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Learning Objectives

After completing this module, you should be able to:

s

&
o | Review questions at the end of a lesson to check

Understand Accounting system settings
Understand how to access business settings
Manage subscriptions

Add services to an existing subscription
Access User Management

Access 3" party applications

Understand the default settings

Know how to access/modify financial settings
Understand how to access/modify tax settings

NOTE Throughout the duration of the course, you will encounter important
icons and visual conventions as part of your learning experience to guide
learners through the chapters. The cues are indicated here:

Important Information / Important  Item where caution and attention is required or
Note / Additional Information additional insight and information is provided.

Exercise Your opportunity to practice a concept.

End of Exercise Indicates the end of an exercise.

Check Your Knowledge your understanding and ability to implement
concepts.

Overview of the most important items covered in a

Summar .
y section or lesson.

End of Lesson The end of the lesson.

sage
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£¥7 Settings

There are approximately 50+ Settings within Accounting which affect the outcome of
how many tasks are performed. Before diving into the case study to learn Accounting,
it's prudent to understand the Settings within the application. Some are more important
than others, which we’ll set-up in the beginning. Others can be determined at a later
time as it is not necessary to address every-one in the beginning.

These ‘minor details’ are the instruction manual or driving force that determine how
certain features will or won’t behave. The multitude of settings that can be altered can
have a subtly different effect on accuracy, so it's important to understand the
ramifications of choices to avoid unintentional accounting errors and consequences.

By customizing the Settings, i.e. enabling/disabling certain features, users are able to
tailor Accounting to both customer and company needs/personal working styles, which
enable greater flexibility in how Divine Chocolates business is run.

The Settings will be explored throughout the coursework as | frequently point back to
them within the learning modules, demonstrated as a practical application and simple

theory. | will emphasize where a feature/function is affected by a particular Setting
within Accounting and will notated with the gear icon as shown here:

o 4
{3
This will ensure you're clear where certain Settings are affected by the respective area
were working in. This will be helpful should a particular Setting need to be changed for

customization purposes or due to error. As you become more familiar with Accounting,
you will begin to access Settings more frequently to enable more options.

Accessing Settings

Settings can be accessed two ways:

1. From the menu bar at the top of the screen by clicking on Settings:

sage



Summary  Sales v Expenses v Contacts *  Products & Services

Hi, Christina «

The 5 tab gathers ky

bt your businsss

Set up customers

1) Createor import cintomers @

Enter money customers owe to you &

(3] Review the Accounts Recelvable repart @

Connect bank accounts

(1) Setup and connect your anling kank accounts G

Set up vendors

1) Create or lmpart vendors &
7} Enter money you awe to vandors ©
3) Review the Accounts Payable report @

Set up chart of accounts
1) Review the standard chart of accounts &
) Enter opening account balances €

2] Review the Trial Balance report @

Ranking  Journals

Reparting

Pa
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Gertting Started

Optional extras
More customizetion settings
Enter information about your business. 8

Record key pieces of information shout your busingss

Want to customize your imvoices? &
Add your logo and payment terms

Do yeu sell preducts. o7 servic
Craate or import details for tuper fast cales

Do you have departments, cost codes, or projects? &
Setthem ]

o et business a

Do you bury or sell
Enable fores

farelgn currench

urfengy trarsactions

Do you work with colleagues? 8
Irnvite others to work with yous

rmtion

Review default settings and preferences B
Mazdmise your productivity

2. Navigate to the business name in the top right corner of the menu bar, Divine
Chocolates. Click on Manage Business Account within the drop-down menu:

Summary Sales ¥ Expenses ¥ Contacts *

Hi, Christina «

y tab g ¥ Yo Butingss.

Set up customers

1) Create or import customers &

[2) Enter money customens awe to you @

3] Review the Accounts Receivable report @

Connect bank accounts

(1) Setupand connect your anline bank accounts &

Set up vendors

Create or impart vendors &

) (=

Enter money you owe to vendors 8

Revlew the Accounts Payable report ©

Set up chart of accounts

1) Review the standard chart of accounts @

Z) Enter apening sccount balances 8

1) Rewview the Trial Ralance repart &

Products & Services

Banking

Journals

Reporting *

Settings

Getting Started Sales Fxpenses Cash Flow Statement

Optional extras

Move customization settings

Entor information about yoaur businass 8
Record key pleces of information about your business

Wiant ta customize your invaices? @
Addy

gty and [ayment tarme

Dayou sell products, or services? @

Craate or impart dezas for super fast gales

D you have degastments, cost codes, of projects? @

et theen up, for powerul businss analydic

Do you buy or sell in foreign currencies? &

Enabl foreign currency transactions

Do you work with colleagues? &

Invvite athers e weirk with you in

Review defaull settings and preferences @

il your procdus

Cash Flow Forecast



There are two types of settings within the Settings Overview:
1. Accounting system settings
2. My Profile - Company settings

1
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Settings Overview @

MY PROFILE

Your information
Update your name

Your subscriptions
Manage your subscriptions

Third Party Access

Business information
Update your business name and address

User management
Add or edit user access to your business

N

Accounting
Accounting settings

¥ My Profile-Company Settings

Accounting System Settings

My Profile — Company Settings

To manage company business Information, Divine Chocolates will come here.
Before getting started, Christina would like to review her Business Information for
accuracy. She can make changes to the business name, address, website, phone
number and profile. She can also review her email address.

Business information @

Business nams” Divine Chocolates
Website
Talephens 1-880-247-2262

Mobile

Acdrss Line 17

Aodress Line 2

ciey*

StteFrovince”

Ziplpostal code®

Country

100 Chocolate Way
Taronta

Ontario (ON}

MW 19

Your Subscriptions

As Christina’s business grows, she may find the need to add additional services or
change existing services with Accounting. She can easily do that directly from

Your Subscriptions setting:

sage
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*  Divine Chocolates (Owner) * Help @

Accounting -

Your subscriptions

Upgrade or purchase a service

Accounting Current subscription
“four ACcounsng rlal expies 12312055 To continue enjoying the benefts of Accounting for your Dusiness,
Upgrade o e pa plan for just $30.00 per monin. Bervice Cost
Accounting al Free until 125172025

Total monthly fees’ $0.00

User Management

This feature enables users to invite other users to work directly within their company
files based on role type. This is explored in detail in a separate module within the
curriculum: Module 8: User Setup/Management

Accounting & * Divine Chocolates (Owner) * Heip

User management

Flrst name. Last name: Inidals Email Rola System Manager Activated Owner Last logged in

Kim Staward KS lam slaward3 sage@yopmail com Full Access o + < Fri, 27 Ape 20180

Jarsh Redling JR oSty Riad Onily g

Ham Tast K1 Kamilest9iE yopmsl com Riead Only + 1

Jack Smith 45 Resinicted Access o Fab 201 301
No Access

Third Party Applications

Accounting connects with numerous third-party applications within the Sage
Marketplace. This feature is explored in detail in a separate module within the
curriculum: Module 25 - Payroll.

