
Index

• A •
accessing

archived reconciliations, 256
modules, 26

Accountant Link, 327–328, 379
accounting jargon, 20
accounts. See also bank accounts

adjustments, 328
cash accounts, 131
Chart of Accounts, 33–51, 304, 381
control accounts, 27, 69
credit card accounts, 131
Global Changes wizard, 377–378
nominal accounts, 34, 268, 382
profi t and loss account, 383
VAT Liability account, 292

Accounts Set-up wizard, 13
accrual accounting, 261
accruals, 262–264
activating Sage software, 15–19
activation key, 11
Active Set-up wizard, 15–19
active status (projects), 214
activity

customers, 341–342
nominal codes, 337–339
nominal records, 65
product records, 71, 199–200
projects, 224–225
stock, 199–200
suppliers, 339–341

adding
bank accounts, 132
lines to invoices or journals, 371

adjusting
accounts, 328
stock levels, 199, 206
VAT return, 288–289

Aged Creditors report
creating, 345–346
defi ned, 381
opening balances, 79, 81

Aged Debtors report
creating, 343–345
defi ned, 381
opening balances, 79, 81

allocating
credit notes, 102, 126–127
stock, 164, 172–173, 208–210, 221

amending
allocation of stock, 174
Chart of Accounts, 45–46
cost code, 216–217
cost type, 216–217
Countries table, 231–233
Invoice/Order defaults, 162
project status, 216
resources, 217–218
stock for a quote, 164

analysing
project costs, 223–226
VAT return, 287

app. See Sage 50 Accounts Mobile
archived reconciliations, 256
assets

current assets, 39–40, 382
defi ned, 381
fi xed assets, 39–40, 73, 265–268, 382
liquidate, 382
posting, 267–268
writing down, 266
writing off, 267

assigning project statuses, 214–215
attachments, 335–336
audit trail

clearing, 274–275
credit notes, 104
defi ned, 311, 381
invoices, 104
viewing, 311–313

Audit Trail report, 311–313

• B •
backing up data, 87, 155–156
BACS (Bankers’ Automated Clearing 

Services), 100
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386 Sage 50 Accounts For Dummies, 2nd Edition 

Balance Sheet
creating, 308–310
defi ned, 35, 39, 381
nominal codes, 39–41

bank accounts
adding, 132
archived reconciliations, 256
bank charges, 251
Bank Current account, 132
bank interest, 251
Building Society account, 132, 249–250
business credit card account, 249–250
Cash Register transactions, 133
creating, 67–68, 375
credit card accounts, 133–134
Credit Card Receipts account, 249–250
current account, 249–250
defaults, 131–132, 249–250
deleting, 69, 132
Deposit account, 132, 249–250
deposits, 134–136
direct credits, 251
direct debits, 251
e-Banking, 328–334
entering uncleared transactions, 85–86
foreign currencies, 235, 239–241
mobile app, 363
New Bank Account wizard, 375
payments, 134–136
Petty Cash account, 132–133, 143–144, 

249–250
reconciling, 249–258
recording, 66–68
recurring entries, 137–142, 258–259
renaming, 67, 132
Statement Summary, 252–253
templates, 136
transferring foreign currencies, 241–242
transferring funds between accounts, 

136–137, 251
troubleshooting reconciliation issues, 

256–257
Bank button, 30
Bank Current account, 132
Bank module, 99–100
Bank Reconciliation Reports, 258
Bankers’ Automated Clearing Services 

(BACS), 100
Barrow, Paul, Bookkeeping For Dummies, 

34, 377

batch reporting, 29
Bill of Materials (BOM), 71, 201–206
Bookkeeping For Dummies (Kelly, Barrow and 

Epstein), 34, 377
browser toolbar, 24–29
budget for projects, 215, 226
Budget report, 310–311
Building Society account, 132, 249–250
business credit card account, 249–250
buttons, 24, 26, 30

• C •
calculating

depreciation, 266
net amounts, 372
VAT (Value Added Tax), 284–285

calculator, 370
calendar, 370
calendar monthly ageing, 59
cancelling

purchase orders, 194
sales orders, 178–179
transactions, 104

capital, 40–41, 381
carriage details, 168
carriage terms, 112
cash accounts, 131
cash fl ow, 275–277, 381
Cash Register transactions, 133
cash sales, 169–170
catogorising nominal codes, 35–36, 44
CD (for Sage software installation), 11–15
changing

cost code, 216–217
cost type, 216–217
password, 27
program date, 27
project statuses, 216
stock allocation, 210
tax codes, 280, 295
VAT codes, 294
VAT schemes, 292–297

