LESSON 1: EXPLORING SAGE 50
ACCOUNTING SOFTWARE

INTRODUCTION

Today, accountants supplement their accounting knowledge with modern software
programs that automate many of the daily accounting tasks.

You’re about to learn to use one of the most popular accounting software programs, Sage
50. This program runs your general ledger and all subsidiary reports such as accounts
receivable, accounts payable, payroll, and other reports. It also prepares your financial
statements. You'll need a copy of the Sage 50 software, Adobe Acrobat, and Microsoft
Excel (part of Microsoft Office).

SECTION 1.1

Read this section. Then read Software Installation, Preface, and Chapter 1 in
your textbook.

Objective

When you complete this section, you'll be able to explain how to operate Sage 50’s menus.

Read the software installation instructions in the beginning of your textbook. Then, install
the software by following the procedures outlined. The text walks you through the soft-
ware installation procedures. Please be patient and don’t interrupt this process.

Software Registration, Technical Support, and
Installation

Installation of the software from the DV is fairly simple and straightforward as long as you
follow the directions and use the default locations provided by Sage 50 to install the files.

Your textbook lists the minimum system requirements for use on your computer:
B 2 GHz processor
B 1 GB of RAM for single user
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The recommended system configuration is as follows:
M 2.4 GHz processor
B 1 GB RAM for single user or 2 GB for multiple users
B 2 GB hard disk space

B Windows Vista SP2, Windows 7, Windows 8, or Windows 10 with the latest updates
from Microsoft installed. Sage 50 Accounting doesn’t have a Macintosh version.

B 1 GB of disk space for installation
B Internet Explorer 9.0, 10.0, and 11.0 supported
B Microsoft .NET Framework 4.5.2, which requires an additional 280 MB to 850 MB

B At least high color (16-bit) SVGA video; supports 1024 x 768 resolution with small
fonts required

B Printers supported by Microsoft Vista, Windows 7, Windows 8, or Windows 10.

B In-product demos require Adobe Flash Player 11 or higher (version 18 or higher
recommended)

Please be sure that your computer system meets the minimum requirements!
Complimentary technical support by Sage 50 isn’t included with the student version.

Textbook links (such as www.mhhe.com/yacht2017) belong to the textbook publisher and
aren’t under the control of Penn Foster for functionality or content.

Sage 50 and Firewalls

Sage 50 and its database, Pervasive, can be mistakenly identified as an intrusion threat
by many firewall and antivirus programs. If not addressed properly, this may cause installa-
tion to fail or Sage 50 may not start or run properly.

To read information about Firewalls and Sage 50 Accounting, visit
https://support.na.sage.com/selfservice/viewdocument.do?noCount=true&externa-
1Id=10903&sliceld=1&cmd=&ViewedDocsListHelper=com.kanisa.apps.common.
BaseViewedDocsListHelperimpl
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Student User—Single Version Installation

The serial number for installation can be found in your textbook and on the DV. Install the
software by using the DV that accompanies the textbook. If you need assistance with the
installation, the figure for Step 5 shows the help line phone number for Sage.

After installation, activation is required. Be sure to write down and keep your Customer ID
number somewhere safe. You'll need to have it available any time you contact Sage.

After activation, complete Step 11 to finish the installation process.
Finally, set the Global Options.

Installation can also be accomplished by downloading the software, as of this writing, at
the following website:_http://www.us.sage.com/us/about-us/education. Select Sage 50
Accounting 2017—Student Version and follow the steps. The serial number for the down-
load can be found in your text under “Download Sage 50 2017.”

Demonstration files have been set up for your benefit. For example, Sage 50 uses the fic-
titious company, Bellwether Garden Supply. After downloading, this data will reside on
your hard drive disk. Create a new folder named “demonstration files” to hold these files.
Follow the instructions carefully when downloading.

When you open Sage 50, you'll see the startup window (Figure 1). In the Sage 50 startup
window, when you click Explore a sample company, you’ll see the window shown in
Figure 2. Click on Bellwether Garden Supply, and then click OK to open the Bellwether
company files. The files open in Sage 50.

Sage 50 Complete Accounting—Student sage

[:: Open an existing company ]

(R emmmeren )

Other Tasks:
» Explose 3 sample CORMDANY
v Conyert from another aogounting progeam

FIGURE 1—This is the Sage 50 startup window.
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Explore a Sample Company

Sage 50 Accounting has two sample companies
that you can explore.

Explore Close

& Bellwether Garden Supply

This is a retail and service company that demonstrates Help
Sage 50's inventory and job tracking capabilities.

i

" Stone Arbor Landscaping

This is a service company that demonstrates Sage 50's
Time and Billing features.