& * Divine Chocolates (Cwner) = Help

Client applications

Name Homepage

PaymemEvolution hitps fpaymentevolution. oom)

sage
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2. Accounting - System Settings

These settings are the robust backbone of how a lot features operate throughout the
software. As described above, they will be explored throughout Accounting as | refer
back to them but will provide an overview of a few features now.

Settings Overview @

MY PROFILE Your information Business information

Update your name Update your business name and address

Your subscriptions User management
Manage your subscriptions Add or edit user access to your business

Third Party Access

Accounting
Accounting settings \

They include:

e Invoice/Business Preferences: Manage company profile info, tailor
email messages, add logos to invoices, customize invoices, enable
cheque printing, customize due dates and GL accounts within record and
transaction settings and much more

e Financial Settings: Manage the Chart of Accounts, financial settings,
sales taxes, analyze data via analysis types, set up foreign currency

e Connect: Enable credit card transactions, enable Google drive
documentation access

e Customize: Manage User permissions while collaborating with other
users, customize how Accounting appears on screen

e Opening Balances: Create customer, vendor, bank and GL opening
balances.

sage



Settings

INVOACE & DUSINESS PREFERENCES Abeut vour Business
Loga & Ducument Temalate Record and Tramiactions Settings
Invobce Form Settings Cheque Printing Settings

FINANCIAL SETTINGS Analysis Types

CONNECT Omline Payments. Google Drive

CUSTOMIZE ACCOUNTING Usar M

Mavigation and Dats Grids

GPENING BALANCES Custamaer Banic

Record and Transaction Settings

Let's explore one of the most important settings, the Record and Transaction
Settings. The Record and Transactions settings house default selections that help
expedite the data entry process. They are used when creating transactions unless there
are custom settings for a customer, vendor, product, or service record.

Customers:
e Days before invoices overdue - This field indicates the number of days

customers have to pay their invoices. It's used to calculate the due date on
sales invoices.

sage
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Record and Transactions Settings o
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o * DivineChocolates (Owner) = Heip I

Settings °

Choose the preferences and defaults to use when creating records and transactions,
CUSTOMERS Days befors invalces averdue®* 30
Set
% Ageing [for reparting) From 0 &0 0 120
ou
like,
T Older
Sales Ledger Accoun te 000 - Sates - Prad -
Sales Discount Ledger Account™ 100 - Sades Discou

Carrlage Ledger Account™

Customer Statement Type

If you change this and have existing customers, the Credit Terms field on the
Payment Details tab will be automatically updated in each customer record. The
default is 30 days but can override for specific customers within the contact

record.

Dole (Customer) @ #

Ref: Acct. #483

OUTSTANDING (10)

7,818.40 %

CREDIT LIMIT

5,000.00% A

Activity Contacts and Addresses

Payment Details Options Note:

OWVERDUE (10)

9,31840%

CREDIT TERMS

45 Days

Payment Terms d
Credit Limit (%) 5,000.00 /

Credit Terms

Terms and Conditions

45 Days

Payment is due within 14 days of
receipt. Thank you for your
business!

sage
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A notification will appear on the sales invoice dashboard when invoices are overdue:

Sales Invoices o

Create, view and manage the invoices you send to your customers.

Oof 3 selected Q From | 0&/1%/2017 T oasaos | [E More « Search

& B e Involce Date  Customer Telephone User Currancy Total  Outstanding lssue Status

S1-295 02/10/2018 Dole 403-110-8494 5 CAD 149500 000 No Paid Jack Smith
51294 01/31/3018 Hudson and Sons 266-415-5686 7409 KS CAD 5550 55.50 Yes Unpaid Kim Steward
51-293 013172018 Crist, Altenwerth and Jacobs 6037864678 K5 CAD B86.23 8623 Yes Overdue )y  KimSteward

The Top 5 Sales Overdue Invoices will display within Graphs and reports:

Summary  Sales *  Experses ¥ Contacts *  ProductsGServices  Banking  Journals  Reporting *  Settings °
Hi, Kim «
The Summary tab gathers key about your business, GettingStarted  Sales  Expenses  CashFlowStatement  Cash Flow Farecast
From ozi7a0t6  [B o oviseole [l | calculste
50,000.00
H
25,000.00
H
I - -
0.003% o I — —————— ——— 5]
25,000.... - -
50,000... ——
May 16 it 16 Sep 16 Nov 16 Jan 17 Mar 17 May 17 Jul17 Sepi7 Hov 17 Jan1a
@ NetSales @ Sales OF Invoices @ Sales Invoices Customer OB Involces @ Sales OF Credits @ Sales Credit Notes @ Customer OB Credits
Qutstanding Sales Invoices Overdue Sales Invoices Quotes & Estimates
DuE WON
55508 0% 1L 06042016 Hudsan and Sons 1495208 1695008 1%
LR Z. 0e0w2016 Dol 2598448 Uit
0 42,178.63% 100% : i ~'123.20% o%
3 07032016 Robin's Dediveries 1875518 EXPIRED
# 114,81049% 8%
4, DOV Robin's Dediveries 3500008
LosT
5. 0771072016 Dale 1695008 63,056.00% S4%

Sd
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Ageing

When running an accounts receivable report, outstanding transactions for each of
Divine Chocolates customers are grouped by how old they are based on the aging
periods indicated here, shown in ‘days’.

Ageing (for reporting) From 30 60 90 120

To 59 89 119 | Older

Summary Sales ¥  Expenses ¥  Contacts ™  Products & Services Banking Journals Reporting v

Reports @

ESSENTIAL REPORTS - For you and your accountant, to understand the current state of your business.

Profit and Loss @

How much profit have | made?