Chart of Accounts
amending, 45–46
Balance Sheet, 35, 39
checking, 49, 304
creating, 46–48
customising, 37
default, 36–39
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387387 Index

defi ned, 33, 381
deleting, 49
double-entry bookkeeping, 34
editing, 44–46
errors, 49–51
nominal account, 34
nominal codes, 35–44
nominal ledger, 35
nominal record, 35
Profi t and Loss report, 35
structure of, 36

Chase Debt window, 277
checking

Chart of Accounts, 49, 304
data, 148–149
invoices, 97
opening balances, 86–87, 91–92
payments, 361
revaluations for exchange rates, 245
stock, 199–200
VAT return, 285–288

checklists
importance of, 261
month-end routine, 272–273
VAT return, 283

cheques
matching to invoices, 100–102
paying-in slip, 100
remittance advice note, 129
remittance advice slip, 100
unpresented cheques, 257–258, 383
Unpresented Cheques report, 347–349

clearing
audit trail, 274–275
stock, 221, 274
VAT, 292

closing stock, 376
COA (Chart of Accounts). See Chart of 

Accounts
COA icon, 38
combining service and product invoices, 

106, 109
comments

data, 148
invoices, 370

committed costs, 208
communications

Accountant Link, 379
Communications tab, 114–115

Company button, 30

Company Preferences, 27
company vehicles and fuel-scale charges, 

298, 376
completed status (projects), 214, 228
completing

journals, 268–270
orders, 175
projects, 214, 228
purchase orders, 186–187

compressing data, 151
Confi guration Editor, 26, 215–216
contacts, 322
contra entries, 28
control accounts, 27, 69
control panel, 372
converting

currencies, 230–231
quote to an invoice or order, 164

copying
details from one invoice to the next, 371
F6 function key, 371
purchase orders, 184–185

corrections, 149–151
cost

analysing project costs, 223–226
committed costs, 208
defi ned, 381
direct cost, 382
expense, 382
projects, 208, 218–223, 225–226
supplier invoices, 222

cost code, 182, 215–217
cost type, 215–217
Countries table, 27, 231–233
creating

Balance Sheet, 308–310
bank accounts, 67–68, 375
Bill of Materials (BOM), 202–203
Budget report, 310–311
Chart of Accounts (COA), 46–48
credit notes, 97–99
customer records, 373
customers, 360
fi xed asset records, 73–75
invoices, 106–111, 177–178
nominal records, 374–375
orders, 164–165
Prior Year report, 311
product records, 69–71, 375
Profi t and Loss report, 306–308, 349–352

34_9781118308585-bindex.indd   38734_9781118308585-bindex.indd   387 3/8/12   4:33 PM3/8/12   4:33 PM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



388 Sage 50 Accounts For Dummies, 2nd Edition 

creating (continued)

projects, 375–376
purchase orders, 181–183
quote, 162–163
records, 53–63, 69–71, 73–75
resources, 217–218
sales orders, 164–165
skeleton journal, 270
supplier records, 374
templates, 136
Trial Balance report, 305–306

credit, 381
credit card accounts, 131, 133–134
credit card payments, 144–145
Credit Card Receipts account, 249–250
Credit Note icon, 98
credit notes

allocating, 102, 126–127
audit trail, 104
credit number, 98
date, 98, 125
defaults, 120
defi ned, 97–99
deleting, 104, 118
department, 98
details, 98
foreign currencies, 236–239
invoices, 112–113
matching to invoices, 102–103
nominal codes, 98–99, 125–126
posting, 97–99
processing, 125–126
projects, 98
purchases, 125–126
references, 98
suppliers, 125–126

creditor ledger. See supplier ledger
creditors

Aged Creditors report, 79, 81, 
345–346, 381

defi ned, 381
Currency calculator, 371
currency settings, 27
current account, 249–250
current assets, 39–40, 382
current liabilities, 40–41
Custom install (Sage software), 13–14
Customer Activity report, 341–342
Customer Care Helpline, 20

Customer Dashboard, 22
customer feedback, 1
Customer icon, 100
customer invoices. See invoices
customer ledger, 381
Customer Process map, 21–23
customer records

creating, 56–58, 373
defaults, 58–59
deleting, 59–60
fi nding, 153–154
foreign trade, 234–235
searching, 153–154

customers
activity, 341–342
Aged Debtors report, 79, 81, 343–345, 381
charging for projects, 226–228
communications, 114–115
creating, 360
invoices, 177–178
mail-merge, 323
memo, 58
New Customer wizard, 373
notes, 58
Outlook contacts, 322–323
searching, 360
Top Customers report, 352–353
viewing, 360

