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Lesson 2:
Banking and Credit Card

Lesson Objectives 0

In this lesson, you will learn how to set up and use the bank reconciliation f e ge 50 Accounting. You
will also work with credit cards for sales and purchases and reconcile credit tat€ments. Upon successful

completion of this lesson, you will be able to:
O use the Deposit feature O ac f credit card

purchases on credit card

set up the bank reconciliation O
reconcile a bank account O il
produce bank reconciliation reports e Credit card payments

edit card statements

create credit card accounts ncile Petty Cash

OoO0ooOoo0oag

set up credit cards for sales and purc se a debit card

This courseware requires the data to b
already, please see the Preface for i

hard drive or network drive. If you have not done so
on how to download the data files from
www.ccilearning.com and then n data files to a designated place on a local or network drive, as
directed by your instructor,

Restoring the House dent.cab File

1. g ahd in the Sage 50 window select Restore from backup and click OK.
2. up dialog box click Next.
3. p File dialog box click Browse to locate the House of Dee - Student.cab file, select the

ect Backup File dialog box shows the Cab file to be opened. Click Next.
e Confirm Backup File dialog box click Next.

the New File Name box browse to the folder where the restored data file is to be stored, and type: HD
Lesson 2 - Student Name (using your own name in place of “Student Name") in the File name field to
replace the word New and click Save.

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.

8. Accept the Session Date of 02/28/2014 and click OK. If necessary, close the Getting Started window.
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Lesson 2 Sage 50 Premium Accounting 2014 — Level 2

Making a Bank Deposit

Counter sales often take the form of cash or cheques from the customer (credit and debit cards are dealt
with differently) without the necessity of adding the customer's name into the bookkeeping system. Instead,
many businesses create a customer name such as “Cash Drawer” or “Cash for Deposit”. As sales occur they
are posted using this customer name.

The funds received in these transactions (usually in the form of cheques or cash) are then placed i
drawer in the business, pending the actual deposit to be taken to the bank on a periodic basis.

Certain steps need to be taken to create a deposit slip from the “Cash to be deposited” accou

9== Learn the Skill

In this exercise, you will learn to create a Deposit Slip.

Normally any cash or cheques received by the business during the course of the day w e deposited at
the end of the day or certainly every few days to ensure the funds are safe ailable for the issuance of
cheques. For the purpose of this courseware cash and cheques coming i iness during the month
of February have instead been left in the Cash for Deposit account, t
of making a bank deposit. Two Deposits will be made; one o‘ebr

&iata file provided with this courseware.
e iflg Started window.

ormation. Replace the words Your Name with

nts to practice the process
14 covering the first half of the
month and the second on February 28, 2014.

1 If necessary, start Sage 50 Accounting and open the
Accept the session date of February 28, 2014. Clo

2 Inthe Home window, click Setup, Settings, Co

your own name. This will ensure that you ¢ our printouts during the course.

Settings

Edit  View

[=- Campany -
Infarmation b
i Syshem

I arne; Haol ce 2014 - Yaur Mame

5 : ferin Street

3 Click OK to close the

You will now determine is currently in our Cash for Deposit account effective February 15, 2014.
ect the Reports menu, then Financials and General Ledger.
5 Selectac Cash for Deposit.

a Start date of Feb 1, 2014 and a Finish date of Feb 15, 2014.

ort By area select Date.
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Banking and Credit Cards Lesson 2

As of Feb 15, 2014 our cash drawer (Cash for Deposi

Start:  02/01/2014 - Finish: 02/15/2014

Select Accounts...

1050 Petty Cash o

ﬂ 070 Cashfor Depost | |?J
1080 REC Chequing Account =

1080 RBC Payroll Account

1200 Accounts Receivable

1220 Allowance for Bad Debts

1240 Payroll Advances

1250 Purchase Prepayments

12300 Prepaid Insurance

1500 Inventory

1660 Fumiture & Equipment 52

[[] Include inactive accounts Select All

Show
[E] Corrections

Sort By: For General Joumal ertries
() Transaction Mumber @ Show transaction comment
@ Date () Show line comment

Click OK to generate the report.

House of Dee 2014 - Your Name
General Ledger Report 02/01/2014 to 02/15/2014
Sorted by: Date

Date | Comment | Source # | JE# |
1070  Cash for Deposit
02/06/2014 9, =One-time customer= 325 Jd1 . 254250 Dr
02072014 10, =0ne-time customer> 1548 J42 5,311.00 Dr
02/08/2014 8, Weekly Cash Sales Cash 599917 Dr
02/15/2014 12, Weekly Cash Sales Cash 6,574.34 Dr

ntained two cheques and two cash entries

for $688.17 and 575.17 respectively. You will be pa | deposit of $6,574.34.

9

10
11
12
13
14

Close the General Ledger Report.
In the Home window, click Bankin ation pane.

In the Tasks pane, click Make D it en the Reconciliation & Deposits window.

In the Transaction field make DEpOsit Slip is selected. The other option is Account Reconciliation.
In the Account field se RBC Chequing Account, the account which is to receive the deposit.

Change the date to 14 (the date the deposit is to take place).

Order deposit slips
Branch Mame: Deposit Slip Mo:
Tragsit Mumber: Date: 02A7/2014
Comment;  Bank deposzit
Cazh
Description Amount Count D'enomination Amourt
pe 3]
w$10
uh2i
w550
x$100
Cain -
Cheques: $0.00 Cash: $0.00
Foreign Currency Chegques: 0.00 Foreign Currency Cazh: 0.00
Fareign Exchange plus/minus: 0.ao Foreign Exchange plus/minus: 0.0
Total Cheques: $0.00 Total Cazh: $0.00
Total Deposits: — $0.00 & Post |
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15
16
17

18 Click cheque 325 from <One-time customer> to sel

The screen is divided into two sections: The left side is used to select cheques to be deposited; the right
side will be used to record actual cash.

In the Cheques area click the Select button.
In the From account field make sure 1070 Cash for Deposit is selected.

In the On or After field enter: ©2/01/2014 or use the calendar button to select the date.

View Help
Select Cheques to add to Deposit Slip

From account: | 1070 Cash for Deposit - Onordfter: 02/01/2014 -
Sort Cheques by, | Date - AZ+ |

Date Chegue Mo, D escription Currency Amount Foreign Amt. =
f2/0E/20T4 1325 <One-time customers CAD 254250 |
02/07/2014 (1548 <One-time customer: CaD 2,768.50 -
0272014 [14-256 <One-time customer: CAD 3.051.00
0zA8:2014 |34 Gaoodman, Matam Public CAD 153,36
IJ2HIE|H2D1 4 122 Snowdaon Realty Can 1.938.57

o

[ 4dd || addan |

All cheques collected since Feb 1, 2014 will be displayed. Yo lect only the cheques we
identified as having been in the cash drawer on Feb 15,‘14.

t i h ck the Add button.

Selecting the Add All button would place the entire list
last deposit into the Cheques on Deposit Slip area indVidual selection of cheques allows you to
cater to a customer’s wishes that a cheque be held%u ecific agreed upon date for deposit is

reached.

which have been collected since the

19 Repeat the process for the next ueWh
Cheque No. Descripti
1548 : g C er> 2,768.50

The cheque will now appear in the eposit Slip field.
h had been received in the specified time period:

Amount

Select Cheques to add to Deg i ‘

OnoorAfter: 02/01/2014 v

Sort Cheques by | Date - A_F4 |

Deszcription Curreney Ammount Fargign Amt. =
<One-time customers CAD 3.051.00 - L
02M8/2014 Goodman, Hatary Public CAD 159.36 -
Showdan Realty CAD 1.995.97
Fairfield Inzurance Co. CaDn 2.500.00 -
Breer Architects Inc. Cah 2.232.00 - [
3
Add Al
eques on Deposit Slip
Date Cheque Mo, Description Currency Amount Foreign Amt.
02/06/2014 |325 <Ore-time customer: CaDn 254250
02/07/2014 |1548 <Ore-time customer: CaDn 2.768.50
<[ b

Remove ] ’ Remowve Al

40
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Banking and Credit Cards Lesson 2

The other cheques shown in the upper section of the Reconciliation & Deposits window will be dealt with in

the next deposit.

20 Click OK to return to the Reconciliation & Deposits window.

21 In the Cash area click the Select button.

Selecting cash to be deposited usually depends on what denominations customers paid the business
in. Most businesses deposit all cash in excess of the daily float amount.

22 Complete the top portion as shown below:
As displayed in the General Ledger Report in step 8 above, House of Dee had collected $
Weekly Cash Sales.

