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Courseware 1652

Simply Accounting by Sage Premium 2011 - Level 2

MasterTrak™ Accounting Series

Course Description

This is an introduction to accomplishing basic accounting tasks using Simply Accounting by Sage Premium
2011. Students will begin with a company file and enter transactions for general ledger, accounts receivables,
accounts payable, payroll, inventory, and managing capital expenses. This course will review some
accounting fundamentals as they relate to the transactions at hand only.

Who Should Attend

People who have taken a Microsoft Windows - Level 1 and Accounting Fundamentals course, or have
equivalent work experience.

Basic Skills Checklist

The following list summarizes skills learned in Microsoft Windows — Level 1 that students should be
comfortable with for this courseware. It is assumed that the student has completed or is familiar with
accounting fundamentals.

Take a few minutes to review the following items to ensure you are familiar with them:

oodoooodooodoo

moving around the screen

using the Start button

using the Control button

using the Minimize, Restore, and Close buttons
getting Help in Windows

moving around with the mouse and keyboard
accessing menus and making menu choices
using Windows programs

sizing and moving windows

using the scroll bars

managing documents

using the toolbar and ruler

running multiple programs

o000 d oboodo

using the Clipboard
finding documents
navigating folders

creating, deleting, renaming, copying, and
moving files and folders

working with the Explorer
emptying the Recycle Bin
using USB Memory Sticks
working with the Control Panel
using the Print Manager

using TrueType fonts

using the Accessories

The following is a list of basic accounting terms that you should also be familiar with before taking this course:
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Canada: 1+800+668+1669

United States: 1-888+9974224

assets, liabilities, and equity
balance sheet

trial balance

income statement

debits and credits

ledger accounts

entering journal transactions
posting transactions

On the web:
www.ccilearning.com
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entering payables and receivables
transactions

entering payroll transactions

inventory tracking

provincial government remittance process

for PST (depending on province of
residence)

federal government remittance process for
HST/GST (depending on province of
residence)
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Courseware Outline

Setting up Data Files and
Customizing Settings
Lesson Objectives
Creating a New Company
- Using the Setup Wizard
- Setting up the General Ledger
- Reviewing Linked Accounts
- Reviewing Tax Codes
- Entering Opening Balances
- Entering Suppliers and
Purchases History
- Entering Customers and Sales
History
- Entering Inventory and Services
History
- Entering Employees and Payroll
History
- Finish Entering Historical Data
Customizing Simply Accounting
Lesson Summary
Review Questions

Banking and Credit Cards

Lesson Objectives

Making a Bank Deposit

Setting up the Bank Reconciliation
- Setting up an Account for

Reconciliation

Reconciling an Account for the first
Time
- Reconciling an Account

Printing the Bank Reconciliation
Report

Working with Credit/Debit Card
Transactions

Entering Customer Sales on Credit
Card

Reconciling the Credit Card
Account

Creating and Setting up Credit
Cards for Purchases

Entering Supplier Purchases on
Credit Card

Reconciling the Credit Card
Statement

Making Credit Card Payments

Handling Petty Cash

Lesson Summary

Review Questions

Security, Budgets, Projects and
Inventory
Lesson Objectives
Adding Passwords and Security
Accessing the System
Administrator
- Adding a User
- Changing or Deleting a User’s
Password
- Deleting a User

Canada: 1-8006681669
United States: 1-888+9974224

- Removing Security Options from
the Data file
Budgeting
- Activating the Budget Option
- Creating a Budget
- Reporting Against the Budget
- Updating the Budget
Handling Project/Department
Accounting
- Setting up Projects/Departments
- Allocating Expenses and
Revenues
- Reporting on
Project/Department
Performance and Budgets
Managing Inventory
- Performing Inventory Counts
- Writing off Inventory
- Looking at Item Assembly
- Bill of Materials vs. Item
Assembly
Backing Up Simply Accounting
Data Files
Lesson Summary
Review Questions