Customers button, 30
Customers screen (mobile app), 359–360
Customers view, 22–23
customising Chart of Accounts, 37

• D •
damaged goods, 206
dashboards

Customer Dashboard, 22
mobile app, 356–359

data
Accountant Link, 379
backing up, 87, 155–156
checking, 148–149
compressing, 151
exporting, information from a report, 324
exporting, to Accountant Link, 

327–328, 379
exporting, to Excel, 304, 321–322
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389389 Index

exporting, to Word, 323
fi xing, 149
importing, 324–326
rebuilding, 151–152
re-indexing, 151
restoring, 156

Data Import Wizard, 324–325
daybooks, 342
debit, 382
debt, 277
Debtor ledger. See customer ledger
debtors

Aged Debtors report, 79, 81, 343–345, 381
defi ned, 382

default date, 81
deleting

attachments, 336
bank accounts, 69, 132
Chart of Accounts, 49
credit notes, 104, 118
customer records, 59–60
fi xed asset records, 75
invoices, 104, 117–118
lines, 48, 371–372
nominal records, 66
product records, 72
projects, 228
purchase orders, 193–194
resources, 218
sales orders, 178–179
supplier records, 59–60

demonstration data, 64–65
Deposit account, 132, 249–250
deposits

foreign currencies, 240–241
recording, 113, 134–136

depreciation
calculating, 266
defi ned, 382
fi xed assets, 266, 268
of fi xed assets, 73–75, 265, 267
reducing balance depreciation, 266
straight line depreciation, 266

designing reports, 316–319
Despatch facility, 176
despatching orders, 174–176
Diary button, 30
direct cost, 382

direct expenses, 41–42
discounts, 71
Document Manager, 334–335
double-entry bookkeeping, 34, 382
downloading Sage 50 Accounts Mobile, 356
duplicating

invoices, 118
purchase orders, 184–185
sales orders, 177

• E •
e-Banking, 328–334
Edit Item line, 370
Edit option (browser toolbar), 25
editing

Chart of Accounts, 44–46
cost code, 216–217
cost type, 216–217
Global Changes wizard, 377–378
invoices, 111
product records, 72
purchase orders, 184
resources, 217–218
sales orders, 170
spell checker, 371
transactions, 149–151

email
purchase orders, 188
reports, 304
transaction email, 28

employees and fuel-scale charges, 298, 376
enclosing one range within another range, 51
entering

credit notes, 97–99
exchange rates for foreign 

currencies, 231
invoices, 95–97
opening balances, 77–87
orders, 166–168
product records, 72–73
receipts, 104
sales orders, 166–168
uncleared transactions, 85–86

e-payments, 330–334
Epstein, Lita, Bookkeeping For Dummies, 

34, 377
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390 Sage 50 Accounts For Dummies, 2nd Edition 

errors
Chart of Accounts, 49–51
Check Data routine, 148–149
enclosed ranges, 51
error messages, 149
fl oating nominals, 51
opening balances, 92
overlapping ranges, 50–51

EU
Countries table, 27, 231
Intrastat reporting, 231
VAT codes, 236–237

European Community (EC) Sales list, 299
e-VAT, 290
event log, 29
Excel

exporting data, 304, 322
importing data, 324–326

exchange rates for foreign currencies, 
230–231, 242–245

expenses
defi ned, 382
direct expenses, 41–42
overheads, 42–43, 383

exporting data
to Accountant Link, 327–328, 379
to Excel, 304, 321–322
to Word, 323

exporting reports, 304, 324

• F •
favourites

browser toolbar, 29
mobile app, 365

File Import Templates, 324
File Maintenance screen, 147–149
File options (browser toolbar), 24–25
fi ling system references, 335–336
fi nancial reports

Audit Trail, 311–313
Balance Sheet, 35, 39–41, 308–310, 381
Budget, 310–311
Prior Year, 311
Profi t and Loss, 35, 306–308, 349–352
transactional reports, 313–314
Trial Balance, 86, 305–306

fi nancial year, 11, 27

fi nding
nominal records, 63–64
records, 153–154
transactions, 152–153

fi rst in fi rst out (FIFO) method, 221
fi xed asset records, 73–75
fi xed assets

defi ned, 73, 382
depreciation, 73–75, 265–268
net book value, 267
nominal codes, 39–40

fi xing data, 149
fl at rate VAT scheme, 281–282
fl oating nominals, 44, 51
foreign currencies

bank accounts, 235, 239–241
bank transfers, 241–242
checklist, 232
converting currencies, 230–231
Countries table, 27, 231–233
credit notes, 236–239
deposits, 240–241
exchange rates, 230–231, 242–245
Foreign Trader facility, 233–234
Foreign Trader Setup wizard, 378–379
invoices, 230, 236–239
orders, 236–239
payments, 241
Revaluation wizard, 244–245
Sage 50 Accounts Professional Foreign 

