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Importing Opening Balances

Learning Objectives

« Understand the importance of opening balances
« Create opening customer opening balances

« Create vendor opening balances

« Create bank opening balances

« Create general ledger opening balances

Opening balances represent the financial position of your company the day before you
start entering transactions. Without accurate opening balances, you aren’t able to gain a
true picture of the financial position of your company from your reports.

If you recall, Christina began planning her business venture for Divine Chocolates
months ago. She was tracking all her expenses, potential customers and bank balances
in an excel spreadsheet. That can get pretty cumbersome. Now that she’s utilizing
Accounting she can add that information to be tracked and managed automatically.

She can enter opening balances for outstanding customer transactions, outstanding
vendor transactions, bank account balances and general ledger trial balance values by
importing them into Accounting.

To enter opening balances, Christina will need a list of her outstanding customer and
vendor invoices and credit notes, closing trial balance from her previous accounting
period and her bank statements. She’ll also need a list of uncleared bank items from
that haven’t appeared on bank statements, for example, uncleared cheques.

With the grand opening a few days away, her timing is perfect since we recommend you
start recording transactions from the start of a new accounting period, whether it's a
new tax month or quarter or the start of your fiscal year.
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NOTE: Throughout the duration of the course, you will encounter
important icons and visual conventions as part of your learning experience
to guide learners through the chapters. The cues are indicated here:

Important Infermation / 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 guestions 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

Summa .
Y section or lesson.,

End of Lesson The end of the lesson.
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Customer Opening Balances

When Christina began planning her business, she was busy marketing and networking
to potential clients and customers. In doing so, she gained several customers which she
kept track of in Microsoft Excel. Divine Chocolates offered these customers reduced
pricing, so Christina could try a few of her new ideas. Instead of entering all her new
customers individually, Accounting enables you to import opening balances easily.

NOTE: Before entering opening balances, you need to create your customer,
vendor, and bank account records, including loan accounts and credit cards. You
can also enter opening balances for your bank accounts when you create the
records.

NOTE: Your customer opening balance total automatically provides the balance
for your Accounts Receivable account in the General Ledger Opening
Balances for your bank accounts when you create the records.

General Ledger Opening Balances @

Record the balances of your ledger accounts from your previous accounting system. Opening balances slready entered thraugh the customer, vendar or bank opening balance options sppear automatically. You can enter or smend these by clicking each line. Each debit or
credit balance is offset against the opening balance control account, and when the full trial balance is entered, this account should be zera.

Accounts Start Date: 02/01/2018

Date™ Reference™

01/31/2018 )

Ledger Account® Details Debit Credit
Accounts Receivable (1100) Opening Balance 0.00 0.00
Accounts Payable (2000) Opening Balance 0.00 450.00
Cash on Hand (1000) Opening Balance 0.00 0.00
Chequing (1050) Opening Balance 0.00 0.00
RBC (Royal Bank of Canada) (1060) Opening Balance 0.00 0.00
Bank of Canada - Loan (1070) Opening Balance 0.00 2,500.00
Student /instructor Account - Chequing (1080) Opening Balance 0.00 0.00
Test Bank Rajeev (1090) Opening Balance 0.00 0.00

* | | (Opening Balance) 0.00 0.00
Opening Balances Control Account ($998) Opening Balance 2,950.00 0.00
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Let's begin by importing opening balances, for Christina’s new customers from her
previous tracking system, Microsoft Excel. This is the money customers owe Divine
Chocolates:

1. From the home screen navigate to Set Up Customers and
select (2) Enter Money Customer’s Owe to You:

One  accouting = C - MrCawasaiOwensr) & @ 9w @ o [+

Summary  Sales T [xpendes T Cootacts ¥ ProductshiServices  Dasking  Journali  Reporting Y Setbings °

Hi, Kim «

The Susmemary tah gathers ey informarian about your isiness.

GettingStarted  Sales  Ewpenses  Canh FlowStatement  Cash Flow Farecast

Set up customers

* Createor Import customers &

2 Enter money custonmess owe Lo you &
31 Review the Accounts Receivable report &

Connert hank accounts

1 Sat i and connet your online hark sccounts ©

Set up vendoes
*) Create or Impart vendors &

2 Enter monay you owe to vandors ©
31 Review the Accounts Payable report @

Set up chart of accounts

*1 Rewborw the standard chast of acoounts @
3 Enter opening account balances &

3] Review Une Trial Balance report @

2. OR from the Accounting Settings navigate to Settings, scroll
down to Opening Balances and select Customer:

Sumnnary Sales * Expenies = Contacts Products & Services Banking Journaly Reporting = Seitings °
Sales Tawes \
CONHELT nling Payments Google Drive
CUSTOMIZE SAGE ONE User Management Navigaticn and Data Grids

g

OPENING BALANCES

Sd



Page | 6

3. Navigate to the blue drop down menu and select Import Opening Balances.
When the Import Vendor Opening Balances box launches, click Choose File
and select the CSV file within your document list that you want to import.

