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Learing Objectives

In this module, you will create a company file in Accounting to be used as a
demo account throughout the duration of your course. This account will enable
you to do what business owners do on a day to day basis, create and manage
customers, vendors, invoices, expenses, reports, inventory, journal entries, taxes
and payroll, just to name a few.

Create a new Sage Accounting company/demo account
Edit company information

Review Financial Settings

Review Sales tax

NOTE: Throughout the duration of the course, you will encounter important icons and visual
% E 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.

Review questions at the end of a lesson to check
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.

R o I O ® o
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Setting Up Your Company

1. Using your web browser, navigate to http://www.sage.com/ca/about-us/education

2. In the top right of the screen, click Log On and navigate to Sage Business Cloud
Accounting.

Products ~ Accountants Pariners Support Community Advice Canadian {(English)~ Log 0nﬂ k ! 1] ,0
) Sage Impact
Education Partner Program Ovenview  Software Support Tining
age View

I Sage Business Cloud Accounting I

Sage 300 Online

(9]

age ERP Online
Sage Payment Solutions

Sage Business Cloud Enterprise
ent

Customer Portal

Partner Portal

Sage provides more than just software and solutions to students. We have online
communities and support available to help you get a jump start on the workforce.

3. Enter your Email or User ID and Password.

4. Click Log In.

The setup wizard will launch requesting information about your company to
complete the basic setup.

1. Begin by creating a new name for your company in the Business Name field. This will
appear on customer invoices, credit notes and reports.
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sage One r—

Step 1of 3

Let’s set up your business

Just a few quick gquestions, and you're ready to go!

Business Name®

Type of Business” s Sole Proprietorshlp - 1 work for mysel

Partnership - it's me and my business parneris]
Cor | L s paied bry i
Co-op ~ cowmeed by an f nembers

Other - we huve a special company Lype

Save and Continue

Select the Type of Business your company will be operating, Sole Proprietorship,
Partnership, Corporation, Co-operative or Other.

. Input a Business Trading Address for your business. Accounting will automagically
calculate GST/HST/PST/QST taxes based on the Province selected here.

swe One Need some help?
Step2of3

Let's set up your business

& Back Where do yau run your business from day-to-day?

Business Trading Address

Address 1

Address 2
Town/ City*
Province  Alberta /
Postalcode® K1AOA6

Telephone*

Save and Continue
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. Click Save and Continue.
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. In the final step to setting up your company, Accounting will ask if you charge Sales Tax. If
you would like your demo company to collect Sales Tax, select ‘Collect: | collect
GST/HST/PST/QST etc.’ If not, select ‘I don’t collect any tax’ and click All Done! You
should note that Accounting automatically creates a standard Chart of Accounts in the
background so your students need not spend waste less time setting it up.

NOTE: HST/GST/PST/QST numbers are issued by the Canada Revenue Agency
g 2 when registering for a new business. For purposes of this course, use a fictitious 13-
digit number if you'd like to collect sales tax in your demo account

Step3of 3

Let’s set up your business

And finally, do you charge Sales Tax?

Sales Tax
Collect s | collect HST

| don't collect any tax

HSTMumber’| 123456789 RT 1234

Tax rates for Ontario

Step3of3
Let's set up your business

And finally, do you charge Sales Tax?

Sales Tax
Collect (s | collect GST and PST
I only collect GST

I don't collect any tax

GST Mumber* ; RT

PST Number* PST -

Tax rates for Saskatchewan

GST&PST 11.00 %
GST & PST 1500 %
GST 500 %
PST 600 %

PST 10,00 %

All Done!
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Basic Setup Company

Once the initial setup of your demo company is complete, you'll be taken to the
Accounting dashboard where you’re accounting adventure begins. This screen
is a static screen and helps guide you in setting up your company for the first
time. It includes an option to Set Up Customers, Connect Bank Accounts,
Set Up Vendors, Set Up Chart Of Accounts and Optional Extras, like adding
a logo to your invoices.