F B
Add Cash Deposits to Deposit Ship =5
Edit View Help
Select Cash to add to Deposit Slip
From account: 1070 Cash for Depost -
Currency: [ CaD - ]
Count D enomination Arniount
9 #35 45.00]
7| «$10 F0.00]
27 «$20 540,00/
12 =350 B00.00)
#3100
Cain
Total Bils: |$1.255.00
Total Coing: [$8.34
Apply to Depasit Slip Total Cash Deposits: [$1.263.34

23 Click Apply to Deposit Slip to transfer the® of currency to the Cash on Deposit Slip portion.

Cash on Deposit Shp

Currency Billz Coing
CAD 1,255.00 834

24 Click OK to return to t on & Deposits window.

Account;
Branch Deposit Slp Mao: 2
Transit Murk [rate: 0247/2014

Azeaunt Murmber Caomment  Bank deposit

LiEs Cazh
ue Mo Description Amaunt Count ['enarnination Armalnt

<One-time custamer:> 254250 9 =$5 45.00
<One-time custamer:> 276850 7 «$10 F0.00
27 x$20 540.00)
12 «$60 £00.00)

«$100 -
Coin 9.34
Chequex $5.311.00 Cash: $1.263.34
Foreign Curency Cheques: 000 Foreign Currency Cash; 0.00
Foreign Exchange plug/minus 000 Foreign Exchange plus/minus: 0.00
Total Cheques: $5.311.00 Total Cash: $1.263.34

Total Deposits: $6.574.34 & Fost |
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26

27
28
29
30

31

32

In the menu bar on the Reconciliation & Deposits window select Report, then Display Deposit Slip
Journal Entry.

House of Dee 2014 - Your Name
Deposit Slip Journal Entry 02/17/2014 (J64)

Account Mumber | Account Descripfion | Debits | Credits
1080 RBC Chequing Account 2,542 50
=0ne-time customer=
1080 RBC Chequing Account 2, 768.50
=0One-time customer>
1080 RBC Cheqguing Account 1,283.34
CAD Cash DepositFrom 1070
1070 Cash for Deposit - 2,542 50
=0ne-time customer=
1070 Cash for Deposit - 2, 768.50
=0ne-time customer>
1070 Cash for Deposit - 1,283.34

CAD Cash Deposit To 1080
Additional Date: Additional Field:

6,574.34 6,574.34

Sage 50 Accounting will keep track of the individual amounts which make up this deposit, although in
the Bank Reconciliation screen you will note that only the total dep 574.34 will be shown in
order to match this amount with the amount the bank received and wi seqWently display in the Bank
Statement.

Review the entry, and then close the journal entry. . O
Click Post. &\

Close the Reconciliation & Deposits window.

Using the above steps 4 to 9, look up how mucivc
to Feb 28, 2014. The total should be $14,66
nine cheques totalling $14,545.9

ailable for deposit covering the period Feb 17
sed of one Cash entry amounting to $123.17 and

Complete steps 10 to 25 to make D ctive Feb 28, 2014. It is not always necessary to deposit

all Cash received from customer: enerally good practice to do so.

Your deposit slip should sho ing amounts:
Cheques 14,545.98 Cash 123.17
Chegues Cazh
ezt
escription Amount - Count D enomination Amount
2.051.00]_| 1 x5 5.00
304.00) 3 =510 30,00
1.958.97] 4 w20 80,00
rinedy Conzulting 339001 «$50 -
Smith & Smith Advertizing Inc. 1.361.E5 »3100 -
Goodman, Naotaw Public 15936 = Cain 8.17]
Chegues: $14 54593 Cash: $12317
Foreign Currency Chegues: 0.00 Foreign Cumency Cash 0.00
Fareign Exchange plus/minus: 000 Fareign Exchange plus/minus: 0.00
Total Cheques: | $14,545.93 Total Cash: $12317

Total Deposits $14,669.15 & Post |

Post the deposit, then close the Reconciliation & Deposits window.

42
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Banking and Credit Cards Lesson 2

33 Display the General Ledger Report for the 1070 Cash for Deposit account for the period of Feb 1
through Feb 28, sorted by Date. Compare your report to the following:
House of Dee 2014 - Your Name

General Ledger Report 02/01/2014 to 02/28/2014
Sorted by: Date

Date | Comment | Source # | JE# Debits Credits Balance
1070 Cash for Deposit - Dr
02/06/2014 9, <One-time customer= 325 Ja41 254250 - 254250 Dr
02072014 10, =0One-time customer= 1848 J42 2,768.50 - 5311.00 Dr
02/08/2014 &, Weekly Cash Sales Cash J40 688.17 - 599817 Dr
02162014 12, Weekly Cash Sales Cash J5T 57517 - 6,674.34 Dr
02172014 11, =0One-time customer= Cash J56 12317 - 6,697.51 Dr

0211712014 13, <One-time customer= 14-256 J58 3,061.00 - 974851 Dr
02/17/2014  Bank deposit 2 JE4 - 8,574.34 317417
0218/2014  Goodman, Notary Public 5 J4s 158.38

021852014 Snowdon Realty ] 247 1,998.97

02118/2014  Fairfield Insurance Co. 7 43 2,500.00

021852014 Breer Architects Inc. g J49 2,232.00

02/21/2014 Kennedy Consuling 9 JEE 339.00

0212212014 14,.J. Freeman Accountant 112 JE8 904.00

02/25/2014 Dennis & Schultz, Attorneys at Law 10 JE0 2,000.00

02/25/2014 15, Smith & Smith Advertising Inc. 254 JB1 1,381.85

02/2872014 Bank deposit 3 JEE - DOr

21,243.49

The Cash for Deposit account should show a zero balance as at Feb 2

34 Close the report to return to the Home screen. .

Setting Up the Bank Rec

The task of reconciling bank statements is typically,

tion

but very necessary. Sage 50 Accounting has a
built-in reconciliation function that makes the ier to perform. As you enter transactions that

affect the bank account Sage 50 Accoynting gec d identifies them for future reference.

Sage 50 Accounting helps you reconci r atement to the transactions recorded in the system. To
use this reconciliation facility, any be reconciled needs to be set up for this purpose. This is

accomplished only once for any agcou b& reconciled.

Your bank will most likely o bility to access your accounts online and download your monthly
as your bank uses the standard Open Financial Exchange (OFX) data

data directly into Sage 50 Accounting and streamline your bank statement

statement to your comp
format, you will be able

This functi
account.

e replicated in this courseware as it would require linking to an actual bank

Setti p an Account for Reconciliation

the accounts that are reconciled are:

ank accounts

- These are usually accounts containing cash belonging to the business, which are accessed by others.
For example, for bank service charges, bank interest payments, or loan payments coming directly
from the account without further consultation to the owner of the account.

1616-1v1.00 © CCI Learning Solutions Inc. 43



Lesson 2

Sage 50 Premium Accounting 2014 — Level 2

¢ Credit card accounts

charges match the company’s data
(interest and fees) are legitimate.

Credit card statements are prepared by the credit card company. Verification is required that all

file, that payments are recorded correctly, and that other charges

Account Reconciliations can be completed manually or on the computer using the Reconciliation & Deposits

option.

| You may want to make a backup of your data file before proceeding with this exercise.

4== Learn the Skill
==
S=a

You will now set up the RBC Chequing Account so that you can use the account re

In this exercise, you will learn to set up a bank account to perform account reconciliations.

counts, and

1 Inthe Home window, select the Company option in the navigation pane. Click
then double-click 1080 RBC Chequing Account.

2 When the General Ledger window opens, select the Reconciliation &[]

3 Click to select the Save Transactions f

-
@ General Ledger

File Edit View Report Help

BIOE> % 7% El?

Select: 1080 RBC Chequing Account

Aeccount 1020 RBC Chequing Account

Account | Class Options  Reconciliation & Deposits | Addi

Save Tranzactions for Account Reconciliation
cill

To create tranzactions that can be used during
statements, click the Set Up button.

Nates I

-
tional :i@.ﬁ.ccounts |

the incomes and expenzes that occur regularly on your

Balances as

3472013

& 5ave and Close |

Currert Balance

44
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Banking and Credit Cards Lesson 2

5 Complete the Account Reconciliation Linked Accounts window as shown in the following:

rAcccbum: Recondiliation Linked Accounts ﬂ‘
Income 1 Expenze 1
Marme: |rterest Incorme Mame: Bank Charges
Account 4100 Interest Eamed - Account B040 Interest & Bank Charges -
Income 2 Expenze 2
M arne: Exchange Gain Marne: MNSF fee
Account: - Account  B040 Interest & Bank Charges -
Ihcome 3 Expenze 3
Mame; Eror - Gain Mame; Interest Expenge
Account: - Account: 5040 Interest & Bank Charges -
Adjuztment
Marne: Adjustrent
Account 5040 Interest & Bank Charges -
1] 4 i [ Cancel

8

6 Click OK to implement the changes.
7 Repeat steps 2 through 7 using account 1090 RBC Paywl Ac

8 Close all open windows to return to the Home windo

Reconciling an Accoun e First Time

Find the most recent statement for the bank or it account you want to reconcile. If you have never
reconciled this account, find all the st e
Ledger Report of the account you wan e

ou received for it. It is a good habit to produce a General

79== Learn the Skill

"]

S ol In this exercise, you will learn to n account for the first time.