Customer Opening Balances o

er from your previ ing SyFtem. Open be dated prior to your start date. Hote: Your. 1 J iy provides

Balances cption.

Areounts Start Date: 0042016

W B 060172016 Crist, Altenwerth and Jaccbs OB-01-7445% Kelly Job 1.250.00
W B&n 0602016 Dale 08-19-39987 1465000
E & 040372016 Hudsan and Sons 0B-49-293939 420095
W Em 040372016 Jerde and Sons 0B-49-284998 33000
i Criote 0602015 Lowe, Lockman and Jerde OB-38-39999 Ontario Bullding Project 1,300.00
W CrMots 040V 2016 Hudson snd Sens 08-03-99399 Refund 250,00
W Criowe 0602016 Handy Hafrouts O8-Halrout -50.00
® & 060372016 Crist, Altenwerthand Jacobs OR-Invoice #5208 Profestional Services 1.500.00
H CriNote 030372016 Jerde and Sons QB-Payment on acct. Allocate later to account “150.00
® B 04/03/2018 Robin's Dellveries OB-Payment on Acct From previcus acctg. system 350,00
sm- 10T |reconds Page| 1 of2 B 12 records

There is a correctly formatted CSV template for use when importing files. To
access it, click on template CSV here link.

NOTE: Opening balances must be dated prior to your
start date.

Import Customer Opening Balances X

Ta get started you'll need to format your customer opening balances in the correct way. You can download a template CSV
here.

Further guidance is available in this help file.

Maximum filesize is 0.5MB™

Choose File | Mo file chosen
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Lesson: For purposes of this lesson, use the EAP Curriculum Example

i{f Import Customer Opening Balances to upload Divine Chocolates
Opening Balances customers previous customers. EAP curriculum
example _import_customer_opening_balances.csv

Once the files have been imported, you will receive notification that your upload
was successful:

Import Customer Opening Balances X

To get started you'll need to format your customer opening balances in the correct way. You can download a template C5W
here.

Further guidance is available in this help file

Upload successful!

4 records were successfully imported.
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Vendor Opening Balances

Divine Chocolates will be using a few vendors in the initial phase
of the business startup, including Toronto Chocolate Makers to
place orders. Accounting is able to help keep track of how much
Divine Chocolates owes their vendors. Importing Vendor Bills
and Transactions can be done from two different places.

1. From the home screen navigate to Set Up Vendors and
select (2) Enter Money You Owe to Vendors:

Summary  Sales ¥  Expenses ¥  Contacts ¥  Products &Services

Hi, Kim o

The Summary tab gath

Set up customers

1) Createor import customers @
2) Enter money customers owe to you @

3) Review the Accounts Receivable report @

Connect bank accounts

7) Set up and connect your online bank accounts @

Set up vendors

1) Createor import vendors @

2) Enter money you owe to vendors @

Set up chart of accounts

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

3) Review the Trial Balance report @

OR from the Accounting Settings.

AirCanada(owner) & B % @ # [+

ing ~  Settings °

GettingStarted  Sales  Expenses  CashFlowStatement  CashFlow Forecast

‘Optional extras

Further customize Sage One for your business

Do you work with colleagues? @

Invite others to collaborate in Sage One

Navigate to Settings, scroll down to Opening Balances and

select Vendor:

Christina’s first bill is for milk, dark, and white chocolate samples
she will be served during her grand opening event. She’s also
ordered some bags. Let’s add those vendor opening balances to

Accounting.

sage
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One accounting ~ ® . AirCanada (Owner) ¢

Summary  Sales *  Expenses Contacts v  Products&Services  Banking  Journals  Reporting v Settings °
Sales Taxes
Edit your tax settings
CONNECT Online Payments Google Drive
Manage your online payments Manage the connection to your Google Account
CUSTOMIZE SAGE ONE User Management Navigation and Data Grids

Manage users and permissions Persanalize Sage One to suit your style of working

OPENING BALANCES Customer Bank

Enter money owed by each customer,

Enter the balance for each bank account.