———— — J

FIGURE 2—Click on Bellwether Garden Supply and OK to open the Bellwether
company files.

This process may take a few seconds, depending on your computer. If you installed the
Student Version included with your textbook, when doing Step 14, a window will open
reminding you that the Student Version will expire in 14 months. Your textbook gives the
expiration date of your software. Click OK to close the window. A “What’s New in Sage
50?” window will also open. If you’re familiar with Sage 50 already, you can just skim the
information by clicking the Next button. If you’re new to Sage 50, read carefully to get an
overview of the software.

If you don’t want to see the “What's New in Sage 50?” window every time you open Sage
50, click on the box in the lower left corner to insert a check mark for the “Do not display
this screen again” option. This disables the window. To access it, click on the Help menu
at the top of the window and select “What’s New?”

Setting Global Options

Your textbook provides specific instructions on setting the Global Options. Follow the
instructions carefully to ensure that the properties are set up to match what's presented

in the textbook. For example, the second bullet under number 1 tells you that in the Hide
General Ledger Accounts area, the boxes must be unchecked. When you bring up the
Global Settings on the Accounting tab, the Accounts Receivable and Payroll Entry check
boxes will have a checkmark in them. Uncheck them. Also, Recalculate Cash Balances
won’t have a checkmark next to it. Click on the box to insert a checkmark. Ensure each of
your settings matches the setting shown in the text before you continue.

Sage 50 accounting software package consumes a lot of computer memory. It's
recommended you have only one software package open at a time. After exiting the
program, you may need to reboot your computer to regain the consumed memory.
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Backing Up Data

There are a few ways to back up data in Sage 50. You can use a USB flash drive, CD-R,
DVD-R, or hard drive. The textbook instructions call for backing up using a USB flash
drive. If possible, you should use a flash drive, which makes following the instructions
easier. An 8 GB flash drive is more than enough and is relatively inexpensive. Otherwise,
back up the data to your desktop and then copy and paste the file to some other media,
such as an external drive or CD. It's important that you have your data saved to a location
other than your hard drive, in case you have a problem with your computer. Good backup
procedures are a must. You'll find instructions on backing up in Chapter 1.

Software Hints

The Sage 50 package offers a tour of the software; you should take the time to view
these videos. The tour is located in the Help menu under Show Me How. It's a great
learning tool, and you can view each screen at your own pace.

The Help function provides assistance in understanding the software. (Press the F1 key
on your keyboard, or click on the word Help at the top center of the window and then
click on Help from the drop-down menu that appears.) In Sage 50, Help has an index of
topics and a search function that guides you to find help on specific items (Figure 3).

S
T e 260 &6 @
Hda  Back Forwand Home Pl Glosssry
Conterts | s | Seweh | 3 e
BET Sage 50 Pro Accounting sage
- Getting Started
4 Bling Your Customen (Money In) Sage 50 Premiurm Accounting
-4 Paying Your Blls (Mony Out) -
- Paying Your Employess
= [Managing Your imventoy
= Tinchang Cots by Progsct (lob Costing] |
- Vochh s et 5 ol Welcome to Sage 50 US!
0 Year-End Guide
i Al For addfional assistance on this
vl O ana orer Sage soproauctsans TR
@ Refererss and Lagal Netoos sendces, visit our Web site at
- Whats New hitp: e 538 COMYUS/Sage-50 New fealures in this release
accounting
Copyright and Trademark
Note: Graphics in Sage 50 Help Notices
are best viewed at a display Sans 50 jeaa nolces
setting of 64K colors of highe Sage 50 legal notices
A “j‘ 2 c':ha.":;"o e Lasl-minuie noles about
mondor's display set LS ik resecren

FIGURE 3—Sage 50 Help has an index of topics and a search function that will
help you find help on specific items.
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Throughout this course, take time to explore the software on your own. Drop down all

the menus and become familiar and comfortable with them. Don’t change any data, but
don’t be afraid to explore. Also, back up your data on a regular basis by using the Backup
(Ctrl-D) option under the File menu at the top-left of the window.

Review of the Accounting Journals

In accounting, recall that there are five journals, or original books of entry. The flowchart
shown in Figure 4 will help you to understand which journal contains a particular entry or
transaction. Also, remember the relationships shown in Figure 5.

Does the transaction involve cash?

2 4

Was cash RECEIVED? Was something PURCHASED?