1 From the Home win r, click Reports, Financials, General Ledger and select only 1080 RBC
the Start date is 01/01/2014 and the Finish date is 01/31/2014. Ensure

ted, then click OK.

Chequing Accoun
the Sort

ur Name
ort 01/01/2014 to 01/31/2014

House
General

Sorted by:

| Comment | Source # | JE# Diebits Credits Balance

RBC Chequing Account 31,703.50 Dr

0 January 2014, Executive Realty Hold... 282 J2 - 478894 26,91456 Dr

Fraser Carpets 283 J3 - 1,186.45 26,728.11 Dr

Fine Furniture Designers 254 J4 - 3589.95 25,339.16 Dr

Fine Furniture Designers 285 J17 - 43567 2485348 Dr

12042014 Fraser Carpets 288 J18 - 352.14 24,001.35 Dr

01/31/2014  FIC 1356, Fairchild Insurance Com. 287 J23 - 892620 15,075.15 Dr

01/31/2014 ECS 147, Excel Computer Store 288 J25 - 197.76 14,8677.40 Dr

01/31/2014  Bell Canada 289 J28 - 141.85 1473575 Dr

01/31/2014  Black's Janitorial Services 290 J29 - 395.50 14,340.25 Dr

01/31/2014  Colvin Office Supplies 281 J30 - 25578 14,084.47 Dr

01/31/2014  Ontario Hydro 292 J31 - 253.89 13,830.68 Dr

01/31/2014  Toronto Star 293 J32 - 282.50 13,548.08 Dr

01/31/2014  Bank deposit 1 J36 10,141.08 2368518 Dr

10,141.08 18,1556.42
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This ledger displays the entries we made into our system for the month of January 2014. The purpose of
the Bank Reconciliation is to verify that all of these entries and only these entries have cleared the Bank.

Close the General Ledger Report window.
In the Home window, click Banking in the navigation pane, then click the Reconcile Accounts icon.

The Transaction drop-down field should show Account Reconciliation.

vi A W N

From the Account field list, select 1080 RBC Chequing Account.

The First Reconciliation screen opens.

The Transactions tab displays instructions for reconciling an account for the first time. Thes
will not show in subsequent reconciliations for this account.

6 Change the dates to appear as follows:

Statement Start Date: 01/01/2014
Statement End Date: 01/31/2014
Reconciliation Date: 01/31/2014

At this time we are reconciling this account only for the month of Ja 2094. Normally the
reconciliation should take place as early as possible after recej k statement. The

reconciliation should usually be dated into the month.t e ion. This will allow any entries

completed by the bank automatically, such as servii ci osted into the month to which
m ge if it appears.

they apply.
. ,
@ o

7 Click Add Prior Outstanding. Accept the confirg

-

Add Qutstanding Transactions

Edit Report Help

Show Resolved Trans. Onor &fter: 1270172013 GEES : Date x| A.Z+ I

Fesolved Transactions

Source Corrment Deposits withdrawals

Inzert Dutstanding Remaove ] ’ Remowve &l

Corrment Date Deposits withdrawals

| 0.00 | 0.00

[ QK J [ Cancel ] [ Help ]

4

8 At this time, we are only interested in January 2014 entries. Click OK to bypass the Add Outstanding
Transactions window.
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Observe the Unresolved and the Discrepancy of 31,703.50. By the end of the reconciliation process, these
two amounts must be displaying zero balances.

9 Click to place a check mark in the Do not show corrections check box.

Tranzaction: [ﬁccount Reconciliation - ]

Account; 1080 REC Chequing Accaunt -

Staternent Start D ate: oA /2014 Statement Opening Balance:

Statement End D ate: /312014 Statement End B alance:

Reconciliation Date: /312014 Camment;

Wiorksheet  Transactions | Income I Expense |

Sort Trans. by: | Diate | A.Z¥ | ’ Aidd Prior Outstanding... ] [ Shaw Deposit Ship Details Do naot show cor

Source Deposit Mo, Date Corment Depogits Withdrawals

282 01/02/2014  |January 2014, Execy - 4788 94 Outstanding
203 01/03/2014  |Frazer Carpets - 1.195.45 Outstanding
284 /0372014 |Fine Furniture Desigr] - 38995 Outgtanding
285 /2072014 |Fine Furniture Desigr - 485,67 Outztanding
286 01/20/2014  |Frazer Carpets - 85214 Outztanding
287 /3142014 [FIC 1356, Fairchild It - 8.926.20 |Outstanding
288 01/31/2014  |ECS 147, Excel Com| - 19775 | Outstandin
289 01312014 |Bell Canada - 14165  |Outstandi
290 01/31/2014  |Black's Janitarial Ser - 395,50 Outztanding
291 /3172014 | Calvin Dffice Supplie
292 MA3/2014 | Ontanio Hydio
293 /3172014 | Toronto Star -
Deposit Slip /3172014 [Bank deposit 10,141.08)

Resolved 0.00 Outstanding -8.014.34 Urregolved

Dizcrepancy 31,703.50

Cheques | Balance
g Balance 31,703.50
478894 | 2691456
389.95 | 2652461
118545 | 25339.16
§52.14 | 24 48702

C : 48567 | 24001.35
Cheque # 290 395.50 23,605.85
Cheque # 291 25678 | 23.350.07
Deposit 10,141.08 3349115
Cheque # 288 197.75 | 3329340
Interest 37.62 33,331.02
Bank charges 6560 | 3326552

Balance end of month 3326552

Let's compare our reconciliation screen to the Bank Statement.

10 Leave the Dates as entered in the previous window.
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11 Complete the Opening Balance and End Balance from the Bank Statement:

Opening Balance:
End Balance:

31,703.50
33,265.52

Note how the Outstanding and Unresolved and Discrepancy amounts change as changes are made to
the Reconciliation screen.

12
13

Bank Reconciliation screen and, once found, place a check mark in the Reconciled colum
place a pencil mark next to this cheque on your Bank Statement to indicate that this itegs

the bank.

Type a comment: Bank Rec. for January 2014.

Beginning with the first entry on the Bank Statement (cheque 282 for $4,788.94), locate this en

If corrections or adjustments were made involving the bank account there may
and Withdrawals displayed in this window. While these may not affect the endin$
should be removed from the system.

14

Keep in mind that dates will usually vary from those in your Bank R

15

Reconciliation screen.

When you have worked your way to the bottom of th
(37.62) and the Service Charges ($65.50), you will have

16 Cligathe Inc

unt field.

Source Depozit Mo. [rate Comment
282 m/02/2014 January 2014, Exect
283 /03/2014 Frazer Carpets
284 /0372014 Fine Furniture
285 01/20/2014
286 01/20/2014
287 01/31/2014
288 /3172014
289 0143172014
230 0143172014
291 01/31/2014
292
293 to Star
Deposit Slip

ciliation.

Transactions  Income | Expensel

Continue this process with all entries, working your way down the B

Watioh screen.

ent one item at a time.

t, excluding the Bank Interest
aining unchecked on your Bank

withdrawals Status

4.788.94./ |Cleared
1.185.45)./ [Cleared
339.95(./ [Cleared
485.67],/ [Cleared
852.14]./ [Cleared

8.926.20) Outstanding
197.75]./ [Cleared

141 .E5) Outstanding
395800,/ [Cleared
25578/ [Cleared

253.89 Outstanding

- 23250 Outstanding
10.141.08] - Cleared

at this time reads: -27.88. This will be taken care of in the next steps.

n presented to the bank for processing and will be dealt with as part of

e tab, in Interest Income, type: Bk Stmt in the Source No. field, and 37.62 into the

Mame Source No. Date Comment Acct Amaunt
Interest Income Bk Strnt 0/31/2014 | Interest Income 4100 Interest E amed 3I7E2
Exchange Gain 01/31/2014  |Exchange Gain -
Error - Gain mM/31/2014 | Error - Gain g

Notice that the Unresolved changed from -27.88 to -65.50.

