK.
Tasks
Customers = Divisions +

Sales Orders = Sales Quotes «

Sales Receipts «
Invoices

Notice that the Time Slips icon no longer appears.
You will now remove the Division module icon.

4 Click Setup, User Preferences, select View, and in the(liew »ab, cli’ « to remove the checkmark from the
Division option in the Pages section.

Pages lcon Windows Featui

Customers & Sales Customers = Time & Bw 3 |
Wendars & Purchases Yendars o

Irwventary & Services Irwrentary & Serviced [

Employees & Payrall Employees (%]

Divizion | Divizian

Banking Accounts ~1

Both checkmarks under Pages ari hlcef"Windows have been removed. All icons and windows associated
with Division are no long\ r av. ‘able.

5 Click OK.

Both moduld. have udy ‘removed from view and can be restored to the view by repeating the process
above, and £ »¢.ng a checkmark next to Division and Time & Billing.

A nf_age may appear prompting you about the removal of these items. Leave Divisions and Time &
Bihas w'ilen for the remainder of this lesson.

/ Ifihcesiary, click Yes to confirm the removal of these items on the screen.
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Using the Help System

There will be times when you may require immediate help for a particular task or problem. To access the

Help system, click the Help menu and choose one of the following options:

(Hep
Jo)

Help Topics

What's New

Getting Started

Open Learning Centre

Sage Support 3

Online Community
Find Consultants & Bookkeepers
Sage University

Product Enhancement Program
Upgrade Your Sage 50 Product

Knowledgebase
Downloads and Updates
Live Chat

Enter a Support Ticket

Sage 50 Premium Accounting Home

Submit Product Idea

About Sage 50 Premium Accounting...

Search

Help Topics
What's New
Getting Started

Open Learning Centre
Support

Online Community
Find Consultar. » &
Bookkeepers

Sage ) .ive sity

roduc Eni.ancement
rogra’ .

Upgrade your Sage
50 Product

Enter a search string to locate related® el npic
Provides step by step instructions hc ¢ to per brm various tasks

Opens the online help to seed.hat' new i what has changed in this version.

Opens the PDF version ¢. thhGetting Started Guide. Requires Adobe Acrobat
Reader to view. The ghide walks* ou through various topics such as Setting Up
Your Company, Settinc \Ur Cistomers & Vendors, Setting Up Items, Setting Up
Payroll, Setting Up X:oje! ‘s, Reporting, and System Administration.

Provides videc sutorial | for various topics, training resources, go online to connect
with pels, busine & partners, and support specialists.

Prosides aad itia®ial methods to contact Sage. Some will require the purchase of a
serv e r .

'rovi¢ s contact to other users of Sage products to raise issues on an immediate
b sis.

Provides a list of Certified Sage 50 Consultants in your area.

Provides schedules for on-line courses as well as classroom instruction in various
locations across Canada.

Allows users to participate in the collection of statistics by Sage as to the use of
the software. Data collected includes the Sage product used, use of Sales window,
operating system used on computer, product serial number, Payroll Service status.

You can upgrade your current version of the program to a higher version
(Quantum Edition) if you or your company require more advanced features and
functionality only offered in the higher versions of the software. An agent will be
able to provide you with an upgrade price and key code to unlock the version from
your current program to save you time from purchasing another CD or
downloading the program again.
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Sage 50 Premium A direct on-line link to Sage 50 Home page.
Accounting Home

Submit Product Ideas | Submit ideas for product enhancement in a group environment.

About Sage 50 Displays information about this installation of Sage 50 Accounting, including

Premium Accounting | registration information, serial number, key code and ID numbers, as well as the
program release (version) number, and validity dates of the tax tables incorporgted
in the software.

The Learning Centre

The Learning Centre allows you to view classroom courses being offered throughout Canada. vic coinmon
FAQ's (Frequently Asked Questions) from the Knowledgebase, and access the forum/blog-and view contact
information if you require support. Any updates to the Learning Centre are autg’iatica. ¥ dc wnloaded and
updated to the program if you are connected to the Internet. In addition to the' =arnin¢ Centre, the video
tutorials available in the Getting Started window can also be accessed her

Learning Centre —i

Getting started

New company Company
setup

Money matters

Banking Rec’ vai. Payables Payroll

Budget. nd
departmer.

A /\MMW\—J
The tql.ics  isplayed in this screen will change from time to time and students are encouraged to explore
areas ot erestto familiarize themselves fully with the available material.

Jid<rstanding the Chart of Accounts

Before making entries within Sage 50 Accounting, you must first define a Chart of Accounts for your company.
This Chart of Accounts works using five main account groups. These are:

Balance Sheet ‘ Income Statement

O Assets O Liabilities O Equity ‘ O Revenue O Expense
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The Chart of Accounts will contain accounts such as bank accounts, accounts receivable and payable,
inventory accounts, equity accounts, revenue, and expense accounts. Your Chart of Accounts can be simple
or complex but must adhere to the following guidelines:

For Balance Sheet accounts:

e For Asset accounts, assign account numbers from 1000-1999.

e For Liability accounts, assign account numbers from 2000-2999.
e For Equity accounts, assign account numbers from 3000-3999.

For Income Statement accounts:
e For Revenue accounts, assign account numbers from 4000-4999.
e For Expense accounts, assign account numbers from 5000-5999.

The numbering system shown above uses four digit account numbers. While this iss*>nda. ' and generally

used by most companies, Sage 50 Accounting permits account numbers to vary | om fot to eight digits.

You should also adhere to the following recommended general ledger account stro it

e Leave plenty of room between account numbers to allow for future grov ih. For example, if you number
accounts without any spaces or gaps between the numbers you < 5igii, ;% may have a problem if you
want to add an account within a particular range at a later £%.cc.Jamcmber that you have 1000 account
number spaces for each type of account (Assets, Liabilities Equity,| ‘evenue and Expenses).

e Place accounts in the order of liquidity. For exampleswi hn yoimfi e entering the current asset accounts,
place your petty cash and bank account before ya'.. accouri yreceivable and inventory. This is a standard
practice so that external readers of your financial state hents can easily determine the "liquidity” of your
balance sheet accounts (the relative ease t_ at,;mu can convert them into cash). Do the same for the
liabilities—you should place them in orCar of fiing of payment. For example, you pay accounts payable
before making the current bank legn payriint; herefore, list the accounts payable first.

Most business enterprises consulfsand are Jwided by the advice of an accountant when creating a Chart of
Accounts. The accountant typically pihvidesa suggested Chart of Accounts, as well as recommends a format
and layout for the Balance Si 2edpnd Iri_ome Statement. This is important, as it will determine the Account
Type (see next topic) to i » allc wf.ed in Sage 50 Accounting.

The Chart of Accouf.iyhas  'reacy been set up for you for the exercises in this courseware. You are going to
make a few mip.r changes_id additions to the Chart of Accounts.

- N oy

i== Learn the 8<%

ey —| . : .
S /nthis{ xerc se, you will learn to access the Accounts window.

