Chapter

Introduction to Bellwether

1 Garden Supply

LEARNING OBJECTIVES

1. Start Sage 50 2017.

2. Explore the sample company, Bellwether Garden Supply.

3. Make sure global options are set m.l

4. Back up Bellwether Garden Supply data E

5. Restore data with Sage 50’s restore Wizard E

6. Operate Sage 50’s menus, drop-down lists, toolbar, and navigation bar.
7. Use File Explorer to see file sizes.

8. Export Sage 50 reports to Excel, and save reports as Adobe PDF files.
9. Make three backups, save three Excel files, and three PDF files.?

In Chapters 1 through 7 work is cumulative. Complete the work within the
chapter and the end-of-chapter exercises. In Parts 2, 3 and 4 (Chapters 9-18,
Projects 1-4A), you set up new service, merchandising, nonprofit, and

manufacturing companies.

MOUSE AND KEYBOARD BASICS

One of the first decisions is whether to use the mouse or keyboard. The
instructions in this book assume that you are using a mouse. When the word

click or select is used, it means to use the mouse, but you can also use the

IE means there is a video at www.mhhe.com/yacht2017 > Student Edition > Chapter 1 > Videos.

*Refer to the chart on page 1 for the size of files backed up and saved. Check with your instructor for his

or her preference for receiving files—Adobe .pdf, Excel .xIsx, or Sage 50 .ptb backups.
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keyboard. The instructions that follow explain how to use the mouse or

keyboard.
Using the Mouse

e To single click: position the mouse cursor over the selection and click the
left mouse button once.

e To double-click: position the mouse cursor over the selection and click
the left mouse button twice, quickly.

e Use the right mouse button the same way as the left mouse button.
Using the Keyboard

e If there is an underlined letter on the menu bar, hold down the <Alt>’
key and the underlined letter to make the selection. (Hint: Press the
<Alt> key to underline menu bar letters.)

e If you have already held down the <Alt> key and the underlined letter
and more selections appear with underlined letters, just type the

underlined letter to select the item.
Using Shortcut Keys

Shortcut keys* enable you to perform common operations by using two or more

keys together. The shortcut keys are shown below and on the next page.

*The angle brackets are used around words to indicate individual keys on your keyboard; for
example, <Alt> is for the Alternate key, <Enter> for the Enter/Return key, <Ctrl> is for the
Control key, <Esc> is for the Escape key.

*Words that are boldface and italics are defined in the Glossary, online at

www.mhhe.com/yacht2017 > select Student Edition > Chapter 1 > Appendix D - Glossary.
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<Ctrl> + <Letter> Shortcuts

<Ctrl> + <X> Cut

<Ctrl> + <C> Copy

<Ctrl> + <V> Paste

<Ctrl> + <E> Delete Record
<Ctrl> + <F> Find

<Ctrl> + <D> Find Next

<Ctrl> + <N> New Company
<Ctrl> + <O> Open Company
<Ctrl> + <B> Back Up Company

<Ctrl> + <R>

Restore Company

<Ctrl> + <P>

Print Displayed Report, Invoices, Quotes, etc.

Function Key Shortcuts

<F1>

Displays the online Help topic for current

window

<Shift> + <F1>

Changes mouse pointer to What’s This Help

selector
<F3> Find transactions
<F5> Saves records and posts (or saves) transactions
in certain windows
<F7> Check spelling
<F10> Toggles between open window and menu bar
<CTRL>+<F4> Close current document window
<ALT>+<F4> Closes the application window
<CTRL>+<F6> Moves to next window
<Shift>+<CTRL>+<F6> Moves to the previous window

To learn more about Sage

50’s shortcuts, use the Help menu. From the menu

bar, select Help > Help > Index tab. Type keyboard shortcuts in the keyword
field, then display the Sage 50 Keyboard Shortcuts. Additional links are listed in
the Related topics and What do you want to do next? areas on the Sage 50 Help

window.
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SAGE 50'S STARTUP WINDOW

Sage 50's startup window displays a number of options.

Sage 50 Complete Accounting—Educational  Sage / Your startup

[:JI Open an existing company J

—_ window may

[’\.x Create a new company

J show Student.

Other Tasks:

» Explore a sample company
» Convert from another accounting program

From the startup window, you can Open an existing company, Create a new

company, Explore a sample company, and Convert from another accounting

program.

Observe that the top-left of the Sage 50 Accounting window has four menu bar

@ * Sage 50 Accounting

File Options  Services

Help

options

To exit from the startup window select File > Exit; or, click on the E on the

upper right-hand side of the Sage 50 Accounting window.

@) * Sage 50 Accounting

File Options Services Help

e

Close

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e



Introduction to Bellwether Garden Supply 9

THE WINDOWS INTERFACE

One of the benefits of Windows is that it standardizes terms and operations used
in software programs. Once you learn how to move around Sage, you also know
how to use other Windows applications.

To learn more about the Windows user interface, let's look at a Sage window. On
the next page, the Sage 50 Accounting window shows the Business Status

Navigation Center (the dashboard) and the menu bar for Bellwether Garden

Supply.

For now, let's study the parts of the Business Status Navigation Center. Some

features are common to all software programs that are written for Windows. For

example, in the upper right corner there is the Minimize button, Double
Window button, and the Exit or Close button. The title bar, window

border, and mouse pointer are also common to Windows programs. Other
features are specific to Sage: menu bar, toolbar, and the Navigation Bar at the
left side of Sage 50's main window which offers access to the Navigation

Centers.

Sage 50 includes a Navigation Bar on the left side of the window with nine
selections: Business Status, Customers & Sales, Vendors & Purchases, Inventory
& Services, Employees & Payroll, Banking, Payment Center (fees required),
Services (fees required), and System. The Navigation Bar selections open
Navigation Centers. For example, the Business Status selection opens the
Business Status Navigation Center. The content of the Navigation Centers differ
depending on the selection from the Navigation Bar. The Business Status

Navigation Center is shown on the next page.

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e
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OTitle

bar

& Costomers & sates £ g,

| Cutomers & Sakes Tasks

® Minimize,

O Sage 50

icon

maximize,

double window,

e Systesm

close or exit

Deperts

© Sage 50 icon: Click on the Sage 50 icon and a menu appears with options
such as: Restore, Move, Size, Minimize, Maximize, Close. (Words that are
gray are inactive selections.)

® Menu Bar: There are 10 (or 11) menu bar selections. If your menu bar
selections have underlined letters that means you can make a selection by
typing <Alt> and the underlined letter. For example, if you press the <Alt>
key then press the <F> key, the menu bar shows underlined letters as well as
the drop-down menu. You can also click with your left-mouse button on the
menu bar headings to see a menu of options.

© Title Bar: The bar is at the top of the window. When a company is open, the
name of the company is displayed on the Title Bar. If your window is
minimized, you can put your mouse on the Title Bar, click and hold the left
mouse button and drag the window around the desktop. The title bar shows

Bellwether Garden Supply — Sage 50 Accounting.
O Minimize El Double Window , or Maximize EI, and Close or Exit E

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e
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buttons: Clicking once on Double Window returns the window to its
previous size. This button appears when you maximize the window. After
clicking on the Double Window button, the symbol changes to the
Maximize E] button. Click once on the Maximize E] button to enlarge the

window. Click once on the Exit or Close button to close the window,

or exit the program.

® Toolbar: The gray bar’ below the Business Status button shows the following
selections: Hide, this allows you to hide the Navigation Centers; Refresh,
you can update account balances; Print, you can print the Business Status
Navigation Center; System Date; Period for accounting records (Bellwether
defaults to Period 3 — 03/01/17-03/31/17); Make this the default page;
Customize this page. (When Business Status is selected, this toolbar

appears.)

— —
I@ Hide | @& Refresh | & print | (75 System Date: 03/15/17 | (g Period 3 - 03/01/17-03/31/17 | £% Make this the default page| §Gf Customize this page I
— —

#.| Business Status

® Navigation Bar: The Navigation Bar includes nine selections. |[ —

These selections open the Business Status, Customers & Sales,
& Customers & Sales

Vendors & Purchases, Inventory & Services, Employees &
& Vendors & Purchases

Payroll, Banking, Payment Center, Services, and System

. . L Inventory & Services
Navigation Centers. o

& Employees & Payroll

TYPICAL SAGE 50 WINDOWS =i Banking

{‘.:__! Payment Center
When you make a Navigation Bar selection, access is provided to o serces
the Navigation Center for each area of the program. For example, iy System

when Customers & Sales is selected, a workflow diagram is
shown for Customers & Sales tasks, and links to related areas. There is also a tab

for Customer Management.

5Window colors may differ. Check with your instructor if you have a question.
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12 Chapter 1

The Maintain Customers/Prospects window is shown below, one that is typical
of Sage. Information about customers is entered into the Maintain
Customers/Prospects window. There are five sections on this window: @ the

icon bar, @ Previous or next record, ® drop-down list (down arrow), @ tabs, @

information about window.

- O X ,

@ Maintain Customers/Prospects
File Edit GoTo Window Help

P& Close {5 New [y Copy [ List [ Save {§7Save & New 3 Delete & Change ID &P Tasks - [y Letters [[G|Reports » [] Attachments 72 Event [flLog & DY ®

iptain Customers

Think of the Customer ID as a unique way to refer to
|} the people and comparnies you sel products and
services to. IDs are especially useful if you have two or
more customers with the same name.