Trader option, 229
VAT codes, 236–237

Foreign Trader facility, 233–234
Foreign Trader Setup wizard, 233–234, 

378–379
formatting reports, 316–319
free stock, 172
fuel-scale charges, 298, 376
function keys, 322, 369–371

• G •
gaps in nominal codes, 43
Global Changes wizard, 28, 377–378
goods despatched note (GDN), 165–166, 

175–176
goods received note (GRN), 189–192
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391391 Index

graphs
nominal records, 65
product records, 71

gross profi t, 382

• H •
Help, 29, 369
Helpline, 20
HM Revenue and Customs website, 

230–231, 280

• I •
icons

COA icon, 38
Credit Note icon, 98
Customer icon, 100
Invoice icon, 96
Print icon, 117
Receipt icon, 100
Reconcile icon, 255
Record icon, 53–54
Rev Charge, 299
used in this book, 5

Import/Export Wizard, 322–323
importing data, 324–326
income, 382
initial status (projects), 215
input VAT, 280
inserting lines, 48, 371
installing

mobile app, 356
Sage software, 11–14

Internet options, 29
Intrastat reporting, 231, 298–300
Invoice icon, 96
invoices

adding lines, 371
audit trail, 104
batch entry, 95–97
calculating net amounts, 372
carriage terms, 112
checking, 97
combining service and product invoices, 

106, 109
comments, 370
copying details from one invoice to the 

next, 371

cost, 222
creating, 106–111, 177–178
credit notes, 112–113
customers, 177–178
date, 96, 107, 123
defaults, 120
deleting, 104, 117–118
department, 96
description, 96
duplicating, 118
Edit Item line, 370
editing, 111
entering, 95, 97
foreign currencies, 230, 236–239
format, 107
global terms, 112
invoice number, 107
item number, 108
matching to cheques, 100–102
matching to credit notes, 102–103
memorising a batch of invoices, 124
nominal codes, 96, 123
order details, 111
order number, 107
phone calls, 114–115
posting, 121–122, 124
printing, 115–117
product invoices, 105–113
proforma invoice, 107
projects, 96, 226–228
purchase orders, 122, 192–193
purchases, 121–124
quotes, 164
rate, 108
receiving system, 121–122
reference number, 96, 121
repeating recurring transactions, 118–119
sending, 360
service invoices, 105–112
settlement terms, 112
suppliers, 121–124
tax analysis, 112
tax codes, 97, 123
type, 107
updating, 117

issuing stock, 210–211, 220–221
item number, 108
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392 Sage 50 Accounts For Dummies, 2nd Edition 

• J •
jargon, 20
journals

adding lines, 371
completing, 268–270
defi ned, 268
deleting lines, 371–372
nominal accounts, 268
recalling, 270
recurring transactions, 141–142
reversing, 270–271
skeleton journal, 270

Just Practice option (Welcome screen), 24

• K •
Kelly, Jane, Bookkeeping For Dummies, 

34, 377

• L •
labour (LAB1) cost code, 215
launching

programs, 372
Report Designer, 372
Windows control panel, 372

ledgers
customer ledger, 381
nominal ledger, 34, 261, 383
reports, 303–304
supplier ledger, 383

liabilities
current liabilities, 40–41
defi ned, 382
long-term liabilities, 40–41, 382
short-term liabilities, 383

license agreement, 12
life cycle

of projects, 213
of purchase orders, 222

lines
adding, 371
deleting, 48, 371–372
inserting, 48, 371

Links list, 24, 30
liquidate (defi ned), 382

liquidating current assets, 39
listing

quotes, 163
sales orders, 172

lock date, 27
long-term liabilities

defi ned, 382
nominal codes, 40–41

• M •
Mac compatibility, 11
mail-merge, 323
matching

cheques to invoices, 100–102
credit notes to invoices, 102–103
transactions in Sage with bank statements, 

251–256
material purchases, 41
materials (MAT1) cost code, 215
Memorise function, 124
memorising a batch of invoices, 124
memos

attachments, 335–336
customers, 58
Document Manager, 335
nominal records, 65
product records, 71
suppliers, 58

