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Creating New Customers/Vendors
Learning Objectives

After completing this module you should be able to:

« Add new customers

« Add new vendors

« Understand account details

« Identify when a particular area is affected by a Settings feature
« Override default settings at the customer level

« Create custom credit limits and due dates for invoices

« Create custom messages that override the default message

« Create Price Defaults

« Enable Foreign Currency

NOTE Throughout the duration of the course, you will encounter important icons
and visual conventions as part of your learning experience to guide learners
through the chapters. Some of 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
Summary .
section or lesson.
End of Lesson The end of the lesson.
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Adding New Customers

It's the day of the Grand Opening for Divine Chocolates. There was a great turn out for
the celebration. Customers were offered free chocolate samples upon arrival and all
new customers received 10% off their first order. Christina received several orders and
now needs to begin adding her new customers into Accounting. She’ll also need to
create invoices for those orders. Her first customer, Lisa Smith ordered 100 solid
chocolate bells as wedding favors for her guests for her upcoming wedding in August.
She’d like them in white boxes and delivered the day of her event.

Let's begin by adding her first customer, Lisa Smith. From the home screen click
Contacts.

Hi, Christina »

The Summary tab gathers key informatfin___________jes|

GettingStarted  Sales  Expenses  Cash Flow Stat

Accounting displays the dashboard with a list of all customers and vendors. To add a
new customer, navigate to, and select the blue New Customer icon.

@ Accountin
Sumeary  Sales v s = tacts * ducti L Services i b Reporting = Setria
Contacts «
Croate and manage your customer and vendors records. To view 2 contact's scoount detalls and transactions, ciick their record.
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Account Detalls

In the Create A New Customer entry box, enter Lisa’s customer information in the
appropriate fields including First Name, Last Name and other important contact
information including phone, email, etc. The Business Name field will be the name that
appears in the customer list on the Contacts dashboard.

Create a new customer X

Business Name® | Lisa Smith Email | Ismith@aol.com
ContactName | Lisa Smith Mobile | 3935404902

Reference | Wedding Telephone

Account Details Delivery Address Payment Details Defaults Notes /

Canada ~

Address1 | 215 Ediston Avenue I Account Default | 4000 - Sales - Products - I

Address 2 Business
city | Toronto
Province® | Ontario (ON])

Postal Code = M3N 1H7

Account Default

The Account Default is the default sales ledger account Divine Chocolates will post to
each time an invoice, credit note, quick entry or sales quote will post to for this particular
customer. When running reports or doing further sales analysis, Divine Chocolates will
have insight into the specific sales, credits, etc. for this customer based on the sales
Account Default selection chosen here and will override the default sales ledger
account within Record and Transaction Settings.

If you recall, in module two, | mentioned pointing out when an area we were
0{} working in was affected by a particular Setting. This is one of those areas. The
4% default ledger Account Default shown here within the customer contact screen
is being pulled from SETTINGS > INVOICE & BUSINESS PREFERENCES
>RECORD AND TRANSACTIONS SETTINGS:
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Record and Transactions Settings o

Choose the preferences and defaults to use when creating records and transactions.

CUSTOMERS

Days before invoices overdue™ 30

Set defaults for your sales to customers.

‘You can override these for individual sales later if you like. Ageing (for reporting) From 30 &0 g0 120

Sales Ledger Account™ 4000 - Sales

NOTE: When creating products and services (inventory) and adding them
to an invoice, we can override BOTH the default Sales Ledger Account
from the default settings AND the customer sales Account Default. In
this scenario, the default product or service ledger account is used
instead of the default Sales Ledger Account OR the customer sales
ledger Account Default. We'll explore this in further detail when setting
up inventory in a future module. For visual purposes, the inventory Sales
Account is pulled from: PRODUCTS AND SERVICES>NEW ITEM>I
SELL THIS ITEM:

Create an ltem
Creata snyitass thaty

Item Information

Salect 3 Typa® Staek Nan staek Servies

RemCode™ | &2 Short rams ar co

Hem Description®

Category Mo categodes found ®

1 Sell This tem
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Alright, now that we know the ledger account can be pulled from two different
places, (default settings or when setting up products and services within
inventory), let’s look at how we can override the default Sales Ledger Account
at the customer level every time a particular customer makes a sale with Divine
Chocolates. This will easily allow Divine Chocolates to better analyze customer
sales when running reports. Let’s return to the customer contact screen to finish
creating Lisa Smith’s contact record.