Prospect

*Customer ID: [ALDRED ~| e

Aldred Builders, Inc.

O Icon bar

o Where are Customer 1Ds used?

The customer ID is used to identify this specific
customer in Sage 50. After you create this customer,
‘you will use the customer ID to select the customer on
transactions and to find the customer in lists and on
reparts. You can also sart and filter relevant lists and
reports using the customer D,

Hame:

General Contacts History SalesInfo Payment &(

® Previous or

Qu

Bil-{\ contact:  Tony Aldred

next record

i S W S

: [4125ever rd
[ Show me some examples

Keep in Mind

Mot — |

E-mal: |taldred @sample sage.com =) -+ he Costomer
Web site: [www.sage50accounting.com @ LP' here,

e

Quired. If you dor't enter an
automatically be created using
fame unless you have changed this
& Maintain Giobal Options screen.

Balance as of Mar 15, 2017:  §5,556.91
an have up to 20 characters, induding
6 Inform atl on Ctuation and spaces. You cannot use %, 7, or +
4. Qtrly Mailing?
Yes . /
5 e about window 1

Internet

Customize these felds for your] (active fleld)

©® Drop-down list

® Icon bar’: The icon bar shows pictures of commands or additional
information that pertains to the window. Some icons are common to all

windows while other icons are specific to a particular window.

@ Close Close: This closes the window without saving any work that has been

typed since the last time you saved.

15 Mew
L] New: New record or customer.

Copy: Copies customer information.

Notice that familiar business items are used for icons: disk for Save, an X for Delete, a

paperclip for Attachments.
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=IList| 1 ist: List of customers.

[EFJ Save

Save: This saves information you have entered such as addresses,

telephone numbers, contacts for vendors, customers, employees, etc.

i Save & New

Save & New: Save the record and go to a new, blank record.

SE Delete| Dejete: If you select this while using a selection from the Maintain

menu, the record (customer, vendor, etc.) will be deleted. When you're finished

deleting, select Close, in order to delete the records.

#iChangeID | change ID: When a customer record is displayed on the window,

you may change the information for that customer.
Tasks: Select Tasks to enter a transaction for this customer—Create

Quote, Create Sales Order, Create Sales Invoice, Create Receipt.

lpg Letters 1 otters: Select a form letter or send an e-mail to customer.

LReports - | Reports: If you click on the down-arrow on the Reports icon, you

can select the following customer reports—Aged Receivables, Customer
Transaction History, Customer Ledgers, Items Sold to Customers, Job Ledger,
Quote Register, Sales Order Register, and Ticket Listing by Customer. (In this
example, Maintain > Customers/ Prospects > Aldred Builders, Inc. is selected as

the customer.)

| 0 Attachments |Attachments: Use this icon to add attachments for customer

record.

Event: Select this button in various maintenance windows to create an
event. The Create Event window allows you to schedule an event for a
customer/prospect, vendor, or employee/sales representative. You can also use
the Event log to record notes about telephone calls, meetings, letters, and create

a listing of future activity.

4 Log

Log: Shows you events recorded for an individual over a specified

range of time. You can filter this list to see only certain types of activities and

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e
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whether they're completed or not. You can mark activities as completed by
placing a mark in the far left column. Double-clicking on any of the line items
will take you to the Create an Event window. Line items appear on many of Sage

50's windows.

b Help: Selecting this icon gives you information specific to the current

window. The fields of the window are often listed at the bottom of the help
message. When you have a question about how to use Sage 50, clicking on the

Help icon often answers it.

(2) ilil Previous or Next Record: Click on either the left arrow for the

previous record; or the right arrow for the next record.

©® Drop-Down List: The down arrow means that this field contains a list of
information from which you can make a selection. Many of Sage's windows
have drop-down lists that appear when you click on a down arrow next to a
field. You can press <Enter> or click on an item to select it from the list.

® Tabs: The tabs that are shown in the Maintain Customers/Prospects window
are General, Contacts, History, Sales Info, Payment & Credit. Once a
customer is selected, you can select one of these folders to display
information about a customer.

©® On the right side of maintenance windows, information about the active field

is shown.
THE SAMPLE COMPANY: BELLWETHER GARDEN SUPPLY

Bellwether Garden Supply is one of the sample companies included with Sage

50. To help you become familiar with the software, the sample company is used.

GETTING STARTED

1. To start, click on the desktop icon. If Sage 50 2017 is not

installed on your computer, refer to pages vii-xvi for software installation.

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e
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2. When Sage 50 was installed, a desktop icon is created. To start, place the
mouse pointer on the Sage 50 icon and double-click with the left mouse
button. (Or, click Start > go to Apps by name > Sage 50 Accounting 2017.)

3. From the startup window, you can Open an existing company, Create a new
company, Explore a sample company, or Convert from another accounting

program.

Sage 50 Complete Accounting—Educational  Sage

Your startup

= Open an existing compan .
[-“E P J company ] window may

[ PL,X Create a new company

J show Student.

Other Tasks:
» Explore a sample company
» Convert from another accounting program

What is the difference between the Educational version and the Student
version? The Student version is included with the textbook and can be used
for 14 months. The Educational version does not have a time limit, has a
different serial number, can be installed on multiple computers in the
classroom, and is available to instructors and schools. For more
information, refer to Software Installation, page iv.

Select Explore a sample company.

5. The Explore a Sample Company window appears. Sage 2017 has two
sample companies: Bellwether Garden Supply and Stone Arbor
Landscaping. In Chapters 1 — 7, you use Bellwether Garden Supply to
explore Sage 50. Then, in Chapter 8, you use Stone Arbor Landscaping to
see how the time and billing feature works. Make sure that Bellwether

Garden Supply is selected.

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e
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Explore a Sample Company

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

Ewplore Close

{* Belwether Garden Supply

i)

Thisz iz a retail and service company that demonsztrates Help

Sage bU's inventory and job tracking capabilities.

" Stone Arbor Landscaping

Thiz iz a service company that demonstrates Sage 5's
Time and Billing features.

» Troubleshooting: Why doesn't my Explore a Sample Company
window show the <OK>, <Close>, and <Help> buttons? Screen
resolution affects how Sage 50's windows look. The recommended
screen resolution is 1024 X 768 with small fonts (refer to p. v). You
can use a higher resolution but some of the windows will look
different. If you do not have an <OK> button, press <Enter> to start
Bellwether Garden Supply.

Q.

6. Click

'ﬂ# ; Business Status

or press <Enter>. On the Navigation Bar, select

The Business Status Navigation Center appears.
The Business Status Navigation Center, also known as the Home page or
dashboard, is separated into seven areas. The dashboard lets you see at a
glance a variety of general business information. Scroll down the window

to see all of it. Each area has underlined links shown in blue font.

a. Account Balances — Links include View Account List; Reconcile
Accounts and Import Bank Statements; View Balance Sheet. You can
link to reports from the Navigation Centers or from the menu bar.

b. Customers Who Owe Money — A customer list is shown with links to

View Sales Invoices List, Write Letters to Customers, Receive Money.

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e
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c. Aged Receivables — A graph is shown and links to View Customer List;
View Aged Receivables Report; and Receive Payment.

d. Find a Report — Observe that fields are included for Category, Report,
and Description. (If necessary, scroll down the Home page.)

e. Revenue: Year to Date — A graph shows the first quarter of 2017’s
revenue and links to View Income Statement; Edit a Budget; and View
Account Variance Report.

f.  Vendors to Pay — A vendor list is shown with links to View Purchases
List, Make Multiple Payments, and Make a Payment.

g. Aged Payables — A graph is shown with links to View Vendor List,
View Aged Payables Report, Make a Payment, and Make Multiple

Payments.

DISPLAY PRODUCT INFORMATION

1. From the menu bar, click Help > About Sage 50 Accounting.
The About Sage 50 Accounting window shows the copyright information
and the Release, Build, Serial Number, Installed Tax Service, and
Registered Tax Service. The Release field shows Sage 50 Accounting 2017;
the Build No. is 24.0.00.0070S (S for student) or Build No. 24.0.00.0070E
(E for Educational); Serial Number, Student Version or Educational
Version, Customer ID: 0000000004; Installed Tax Service 20160102; Plan
Level: None.

On the next page, the About Sage 50 Accounting window is shown for the

Educational version.
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&) About Sage 50 Accounting s

Sage 50 Complete Accounting—Educational  Sage

Sage 50 Complete Accounting 2017
Copyright © 2016 Sage Software, Inc. All rights reserved

For more information about Sage and its various products and services, go to
www.sageS0accounting.com or call 1-800-336-1420

PORTIONS OF THIS PROGRAM, related products and services, and associated documentation
were developed by third parties and are hereby acknowledged. For a complete list of
copyright and trademark notices, Click here.

Release: Sage 50 Complete Accounting 2017
Build: 24.0.00.0070E

Serial Number: Educational Wersion
Customer 1D: 0000000004

Installed Tax Service: 20160102

Plan Level: None

View the End-User License Agreement

WARNING: This program is protected by copyright law and international treaties,
Unauthorized repreduction or distribution of this program, or any portion of it, may

result in severe civil and criminal penalties and will be prosecuted to the maximum

extent possible under the law. To review the complete license agreement, Click here.

» Troubleshooting: If you are using Sage 50 in the classroom or
computer lab, the multi-user version may have been installed. When the
multi-user version is installed, the Build field ends in E and the Serial
Number field shows Educational Version.