Vendor

Enter money awed ta each vendor. Entes

General Ledger

the balance f

far each ledger account

3. Navigate to the blue drop down menu and select Import Opening Balances.
When the Import Vendor Opening Balances box launches, click Choose File
and select the CSV file within your document list that you want to import.

One  accounting = O m- AxCasdalowner) F W O * @ & [+

Swmmary Sl v Expenses v Contaits T Produchi&Senvices  Banking  Journals  Reporting T Settngs °

Vendor Opening Balances »

Record vendor transactions from your previcus sccounting system. Opening balances must be dated peior to your start date with Sage One. Note: Your cpening| sutomatically provides the balance for your stoounts payable sceount inthe
General Ledger Batances option.

Accounts Start Date; Da/042016

New Opening Balance  ~

Import Opening Balances

Referance

06032016

Absolute Instruments OB-49-200938
B 08032016 Cole Group OB-84-20499 16300

B D6D32016 Dianiel, Corwin and Boyle OB-33-28379 93330

B 06032016 baclie. Fay and Brown OB-33-2205 FH00
B 060372016 gren-Ziemann 0OB-08-039% 9530
CriMote 060372016 Absolute Instruments 0OB-98-3000 1000
CrNote 06032016 Cole Group OB-33-889% 7000
CriNote 060372016 Daniel, Corwin and Boyle OB-46-3444 9500
CrNote 0602016 Lindgren-Ziemans OB-77-499% 83,00
Bil D&/D32016 Lindgren-Ziemann OB-Bill from previcus system 0000
CrNote 06032016 Draniel, Corwin and Boyle OB-payment to acct from From previous system -490.00
it DADAALA Denan -l from previcas system IHGO0
CrNote 0517/2014 Absclute Instruments OB-Credit Note #3276 Compass Credit 15000
B 06022016 Denan OB -Vendor Bill #3938 78091

There is a correctly formatted CSV template for use when importing files. To
access it, click on template CSV here link.

NOTE: Opening balances must be dated prior to
your start date.

sage
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Import Vendor Opening Balances X

Ta get started you'll need to format your vendor opening balances in the correct way. You can download a template C5W here.

Further guidance is available in this help file. /

Maximum file size is 0.5MB*"

Choose File | Mo file chosen

& Lesson: For purposes of this lesson, use the EAP Curriculum Example

@ Import Vendor Opening Balances to upload Divine Chocolates Opening
Balances with Toronto Chocolate Makers. EAP curriculum
example import vendor opening balances .csv

Once the files have been imported, you will receive notification
that your upload was successful:
Import Vendor Opening Balances X

To get started you'll need to format your vendor opening balances in the correct way. You can download a template C5V here.

Further guidance is available in this help file.

Upload successful!

v

4 records were successfully imported.
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NOTE: If you receive an error message uploading
your .CSV file, it's important to note, all column
headers must match the information contained
within the vendor record.

Example: The columns in the Sage provided template requires a Vendor
Reference and Reference. This information is pulled directly from the Vendor

Record:
Type Date Business Name Vendor Referencel Reference Details Total
Bill  1/30/2018 Toronto Chocolate Makers Chocolate Chocolate White Chocolate 125
Bill  1/30/2018 Toronto Chocolate Makers Chocolate Chocolate Dark Chocolate 125
Bill  1/15/2018 Toronto Chocolate Makers | Chocolate Chocolate Milk Chocolate 125
Bill  1/18/2018 Toronto Chocolate Makers | Chocolate Chocolate Retail Bags 75

Summary Sales * Expenses ¥ Contacts ¥ Products & Services Banking

Toronto Chocolate Makers (Vendor) @ #

Ref: Chocolate

OUTSTANDING (4) OWVERDUE {4)
$450.00 $450.00
CREDIT LIMIT CREDIT TERMS
None 30 Days

Activity Contacts and Addresses Payment Details Options Notes

Account Details 4
Company / Name Toronto Chocolat rs
Reference Chocalate
Language English (Canadian)

Expense Ledger Account 5000 - Cost of Goods Sold

Business Number CA123456789012345

sage
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Bank Opening Balances

It is important to add the balances of existing bank accounts into Accounting
before entering any transactions. Divine Chocolates opened a commercial bank
account with the Bank of Montreal to conduct business. Christina also has a
credit card from American Express used for business expenses. Lastly, Christina
has taken a loan out from The Royal Bank of Canada in the amount of 25,0008%.
There are two ways to enter opening balances, into Accounting. 1. From within
the bank account record in Banking and 2. within Accounting settings.