1 leci the Company module from the left pane, and then click the Chart of Accounts icon (if you have
clici »d on the drop-down arrow, select View Accounts).

Chartof

Accounts
View Accounts
Add Account

¢ Modify Account

Remaove Account
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2 Click View, then Small Icon to change your view to look similar to the following:

‘ @ [Time 2 question forhejp | Help Search_[+] ‘
File Edit View Journal Reports Help

BlelO ¢ [QL [O€ EEE& %" B 287
@ 1000 Current Assets @ 1020 Cash for Deposit ~
@ 1030 Cazh Draws @ 1050 Petty Cazh
@ 1055 Savings Account @ 1060 Chequing Account
@ 1075 Tatal Cash @ 1200 Accounts Receivable
@ 1205 Allowance for D oubtful Accounts @ 1220 Payroll Advances

You can also click one of the Display ( 2. -

£ ) buttons on the toolbar to change the vic . |

The Accounts window displays the General Ledger accounts that have already_bkasn ¢ hated. Along the

top of the Accounts window, you can select from the following menu option

File Offers options to open, create or remove a particular General Let »xer as .ount.

Edit Use to search for a particular General Ledger account.

View Change the view mode Sage 50 Accounting uses to'« suie;is General Ledger accounts in
the Accounts window or bring the Home winda™"Zthe ront.

Journal Use to enter a transaction for the General JoU nal or ¢ Reconciliation & Deposits Journal.

Reports Provides easy access to all General Legige: epc +his includes such reports as the Trial

Balance, Balance Sheet, and Incomeaf5 htemen.

Help Provides easy access to the Hela system.
3 Click each item on the menu bar. Familiarize' ou’sc.Dwith each menu.

You can access the same functionsidescric id a ove by clicking the buttons on the toolbar.
4 Point to each button and identify thei yfard uture use.

Any button in colour on,fthe toc harglieans that particular item is active; a button that is greyed out
indicates the feature is ui ava. ale at this time.

5 When done, close the Acco nts window to return to the Home window.

Account Ty er

The Account Type 1.0\« is a very important aspect of Sage 50 Accounting because it enables you to format
the firtincic | statements (Balance Sheet and Income Statement) presentation, as desired. Consider the
following .artia:'sample Balance Sheet:

City Computers Inc.

Balance Sheet
January 31, 2017

Assets
Bank Account $7,000.00
Petty Cash 250.00
Accounts Receivable 2,630.00
Prepaid Expense 1,200.00
Furniture & Fixtures 5,600.00
Accum. Depreciation - Furniture/Fixtures (1,425.00)

Total Assets $15,255.00
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While this Balance Sheet is correct, it does not display the accounts in an easy-to-read format. All the

company's assets are grouped together (current and fixed assets), and it is not easy to determine the total

cash in this business. It is also difficult to determine the net value of the fixed assets (Furniture & Fixtures and

Accum. Depreciation - Furniture/Fixtures).

The types of accounts you can choose when assigning a type to each account are:

Section Heading

Group Heading (H)

Subgroup Account (A)

Subgroup Total (S)

Group Account (G)

Group Total (T)

Section Total

Current Earnings <)

Identifies the main sections of the balance sheet and income statement.(The
following Section Headings are used: ASSETS, LIABILITIES, EQUITY, RFEN 'E,
and EXPENSE. These are automatically printed by the program in bold capi
letters, and cannot be changed. The five headings and their apprapric 2 account
numbers were listed in the previous topic.

Use this to signal the start of a new group of accounts. You ca Q0 a2 _n or post
any details (transactions or balances) to this account typafascitas adisplay header
only, Current Assets, for example.

Use this to have Sage 50 Accounting display an accoui yins e left column in a
financial statement. Balances will be subtotaled 1133 Subgroup Total account type
before going back to using the standard Git_ . %mss at.

Use this in conjunction with the Subgas Acaunt type. You need this account
type to display the subtotal of the eft col. mn accounts specified in the right
column.

Use this for all other accafats thc ) Sage 50 Accounting does not display as
Subgroup Account, Group Hec 'ing, or Group Total accounts. This is the default
account type whenev{ \iyou creat¢ a new General Ledger account. The account
balance displays an its wiiriine right column of figures on financial statements.
Use this in conjuncan v th a Group Heading account type to indicate you have
reached the €. of al account group (i.e. Current Assets) and want to total this
account yroup (i.e.otal Current Assets).

A tatal that' hatdlies the main sections of the balance sheet and income statement.
The foli: Wing Section Totals are used: TOTAL ASSETS, TOTAL LIABILITIES,
TOT: EQUITY, LIABILITIES & EQUITY, TOTAL REVENUE, and TOTAL EXPENSE.
1 e section totals add all block totals in the section together, and are automatically
prited in bold capital letters. They cannot be changed.

A system “X" account whose balance shows the net difference between the
postable revenue account totals and the postable expense account totals. The
program automatically recalculates the Current Earnings each time an entry is
made that affects a revenue or expense account in order to balance the Balance
Sheet. This is a system account that cannot be changed in any way or deleted—it
is also not a postable account. As this account represents the balancing factor in
the Balance Sheet, it will not be included in the figures shown on a Trial Balance.

rhe following general rules may be helpful:

¢ an H (Heading) account must always have a T (Total) account somewhere below it.

a list of A (Subgroup) accounts must always have an S (Subtotal) account at the end.
a G (Group) account cannot be placed in a list of A (Subgroup) accounts.

a G (Group) account stands on its own in the right column of figures in the financial statements.

18
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Based on the characteristics of each account group, the previous partial Balance Sheet has been changed to
incorporate the Account Groups along with Account Numbers, as shown in the partial sample in the

following:
City Computers Inc.
Balance Sheet
January 31, 2017
Assets

1000 - Current Assets Group Heading (H)
1020 - Bank Account 7,000.00 Subgroup Account (A)
1040 - Petty Cash 250.00 Subgroup Account {A)
1060 - Net: Cash 7,250.00 Subgroup Total (S)
1200 -  Accounts Receivable 2,630.00 Subgroup Acco. U,
1210 - Advances Receivable 0.00 Subgroup@.cunt )
1220 - Net Receivable 2,630.00 Subgrof 5 Total | )
1300 - Prepaid Expense 1,200.00 Group At aunt/ )
1490 - Total Current Assets 11,080.00 C aup Total (T)

1500 - Fixed Assets Grot hHeading (H)
1510 - Furniture/Fixtures 5,600.00 Subgroup Account (A)
1520 -  Accum. Deprec-Furniture (1,425.00) Scagroup Account (A)
1530 - Net Furniture/Fixtures 4, 75.00 Subgroup Total (S)
1590 - Total Fixed Assets RN Group Total (T)

Total Assets $15,235.00

Sage 50 Accounting is unable to generate finaacial state. ents unless the Chart of Accounts is correctly
constructed. This can be checked by clicking [# |\ Ch7 _Zyshe validity of accounts) in the Accounts window.
It is generally a good idea to check the valic v of| ccounts after having added a few accounts or modified
the account structure. Even experiencec. Sage 5, ‘Accounting users occasionally make mistakes.