» When you install the Student version software included with the
textbook on your PC, the Build Number field ends in S and the Serial
Number field shows Student Version. The Student Version software is
valid for 14 months.

2. Click oK to close.

SETTING GLOBAL OPTIONS E

Sage 50’s global options are in effect for all companies. All companies in

Chapters 1-18 and Projects 1-4 require these global options.

7ﬂmeams there is a Global Options video. Go online to www.mhhe.com/yacht2017
>Student Edition > Chapter 1 > Videos > Global Options.
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1. From the menu bar, select Options > Global. The Maintain Global Options

window appears. The Accounting tab is selected.

&

In the Decimal Entry area, select Manual.

Make sure 2 is shown in the Quantity, Standard and Unit Price fields.

c. In the Hide General Ledger Accounts area, make sure that there are no

checkmarks in the boxes. (To uncheck one of the boxes, click on it.)

d. In the Other Options area, a checkmark should be placed next to Warn

if a record was changed but not saved; and Recalculate cash balance

automatically in Receipts, Payments, and Payroll Entry. Compare your

Maintain Global Options > Accounting tab window with the one shown

below.

Maintain Global Options

" Automatic

‘ Accounting ' General T Sage Partners I Speling l
Decimal Entry Number of Decimal Places oK

Quantity fields:
Standard fields:

z =l

Unit Price fields:

z =l

‘wihat fields are standard fields?

Help

ok |
Cancel
[ =]

Hide General Ledger Accounts

coounts Receivable (Quotes, Sales Orders, Invaicing, Credit Memos, Receipts)
cocounts Payable [Purchase Orders, Purchases, Credit Memos, Payments)
Paproll Entry

<=

ther Options

arn if & record was changed but not zaved
ide inactive records
Recalculate cash balance automatically in Feceipts, Payments, and Paprall Entry

ze Timeslips by Sage Accounting Link

When sarting tranzactions by date in most lists and reports, secondary sort should be by:

% Reference Number

" Posting Order

2. Click on the General tab. Make sure the Maintain Global Options > General

window shows the following selections. The Color Scheme radio buttons are

for choosing a different color.
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Maintain Global Options

Accounting Sage Partherz I Spelling ]

Improve Performance

[v Do not print total page length of reports in report headers

[ Danat show quantity an hand in inventan tem lookup lists

[ Update the Business Status and N avigation Centers only when the Refresh button is clicked
[ Update reparts automatically when records are saved

[ Remember rmy login when switching between companies

Line Item Entry Digplay

Smart Data Entry

[V Automatic: field completion

[v Drop-down list displags automatically

Color Scheme

[V Automatically create |Ds on maintenance windows

" Classic  © Professional ™ Sand € Splash ¢ Yibrant

Reset all one-time meszages:

Rezet

Ok

3. Click

Sage 50 companies.

to save the global options, which will be in effect for all

SAGE 50'S USER INTERFACE

Business Status

A User Interface (UI) is the link between a user and
a computer program. Sage 50's Ul is designed for

both Navigation Bar and menu-bar selections.

The user interface is one of the most important parts

of any software because it determines how easily

LG

you can make the program do what you want.

Customers & Sales

Vendors & Purchases

Inventory & Services

Employees & Payroll

Banking

System

Graphical user interfaces (GUIs) that use windows,

icons, and pop-up menus are standard on personal computers.
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The Navigation Bar appears at the left side of the Sage 50 main window and
offers access to the Navigation Centers. The Navigation Centers provide
information about and access to Sage 50. The Navigation Bar includes nine
selections: Business Status, Customers & Sales, Vendors & Purchases, Inventory

& Services, Employees & Payroll, Banking, Payment Center, Services, System.

When you click one of the nine selections (for example, Customers & Sales), the
panel to the right of the Navigation Bar displays a workflow diagram with

additional links related to that module. Modules organize Sage 50’s transaction

windows and reports. The menu bar selections — Tasks and Reports &
Forms — are also organized by module; for example, the Reports
& Forms menu includes Accounts Receivable, Accounts Payable, General

Ledger, etc.

Sage 50’s modules include Customers & Sales, Vendors & Purchases, Inventory
& Services, Employees & Payroll, Banking, and System. The Business Status
Navigation Center includes a snapshot of the company. Sage 50’s modular
design is similar to other accounting software applications. In this textbook, you
use the Navigation Bar and menu bar selections to access features of the
program. The individual Navigation Bar selections take you to Navigation

Centers. For example, if you select Customers & Sales, the tabs for Customers &

Sales | 4 Customers&Sales |, 1 Cystomer Management | £ Customer Management |

4. Customers & Sales

appear. The tab is the default with the Customer & Sales

Tasks Navigation Center shown.

CHART OF ACCOUNTS

A chart of accounts is a list of all the account names and account numbers used
in the General Ledger. Sage 50's general ledger module is the complete

collection of accounts (chart of accounts) of a company, transactions associated

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e



22 Chapter 1

with these accounts, and account balances for a specified period. In Chapter 5,
General Ledger, Inventory, and Internal Control, you will learn more about Sage
50's general ledger module and the chart of accounts. For now, let's view
Bellwether's chart of accounts so that you can familiarize yourself with the

accounts that will be used in subsequent chapters.

Follow these steps to display Bellwether's chart of accounts.

. -
#. Business Status

1. From the Navigation Bar, select [.— In the Account

Balances area, link to View Account List. The Account List window appears.

The Account List is also called the Chart of Accounts. A partial list is shown.

Description Type Running Ba\ancel
10100 Cash on Hand Cash $1,850.45
10200 Reqular Checking Account Cash $23,389.83
10300 Payroll Checking Account Cash $3,711.09
10400 Savings Account Cash §7,500.00
11000 Accounts Receivable Accounts Receivable $175,563.10
11100 Contracts Receivable Accounts Receivable $0.00
11400 Other Receivables Accounts Receivable $7,681.84
11500 Allowance for Doubtful Account Accounts Receivable ($5,000.00)
12000 Inventory Inventory $12,786.56
14000 Prepaid Expenses Other Current Assets $14,221.30
14100 Employee Advances Other Current Assets $3,000.65
14200 Notes Receivable-Current Other Current Assets $11,000.00
14700 Other Current Assets Other Current Assets $120.00
15000 Furniture and Fixtures Fixed Assets $62,769.25
15100 Equipment Fixed Assets $38,738.33
15200 Vehides Fixed Assets $86,273.40
15300 Other Depredable Property Fixed Assets $6,200.96
15400 Leasehold Improvements Fixed Assets $0.00
15500 Buildings Fixed Assets $185,500.00
15600 Building Improvements Fixed Assets $26,500.00
16900 Land Fixed Assets $0.00
17000 Accum. Depredation-Furniture Accumulated Deprediation (£54,680.57)
17100 Accum. Deprediation-Equipment Accumulated Deprediation ($33,138.11)
17200 Accum. Deprediation-Vehicles Accumulated Depreciation (551,585.26)
17300 Accum. Deprediation-Other Accumulated Deprediation ($3,788.84)
17400 Accum. Depredation-Leasehold Accumulated Deprediation $0.00
17500 Accum. Depredation-Buildinas Accumulated Depreciation (534,483.97)
17600 Accum. Deprediation-Bldg Imp Accumulated Depreciation ($4,926.28)
19000 Depaosits Other Assets $15.000.00
19100 Oraanization Costs Other Assets $4.995.10
19150 Accum Amortiz - Organiz Costs Other Assets ($2,000.00)
19200 Notes Receivable- Noncurrent Other Assets $5,004.90
19900 Other Noncurrent Assets Other Assets £3,333.00
20000 Accounts Payable Accounts Payable (580,626.01)
23000 Accrued Expenses Other Current Liabilities ($3,022.55)
23100 Sales Tax Payable Other Current Liabilities (£18,028.08)
23200 Wages Pavable Other Current Liabilities ($2,320.30)

The numbers in parentheses are credit balances. The Account
List's icon bar includes a Send To selection. When you make that
selection, you can send the Account List to Excel, E-mail, or
PDF (Adobe Acrobat). Exporting Sage 50 reports to Microsoft

Excel is shown on pages 41-44. Saving PDF files is shown on pages 44-45.
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2. Close the Account List by clicking on its title bar.

BACKING UP BELLWETHER GARDEN SUPPLY Es

Before making changes to Bellwether Garden Supply, you should back up the
sample company data. When using Sage 50, information is automatically saved
to the hard drive of the computer. In a classroom, a number of students may be
using the same computer. This means that when you return to the computer lab
or classroom, your data will be gone. Backing up means saving a copy of the
data to a hard drive, network drive, or external media. Backing up insures that

you can start where you left off the last time Sage 50 was used.

When backing up, you have choices—accept the hard-drive default location or
back up to a USB flash drive (or other external media). In the steps that follow,
backups are made to a USB drive also called flash drives, thumb drives, or
pen/stick drives. In this book, the term USB drive is used to identify USB

storage media. USB is an abbreviation of Universal Serial Bus.

Backups should be made each time you complete work. In the textbook, the

following backup file names are suggested.

e For the first backup, before any data has been added, the suggested file name
is bgs.ptb. [The extension .ptb is added to backups.]
e Chapter number.ptb for work completed within the chapter.

e Exercise number.ptb for work completed in the exercises.

When work is completed, back up. This could be before it is shown in the
textbook.