AirCanadafowner) & B =+ @ & [+

Summar y  Sales ¥  Expenses ¥  Contacts *  Products &Services  Banking  Journals  Reporting ¥  Settings / °
Hi, Kim «

The Summary tab gathers key information about your business. Getting Started Sales Expenses Cash Flow Statement Cash Flow Forecast

Set up customers Optional extras

_ Further customize Sage One for your business
1) Createor import customers &

21 Enter money customers owe toyou @

3| Review the Accounts Recelvable report @

Connect bank accounts

1) Setup and connect your online bank accounts @

Set up vendors
17 Createor import vendors @
2| Enter money you owe to vendors &
31 Review the Accounts Payable report @

Set up chart of accounts

Do you work with colleagues? @
Invite others to collabarate in Sage One

1) Review the standard chart of accounts @
2! Enter opening account balances @

*) Review the Trial Balance report @

Review detault settings and preferences. @

Maimise your productivity

Editing Business Information

To change the address of your demo company including Company Name,
Company Address, Company Contact info, Company Phone, or
Company Website:

1. Click the Gear Settings Icon.
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2. Select Business Information and make any necessary changes. The other features on this
page we're discussed in Module 4 — Settings should you wish to refer back to them.

One Accounting = AirCanada (Owner) ¢ @ @

Settings Overview / r
MY PROFILE Your information Business information
Update your name Update your business name and address
Your subscriptions User management
Manage your subscriplions A of eiit USer aCcess 1D your business

Third Party Access

Sage One Accounting
@ Sage One Accounting settings

Company Name: The business name entered here will be displayed on your dashboard at
the top right of the menu bar at all times. Accounting also uses your business name in
correspondence with customers, including in the subject line of emailed invoices, on
statements, at the top of reports, and much more. Your business name is also the default
filing name of your business for taxes.

Business information
Business name™ Air Canada Address Line 1° 7373 Céte-Vertu Bivd
Website Address Line 2
Telephone 1-888-247-287 City™ West Saint-Laurent
Mobile State/Pravince™ Quebec(QC) -
Zipipostal code™ H45 1723
Country

==

3. Click Save.
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Financial Settings

It's important that you understand the big picture of your company. The information provided in
the Financial Settings are paramount as they determine the outcome of financial reports, tax
returns and other financial documents. The Financial Settings determine your company’s

‘Accounting Dates’ including the Year End Date, Year End Lockdown, and Accounts Start
Date of your company.

1. Navigate to Accounting Settings.

& One Accounting *

AirCarada(Owner) # @ & [

Settings Overview

MY PROFILE Your information

Update your name

Business information
Update your business name and address
Your subscriptions

User management
ur subscriptions Add or edlt user acces

ICCESS 10 YOur DUSINess

Third Party Access

e

Sage One Accounting
@ Sage One Accounting setings

Accounting settings determine your financial year end and start date for transactions.

« Year End Date: This is the last day of your company’s financial or fiscal
year

* Year End Lockdown: Use this field to prevent transactions from
being entered before a certain date. For example, if your fiscal year
ends on 12/31/2018, enter 01/01/2019 here. This prevents changes
in records that would alter balances during closed account periods.

« Accounts Start Date: This is the first date you begin using Sage
Accounting.

2. Scroll down to Financial Settings and click on Financial Settings

sage



Summary Sales ¥ Experses ~ Contacts ~
Settings o
Usethis anige your Sage O

INVOICE & BUSINESS PREFERENCES

FINANCIAL SETTINGS

Products & Services  Banking  Journals

Heporting ™ Settirgs

About your Business
Drexhie what Information stoul your business is shown on sales snd purchase
documents,

Logo & Document Template

Add yous company 3980 and select your cocumsnt style to reflect your brand.

Involce Form Settings
CORMGUrE the defaulss SIOWn on INvoloes and o< sales and PUICTAsE farms

Chart of Accounts

Create, view s manags yous ledger acoounts.

Financial Settings

Manage your finascial start and vear end date.

Sales Taxes
Edit your tax settigs
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Email Messages
Customize the defaull ermell message when you send an rveice, statement of e
dosumant

Record and Transactions Settings

Coifigure the defaidts sthowr on cortacts, iters snd Bank transactiors,

Cheque Printing Settings

Mase payments by prirting cireciy omo specil Checue pager.

Analysis Types

Set-upand oversos ansysis Lypes Lo manage your scoounts in more detal.

Currencles

Handse foreign currency trassactions and ranage your exchange rates,

3. Input the dates for your new company. If you haven't already done so in the previous
Settings module, enter todays date as your Accounts Start Date.

Financial Settings o

Record your financial details such as your financial year end and the start date for Sage One transactions.

ACCOUNTING DATES

Choose when your financial year
starts and ends. Choose a
‘Lockdown’ date to stop new

transactions being saved before
this.

Year End Date
Year End Lockdown
Accounts Start Date




Sales Tax

Managing and keeping up with changing sales tax can become complex. If you
collect sales tax you can set up tax rates for the products and services you sell.
Accounting helps you automate your tax tracking and keep accurate records of
the tax that you collect and pay, keeping you compliant. You can also create a
combined sales tax rate that includes multiple rates. What’'s more is Accounting
automatically creates the taxes for you, based on the Province your located in,
when setting up your company for the first time.