' |
B B O3

v 3 3

Record in Record in Record in the WaS.
the Cash the Cash Purchases something
?
Receipts Disbursements Journal SOLD?
Journal Journal

SR

Use the Cash Receipts &
Cash Disbursements Journals
to prepare monthly

Record in the Record in the
bank reconciliations Sales General
Journal Journal

FIGURE 4—Summary Flowchart of Journals Used for Cash and Accrual Basis
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Assets = Liabilities + Owners’ Equity

BALANCE DR | CR DR | CR DR | CR
SHEET + - - + _ +
| |
Revenues - Expenses
INCOME
STATEMENT + = Increase DR | CR DR | CR
— = Decrease - + + -

FIGURE 5—This illustration shows the relationships on the balance sheet and
the income statement.

Sage 50 Practice

Once you've read through Chapter 1 of your textbook, practice your skills by completing
Exercises 1-1 and 1-2. These exercises are for your use only. Don’t send them to your
instructor.

After you've carefully read Software Installation, Preface, and Chapter 1 in your textbook,
complete Self~-Check 1.1. When you’re sure that you understand the material from
Section 1.1, move on to Section 1.2.

© PENN FOSTER, INC. 2017 COMPUTER APPLICATIONS PAGE 12
IN ACCOUNTING

Lesson 1



Self-Check 1.1

At the end of each section of Computer Applications in Accounting, you’ll
be asked to check your understanding by completing a “Self-Check”
exercise. Answering these questions will help you review what you’ve
studied so far. Please complete Self~-Check 1.1 now.

Fill in the blank.

1. The Navigation bar is on the side of Sage 50’s windows.
2. Pressing will toggle between the open window and the menu bar.

3. Using the function key saves the current record in the maintenance
windows.

4. Using the function key displays the online help window.

5. One advantage of Windows is that it terms and operations used in
software programs.

Check your answers with those in the back of this study guide.
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SECTION 1.2

Read this section. Then read Chapter 2 in your textbook.

Objective

When you complete this section, you'll be able to analyze payments and vendor
credit memos.

This chapter of your textbook explains how the Sage 50 software works with vendors. You
can access the screen shown in Figure 6 by clicking on the Vendors & Purchases menu
item on the left. Read this material and familiarize yourself with the navigation of Sage 50
software.

Fle Edt Lists Maintain Tosks Analysis Options Reports & Forms T Hep.

[@rice [ @refresh| B | Period

A customers & sales a & |

endors & purchases Tasks Vendors
(& vendors & purchases | .
—— Vendor 0 , [VendorName Teeshone 1

4, Tnventory & Services | | | lE,t | @ aBNEY thner iS5 otacns 770-555-0000
| wirke { |

|AKERSON ibution 678.555-1273
caLoweLL aldwell Tools Company 7705557130
i (Eoekeveer s Paveet s o) Qe s e ! ion, sssass

cLOONEY n 404-555-0899
i Banking = cLouDET fou erty Management 404:555-9593
| Toe m oanieL Oariel Lavn ro,in 705551126
“ System pEIULIA Delulia Wholesale Suppliers. 4045551500
(GAREVENUE Georgia Department of Revenue 404:555:0300
Shorteuts Customize. GARY Gary, Vilson, Jones, & Smit 404:555-8000
(GWINLICENSE u 7705555563
el I @ [ |GWINWATER Guinnett Water 770-555-0177
EAcie Hose/ (i Comtuip \ HAVINS e 705554221
Bills - Pay Bill ‘ HUBBARD iubbardWholesale 770-555.7155
CustomerList 8ilPay JACKSON Jackson Advertising Company 404-555-5855

Lo )

VendorList uAN Juan Motor Tools & Tires 770-555-0188
Find Transactions. Kiop Kidd Computers 770555-5827

Cenaal Youoal Botry e Miles Maintenance & Repair eme)
ML s LeasingCorp. 404-555-1901

bt °=““"‘ INATLBANK ion: g 404-555.0793

(Cheds  |(Retums 4| | Reports INEIGHBORS Neighbors TelephoneCompany 4045551022

AR paisBrothersTreeSwaeons  osssess  s000 7|

Recently Used Vendor Reports Aged Payables Graph| T

AgedPayables
Cash Disbursements Joural
Purchase Jourmal

Check Register

Vendor Transaction History

| |mo.50
| W s1-60
D650
B Over 30 days.

e Al Report

Sage Advisor

Where do I get started?
What type of purchase information can I enter?
How can I keep track of my purchases?

FIGURE 6—This illustration shows the location of the Vendors & Purchases option
in the Sage 50 Navigation bar.

Recall that expenses (other than noncash charges like depreciation, amortization, and
depletion) result in or become cash outflows. For example, if purchases are made on
account, they're eventually paid off in cash. As sales are made, additional purchases of
inventory are made, as shown in Figure 7.
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Cash
disbursements
or expenses

Accounts

Inventory payable

FIGURE 7—This illustration shows the relationships among
expenses, accounts payable, and inventory.

