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Lesson 1: Introduction

Lesson Objectives

The objective of this lesson is to introduce you to the basic operation of Sage 50 Prem

ounting 2015.

Upon successful completion of this lesson, you should know how to:

define what Sage 50 Accounting is

start and exit Sage 50 Accounting

identify the Sage 50 Accounting Home window
move around Sage 50 Accounting

use the Help system

understand the Chart of Accounts

create, modify, find, edit and delete accounts

save changes to data files

O0OO0O0OO0DoOO Qo™a Qg

find and amend the company informatior

Overview

O

O
O
O
O

work with the Session D
input dates into Sage 50 Accounting
change to accounting terminology
review the G Module linked accounts
i adjust, or reverse General Journal
transactions

‘2 and recall recurring transactions
nroduce a General Journal report

backup data files

What is Sage 50 Freniium Accounting 2015?

Sage 50 Premi
medium-size
Accounts Receiv 2

i Accounting 2015 is an integrated, modular accounting package suitable for most small to
nesseés needing such accounting modules as the General Ledger, Accounts Payable,
anadian Payroll, Inventory, Time and Billing and Project (Job) Costing.

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

o W

using the program, windows and data entry screens resemble their actual paper counterparts; for

ampie, the Sales Journal screen resembles a paper invoice.

e package is easy to learn, providing you with icons, menus and toolbars, as well as keyboard-activated

commands.

e You can customize the package to your needs with such options as interest on overdue receivable

accounts, using non-accounting terminology, varying the aging periods for Receivables and Payables.

e Payroll entry is quick and straightforward, eliminating the need for manual tax table searching with

current payroll tables. (Additional fees apply.)

e You can track profitability by job or project to determine the most profitable areas of your business.

1618-1 v1.00 © CCl Learning Solutions Inc.



Lesson 1 Sage 50 Premium Accounting 2015 - Level 1

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

e You can customize and print invoices, cheques and statements.
e You can print professional reports and graphs without wasting time designing and formatting.

e In one easy report, you can track all Sales Taxes, (GST, HST and PST) paid or received on transactions
processed using the Payables and Receivables modules.

e The program offers extensive help and on-line accounting advice, as well as assistance available from
local Certified Consultants or Premier Advisors.

e You have the ability to use Purchase Orders, To Do Lists, Check Lists, Business Advice, Sage 50 \Wizaras
and toolbar buttons.

e The bank reconciliation feature can be fully automated with downloaded staterments 1rom the internet
(discussed in the Level 2 courseware).

e This version enables you to export data to Microsoft Excel, Access or other programs, provides automatic
advice, a credit card section, lets you update budget amounts, provides the ability to create quotes to
customers or quotes from vendors, and keeps track of shipping information and management reports.

e Italso provides automatic import of emailed invoices, orders and quotes. You can send emails to vendors
and customers directly from the vendor and customer ledgers; ana email invoices to customers.

e The software also provides for maintenance of accounis in fc currency (discussed in the Level 2
courseware).

[ ] B ‘.
Starting Sage 50 Accouiiting
There are a number of ways to start Sage 50 Accounting, depending on how it was installed on your system:

e Click Start, and then All Programs. k Sage 50 Premium Accounting 2015 on the menu and then
Sage 50 Premium Accounting (2015) on the submenu.

e Double-click the Sage 50 P )m Accounting 2015 icon on the desktop.

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

designated place, as cted by your instructor.

i== Learn thie 5kill
S [n this exercise, you will learn how to start Sage 50 Accounting.

1 / e Windows desktop, click Start, All Programs.

ick Sage and then Sage 50 Premium Accounting on the submenu. (You may have to click Sage 50
Premium Accounting again on the next submenu.)
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Sage 50 I+l SOe

Sage 50 Premium Accounting

Wielcome ta Sage B0 What da you wizh to do?
(®) Open sample compary.
() Create & new company.
() Restare from backup.

() Select an existing compary.

[] Do niak show this Select Company window at startup.

EEEE— -

3 Leave this screen displayed for the next exercise to learn more about tihe Select Company window.

Selecting a Set of Data File:

Every time you enter the Sage 50 Accounting environment, the ooening screen or window asks you to select
the company data files to use from existing data file red ¢ your computer or network. This enables you
to have several companies’ accounting data files ori your hard disk.