All sales/services associated with Lisa’s account will default to GL Account
Default 4000 — Sales - Products but can be changed by selecting a new one from
the Chart Of Accounts in the drop-down box. For now, let’s leave it set to the
default. Accounting comes with a standard Chart Of Accounts, so there is no
need for students to spend valuable class time having to set up a chart.
Accounting has already done it for you! But many more can be added which we
will explore later in this lesson.

Business Number

When adding a business customer, be sure to add the EIN or Employee
Identification Number in the Business Number field. This is generated by the
proper Canada tax revenue agency when registering your business for the first
time and used to identify businesses whether they are sole proprietorships,
corporations, partnerships, or other non-personal entities. It will be required to
setup a bank account and to report all tax remittances. Lisa Smith is an individual
customer, so we’ll leave that field blank for now.

Delivery Address

If you recall, Lisa wanted her wedding favors delivered to the onsite location
where her reception is taking place. Accounting allows a separate delivery
address to be added. The Delivery Address field is also used for business
deliveries of inventory or products to a separate address.

@% Click on the Delivery Address tab, uncheck the Same as Invoice

Address and input the address for the wedding venue: 100 Queen Street,
Toronto, ON M5A 1S7
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Create a new customer X
Business Name* | Lisa Smith Email | Ismith@aol.com
Contact Mame | LisaSmith Mobile | 3938404902
Reference | Wedding Telephone

Account Details Delivery Address Payment Details Defaults Motes

D Same as Invoice address

Canada ~
Address1 | 100 Queen Street
Address 2
city | Toronto
Province® | Ontario (ON] -

Postal Code | M5A 157

To add a delivery address outside Canada, select Europe, UK, Ireland, US or
Other. That makes doing business globally for Christina easier.

Account Details Delivery Address Payment Details Defaults Motes
|:| Same as Invoice address /

Canada ~
Address1 | 100 Queen Street Canada
| Europe
Address 2 UK & Ireland
city | Toronto us
| Other

Province® | Ontario (ON] v

Postal Code | M5A 157

Sage
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Payment Details — Credit Limit/Credit Terms

Lisa Smith is a new customer of Divine Chocolates. As the business owner, if Christina
would like to extend credit or prevent Ms. Smith from exceeding the limit offered by
Divine Chocolates, Christina can add that here:

Create a new customer

Business Name™

Lisa SmitH

| Email

Contact Name

Reference | €.2. Account Number

Account Details Delivery Address

Mobile

/ Telephone

Payment Details Defaults Motes

Set Credit Limit ($)

Set Credit Terms

PAYMENT TERMS

30

0.00

days

Account Name

ABA/Routing
Number

Payments due within 14 days of receipt. Youcan also pay

Account Number

via credit card with Sage Payment solutions. Thank you!

Analysis

BANK DETAILS

Payment Terms

Credit limit: Credit limits can be set at the customer level in the Set Credit Limit
box. Divine Chocolates would like to extend credit to Lisa Smith in the amount of
$1500. Enter a credit limit of $1500. Should Ms. Smith exceed this limit, her
financials will be highlighted in red within the Accounts Receivable A/R Aging
Report. Once a customer reaches 80% of their credit limit, their financials will be
highlighted in orange.
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Accountant Edition ~ - & - AtlantaBoxerResuce ~ Help W

Summary Sales T  Expenses T Contacts ¥ Products & Services Banking Journals Reporting ™ settings °

Accounts Receivable A/R Aging Report &

This report shows all autstanding or unallocated customer transactions, broken down by the aging periods specified in Record and Transactions Settings.

