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Navigation around the Sage program

On opening Sage you should see the Welcome page as shown below:-
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This page is divided into various areas. On the right side of the screen is a
help and information area which has 3 main headings, these are:-

1. Getting Started — This area is for any initial help such as ‘What should |
do first’?, e-learning which is an online training course and Just
Practice which allows you to try practicing a particular process without
affecting your live accounts.

2. Further Information — This area is a help area to remind you how to
complete tasks you may have forgotten how to do.

3. Get More Help — This area is helpful information and web links to
contact Sage and HMRC.

Sage is split up into different Modules such as Supplier, Bank, Company,
Customers etc. There are different ways to access these modules.

One way to access the modules is by using the menu bar which is located at
the top of the screen. The full list of modules available is shown using this
method.

For example click on ‘Modules’ then from the drop down menu click on

‘Suppliers’, this will open the screen for ‘Supplier Process’ as shown on the
next page.
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Suppliers

Entering Suppliers’ Details

As previously mentioned, entering Suppliers details is very similar to entering
Customers details; you will find that most headings and screens are generally
the same.

Before entering the details you will need to ensure that you have the following
information:-

Name and address of the Supplier(s)

Contact Name(s)

Contact details such as email, telephone no, fax, website address etc.
Details of any Credit Limits, Discount and Payment terms that
Suppliers have given to Motorworld.

Enter the Suppliers Module either by clicking on Suppliers on the bottom left
of the screen or through Modules then Suppliers at the top of the screen. The
screen called Supplier Process will be shown as below. This screen is used
to enter Supplier invoices.
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Printing Reports

In practice and for the ICB exam you will be required to print various reports.
As an introduction to printing reports there follows basic instructions showing
a list of Customers and Suppliers to check the details entered so far. Further
reports will be dealt with in more detail later in the course.

Printing a Customer’s Report

Step 1

Open the main Customer screen, if you cannot see the Reports icon, click on
the double arrow to expand the list. Click on the Reports Icon, the screen as
shown below will open. This is the report browser; on the left side of the
screen is a list of headings of the different types of Customer Reports
available. By Clicking on these headings a list of available reports for that
heading will be shown on the right hand side of the screen.

Report Browser -~ A F -l - ad Lﬂlﬂlﬂ

Report Browser

Select a report to run or edit

O ‘ i . y —
New Edit Delete Preview Print File Email AddFavourite Remgve Favourite :
| B '] /a=d Debtors Reports Name File Name lastRunDate | |||
i@ Agents Commission Reports | ] Aged Debtors Analysis (Contacts) CSTAGEC report
~Ju Credt Control Reports || Aged Debtors Analysis (Detailed) CSTAGED report
-1, Customer Activity Reports

Customer Details Reports 1] Aged Debtors Arzlysis {Summary) CSTAGES report
SR 7]

- 1, Customer Invoice Reports
- 1, Daily Transaction Reports
- 1, Day Book Reports

- 1, Departmental Reports

-+ 1, EC Sales Reports

- 4 My Customer Reports

- 1, Sales Contact Reports

- 1. Top Customer Reports

s
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The Nominal Ledger

In level 1 you learnt that the Nominal or General Ledger is all the business
accounts together which are not Customer Accounts (Sales Ledger) or
Supplier Accounts (Purchases Ledger). The Nominal Ledger shows all
accounts that record the income, expenses, capital, assets and liabilities of
the business.

In Sage, the Bank accounts for the business are listed as a separate module
this will be covered in lesson 5.

The Default Nominal Ledger

The Nominal Ledger can be entered by opening the Company Module. This
is opened by using the same method as opening either the Customer of
Supplier modules by either clicking on Company in the list of modules shown
on the bottom left of the screen or by clicking on Modules at the top of the
screen and then choosing Company.