If you are just beginning to work with Sage 50 Accounting, you will not have any existing accounting data
files and you will have to create thém. You can create a new set of files from scratch by entering all of the
General Ledger accounts. Alternatively, you can create a set of files by using the “starter” data file templates
that come with Sage 50 Accounti

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

From the Sage Sage 50 Premium Accounting screen, you will see the following:

Open saimple Use this feature as a tutorial and a learning tool to help you learn Sage 50

company Accounting. This can also be very useful to review how the professionals completed
some more complicated transactions.

“reale a new When you are starting a new company, you can choose to start from scratch or select
pany among the many Chart of Accounts templates provided by Sage 50 Accounting.
Restore from Restore from your backup data in the event your current data is corrupt and you are

backup unable to open it in Sage 50 Accounting.
Select an existing When you want to use one of the companies you worked on previously.
company
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Open the last Open the file for the last company you worked on. This option will not appear the
company you first time you start Sage 50 Accounting.

worked on

Do not show this Select this option to bypass the Sage 50 Premium Accounting window and take you
Select Company directly to the Sage 50 Accounting Open Company window to select an existing data

window at startup file. Except for experienced users, it is generally not a good idea to checkmark this
box.

If you decide to store your company data files on your own hard disk, store these files within the Sage 50
Premium Accounting\blankdb folder (generally found in C:\Program Files). Sage 50 Accounting ! ated
this folder for this purpose so that you can easily locate your company data file(s).

Throughout this courseware, the material assumes that the default drive for saving data files of information
is your hard disk drive, usually Drive C. Check with your instructor to learn where you should save the files,
or where they may be located on the network, for your course.

Learn the Skill

In this exercise, you will restore and open an existing company data file.

The student data file download from CCI Learning is comprised of two sets of data files — Harmony House
Music - Student.cab and United Building Supplies - Student.cab
For Sage 50 Accounting to use these data files, they must be restored to the computer.
1 In the Sage 50 window select Restore from backup an K OK.
In the Restore from Backup dialog box click Next
Click Browse to locate the Harmony House Music - Student.CAB file, select the file and click Open.

2

3

4 In the Select Backup File dialog box click Next.

5 In the Confirm Backup File dialog box click Next.
6

Browse to the folder where the restored data file is to be stored, and type: HHM Lesson 1 - your name in
the File name field to.replace the word New and click Save. (Use your own name to replace the words
your name)

7 In the New File flame diciog box click Next, then Finish.
The data file will be restored and Sage 50 Accounting will proceed to open it.

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

| “hiange Session Date

Mew Seszion Date;  02/28/2015

| Ok | | Lancel |

8 The Session date should be February 28, 2015 (02/28/2015). Click OK to accept the Session Date.
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On the screen you may see several windows:
e  Getting Started window
e  Checklists — turned off in the Harmony House Music data file
e Daily Business Manager - turned off in the Harmony House Music data file
e BC PST Update Reminder - turned off in the Harmony House Music data file
('BC PST Update 5]

@ BC Provincial Sales Tax [P53T) Changes Reminder

OnAprl 1, 2003, the PST will be re-implemented in Eritish Calumbia. The Harmonized
Sales Tax or HST [cumently at 12%) will be replaced by the GST at 52

Uge this wizard to make sure vou have the comect PST and GST taxes and tax codes
set up,

Who should use this wizard?

- Uze it if your compary iz located in Briizh Columbia

- Uze it if you hawe customers in British Calumbia

- Do not uze the wizard if the PST and its related tax codes for your compary are alis
up-to-date ‘

How do you want to proceed?

@) want bo update my tax information nove

| will update ray taw infarmation myzelf

| have alieady updated my tax information

For more information, see the BC government HST web iz

Back _N J Finish Cancel

. ’

e  Product Enhancement P am wiridow (only shows up under some circumstances).