Q To** | 04/30/2018 sortby Mame - More ~ Calculate Detailed

Customer Credit limit Of5 Amt <30days < 60days <90days <120 days Older
Bob Turner () $4.147.01 $0.00 000 $765.00 $0.00 $338201
Discount Test () $244.78 $0.00 $000 $0.00 $0.00 $24478
ERA Accounting () 4131652 $81.00 $0.00 $0.00 $0.00 $1.235.52
General Electric () $2.152.89 $159.80 $0.00 £0.00 £270.00 $1,63309
George's Book Store (Acct. 4949) 2457 $-37.51 $0.00 000 £0.00 $0.00 $-37.51
Hagenes LLC (Cust-03) \ $345.00 $6.80 £0.00 20,00 $0.00 £0.00 $6.80
Jacks Pet Shop () $500.00 $1,165.61 $0.00 $0.00 $0.00 $0.00 $1,165.61
Jake's Plumbing () 4200331 £0.00 $0.00 $0.00 $0.00 $2.00331

Credit Terms: 30 days is the default number of days allotted to determine when
a customer invoice is due.

The default credit terms setting is pulled from SETTINGS > INVOICE &
% BUSINESS PREFERENCES > RECORD AND TRANSACTIONS
SETTINGS:

Record and Transactions Settings e
Choose the preferences and defaults to use when creating records and transactions
CUSTOMERS I Days before invoices overdue** 30 I

Set defaults for your sales to customers.

P i) 3
You can override these for individual sales later if you like Aging (for reporting] From 30 &0 90 120

You can override the default and either increase or decrease a customer’s credit
terms at the customer level within the payment details tab when setting up the
customer contact record. Since Lisa Smith is a new customer, and we’re not yet
familiar with her payment history, Christina’s decided to leave her terms set to
the default of 30 days.

Invoice Message Customization

Messages printed on customer invoices, credit notes, quotes, estimates,
statements and remittance advice can be customized specifically for a customer.
In doing so, they will override the default message that appear for all customers
within the Settings.
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ﬂ- The default email message setting is pulled from SETTINGS > EMAIL
o'n_ MESSAGES > EMAIL DEFAULTS

Invoices |
Credit Notes English (Canadian) French (Canadian)
Quotes Default Email Message
. Thank you for your business - we're pleased to attach your invoice in PDF.
Estimates Full details, including payment terms, are included.
Ifyou hawe any questions, please don't hesitate to contact us.
Statements

Kind regards,
. i Ajr Canada
Remittance Advice 1-888-247-2252

Tables of Data

Let's customize a message for Lisa Smith’s invoices to one more specific to her
occasion. Type:

“Lisa, thank you for your business! We look forward to creating delicious
wedding favors for your wedding day! Final changes to custom orders

must be made 7 days in advance. 50% deposit required. Remaining
balance due upon pickup.”

Create a new customer X

Business Name™ | Lisa Smith Email | Ismith@aol.com

Contact Name | Lisa Smith Mobile | 3938404902

Reference | Wedding Telephone

Account Details Delivery Address Payment Details Defaults Motes

PAYMENT TERMS

¥ Set Credit Limit ($) 1500.04 / ST
30| days

EANK DETAILS

Bank Transit
Number

| Set Credit Terms

Lisa, thank you for your business! We look forwardto  ~fj  Institution Number
creating delicious wedding favors for your wedding
day!

Account Number

Final changes to custom orders must be made 7 days
in advance. 50% deposit required . Remaining BIC/SWIFT
balance due upon pickup. M
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Bank Details

Should a customer want their banking information on file, it can be added here. It
is for informational purposes only. We will explore banking further in another
lesson.