The best way of viewing the Chaihof Accounts is the Type view, as it not only shows the layout of the
accounts, but provides additi®nal info. aaion such as the current account balance.

i== Learn the Skili
gc @ In this exercise, yot Will le rn to check the validity of the Chart of Accounts, and to change the way the

information in t'2 Accounts . indow s displayed.

1 If necessary, se.)ctd.ne Company module from the left pane. Open the Accounts window by clicking the

CkLrt | f Accounts icon. Check the validity of the accounts by clicking |¥ ' (Check the validity of
acce ' ats) . the Accounts window.

5ac 30 - Information

The accounts are in logical arder.

2 Click OK to close the Information window.
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3 Click View in the menu bar, and select Type to change the way the accounts display. (Retain this method
of viewing the accounts for the remainder of the course). If necessary, widen your window to display the
balance of each account.

4 In the Search field, type the number: 1 to jump to 1000 Current Assets.

Balances are as of the latest transaction date Type Balance |

& g

@ 1020 Cagh for Deposit A 0.00

& 1030 Cash Draws & 0.00

& 1050 Petty Cash A 0.00

& 1055 Savings Account & 0.00

@ 1060 Chequing Account A 19.599.92

@ 1075 Total Cazh 5 159,599.92

@ 1200 Accounts Feceivable A, 2344258

@ 1205 &llowance for Doubtful Accounts A 0.00

@ 1220 Payroll Advances i3 0.00

@ 1230 Tatal Receivable 5 23,442.98

@ 1300 Purchase Prepayments G 0.0o

& 1320 Prepaid Expenses 5 0.00

@ 1400 Total Current Assets T =

@ 1500 Inventory Assets H

& 1500 Chinae = 1M 430 AR v

< >
Double-click to digplay the record. Harmony House Music (2017] - Your Mame

5 Close the Accounts window to return to the . Home wir: how.

Creating Accounts

L
f—
L -

From the Accounts window, there are 0 way | you can create new ledger accounts: using the Account
Wizard to guide you through all ti 2 differei."Cceps of creating an account, or using the File, Create feature
to present all information on_ane screin.

Learn the Skil!
In this exercise, you il cre te Ge veral Ledger accounts using the File, Create feature.

1 If necessan( click the cCmpany tab from the left side of the window. Click Chart of Accounts (if you
clicked on the_trop#down arrow, select Add Account and go to step 3).

2 Fra'nt 2 Accounts window menu bar, click File, Create or click D (Create) on the toolbar.

The '\ 'neral Ledger window opens.

20
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& General Ledger [Time 2 question for help | Help search_|s] %
File Edit View Report Help

it u 2| %9 ?

Select. | 714 N'

mecount || K | * Reduired Field

Account l Class Dptions] Additional Info

Type Information
() Group Heading GIFI Code: I:I
(O Subgroup Account [ Omit from Financial Statements if Balance is Zem
O Subgroup Total Allovs Division Allocations
(®) Broup Account
() Group Total
|
[ Inactive &ccount Current Balance 0.00
|
Bal f02/28,/2017 2 =
alances a3 o E Save and Clo o t|__ ate Snother
3 Inthe Account field, type: 1100 and press TAB. In the;sec hna' masunt field, type: Guaranteed Investment
Certificate.

Press the TAB key or use the mouse to moy hetween | :Ids.

4 If necessary, in the Type area, click Gron Act unt.
5 Skip the GIFI Code field. Please ret . the fG owing:

Corporations must include finfacial stac ¥ cnts when filing a T2 Corporate Tax Return. The General Index
of Financial Information (GIFI) is* e st“indard method of filing this information adopted by the Federal
Government. You can ob air el iist of all GIFI codes from the Canada Revenue Agency or from their
Web site at www.cra  arc.g a (use their search tool and enter GIFI as the keyword). When you use the
built-in Setup ¥zard ' o coustruct your initial set of accounts, Sage 50 Accounting will automatically
insert the G/t codes . these accounts for you. However, when you add new accounts or change the
use of an acc ¥ nt, yau will have to find the correct GIFI code and enter it manually.

6 SkinfZhait from i 1inancial Statements if Balance is Zero.

Thicwd S&3will omit this account from the financial statements if its balance is zero.

Ski, »\Aliuw Division Allocations.

Th< option to allocate amounts to divisions (also known as projects) or departments from this account
will be covered in Level 2. Note that this applies only to Revenue and Expense accounts.

Under some circumstances the Allow Division Allocations may already be activated. If that is the case,
remove the checkmark to deactivate the option.
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Mod

10

11

Your screen will be similar to the following:

& General Ledger [Tpe & question farhelp | Help Search_[+] e

File Edit View Report Help
DA # | % ?
Select:| v| I 4 bl

Account: | 1100 | | Guaranteed Investment Certificate |

Account l Class Dptionsl Additional Info | Reconciliation & Deposits] Related Historical Accounts ] Motes ]

Type Information
(") Group Heading GIFI Code: I:l
O Subgroup Account [ Cimit from Finaricial Statements if Balance i Zer

[ Asllows Division Allocations

() Group Tatal

[ Inactive &ccount Current Balahce 0.oo

Balances as of 02/28/2017 B saveandr wJ § Lreate Anther

Click the Class Options tab below the Account i€amiar. Chaiige the Account Class to Cash Equivalents.

At this point, you have two choices in savin{ Jaur inforriation:
e Save and Close will save and closeithe C xpfrarcedger window;
e Create Another will save and_aive yo hthe dption to input a new ledger account.

Click Create Another.

You can cancel the creatian of ar. ~cce unt any time by clicking Close and then No.

Create the followingfhew  satunc.
Acct  Account Nam Account Type Class Options
5620 Jad Lot Group Account Bad Debt Expense

Click Save a. ! _lose. Leave the Accounts window open for the next exercise.

if7ina Accounts

M the scounts window, you can access, modify, and delete previously entered General Ledger accounts.

Yinting 7 ad Modifying an Account

Sage 50 Accounting provides several methods to quickly and easily locate the required account:

]

select Edit from the menu, then Search. In the Search field type either the Number or the Name; or

with the Chart of Accounts window open, use the scroll bar at the right side of the Chart of Accounts,
scroll until the required account is visible, then double-click to open the General Ledger for the account;
or

click the || (Edit) button in the toolbar of the Chart of Accounts window.

22
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Once the Chart of Accounts General Ledger window is open you can use the following to find the account
you want to edit:

e usethe 14 € ¥ B on the right of the Select field; or
e click the down arrow beside the Select field and then use the vertical scroll bar.
7=m Learn the Skill

==

Sl In this exercise, you will find and modify General Ledger accounts using the Edit, Search feature.