9 If necessary, close the BC Provincial Sales Tax (PST) Changes Reminder and click OK in the Sage 50 -
Warning screen.

Looking at the Getting Started Window

The Getting Started window should appear in front of the Sage 50 Accounting Home window. If it does not,
you miay need to minimize the Home screen to see it. The purpose of this window is to assist in setting up
your company and educating you on using the various modules (such as the General Ledger and Accounts
ecelvables for example) after the database has been created.

you progress through the exercises in this course, you may occasionally note a variance in the image
displayed on your computer screen to that shown in the manual. There are a number of reasons for that
to occur. The version used to create this courseware is the Sage 50 Premium Accounting Education
version. Sage 50 occasionally creates updates, which may contain slight enhancements and/or changes.
This will not affect the overall operation of the program.
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-

L

Getting Started

==

Welcome to

Sage 50 W+l

Explore Sage 50

Watch the following quick start videos:
ﬁ What's New in Sage 50 Accounting
i & Minutes
The Home Window
i 7 Minutes
Setup Guide - Customers
i 9 Minutes
B Setup Guide - Vendors
Visit Sage University formore learningopportunities
Visit Sage City, your online community

Customize Sage 50

Set company preferences
Schedule data backups
Customize yourinvoices and other business forms

Show this window on start up

Add Business Records

. g
Customers

Suppliers
Employees
Inventory
Divisions

QOpen the Setup Guide

Learn How To

Impart records

Set up inventory

Set up Divisions

Set up payrall

Set up users and permissions
Usereports

s

Close

There are four parts to the window to make understandii
can utilize the program immediately; otherwise, if you

A

he modules easier and more efficient, so you
already familiar with the program, you can deselect

the Show this window on start up option and go dlirectly to the Sage 50 Accounting Home window the

next time you start the program. If this option has b

« deselected, it can be brought back to the screen by

selecting Getting Started Guide from the Setup menu.

Explore
Sage 50

Add Business
Records

-ustomize
50

Learn How To

There are nine quick start videos that vary in length and will assist you in learning the

software. The 20s include What's New in Sage 50 Accounting, The Home Window,
Setup Guide ~ Customers, Setup Guide - Vendors, Setup Guide - Employees, Setup Guide
- Accounts, Reports, Sage 50 — Essentials, and Sage 50 — Comprehensive.

Alicv I to directly open the various ledgers (Accounts, Customers, Suppliers,

-mployees, Inventory, and Divisions) without going through the Home window to access
them.

By clicking on the Open the Setup Guide option, the Setup Guide window appears and
allows you to access the Customers, Suppliers, Employees, and Accounts in a spreadsheet
format for easy addition, removal, or editing.

This option allows you to go directly to the Settings window of the software. Currently
the options are Set company preferences, Schedule data backups, Customize your
invoices and other business forms.

Provides a link to various topics in the Help feature of the software.
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== Learn the Skill
@

S This exercise displays ways of assisting you to make changes in various modules in Sage 50 Accounting without

going through the Home window.

The Checklists and Daily Business Manager screens appear at start up or when changing the session date
unless they are turned off in the Setup, User Preferences menu. (This is dealt with later in this Lesson.)

Daily Business Manager

File Edit View

| 6 &S w5 S

Help

§ 5= Checklists

]| Eile

View

Diate: Last
Completed

Checklists

Calendar Year-End
Day-End Procedures
Fiscal Year-End Procedures
Month-End Procedures

[==] = ]
=
= = |
Tazk In
Progress

[ Modify

) |

Add

Bemaove Cloge
J { ) e

T

\

L

1 If necessary, close the Checklists window and the Daily Business Manager window. These two windows
usually appear on top of one another (the Daily Business Manager window may be hidden behind the
Home window). Later in the cotrseware, the Daily Business Manager will be used.

2 Inthe Add Business Records area of the Getting Started window, click Open the Setup Guide.

3 Click the Customers option and the following window will be displayed:
rSetup Guide - Customers -y v 5|

File Edit View Help
'jAdd Customer Mo ¥ Edit Custemer
%]@ stonier setup Watch tutorial
ot infor sn about your customers. To add more
in n ah + customer, double-click the name to open the customer record.
Cust mer ™ 7| Contact Telephone E-mail Street 1 Street 2 city Province Pc";f ol
b Robert Jones 604 4036539 3745 Maple ... Burnaby BC V23 4R3
3 Music School  John Baier 604 459-3256 78945 Main St. Port Coquitiam  BC V3T 6RY
‘ E ers & Sister.,. | Jackie Brently 604 555-1257 3861 Frontier 5t. Maple Ridge, |BC V2T 5Y7|
Deb ckie Deborah 1. ... (604) 569-7951 4509 Lakep... Burnaby BC ¥1S 376
1,G. Palmer Second... | Pamela Smith 9587 Queen 5t. Burnaby BC W15 4G5|
I aple Ridge Marchin... Judy Denver 604 479-6954 judyd@shaw.ca 4378 Elm 5t. Maple Ridge BC V1P 5Y6 L
“itt Meadows Eleme... |Mr. JamesR... 604 788-3564 5984 Agassiz ... Pitt Meadows | BC V3P A
Richmond Symphony... Gerald Mast... 604 886-3547 P.0. Box 567 Richmond Bc W35 6T7|
Terry Fox Secondary | Ms. Micole S... | 604942-3399 nicole @fox.ca 123 wellingto... Port Coguitlam | BC V38 219
q | 1 2
Number of Customers: 9 Total Balance Owing: $23,442.9,
*Required Feld Close I [ Help ]
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4 Locate H.G. Palmer Secondary School. Click in the Telephone field, and enter the following phone
number: 6044034325.