Defaults

Price Default

If you recall in the beginning, we discussed that by customizing Settings within
Accounting enables greater flexibility in how Divine Chocolates business is run.
The Defaults shown here are a good example. You can set up multiple prices
(up to ten) for each product and service being sold. Once those prices are set up,
they can be pulled to customize individual customer pricing within the customer
contact record, saving time when creating invoices.

Create a new customer X

Business Mame® | Lisa Smith Emiail

Contact Name Mobile

Reference | £.2. Account Mumber %hone

Account Details Delivery Address Payment Details Defaults Motes Analysis

I Price Default | Sales Price v I

Language @ French(Canadian)

Currency | Canadian Dollar (CAD)

3+ The default pricing that appears from the drop-down menu within a
'o* customer record are pulled from SETTINGS > RECORD AND
TRANSACTION SETTINGS > PRODUCTS AND SERVICES
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PRODUCTS & SERVICES

Set the prices or rates you'd liks to use when you sell
products or services to customers.
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Product Prices

Sales Price

Trade

Wholesale

Retail

Discounted Rate

Price Name (last entry cannot be deleted/inactive)

Default Non-stock Ledger Accounts

Sales Account™

Expense Account™

Default Stock Ledger Accounts
Expense Account™

Weight Settings

Default Unit of Measure

Default Measurement

4000 - Sales

5000 - Cost of Goods Sold

1200 - Inventory

e Metric Imperial (UK)

Kilogram (kg)

Imperial (US)

Service Rates

Rate 1

Rate2

Rate3

Hourly Rate

Yearly Rate

Quarterly Rate

Weekly Rate

Daily Rate

Rate last entry cannot be dek

Sales Price, Trade and Wholesale are standard price defaults contained within
the dropdown menu but many more can be added. By adding a specific rate for
a particular customer, eliminates the administrative task of changing rates for
specific customers when creating invoices, etc. For example, you can offer
special rates for:

Military personnel
Schools

Senior Citizens
AAA members
Mr. Jones

NOTE: It's important to note, if your price default isn’t set up within
Settings first, it will not appear as a selection within the drop-down menu

when creating a new contact.
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NOTE: It's also important to note, actual pricing is determined when
products and services are created or when creating an invoice, but not
here. We are only creating the naming convention for the product/service
price names, here.

Product Prices

To add new price defaults for products, navigate to Settings and select Record and
Transaction Settings.

Accounting & ~  Divine Chocolates (Owner) ~

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

Settings

Manage your settings.

INVOICE & BUSINESS PREFERENCES About your Business Email Messages
Decidewhat information about your business is shown on sales and p g Customize the default email message when you send an invoice, statement or other
documents. document
Logo & Document Template Record and Transactions Settings
Add your company logo and select your document style ta reflect your brand Configure the defaults shown on contacts, items and bank transactions.

Invoice Form Settings Cheque Printing Settings
Configure the defaults shown on invoices and other sales and purchase forms. Make payments by printing directly onto special cheque paper.

Simply enter a price name and check the box for it to be available for use
throughout Accounting. Divine Chocolates is going to offer all first-time
customers promotional pricing.

Type: New Customer Promo in first available line item. Be sure to leave the ‘In
Use’ box checked so the price default is available when Divine Chocolates is
creating invoices, etc.

Christina will also offer all military personnel 10% all orders. Therefore, we'll

need to create a special rate. Navigate to the next available line item. Type:
Military. Click Save.
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PRODUCTS & SERVICES Product Prices

Set the prices or rates you'd like to use when you sell Price Name" (last entry cannot be deleted/inactive} InUse

products or services to customers.
Sales Price i
Trade |
Wholesale v
Retail "
Discounted Rate |
New Customer Proma )
Military v

Service Rate

Divine Chocolates will be offering wedding catering as a service billed in one-
hour increments. Therefore, we’ll need to add a service rate of ‘Hourly’ to the
rate list. Be sure to leave the ‘In Use’ box checked so the price default is
available when Divine Chocolates is creating invoices, etc.

Type: Hourly. Click Save.