1 From the menu bar click Edit, Search or click | (Search) on the toolbar.

Search X
Search
Select a record of transaction type to find: Accounts
Select Account to find: [] Bypass Search Field
Search
T J@ums O
Account Mame Account Class
1 000 Currer A
.. 10220 Cash for Deposit Bank
-.1030 Cash Draws Cazh Equivalents
.. 1080 Petty Cash Cash
- 1085 S avings Account Bark
- 1060 Chequing Accaount Bank
- 1075 Total Cash
-.1100 Guaranteed Investment Certificate Cash Equivalel’ s
-.1200 Accounts Receivable Accounts Receivable b4
I OR ancel Help

2 Inthe Search field type: 1060, click MK or p »ss'ENTER.

You can also double-click the « ‘count in the list, or click | (Edit) from the toolbar to change an
account.

3 Inthe second Accou t fiel. ¢change the description from Chequing Account to: CIBC Chequing Account.

Select: | 1060 Cheauing . Beaun, ] ||‘ 4 b N|

Account; O CIBC Chequing Account

Clasz Dy st | Reconciliation & Deposits| Additional Info | Related Historical.-’-‘«cc:ounts] Notes]

T e Infarmation
soup Hzading GIFI Cade: 1002
®) Subgroup Account [] Omit from Financial Statements if Balance iz Zero
i Subgroup Total [] &llows Divizion Allocations
() Broup Account
Group Total
[Inactive &ccount Current Balance 13,533.52

Balances as of 02/28/2017 B save and Close
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4 Click the Class Options tab and fill in as shown:

Select: | T0BD Chequing Account W ||‘ 4 b H|

Account: 100 CIBC Chequing Account

Acecount  Class Options |Reconciliation & Deposits| Additional Info | Related HistoricaIAccounts] Notes]

Account Clazs: Bank W Account Type: Chequing W
| nstitution: CIEC ¥ Mext Deposit Mo.:
Branch Marne: ain Branch Change the Next Cheque Mumber

Transit Number: | 600000100 []Use thiz account for Online Banking

Wb Site
Home Page: hittp: /A, cibe, com .

Account Number:

o Ornling Barking Login: | hitps: A v, cibe. comAonlineba '
Order chegues and deposit #lips

[ Inactive Account Current Balance 19,5. 492

Balances az of 02/28/2017 B Save . Close

5 Click Save and Close.

6 Following the previous steps, click Edit, Search and modif, \accoun 1055 Savings Account to 1055 CIBC
Savings Account. Then modify the Class Options tah.

Select: | 1055 Savings Accaunt _/| [1eD4 » »i|

Account: |1055 | |CIEC Savings Account J

Account  Class Options lHeconciIiation& Depositz| Addtional Ini | pCates Historical Accounts] Notes]

Account Class: Bank Accol Tupe: Savings w

Change the Mest Chegue Mumber

Institution: CIBC

Branch Name: tdain Branch
Transit Number: | 00000100 - [] Use this account for Onling Banking

Account Nurmber: [159753 v 4 wieb Site

Home Page: |hu|3:.-".-"WWW.CibC.CDI'ﬂ | .

g 43

Orline Banking Logir: |https:.f'.n’www.cibc.coma’onlineba| .

Order chequed Jnd deoosit slip.

[ Inactive Account Current Balance 0.00

7 (Y kSe re and Close to close the General Ledger window. Leave the Accounts window open for the next
axer e.

De'etir g Accounts

To delete or remove an existing General Ledger account, you must first locate the account so that Sage 50
Accounting displays it within the General Ledger window. You can then delete the account.

i== Learn the Skill
;E In this exercise you will delete various accounts not required for this data file.

1 If necessary, scroll to the top of the Accounts window, select 1030 Cash Draws ledger account as the
account to be deleted.
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2 From the Accounts toolbar, click File, then Remove, or click & (Remove) on the toolbar, or press
DELETE.

Sage 30 - Confirmation

'.e.' Are pou sure you wank to remove the account: Cash Draws?

e

3 Click Yes to confirm this action.

You can only delete those General Ledger accounts that do not have a current bala® < e
transaction history. Accounts that are “linked” (see later in this courseware) car= " he  »leted.

4 Use one of the previous methods to delete the following Ledger account:
2640 Loans from Owners

5 From the Accounts window menu bar, click View, Small Icon. Orsthe Acc hunts window menu bar, click
View then select Re-sort Icons. Select View, and Type.

6 Close the Accounts window to return to the Home windov

Saving Changes

By default Sage 50 Accounting is set up so that all chang 3 are saved automatically as they are made into
the system.

i=m Learn the Skill

o . . . . .
S [n this exercise you will check your accocts to | asure they are in order. If your accounts are not in order, you
will not be able to print your finar yal staterr.ents until they are corrected.

1 Inthe Home window mé (iaar, clii ' setup, User Preferences.

User Preferences X
|
" Te oo
- Wiew oy
- Colour Sches o Usge Accounting Terms (O Use Mon-accounting Terms

- Trangaction U Simal

i Pop-ups .
PP Microzoft® Excel Language

(®) English () French () Spanizh

The Frint Button in the Invoice Window Always Prints

®) &n Invoice () & Packing Slip (O &nInvnice and a Packing Slip

Automatically Save Changes to Supplier, Customer and Other Records
Show Ligt Buttons in Sage 50 and Suggest [tems for Sales and Purchaze Tranzactions
Automatically Refresh Lists
[ Calculate Record Balances in Home ‘Window Lists by Session Date
Automatically Refresh Record Balances

Show a List af Inventory ltems When an Unknown Inventary tem Mumber is Entered

Cancel Help
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5

Note the Automatically Save Changes to Supplier, Customer and Other Records option in the middle of
the window is selected. Click Cancel (because you have made no changes).

If the Automatically Save Changes to Supplier, Customer and Other Records option was unselected,

Sage 50 Accounting automatically displays the [ J&. | button on any windows that require

modifying (Chart of Accounts, Vendors, Customers, and so on).

Open the Accounts window.

Use ¥ (Check the validity of accounts) to verify that the accounts have been created correctly.

Sage 30 - Information

The accounts are in logical arder.

Click OK and close the Accounts window.

Company Information

This function displays important information for the cg.ipany ‘le you are using.

Learn the Skill

In this exercise, you will modify the company info_mar “so that each student’s work can be identified when

printed.
1 Inthe Home window, click Setup, S ttings, jelect Company and then click Information.
2  Fill in as follows, ensuring you shange hurmony House Music (2017) - Your Name in the Name field to
reflect your own name, s@sh as He xtny House Music — Joe Smith.
Sage 50 Accounting' uton = .cally formats a postal code correctly, as well as entries for the telephone
and fax number= for vi ador., customers, and employees (no brackets or hyphens required).
=I- Compan . -
! Iiforj::’:atio. | Mame: |4armony Huouge Muzic Student Narne| Fizzal Start: oA 2mT
-~ System Street1:  [630West Hasting Strest | Fiscal End: 1z/aemr ||
T
o F Ct ue Street 2 | | Earliest Tranzaction: 01/ /2007
ik [ures
7 T iacessing City: |Vancouver | Session: 02/28/2017
+ Credit Cards . i
e G s Tames Province:  |BC |British Colurnbia | Latest Tranzaction: 02/28/2017
- Currency Puosztal; |VBB 1L |
- F
E:'::ils Country: |Canada |
Date Format Phone 1: |[E;EI4] 518-0648 |
5 i
age Ore Contectior Phoms 2 | |
Shippers
- Logn Fax: [1504) 518-8643 |
e Names .
+1- General [Accounts] szl fas 12345 1234R1
+- Papables Industry Tope: B etail D
+|- Receivables
3  When done, click OK.