*The arrow indicates there is a video. Go online to www.mhhe.com/yacht2017 > link to
Student Edition > select Chapter 1 > Videos > Backup.
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Comment: Backing up data to the hard-drive default location

The author suggests backing up the sample company before any changes are made. In the
textbook, backups are made to external media or a USB drive. Backups can also be made to the

desktop or other locations.

You may also backup to the default location at C:\Sage\Peachtree\Company\Sample\
PCWS\BCS. (Hint: To see the default directory where Bellwether is located, from the menu bar
select Maintain > Company Information. The Directory field shows the location of the BCS
folder. BCS is the folder where Bellwether Garden Supply data is stored.)

Diractary: |CASage\Peachtres\CompanASampletPCWEBCS

Education Version directory:

45 agehPeachtreehCompanyh S ample\FCWS\BCS |

Student Version directory:

When you add your name to Bellwether’s reports on pages 40-41, the folder where Bellwether

data is stored is changed to \belgarsu.

When a backup is made, data is saved to the current point. To distinguish between backups, a
different backup name (file name) should be used. Use Sage 50’s restore feature to retrieve

information that was backed up.

In the business world, backups are unique to each business: daily, weekly, monthly. Think of
your backups this way and you will see why individual backups at different points in the data are

necessary. You should never leave the computer lab or classroom without backing up your data.

Follow these steps to back up Bellwether Garden Supply.

The text directions assume that you are backing up to a USB drive. You can also
backup to the desktop, hard drive, or network location. One USB flash, thumb or

flash drive, CD-R or DVD-R can be used for all the backups in Chapters 1-18
and the projects. The chart on pages 2 and 3 (Part 1 introduction) shows the size

of each backup made in Chapters 1-8.
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1. Insert a USB flash or thumb drive into the USB drive.

2. From the Navigation Bar, click

#% System

and Restore Data area, click __82kUpNow | The Back Up Company

window appears. If necessary, uncheck the box next to Include company

In the Back Up

name in the backup file name. Compare your Back Up Company window to

the one shown

below.

Back Up Company

This process will back up your company data and customized forms.

Uncheck ™ Remind me when I have not backed upin [7 =] day(s)
InCIUde Local Backup Settings
Company F Indude company name in the backup file name
name in 7
backup ) Back Up | Close Help
3. Click |_®%" | The Save

Backup for Bellwether Garden
Supply as window appears.

4. In the Save in field, select
your USB drive. The
illustration below shows drive
F, which is the location of the
author's USB drive. Your USB
drive letter may differ. Type

bgs in the File

Save in: | ws PKBACK 001 (F)

-~

Mame

Type file
name

€D Save Backup for Bellwether Garden Supply as:

USB drive

location

bave as type: |iSage 50 Backup (" ptb)

name field.

Observe that the Save as type

field shows that you are making a Sage 50 Backup (*.ptb), which is

abbreviated ptb. This is the extension for Sage 50 backups.
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Comment

If your Save as type field does not show Sage 50 Backup (*.ptb), follow these steps:

Go to File Explorer ftem check boxes

[lv] File name extensions

2. From the menu bar, select View. Make sure there is a
Hidden items

checkmark next to File name extensions.

3. Close File Explorer.

Read Me: "'Student Version' or ""Educational Version"

If you are backing up to the default hard-drive location, the Student Version hard-drive
location for backups is C:\Sage\Peachtree\Company\Sample\PCWS\ BCS. If your folder
shows ...\Sample\PCWE, you are using the Educational Version's sample company data.

Your hard-drive location may differ.

Save

I then |

Accept the hard-drive default for backing up. Click |

5. clioc === 1

6. A window appears that says This company backup will require
approximately 1 diskette. If you are backing up to USB flash drive, this
window appears. If backing up to a hard-drive location, a window appears

showing the file size.

Sage 50 Accounting x

This company backup will require approximately 1 diskette,

Cancel
7. Click oK When the window prompts Please insert the first disk,
click oK When Back Up Company scale is 100% complete, you

have successfully backed up the sample company.
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Follow these steps to see the size of the backup file.

1. Go to File Explorer. The folder icon L_—_= | also opens File Explorer.

2. Select your USB drive (or the location where you backed up Bellwether
Garden Supply).

The Name of the file is bgs.ptb; the size of the file is 3,301 KB:’ and File
Type is PTB File. Compare this information to the bcs folder on your hard
drive, network drive, USB drive, or DVD. Your backup size may differ.

[] Mame Size

|®] bgs.pth 3,301 KB

Refer to the chart on pages 2 and 3 for estimated back up sizes. Sage 50 backs
up to the current point in the data. The author suggests backing up to a USB

flash drive or hard drive location.

Close File Explorer.

USING SAGE 50’S RESTORE WIZARD E“‘

In order to start where you left off the last time you backed up, use the Restore

Wizard. Follow these steps to use the Restore Wizard.

1. Start Sage 50. (Hint: If another company opens, from the menu bar select
File > Close Company to go to the startup window.) Open the sample
company, Bellwether Garden Supply.

"The size of your backup file may differ.

"The arrow indicates a video at www.mhhe.com/yacht2017. Select Student Edition >

Chapter 1 > Videos > Restore.
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o Read Me: What if Bellwether Garden Supply is rnot shown as an existing

company or when you select Explore a sample company?

Some schools delete company folders from the hard drive. For example, you have a backup
file but the company, Bellwether Garden Supply, is not listed as a Sage 50 company. Follow

these steps to restore and create Bellwether from a backup file.

1. If necessary, click File > Close Company to go to the Startup window. To double-check

that Bellwether is not listed, select Open an existing company. Make sure Bellwether

Cl
Garden Supply is not listed in the Company Name list. Click . NOTE:

Complete steps 2, 3, and 4 within this Read Me box if the sample company, Bellwether

Garden Supply, cannot be opened from the Startup window or from the Open an existing

company selection.

2. The startup window shows four menu bar options— File Options Services Help [

Select File > Restore.

3. Browse to the location of your backup file. Click on the backup file to highlight it. Click
<Open>, then <Next>.

4. On the Select Company/Choose how to restore your backup window, select Create a new

% Create a new company using the restored data

company using the restored data The

Company Name field shows Bellwether Garden Supply, click <Next>. Continue with

step 10, page 30.

2. Insert your USB flash drive. The steps that follow assume you are restoring
from a USB drive.

L. ) # .  System
3. From the Navigation Bar > click >
|_RestoreNow | The Select Backup File window appears > click
Browse

4. The Open Backup File window appears. In the Look in field, select the
location of your USB drive. Select the bgs.ptb file.
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@ Open Backup File:

Look in: | wm PKBACK# 001 (F)

I‘EIIE name: bgs ptb i

Files of type: |Sage 50 Backup ("pth)

=l

€

Co)

il

=

Cancel

Help

5. Click [L__2Fe"

The Restore Wizard — Select Backup File window

appears showing the location of your backup file, X:\bgs.ptb. (Substitute X

for your drive letter.)

Restore Wizard - Select Backup File

Iy Select Backup File

.
A
LW _‘ Select the backup fle you want to restors.
 aem—

If you are restoring from a disk or CD ROM, place the disk in the drive now.

3 ‘anatmn ‘F:'bgs.ptb i

N
§ \ Click Help for more information on any window

Click Nead to cortinue:

Cancel

Browse

Help

6. Click

MNext =

7. The Select Company, Choose how to restore your backup window

appears. Observe that Overwrite existing company data is the default.

Since Bellwether is open and you are not creating a new company, accept

the Overwrite existing company data default. The Company Name field

shows Bellwether Garden Supply and the Location shows Bellwether’s

location. Your Location field may differ.
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Restore Wizard - Select Company

Your location

Select Company

Choose how to restore your backup. m ay S h ow
\PCWS\BCS

Cf? Overwrite existing company data )

" Crezte a new company using the restored data

Compary
Name |Be||wether Garden Supply

Location: |C “\sage"Peachtree’Company"Sample"PCWENECS Browse

Click Next to continue

_
< Back | Cancel Help

8. Read the information on the Select Company > Choose how to restore

MNext =

your backup window > click

9. The Restore Options window appears. Make sure that the check mark is

next to Company Data.

Restore Wizard - Restore Options X

Restore Options
? f‘;‘ Select the files that you want to restore:
# [ Company Data

I Customized Forms

[ =i 5
— ™ Web Transactions

X

Click Next to continue

= Back ‘ Cancel Help

MNext =

10. On the Restore Options window, click
11. The Confirmation window appears. Read the information. Check the

Backup file and Location fields.
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Restore Wizard - Confirmation *

P Location: |C:"-sage"-.Peac:htree"-.C0mpany"-.SampIe"-.PC‘.‘\l'E"-.ECS }

Confirmation

Verify the company name and the location of the backup Stu d ent Ve rs | On
company folder you are restoring to.
shows

\PCWS\BCS

This process will overwrite and replace existing dd
l %, backup of the cument data first.

Company Name: Bellwether Garden Supply

Backup
= |F-\bgs.ptb

< Back Cancel Help

12. Click

Finizh

The window prompts “This process will overwrite and

replace existing data permanently. Do you want to continue?” Click

=]

When the scale is 100% complete, the Bellwether Garden

Supply data is restored.

A window prompts that you can use this company in the student

version of Sage 50 for the next 14 months and then it will expire.

Sage 50 Accounting x|

B ‘You can use this company in the student version of Sage 50

)/ Accounting for the next 14 months and then it will expire. The
" company’s expiration date can be found in the Company
Information section of the System Mavigation Center.