48
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17 Click the Expense tab and make the changes as indicated in the following:

Worksheetl Transactionsl Income  Expense |

I ame: Source Mo Date Comment Acct Aot
Bank Charges Bk Stmt 01/31/2014  [Bank Charges B040 Interest & Bank Charges E5.60]
M5F fee 01/31/20014  [MSF fee B040 Interest & Bank Charges -
Interest Expense 01/31/2004  [Interest Expenze B040 Interest & Bank Charges
|

You have done it correctly if the Unresolved and the Discrepancy are both 0.00.

18 From the menu bar, click Report, Display Account Reconciliation Journal Entry.

House of Dee 2014 - Your Name
Account Reconciliation Journal Entry 01/31/2014

Account Number | Account Descripton | Debits Credits

011312014 Bk Stmt, Interest Income
1080 RBC Chequing Account T -
4100 Interest Earned - 37.62

013172014 Bk Stmt, Bank Charges
1080 REBC Chequing Account
5040 Interest &Bank Charges

Additional Date: Additional Field:

.03. 12

19 The bank interest income and the bank charges will
this window.

ed in your General Journal. Close

20 Click Post to complete the Bank Reconciliation. oll g window appears:

-
Sage 50 - Confirmation

The date for this tranzaction precede
affect prior peniod reports. Are you sure

"

21 Click Yes.

22 C(lose th & Deposits window.

Reconcili ccount

Once have reconciled each bank statement for the first time, the process is quite easy.
1. In ome window, select Banking and then click the Reconcile Accounts icon.
0se€ the account you want to reconcile.

er the Statement Start and End Dates, the Reconciliation Date, and the Statement End Balance. Also,
add a comment, such as "Sept 30 account reconciliation”.

4. On the Income tab, enter interest earned and any other income from the bank or credit card company.
On the Expense tab, enter bank charges and other expenses from the bank or credit card company.

6. On the Transactions tab, if the transaction has cleared the bank or credit card company, mark it cleared
(click beside it in the Cleared column); if a transaction has not yet cleared the bank, leave its status as
Outstanding.
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== Learn the Skill

]
S==

In this exercise, you will reconcile the 1090 RBC Payroll Account for the first time f
2014.

1 On the Home window menu bar, click Reports, Financials, and General Ledg

Adjustments made may show as both deposit and withdrawal amounts on the screen. Where these amounts
agree, both may be cleared to remove them from the reconciliation after it is complete and posted.

Use the Worksheet tab to check the details of your bank and other accounts.

You should always work towards an Unresolved amount of zero when processing the bank reconciliation.
Only make an adjustment to balance the reconciliation as a last resort. If the unresolved amount is not zero,
the program asks you to enter an account to which you wish to charge an adjustment for the unresolved
amount. Many Sage 50 Accounting users create an account called Cash Over (Short) in the Expensghare

Click Post.

January

y 1090 RBC
Payroll Account, change the dates to Start on 91/01/2014 and Finish on ©1/31/20 then click OK.

House of Dee 2014 - Your Name
General Ledger Report 01/01/2014 to 01/31/2014
Sorted by: Transaction Number

Date | Comment | Source # | JE#l DebiL=.|

1090 REC Payroll Account
01152014  Polsen, Mark 36 J12
01152014  Swinton, Albert v J13 W5 Dr
01/31/2014  Polsen, Mark 38 J26 6,664 47 Dr
01/31/2014  Swinton, Albert 38 J27 577.80 Dr

These are the entries made into the system, to
at the bank.

red to entries processed through our account

Close the General Ledger Report

anada

)k Statement
House of Dee
y 31, 2013
dank Statement
| Deposits | Cheques | Balance
Opening Balance 9,568.55
1,086.91 8,48164

e 951.29 7,530.35
Cheque # 38 975.88 6,554.47

Interest 11.39 6,565.86
Bank charges 25.00 6,540.86
Balance end of month 6,540.86

te the Opening Balance is 9,568.55 and the Closing Balance is 6,540.86.

50
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5 Follow the step by step procedure clearing one entry at a time from the Bank Statement. Cheques issued
at or near the end of the month may not yet have been presented to the bank and will therefore remain
outstanding until the February statement is received.

Worksheet  Transactions | Incomel Expensel

Sort Tranz. by: [Date V] AT+ | [ Add Prior Dutstanding... ] [ Show Deposit Slip Details 7] Do not show comections
Source Deposit Mo. [ate Comment [eposits withdrawals Status

36 014152014 Palsen, Mark - 951.29)

a7 014152014 Swinton, Albert - 1.086.91

38 01/31/2014 Palsen, Mark - 975,88

01431204 Swinton, Albert 97667 Outstanding

If completed correctly the Outstanding will be -976.67 (representing one cheq 3
has not yet been presented to the bank for payment), the Unresolved and the Dis€ péare both 0.00.

7 To view the Journal Entry, from the menu bar, click Report, Display A nt Reconciliation Journal

Entry.

House of Dee 2014 - Your Name
Account Reconciliation Journal Entry 01/31/2014

Account Number | Account Descripfion

0113172014 Bk Stmt, Interest Income
1080 RBC Payroll Account
4100 Interest Earned
01312014 Bk Stmt, Bank Charges
1090 RBC Payrall Account - 25.00
5040 Interest &Bank Char 25.00 -

Additional Date: Additional Field:

36.39 36.39

8 The bank interest income and t \arges will now be journalized in your General Journal. Close
this window.

9 Click Post to complete t nciliation. If a warning message(s) appears, select Yes.

10 Close the Reconciliatjo its window.

Printi

It is a good pra

ank Reconciliation Report

eep a hard copy of the Bank Reconciliation. Later on you might have to check some

exercise you will learn how to print a Bank Reconciliation Report.

the Home window, click Reports, Banking, and Account Reconciliation Report.

2 In the Account Reconciliation Modify Report window ensure the Report Type is Summary, then, if
necessary, select 1080 RBC Chequing Account from the Account drop-down list.

3 If the Show transactions entered after reconciliation checkbox is ticked, remove the checkmark.
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4 Change the dates to reflect Start: 01/01/2014 and Finish: 01/31/2014.

Report Type: ’Summary - ]

Account: 1080 RBC Chequing Accourt -

Start: 0170172014 Finish: 0143172014

Report By
@ Statement End Date
) Reconciliation Date

[] Show transactions entered after reconciliation

5 Click OK.

House of Dee 2014 - Your Name
Account Reconciliation Summary Report 01/01/2014 to 01/31/2014
Report By: Statement end date

Diescription | Amount |
Account: 1080 REC Chequing Account
Statement start date: 01/01/2014
Statement end date: 01312014
Reconciliation date: 013172014
Bank Rec. for January 2014
Reconciled

Financial Institution
Statement Balance Forward as of 01/01/2014
Transactions on or before 01/31/2014
Deposits recorded in Statement
Withdrawals recorded in Statement

31,703.50

Total Transactions 1,689.90
Bank Transactions
Income
Expense
Total Bank Transactions -27.88
Adjustment Required 0.00
Statement End Balance as of 01/31/2014 33,265.52
Statement End Balance as of 01/31/2014 3326652
Qutstanding Transactions as of 01/31/2014
Outstanding Deposits 0.00
Outstanding Withd rawals -59,50424
Total Qutstanding Transactions -9,604.24
Adjusted Statement End Balan 23,661.28
General Ledger Account
Book balance as of 1231/, 31,703.50
15,141.08
-23,185.42
-3,014.34
23689.16
3782
-66.50
-27.88
0.00
23581.28

u may need to scroll down to view the entire report.
6 View the report and then close it.

Next produce an Account Reconciliation Transaction Report.
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7 In the Home window, click Reports, Banking, and Account Reconciliation Transaction Report. Make
sure that Report Options is selected in the left pane, click 1080 RBC Chequing Account, and change
the dates to reflect 01/01/2014 to 01/31/2014. Accept the default in the Select Transactions to Report
area. Click OK to produce the report.