26
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Printing the Chart of Accounts

To ensure you have created the Chart of Accounts correctly, print a hard copy of it.

iw== Learn the Skill

[
S

In this exercise you will learn how to use the Report Centre.

@

Report Centre

1 From the Home window, click Report Centre.

Select Accounts, then click Chart of Accounts in the Select a report type pane to view a samp

| Select a report

- Chart of Accounts
Account List

i General Journal Entries

Chart of Accounts - Current Year (2015)

- X$V
Accourt Class

Chart of Accounts - Current Year (2015)
ASSETS

1000 Current Assets_ . .. ... |
1020 Cashio be deposited. .

fu this report

unts grouped for reporting purposes?

2
of Accounts.
Report Centre
I Select a report type
3 Click Create.

File

1000
1020
1050
1065
1060
1075
1100
1200
1208
1220
1230
1300
1320
1400

1R0ON

D Chart of Accounts
Options

& Print [§, Pri

Create

Cloze Help

tudent Name

rint Settings |1‘| Export Open in Excel® @ Modify - § Refresh

l Type l Account Class

nts - Current Year (2017)

Current Assets,
Cashfor Deposit
Petty Cash
CIBC Savings Account_______________________.
CIBC Chequing Account___
Total Cash

Guaranteed Investment Certificate,

Accounts Receivable
Allowance for Doubtful Accounts_
Payroll Advaness____________________________
Total Receivable

PurchasePrepayments_______________________
Prepaid Expenses____
Total Current Assets_

Inventory Azsete H

Bank
Cash
Bank
Bank

Cash Equivalents
Accounts Receivable
Allowancefor Bad Debts
Other Receivables

Other CurrentAsset
Other CurrentAsset
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4  Once Sage 50 Accounting displays the chart, you can maximize the window and move around the Chart
of Accounts report using the vertical scroll bar on the right.

5 To print the report, click File, Print, or click &} Print on the toolbar.
6 Return to the Report Centre window by closing the Chart of Accounts report.
Now display the Balance Sheet.

7 Inthe Report Centre window, select Financials, then click the # next to Balance Sheet, select SCipde d
and click Create. Your Balance Sheet should look similar to the following:

File  Options  Help
& Print &Print Preview ﬁChangePrint Settings |1‘|Export Open in Excel® @Modif}r + § Refresh
As at: | Today v || Date: (02/28/2017 w3

Harmony House Music - Student Name
Balance Sheet As at 02/28/2017

ASSET

Current Assets
Cash for Deposit 0.00
Petty Cash 0.00
CIBG Savings Account 0.00
CIBG Chequing Account 19,599 .92
Total Cash 19,598.92
Guaranteed Investment Certificat.. 0.00,
Accounts Receivable 23,442 93
Allowance for Doubtful Accounts 0.00
Payroll Advances 0.00
Total Receivable 23,442 98
Purchase Prepayments B.00
Prepaid Expenses k
. Total Current Assets U ~ £

pgaa] Inventory Assets

Strings 10,439.86
Brass 4512.00
Percussion 33,980.00

8 Close the Balance Sheet:
Now display the Income€ tatel it

9 In the Report Ccire w adow, click the # next to Income Statement, select Standard and click Create.
Review thed icome Starciment.

10 When finisheq; sl«se the Income Statement and the Report Centre window to return to the Home

wixJov

Uhderstanding the Session Date

When you opened the data file for these exercises, Sage 50 Accounting displayed a session date of
02/28/2017. A session date will be displayed each time you enter the data file.

The purpose of the session date is to minimize date input errors by only allowing dates that are within a
specific date range. Sage 50 Accounting gives you two options:
e enter transactions up to a certain session date; or

e enter transactions anytime within the entire fiscal year (including ahead of the current date, up to the
end of the fiscal year).

28 1665-1v1.00 © CCl Learning Solutions Inc.



Introduction Lesson 1

Transactions can be entered ahead of the session date provided the feature has been activated on the Setup,
Settings, System tab.

By entering a session date, you are making that date the default date or the date that appears when you
enter transactions and generate reports.

When working on your company’s accounting records or using Sage 50 Accounting on a daily basis, the
session date should be the current date. However, if you enter your company's transactions at the en . of
each month, the session date should be the last day of the current month.

Sage 50 Accounting recognizes the month in the date as the current operating month. If you attc apt to post
an entry dated in any prior month the following Confirmation message will appear.

Sage 50 - Confirmation

A~ The date far this transaction precedes the session date and wil
{ | affect prior period reports. Are you sure you want bo continue?

e
i== Learn the Skill

S [n the following exercise, you will advance the session dete to"Yarcii 51, 2017. This sets the financial period to

March, allowing input of any entry dated during t{ at* sonth ¢ previous months (with a warning) to the
beginning of the current fiscal year (January 1, 267 in this . stance).

1 From the Home window menu bar, selact Me n?:na.ice, Change Session Date.
2 Choose No if a backup data confirtaation v 'nduw appears.

3 Type: 833117 or 3/31/17 or 34)1-17 as . .iew date, or use the pop-up calendar to change the date to
March 31, 2017.

Change 5ession Date .

Mew Session Date:  |L2231,/200 o
= s

(]9 Lahcel

Yor'c. also click [# (Change session date) in the toolbar. (This option is only available in Classic

Vie 2\« .. ‘her option is to use the calendar displayed on the Home screen beside Session Date.

+  Clic \Ok.
90 4e 50 - Warning

e The date entered is more than one week past your previous session
! date of 02/28/20717.

o [ ]

5 Click OK. If the Sage 50 Accounting Backup window appears, select No.

1665-1v1.00 © CCl Learning Solutions Inc. 29



Lesson 1 Sage 50 Premium Accounting 2017 - Level 1

The Checklists and Daily Business Manager screens may appear on changing the session date.

6 Close the Checklists window and the Daily Business Manager window, which may be hidden behind the
Home window.

7 In the Home window, click Setup, Settings on the menu bar.
8 If necessary click # next to Company and then select System.

9 Turn the Do not allow transactions dated before feature on and enter the date: ©1/01/17 (#ha.a te
when you set up the company in Sage 50 Accounting), then change the Warn if transactions are fie: '
to 7 days in the future.