~

Rate Mame (last entry cannot be deleted/inactive) In Use

I Hourly I

Service Rates

Language

To select which Language customer emails and invoices print in, English or
French, select from the drop-down menu. Lisa Smith is an English-speaking
customer so we’ll leave the default to English.

Account Details Delivery Address Payment Details Defaults Notes
Price Default | Sales Price -
Language | S (EIOETEEN) '

English (Canadian)

French (Canadizn)

| 14
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Changing to French will display the following:

Numéro: SI-298
Emis: 14/05/2018
Da: 13/06/2018

Livrer a
215 Ediston Avenue
Toronto ON M3N1H7

Lisa Smith (Main Contact)
215 Ediston Avenue
Toronto ON M3N1H7

Item

Milk Chocolate Wedding Bells

Commentaires
Open Monday - Friday 9-5

Modalités et conditions
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Divine Chocolates

100 Chocolate Way
Toronto, ON, MO9W1J9
Canada
1-888-247-2262
kim.steward@sage.com

TPS/TVH 879879797 RT 7987

I Colt Discount Taxe de vente Montant I
500,00 (103(;;0) TVH 13,00% 450,00
Sous-total 450,00
TVH 13,00% 58,50
Total facture 508,50
Total a payer $508,50

“Lisa, thank you for your business! We look forward to creating delicious
wedding favors for your wedding day! Final changes to custom orders must
be made 7 days in advance. 50% deposit required. Remaining balance due

upon pickup.”

Currency

When Divine Chocolates business plan was created, they knew they wanted to offer
their decadent sweets to chocolate lovers around the world. Accounting allows
Christina to process foreign currency transactions and easily record invoices, credit
notes, payments, and receipts in different currencies. Christina will need to set up
this feature within the Accounting settings first.
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Create a new customer >

Business Name* | Lisa Smith Email
Contact Mame Mobile

Reference | &5 Account Number Telephone

Account Details Delivery Address Payment Details Defaults Motes

Price Default | Sales Price -
Language | English (Canadian) -

anadian Dollar (CAD)

Us Dollar (USD)

Currency

Canadian Dollar (CAD)

Mexican Nuevo Peso (MXM)

She can choose to use live exchange rates from the Federal Reserve System
(FRS), which update daily, which gives Christina confidence she’s always using the
most up to date rate. Losses or gains can also be tracked as a result of changes in
the rate

Qﬂ' To enable the multi-currency feature, navigate to SETTINGS >
¥+ CURRENCIES > CURRENCY TRANSACTION.

Settings ©

Marage vour setbag

INVOICE & BUSINESS PREFERENCES

FINANCIAL SETTINGS

NOTE: This feature will not appear in the customer contact record if the
feature isn’'t enabled within Settings first.
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Check the box, Enable Foreign Currency Transactions:

Currency Settings

CURRENCY TRANSACTIONS I

ACCOUNTING SETTINGS

Use Live Exchange Rates - If Christina were coming from another Accounting
system, and needed to create invoices with a foreign currency she could enable
the Foreign Currency Transaction feature but not activate live exchange rates.
Simply uncheck the box that says, ‘Use Live Exchange Rates’. In doing so she
would have to manually enter the rates for the relevant currency at the time the
invoice was created in the old system. This can also be done in the Sales
Invoice menu when creating an invoice and entering/overriding the rate when
posting individual transactions. Divine Chocolates does want to use live
exchange rates so we’ll leave that box checked.

Once Live Exchange Rates have been enabled, three currencies are
automatically created and appear in the list below:

« US Dollar (USD)
« Canadian Dollar (CAD)
» Mexican Nuevo Peso (MXN)

NOTE: The base currency, Canadian Dollar in this case, can’t be
deleted. Nor can it be deleted if the currency has been used in a
transaction.

To create a new currency, navigate to the next available line item and select it
from the drop-down menu. The live exchange rate automatically appears from
the Federal Reserve System. Otherwise, manually enter the exchange rate
when not using live exchange rates.
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Add: Pound Sterling. Click Save.