Additional Payroll Features
Lesson Objectives
Checking the Tax Tables
Introducing Types of Income and
Deductions
Introducing Types of Deductions
Setting Payroll Remittance
Employee Benefits
Setting up Batch Printing of
Paycheques
Allocating Payroll Cheques to a
Project/Department
Generating a Payroll Run
Remitting Payroll
Deductions/Contributions
Releasing Vacation Pay
Employee Departures
- Generating a Record of
Employment
Generating T4 Slips
- Setting up Printer Options in
Preparation for T4 Slips
- Printing T4 slips
Lesson Summary
Review Questions

Working with Foreign Currencies

Lesson Objectives

Dealing with Foreign Currency

Setting Up Foreign Currency

Setting Up a Foreign Currency
Bank Account

Setting Up a Supplier

On the web:
www.ccilearning.com

Setting up for Sales to Foreign
Customers
- Pricing Inventory and Services
- Setting up Foreign Customers

Tracking Import Duty Information

Making Purchases

Making Sales Using a Foreign
Currency

Tracking Currency Fluctuations

Foreign Currency Reporting

Backing Up Simply Accounting
Data Files

Lesson Summary

Review Questions

Reports, Records and Importing
Data
Lesson Objectives
Charging Interest on Overdue
Accounts
Preparing Customer Statements
- Setting up the Statements
- Printing or E-mailing a Customer
Statement
Handling NSF Cheques
Handling Bad Debts
- Writing Off a Bad Debt
Handling and Remitting WCB
Premiums
- Remitting WCB Premiums
Customizing Simply Accounting
Journals
Viewing Account Numbers
Printing Labels
Using E-mail in Simply Accounting
Accessing the Simply Accounting
by Sage Web site
Performing Management Reporting
Exporting Reports
Using the New Business Guide
Finding Important Code Numbers
Using Simply Forms Designer
- Deleting a Custom Report
Time Slips
- Creating Job Categories
- Creating a Time Slip
- Time and Billing Report
Backing Up Simply Accounting
Data Files
Lesson Summary
Review Questions

Appendices

Additional Exercises

Consolidation Exercise — Setting
up Data Files

Answers to Review Question

Glossary of Terms

Index
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Sage Simply Accounting Premium 2011 — Level 2 Lesson 1 Notes

Sage Simply Accounting Premium 2011 Level 2
Instructor’s Notes
Lesson 1

The following notes to instructors are provided based on the personal experiences and background of the writer
of these notes. Additional anecdotal items should be added by the instructor based on their own personal
experiences as required and as deemed appropriate for the class being taught.

Page 1
Discuss the objectives for Lesson 1.

Explain that we will do it slow and easy, one step at a time, for the most part following the manual.
Let the students know that after having taken the Level 1 and Level 2 courses of Simply Accounting, they are
not necessarily qualified to open a bookkeeping office.

“We all know that a little knowledge is a dangerous thing. You will all have enough knowledge to be dangerous.
Keep learning at every opportunity!”

Open Simply Accounting

We will set up a new company from scratch — one that has been in operation using a different way of doing
books, such as manual paper based bookkeeping, QuickBooks, MYOB, etc.

Explain what you must have in order to do so.

1. In the Opening window select ® Create a new company click OK
2. Inthe Intro just click Next
3.  Name & Address — refer to manual, type in the text, click Next and wait

4. Dates: Explain what these dates mean. Tell them about the easy way of entering dates, either
opening the calendar or using shortcuts. Demonstrate using January 1, 2011. Type in 1/1 and press TAB,
observe the screen. As long as a date is entered into any field into the current year, the program
automatically adds the year and reformats the date to the date format chosen in the Settings area.

Start 1/1/11

Earliest 3/1/11

End 12/31/11 click Next
5. List of Accounts - three choices

®© Have Sage Simply Accounting...

Explain the options: Not only will the Chart of Accounts be created, but the correct linking will be done,
correct Tax codes for your province will be created.

6. Select Industry Type - Retail Company Type - Retail Company
7. File Name - What & Where is the Data file stored

Browse -> store according to local network click Next
8. Finish »>wait for the program to set up the data file.