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

6 Similarly, copy the address for the School Board District #56 from Street 2 to Street 1 and clear the Strect
2 field.

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

8 Click the Close button.

9 Click Close twice more to close the Setup Guide and Getting Started windows.

Looking at the Home Window

Sage 50 Premium Accounting now displays the Sage 50 Accounting — Hoime window. This is the window
you see after you load the program. The view shown below is the Enhancea View for the Customers & Sales
module. We will be using the Enhanced View throughout this courseware.

Journal
lcons

Title
Bar

Menu
Bar

Control

Icon Toolbar

Close
Maximize

View Minimize

-
él Sage 50 Pr!mium Accounting - HARMONY HOUSE MUSIC (2015) - YOUR i

AME.SAI |?jpeaquesb‘onfor

eb | Help search |.|E|E|ﬂ

File Edit View Setup  Business Assistar{( Services Maintenan# uraphs  Reports  Hglp
= Open Company @ Backup DEM Close otherwindows | 47 Chat with Support |Qu ck Search | = Q Search
Harmony House Music (2015) - Your Name ————> Suiitch to Classic View
Dashboard Receivabics This is my default page Session Date: 02/28/2015
_ Tosks L oomers EEE
& Receivables . %" Balances as of: 02/28/2015
& Payables = k/ Customer Name Telephone| Balance | »
A % - School Board District #.., |604403-... £0.00 [
1_—‘ Inventory & Services Clstamérsw Divisions» - Baier's Music School 604 459-,.. £0.00
a2 = - - Big Brothers & Sisters C... |604 555-... | $2,297.75 E
L i o ~  Deborah Mackie (604) 40...  $252.00
@ aa *  H.G.Palmer Secondary... $689.89 —
== — Sales Quotesw v ¥  Maple Ridge Marching B... 604 479-.. §1,948.80
%7 Banking ~  Pitt Meadows Elementary | 604 788-... £0.00 ~
5B Company f}_:. ’.\-‘—1. Include inactive customers
4 e, O -
Le# ning Centre Sales =
i) - Sales Ordersw : Receipts+
- - Invoices
Reports: [Customer List v] =
Shortcuts ﬁcu_smlg sk \'-«-
- . R i
G uide - Report
) Centre
[ Time Slipsv
Related Tasks Recently viewed reports:
Customer List
@_f All Journal Entries
/ Inventory and Services Transaction
) ) Upload Pre- Inventory Summary
Settings Form Designer Authoprized Dehits

| SageSO’g\remlum Accounting | sysa’gmln | Single-user

e

e T

Module Icons Customize Shortcut Status Bar

Current User
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Control Icon

Title Bar

Menu Bar

Toolbar

Journal Icons

View

Minimize,
Maximize/Restore
or Close Buttons

Module Icons

Customize
Shortcut

sal Bar

Current User

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

Contains the name of the program, followed by the name of the active data file, for
example, HHM LESSON 1 — YOUR NAME.SAI.

Provides access to the main menus (File, Edit, View, Setup, Business Assistant, and so

on). Each main menu contains a different set of commands or features to manipu!ate
the data.

Use the buttons on the toolbar in the Home window to perform various act that
are shortcuts for menu-activated functions. Hovering the mouse pointer over a
button provides a description of the button'’s function.