To prepare a statement of cash flows, you need the balance sheet for the beginning of
the period, the balance sheet for the end of the period, and the income statement for the
period. The balance sheets and income statement are prepared on an accrual basis,
using accruals (that is, accounts receivable and accounts payable). Therefore, to prepare
the statement of cash flows, you must convert these financial statements from accrual
basis back to a cash basis.

The Vendors & Purchases selection in Sage 50 logically organizes the Purchases Journal
and Cash Disbursements Journal on the same page. The Purchases Journal assists with
the recording of accounts payable—based accruals. The Cash Disbursements Journal
assists with the recording of cash outflows for the payment of accounts payable.

Sage 50 Practice

When you complete the reading assignment, practice your skills by completing Exercises
2-1 and 2-2 in your textbook.

After you've carefully read Chapter 2 in your textbook, complete Self~-Check 1.2. When
you're sure you understand the material from Section 1.2, move on to Section 1.3.
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Self-Check 1.2

Fill in the blank.

1. When Bellwether Garden Supply orders inventory from vendors, Account No.
12000, Inventory, is

2. To begin where you left off the last time you used Sage 50, use the

feature.
3. The feature is used to save data to the current point in Sage 50.
4. Clicking on the icon on the Purchase Orders window takes you to the

Purchase Order Journal.

Check your answers with those in the back of this study guide.

SECTION 1.3

Read this section. Then read Chapter 3 in your textbook.

Objective

When you complete this section, you’ll be able to describe how to enter customer
terms and record a sales invoice.

Chapter 3 of your textbook introduces how Sage 50 works with customer transactions.
You'll learn about quotes and sales orders, and how to enter the customer maintenance infor-
mation when posting entries. Follow the directions in your textbook carefully to familiarize
yourself with the navigation of Sage 50 software. Figure 8 shows the Customers & Sales
option in the Sage 50 Navigation bar. You can access the screen shown in Figure 8 by
clicking on the Customers & Sales menu item at left on the Navigation bar.
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[Customers & Sales Tosks

Customer Name [Teephone 1 Bolance ~
iiams1 s | o]
5000
of o sus03
dale Real Estate. )-555-¢ $12,816.54 |
Tacoma Pk Golf Course ss.77457
Stevenson Leasing, Inc % 789041
Snyder Securities -555-2 $3,041.02 %
Snowden Interior Design 555 734627
Smith Family Gorden Center
Seawight od and Lawn Care
SaisNeghborhood Nursey
RoseUnivers
Roberts Leaming Centers 555178
Retail (Cash) Sales.
Pletce Properies, . msss376s
Mosley Country Club 770-555-6948
Moy onstruction nsssaas
GenerlJoumal Entry [ Mason Offce Park sssas
E KnightBrcthers Nurseries msssem
Kenton Golfand Tennis Center 705554489
Holland Properte, . msss.s527

|
|
|
4y

Recently Used Customer Reports. [Aged Receivables
AgedReceivables
Customer Transaction History
Seles Joumal
Invoice Register
Cash Receipts Journal

o @ o-30
3160
De-s0
B Over 0 days

FIGURE 8—The Customers & Sales option is shown here.

Generally, sales or revenues result in or become cash inflows. Sales that are made on
credit or account become accounts receivable and are eventually collected as cash and
used to finance additional inventory purchases. This relationship is shown in Figure 9.

Sales or
revenues

Accounts
receivable

Inventory

FIGURE 9—This illustration shows the relationship between
sales or revenues and accounts receivable.

In Sage 50, be sure to familiarize yourself with the contents of the Customers & Sales
Tasks. Look back at Figure 8 for a moment. The Customers & Sales button allows you
to view and edit customer accounts. On the right side of the figure, note the available
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headings—each customer file has a customer identification name, telephone number,
and accounts receivable balance due. New customers will be added to this list. The Jobs
button allows you to view and edit individual jobs. New jobs would be added to this list
and completed jobs would be removed from this list. The Quotes and Proposals button
allows you to view and edit quotes. Under Recently Used Customer Reports, explore
the reports available, including Aged Receivables, Customer Transaction History, Sales
Journal, Invoice Register, and Cash Receipts Journal.

The organization and contents of these reports should seem reasonable and appear
logical. The Sales Journal and the Cash Receipts Journal are related, as are Accounts
Receivable and the Aged Receivables report.