From Settings, navigate to Opening Balances and select Bank:

One  Accounting O - ArCansdafowner] &% B = @ & [+
Summar ¥ Sales *  Expenses ¥ Contacts ¥ Products&Services  Banking  Journals  Reporting ¥ Settings °

Sales Taxes
Edfit your taw settin

CONNECT Online Payments Google Drive

CUSTOMIZE SAGE ONE User Management Mavigation and Diata Grids

OPENING BALANCES CuRbaiiie Bank
Vendor General Ledger

NOTE: Before entering opening balances, you must enter
your accounts start date, within Financial Settings, which
should be the day that you start using Accounting. Entering
opening balances is the only activity that can be dated prior
to the accounts start date.

Bank Account Opening Balances o

Enter bank account opening balances. If your account balance is made up of a reconciled value and items that have not yet appeared on your bank statement, enter these as separate items. You can then reconcile the entries when they appear on your statement

Accoun ts Start Date: 06/04/2016

1050 - Bank Of Montrieal - Chequing - 08/01/2016 ] || Receipt (debit) - 1859.63
1070 - American Express - 06/03/2016 [ || Payment (credit) - 876.54
1080 - Royal Bank Of Canada - Loan ~| 39870493932 08/03/2016 ] || Payment (credit} - 25,000.00
Please select - 06/03/2016 B el =t - 0.00
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NOTE: If you've already entered opening balances while creating
your accounts within banking, they appear here. Provided the
opening balance hasn’t been bank reconciled, you can change the
amount. If it has been reconciled, and you need to change the
amount, you can post the opposite entry for the difference. For
example, if you entered a debit value of 5000$ but the bank opening
balance should actually be 4000$, enter a credit for the same bank
on the same date for 1000$.

1. Navigate to the first line item and select the bank account to add the opening
balance.

One accounting ~ O - AirCanadaiOwner) & B % @ © [+

Summar; y  Sales ¥  Expenses ¥  Contacts ¥  Products&Services  Banking  Journals  Reporting ¥ Settings °

Bank Account Opening Balances ©

Enter bank account apening balances to reflect sccount balances prior to starting to use Sage One. |fyour account balance is made up of a reconciled value and items that have pot yet appeared on your bank statement, enter these as separate items. You can
then reconclle the entries when they appear on your statement.

Accounts Start Date: 06/04/2016

Bank Account Account Number Date* Type Opening Balance*
1050 - Bank Of Montrieal - Chequing - 06/01/2016 [ | Receipt (debit) - 1859.65
1060 - Bank OF Toronto - 05/04/2016 & | Payvment (credit) - 5749.65
1070 - Amerlcan Express - 06/03/2016 Payment {credlt) - 87654
1080 - Royal Bank Of Canada - Loan » | 3987 93: 06/03/2016 [ | Payment {credit] - 25,000.00
08/03/2018 B | Payment fcredit) - 452,15
06/03/2016 i elect 0.00
‘ Cancel |

1090 - Capital One Visa
1110 - Kim Test

2. Add the account number and the date (must be before the Accounts Start Date)
For example, since Divine Chocolates started using Accounting for the first time
on June 1st, we should use May 31 for the opening balance date.

&\ Begin by entering the commercial bank Account
@ Christina opened at the Bank of Montreal with an
opening balance of 5000%.

sage
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3. Choose whether the balance is a debit or credit value in the Type field.

&\ Next, enter the opening balance for the American
@ Express Divine Chocolates utilizes for business
expenses in the amount of 876.54%.

Bank of Canada in the amount of 25,000%.

Lastly, enter the opening balance for the The Royal

4. Repeat these steps until you have entered all bank account trial balances
from your bank/credit card/loan statements in the Opening Balance field.
After all opening balances are entered, click Save.

NOTE: As you enter your trial balances, to ensure the total debits
and credits balance, the opposite entry posts to the Opening
Balances Control Account. Once you've entered all the values
from your trial balance, this account should have a zero balance. If
not, make sure you have entered the correct values for each entry.