Settings X
Edit  View

= Compatny

- [nformation
- System [ Use Cash-Basis Accounting Cash Accounting Diate: =3
- Backup

- Features

- Payment Processing
+- Credit Cards

Cash-Basiz Accounting

Uze Cheque Mo. as the source code for cash purchases and sale

+- Sales Tawes
.. Currency Do nat allow tranzactions dated before: | 01/01520° 0 D
- Fomns Allow tranzactions in the future [beyond the seszion ate]
- Email “Wharn if transactions are dapada the' e
- [1ate Format ),
Saagz Dor::%onnectior Allow General Journal and payroll tra® Laction. S the 2o iscal vear or calendar pear
. Shinners Maote: Since payroll ranzactions “he recoroe. i the appropriate tas year, payroll transactions are only
L PP allowed until December 31 of & 2 new. alendar ve. . even if the fizcal year extends beyond that date.

- Logo
- Mames

- General [Accounts)

+ Payables

+- Receivables

+1- Payroll

+- Inventary & Services

L4 >

OK Cancel Help

You will usually® 2angc the vate to the beginning of the current fiscal year.

Leave the K ‘ovi(ransactions in the future feature on.

10 Click.2K to activ e the changes.

Inp2:ttiia bates

lage 50 \ccounting uses a 6-digit date format for its operations. This can be either in a mmddyy or ddmmyy
fC i, as dictated by the settings in the Windows operating system. When a valid date is entered, Sage 50
Accounting will automatically insert date separators.
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The following examples illustrate the various ways of keying in January 31, 2017 where Windows is set in
mmddyy format:

013117 1/31/17 Jan 31 2017*
01/31/17  1-31-17 January 31 2017*
1/31/** Jan 31/17* January 31, 2017*
* the system will also recognize a lower case “j" in the word January.

** if no year is entered Sage 50 Accounting will assume the current year, in this case 2017.

You can also use the Pop-up Calendar feature to input dates into Sage 50 Accounting.

Accounting / Non-Accounting Terminaicgy

The data files provided with this courseware have been set up using accounti 1g tern nology. Note the
module titles used (Receivables, Payables). This can be changed as required.

Learn the Skill
In this exercise, you will change the terminology.

1 If necessary, click Receivables in the left pane to view the Receiva, les Home window using accounting
terms.

2 Click Setup, User Preferences on the menu bar
3 Click Use Non-accounting Terms in the Te®zinology « 2a, and click OK.
Observe that some of the titles on the<hft sic. \/.ave changed, such as Customers & Sales and Suppliers

& Purchases.

Dashboard CuZ smers & Sa.cs

Customers & Sales

Suppliers & Purchases

Inventory & Services

Employees & Payll

Customers «
Banking
A @
2 .ud & lobile @
Sales Orders = Sales Quotes =

Adu = e

L. tming —entre

2 ortcuts Ee @ @

4 Repeat steps 2 and 3 to return the Terminology to Use Accounting Terms.

General Module Linked Accounts

Sage 50 Accounting makes extensive use of linked accounts. This means that these accounts are
automatically used when it processes most types of transactions without having to continuously prompt you.
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This structure saves time when entering transactions, prevents accidental use of the wrong accounts, and
enables users with minimal accounting training to use Sage 50 Accounting without much difficulty.

When you initially set up your company data file, you will be asked to identify certain accounts that you
normally use to perform various functions. If you have made changes to your Chart of Accounts, you can
change the links to your modified accounts when necessary. This process should generally be left to a well
versed user of Sage 50 Accounting. Incorrectly linked accounts can have disastrous results.

imm Learn the Skill
S /n this exercise, you will view linked accounts.
1 Click Setup, Settings, on the Home window menu bar.
2 Click # next to the General (Accounts) then click Linked Accounts.

Settings
Edit  View

- Compary

G_ENEfEﬂ [Accounts] When you start a new fizcal year, the balances from your incom: menze counts are moved bo the Retained
Budget Eamings account.

MHumbering

Departments Fetained E arnings: 350 Betained mng, - Previous Year -

Mames ) -
Lirked £ Current E arnings: 360 Turment Ear ngs

=2 Papables
- Receivables
L Addiess

3 Make no changes and click Cancel to close¢ i, window.“We will be reviewing the linked accounts for all
the different modules in each lesson.

General Journal Tronsactions

You should always select thesanprop: ataf,ournal for a particular type of transaction. For example, use the
Sales Journal to enter a sale, e 2d © Tythe Payments Journal to enter a payment to a supplier.

The General Journal.is sli¢ itly ¢ “ferent—you should use it only for transactions that do not fit into any of
the other modulaf Notciih= \ you must enter all purchases and sales into the Purchases Journal or the Sales
Journal rather tihnd ie General Journal. Sage 50 Accounting does not normally track the GST/HST entered

1y

in the General Jourri 2\ 4f/hen you enter purchases and sales into the appropriate journals, Sage 50 Accounting
keepsccu ate records of the GST/HST you have charged and paid, and creates accurate Customer and

Supplier ¥ orac.

he typ| 5 of transactions that might be entered in the General Journal include:

¢ . bhadk service charges and/or interest e General Ledger adjustments

e depreciation transactions e transfers from one bank to another

+ accruals e owner's loans and changes to the capital structure of the
business.
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i== Learn the Skill

S /n this exercise you will learn how to enter a transaction in the General Journal.

1
2

In the Home window, select the Company tab from the left pane and click the General Journal icon.

In the Source field, type: Transfer (the source document you will use to make the General Journal entry)
and press TAB twice. (The Source field must be completed. It can be a document number, memo fsom
owner, something to identify why this entry was made. It cannot be left blank.)

In the Date field, type: 3/3/17 (or 830317 or 3-3-17) as the date for this General Journal entry and prec
TAB twice.

In the Comment field, type: Transfer to GIC as a descriptive comment for this tzfmsactio. hana press
TAB.

In the Account field, type: 1100 (the General Ledger account you want to in¢ ude in t e General Journal
entry — this should be the Guaranteed Investment Certificate account) and pre 5 TA".

Type: 10000 as the Debits and press TAB.

Sage 50 Accounting assumes that you are working with dollar. amints so when 10000 is entered, the
program recognizes it as $10,000.00. You must only type /£ decim ! pciat if there is a cent amount, e.g.
$10.50 should be entered as 10.5 or 10.50.

To enter a credit for this account, press TAB with< t an er. » to move to the Credit column.

If you do not know the General Ledger acco::nt numbe oress ENTER in the Account column, or click
the magnifying glass. Sage 50 Accounting d: ola: = list of all the General Ledger accounts for
selection.

Skip the Comment field and press 1. R.
You can insert a comment for € sh transaction on each line of the General Journal entry.
If necessary, skip the Allc ‘ArZmation) field.

This field enables you \to a dcate a revenue or expense account to a particular project or department
(Level 2).

Under 110u tyr = 1060 as the second Account (CIBC Chequing account) and press TAB.