Currency Settings

Get set up to handle foregn o v 1ons and

CURRENCY TRANSACTIONS o Enable Foreign Currency Transactions

of Ut Live Exchange iates

E Live exchange rates enabled

Cnal

ACCOUNTING SETTINGS

et

Currency Rate Imverse

> Lhollar {Uols) LG 2L00207 L2 a5208

Please select

Bank Charges Ledger Account

This GL account will track the cost of foreign transaction fees and bank charges
Divine Chocolates incurs while transacting business in other countries.

Gains/Losses: Any losses or gains as a result of changes in the rate are tracked

and posted against this GL account. If the exchange rate changes between the
time an invoice is generated versus when a payment is made or credit
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note/refund, the difference in the rate is posted to the Exchange rate gain/(loss)
account.

ACCOUNTING SETTINGS

Bank Charges Ledger Account™ &200 - Bank Fees and Interest e

Set how you'd like to handle bank charges and exchange

. Exchange Rate Gains Ledger Account™ &900 - Exchange Rate Gain/(Loss) =
rate gains or losses inyour accounts.

Exchange Rate Losses Ledger Account®™ &900 - Exchange Rate Gain/(Loss) -

This amount appears as an overhead on the Profit and Loss Report:

15100

10000

otal Expanzes §27.67729

METPROFIT/LOSS  $111121.38

Notes

The last section when creating a new customer, is Notes. This is an ideal location to
enter any pertinent information as it relates to the customer. For example, if they are
moving to a new location and when, gate access codes, order information, hours of
operation etc. The notes are informational only and will not print on customer
correspondence. Since we’ll want to have key information about Lisa Smith’s wedding,
her order and event details in her file, we’ll want to enter those details here. Once done,
click Save.
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Type: “Lisa Smith is new customer from our Grand Opening Event. She
&\ placed an order for 100 solid chocolate bells for her wedding on August
%) 18.2018. Wedding favors will be placed in white boxes. Order will be
delivered to 100 Queen Street, Toronto, ON M5A 1S7 on August 17,
2018. She is the main POC for the event. Chocolate to be refrigerated
immediately upon arrival”

Create a new customer X
Business Mame* | Lisa Smith Email | Ismith@aol.com
ContactName | LisaSmith Mobile | 3938404902
Reference  Wedding Telephone
Account Details Delivery Address Payment Details Defaults Notes
Lisa Smith is new customer from our Grand Opening Event. =

She placed an order for 100 solid chocolate bells for her wedding on August 18. 2018,
Wedding favors will be placed in white boxes.
Order will be delivered to 100 Queen Street, Toronto, ON M5A 187 on August 17, 2018,

She is the main PQC for the event. Chocolate to be refrigerated immediately upon arrival.

-

You have used 369 of 4,000 characters

Lisa Smith will now appear in the contact list with all customers within the
dashboard. You've just added your first customer!

One accounting & = Divine Chorlates iowmer} = Heln B
Summary Sales ¥  Expenses ¥ Contacts *  ProductséServices Banking Journals Reporting ¥ Settings °
Contacts &

Create and manage your custorver and vendors recards. To wiew a contact's acoount details and transactions, click their recard.

3 5 ] . Ealance
4 EM UontsctType Company | Hame DalanceDue S0
Customar Lisa Smith ‘Wedding |zmithizanl.com .00 .00
Show 10 ¥ recacds Page| 1 [afl 1 resord
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Creating Vendor Records

New Vendor

Accounting lets you manage expenses of all types including debit expenses, credit
card expenses, entering and paying bills and more. Simple transaction entry is done
easily and efficiently. Before entering expenses it’s best to add your vendors first.

For the first few months, Divine Chocolates will use a vendor to prepare all products
(inventory) to kick start sales and get business of the ground,until their kitchen
equipment and materials arrive. Christina has selected Toronto Chocolate Makers to
craft the wedding bells for Lisa Smith’s upcoming wedding and fulfill initial orders.
Therefore, Christina will need to create a new vendor record within Accounting to keep
track of all expenses and purchases We just added our first customer contact Lisa
Smith, now let’'s add our vendor.