Balance Sheet &

How much are my assets and liabilities worth?

Trial Balance &
What is the balance for each ledger account?

Accounts Receivable @

Who owes money to me?

Summary  Saes = Dpewes = Costacts + Modkh&Servioes  Bading  Joumals  Reporting = Settigs o

Accounts Receivable o

i et showes 2l ot Etancing o Lot L menes (TAREACTIONS heioen o by the aging pe n o

15 [ Soriby Mame

CriSL ATerm i anel Jacots (Cust 04 &210735

e (At BT THIRAD S anos anog 105 BIns 181405
Handy Habruts (495545443 43286 anas oo0s 208 Ll 4310898
Hidsen and Som (-0 395008 ATTATS 0003 3550% ams 0003 RAFLETS
Jerthe an Sorm [Cusl-0F #8005 608168 anas 00 a8 o8 000165
It senacn ) abans 2008 ams s 0% nms A0S
e, Lisehrman el Jarels [Cast O 1113805 aB0s 005 0508 LI 1312405
Riatin's Delveries [Act. #0095 258508 L 0 anog (113 25508
Saly's St 59992235 005 03 ams oS S9FHITE
e Mrtres S [Ace, K1 La0000 § s wnos oS 0008 o nvss

TOTAL MoELISE 1HLTIE M

Sd
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Sales Ledger Account

This is the general ledger account sales transactions for Divine Chocolates are posted
to.

CUSTOMERS Days before invoices overdue*™ 30
Set defaults for your sales to customers. Ageing (for reporting) From 20 0 20 120
You can override these for individual sales later if you like eing | " = =
To 39 &9 119 Older
Sales Ledger Account™ 4000 - Sales -
Sales Discount Ledger Account™ 4100 - Sales Discounts -
Carriage Ledger Account™ 4900 - Other Income -
Customer Statement Type All activity -

The Sales Default Ledger account populates each time a new customer is created, or
a line item is created on an invoice or credit note. This eliminates the need to choose an
account from a drop-down list when creating an invoice every time. It can be changed
or customized within the customer record or invoice.

Activity Contacts and Addresses Payment Details Options Notes

Account Details a Statement Runs E23 4

Company / Name Lisa Smith Send Statements ~ Yes

Reference Wedding Statement Run Sent by email

Price Default Sales Price Contact to send to Jane Jones

Language English (Canadian) Address Parents of the Bride - Invoice

Account Default 4000 - Sales - Products Rifies
Business Number Add a Business Number

sage



Accounting

Summary Sales ¥ Expenses *  Contacts ¥  Products & Services Banking Journals Reporting »  Settings

New Sales Invoice @

Create a new Involce to send to your customer, To search for or 1o create a new customer, start typing in the Name bax.

Customer” Invoice Date” Due Date* Reference
Ir 1 wstom . ozwz01s [ oaezoe B
Prodiict / Service Qty/Hrs™  Price/Rate”
- 4000 - Sales - Products . 100 || 000
Notes Terms and Conditions Shipping
Diefault Notes appear here Default Terms and Conditions appear Here
Discount
Amount Ex Tax
Total
| | Saveas: Draftinvoics -

Draft and Pra Farma Invoices da not update your Accaunts

Sales Discount Ledger Account

CUSTOMERS

Days before invoices overdue™

Set defaults for your sales ta customers. Ageing (for reporting) From
You can override these for individual sales later if you like. geing o e

To

Sales Ledger Account™

Discount”

0.00 || HST13.00%

HST 13.0086

0 60
39 89
4000 - 5ales
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& - DivineChocol

119

Q.00

=

000

30

120

Older

Sales Discount Ledger Account™

4100 - Sales Discounts

Carriage Ledger Account™

Customer Statement Type

4900 - Other Income

All activity

The general ledger account discounts are posted to. Discounts can be given in the form
of a percentage or a flat rate but not both, from within the sales invoice screen.

Sd



Summary  Sales v Expentes v Contacts »  Producti&Services  Bamking  Jowrnals  Reporting »  Settings °

MNew Sales Invoice «

Create anew irvolce to send 1o your customes, To search for or 1o create a new customer, start typing in the Name bos

Customer® Irvoice Date® Due Date® Reference

| - ' 03152018 =) 4B HE (=)

Product / Service Ledger Account® OtyHrs*  Price/Rate®  Discount® TaxRate®

- 4000 - Sales - Prioducts - 100 000 m HST 12.000 - 000
Hetln byl i snipping HST 13.00% - o
Default Notes appear here Detault Terms and Conditions appear Here
Discount ooo
Amount Ex Tax aoa
Total 000

Pra For wolces da ot update you

You can see how Sales Discounts appear within the Profit and Loss Report:

& - Divine Chocolstes

Summary  Sales v Expensas v Contacts v Products&Senvices  Banking  Journals  Reporting *  Settings °

Profit and Loss Report o

Thils report shews vour business incoene i ot your

W are warking an improvement - try the [IRE] versicn.

Period  ThisMonth = Frem®

| catculste m

4000 - Sales - Products 271700
4001 - Sales - Services 1,400.00
I 4100 - Sales Discounts 3750 I
Total Sales $4,075.50

Total Direct Expenses 0,00

GROSS PROFIT/LOSS $4,079.50

Total Expenses £0.00
NET PROFIT / LOSS £4.077.50

Create your own repart like this - preview Sage intelligence 2
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Discounts can also be added at the time of payment from within the Sales Invoice
screen:

Record Payment X
Amount received
Remaining balance $0.00 357.38
Discount 0.00
Payment dk 03/19/2018
Paid into Please select v
Method Enter a method -

Reference (optional)

Record $557.38

Carriage Ledger Account

Choose the ledger code you want to use for recording carriage (or freight in/out) costs
on sales invoices or credit notes.

sage



Customer Statement Type
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When Divine Chocolates sends out statements to its customers, they have the option to

have the invoice appear two different ways:

Outstanding Item Style. Shows outstanding transactions and the amount the
customer owes you as of the statement date.