Sage,50 Accouri g now defaults to a $10,000.00 credit in order to try to balance this entry.
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Your entry should be similar to the one shown:

&% General Journal |Tipe & question forhelp | Help Search [=] O b4

File Edit View Entry Report Help

Do &alvEEa & < 0]
Source |T[ansfe[ |ﬁ Diate fiid

Comment |Transfer to GIC |

Account Debits Credits Comment Alla
1100 Guaranteed Invest 10,000.00 -
1080 CIEC Chequing - 10.,000.00]
Tatal | 10,000.00 10,000.00

Sales Tanes & Post |

Harrony House Music ..

10 Before you post this entry, select Report from the menu £ ir in th\ wiriddow, and then Display General
Journal Entry to review this entry for accuracy.

Harmony House Music - Student Name
General Journal Entry 03/03/2017 (J70)

Account Number Iﬁ\ccountDescripﬁon | T7E:I'.Ju ' Credits

1100 Guaranteed Investment Certificat.. 10,8800 -
1060 CIBC Chequing Account - 10,000.00
Additional Date: Additional Figld:

~ 1 oo0.0D 10,000.00
11 Close the General Journal Entry seport.
12 Click Post.

13 If necessary, click to 1 rn oi. Do not show this message again in the Transaction Confirmation window
and click OK.

14 Do not cloS \tha'General Journal window.

Recurring Transactions

Cr :atir g and Storing Recurring Transactions

Wi 2 an entry is a standard entry that recurs on a regular basis, you can save time by creating a recurring
transaction. This function lets you instruct Sage 50 Accounting to make a copy of the transaction for future
use so that you will not have to rethink the bookkeeping entries or re-enter most of the information. Care
should be taken to make any comments or descriptions as generic as possible to ensure they apply from one
entry to the next without major re-write.
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i== Learn the Skill

- . . , , ,
S /n this exercise you will learn how to store a recurring transaction.

1 Enter the following General Journal transaction, but do not post.

£ General Journal [Tme o question forhefp | Help Search [« O ®
File Edit View Entry Report Help

Bol&sloBRaE =B
Source |L0an Pay't |;@ D ate

Camment |Semi-mc-nthly loat payment |

Account LD ebits Credits Cammet Alla
2120 Bank. Loan - Curret 280.00
BE30 |mberest & Bank Ch 35,65 -
10E0 CIBC Chequing@ - 318 B
Total | 31865 31865

Sales Tares & Post J

Harme  Hou Music

2 Inthe General Journal window, click |&| (Store as re_:rring transaction).

Store Recurring Transaction

Recurming Transaction: |Semi-month|y loat payrent

Frequency. | Manthiy e

L A " Cancel

You may enter you{ own tif.e tor the transaction, or you can accept the suggestion from Sage 50

Accounting as a,recuri ng e Sry.
3 Press TAB #* accept tril Jefault Recurring Transaction name.
4 Click the Frequ »ne’ drop-down arrow and select Semi-Monthly.
5 Clfk O to return to the General Journal window. Click Post.
stice how the |# | (Recall recurring transaction) button is now available.

Clo; » the General Journal window.

v ecalling Stored Recurring Transactions

You have created a recurring transaction for the Semi-monthly Loan Payment. Now you can reuse this
transaction without having to re-enter any of the information with Sage 50 Accounting inserting the next

due date for you.
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Learn the Skill

In this exercise, you will recall a recurring transaction.

Click the General Journal icon. In the General Journal ledger, click || (Recall recurring transaction).

Recall Recurring Transaction hd
Yiew Recuring Transactions by: Mexst Due Date v AT+

Date Last Mext
Transaction Frequency Posted Dwe Date

Semi-monthly loan payment Seri-Manthiy

Select Remove Cancel

The Recall Recurring Transaction window displays the recurring ¥ “mmstio. has well as such information
as the date last posted and the next due date.

Because there is only one recurring entry and it is highligh =d, click Select.

Sage 50 Accounting now loads the recurring transagon,  ad ei..ules you to modify any of the applicable
fields. Notice that the General Journal title bar izaic tes Usii 5 recurring transaction Semi-monthly Loan
Payment.

Accept the date of 03/17/2017 and press TA
Press ALT+P to Post this entry.

Close the General Journal window to 1w to the Home window.

Reversing Ger.eral Journal Entries

To delete a genera!fiaurnc \entiy that has already been posted, input and post a new entry to reverse it.
Transactions cag’iot be ae.% :d in Sage 50 Accounting.

The important thir_ytos“member in all Corrections or Reversals, including General Journal transactions, is to
use thed'a: 2 journal window in which the original entry was created.

iza Losrnithe Skill

=
= =

‘ou hav, renegotiated a loan with the bank. You would like to cancel the second semi-monthly loan payment
.ates and generated on March 17, 2017.

In the Home window, select the Company tab if necessary and click the General Journal icon.

2 Click '8l (Adjust a previously posted entry) on the toolbar.

36
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Search x
Search

Select a record or branzaction twpe to find: General Jaurnal w

Adjust an Entry
Start |o1/01/2017

Finigh: | 03/31/207

Source: | |

Jawrnal Ertryg | |

Amount; | |

3 In the Search window, ensure the Start and Finish dates are displayed as shown ab OK.
To find a specific entry you can also use the source number, journal entry, € e amount (if
known).

Yiew entries by: |Date v|

Source
Loan Paw't

Semi-monthly loan papment
Transfer to GIC
tonthiy Loan Papment

03/03/2M7
03/03/2M7
m/s2a/s2m7

elect Cancel
The Semi-monthly Loan Payment thohwas' nade on 03/17/17 (Journal Entry 72) is highlighted. In the
View entries by: field you hav eral choices to display the order of your entries. The image above was

set for Date.
4 Click Select.

5 Inthe Gener Ibar click the s (Reverse entry) button.

Sage 50 - Confi

Are you sure you want to reverse this transaction?

| e | I o

In the Confirmation window, click Yes.

7 Close the General Journal.
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The General Journal Report

9 =
= ==
S

Learn the Skill

In this exercise, you will learn how to generate a General Journal report, review the entries that have been

posted, and check that Sage 50 Accounting has made the necessary adjustments for the correction shown

previously.

1 In the Home window, from the menu bar, click Reports, Journal Entries, then General.

2 In the General Journal — Modify Report window, ensure the Date option button is selected, shange the
Start date to 03/01/17 and the Finish date to 83/31/17, and then click to turn on the Cor. »ctic s a".eck

box.

General Journal - Modify Report

Template:

<Default report options>

3 Click OK.

Report on Fiscal Year: | Cumert Year (2017) ~

Report By
(® Date
() Journal Mumber

Show
Corrections
[] Additional Information

Start: [03/01/2017 e |

Finish [oZ88T/201 % Y

If a hard copy of this report is desired @ick & \Pnt 1o print the displayed General Journal report.

4 Compare your display with the foliciving re, ort:

Harmony House Music - Stud »nt Namc
General Journal 03/01/2017 to v 31/2247

0303207 J70
03/03207 I74
03/ R0 72
D2EE2017 J73

Acco ot e | Account Description

ansfel| ransferto GIC

o Guaranteed Investment Certificat..