When doing so, you should have your business tax information available from the
Canada Revenue Agency or your Minister of Finance. For purposes of this
course we'll use a fictious number.
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Divine Chocolates would like to review their current sales tax setup and add a new one.

1. To create a new tax rate, navigate to Settings and then Sales Taxes.

One  acounting =

firCanadaiCwner) & B 9w @ © [+

Summary Sales * Expenses ¥ Contacts * Products & Services Banking Journats

Hi, Kim «

Thi Summary tab gathers bey information sbout your busingss,

Getting Started Sales Expenses Cash Flow Statement

Set up customers

1! Create or import customers &
) Entor money customers owe to you @

3] Review the Accounts Recelvable report @

Connect bank accounts
1) Setup and connect your online bank sccounts @
Set up vendors
1) Create or import vendors ©
2] Enter money you owe tovendors @
1) Review the Accounts Payable repor t 8

Set up chart of accounts
11 Review the standard chart of accounts @
2] Enter opening account balances &

3! Review the Trial Balance report 8@

Cash Flow Forecast
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One  Accounting « G .- MeCanada(Owner) & B = @ & [+
Summary  Sokes v Ewpenses v Contacts ¥ Products&Serviees  Sankdng  Journals  Reporting T Settings °
Settings ©

Use this area 16 manage your Sagn One settings.

INVOICE & BUSINESS PREFERENCES your Business

gt
Loge & Document Template Record and Transactions Settings
At yousr company lgo and select your docurmant cryle to reflect y cand Canfigurs the defaidns shown on CONEacts, items and hank t
Invoice Form Settings Cheque Printing Settings
Confrgure the delsults shown on i Make payiments by printing directly on ape,
FINANCIAL SETTINGS Chart of Accounts Analysis Typas
Creste. view and mansge your ledger Set up and oversee snalysis types U
Financial Settings Currencies
Marags fenancial etart and i Handle forsign turrency tr
\ Sales Taxes
Edit your tax settines

. Enter the company Registration Number. This will be provided to you by the Canada
Revenue Agency or Provincial Tax Authority registering your company for sales tax. In the
case of your demo account, enter any fictitious registration number.

. Check the box that says | will not collect tax here if you won't collect tax in
this Province.

. Choose the Tax Return Frequency. The options displayed in the
drop-down box are determined by the provincial authority. For
example, GST/HST allow Monthly, Quarterly or Annually whereas PST
for British Colombia allows Monthly, Quarterly, Annually and Bi-
Annually.

PST

Tax Return Frequency Please select

GST/HST =7=>

Monthly
Please select

Quarterly
Maonthly

Annually

Quarterly .
Bi-annually

Annually

sage



Page |12

? } NOTE: Any tax information seen here was automatically brought over when you
set up your company for the first time in the set-up wizard seen here.

Sales Tax Settings

Sage One the on deliver goods or provide services.

Vil not collect tax here Registration Number

GSTHST All
psT feritish Colsmbia
PST Manitoba

123454789 RT 1234 Ples

PST- 1234 -12M4

PST- 123434769 Plaase select -
1234567890 TQ 1234 Plaasa solact

PET - 123454789 Pl elect -

5. Once done Click Save. You're now ready to start tracking sales taxes on sales and expense

transactions.

Step2of 3

Let’s set up your business

Where do you run your business from day-to-day?

Business Trading Address

Address1* | 123 Wireless Way

Address 2

Town/City*  Toronto

Province | Ontario v

Postal code* | M3C 0C1

Telephone® | 3829582948

Save and Continue

@ End of Lesson

Step3of 3

Let’s set up your business

And finally, do you charge Sales Tax?

Sales Tax

Collect (e | collect HST

() Idon't collect any tax \

HST Number*| 123456789 RT 1234 <

Tax rates for Ontario /

HST 13.00 %

HST 5.00 %

All Done!

sage
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Check Your Knowledge
\/| u wledg

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

Short Answer
Write a short answer to the question below.

1. Once your company is set-up, where are a few places the company name appears throughout
Accounting?

True or False
Enter ‘T’ for True or ‘F’ for False for each of the affirmations below.

2. If you opt to collect sales tax, Accounting automatically calculuates rates for
you

3. Sales taxes can only be set to a frequency of monthly

4. The Year End Lockdown is best used for closing the books at the end of the
year

sage



Page |14

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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