House of Dee 2014 - Your Name
Reconciliation Transactions Detail Report 01/01/2014 to 01/31/2014

Account: 1080 REC Chequing Account

Date | JE# | Comment | Source Deposits ‘Withdrawals DepositMa. | Cl | Status
0110272014 J2 January 2014, ExecutiveRealty ... 282 - 4788.94 N Cleared
01/03/2014 J3 Fraser Carpets 283 - 1,185.45 N Cleared
01/03/2014 J4 Fine Furniture Designers 284 - 389.05 N
01/07/2014 J6 Breer Architects Inc. 2 5,000.00 - Ny
0172002014 J17 Fine Furniture Designers 285 - 43567
01/2002014 J18 Fraser Carpets 286 - 852.14
01/31/2014 J23  FIC 13886, Fairchild Insurance Co.. 287 - §,926.20
01/31/2014 J25  ECS 147, Excel Computer Store 288 - 197.76
01/31/2014 423 Bell Canada 289 - 141.85

- ed

0113172014 J29  Black's Janitorial Servicas 290 - 395.50 A
Cleared

01/31/2014 J30  Colvin Office Supplies 231 - 28578

01/31/2014 I3 Cntario Hydro 282 - 253.89 Qutstanding
01/31/2014 432 Toronto Star 283 - 28250 Outstanding
01/07/2014 J34  Rev. of J&.Corr. is J35. ADJ2 - 5,000.00 Adjustment
01/31/2014 J36  CADCash DepositFrom 1070 1 35324 Cleared
01/31/2014 J38 Breer Architects Inc. 1 5,000.00 Cleared
01/31/2014 J36 =0One-time customer= 1 1,837, Cleared
01/31/2014 J38 Kent Appraisals 1 5755 Cleared
013172014 J3I6 Goodman, Motary Public 1 1,000.00 Cleared
013172014 J3I6 Kent Appraisals 1 3 Cleared

8 Review the report, and then close it to return to

Working with Credi

To remain competitive in today’s busi usinesses selling goods and services to customers are

obliged to accept credit or debit car ents from their customers.

with a credit card processing company (for example, Global or
ing terminal is set up on the business’ premises, and the customers’
al. When the credit card sale has been approved by the automated

it card processing company charges a fee for this service in the form of a percentage discount,
the amount of each sales transaction. A monthly rental is also charged for the processing
hese charges are itemized on the monthly statement received from the credit card processing
y.

For the purposes of the exercises in this manual, we will assume that that each individual entry is posted to
the merchant’s bank account upon approval of the transaction by the credit card processing company, less
the negotiated discount percentage for each transaction.
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79==m Learn the Skill

gg In this exercise, you will learn to create credit card information in Sage 50 Accounting.

1 Inthe Company module open the Chart of Accounts and create the following three Accounts:

- 1100 - Credit Card Receivable, a Group account. On the Class Options tab, select Credit Card
Receivable and fill in according to the following:

Account  Class Options l Additional Info ] Reconcilistion & Deposils] Related Historical Accounts ] MHotes ]

Account Class: [Credit Card Receivable ']
Institution: [HBC Rayal Bark ']
Branch Mame:
[] Uze this account for Orline Banking
Account Nurmber: 11223344 ‘wieb Site

Home Page: hittpe A rapalbank. corm : :

Ornline Banking Login:  kttps: v ropalbank. commdc

- 2140 - Visa Card Payable, Group account, Class: Credit Card Paya

- 5190 - Credit Card Charges, Group account, Class: General i ense

3 In the Home window, click Setup, Settings, click C Yy, Credit Cards, then click Accepted to
enter the names of the credit cards you accept fro ers; the fee (percentage) the credit card
company charges you, and the accounts you w e t0 keep track of the fees charged.

$ epted screen, and complete the Credit Card

2 Close the General Ledger and the Accounts list.

4 Make sure you are working in the
Information window as shown be

=) Company -
- |nfarmation i cept from customers.
- Spstem ter coount that tracks the amount the credit card company owes you.
- Backup gter the ¥ fee the credit card company charges on tranzactions.
- Features 5= ASBENter the account you want to charge the discount fee against.
= Clredit Cards

- Used Currency Azzet Acct Digcount Fee % Expenze Acct
" -‘-“-CCEDtE_d Cap 1100 Credit Card Receiy 1.50|5130 Credit Card Chargef
i Processing Se CAaD 1100 Credit Card R eceiy| 1505130 Credit Card Charge|
CAD 1100 Credit Card Receiy 5.00{5190 Credit Card Charge

to save the credit card information.

ntering Customer Sales on Credit Card

Once the credit card information has been set up in Sage 50 Accounting, you can begin to make sales to
customers who wish to pay immediately by credit card.
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79==m Learn the Skill

< == In this exercise, you will learn how to post sales transactions with immediate payment by credit card.

S==

1 From the Home window, select the Receivables option in the navigation pane, then click Sales Invoices.

2 From the Payment Method field list, select Visa.

3 Create the following sales invoice, to a new customer by the name of Isaac Varley, not currently on

your Customers List.

After entering the name into the Customer field, press and the following message will

[ Sage 50 M‘

-

Isaac Varley is not in the customer list.
L * 4
@ Continue - This is a one-time customer.

(71 Quick Add - Just add the name for now. You can add detailed
information later by editing the record.

() Full Add - Create a detailed customer record.

FOK] | cancel | [ Help |

L

4 Click OK to accept Continue — This is a one-time cu

customer> option, as explained in step 8 below

5 Complete the invoice as shown:

s >
This will give a different display in the General %\a

O

giore about processing credit card payments

Transaction: | Invaice Payment Methog

y rather than using the <one-time

Sales Invoice

Customer: ™
Isaac Varley

Invoice No.:

* 16

Date: *02/11/2014

Shipping Date:

Salesperson:

Ship from: | Primary location

Message:

6 Review the bookkeeping for the entry. Click Report, Display Sales Journal Entry.

Post

|-

Division: hd
Item Back Base Jiscount . )
D intion Tk Pri Price Amount Tax Account fig
Accessories;Sculptures 200,00 200,00 400,00 |H 4020 Revenue ..,
1 | b
Early PaymentDiscount: % Subtotal: 400,00
Visa Amount: 452.00 Freight: ¥
Tax: 52.00
Total: 452.00

Notice the debit to the Credit Card Receivable account as well as the debit to the Credit Card Charges

account for the discount fee.
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Let's review the entry in another way.

8

House of Dee 2014 - Your Name
Sales Journal Entry 02/11/2014 (J70)

Account Mumber | Account Description | Debits Credits
1100 Credit Card Receivable 44522 -
5060 Costof Goods Sold 250.00 -
5190 Credit Card Charges 6.78 -
1500 Inventory - 250.00
2650 HST Charged on Sales - 52.00
4020 Revenue from Sales - 400.00

Additional Date: Additional Field:

T02.00 T02.00
Close the Display and click Post to complete the entry. Close the Sales Journal — Sales Invoicggmi
The following window advertising an additional service by Sage may open. If necessa k ot
Show Me Again.

-
Sage 50

Credit Card Processing with Sage Payment Selutions

Sage Payment Solutions® allows you to process credit cards directly from Sage 50. Also. from the Sage Payment ) Virtual
Terminal you can review credit card transactions and batches, generate reports and perform any necessary |t rs.

1 Additional fees apply.

[ Tell Me More { ’ Biemind Me Later

L

From the Home window open the Reports
and the End Date to 02/11/201

& select Journal Entries, All. Change the Start Date
C K iew the entry.

House of Dee 2014 - Your Name
Sales Journal 02/11/2014 to 02/1

count Description Debits Credits

0211/2014 J70
Credit Card Receivable 44522 -

Costof Goods Sold 250.00 -
CreditCard Charges 6.78 -
Inventory - 250.00
HET Charged on Sales - 52.00
Revenue from Sales - 400.00
T02.00 T02.00

The_Journa ncorporate the name of the customer in the entry. This is a very useful method to

ete a review/audit at a later date, rather than looking at a long list of customers in a General Journal

a tified as <one-time customer>.
e the All Journal Entries Display.

eate a Sales Invoice paid by MasterCard and give this customer a 3% discount.
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Transaction: Payment Method: |MasterCard ~ | Tell me more about processing credit card payments

Sales Invoice

Invoice No.: * 17

Customer:™ shipping Address: Date: = 02/12/2014
Dickson Bros. Investment - <Mailing Address> - Order/Quote No.: -
Chuck Murphy Dickson Bros. Investment shipping Date:

77 Maitland Rd. Chuck Murphy

North York, Ontario M2U 4p2 77 Maitland Rd. Salesperson: :]

Morth York, Ontario M2U 4P2

Ship from: | Primary location
Division: hd l
Item ) ) Ttem Back Base Jiscount )
N Quantity Unit  Order Descrintion Order Pri Frice Amount Tax Account
310 Y 1 it By Chairs:Exec-armchair jei| 2] s00.00 2 500.00 500.00 |H. Y 4020 Reven...
715 1 |Each Credenza: Oak £99.00 899,00 899.00 H 4020 Revey
4| n
Early PaymentDiscount: .00 % 47.43 Subtotal: 1,598.00
MasterCard Amount: 1,533.44 Freight:
Tax: 181.87 2]
Total: 1,
Message: !