Statement

Date: 02/28/2018

Reference: Cust-03

Lowe, Lockman and Jerde
319 Greenholt River

Apt. 759

Parisianmouth, AB N6L2Y4

Atin: Manuel King

sage

Air Canada

7373 Cote-Vertu Blvd

West Saint-Laurent, QC H4S 123

Canada

Telephone: 1-888-247-2262

Date Activity Reference Due Date Amount Paid Balance
06/03/2016  Sales Credit Note 38-39999 -1,300.00 0.00 -1,300.00
06/06/2016 Sales Invoice SI-5 09/05/2016 541 days 2,300.00 0.00 2,300.00
ales Invoice SI- overdue ,300. . ,300.
" . 476 days
08M10/2016 Sales Invoice Supplies 11/09/2016 overdue 628.80 0.00 628.80
09/22/2016  Sales Credit Note SCR-18 -315.00 0.00 -315.00
How long have | owed this money? Owed $1,313.80
Up to 30 days 0.00 Overdue $1,313.80
31-60 days 0.00
61-90 days 0.00
More than 90 days 1,313.80
As of 02/28/2018

sage
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Activity Style. Shows all transactions and the total amount invoiced to the
customer during the specified date range. It also shows the amount the customer

sage

has paid and the amount they owe to date

Statement

Period: 02/01/2016 to 03/02/2018

Reference: Cust-03

Lowe, Lockman and Jerde
319 Greenholt River

Apt. 759

Parisianmouth, AB N6L2Y4

Attn: Manuel King

Air Canada

7373 Céte-Vertu Blvd

West Saint-Laurent, QC H4S 1Z3
Canada

Telephone: 1-888-247-2262

Date Activity Reference Due Date Pay
02/01/2016  Balance brought forward 0.00
06/03/2016  Sales Credit Note 38-39999 -1.300.00 -1,300.00
543 days
06/06/201€ Sales Invoice SI-§ 09/05/2016 overdue 2,300.00 1,000.00
06/09/2016  Sales Invoice SI-4 10/15/2016 2,687.50 3,687.50
06/09/2016 Receipt 2,687.50 1,000.00
478 days
08/10/201€ Sales Invoice Supplies 11/09/2016 overdue 628.80 1,628.80
08/22/2016  Sales Credit Note SCR-18 -315.00 1,313.80
How long have | owed this money? Total Invoiced $4.001.30
Up to 30 days 0.00 Total Paid $2,687.50
31-60d 0.00
avs Owed $1,313.80
orencars .t Overd $1,313.80
More than 90 days 1,313.80 RN U

As of 03/02/2018

sage



Vendors

VENDORS

Set defaults for your purchases from vendors.
You can override these for individual purchases later if you
like.

Page | 18

Days before invoices overdue®

30

Ageing (for reporting) From

To

Expense Ledger Account*

Expense Discount Ledger Account®

Vendor Statement Type

5000 - Cost of Goods Sold

5100 - Purchase Discounts

Outstanding items only

g0

120

Older

Days before invoices overdue

Similar to the information entered above for customers, Vendor defaults determine how
purchases are due, reported etc. Enter the number of days credit you have before you
need to pay your supplier bills. The default is 30 days but can be changed. This is used
to calculate the due date on your supplier bills. If you change this, and you have existing
suppliers, the default credit days on the Payment Details tab of the supplier record will

be automatically updated.

Ageing

Divine Chocolates will work with several vendors. When running an Accounts Payable

report, outstanding transactions for each Vendor are grouped by how old they are

based on the aging periods indicated here, shown in ‘days’.
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ol & & - AlrCanads [Owner] -

Summary Sales ¥ Expenses ¥ Contacts *  Products & Services Banking Journaly Reporting ~ Settings °

Accounts Payable Breakdown o

This report shows anding or unallccated vendor trans actions, ¥ the aging periods specified in Record and Transactions Settings

More | Calculate

Vendor Bili 7857 97TEe  QTOS2016 9 e
1202295 000% 0003 0003 000s 1202295
Cale ), Tel: (616) 319-6063 x7814 / 714-918-5443, Credit limie: 747.00 §, Terme: &8 s - OVERDUE
231 ounaIT in
3659 7000 000 20,00
8429457 BH300 E6300
59531% 0005 aoos Q005 0005 595318
i and Boye (Verd-04), Tel: 405-228-5754 x5 778/ 601-541-9776, Craditlimlt: 281,00 §, Terme: 55 days - OVERDUE

16170 16170 16170
1000 1000 1000
103478 -103478 -1L03478
F5200 F5200 95200

5634 04m4/ a 5634 5634
TEST 5053036 101072016 50.530.36 50.530.36

Expense Ledger Account:

The Vendor Expense Ledger Account defaults to ‘5000-Cost of Goods Sold’ when
creating invoices or credit notes for the vendor. This eliminates the need to choose an
account from a drop-down list when creating a vendor bill, though you can change the
default selections “on the fly,” as needed. To override the expense account at the
vendor level, navigate to Contacts and select Vendors.

sage



Semmary  Sales *  Expenses v Contacts v Products&Services  Banking  Journsh  Reporting v Seltings °

Vendors o

Create, viw 8 Mmanags your vendor records, To view a vendor's account detalls and transactions, cick their record.

ol 1 selected (= ] [ searsn | New Venda

¢ B Company/Name Reference Ermail Telephone Balance Owed

Toronto Chocolate Makers

chocolazemakers@chocolate.com

[416) 460-1234

Navigate to the Options tab and edit the Expense Ledger Account from the default if
necessary:

lates (Owner,

Summary ~ Sales v  Expenses v  Contacts v  Products&Services  Banking  Jounals  Reporting v Settings °

Toronto Chocolate Makers (Vendor) @ #

Ref: 98035

ouTSTANDING (0] ovERDUE i) EXPENSES TO DATE (3] EXPENSES THIS YEAR (3] i
o Harry Lewis
$0.00 $0.00 $525.45 $525.45
o (416)460-1234
& chocolatemakers@chocolate.com
CREDITLIMIT CREDITTERMS LAST S FVERAGE EXPERSE Q900 0upont Street, Toranto, ON, MG 174
None 30 Days 16 Mar 2018 $175.15

Activity | Contactsand Addresses  PaymentDetalls | Options | Motes

Account Details £
Company/Name Teronio Chocolate Makers
Reference 98035

Language _ English (Canadian}

IEmemeLeﬂgmm:wm 5000- Costof Goods Sold I\

BusinessNumber  CA123456789012345
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Expense Discount Ledger Account

The general ledger account to which you want to post discounts on your purchases. The
default is ‘5100 - Purchase Discounts’. Discounts from vendors can be applied when
recording a payment, within the Vendor Bills screen:

Record Payment X
Amount paid
Remaining%alance 0.005% 28.74
Discount 0.00
Payment date 03/20/2018
Paid from Please select v
Method Enter a method v

Reference (optional)

Print remittance advice

Record 28.74 %

You can see how Expense (Purchase) Discounts appear within the Profit and Loss
Report:

sage
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Accoun| ting O - &~ ArCanada{Owrer) = Help W

Summary  Sales *  Expenses T  Contacts Products&Services  Bonking  Journals  Reporting ¥ Settings

Profit and Loss Report o

This report shows your biminess income and expense, ghving the profit for your chosen date range.

i
i o

Wi are working an improvements - try the [0 version
Period Custom -  From* ovovz201s B v 1zovrons B More = | Calculate
4000 - Sales 727250
4100 - Sabes Discounts 20,00
4200 - Professional Fees -49,725.59
900 Other Income 10,239.50

Tetal Direct Expenses 0008

GROSS PROFIT / LOSS 3223319%

2,854.32

-5.00

4584450

880

Tatal Expenses AB 70242 §

Vendor Statement Type:

As with Customer Statements, you can print a Vendor Statement two different ways:
e All Activity. Shows all transactions and the total amount invoiced during the
specified date range. It also shows the amount paid and the amount owed to
date

¢ Outstanding Items Only: Shows outstanding transactions and the amount owed
as of the statement date.

sage
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All Activity Example:

Period: 04/01/2015 to 04/30/2018 sa E
Reference: Vend-04
Divine Chocolates
100 Chocolate Way
Daniel, Corwin and Boyle Toronto, ON MSW1.9
138 Creola Loaf Canada
Suite 582
East Miguelstad, Maryland 24394-8868 Telephone: 1-888-247-2262
Attn: Ms. Kenyon Waters
Date Activity Reference Due Date Invoices Payments Balance
04/01/2015 Balance brought forward 0.00
06/03/2016  Vendor Bills 33-28399 07/28/2016 933.30 933.30
06/03/2016 Vendor Credit Nate 46-3444 -85.00 838.30
06/03/2016 Vendor Credit Nate payment to acct from -490.00 34830
06/09/2016 Payment 1,000.00 -651.70
567 da
08/16/2016 Vendor Bills TEST 10/10/2016 werduy: 50,530.36 49 878.66
08/16/2016 Vendor Bills 10/10/2016 1,034.78 50,913.44
08/31/2016 Payment 10.00 50,903.44
09/07/2016 Payment 1,034.78 49 868.66
09/07/2016 Payment 1,034.78 4883388
420da
0110/2017 Vendor Bills 03/06/2017 overduy: 952.00 49,785.88
24 da
02/10/2018 Vendeor Bills 04/06/2018 overdue 56.34 49,842.22
Total Invoiced $52,921.78
Total Paid $3,079.56
Owed $49.842.22
Overdue $51,048.70




Outstanding Items Style:

Statement

Date: 02/28/2018

Reference:

Page |24

Atlanta Boxer Resuce
5322 Vinings Lake View

Atlanta GA 30126
Peachtree Leasing United States
4026 Peachtree Street
Atlanta GA 30309
Date Activity Reference Due Date Amount Paid Balance
709 days
02/20/2016 Vendor Bills 1003 03/21/12016 0 die 1,700.00 0.00 1,700.00
578 days
06/30/2016 Vendor Bills 07/30/2016 0 die 421.52 169.00 252.52
How long have | owed this money? Owed $1,952.52
Up to 30 days 0.00 Overdue $1,952.52
31-60 days 0.00
61-90 days 0.00
More than 90 days 1,952.52

As of 02/28/2018
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Statement

Date: 04/30/2018

Reference: Vend-04

Divine Chocolates
100 Chocolate Way
Toronto, ON M9W1J9

Daniel, Corwin and Boyle

138 Creola Loaf Canada
Suite 582

East Miguelstad, Maryland 24394-8868 Telephone: 1-888-247-2262

Attn: Ms. Kenyon Waters

Date Activity Reference Due Date Amount Paid Balance
06/03/2016  Vendor Credit Note payment to acct from -490.00 0.00 -490.00
06/09/2016 Payment -1,000.00 -838.30 -161.70
567 days
08/16/2016 Vendor Bills TEST 10/10/2016 overdue 50,530.36 0.00 50,530.36
08/31/2016 Payment -10.00 0.00 -10.00
09/07/2016 Payment -1,034.78 0.00 -1,034.78
01M0/2017  Vendor Bills o03erzo7 420 days 952.00 0.00 952.00
overdue - : :
24 days
02M0/2018  Vendor Bills 04062018 23 days 56.34 0.00 5634
How long have | owed this money? Owed $49,842 22
Up to 30 days 0.00 Overdue $51,048.70
31-60 days 0.00
61-90 days 56.34
More than 90 days 50,992.36

As of 04/30/2018
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The additional settings, PAYMENTS & RECEIPTS, PRODUCTS & SERVICES and
accounting settings will be discussed in other modules. We’ll now looks at Financial

Settings:

FINANCIAL SETTINGS

rtand year end date.

Analysis Types

Financial Settings

One of the first settings that should be set up for Divine Chocolates are the Financial

Settings. This includes:

e Year End Date: This is the date the company’s financial year ends. The choice
of date for the accounting year-end is entirely up to a business owner, but there

are many factors to consider.

e Year End Lockdown: The date entered here prevents transactions from being
entered for a previous year once your accounts are complete.
e Accounts Start Date: This is the first day you start using Accounting.

Enter Today’s date

you will be prevented from performing certain functions within Accounting, until

Students: Please add todays date now in the Accounts Start Date. Otherwise

this is added.
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& ~ DivineChocolates (Owner) ~ Help I

Financial Settings o

Record your financial details such as your financial year end and the start date for transactions,

ACCOUNTING DATES Year End Date

Choose when your financial year

Year End Lackdown

Accounts Start Date

- [

Since Divine Chocolates is operating their fiscal year based on the current calendar
year, the Year End Date would be December 2018. The first month of their fiscal year
would be January. Accounting will now report based on the fiscal year.

27

The Year End Lockdown feature is used to make sure accounting records are secure

and no entries are made in previous periods. Think of this as ‘Closing the Books'.
Christina is just getting started so she won’t need to worry about this feature for now.