From the Contacts dashboard, navigate to Contacts and Select New Vendor:

&Y . ,
Fill in all pertinent vendor info:

Business Name: Toronto Chocolate Makers

c &

Contact Name: Harry Lewis

Reference: Assign an optional account number 98035

a o

Email: chocolatemakers@chocolate.com
e. Telephone: (416) 460-1234
f. Address: 900 Dupont St., Toronto, ON M6G 174
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Create a new vendor X
Business Name® | Toronto Chocolate Makers Email | chocolatemakers@chacolate.com
ContactMame | Harry Lewis Mobile
Reference | 98035 Telephone | (416)460-1234
Account Details Payment Details Defaults Notes
Canada ~
Address1 | 900 Dupont Street Account Default | 5000 - Cost of Goods Seld hd
Address 2 Business | 193454789012345

Number

city | Toronto

Province | Ontario (ON) -

Postal Code | M6G 124

g. Account Default: Similar to the Account Default when creating a new
customer, a default purchase ledger account is used when creating
vendor bills, vendor credit notes, vendor quick entries. All expense and
purchase transactions associated with Toronto Chocolate Makers will post
to GL Account 5000 - Cost Of Goods Sold.

NOTE: If using products and services, when adding these items to an
invoice, the default Product or Service Ledger Account is used
instead of the Account Default selected here.

h. As with a customer record, you can override the default ledger account
and select a different purchase account from within the drop-down menu
or create a new one within the Chart of Accounts.

BT 12040 - Inventory

Account Default ‘ 000 - Cost of Goods Sold 1

Number 5000 Cost of Goods Sald
5100 - Purchase Discounts
5200 - Shipping Expenses
5400 - Cost of Services
3420 - El Expense

5430 - CPP Expense
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{+ To create a new ledger account, navigate to SETTINGS > FINANCIAL
SETTINGS > CHART OF ACCOUNTS

Summary  Sales v  Expenses v  Contacts *  Products&Services  Banking  Journals  Reporting *  Settings °
Settings o
IManage your settings.
INVOICE & BUSINESS PREFERENCES About your Business Email Messages
Decide what information sbout your business is shown on sales and purchase Customize the default email message when you send an invoice, statement or other
documents. document.
Logo & Document Template Record and Transactions Settings
Add your company logo and select your document style to reflect your brand. Configure the defaults shown on contacts, items and bank transactions.
Invoice Form Settings Cheque Printing Settings
Configure the defaults shown on invoices and other sales and purchase forms. Make payments by printing directly anto special cheque paper.
FINANCIAL SETTINGS Chart of Accounts. Analysis Types
Create, view and manage your ledger accounts Set-up and oversee analysis types to manage your accounts in more detail
Financial Settings Currencies
Manage your financial start and year end date. Handle foreign currency transactions and manage your exchange rates.

Sales Taxes
Edityour taxsettings

Click New Ledger Account:

Semmary e Uxperses * Contwts * ProducnhSericss  Danking  kewned Seporilg ¥ Setsinp

Chart of Accounts o

s R SR e e et
a Ay e =l ==y

Incuadedin Chart Account Memdes

- Rank Ausat v Cashon Hand
- Rank Assat v Chugaing

v FIB Gyl Bank of Canadal fank st v

v 1070 Barkof Canada- Loan CreditCarnd / Laan v Bank of Canads- Low

v 1080 Student /Instructir Account - Chequieg tank Assat ” Student /Instructor Account - Chequing

v %0 Toct Bk Rafomn Rk Ausat v Tt Bk R

- 1100 Aexounts Recaivabie® Assat Acgourts Ricehiatle

v 1200 vty Asiat v Iirory

- 1500 Brogerty andEauipment Asceis Asat v Eropery and faipmert

- 60 Aowance for Dousthil Destors Assess Agsat - Adowance for Dousth Debton

- 1700 Prepaid Expeases Assess Asset o Prepaid Expenses.