Recall the typical journal entries that are likely to result from cash sales and credit sales,
as well as collections on accounts receivables. The Sage 50 software system allows you
to make these journal entries, just as you’ve learned earlier in your accounting studies,
without having to record the transactions manually in separate, physical journals or
original books of entry. Instead, SCA effectively builds the journals (or original books of
entry) for you, and you enter the transactions in general journal entry form.

Figure 10 shows the Customer Management tab that may also be selected under
Customers & Sales. The options under Customer Management are more limited, but
Sales Invoices is probably the most important information that you'll access from this tab.

o el 9 e &
File Edit Lits Mointain Tasks Analysis Options Reports&Foms Services Window Help.

&h_Customers & Sales

[@ ide | @ Refresh | G System Date: 03/15/15 | § Customizetiis page | 4 Make tis the default page]

| & customers & sales| & Customer Management

[=  Find costomerith: Enter Text in [CuomerNome

Customer ID: Felect a Cu
&, Vendors & Purchases

B 1ventory 8 servies

B Emvloreesapayeol | i
I T

Reference No. | Receipt Amount! Deposit Ticket ID

FIGURE 10—This illustration shows the Customer Management tab under
Customers & Sales.
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Sage 50 Practice

When you complete the reading assignment in your textbook, practice your skills by com-
pleting Exercise 3-1 and Exercise 3-2.

After you've carefully read Chapter 3 in your textbook, complete Self~-Check 1.3. When
you’re sure you understand the material from Section 1.3, move on to Section 1.4.

Self-Check 1.3

Fill in the blank.

1. You can use the to see an overview of all outstanding invoices.

2. The task allows you to enter a quote for a customer.

3. The task is used to enter invoices to customers.

4. The lists the sales tax for the transaction, the price for each item, and

the amount to be received from the customer.

5. The window is used when you’re ready to ship items to customers.

Check your answers with those in the back of this study guide.
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SECTION 1.4

Read this section. Then read Chapter 4 in your textbook.

Objective

When you complete this section, you’ll be able to explain how to enter and store
information using the Maintain Employees/Sales Reps window.

Chapter 4 of your textbook shows you how Sage 50 handles employees and payroll.
Follow the directions in your textbook carefully to familiarize yourself with the Sage 50
software navigation. Figure 11 shows the Employees & Payroll option in the Sage
50 Navigation bar. You can access the screen shown in Figure 11 by clicking on the
Employees & Payroll menu item on the left.

4 o &
File Edit Lists Mointain Tasks Analysis Options Reports&Foms Services Window Help.

£),_Employees & Payroll
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| | & & @ : ;

a A : z Trssne
)

Pay Per
5 AHECTER . i 770-555-4558 Hourl - Hours per Pay Peri
£, Toventory & services || | o |aKoRNEL A 4045551654 Hourly - Hours per Py Peri
BHUGLEY s randon 720-5557205 Hourl - Hours per Py Peri =
@ Employees & Payroll = exs 720-555-0084 Hourly - Hours per Py Pert
we @ o o sssone Sinry
il Banking and Expense. elan Charlene 770-555-6448 Salary
770.555.9861 Hourly - Hours per Pay Pert
A System nton s 70-555-5648 Hourly - Hours per Py Pert
4045555668 Hourly - Hours per Py Peri
o = arter Orake 705554178 Hourly - Hours per Py Pert
70-555-1109 Hourl - Hours per Pay Peri
Seles Invaice ay ’ 705551392 Salary
Receive Money from Customer|| | P “ v ncan 705552222 Salary
7705558411 Hourly - Hours per Py Peri
705558732 Hourly - Hours per Pay Peri
7705551127 Salary
705556213 Salary
770-555.0509 Hourly - Hours per oy Peri _

General Journal Entry

1099 Vendor D 039 Vendor Name [ Telephone 1 Lastpayment Amt| ||
DANTEL Daniel Lawn Pro, Inc. 770-555-1126 33550
PARIS Paris Brothers Tree Surgeons 770-555-4154 $450.00

Recently Used Employee Reports

PayroliRegister
Payroll Check Register
TaxLiabilty Report
Current Earings Report
Payroll Journal

FIGURE 11—The Employees & Payroll option is shown here.

In Sage 50, be sure to familiarize yourself with the contents of the Employees & Payroll
Tasks. Look at Figure 11 for a moment. The Employees button allows you to view and
edit employee files. On the right side of the figure, note the available headings—each
employee file has an employee identification number, telephone number, and pay
method. New employees will be added to this list. Note that there’s also a list labeled
1099 Vendors. These are vendors who must be sent a 1099 form at federal tax time.
Under Recently Used Employee Reports, explore the reports available, including
Payroll Register, Payroll Check Register, Tax Liability Report, Current Earnings Report,
and Payroll Journal.
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SAGE 50 PRACTICE

When you complete the reading assignment in your textbook, you can practice your skills
by completing Exercise 4-1 and Exercise 4-2.