Customize Accounting

CUSTOMIZE ACCOUNTING User Management Navigation and Data Grids

Manage users and permissions Make changes to suit your style of working.

Date and Time

Accounting allows you to edit the time zone you're operating within:
¢ Navigate to Customize Accounting and select Navigation and Data Grids
e Select the Timezone and click Save.
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& ~ Divine Chocolates (Owner] =  Help I

: o
Summary  Sales *  Expenses T  Contacts *  Products&Services  Banking  Journals  Reporting *  Seltings °

Navigation and Data Grids

NAVIGATION
® Standard - Best for business usirs fe.g. Contacts and Reporting in separate ssctions|

Advanced - Best for accountants (e g Contacts and Reports logether under Sales and Expenses)

TABLES OF DATA

Showme 10 = Items in each table unless | override It

TIMEZONE

m e

Sales Tax Settings

Once Divine Chocolates has successfully registered with the local tax authority and
received a BIN number, Christina can begin collecting GST/HST/PST/QST sales taxes,
according to the needs of the company and the area in which she’s doing business.
Accounting automatically applies and tracks sales tax for the province or territory
where you deliver goods or provide services.

There are four convenient features that can be performed as it relates to Sales Taxes
within Accounting:

Track sales tax on sales and expenses

Prepare your tax return for filing with your tax agency

File/Submit your tax return with certain tax agency’s

Provide detailed reporting on sales tax history, including previous tax payments
and date of filing

Accounting easily sets up and calculates the correct taxes for the business upon the
initial creation of company set up. Accounting tracks sales taxes on sales and
expense transactions, reports on sales tax owed and calculates sales tax payable for
small businesses. The right sales tax is automatically applied, depending on the
province where goods are delivered/services provided. All you need to do is enter your
tax registration numbers for the provinces where you'd like to do business before
initiating sales and expense transactions.
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All HST, GST, QST and PST taxes are tracked by keeping a running balance of sales
tax owed for the Canada Revenue Agency, Minister of Finance and the Receiver
General. This enables you to submit your return with your tax agency directly from
within Accounting. The information recorded enables you to see sales tax history,
including previous sales tax periods, payments made and the date filed. We will
discuss how to prepare your sales tax return for filing in the next lesson.

Divine Chocolates has registered the new business and received notice from the
Canada Revenue Agency they are to file HST on a quarterly basis. Because Divine
Chocolates has just started there is no current tax balance owed for this period. After
reviewing the sales tax setup, Christina can begin using Accounting to track the
company’s tax on sales and expense transactions. Divine Chocolates is based in the
Ontario Province, so Accounting will calculate taxes in that Province. The Canada
Revenue Agency will be the local reporting authority Divine Chocolates will make
payments to.

Add/Modify Sales Tax Settings

From Settings, to modify or add additional tax information navigate to Sales Taxes.
Based on the location of the business, Accounting will display the tax information
required for the province.

Accounting & * Divine Chocolates {Owner) = Help I

Summary  Sales ¥  Expenses ¥ Contacts *  Products&Services  Banking  Journals  Reporting ¥ Settings °

Sales Tax Settings @

hie right £ale utoenatically spolied. depending on the pravincs whens you dellver goads or provide services. All you need 1o do is entar your tax reghstration numbsrs for the provinees whers you'd llke 1o do business below

Tax Type | Province | 1 will not collect tax here Registration Number | Tax Return Frequency

PST- 1234547 Montt
o 0TQ 12 »
5 k. PST- Monthiy

e If your business will not collect tax for a particular tax type (HST/GST/PST/QST)
indicate as such by putting a a check mark in the Tax Type box. Divine
Chocolates will collect tax so we won't put a check mark in the Tax Type box.
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e Registration Number: Add the Registration Number provided by your tax
agency while registering your business. Students: Enter a fictious number here.

e Tax Return Frequency: Indicate how often you will remit taxes within the drop
down menu, Monthly, Quarterly or Annually. You will be assigned a quarter or
month to begin filing sales taxes from the Canada Revenue Agency or local tax
agency.

e Be sure to click Save.

Chart of Accounts

A critical part of any accounting setup is to ensure the necessary accounts are in the
new Accounting company. Every transaction created in Accounting must be tracked
to an account, so it is important to have the right general ledger setup. The Chart of
Accounts is a list of all of the accounts used by your business. These accounts are
known as ledger accounts. You can use it to analyze your income, expenditure, assets,
liabilities, and capital when running reports. This helps you to see how your business is
performing at any moment in time. Each account has a unique number, and the
category chosen when creating a new account determines where it appears on your
reports.

Accounting is a double entry accounting system wherein every transaction will include
a debit and credit. While you do not see the debits and credits on most transactions,
they are included in the background of every transaction.

To access the Chart of Accounts, navigate to Chart of Accounts within Financial
Settings:

FINANCIAL SETTINGS

Chart of Accounts Analysis Types

Financial Settings Currencies

Sales Taxes
Edit
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New Ledger Account

Navigate to New Ledger Account to create a new account:

Accounting & - Divine Chocalates (Owner) =
Summary  Sales *  Expenses ¥  Contacts *  Products&Services  Banking  Journals Reportng *  Settings

Create, view and manage your ledger accounts. Select existing sccounts to view or change the areas they are visible In, o create new sccounts for improved analysls.

Included in Chart | Al - Category | Al - | search | New Ledger Account
. 3

[
L4 2180 El Payable Liabilities. Liabitity o El Payable

L4 2185 CPPPayable Liabilities Liability L CPP Payable

o 2190 Federal Income Tax Payable® Liabilities Liability Federal Income Tax Payable

el 2300 GST/HST Collected and Collectible” Liabilities Liability GST/HST Collected and Collectibée
v 2301 GST/HST Input Tax Credits® Liabilities Liabifity GST/HST Input Tax Credits

v 2350 GSTHST Payable™ Liabilities Liabisity GST/HST Payable

L4 2400 BC PST Collectible on Sales® Liability BC PST Collectible on Sales

« 2450 SK PST Collectible on Sales® Liabilities Liabifity SK PST Collectible on Sales

L4 24560 MB PST Collectible on Sales* Liabilities Liabifity ME PST Collectible on Sales

e 2600 QST Collected and Collectible® Liabilities Liability Q5T Collected and Collectible

Show 10 ¥ records 4 P 2 d7 B

Ledger Account Visibility

If a check mark appears in the Visible column, you can use the account when entering
transactions such as invoices or credit notes. If no check mark appears, the account
can be used only for posting journals and reporting purposes.