11 Click Report, Display Sales Journal Entry.

House of Dee 2014 - Your Name .
Sales Journal Entry 02/12/2014 (J71)

Account Mumber | Account Descripfion | Debits |
1100 Credit Card Receivable 1,610.44
5060 CostofGoods Sold 750.0
5180 CreditCard Charges 23.00
5240 Sales Discount
1500 Inventory
2650 HST Charged on Sales 181.87
4020 Revenue from Sales 1,399.00
Additional Date: Additional Field:
2.330.87

Note the 3% Discount is dehi ales Discount account, increasing the balance in this Expense
account, at the same tim e itfCard Receivable account is reduced by a similar amount.

12 Close the Display Salgs@o try and click Post to complete the entry. Close the Sales Journal — Sales
Invoice window.

Let's review sale dit cards.

13 Fromth e wiwdow menu bar, click Reports, Financials, and General Ledger. Change the dates to
reflect 02/ 4 to 02/28/2014, and select 1100 Credit Card Receivable as the account, sort by
then click OK.

fDee 2014 - Your Name
eral Ledger Report 02/01/2014 to 02/28/2014

ed by: Date
Date | Comment | Source # | JE# | Debits Credits Balance
1100 Credit Card Receivable - Dr
02112014 18, |saac Varley Visa J70 44522 - 44522 Dr
0211272014 17, Dickson Bros. Investment  MasterCard J71 1,510.44 - 1,98586 Dr
1,9556.868 -

14 Close the General Ledger Report to return to the Home window.
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Reconciling the Credit Card Account

As the proceeds of the credit card sales are deposited into a bank account, on receipt of the bank statement,
this is reconciled in the normal way.

If there are large numbers of daily transactions grouped into daily batch totals for each type of credit/debit
card, this may become fairly complex and each situation will require the bookkeeper to set up systems for
handling these transactions. This is why a separate bank account is recommended. The reconcilia

credit card receivable account will be completed later on.

Creating and Setting Up Credit Car
Purchases

Purchases may be made using a credit card issued in the name of the busine

9== Learn the Skill

gg In this exercise, you will learn to set up Sage 50 Accounting to allow ak@purchases using a credit card.

1 In the Home window, click Setup, Settings; Compan 8 i en click Used.
2 Complete the window as shown: &

Enter the credit cards you use to make purchases.
Under Payable Acct, enter the account that tracks the amount pou oW t d compary.

Under Expenise Acct, enter the accaunt you want ta charge a
ahtual fees, against,

rest charges and

Credit Card Name Papabl Expense Acct

Yiza 2140 %iza CardFPay 0 Credit Card Charges
|

3 Click OK to record the

r Purchases on Credit Card

rmation has been set up in Sage 50 Accounting, you can begin to make purchases
e business’ credit card.

Leafn the Skill

exercise, you will input and post purchases using the CIBC Visa credit card.

Enter

Once the cre
from ve

ors usl

<

om the Home window, select the Payables option in the navigation pane, and then click Purchase
Invoices.

2 From the drop-down list in the Payment Method field, select Visa.

3  Enter the following purchase transaction. Use Quick Add to add Toronto Sun to the supplier’s list.
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Transaction: Payment Method:

Purchase Invoice Invoice Received Invoice No.: = Tgn 159
Supplier:= Date: *02/14/2014
Toronto Sun - Order/Quote No.: -
Ttems storedat:  |Primary location ~
Division: -
‘Q.Imlihf‘ Unit ‘{Xder‘ D Il?"l_ ‘Oda" Price ‘Tax aTa)rt‘ Amount ‘ Account ‘m
Weekly Advertising H 60,45 455.00 | 5020 Adverti...
< [ T
Early FaymentDiscount: % Subtotal: 465.00
Visa Amount: 52545 Freight:
Tax: 60.45
Total: 52545

4 Review the Purchases Journal Entry.

House of Dee 2014 - Your Name

Purchases Journal Entry 02/14/2014 (J72)
Account Number | Account Description | Debits Credi,
2870 HET Paid on Purchases 8045 P

5020 Advertising 48500

45

2140 Visa Card Payable
Notice the credit to the Visa Card Payable acco
5 Close the Purchases Journal displai. Clig@aPo omplete the transaction.
6 Input one more purchase transacti vendor:
2) 200

Additional Date: Additional Field:
525.45
Eureka Furnishings T
46 Wyndham Street eb! .eurekafurnishings.com
Hong Kong r Since: 2/18/2014

Invoice Received Invoice No.: = EF 159
Date: = 02/18/2014

Order/Quote No.: -

Ttems storedat:  |Primary location ¥

Division: -
‘Q.Imlihf‘ Unit ‘{kder ‘ D Ilz_ml_ ‘{}der ‘ Price Tax aTaxt ‘ ‘Amount ‘ Account ‘.
4 item{s) Carpets:Chinese Floral 359.00 1,436.00 | 1500 Inventory
g g | -8 g
1 | p
Early PaymentDiscount: £ Subtotal: 1,436.00
Visa Amount: 1,511.00 Freight: 75.00 v
Tax: 0.00 (2]
Total: 1,511.00
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7 Review the purchases journal entry. Click Report, Display Purchases Journal Entry.

House of Dee 2014 - Your Name
Purchases Journal Entry 02/18/2014 (J73)

Account Number | Account Description | Debits Credits
16500 Inventary 1,436.00
5150 Freight Expense 75.00 -
2140 Visa Card Payable - 1,511.00

Additional Date: Additional Field:

1,511.00 1,511.00

8 Close the Purchases Journal display. Click Post to complete the transaction.
9 Close the Purchases Journal — Creating an Invoice window.

Let's review the transactions paid with credit cards.

10 On the Home window menu bar, click Reports, Financials, and General Led
02/01/2014 and Finish date of 02/28/2014. Select 2140 Visa Card Payable and

House of Dee 2014 - Your Name

General Ledger Report 02/01/2014 to 02/28/2014
Sorted by: Date

Date | Comment | Source # | JE# | Debits |
2140  Visa Card Payable

020142014  TSun 188, Toronto Sun Visa J72

02182014 EF 159, Eureka Furnishings  Visa J73

btart date of

11 Close the General Ledger Report to return to the Ho

Reconciling the Credi d Statement

The reconciliation of the credit card pa orks similar to reconciling a bank account, except that
the transactions are matched to thosgalist the credit card statement.

== Learn the Skill

gg In this exercise, you will le

1 Open the Chart oa

2 Click Set

oncile the credit card payable account.

window, double-click the account record for account 2140 Visa Card
nciliation & Deposits tab and select the Save Transactions for Account

ter the following:

terest In€ome: 4100 Interest Earned

5190 Credit Card Charges
Charges: 5190 Credit Card Charges
Interest Expense: 5190 Credit Card Charges

djustment:

lick OK and close the General Ledger and Accounts windows.
4 In the Home window, select the Banking option and click Reconcile Accounts.
5 From the Transaction field drop-down list, select Account Reconciliation.
6 From the Account field, select 2140 Visa Card Payable.

The Transactions tab displays instructions for reconciling an account for the first time.
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7 Click Add Prior Outstanding and note that there are no prior transactions shown in the Add
Outstanding Transactions window

8 Click OK to complete this step of the process.

Ensure the dates show 02/01/2014 and 02/28/2014. Reconciliation Date should be 02/28/2014.

The RBC Visa Account statement fo
reconciliation for February. It shows a ka

charge).

9 On the Transactions tab add

entries.

Transaction:

eet

Account Recol m

' R
y -

0.o0
0.00 CAD

Transaction: [Account Reconcilition A ]

Account: 2140 Viza Card Papable -

Statement Start Date: 0201/2014 Statement Opening B alance:

Statement End Date: 02/28/2014 Statement End B alance:

Reconciliation D ate: 02/28/2014 Comment:

Worksheet  Transactions | Income I Expense I

Sort Trans. by [Date v] A7+ | [ Add Prior Dutstanding... [] Shaw Deposit Slip Details [7] D
Source Drate Comment Deposits wWithdrawals Statuz

iza 024204 T5un 169, Toronta Sun 525,45 Outstanding

iza nz2Aaes204 EF 159, Eureka Fumishings 1.511.00] Outstanding

Fesolved 0.00 Outstanding 2036.45

Dizcrepancy 0.00

& Post |

14 has arrived and you are ready to complete the
080.45 (entries of 525.45 and 1,511.00, plus 44.00 service

nt, enter the Statement End Balance of 2080.45 and clear the two

H2/01/2014
02/28/2014
02/28/2014

ohz Ilncomel Expensel

Statement Opening Balance:

Statement End Balance:

Comment;  Yisa reconcilistion for February 2074

0.00
2.080.45 CaD

nz. by: | Date | A.Zd I [ Add Priar Dutstanding... ] [T] Show Deposit Slip Details 7] Do not show corrections

Date Cornrment D eposits Withdrawals Status
02/14/2014  [TSun 169, Toranto S 525.45(,/ |Cleared
02/18/2014  EF 153, Eureka Fum 1.511.000. | Cleared
Rezalved 2.036.45 Outstanding 0.00 Unrezolved 44.00 & Post |
Dizcrepancy 0.00 =
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9== Learn the Skill

] 1
S==

10

11

12

In this exercise, you will learn how to reconcile the 1100

1

Click the Expense tab, and complete the window as shown:

Worksheetl Transactionsl Income  Expense I

M arme Source Mo, Drate Cammett Acct Aot
Bank Charges CLC Stk 02/28/2014  |Bank Charges 5190 Credit Card Charges 44.00)
MSF fee 02/28/2014 |MSF fee -
Interzst Expense 02/28/2014  |Interest Expense 5190 Credit Card Charges

The Outstanding is 0.00, the Unresolved is 0.00 and there is no Discrepancy. Good Work!
Review the Account Reconciliation Journal Entry.