13. Click . The Bellwether Garden Supply - Sage 50 Accounting

window appears. (Hint: If you are using the Educational Version of Sage

50, the student version 14 month window does not appear.)
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Once Bellwether’s files are restored, you are ready to continue using the sample

company. Remember before you exit, make a backup of your work. The

following information demonstrates the horizontal menu bar selections. In this

book, you are going to use both the menu bar selections and the Navigation Bar.

MENU BAR Open Company... Ctrl+0
Open Previous Company 3
New Company... Cirl+
The menu bar has 10 active selections: File, Edit, Lists, Close Company

Maintain, Tasks, Analysis, Options, Reports & Forms,
(Services is inactive), Window, and Help. (Once a file is

restored, the Services menu appears.) Follow these steps User Logiy flanager

. Back Up... Cirl+B
to look at each menu bar selection. S Caren
Automatic Backup. ..
. . . online Backup/Restore, .,
1. From the menu bar, click File to see its menu, or, Select Import/Export...
. . Convert a Company...
press <Alt> + F to display the File menu. If you
Data Verification. ..
use <Alt> + F instead of your mouse, notice that R

File JEdit Lists Maintain Tasks Ar

Setup Guide

Print Preview...
Print Cirl4+P
Create PDF

Payroll Formulas 3

the individual letters on the menu bar are

Exit

underlined. In this example, the mouse is used.

The File menu allows you to open a company, open previous company,
create a new company, close the company, go to the setup guide, print
preview, print, create a PDF (Adobe Acrobat) file, go to user login manager
(inactive), Back Up, Restore, Automatic Backup, Online Backup/Restore
(inactive), select import/export, convert a company, data verification,
update encryption, enter payroll formulas, and exit. (The grayed out

selections are inactive.)

Menu choices that are followed by an ellipsis (...) are associated with
dialog boxes or windows that supply information about a window. An
arrow (®-next to a menu item (Open Previous Company and Payroll
Formulas) indicates that there is another menu with additional selections.

To cancel the drop-down menu, click File or <Esc>.
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2. The Edit selection shows Find Transactions.

Lists Maintain Tasks

3. Click Lists to see its menu. The Lists selection shows Customers & Sales,

Vendors & Purchases, Employees & Payroll, Chart of Accounts, General

Journal Entries, Inventory & Services, Jobs, and Time/Expense. The Lists

menu is an alternative to using the Navigation Bar.

File Edit Maintzin T

Customers & Sales r
Vendors & Purchases »
Employees & Payroll »
Chart of Accounts

General Journal Entries
Inventory & Services k
Jobs r
Time/Expense. .. »

Click Maintain to see its menu.

From the Maintain menu, you can enter, view, or edit
required information for your company's customers or
prospects, vendors, employees or sales reps, payroll, chart
of accounts, budgets, inventory items, item prices, job
costs, make records inactive, and fixed assets. (Fixed
Assets requires that FAS for Sage 50 has been purchased.)
You can edit company information; enter memorized
transactions; or go to default information, sales tax codes,
and users (passwords and security). Defaults are

automatically selected. They can be changed.

Fle Edt Lists Tag

Customers/Prospects...
Vendars. ..
Employees/Sales Reps...
Payroll

Chart of Accounts...
Budgets. ..

Inventory Items...
Ttem Prices. .,

Job Costs

Make Records Inactive...

Fived Assets

Company Information...

Memarized Transactions

Default Information
Sales Taxes...
Ugers
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5. Click Tasks to see its menu rle at e Manan fad) ¢
. ° Quotes/Sales Orders 4

Sales/Invoidng...
Invoice Time and Expenses...
From the Tasks menu, you can enter quotes and sales e
inance Charge...
Select for Deposit...
Credit Memos. ..

orders, sales invoices, invoice time and expenses,

receive money, finance charges, select for deposit, issue Select for Purchase Orders. .

Purchase Orders...

credit memos, select for purchase orders, purchase ;m’m““mm‘“e entenys
s
orders, purchases/ receive inventory, bills, select for Select for Payment...
Payments...
. . ite Chedks...
payment, payments, write checks, vendor credit e
memos, account register, record time and expenses, Account Register...
Time Expense 3

select for payroll entry, payroll entry, make general

Select for Payroll Entry...
journal entries, inventory adjustments, assemblies, R E

General Journal Entry...

account reconciliation, void checks, write letters, action

Inventory Adjustments...
. Assemblies...
items, and system.
Account Recondliation. ..
Void Chedks...
. . . Write Letters »
6. Click Analysis to see its menu. Action Tters..
System ]

The Analysis menu includes the cash flow

manager, collection manager, payment Maintain Tasks
manager, and financial manager. Cash Flow Manager. ..

Collection Manager...
Payment Manager...
Finandial Manager...

7. Click Options to see its menu. The

Options menu includes setting global

options, change the system date, start |z Maintain Tasks Analysis
with the Last Opened Company, and Clobal. ..

enter default information. The Change System Date...

checkmark next to Start with Last v Start with Last Opened Company

Opened Company means that each

time you start Sage 50, the last Default Information g

company worked with opens.
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8. Click Reports & Forms to see its menu. Analysis Options [ Reports & Forms
Forms [
The Reports & Forms menu allows you to queue A NIE Receiuahlen.
reports for printing or displaying. You can also create ;“I"Ts el
ayral...
and edit the format for forms, reports, and financial General Ledger. ..
statements. Financial Statements...
Inventory...
Jobs, ..
9. Click Window to see its menu. |- inoow Account Recondiiation. ..
. Tirme NSE. ..
The Window menu allows you [Expe
Close All Company...
to close all windows. Internal Accounting Review...
Daily Reqister...
10. Click Help to see its menu. Report Groups. ..
Report Styles. ..

The Help menu allows you to open a window

of context-sensitive help, see what’s new in

Analysis Options Reports &Forms  Services Window

Help Eil
What's New

this version, go to the setup guide, open Sage
50’s user manuals, go to Show Me How

videos, Sage University, Sage Advisor

Setup Guide

User Manuals »
Show Me How

Sage University

Sage Advisor History

Sage Advisor Settings

History and Settings, Customer Support and

Customer Support and Service k

Service, Sage on the Web, Sage 50

Sage on the Web 3

Activation, Licensing, and Subscription

Sage 50 Activation, Licensing, and Subscription Options
Sage 50 subscription Updates

Options, and the About Sage 50 Accounting

window. Select About Sage 50 Accounting to

License Agreement
About Sage 50 Accounting

display product information. Detailed steps for d

information are shown on pages 17-18.

isplaying product

BECOMING AN EMPLOYEE OF BELLWETHER GARDEN SUPPLY

Before adding yourself as an employee of Bellwether

Garden Supply, use the

Navigation Bar to open the Maintain Employees & Sales Reps window. The

Navigation Bar selections include: Business Status, C

ustomers & Sales, Vendors

& Purchases, Inventory & Services, Employees & Payroll, Banking, and System.
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Follow these steps to add yourself as an employee.

Employees & Payroll
1. On the Navigation Bar, select & The Employees

& Payroll Navigation Center appears. (Hint: If a Sage Adviser window
appears, read the information then close it.)

Weernthy Used fmployre Heports Sagr Adviar [

The Employees & Payroll Navigation Center displays information and

access points related to the company's employees. It is organized into five
sections.

a. Employees & Payroll Tasks: The flowchart shows how Sage 50
processes payroll.

Employees: The employee list is shown.

1099 Vendors: Vendors that receive 1099’s from Bellwether.
Recently Used Employee Reports: Links to payroll reports.

Sage Advisor: Link to Expand. The Sage Advisor Getting Started

I

window includes videos IE that you can watch about Sage’s features.
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&

2. Click LEmekre=s 4| > New Employee. The Maintain Employees & Sales

Reps window appears.

@ Maintain Employees & Sales Reps *

File Edit GoTo Wind Heln
R 0 Icon bar
@Close 19 New ) DrOp-dOWn Delete hments ..Event Log O

Maintain Employees & Sales Reps

lists

“Employes ID: .
Mame: |First |MI Last |Suf'F|x|N|ckr‘ar e 8 za:s Rep e Radio button
o

General  Additional Info  Pay Info  Withholding Info  Vacation/Sick Time  Employee Fields ~ Company Fields

Home phone:
Work phone:
| | Mobile phone:

Address: |

= | © Text fields E
E-mai:
E-mail 2: | e TYPET s Employee Beginning Balances
Customizable Fields
1. Position 4. Emerg. Contact
2. Birthday 5. Review Date
3. Spouse

| Customize these fields for your business

©® The icon bar at the top of most windows shows graphical representations
of commands or functions that are accessible from the window.

® Drop-down lists: Click on the down-arrow to see lists. On the Maintain
Employees & Sales Reps window, employee IDs are shown. When you

are in the text portion of the field, the cursor changes to an I-bar and a

question mark <>. Type a question mark <?> in the field, or click
the right mouse button, to display lists.

©® Radio Button or Option Button: These buttons allow you to select one
by clicking with the mouse. The default is Employee shown by the radio

button next to Employee.
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® Tabs are common to most windows. They provide a subtitle to the
various windows that store and organize information. Here, for example,
the information you can choose to track is subdivided into categories:
General, Additional Info, Pay Info, Withholding Info, Vacation/Sick
Time, Employee Fields, and Company Fields.