After carefully reading Chapter 4 in your textbook, complete Self-Check 1.4. When you're
sure you understand the material from Section 1.4, move on to Section 1.5.

Self-Check 1.4

Fill in the blank.

1. When working with Bellwether Garden Supply in Chapter 4, the first step in setting

up payroll is to go to the Employees & Payroll Navigation Center and then select
Employees >

2. The accounts affected by paychecks are specifically set up to handle
payroll.
3. In Sage 50, voluntary payroll deductions are called and can include gas,

union dues, and savings bonds.

4. On the window, you define payroll fields and tax information for individ-
ual employees.

5. The employee wages expense account is for the gross amount of the
paycheck and any deductions used are credited.

Check your answers with those in the back of this study guide.
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SECTION 1.5

Read this section. Then read Chapter 5 in your textbook.

Objective

When you complete this section, you’ll be able to explain how to record and post
a General Journal entry to transfer funds and display the General Ledger Trial
Balance.

Chapter 5 of your textbook will teach you how to manage the General Ledger Chart of
Accounts. You'll also learn how to use Sage 50’s Inventory system. Sage 50 uses a perpetual
inventory system. This system involves keeping track of each purchase and sale as it
occurs. There’s a lot of information included, so you can be very precise in your work.
Follow the directions in your textbook carefully to familiarize yourself with the Sage

50 software navigation. Figure 12 shows the Inventory & Services option in the Sage

50 Navigation bar. You can access the screen shown in Figure 12 by clicking on the
Inventory & Services menu item on the left.
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Birdbath-Plastc
Birdbath-Plastic

General Journal Entry

[AVRY-10200-4ft-GRN
[AVRY-10200-4ft-RD
[AVRY-10200-4ft-WHTE Birdbath-flastc

B00K-11000 BGS Floral Reference Guide
B00K-11010 BGSGardeningHandbook
800K-11020 BGS Landscaping Techniques

[Recently Used Tnventory Reports [Cost of Sales Trend

= Revenue — Costof Sales=GrossProfit

sz /

$187,100
22815

Inventory Profitabiity Repott
Item Costing Report
Inventory Adjustment Joumnal
Inventory Stock Status Report
Physical Inventory List

583,550

3318

'Sage Advisor

Where do I get started?
How do I use Inventory and Services?

FIGURE 12—The Inventory & Services option is shown here.

At this time, take a few minutes to explore and familiarize yourself with the contents of

the Inventory & Services Navigation Center. Look back at Figure 12 for a moment. The
Inventory Items button allows you to view and edit inventory files. On the right side of
the figure, note the available headings. Each item file includes the inventory identification
number, a brief description of the item, the number of units sold, and the remaining
quantity on hand. Any new inventory will be added to this list, and because Sage 50 uses
a perpetual inventory system, you can be confident that this information is up to date.
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Now, explore the reports available under Recently Used Inventory Reports. You'll find the
Inventory Profitability Report, the Item Costing Report, the Inventory Adjustment Journal,
the Inventory Stock Status Report, and the Physical Inventory list.

Refer to Figure 13, which shows the Banking option in the Sage 50 Navigation bar.

You can access the screen shown in Figure 13 by clicking on the Banking menu

item on the left. Take a few minutes to familiarize yourself with the contents of the
Banking Tasks. Note the headings on the right side of the screen. You'll find Bills to
Pay, Account Balances, and Online Banking. Under Recently Used Banking Reports,
explore the reports available, including Account Register, Bank Deposit Report, Account
Reconciliation, Deposits in Transit, and Outstanding Checks.

L o &
File Edit Lists Mointain Tasks Analysis Options Reports&Foms Services Window Help.
i Banking

[@Hide [ @refesh| B : | peiod

[Banking Tasks

5 3 3 TVendor Name Amount] Invoice No, Due Date /
(=) = 1 | DeluliaWholesale Suppliers 9323801 17172015
Juan Motor Tools & Tires. AB-12985 1/8/2015
el || o Gery, ison, Jones, & Smith 121501865 1/14/2015
Southern Garden Wholesale LL-15029684 1/17/2015
Southern Garden Wholesale 56-11010 2/1/2015
Caldwell Tools Company €1280 2/2/2015
Southern Garden Wholesale $6-12230 2272015
Akerson Distribution A-6411 2/4/2015
Juan Motor Tools & Tires ,569. IM6414 2/8/2015
Southern Garden Wholesale 56-12300 2/8/2015
Akers 7811 271572015
Caldwell Tools Company €1450 2/23/2015
Southern Garden Wholesale 56-12401 2/24/2015
Akerson Distribution A-9203 3/3/2015
CALDWELL Caldwell Tools Company C1563 3/10/2015

& Vendors & Purchases

B 1ventory 8 servies

&, Employees & Payroll

[Account Balances
|Account Description Account 1D /
10000
10100

General Journal Entry
Regular Checking Account
Payrall Checking Account
Savings Account.
Accounts Receivable.