House of Dee 2014 - Your Name
Account Reconciliation Journal Entry 02/28/2014

Account Number | Account Descripfion | Debits Credits
02/28/2014 CC Stmt, Bank Charges
2140 Visa Card Payable - 44 0

5190 Credit Card Charges 44.00
Additional Date: Additional Field:

44.00

Close the Journal Display and click Post. Close the Recc'iliati osits window.

it Card Receivable account.

Open the Chart of Accounts window, double- ccount record for account 1100 Credit Card
Receivable, click the Reconciliation & D it and select the Save Transactions for Account

Reconciliation option.

Click Set Up, and enter the followjn

-

-~
Account Reconciliation Linked Accounts ﬂ
Income 1 wpenze 1
M arne: |mterest lncanme Mare: Bank Charges
Account. 4100 Intere red - sccount. 5190 Credit Card Charges -
Income 2 Expense 2
M arme: MSF fee
- Account: -
Expenge 3
Error - Gain M arne: Interest Expense
- Account: 5130 Credit Card Charges -
Adjuztment
Account: 5190 Credit Card Charges -
K] | Cancel

Click OK and close the General Ledger and Accounts windows.

In the Home window, select Banking, click Reconcile Accounts, and select account 1100 Credit Card
Receivable from the Account drop-down list. If necessary change the dates to: 02/01/2014 and
02/28/2014. Reconciliation date is 02/28/2014.
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Lesson 2

5 Click Add Prior Outstanding and note that there are no prior transactions shown in the Add
Outstanding Transactions window.

6 Click OK to complete this step of the process.

The Reconciliation & Deposits window appears, and you are ready to do the first reconciliation.

The RBC Visa and Master Card Account statements for February 28 have arrived, and you are ready to
44,

complete the reconciliation for February. It shows a balance of $1,956.49 (entries of 445.22 and 1,5
.83 of interest income).

7 On the Transactions tab fill in according to the following:

“wWorkzheet  Transactions | Incomel Expensel

Transaction: [Account Reconciliation v]

Account 1100 Credit Card Receivable -

Statement Start D ate: 02/01/2014 Statement Opening Balance:

Statement End D ate: 02/28/2014 Statement End Balance:

Reconciliation D ate: 02/28/204 Comment;  Credit Card Beconciliation for February 2014

Sort Trans. by: |Date | A.z+|[ addFiiorDustanding.. | [ Show Deposit Sl De

8 Click the Income tab, and compl

Mame

Source Mo, Date

Interest Income
Exchange Gain
Errar - Gain

The Outstanding is

CC Skrnt 0z2/28/2014
02428420

r Name

(] Deposit No. Date Comment Deposits
0241/.2m4 16, lsaac Varley 44522
02242014 17. Dickson Broz. [nvestment 1,5‘4
<
Fesolved 1.955.66 Outstanding 0.oo
Digcrepancy 0.0o

pow comections

shown:

Acct

Aot

4100 Interest Earned

onciliation Journal Entry.

ion Journal Entry 02/28/2014

g

esolved is 0.00 and there is no Discrepancy. Good Work!

Account Mumber | Account Descripfion | Debits Credits
CC Stmt, Interest Income
1100 Credit Card Receivable 0.83 -
4100 Interest Earned - 0.83
tiondl Date:  Additional Field:
0.83 0.83

10 Close the Account Reconciliation Journal Entry.

11 Click Post. Close the Reconciliation & Deposits window.

S
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79==m Learn the Skill

ggg In this exercise, you will review what was done in the credit card reconciliations.

1 On the Home window, click Reports, Journal Entries, Account Reconciliation, Report By Date. Accept
the default dates of 01/01/2014 and 02/28/2014 and then click OK.

House of Dee 2014 - Your Name
Account Reconciliation Journal 01/01/2014 to 02/28/2014

Account Mumber | Account Description | Crebits Credits
01/31/2014 JE6 Bk Stmt, Interest Income
1080 RBC Chequing Accourt
4100 Interest Earned
01/31/2014 JET Bk Stmt, Bank Charges
1080 RBC Chequing Account
5040 Interest & Bank Charges
0143172014 JEE Bk Stmt, Interest Income
1080 RBC Payroll Account
4100 Interest Earned
0143172014 JED Bk Stmt, Bank Charges
1090 REC Payrall Account
5040 Interest &Bank Charges
02/28/2014 J74 CC Stmt, Bank Charges
2140 Visa Card Payable .
5150 CreditCard Charges
02/28/2014 JTB CC Stmt, Interest Income
1100 Credit Card Receivable 0.83 -
4100 Interest Earned - 0.83
184.34 184.34
| Note: Your Journal numbers may not matghthe, display. Ignore such variance.

2 Close the Account Reconciliatio rnéBisp

Making Credit

When a business uses a cr
payment towards this li

ayments

ake purchases, it will be necessary on a periodic basis to make
in full or as a partial payment. This is usually completed once a month

eceived.
im=m Lear
< . :
S = learn how to make a payment towards your Visa credit card account.

nde the first field to Pay Credit Card Bill.

the Pay To the Order of field select Visa.

The balance of your Visa account is displayed
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4 Enter: 2080.45 into the Payment Amount field.

’F'ay Credit Card Bill Y] By ’Eheque VI From ’1080 REL Chequing Account - Order cheques
House of Dee 2014 - Your Name Cheque No. 238 =
FPay Twa Thousand Eighty 45100
Tathe Visa - Date Amount
Order 02/28/201 4 $2.080.45

af

The amount in the Credit Card Payable Account Balance is the current balance of that account and is digplayed for informational
purpozes only. The actual credit card balance may be different, please see pour cradit card statement for the actual balahce.

Credit Card Papable Account Balance:

Additional Fees and Interest:

Fayrment ArnoLnt:

Comment |

5 Select Report in the menu and Display Payments Journal Ent

House of Dee 2014 - Your Name
Payments Journal Entry 02/28/2014 (J76)

Account Number |Acc0untDescripﬁon |

2140 Visa Card Payable
1080 RBC Chequing Account
Additional Date Additional Figld:

2,080.45

2.080.45

6 Close the Journal display and Po
7 Close the Payments Journal.
[ ]
Handling Pe QF\

Most businesses maint sh fund to handle minor daily purchases, where it is impractical to create
a cheque. Examples of this could be small purchases of office supplies, a cake,

t
or a birth or ployee, flowers, a pizza for the staff for the month end inventory count after

etty Cash fund may vary from $50.00 to several hundred dollars, depending on need. It
impractical for a business to have a $100.00 Petty Cash, when average purchases from the fund
DaAYarU $50 or more.

The am

@ y Cash fund is generally under the control of one staff member, the bookkeeper, or someone else
as some cash handling experience.

Once the Petty Cash Account is set up for a specific amount the account will remain static for this set amount.
A Petty Cash Account will ever only be accessed under three conditions in a bookkeeping entry:

e To set up the Petty Cash fund.
e To revise the amount of the fund up or down.

e To close the fund because it is no longer needed.
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9
P "]
S==

Learn the Skill

In this exercise, you will learn how to set up the Petty Cash fund.

Mark Polsen will be looking after the Petty Cash fund. It will be necessary to add his name to the supplier's
list.

Select Payables then click the Suppliers icon.
Click the Create button and add Mark Polsen to the Payables Ledger as of Feb 1, 2014.

Save and close all screens to return to the Home window

In Payables, click the Payments icon.
In the first field select Make Other Payment, and then select Mark Polsen in t} f field.

Change the date to: 82/18/2014.