MNew Ledger Account x

Inehisiedtin Chat
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Accounting comes with a standard Chart of Accounts. Control Accounts are
indicated with an asterisk * beside them and cannot be hidden from within Journals and
Reports. They include:

Accounts Receivable, Accounts Payable
Federal Income Tax Payable
GST/HST Collected and Collectible
GST/HST Input Tax Credits
GST/HST Payable

Opening Balances

Bank Fees and Interest

PST Commission

Retained Earnings

Drawings, Additional Paid In Equity
QST Payable

QST Input Tax Refund

countln = Divine Chocolates ver) = .
A ing Divine Chocols {Owner) Hely

s 2180 El Payahle Liabdlity o

L4 2185 CPP Payable Liability v CPP Payahle

v 2190 Federal Income Tax Payable” Liability Federal Income Tax Payable

v 2300 GST/HST Collected and Collectible® Liability T Collected and Collectible
v 230 GST/HST Input Tax Credits® Liability T Input Tax Credits

L 2350 GST/HST Payabh Liability GST/HST Payable

o 2400 BC PST Colk n Sates® Liability

+ 2450 SKPST Colbectit les” Liabdlity SK PST Coflectible on Sales

i 2460 MB P5T Collectibde on Sales® Liability MBE PST Collectible on Sales

« 2600 Q5T Collected and Collectible” Liability Q5T Collected and Collectible

Adding Expense Accounts

To track money being paid for professional services to assist while running her
business, Christina needs to add an expense account. Let’s add an expense
account to record and track spending for her lawyer and accountant.

1. From the Chart of Accounts page click New Ledger Account.

2. Type: Attorney/Accountant in the Ledger name.

3. To change how the ledger name appears on reports, input a different name in
the Display Name field.
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Edit Ledger Account *

Visibility
Bank
Sales - inveice / Credit Product / Services / Customer detaults

W Expenses - Bill / Credi, Product / Vendor detaits

4. Category field select Expenses.

5. The Category Group automatically defaults based on the Category chosen.
Expenditure was automatically chosen.

6. Visibility: Since Cristina will be sending payments to her Attorney and
Accountant, this GL code will need to visible in the Expenses screen when
paying bills, and within Banking when making payments not associated with an
invoice or paying multiple invoices at once.

7. Click Save.

It appears as a new GL code within the Chart of Accounts:

F—— - Divin et} = tielp
Summary Sales Fuperies - Contacts * Products & Serviers. Bankiog Journaly Reporting ¥ St o °

Chart of Accounts o

Create, yverw ard manigt vuur ledier sizaunts. Select cusbng stesunts ko vew e changs the areas they s visible m, or ereste new scesunts fer impreved snatriis

tewduded in Chart | A1l = Cuegory | & - Search J Maow Lddgar Account
" - ibin? o
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Analysis Types: Analysis Types allow tracking of sales and expenses to different
locations and/or departments and/or business units. This will be discussed in more
detail in another module.

FINANCIAL SETTINGS Chart of Accounts Analysis Types
Create, view and manage your ledzer accounts Set-up and overses analysis types to manage your accounts in more detail
Financial Settings Currencies
Manage your financial start and year end date Handle foreign currency transactions and manage your exchange rates.
Sales Taxes

Edit your tax settings

Manage Business Information

Before getting started, Christina would like to review her Business Information for
accuracy. She can make changes to the business name, address, website, phone
number and profile. She can also review her email address.

To access Business Information navigate to the company name menu, Divine
Chocolates and click Manage Business Account within the drop-down menu.

Summary  Ssles v  Expenses v  Contacts *  Products&Services  Banking  Journals Reporting v Settings °
Hi, Christina «
The Summary tab gathers key Information about your business. Getting Started Sales Expenses Cash Flow Statement Cash Flow Forecast

Set up customers

Record key pi

Want to customize your Invoices? @
Connect bank accounts W

1) Setup and connect your online bank accounts @
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The Settings Overview screen will display:

Divine Chocolates (Owner) #% & cd

Settings Overview

MY PROFILE Your information Business information
Update your name Updale your business name and address

User management
Add or edit u c

Sage One Accounting

Business Information

The Business Name and Contact info fields will be populated with the information
entered when the company file was setup. The company address as it appears here is
how it will display on company invoices and sales receipts. It is important that the
information contained here is always accurate. Review both fields to ensure that they
are accurate. If the company contact information changes, this is the screen you will
use to update the information.

Divine Chocolates (Owner) f B & [

Business name™ Divine Chocolates Address Line 17 100 Chocolate Way

Website Address Line 2

Telephone 7389729929 City™ Toronte

Mabile State/Province'” Ontaric (ON]

Zipipostal code™ M4B 183

ountry

Christina recently subscribed to a high-speed internet service where a new email
address was provided for company use. This email will be used for correspondence
to/from vendors and sending invoices. It will also be printed on all invoices. To ensure
she gets paid quickly, and keeps cash flowing, a link will be provided on all invoices to
allow customers to pay their bills directly from the email received. She’ll need to update
her new company email address in the Accounting settings.
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Change Company Email Address

For security reasons, Christina won't be able to change her Sage Business Cloud
Accounting email address from within the settings. Instead, she’ll need to send an
email from her current registered email address to SageOneTeam@sage.com and
provide the new email address for the Sage team to update for her.

Customize Email Address

When emails are sent from Divine Chocolates in Accounting to clients, and
customers respond, their reply will automatically go to the company email address
used when the account was set up. However, because it's important to stay
organized Christina would like to have a separate email address for customers to
respond to. She also wants to create default email messages based on the type of
correspondence she sends, invoice, credit, quote, estimate, remittance advice etc.

Navigate to Settings and click on Email Messages:

12 ONe  Acountant Edition ~ &~ InstucorsBusiness = Hep W

Surmemary Sales v Experses *  Contscts = Products & Services Banking Journals Reporting *  Settings °

Settings o

INVIOICE & BUSINESS PREFEREMCES About your Business Email Messages

Lege & Document Template Record and Transactlons Settings

Involce Form Settings Cheque Printing Settings

In the Email Reply Address, click on Change. Change the email address to
DivineChocolatesCustomers@Rogers.com. Click Continue.