Access journals to enter transactions such as General Journ: Account
Reconciliations, Vendors, Purchases, Orders & Quotes, Paymen omers, Sales,

Orders & Quotes, Receipts, Employees, Paycheques, Payroll Cheque Run, Inventory

& Services, Item Assembly, Inventory Adjustments : roject. If you point to a

journal icon, a description of the icon’s function cppears in the I -
status bar at the bottom of the Home windc nly i Classic L/

View). Some icons have an arrow attached to them. This is an Receintsy g Includ
indication that menu choices are available. ing the arrow | create Réckipt
opens a drop-down menu of the 1oices. Clicking directly on | Find Receipt

the icon activates the default attachiecl to that icon. Adjust Receipt

Allows the user to switch frorm the Enhanced View to the Classic View depending on
their preference and familiarity with the software. The Enhanced View feature is used

to save time and enhai 1sability.

Use these buttons ¢
taskbar, @ (Mc

size, orf =

ither a=m (Minimize) the Sage 50 Accounting window to the
nize) to the screen, Iﬂ (Restore Down) to the original window
“lose) the program.
Accesses the data areas to manipulate items such as General Ledger, Suppliers &
Purchases (Accounts Payable), Customers & Sales (Accounts Receivable), Employees
& ll, Inventory & Services, Divisions (sometimes shown as Projects or
Departments), Banking and the Dashboard (a management tool which provides an

stant snapshot of the business’ key performance indicators.)

Allows the user to create customizable shortcut lists to add links to the features most
commonly used. A shortcut for the Getting Started Guide has been set up by
default.
In the Classic View the Status Bar displays help or status messages when you point
to an icon or a field.
Identifies the user currently logged into Sage 50 Accounting using these files. If using
a single user copy (as in the case of this courseware), the user name will show as
sysadmin until you set up individuals to use Sage 50 Accounting on this computer.
On a network, the person designated as the Administrator will set up the user names
and will require you to log in with a user name and password before you can open
Sage 50 Accounting.
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i== Learn the Skill

-
S [n this exercise you will view a report which will be added to your commonly viewed reports list.

1

Click the Payables module located on the left side of the Home window.

Suppherss _____________________________________________ Cac]

Balances as of: 02/28/2015

Supplier Name Telephone Balance -
+  ABC Music Supply 804 583-3751 §1,795.34 |[ |
- Alphonse's Music World (519) 258-3139 £0.00
- Burnaby Office Supply Co. 604 403-3745 §33.55
- Canadian Imperial Bank of Commerce £0.00
- Fartis BC £183.57
- Hamilton Music Centre (905) 318-7676 £4,338.60
- Harknett Musical Services Ltd. 905 477-1141 291241 ||=
- Imperial il £140.00
A Joe's Plumbing £319.20

Move the mouse to point to the & within the Suppliers heading on the right side of the window. Click

the & and the list of Suppliers will disappear. This is known as “collapsing” the view.

Click the £ of the Suppliers heading to show the expanded view.

In the Reports area click the drop-down arrow, select the Supplier Aged Summary report, and click the

button.

-
D Supplier Aged Summary

[E=EE )

File  Options Help
& Print &Print Preview ﬂ’(hange Print Settings |‘:|Export "'-D{i;:Eﬁ in Exceld @Modify - & Refresh ?
v] Date: 02/28/2015

Az at: Eoday

Harmony House Music (2015) - Your Nam«=
Supplier Aged Summary As at 02/28/2015

Tota Current ‘ 31 to 60 ‘ 51 to S0 ‘

Mame
ABC Music Supply - 1,795.34 - - o
Burnaby Office Supply Co. 3355 - - - N
Fortis BC b 18357 - - -
Hamilton Music Centre 4238 .60 433860 - - -
Harknett Musical Services Lta 212.41 912.41 - - -
Imperial Qil 140.00 - 140.00 - - L
Joe's Plumbing 318.20 318.20 - - - 3
Merit Insurance Company 1,680.00 1,680.00 - - -
Music-4-1) 326.30 326.30 - - -
Telus 30484 30484 - - -
Valley Wind & Reed 445.0% 44509 - - -
Tota! outstanding: 10,478.70 854436 1,936.34 - -
| Harmony House Music (2015) - Your Mame .:
W J

1he report can be modified, exported, customized, and so on, which will be discussed later in the course.

5

Reports

Click to close the report.

In the Recently viewed reports area, the last report viewed will

Reports: [Supplier Aged Summary - ] =

Display

appear. This feature saves you time when viewing common Repart
Cent
reports. Depending on the activity in the data file, the Recently o
viewed reports list may vary from one computer to the next.

Recently viewed reports:

Supplier Aged

All Journal Entries

Inventory and Services Transaction
Inventory Summary

10
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