‘M% | 2| | &

cheds Accounts poumatenry|

Recently Used Banking Reports.

‘Nm.

Account Register
BankDepositReport
Account Recondiation

Online Banking

Select an Accourt:

[~ [mport Bonk statement

[
|
|
[
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

FIGURE 13—The Banking option is shown here.

Now, take a look at the Chart of Accounts button, which is found under Banking Tasks
in the middle of the window.

When you click on the Chart of Accounts button, a menu will pop up. Select View and
Edit Accounts. A new window titled Account List will open up, showing the Chart of
Accounts. You can see the Chart of Accounts displayed in Figure 14. For each account,
you'll be able to view the account’s identification number, a brief description, the type of
account, and the account’s running balance.
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Aot st ———————eeee——————— g
File Edit GoTo Window Help
@ Close {5 New Q@ Open & Print G} Settings (& Refresh i&f Send To ~ @
Search for: Enter Search Text in 1A(mmtlD v] L Search J Clear Search Account List
AccountID 7 ] Description ]Type Running Balance| 4
Tasks 10000 Petty Cash Cash $327.55
View all general journal entries 10100 Cash on Hand Cash $1,850.45 |-
General Journal 10200 Regular Checking Account Cash $23,389.83 |
Reconcile account 10300 Payroll Checking Account Cash $3,711.09
Open Account Register 10400 Savings Account Cash $7,500.00
Oben ot el Accounting Review 11000 Accounts Receivable Accounts Receivable $175,563.10
pen In g - -
11100 Contracts Receivable Accounts Receivable $0.00
11400 Other Receivables Accounts Receivable $7,681.84
Reports 11500 Allowance for Doubtful Account Accounts Receivable ($5,000.00)
Account Reconciliation 12000 Inventory Inventory $12,786.56
Account Register 14000 Prepaid Expenses Other Current Assets $14,221.30
Account Variance 14100 Employee Advances Other Current Assets $3,000.65
Chart of Accounts 14200 Notes Receivable-Current Other Current Assets $11,000.00
General Journal 14700 Other Current Assets Other Current Assets $120.00 l
General Ledger 15000 Furniture and Fixtures Fixed Assets $62,769.25 i
15100 Equipment Fixed Assets $38,738.33
15200 Vehicles Fixed Assets $86,273.40
15300 Other Depreciable Property Fixed Assets $6,200.96
15400 Leasehold Improvements Fixed Assets $0.00 L]
15500 Buildings Fixed Assets $185,500.00 |
15600 Building Improvements Fixed Assets $26,500.00
16900 Land Fixed Assets $0.00
17000 Accum. Depreciation-Furniture Accumulated Depreciation (854,680.57)
17100 Accum. Depreciation-Equipment Accumulated Depreciation (833,138.11).
Aeoounts listed: 156 17200 Accum. Depreci: -Vehi Accumulated Depreciation (851,585.26) (|
Hide inactiverecords 17300 Accum. Depreciation- Accumulated Depreciation 52 |
= ——

FIGURE 14—The firm’s Chart of Accounts is shown here.

Sage 50 Practice

When you complete the reading assignment in your textbook, practice your new Sage 50
skills by completing Exercise 5-1 and Exercise 5-2. After carefully reading Chapter 4 in
your textbook, complete Self~-Check 1.5. When you’re confident that you understand the
material from Section 1.5, move on to Section 1.6.
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Self-Check 1.5

Fill in the blank.

1. Ina/an , an up-to-date record of inventory is maintained, recording each
purchase and each sale that occurs.

2. When you sell inventory items on account, there’s a compound journal entry in the
, which includes debits to accounts receivable and cost of sales accounts
and credits to sales, sales tax payable, and inventory accounts.
3. The Money Market Fund account is classified as a/an

4. Bellwether Garden Supply tracks oriole feeders as a/an

5. On the window, you can set defaults for the item class.

Check your answers with those in the back of this study guide.
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SECTION 1.6

Read this section. Then read Chapter 6 in your textbook.

Objective

When you complete this section, you'll be able to describe how to coordinate job
costs with purchases, sales, and payroll.