- 1800 e, Ao tizatin gty and Eadument Assees - haturm Amartization Proserty snd Esuiment
- 2000 Bescunts Pavabie® Acgourts Pavadla

- 100 Cuntornas Dapenits v Cuttorser Depotits

- 180 £ Payasla v £ Purable

- 2188 CPP Fayabile - CPP Payable

- 19 Federalincome Fax Pavatie” Usbiites Faderal income Tax Payable

- 2300 GETHET Cotlected and Collectibie™ Lisbiges CETHST Collerted wnd Collectbie

- 2201 GSTIMST bogest Ta Crucits” GSTHET Ingus Tax Crdits

- GETHST GSTHST Paratin
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Fill in all pertinent Vendor info and click Save.

New Ledger Account X

Included in Chart v

Ledger Name™

Display Name**

Account Number™*

10001

Category**

Please select -

Category Group

Visibility
Bank
Sales - Invoice / Credit, Product / Services / Customer defaults
Expenses - Bill / Credit, Product / Vendor defaults
Other Payment
Other Receipt
Journals

Reports

Let's return to the vendor record to complete the setup of Toronto Chocolate
Makers:

i. Business Number: 15-character account number assigned to a
business from the Canada Revenue Authority. Enter 123456789012345

J. Payment Details/Defaults/Notes: Similar to creating a new customer,
add any credit limits, terms, bank details, language preference and notes
and click Save.

Once successfully added, our new vendor appears in the Contacts list within the
dashboard:
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One Accounting & - DivineChocolates(Owner) ~ Help B

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

Contacts o
Create and manage your customer and vendors records. To view a contact's account details and transactions, click their record.
b B | contact Type Company / Name Reference Email Telephone Balance Due B‘}':g
Customer Lisa Smith Wedding Ismith@aol.com 0.00 0.00
I Vendor Torento Chocolate Makers 28035 chocolatemakers@chocolate.com  (414) 460-1234 0.00 0.00I
Show 10 ¥ records Page 1 ofl 2 records

N | Check Your Knowledge

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

Short Answer

1. There are 5 tabs contained within the customer contact record. What are 5 key
settings that can be chosen at the customer level that will override the default
settings contained within Record and Transaction Settings?

Multiple Choice
Mark the correct answer(s) to the question below.

2. Of the Account Default (in the customer contact record), the Sales Account (within
Inventory), or the Sales Ledger Account (in Record and Transaction Settings)
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which general ledger account code takes precedence for posting transactions to
when Divine Chocolates is billing customers for chocolates?

A. Account Default

B. Sales Account

C. Sales Ledger Account
D. None of the above

3. What is the default # of days an invoice is allotted before considered overdue?

A. 45 days
B. 60 days
C. 120 days
D. 30 days

4. If a message isn’t customized within the contact record for invoices at the customer
level, where can you find the generic default message that appears on all customer
statements, invoices, credit notes etc.?

A. Settings > Customer Contact Record

B. Getting Started Dashboard

C. Settings > Email Messages

D. Settings > Record & Transaction Settings

5. Christina wants to send an invoice to a customer that purchased some chocolates in
Tokyo. For some reason, the invoice she’s creating only shows Canadian currency,
and the live exchange rate isn’t appearing. What did Christina forget to do?

A. Call the customer

B. Enable Foreign Currency Transactions within Currencies in Settings
C. Add the currency Japanese Yen in Currency Settings

D. Select Japanese Yen as the Currency within the Account Details of

the customers contact record

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

6. Accounting allows up to 5 different prices for each product and service

7. If a price default doesn’t appear as a selection within the drop-down menu
it's because it hasn’t been set up in the opening balances

8. Price Defaults are set up within the Record and Transaction settings but the
actual pricing is determined when setting up products and services in
inventory.

@ End of Lesson
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Please note:

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

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