ProfenBSevins  ualing  Jounsh  Reporthg T Setiieg °

Email Defaults /
Emall Ry Adcress

sage
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Verify the change from the existing business email account within your email inbox.

NOTE: For purposes of this course, ensure students use an email address they
have access to.

Change Email Reply Address X

= \When emails are sent directly through Sage One, and a recipient replies, this is the email address their replies will go to.

» This setting will apply to all emails sent on behalf of Divine Chocol. from Sage One.
Email Reply Address*

DivineChocol atesCustomers@Rogersmm| l

Your current reply address, Christina.Lopez88208@sageone.com, will be used until this one is verified.

What happens next?
We'll sand an emall to the new reply address with a verification code. so you'll need access to this maflbox.

Christina would like to tailor her default invoice messages to reflect the grand
opening of her new store, the specialized hours and grand opening events.

Click on the Invoices tab on the left. Type:

Invoices |

Invoices
Credit Notes
English (Canadian) French (Canadian)

Quotes —_—

Default Email Message
Estimates

Thank you for your business at our Grand Opening Event!
Statements You can easily pay the attached invoice by clicking on the link below.
Remittance Advice All candy orders placed by 4/1 will receive a 10% discount.

We will have extended business hours from 8:00 a.m. - & p.m. Monday - Friday. If you have any questions, please don't hesitate to contact us.
Tables of Data

Kind regards,
Christina

Divine Chocolates
7389729929

“Thank you for your business at our Grand Opening Event! You can easily pay
the attached invoice by clicking on the link below. All candy orders placed by 4/1
will receive a 10% discount. We will have extended business hours from 8:00
a.m. — 8 p.m. Monday — Friday. If you have any questions, please don't hesitate
to contact us.”

Kind regards,
Divine Chocolates
7389729929
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Divine Chocolates would also like to craft customized messages for customers who
receive a quote or an estimate for baby showers, wedding favors or corporate gifts.
Christina would like to ensure customers know how long they are good for.

Navigate to the Quotes and Estimates tab. Type:

“Thank you for your recent inquiry with Divine Chocolates during our Grand
Opening event! We're delighted you joined us.

All special event orders placed within 14 days of this estimate entitles you to 10%
off your entire order. Special events include:

Baby Showers
Bridal Showers
Weddings
Corporate Events

D NANNIAN

Please let us know if you have any questions or would like to place an order.

All estimates are good for 30 days. We look forward to working with you during
your special event!

Kind regards,
Christina, Divine Chocolates
738-972-9929

Email Defaults

Set a default message which you can customize when you email an invoice, statement or other document.
Email Reply Address

Lozged inuser's email (Christina.Lopez88208@sageone.com)

Copy Emails to Me
| Send sales documents to yourself (Christina.Lopez88208@sageone.com)

Invoices

Estimates
Credit Notes
English (Canadian) French (Canadian)

Quotes _—

/ Default Email Message
Estimates | N

Thank you for your recent inquiry with Divine Chocolates during our Grand Opening! We're delighted you joined us.

Statements All special event arders placed within 14 days of this estimate entitles you to 10% off your entire arder.

Remittance Advice Special eventsinclude:

Baby Showers
Tables of Data Bridal Showers

Weddings
Corporate Events

Please let us know if you have any questions, or would like to proceed with placing or amending an order.

All estimates are good for 30 days.

Kind regards,
Christina

Divine Chocolates
7389729929
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To accommodate Christina’s customers from Quebec, she wants to craft a default
message to customers that will receive statements via email, in French.

e Click on the Statements tab and type the message below.
Thanks for your recent purchase with Divine Chocolates.

We're pleased to attach a statement of account for you in PDF, including any
recent invoices and payments.

If you have any questions, please don't hesitate to contact us.
Business hours are M-F 9-5. We look forward to serving you!
Kind regards,

Divine Chocolates
7389729929

e Then, click on the French (Canadian) tab to see the email message already
translated for customer statements:

Invoices Statements

Credit Notes /
English (Canadian) French (Canadian)

Quotes
Default Email Message
/ Vous trouverez ci-joint un relevé de compte au format PDF, y compris toute factures et paiements récents.

I Siyvous avez des questions, p'hésitez surtout pas 3 nous gontacter.

Estimates

Statements

Remittance Advice Cordialement,
Divine Chocolates
7389729929

Tables of Data

sage



Page |40
Check Your Knowledge
V|

Short Answer

Answer the following questions about the material covered in this lesson.

Write a short answer to the question below.

1. There are two types of settings. What are they?

2. Mark the correct answer(s) to the question below.

The Accounting settings or ‘system settings’ determine how many
features/functions operate. Some of those settings include:

A. Financial Settings: Chart of Accounts, Sales Taxes, Foreign Currency
B. Opening Balances: Customer, Vendor, Bank & GL

C. Sales Invoices: Create invoices, Credit Notes, Allocate Payments

D. Invoice Preferences: Add statement Logos, Email Messages

3. Before using Accounting, this setting needs to be set up/determined first:

A. Enabling Foreign Currency Transactions

B. Financial Settings: Year end date, Accounts Start Date
C. Custom Email Messages

D. Discount Ledger Account, for discounts given, if any

4. True or False: Enter ‘T’ for True or ‘F’ for False for each of the affirmations below.
Record and Transaction Settings contain default Settings for all customers
Default Settings can be overridden at the customer level within the
customer/vendor record and at the invoice level.

User Management, the ability to invite other users to access Accounting is
not currently a feature.

@ End of Lesson
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Please note:

Every effort has been made to ensure that the information
provided in this educational series is accurate, up-to-date, and
complete, but no guarantee is made to that effect. URLs and
additional resources 'Beyond the Classroom' are continuously
changing. Because the software is customizable in a number of
ways, the language used in this guide may be different from
what you 'see' when you work with your company's data file(s).

©Sage Software 2018. No part of this document may be copied, photocopied,
reproduced, translated or reduced to any electronic medium or machine-readable form,
in whole or in part in any manner without the permission of ©Sage Software. Any other
reproduction in any form without the permission of ©Sage Software is prohibited. All
educational materials contained on this site are protected by United States copyright
law and may not be reproduced, distributed, transmitted, displayed, published or
broadcast without the prior written permission of ©Sage Software.
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