© Text fields are rectangular fields where information is typed.
Adding Yourself as an Employee

1. Type an Employee ID code for yourself in the Employee ID field. For
example, in all caps type the first initial of your first name and your full last
name in all capital letters (the author’s ID is CYACHT) > press <Enter>."

2. Using upper and lowercase letters, in the Name field, type your first name,
press <Enter> > type your middle initial, if any > press <Enter> > then
type your last name. Press <Enter> five times. "

3. In the Address field, type your street address. There are two lines so you
can enter an ATTENTION line or PO Box, if necessary. If you are using
just one line for your address, press <Enter> two times to go to the City,
ST, Zip fields.

4. In the City, ST Zip field, type your city, state (two-digits), and zip code,
pressing <Enter> after each.

5. None of the other information is required. You work with the other fields in

Chapter 15, Employees, Payroll, and Account Reconciliation. Click

[Ef_] Save

To check Employee ID was added, click on the down-arrow.

""Set up Employee IDs that are consistent with how Bellwether identifies employees. For
example, use uppercase for the first initial and last name.

You can use <Enter> or <Tab> to move between fields. Use <Shift>+<Enter> or
<Shift>+<Tab> to move back a field. You can also hold the <Alt> key and press the

underlined letter of a text box to move between fields.

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e



Introduction to Bellwether Garden Supply 39

6. Click to return to the Employees & Payroll Navigation Center. To
see your name on the Employees list, click

BACKING UP CHAPTER 1 DATA

Follow these steps to back up Chapter 1 data:

. Back Up Company bt
1. Insert your USB flash drive.

2. From the Navigation Bar, click

This process will back up your company data and customized forms.

a System I~ Remind me when I have not backed up in "_ :l day(s)
>

™ Indude company name in the backup file name
|_BackupNow | Make sure that the

box next to Include company name

in the backup file name is ' | e | Help |
unchecked.
3. Click . @@ Save Backup for Bellwether Garden Supply as: X
4. 1Inthe Save in field, select the Savein: | wa PKBACKS 001 (F) Select USB
appropriate drive letter for your Mame drive
. ;3 = bgs.ptb
USB drive. ~ (Or, save to the
default location or other location.) Type file

name

Type Chapter 1 in the File name

field. Compare your Save Backup (F“e ame:  [Crapter | )
fOI' Bellwether Garden Supply as Save astype: |Sage 50 Backup (" pth)
window with the one shown below. Help

(Your Save in field may differ.)

5. Click L

“If you are having difficulty backing up to USB flash drive, backup to the desktop, then copy
the file to a USB flash drive. Refer to www.mhhe.com/yacht2017 > Troubleshooting Tips >
Problem Backing Up to USB Drive or Other External Media.
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6. When the window prompts This company backup will require

OK

approximately 1 diskette, click When the window prompts

OK

Please insert the first disk, click When the Back Up Company

scale is 100% complete, you have successfully backed up to the current
point in Chapter 1. (Step 6 will differ slightly if you are backing up to the

default or other hard-drive location.)

o Q Read Me: Problem Backing Up to USB Drive

If you encounter difficulties backing up to a USB drive, backup to your desktop first.
Then copy the backup file from your desktop to a USB drive. Refer to
www.mhhe.com/yacht2017 > Troubleshooting > Problem Backing Up to USB Drive or
Other External Media.

ADD YOUR NAME TO REPORTS

Your instructor may want to have your name or initials on all report printouts.

To do that, follow these steps.

. #  System
1. From the Navigation Bar > select If necessary,

scroll down the page to Company Maintenance.

2. Click |E8!t Company Information Now | The Maintain Company Information

Window appears. In the Company Name field, add your name or initials after

Bellwether Garden Supply.

McGraw-Hill Education, Computer Accounting with Sage 50 2017, 20e


http://www.mhhe.com/yacht2017

Introduction to Bellwether Garden Supply 41

Maintain Company Information
Careel " Hep Add your name
Compary M anme: |Bellwether Garden Supply - Student Mame
Addresz: | 1505 Pavilion Place
City, 5T Zip: |Morcrass | | 30093-3203
Telephone: | 770-724-4000 wieb Site: |www.sageﬁﬂacmunting.mm|M
Faw | 7705551234 E-mait | | &5
State Emplayer 1D |2789123-12 Fed Emplayer ID: [5e8-28E0752
State Unemplopment ID: [501471-79 Form of Buginess: Corporation
Diirerct |E‘-. “Peachtree\C hSample PCWESBLS After addmg your
irectary: |
¥ | CihsagesPeachtreehCompanyS ample name, the BCS
Bostin Method ol . hod o folder changes to
k thod: b f thiod:
nsting Metho El eal-time coounting Metho Corua belgarsu.
Direct Depozit: El [nactive
M anaged Payraoll: El |nactive
3. Click Your name is added to reports. To see the change from \BCS

to \belgarsu, exit Sage 50. Then start Sage and open Bellwether Garden
Supply — Your Name. Go to Maintain > Company Information. The

Directory field ends in belgarsu.

Directony: |C:RSagehPeachtreehCDmpany’xSampIeHPCWEHbelgarsu

EXPORTING REPORTS TO EXCEL

On pages 38-39, you added yourself as an employee of Bellwether Garden
Supply. To see an Employee List and export the list to Excel, follow these steps.

In order to export reports to Excel, you need Excel 2003 or higher.

1. From the Navigation Bar > select Employees & Payroll. In the Recently
Used Employee Reports section, link to View All Employees & Payroll
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Reports. The Select a Report or Form window appears > select Employee
List.

@ Selecta Report or Form - [m] x
File Edit GoTo Window Help

 p—
@ % @ & a & mAfl @-)E & @
Close Group Print  Display D;t%‘ns Columns  Fonts Send To Styles  Copy Help
N—

Bepoits I Forms l

[ Accounts Receivable ‘ L8, payroll: Employee Information and Eamings

@ Accounts Payable |=] Current Earnings Report Detailed payroll check information for the current peried, by employee,
q Payroll l Employee List Employee address, sodal security number, federal filing status, and pay type.
@ General Ledger |=] Exception Report Identify and update employees with incorrect withholdings.
|=] Payroll Check Register Payroll checks (printed and unprinted).
[ Financial Statements
|=] Payroll Journal Payroll transactions displayed in journal format (showing debits and credits).
ﬁgl Inventory Employee paycheck information for the selected date range showing hours, deductions, and

] Payroll Register paycheck amount.

@ Job Reports

|=] Payroll Tax Report Adjusted gross, taxable gross, and the amount of tax for a specfied deduction.
?E' Account Reconciliation |=] Quarterly Earnings Report Detailed information per payroll check for the quarter (by employee).
% Time/Expense Reports [ Tax Liability Report %dffr;‘ap?ng,‘eo:s taxable gross, tax withheld, and liability amounts for all payroll tax liabilities
j: Company Reports |=] Vacation and Sick Time Report Vacation and sick time accrued, taken and balance for the selected date range.
I@‘J Report Groups |=] Yearly Earnings Report Detailed information per payroll check for the entire year-to-date (by employee).
< >

2. On the icon bar, select Send To > then Excel.

W}
Send To

3. The Modify Report — Employee List window appears. Accept the defaults by

Lo

clicking

4. The Copy Report to Excel window appears. Accept the File option, Create a
New Microsoft Excel workbook. In the Report header option area, select

Show header in Excel worksheet.
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Copy Report to Excel

Ex
Filz optian -
OF.
@ Cresle anew Microsoft Excelworkbook —-

Cancel

O Add & ey workshest 1o an exeting Microsofl Excel workbook

| Help

Excel options Report header opfion
[# Use reeze panes (headers and labels ara wvisible) ¢ Send header to Page Setup in Excsl
[T Enable automatic column filtering (Auta-filter) C‘i Show header in Excel workshaat )

Fieport leyout aption

" Sage 50 repor layout & Faw data layou
. 0 T 5

Example [Ty r—— Dae  TrnsMo  Type Debh Bew Crach ferm Baiance
ALDRED Er-1 T
ALDRED b BN B
1 AMCHER 30T
S a) W TG
0 Haam

4809 MTHIG
AN Tadar

: andnzapng 303836
ARMETROMG Armirong Landesaping I 8 Ll B0IRDe
AMMETHOND Armircng Landecapng 3 54 B98T saEnsor
ARMETRONG Amwirong Lavdssaping NS0T 1003 ) 0 TR
ARMETRONG Arsvidrong L 81 T

 ARMETRONG Armirong | ) T TR 5
ARMETROND Arrilong Laad A MAT AT 3a 0818
ARMSTRONG Armuirong Landscaping 1] A1 20000

v+ WRETROMG Arvirong Lindssape) 84 &3 i 20.050.00
ARMSTRONG Armutrong Landscaping 1 7 0 e

5. Click - The Copying Employee List to Excel window appears.

When the Bellwether Garden Supply Employee List displays, check that

your name has been added to the list of employees.