Read the message and click Close.

1652 © CCI Learning Solutions Inc. 1





Sage Simply Accounting Premium 2011 — Level 2 Lesson 1 Notes

Step 2 Setting up the General Ledger
- Note the Quills > Explain. Switch briefly to Classic View

- Open Accounts list — Note that Simply Accounting always gives you more accounts than you need. We
have our own list. Now we adapt.

1. Delete accounts we don’t need = show how
2. Create what we need, what the program did not give us. (as shown)
3. Modify the existing accounts to suit our own needs (as shown)

Explain that to delete some linked accounts, they first need to be unlinked (to be done under controlled
conditions only)

We can now remove the remaining accounts we do not need.

Review the Linking of all the various modules. Explain how all this was completed because we allowed Simply
Accounting to set up the company for us. If you had used the last option (Let me build the list of accounts...),
you as user would have to do all the correct linking yourself. This is where errors can easily occur.

Explain that unlinking accounts should only be done in this environment as detailed in the book.
Once this has been completed it is always a good idea to check the validity of accounts.

Review the Tax Codes Simply Accounting set up for us. If we need any other special codes we can create them
as needed such as HI for HST included.

Discuss entering Opening Balances — the importance of accuracy

Starting with 1055 Savings account, enter the amount and press TAB. If you accidentally clicked on Save &
Close the program will force a balancing, usually using one of the Equity accounts.

Enter the amounts one at a time, using the drop-down list arrows to select your accounts and entering the
balance for each.

If an error occurs in the typing Simply Accounting will let you know at the end by again forcing a balancing.
Then it will be necessary to review the balance of each account with your paper work and make the necessary
correction.

Entering Suppliers, Supplier Balances, Customers and Customer Balances
If there is an amount in the Accounts Payable account, there will have to be a corresponding Supplier(s) with
such amount.

If there is an amount in the Accounts Receivable account, there will have to be a corresponding Customer(s)
with such amount.

For the sake of brevity only the names are entered here, rather than full contact information. (Saves typing)

The accuracy of typing any of the individual items is paramount. If a mistake happens it cannot be corrected but
must be purged, which leaves an entry behind.

Entering Inventory & Services

Inventory

Explain what is required to use the inventory module. Not all businesses use Simply’s Inventory.
Each item requires a) a number; b) an individual name; c) selling price; d) linking of which accounts are
accessed when an item is bought or sold.

The list is provided. The total of the balances of each item has to correspond to the amounts stored in the
corresponding inventory account in your trial balance.

1652 © CCI Learning Solutions Inc. 2
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Services

Explain the difference between inventory and Service. Service still requires some information but not as much.

Entering Employees and Payroll History

Open the Payroll Ledger and go through each tab, explaining the “must haves” and the items which are needed
but not mandatory.

Enter the information for MICHAELS, Jordan as shown.
Always enter names as Last, First

Discuss the importance of the Use column for Income as well as Deduction items.

Closing History
Discuss what History means.

1. Bookkeeping entries can be completed while still sorting old data to be entered, provided History is still
open.

2. History must be closed to complete a Year End.
3. History must be closed to issue T4 slips.

Closing History is Final, cannot be “Undone”. Therefore it is mandatory to make a Backup prior to closing
History.

Proceed with Closing History as described.

Customizing Simply Accounting

Explain that these items do not affect how the program operates, but are there to “personalize” some of the
settings.

- Setup = User Preference

— Options ® Use Accounting Terms
If some modules are not needed, delete them from View.

— View O Project
O Time & Billing
DBM clear Checkboxes
Checklist clear Checkboxes
— Colour Scheme — Explain — don’t change anything OK

Setting up certain company settings
% Setup & Settings

- Company System- make changes as shown.
- Payroll Names — Income & Deductions
Income 3 to Bonus

Deduction 1 to Medical

Deduction 2 to Life Insur.

Additional Payroll - note the number of fields available to customize the data file

Setting up Print Settings

Every item on individual reports can be customized, from Font to Font size to colours of the text being
printed on reports.
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