1088 CIBC Chequing Account

Loan Payt, Semi-monthly loan payment

2120 Bank Loan - Current Portion
5850 Interest & Bank Charges
1060 CIBC Chequing Account

Loan Payt, Semi-monthly loan payment

2120 Bank Loan - Current Portion
5690 Interest & Bank Charges
1060 CIBC Chequing Account

ADJLoan Pay't, Rev. of J72. Corr. is J73.

2120 Bank Loan - Current Portion
5690 Interest & Bank Charges
1060 CIBC Chequing Account

Debits Credits
10,000.00 -
- 10,000.00

280.00 -
33.85 -

- 318.85

280.00 -
33.65 -

- 318.85

- 280.00

- 33.65

318.85 -
10,955.85 10,955.95

Review journal entry 72 which was the second loan payment entry and reversed by journal entry 73.

5 Close any open windows to return to the Home window.

38
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AR Practice the Skill

QY The following exercise covers some of the topics discussed in Lesson 1. It is included as extra practice and may
be completed by the students in class or on their own. Omission of these exercises will not affect future lessons.

1 Use the method outlined previously to select and modify the following accounts:

Acct  Account Name New Account Name
2240  Deduction 1 Payable AD & D Payable

2250  Deduction 2 Payable Medical Payable

3010 Owner's Contribution Your Name, Capital
3015  Owner's Withdrawals Your Name, Withdrawals

2 Use one of the previous methods to delete the following Ledger accounts:
Acct  Account Name
1605  Other Assets
1610  Goodwill
1620  Accum. Amort. — Goodwill
1630  Goodwill Net
1690  Total Other Assets
4450  Training

3 Complete the following General Journal transactions ¢atec. March' , 2017:

Transfer the funds currently in the Insurance Expsfse acc uint (5685) to the Prepaid Expenses account
(1320). Open the Chart of Accounts in the Cornpai smodule to look up the balance of the account.
Use Correction for the Source field.

Complete a recurring entry to set up ang! post 14 ionwnly transfer of 1/12th of the total insurance amount
from the Prepaid Expenses account to thi)!ns\ sance Expense account (1,680.00/12 = 140.00). View the
recurring entry to ensure it is inclucd in t' 2 list of Recurring entries. Make up a logical name for the
recurring transaction name.

4 Add a CIBC Payroll Acct ..03(107¢, .0 the Chart of Accounts (Subgroup Account, Main Branch, account
number 369852, Ac(hunt vife: Cnequing). Transfer $5,000 into it from the CIBC Chequing Account,
effective March 4, 207"

5 Display youd Chart or 7 Jounts and check the validity of your accounts.

Backiing Up Sage 50 Accounting Data Files

Basins s ould be made every time you complete a work session in which you have made changes to the
»age 5C Accounting data.

Tiwt.portance of backups cannot be over-stated. Hard disk drives do fail and data files can become
corrupted. Imagine having to re-enter a year's worth of work because a backup was not made!

Using Sage 50 Backup enables you to continue to work with the original file rather than using Save As, which
saves the data as a new file.
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i== Learn the Skill

- . , .
S /n this exercise you will learn how to complete a backup.

1 Select File, Backup from the Home window menu bar, or click = Backup from the toolbar.

The Backup window will open.

With today’s technology, a backup is best put on a portable hard drive or USB memory key/drive, ai 4
stored away from the company’s location. In the example shown we are saving the backup to tric
student data files folder. Refer to your teacher if you are using another medium or locatior 0 back up

your files. [

2 Replace the File Name with: HHM Lesson 1 Backup and then navigate to the locatiori > &% lent data

files or check with the teacher to find the correct procedure or location fordficin Cfiles. Enter the
Comment as shown replacing “Student Name” with your name:

Sage 30 - Backup X

Last backup:
Session Date:  03/31/2017
Syztem Date: 0142042017 at 14:19
Backup Type:  Local

File Mame: |HHM Leszzan 1backup
Local Backup [] Cloud Backup
Werify Backup File

Local Backup

Lacation: |C:\1 EEG Student Filesh, I TWEE.

Switch Account

Comment: |Lesson1 Student Mame back.

| Ok, ‘ | Carcel Help

When backing 1= for 'nﬁr\ . time, the default File Name is “Backup”. ALWAYS change the file name

to the corres .onding =  in this case Harmony House. It is also a good habit to include the day,
month and y =" of the backup after the file name in case you have multiple backup files. (Do not
include dashes < *.iashes in the date). You can then select the correct file and restore the backup if
re  uire .

-

cokes

The b>ackup starts, and when it is complete, the following message appears:

[61 Backup complete.

oK
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4 Click OK to acknowledge that the backup is complete.

Backup files are compressed before they are copied, so they take less space on your disk. If you wish to
use your backup file, go to the Home window, click File, then Restore or choose Restore from backup
in the Sage 50 Accounting Open/Welcome window and follow the steps indicated in the Restore
windows.

Exiting Sage 50 Accounting

To exit from the Sage 50 Accounting program, make sure that you have returned to the Home v.adow.

i=m Learn the Skill
S /n this exercise, you will exit from Sage 50 Accounting.
1 From the Home window menu bar, click File and then click Exit.

2  If necessary, click No to backup and then click OK.

You can also press ALT+F4, or click ¥ in the Home window.

Lesson Summary

In this lesson, you learned about the basic functions and feat/'es ¢ 3Sage 5U Accounting. In particular, you learned

how to:

M define what Sage 50 Accounting is M visrk with the Session Date

M start and exit Sage 50 Accounting " input dates into Sage 50 Accounting

M identify the Sage 50 Accounting Homewindov M change to accounting terminology

M move around Sage 50 Accounting M review the General Module linked accounts
M use the Help system M input, adjust, or reverse General Journal

M understand the Chart of Accc ini. transactions

M create, modify, find, edit ¢hd de “te accounts M store and recall recurring transactions

M save changes to data Wias M produce a General Journal report

M find and amené hedompany information M backup data files

Revivv~Questions

Ho' \do'you open an existing set of data files?
2..p'M7ich menu do you access to change your company’s address, or name?

3. What are the account number ranges for the following categories of accounts?

Assets to
Liability to
Equity to
Revenue to
Expense to
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4. Alist of the different account types follows. What is the code letter used for each and what is the purpose
of each one?
Type Code Purpose
Group Heading
Group Total
Group Account
Subgroup Account
Subgroup Total
5. Which of the account types, listed in question 4 above, are non-postable accounts?
6. What are the two different ways of creating accounts in Sage 50 Accounting?
7.  What conditions must exist before you can delete an account in Sage 50 Accc inting
8. What does the Session Date do?
9. The General Journal is used to input bookkeeping transactions tha o not obviously fit into one of the
other modules.
a. True b. False
10. What is the purpose of a Recurring Transaction?.
11. Once you have posted a General Journal entsye the onlysay to adjust it is by reversing the original entry,
and then reposting it.
a. True b. False
12. What report is used to print the Gene. )L lod inal transactions posted between specific dates?
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