6. Save the Excel worksheet to your USB flash drive. Use Chapter
1_Employee List.xlsx as the file name. (If you are using Excel 2003 or
earlier, the file extension is .xlIs.) The Employee List shows Student Name

on the title bar. Your name should be shown.
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30

34
35
3k
37

A B

Filter Critd#8 includes: Repant erder is by D
Employee ID Employee
ACHESTER Armanda W, Chester
ADLIKE Al L Duke
AHECTER Anthomy H. Heoler
AKORNEL Mex C Kaorned
BHUGLEY Brandon A Hugley
BKERR Bob G Ker
BHUNMNLEY Brandee M. Nunnley
CLELAND Charlene M. Lefand

CLIPPER

SYACHT Carol Yacht

Conrad C Lipper
U i b n

DBECK Dorothy L. Beck
DCARTER Drake V. Carter
DCROCKER  Dennis V. Crocker
DGROES Dernck P. Gross
DINCWA Duncan 5. Nova
EADKING Elbol U, Adkans
GCHAPPLE Griffin E. Chapple
GGARDHER Giovanni V. Gardner
GKELLOGG Gary A Kellogy
GKEMP Gordon B Kemp
JBEAMMER Jasper L Bearmmer
JGINN Jnseph W Ginn
KALEXANDAR  Kyle B. Alexandar
KHARMONY Fehan R Harmony
KIRELAND Kari M. Ireland
LAKERSON Lyle E. Akerson
LSWEET Leanard Swest
MCHAMBERLIN - Mark T. Charnberhn
MFROST Mehin H. Frost
MMULHERN Marianna 5. Mulhem
MRHODES Matt Q. Rhodes

Employee List

@

C

D

E

Bellwether Garden Supply - Student Name
Employee List

Address line 1

4599 Wesl Paces Ferry Road
3905 Alpharetta Hwy

B7 Lenox Rd

847 Clairmant Road

920 Gameswille Hwy

106 Gwinnett Dirive
2777 Sweetwater Trail
834 Chamblee Tucker Rd
588 Hammand Dr

38 Fiper Lane

3743 North Druid Hills Road
1679 Chattahoochee Lane
3222 Sidney Marcus Bhvd
12684 Uk Lane

212 Landing Lane

11475 Lakeheld Drve
A265 Champlain Ave
4328 Old Peachtree Rd
522 Neese Road

634 Winter Chapel Rd

21 Permbroke Lane

22 Piedmant Rd

G2F Brookweod Road
544 Dunhill Dr

5243 Lupus Lane

988 Sentined Lane

883 Crabapple Court
1015 Vet Court

275 13th Street

256 M. Paran Count
1220 Meptune Circle

Address line 2 City ST ZIP

Apt. E-406

Allanta, GA 30328
Alpharetta, GA 30039
Allanta, GA 20319
Atlanta, GA 30328
Bulord, GA 30518
Lawrenceville GA 30045
Morcross, GA 30093
Allanta, GA 30341
Chamblee, GA 30341
Duduth, GA 30155

Atlanta, GA 30325
Flowery Branch, GA 30542
Atlanta, GA 30319
Lawrencewlle, GA 30245-1209
MNaorcross, GA 30083
Duduth, GA 30155-1511
Cummang, GA 30028
Morcross, GA 30093
Woodslock, GA 30183
Dioravile, GA 30342
Huwarn, (3A 30025

Atlanta, GA 30318
Snelhville, GA 20039
Morcross, GA 30002
Lawrenceville, GA 30044
Lawrencewlle, GA 30385
Alpharetta, GA 30048
Alpharetla, GA 30086-4557
Atlanta, GA 303080406
Atlanta, GA 30085-1305
Grayson, GA 30058

Masked 35 No
HOOG-H0-1337
M0CA0-1134
HNH-NR-EE5E
NOCRTTR
HHH-NHBIN
M0C-X0(-8082
HO00-N-6094
HHH-R B0
200202331
JOOK-X-BADY

HOKNK-TTAS
20008990
HOH-NK-B526
HOH-HE-T 46
W00CA0CE113
HHH-XX-BEE4
000006 TR
0N -2594
OO0
WO0CA0-53T79
HOK-XX-162
000200 TO0Z
preseetil]
20002004446
HONE-3425
JOOK-XX-BEE3
W00 638G
HOOK-XX-3326
W00 00BATE
HHNE-44TT
0000024

Fed Filing Status
Singhe
Single
Sincghe
Married
Marred
Single
Marmied
Marred
Married
Marred
Singe
Marmied
Singhe
Single
Marred
Singe
Singhe
Singe
Marmied
Married
Married
Sincghe
Married
single
Married
Marmied
Marred
Married
Singhe
Singe
Marmied
Singhe

Pay Type
Hourly
Hourly
Hourly
Hourty
Hourly
Hourty
Salaried
Salarwed
Hourky
Hourly
Hourty
Hourly
Hourty
Hourly
Salarwed
Salared
Hourly
Hourty
Salaried
Salaried
Hourly
Hourly
Hourty
Hourly
Hourty
Salaried
Salarwed
Hourty
Salarwed
Salared
Hourly
Salaried

7. Exit Excel.

SAVING EMPLOYEE LIST AS AN ADOBE PDF FILE

Check with your instructor to see if he or she would like you to save the

Employee list as a PDF file. If so, follow these steps.

1.

From the Select a Report or Form window > select Send To >

PDF. To save reports as PDF files, Adobe Reader must be
installed. If necessary, go online to
https://get.adobe.com/reader/ and download the free Adobe

Acrobat Reader. (Hint: If you cannot save the Employee List as

a PDF file, make sure you have the latest Adobe Reader update.)

The Modify Report - Employee List window appears. Click

oK
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3. The Save As window appears. If necessary, insert your USB drive. Select
the USB drive. Type Chapter 1_Employee List in the File name field.
Observe that the Save as Type field shows Adobe PDF Files (*.pdf).

s
e Save As “
=~ - R
Q—/J ~ T < ¥ ThisPC » PKBACK# 001 (F) » v G Search PKBACK# 001 (F: P
Organize ~ New folder h @
-
~ Name Date modified Type Size
41 This PC
L5, 05 (C)

= PRBACKF 001 ()< —

~

ile name: Chapter 1_Employee List v
Save as type: Adobe PDF Files (*.pdf) W

# Hide Folders ‘ Cancel

4. Click bave Close the Select a Report & Form window. Continue or
exit Sage 50.

How to Fix? My PDF button is not active. What should I do?

1. Display the report. Select the Print icon instead of the PDF icon.
2. The Print window appears. In the Name field, click on the down-arrow.
3. Select Adobe PDF. Click <OK>. Save the file to your USB drive.
OR, use Excel to save as an Adobe PDF file. The author used Excel 2013.
a. Open the Excel file, Chapter 1_Employee List.xlsx.
b. Select File > Save as Adobe PDF > Convert to PDF > type the File name Chapter
1_Employee List > Save.

For more information, refer to page 710, Appendix A, Troubleshooting.
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MANUAL VS. COMPUTERIZED ACCOUNTING

Because there are differences between manual and computerized accounting,
notice there are several instances where the procedures used in Sage are different
than those outlined in the steps of the manual accounting cycle. The steps of the
manual accounting cycle shown in most accounting textbooks differ slightly

from Sage’s computer accounting cycle.

The differences between the Manual and Computer Accounting Cycle are shown
on the next two pages. The first step of the Computer Accounting Cycle is
setting up a new company, which includes the option for selecting a Chart of
Accounts. Starting with Chapter 9 you will set up 11 companies from scratch. In
Chapters 1-8 you work with the two sample companies that are included with the
installation of Sage 50.

The Manual Accounting Cycle does not include creating a new company. In
manual accounting, the chart of accounts is the same as the accounts in the

general ledger.

Step five of the manual cycle shows a worksheet. There is no worksheet in the
computerized cycle. In Sage you can complete account reconciliation. Account
reconciliation automates bank reconciliation. Another important difference is
that in the Computer Accounting Cycle, the adjusting entries are journalized and

posted before printing the financial statements.

In the computerized cycle, Step 10, change accounting periods, is similar to
closing the month manually except that the temporary accounts maintain
balances so a post-closing trial balance is not available. Sage tracks income and
expense data for an entire year. At the end of the year, all revenue and expense
accounts are closed to equity. In all Sage 50 companies (including sole
proprietorships), a retained earnings account is needed so that posting to the

general ledger can be done.
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MANUAL ACCOUNTING CYCLE SAGE’S COMPUTER ACCOUNTING
CYCLE

1. Analyze transactions. 1. Create a new company or restore A New
Company.

2. Journalize entries. 2. Analyze transactions.

3. Post to the ledger. 3. Journalize entries.

4. Prepare unadjusted trial balance. 4. Post to the ledger.

5. Prepare worksheet. 5. Print general ledger trial balance
(unadjusted).

6. Prepare financial statements: income 6. Account reconciliation: reconciling the

statement, statement of changes in bank statement.

owner's equity, and balance sheet.

7. Adjust the ledger accounts: journalize | 7. Journalize and post adjusting entries.

and post adjusting entries.

8. Close the temporary accounts: 8. Print the general ledger trial balance
journalize and post the closing (adjusted).
entries.

9. Prepare post-closing trial balance. 9. Print financial statements: balance sheet,

income statement, and statement of cash

flow.

10. Reverse entries (optional). 10. Change accounting periods.

11. Interpret accounting information

ONLINE LEARNING CENTER (OLC): www.mhhe.com/yacht2017

Complete end-of-chapter activities at www.mhhe.com/yacht2017 > select
Student Edition > then Chapter 1. Link to the appropriate atom, for example,

Multiple Choice Quiz. Website atoms are underlined. The following chapter

resources are available.
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1. Quizzes: Multiple Choice Quiz and True or False. Interactive online tests
that are graded and can be emailed to your instructor.