This chapter shows you how to use the Job Cost system in Sage 50 Accounting. This fea-
ture allows you to track the costs a business incurs while it's performing a job. Follow the
directions in your textbook carefully to familiarize yourself with the Sage 50 soft-
ware navigation and features.

Sage 50 Practice

When you complete your reading assignment in the Sage 50 textbook, you can practice
your Sage 50 skills by completing Exercise 6-1 and Exercise 6-2.

After you've carefully read Chapter 6 in your textbook, complete Self~-Check 1.6. When
you're sure you understand the material from Section 1.6, move on to Section 1.7.
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Self-Check 1.6

Fill in the blank.

1. Sage 50 lets you assign to purchases, sales, and employee hours.
2. Sage 50’s feature allows you to track the costs incurred while performing
a job.

3. Account No. 57200, Materials Cost, is the default account displayed on the
window.

4, The window displays Account No. 40000-EQ, Sales-Equipment, as the
default account for Franklin Botanical Gardens (FRANKLIN).

5. The breaks down each job according to what was spent or earned for
each affected general ledger account.

Check your answers with those in the back of this study guide.

SECTION 1.7

Read this introduction. Then read Chapter 7 in your textbook.

Objective

When you complete this section, you'll be able to identify financial statements and
their features.

In the first part of your textbook, you explored the sample company, Bellwether Garden
Supply. In this chapter, you’ll learn how the Sage 50 system compiles financial
statements. Once the various journal entries have been recorded and posted, Sage 50
automatically calculates the company’s financial statements. Follow the directions in your
textbook carefully to familiarize yourself with these financial statements and how Sage 50
produces them.
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Sage 50 Practice

When you've completed the reading assignment in your textbook, you can practice your
skills by completing Exercise 7-1 and Exercise 7-2.

After you've carefully read Chapter 7 in your textbook, complete Self~-Check 1.7. When
you're confident that you understand the material from Section 1.7, move on to Section 1.8.

Self-Check 1.7

Fill in the blank.

1. All financial statements show the current month and amounts, and each
may be modified to fit the user’s needs.

2. The financial statement is a custom report designed for the sample
company, Bellwether Garden Supply.

3. allows you to organize your business by department.

4. In Sage 50, when a wrench is shown next to a financial statement it means that
the statement is a/an

5. Net results when the expenses are greater than revenues.

Check your answers with those in the back of this study guide.
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SECTION 1.8

Read this introduction. Then read Chapter 8 in your textbook.

Objective

When you complete this section, you'll be able to explain how to use the time and
billing feature to complete a time ticket, sales invoice, and payroll entry.

This assignment introduces you to another fictional company, Stone Arbor Landscaping.
You're going to learn how to use Sage 50’s Time & Billing feature to track expenses and
time when working with customers. Follow the directions in your textbook to familiarize
yourself with this feature.

When you open Sage 50, you'll see the startup window. In the startup window, click
Explore a Sample Company and you’ll see the window that’'s shown in Figure 15. Click
the radio button next to Stone Arbor Landscaping, and then click OK to open the Stone
Arbor company files.

Explore a Sample Company

Sage 50 Accounting has two sample companies
that you can explore.

Explore Close

% Bellwether Garden Supply

This is a retail and service company that demonstrates Help
Sage 50's inventory and job tracking capabilities.

b

(" Stone Arbor Landscaping

This is a service company that demonstrates Sage 50's
Time and Billing features.

FIGURE 15—Click on Stone Arbor Landscaping and OK to open the
Stone Arbor company files.

When you select Stone Arbor Landscaping and click OK for the first time, the company’s
files will begin extracting automatically, and a new message window will appear to let you
know how much time active time you have left before your software expires. Click OK,
and you’ll be able to open the Stone Arbor Landscaping company files.
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Sage 50 Practice

When you complete the reading assignment in your textbook, practice your new skills by
completing Exercise 8-1 and Exercise 8-2.

After you've carefully read Chapter 8, complete Self~-Check 1.8. When you’re sure that
you understand the material from the eight assignments in Lesson 1, follow the instruc-
tions to take the examination for Lesson 1. When you’ve completed the exam, move on
to Lesson 2, Section 2.1.

Self-Check 1.8

Fill in the blank.

1. gives you a way to track expenses and time when working with your
customers.
2. tickets are used to record time-based activities such as research or

consultations.

3. tickets are used to track and aid in the recovery of customer-related
expenses.

4. Both time and expense tickets can be used in the window to bill your
customers.

5. Tolook at the inventory maintenance information for Stone Arbor Landscaping, the
Maintain > window is used.

Check your answers with those in the back of this study guide.
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