N o o A W N K

’Make Other Payment Y] By [Eheque v] From ’1080 REC Chequing Account

House of Dee 2014 - Your Name Cheque Mo, 293 _';"z"'zj

Pay B T o R VTN S 00100

Tathe  Mark Polsen - Amount
Order $200.00
of
. Tax
Aok Description Tax AR Al
1050 Petty Cash Set up Petty Casl 2o000f

Subtaotal 200.00

ImvoiceHef. 293

Comment

8 Review the bookke€Bing

our Name
ry 02/18/2014 (J77)

ccount Description | Debits Credits

Petty Cash 200.00 -
RBC Chequing Account - 200.00

| Date: Additional Field:
200.00 200.00

se the Journal display and Post the entry.
10 Close the Payments Journal to return to the Home screen.

This cheque is taken to the bank by the Petty Cash Custodian and cashed. The money is usually retained in a
small cash box and kept in a safe place in the business. As small purchases are made from this fund a cash
receipt is retained in exchange for the money being paid out to an employee who made a legitimate
purchase.
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The Petty Cash box should always contain the amount of the fund ($200.00 in this case) by way of Cash and
total receipts. When the Cash on hand is getting close to depletion it will be necessary to replenish this fund
with a new cheque being issued to the custodian for the amount of the receipts on hand, and an entry being
recorded dividing up the various expenses into appropriate expense accounts.

The Petty Cash custodian empties the receipts from the Petty Cash box and sorts them into Expense accounts
as per the following example. Items being charged to the same account may be combined into one entry in

the Journal.
Petty Cash
Net Gross

What purchased Amount HST  Amount Expense Account
Birthday Card 6.95 0.90 7.85 5200 Miscellaneous
Potted Plant for Office 29.95 3.89 33.84 5280 Office Expense
Hockey Team solicitation 25 25.00 5020 Advertising
Printer Paper 16 2.08 18.08 5280 Office Expense
Manth end inventory - Pizza 26.95 3.50 30.45 5200 Miscellaneous
Paper delivery 30 3.90 33.90 5200 Miscellaneous
Courier collect delivery charge 20 2.60 22.60 5140 Delivery Expense
Friday moring muffins 12 1.56 13.56 5200 Miscellaneous
Tatal 1844 18529

== Learn the Skill

gg In this exercise, you will learn how to replenish the Petty Ca?

1 In the Payables module, click the Payments icon.

2 In the first field select Make Other Payment, th ct Polsen in the To the Order of field.

3 Complete the journal as shown. Enter the ¢ r as an Invoice/Ref.

’Make Other Payment '] By [Eheque Cheguing Account v] Qrder chegues

Hougze of Dee 2014 - Your Name Cheque Mo, 200 'zﬁzj
Pay One Hundred Eighty Five - G- 28100
Tothe  Mark Polzen - Date Arnount
Efrder 02/28/2014 $185.23
Description Amount Tax I Ve Al |
maLnt |_|
Birthday Card £.95/H 0.90
Patted Plant for Office 29.95|H 389
Hockey Team salicitation 25.00
Office Expen Frinter Paper 16.00{H 2.08)
Miscellaneous Maonth end inventary - Pizza 26.95(H 380
Miscellaneous FPaper deliveny 30.00{H 390
ivery Expense Courier delivery charge 20.00{H 260
&Y|Friday marring muffirs 12.00]H @y 1.56 -

Subtotal 1BE.55
Tau 18.43
Tatal 186.28
Irweoice/Fef. 300

Comment Replenizh Petty Cash Fund & (Bt

You will occasionally run into rounding up or down situations as shown here. In that case it is common
practice to adjust one of the tax amounts in the journal entry to reflect the correct amount from the receipt.
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Using Debit Cards

In our example we have purposely left the one cent variance in place to demonstrate that rounding
differences can occur when dealing with percentages.
4 Review the bookkeeping entry.

House of Dee 2014 - Your Name
Payments Journal Entry 02/28/2014 (J78)

Account Mumber | Account Description | Debits Credits
2870 HST Paid on Purchases 18.43 -
5020 Advertising 25.00 -
5140 Delivery Expense 20.00 -
5200 Miscellansous 75.90 -
5280 Office Expense 45 85 -
1080 RBC Chequing Account - 185.28

Additional Date Additional Figld:

1856.28 186.28

5 Close the Journal display and Post the entry.

6 Close the Payments Journal to return to the Home screen.

Mark Polsen will take this cheque to the Bank, cash it and place the fund the@etty Cash box. This fund

should now be back to $200.00.

N\

avoid having to carry large amounts of

Debit cards have become an everyday tool to make a
cash. Whether the purchase is small or large, a debifi€a ow accepted by almost all businesses.

Using a Debit Card to Make a Purchase
A debit card used by the business t@lima e will most likely be tied to the business chequing
account. In that case, the entry will be N§@iffe an if cash had been taken out of the chequing account

for the exact amount of the purchas handled like any other cash purchase.

Using a Debit Card to Make a
When a customer offers his, the business to pay for a purchase, the transaction will be handled
as if it were a cash sale witfW¥s important differences.

The business t a financial institution to handle their debit card as well as credit card
transaction to handle the transactions is rented by the business on a monthly basis for a
fee which ¢ the inexpensive $30.00 to $40.00 per month to the wireless which can run as high
$50.00 to $60.

In a n to the monthly rental, the financial institution levies a transaction fee of $0.08 to $0.15 per
trapsa The net amount of the transaction is deposited into an account controlled by the financial
n¥The business has the opportunity on a daily basis to view a transaction statement. The funds less
saction fee are automatically deposited to the business bank account every three or four days.

The financial institution issues a monthly statement outlining all transactions and fees collected.
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Backing Up Sage 50 Accounting Data Files

At the end of each lesson complete a backup of the lesson data file using a name such as HD Lesson 2 end.

== Learn the Skill
]

S = In this exercise, you will learn how to create a Backup of your data file.
1 Select File, Backup from the Home window menu bar, or click (Backup) from the to
The Backup window will open.

2 Replace the File Name with: HD Lesson 2 end.

" ™y
Sage 50 - Backup @

Last backup:
Seszzion Date:  02/28/2014
Spstem Date:  01/22/2014 at 10:40

File Mame: HD Lesson 2 end

Lacatian: CuStudent D ata',

Comment: Backup #0001 of company House of Dee.

Compact data before backing up to save disk space .

[Ti/enity backup file after back up completior \

[ (] ] ’ Cancel ] ’ Help

L

If necessary, check with the instructor to find t r cedure or location for backup of files.
3 Ensure Compact data before b. S disk space is selected and click OK.
4 Click OK to acknowledge that thggba is complete.

5 Close Sage 50 Accounting.

Backup files are compresse
your backup file, go to
Sage 50 Accounting Op

are copied, so they take less space on your disk. If you wish to use
dow, click File, then Restore or choose Restore from backup in the
e window and follow the steps indicated in the Restore windows.

Lesson

In this les
credit car

mary

you learhed how to set up and use the bank reconciliation feature. You have also worked with
r sales and purchases, and reconciled credit card statements. Now that you have completed this
d know how to:

deposit feature account for sales on credit card

Up the bank reconciliation account for purchases on credit card
reconcile a bank account reconcile credit card statements

produce bank reconciliation reports make credit card payments

|

M set up credit cards for sales and purchases

create credit card accounts reconcile Petty Cash

N N N SV

use a debit card
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Review Questions

1.

10.

11.

14.

The bank reconciliation is extremely important, as it is the only source of external audit to verify your
day-to-day bookkeeping.

a. True b. False

The Cash Deposit amount must always be equal to the total of cash sales during the period.

a. True b. False

When you are setting up the bank reconciliation in Sage 50 Accounting for the first time, yo
from your last balanced reconciliation (either manual or from another accounting syste

@ o the bank

a. True b. False

Outstanding entries from the last balanced reconciliation may be manuall
reconciliation system.

a. True b. False
Entries for bank service charges and interest must be entered throug bal§Preconciliation.
a. True b. False

If you are unable to balance your bank reconciliation, ig C
on.

post an adjustment and move

a. True b. False

An Unresolved amount of anything but 0.00 m the bank reconciliation is not balanced.

a. True b. False

Where adjusting entries have b e are matching Deposit and Withdrawal amounts in

the Reconciliation, these may be cle
a. True b. False
Credit cards used for sales t rs can be set up so that a discount is calculated and deducted
from each transaction.

a. True b€Fal

Invoices omers on credit card are all “Pay Later” invoices.

a. Tr . False

Proceeds fr dit card sales are normally deposited to a bank account in the name of the merchant.

rue b. False
y account is needed in the Chart of Accounts to record purchases made on a credit card.
True b. False

e account used for purchases on credit card has to be reconciled in the same way as a regular bank
account.

a. True b. False
To purchase small items for cash, it is alright to use the Petty Cash account in a General Journal.

a. True b. False
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