2. More Resources:

a. QA Templates: 10 true/make true questions. Analysis Questions are also
included. The Microsoft Word file, with answers, can be emailed to your
instructor.

b. Videos: In Chapter 1, the videos include Global Options, Backup, and
Restore. There are also YouTube video links.

c. Narrated PowerPoints: Listen to narrated PowerPoints.

d. Going to the Net Exercises: Complete Internet research about accounting
careers.

e. Assessment Rubric: Complete the rubric to review Sage 50's journals,

navigation centers, modules, task windows, and reports.

The OLC also includes links to the Appendixes:

e Appendix A: Troubleshooting (Information Center)

e Appendix C: Review of Accounting Principles (Student Edition)

e Appendix D: Glossary (Words that are boldfaced and italicized in chapter.
Student Edition)

Exercise 1-1: Follow the instructions below to complete Exercise 1-1:

1. Start Sage. Open the sample company, Bellwether Garden Supply - Student
Name.

2. Restore the Chapter 1.ptb file. This backup was made on pages 39-40. For
detailed restore steps, refer to pages 27-32. If needed, add your name to
Bellwether Garden Supply (refer to pages 40-41, Add Your Name to
Reports).
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Read Me: Do I need to restore?
If you are working in the computer lab or classroom, open Bellwether Garden

Supply - Student Name (your name or another name). Restore the Chapter 1.ptb
file from your USB flash drive. Restoring replaces [overwrites] an existing file. If you are
working on your own computer or laptop, you can skip restore. On page 38, you added yourself

as an employee. Display the employee list. Make sure your name is shown. If not, restore.

3. Display Company Information. (Hint: Maintain > Company Information;

stem I, Company Maintenance area.). Observe

that the Directory field ends in \belgarsu. Why is it different than the

or select I"‘ Sv

Directory field shown on page 41

Directory: ‘ C:45age'\Peachtree CompanyS ample\F‘E\v\u"E'belgarsul |

? (Hint: After restarting
Bellwether Garden Supply — Student name on page 41, the \belgarsu

Directory was shown. Your \Sample folder may show \PCWS; “S” for

Student version.)

When you added your name to Bellwether Garden Supply, Sage changed
the shortened company name. Shortened company names are comprised of
8 characters: the first three letters from the first and second word (belgar),
and two letters from the third word (su). The shortened company name is
belgarsu.

4. Continue with Exercise 1-2.
Exercise 1-2: Follow the instructions below to complete Exercise 1-2:

1. Add Bob Conlin as a new employee.

Employee ID: BCONLIN [use all capital letters]
Name: Bob Conlin [use upper and lowercase]
Address: 403 NW Cedar Avenue

City, ST Zip: Atlanta, GA 30307

Home phone: 770-555-1290
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2. Print the Employee List.

Employees Wiew Detailed List
Select Employee ID Last Name First Name |Telephone 1 |Pay Method
ACHESTER Chester Amanda 404-555-7447 Hourly - Hourg|
I& Employees & Payroll ADUKE Duke Al 770-555-3349 Hourly - Hours| =
AHECTER Hecter Anthony 770-555-4558 Hourly - Hours

In the Employees area, link to View Detailed List. (Hint: Click

to see Bob Conlin.)

. [ pn . . .
3. Click =2 then make the selections to print. If necessary, click on

Employee ID to display the list in alphabetical order. (Hint: The Employee
List should also show your name. Adding your name to reports was shown
on pages 40-41.) After printing the Employee List, close the Employee List
window.

4. Back up. The suggested file name is Exercise 1-2. For detailed backing up
steps, refer to pages 23-27, steps 1-7.

5. Export the Employee List to Excel. Save. Use Exercise 1-2_Employee
List.xlsx as the file name. Refer to pages 41-44 for exporting reports to
Excel. Click Send To Excel to Create a new Microsoft Excel workbook. (If
you are using Excel 2003 or lower, the file extension is .xls.)

6. Save the Employee List as a PDF file. Use Exercise 1-2_Employee
List.pdf as the file name. Refer to pages 44-45 for saving files as PDFs.

7. Export the Chart of Accounts to Excel. Use Exercise 1-2_Chart of
Accounts.xlsx as the file name. (Refer to pages 21-23 for displaying the
account list or chart of accounts.)

8. Save the Chart of Accounts as a PDF file. Use Exercise 1-2_Chart of
Accounts.pdf as the file name.

Check your figures: Account No. 10200, Regular Checking Account:
$23,389.83.

9. Exit.

Comment: Check with your instructor for his or her preference for grading

purposes — Excel or PDF reports.
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CHAPTER 1 INDEX

Add yOUT NAME tO TEPOTTES ..eeuvrreeeireeeireeeieeesieeesreeerreeessreeesareeessreesssneesseeessseeenns 40
Adding yourself as an emPlOYEE ........ccevveeeriiiiiiiiiiiieeieeeeeeee e 38
BaCKING UP ettt ettt e e e ba e e enee e 23
Backing up Bellwether Garden Supply ......cccceeviieiiiiiiiiiiiieeiieeeeeeeeeeee 23
Backing up Chapter 1 Data .......c.c.cooiiiiiiiiiiiiieeeeeeeeeeeee e 39
Becoming an employee of Bellwether Garden Supply ........cccoevveeviiiiniiiiniennns 35
Chart Of ACCOUNLS ....ceiiiuiiiiiiiiit ettt e et e e ee e 21
COIMUMEII et e e e e e e e e e e e e e eee e e e e e eanaeeenaes 24,26, 50
DEfaULt ..o 29, 33,37, 39
BT (7o) J OSSPSR 10
DIAlOZ DOXES ...eeieieeiiieeite ettt ettt et s 32
Display product infOramtion ............cc.eeecieeriiieeriie e e siee e eree e 17
DIop-AOWN LIST. . .eeiiiiiiieiieeeieee ettt ettt e 14
EILIPSTS 1o entee ettt ettt ettt e e et e et e et e e taeeetaeeesbeeesaseeensneesnsaeeensaeennseeenns 32
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Exporting reports t0 EXCEl.......coiiiiiiiiiiiiiiiiiceeeeeeeeeeeee e 41
EXTErNal MEAIA......uiviiiiiiiiiiieeeee ettt e ettt e e e e e eeasaa s 23,24
FALEET ettt et et 13
General ledger MOdULE ..........oooiiiiiiiiiiie e 21
(€ 10T 1 TN v 1 !« AU 14
G1lODAl OPLIONS ...ttt ettt et e 18, 20, 34
HOME PAZE...niiieeiiieeeeee e ettt are e et e s bae e enbee e sanee e 16
JCOM DAT ... 12
Learning ODJECHIVES .....eeeruieeeiiieeeiieeeieeeeieeesieeerireeesreeeseaeeeeaeeeaeeeensreesnneeeenseeennnes 5
LN TEEIMIS .ottt ettt sttt et 14
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IMEEINU DAT ...ttt ettt sttt 32
MOAUIE. ...t 21
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Mouse and Keyboard DASICS ........c.eeeeuiiiriiiiiiieeriieeite ettt 5
INAVIGALION DAT ..eiuivieiiiieeiiie ettt ettt et e e steeesebeeensbeeesbeeesaeeessseeensneeas 21
Online 1€arning CEONLET .......cccuueiriiieiiiieeiiie ettt ettt ettt e siee e 47
QUEUE ...ttt e e e e e e e e eeeeeeeeeabaaaeeeeeeeeeeesatareeeeseeseennnrrees 35
Radio button or Option DULLON ........cevuiiiriiiiiiiieeriieeiee e 37
Read Me....cooooiieiee e 26, 28, 40, 49
RESTOTE .o e et e e e e e e e e e e reaeeeeeeeeeeenaans 5, 24, 48
Sage 50'S Startup WINAOW .......eeiuiiiiiiiieiiieeiiiee ettt ettt e s e 8
Sage 50'S USET INLEITACE ....eeeeuvieeiiieeiiieeciee ettt eee et e e sbe e e aeeeeaeeeareeenes 20
Saving employee list as an Adobe PDF file.........coccooviiiiniiiiiniiiiiiiiicecieee 44
Setting global OPtIONS. .......ceciiiiriieiiiie ettt e sveeereeeeaeeeareeenes 18
SROTECUL KEYS ...eeieiieiiieiiiie ettt ettt et e s e e 6
TaADS et ettt st eaes 14, 37, 38
The sample company: Bellwether Garden Supply.......ccccceeeviiiiiiiiniiiiniicennnen. 14
The WINdOWS INLETTACE ......ccuveiiiiiiiiiieeieetee e 8
THELE DAL ..t et et et 10
TTOUDIESNOOING .....eeiiiiiiiiiiiiiiee e 16, 18
Typical Sage 50 WINAOWS ....ccuvieiiiiieeiiieeiieeeiee ettt e e e e e 11
USB dITVE .ttt e 23
USET INEETTACE ...ttt ettt et 9
USING SNOTECUL KEYS c.uvieiiiiieiitieeitee ettt et 6
UsSing the KeYbOard .........c..eeeiiiiiiiiiieiiieeiieecee et eetee e e e eeaaeesane e 6
USING the MOUSE.....eeiiiiiiiiieiitte ettt ettt e et e et eesiaeesareeeane 6
WOTKEIOW dIQZIaM ..cccvviieiiiieciieeciie ettt e e e e e e 21
Using Sage 50'S reStore WIZard .........c.eeeevueeerieeeniieeniieenieeeiee et eieeesieee e 27
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