Dute™ Heferesce®

Cash on Hand {1000}

Bank Of Mantrieal - Chequing {1050}

Bank Of Toronto (1060}
American Express (1070)
Royal Rank Of Canaca - Loan
Capital One Visa (1090)

Kim Test {11109

e

(1080

Deetails Debit Credit
Opening Balance 12008710 oD
OpeningBalance ~~ am

Opening Balance Qoo Lile]
Opening Balance 183945 ao
Opening Balance avo 274048
Opening Balance om0 a7s3e
Opening Ralance

Opening Balance 000 452138

Opening Balance

e
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General Ledger Opening Balances

The last part of opening balances are the General Ledger opening balances. Here we’ll
record ledger accounts from a previous accounting system. As you can see, the
opening balances we entered for Divine Chocolates customers, vendors and bank
opening balance options appear automatically. Each debit or credit balance is offset
against the opening balance control account, and when the full trial balance is entered,
this account should be zero.

General Ledger Opening Balances o

Record the balances of your ledger accounts from your previous accounting system. Opening balances already entered through the customer. vendor or bank opening balance options appear automatically. You can enter or amend these by dicking each line. Each debitor
credit batance is offset against the opening balance control account, and when the full trisl balance is entered, this account should be zero

Accounts Start Date: 05/04/2016

Date™ Reference™

06032016 [ | | Beginning Balance

Accounts Receivable {1100} Opening Balance 12,887.10 0.00

Accounts Payable (2000} Opening Balance 0.00 289451
Cash on Hand (1000) Opening Balance 0.00 0.00
Bank Of Montrieal - Chequing (1050) Opening Balance 1,859.65 0.00
Bank Of Toronto (1060) Opening Balance 0.00 5.749.65
American Express (1070} Opening Balance 0.00 876.54
Royal Bank Of Canada - Loan (1080) Opening Balance 0.00 25,000.00
Capital One Visa (1090) Opening Balance 0.00 452.15
Kim Test (1110) Opening Balance 0.00 0.00
3400 Retained Earnings * | (Opening Balance) 20,500.60 000

*  (Opening Balance) 0.00 0.00

Opening Balances Control Account (9998) Opening Balance 0.00 27450

Once all balances and transactions have been entered, print out a Trial Balance report.
This can be used to review the balance of each ledger account and compare it with the
balance/ledgers in a previous system (or excel).

sage
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Navigate to Reports from within the menu bar and select Trial Balance Report:

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

Reports @

Use reports to view your company and financial information at 2 glance.

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

Profit and Loss @
How much profit have | made?

Balance Sheet @
How much are my assets and liabilities worth?

Trial Balance @
‘What is the balance for each ledger account?

Accounts Receivable @
‘Who owes money to me?

Trial Balance Report @

This report displays the balance on your nominal accounts for a specified date range. You can include brought forward values and include current year's profit and loss values only.

to 31stof December

Period | This Year ~| From*™ | 01/01/2018 12/31/2018 This period enly - Summarise retained earningvalues @

Account Number This Year
Debit
1050 Bank Of Montrieal - Chequing 1.280.00
1100 Accounts Receivable 1016.39
2000 Accounts Payable 70.08
2300 GST/HST Collected and Collectible 130,63
2301 GST/HST Input Tax Credits 3.70
2400 BC PST Collectible on Sales 105.00
2450 SK PST Collectible on Sales 3.00
2600 QST Collected and Collectible 748
2601 QST Input Tax Refund 7.38
4000 Sales 187.50
5000 Cost of Goods Sold 25.00
5100 Purchase Discounts 5.00
5200 Shipping Expenses 49.00
TOTAL 144508 % 1,44508%

S4) End of Lesson
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ﬂ Check Your Knowledge

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

Write a short answer to the question below.

1. Before entering opening balances, what records need to be created first within
Accounting?

Fill In The Blank

2. Your customer opening balance total automatically provides the balance for your

account in the for your bank accounts when
you create the records.
A. Accounts Payable/Vendor Opening Balances
B. Discount/Checking Account Balances
C. Income Statement/Profit & Loss Balances
D. Accounts Receivable/ General Ledger Opening Balances

3. What file type is used to import opening balances into Accounting:

A. .PDF

B. .OFC

C. .CSV

D. You can’t import opening balances. You can only enter them
individually.

True or False

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

4, Opening balances must be dated prior to your start date.

5. As trial balances are entered into Accounting the opposite entry posts to the
Opening Balances Control Account to ensure the total debits and credits
balance.

6. There are two ways to enter opening balances into Accounting:

1. From within the bank account record in Banking and
2. within Accounting settings

sage
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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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