At the top right of the screen change the Layout to say ‘List’, the screen will be
shown as below:-
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Note: At the bottom of your screen just above the SEND button you will
see the comment ‘0O of 150 accounts selected’, this means that there are
150 possible accounts already defaulted by sage for you to use.
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As with all reports the Criteria box will appear, leave the first box as it is. On
the second box click on the down arrow, this will show a list of all Nominal
Accounts, click on the first one 0010 ‘Freehold Property’. The third box will
default to the last account 9999 ‘Mispostings’, leave as is and click ‘OK’.
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Enter the values to use for the criteria in this report
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Preview a sample report for 2 specified number of records or transactions (Oforall)  |p =

Help [ ok | cancel |

The print out will be 3 pages long and show all the names of the Nominal
Accounts that Sage has set up for you.

Practice

Once the report is printed you should have the report browser still open,
highlight the Nominal list and click on the ‘Preview’ icon. When the criteria
box comes up, change the second box to show 7000 ‘Gross Wages’ and the
third box to show 7011 ‘SMP Reclaimed’ then click ‘OK’. The report below will
be shown, this shows the accounts between 7000 and 7011 only.
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Close the report and the report browser screens.
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Post the following credit notes to the Suppliers’ Ledger:

Company | Description | Credit Date | Goods VAT Total
Note No £ £ £

Manchester | Damaged 0034CR | 11Jan | 75.00 14.25 89.25

Motors Wipers

Turpins Broken CR419 | 13Jan | 22.00 4.18 26.18

Garage Bulbs

PLC

Step 1

Open the main Supplier screen and highlight Manchester Motors then click on
the Credit icon at the top of the screen. A screen very similar to the Batch
Supplier Invoices screen will open but it will be called ‘Batch Supplier Credits’,
the default information for Manchester Motors will already be entered for you,
see the screenshot below.

The ‘Batch Supplier Credits’ screen has the same columns as the ‘Batch
Supplier Invoices’ screen except that the Ref Column is called the Credit No

instead.

& Batch Supplier Credits

T . S5

A/C | Manchester Motars Tax Rate 20.00
N/C F’urchases-Windscreen\f\/ipels Total 0.00
[asc Date CredtNo  ExRef  N/C Details Net/T/C vaT| |
[ Edonisomn 5000 0.00/T1 0.00
0.00 0.00
Save ] [ Discard ] [ Calc. Net
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Invoicing Customers

There are two methods for recording Customer Invoices on Sage, the method
to be used will depend on whether the business will produce its own invoices
outside the Sage system and record the information onto Sage via the Batch
method or whether it intends to use Sage to print and post the invoices
directly from Sage.

The Batch system is the simpler of the two methods to operate and is
common to all versions of Sage. The other method is a ‘Function’ of Sage.

In this lesson we will go through the Batch method, the other method will be
detailed later in the course.

Recording Independently Produced Invoices via the Batch method

Step 1

Enter the Customer Module and ensure your screen is showing the customer
Process screen, if it doesn’t you can use ‘Change View’ in the top right corner
of the screen to change it to the screen as shown below.
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ANSWERS

¢ Once all the details from section 2 have been entered into the ‘Batch
Supplier Invoice’ screen, your screen should be as shown below.

7 sonsepiarncie T il

AL | | TaxRate
N/ | | Total
H/T |Date | Ref |ExRef IHAT | Details Met TAC | WAT |
Ting 03/02/2011 T347 5001 Bulbs 12500 T1 2375

| [T 03/02/2011 T247 5002 Falish 82.00/T1 16.91

| mmo 09/02/2011 0078 5000 ‘windscreen Wi... 47500 T1 90,25

| |veor 10/02/2011 INvODS2 5005 Qils 42.00/T1 840

| |veor 10/02/2011 INvODg2 5002 ol a 368.00 T1 7360
SM10 15/02/2011 5206 5006 Fiaof Racks 120000/ T1 22800
GUT1 2000272011 G74 7100 Fient B50.00/T2 0.00
[ ©

2549.00 440,91
[ Save ][ Dizcard ] [ Calz. Met ]

e The ‘Suppliers’ main screen should be as below:
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