Microsoft Excel
exporting data, 322
importing data, 324–326

Microsoft Outlook contacts, 322–323
Microsoft Word, 323
mirroring nominal codes, 43–44
Mispostings nominal account, 43
mixed (MIX1) cost code, 215
mixing service and product invoices, 106, 109
mobile app. See Sage 50 Accounts Mobile
module buttons, 24, 26, 30
modules

accessing, 26
Bank module, 99–100
defi ned, 26
location of, 31

Modules option (browser toolbar), 26
modules toolbar, 31
monies received VAT scheme, 281
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393393 Index

month-end processes
accruals, 262–264
audit trail, 274–275
checklist, 261, 272–273
depreciation of fi xed assets, 265–268
journals, 268–271
prepayments, 264–265
running, 273
stock, 274

My Company screen (mobile app), 362–363

• N •
narratives, 328
navigating

mobile app, 358–359
Sage 50 Accounts, 24, 31

navigation bar, 24, 31
net book value, 267
net profi t, 382
New Bank Account wizard, 375
New Customer wizard, 373
New Product wizard, 375
New Project wizard, 375–376
New Supplier wizard, 374
News Feeds option (browser toolbar), 29
nominal accounts

defi ned, 34, 382
journals, 268
Mispostings, 43
Suspense, 43

Nominal Activity report, 286, 337–339
nominal codes

activity, 337–339
Balance Sheet, 39–41
capital, 40–41
categories, 35–36, 44
credit notes, 98–99, 125–126
current assets, 39–40
current liabilities, 40–41
defi ned, 34
descriptions, 45
direct expenses, 41–42
enclosing one range within another range, 51
fi xed assets, 39–40
fl oating nominals, 44, 51
gaps, 43

invoices, 96, 123
long-term liabilities, 40–41
mirroring, 43–44
nominal ledger, 261
overheads, 42–43
overlapping ranges, 50–51
printing list of, 39
Profi t and Loss report, 41–43
purchases, 41–42
sales, 41–42

nominal journal, 383
nominal ledger, 34, 261, 383
Nominal Record wizard, 374–375
nominal records

activity, 65
creating, 60–63, 374–375
defi ned, 34, 60
deleting, 66
demonstration data, 64–65
details, 65
graphs, 65
memos, 65
Nominal Record wizard, 374
notes, 65
renaming, 61–62
searching, 63–64

notes
customers, 58
goods despatched note (GDN), 165–166, 

175–176
goods received note (GRN), 189–192
nominal records, 65
product records, 71
suppliers, 58

• O •
opening balances

checking, 86–87, 91–92
default date, 81
entering, 77–87
errors, 92
manually recording, 87–90
obtaining, 78–79
opening Trail Balance, 78, 84–85, 92
printing, 86, 92
products, 90–91
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opening balances (continued)

reversing, 82–83
Trial Balance report, 86

Opening Balances wizard, 28
Opening Closing Stock Wizard, 376
opening stock, 376
order details, 111
order number

invoices, 107
purchase orders, 182

orders
allocating stock, 172–173
amending Invoice/Order defaults, 162
amending stock, 174
cancelling, 178–179
carriage details, 168
cash sales, 169–170
completing, 175
creating, 164–165
date, 166
deleting, 178–179
Despatch facility, 176
despatching, 174–176
details, 166–168
duplicating, 177
editing, 170
entering, 166–168
foreign currencies, 236–239
goods despatched note (GDN), 165–166, 

175–176
listing, 172
printing, 172
putting on hold, 170–171
quotes, 161–164
recording despatches, 176–177

Outlook contacts, 322–323
output VAT, 280
outstanding lodgement, 257–258, 383
overheads

defi ned, 383
nominal codes, 42–43

overheads (OHD1) cost code, 215
overlapping ranges, 50–51

• P •
password

changing, 27
Sage Passport, 356

paying-in slip, 100
payments

checking, 361
credit cards, 144–145
e-payments, 330–334
foreign currencies, 241
Petty Cash account, 143
prepayments, 264–265
recording, 104, 113, 134–136
suppliers, 127–129
Unreconciled Payments report, 347–349

period ageing, 59
period end, 28
Petty Cash account, 132–133, 143–144, 249–250
phone calls, invoicing, 114–115
POP (purchase order processing) system, 

181, 222–223
posting

assets, 267–268
credit notes, 97–99
invoices, 95–97, 121–122, 124
recurring entries, 142
VAT return, 290–291

prepayments, 264–265
previewing reports, 304
Print icon, 117
print spooling, 187
printing

cash fl ow, 276
invoices, 115–117
list of nominal codes, 39
opening balances, 86, 92
opening Trail Balance, 92
purchase orders, 187–188
Quick Print, 116–117
remittance advice note, 129
reports, 304
sales orders, 172
VAT return, 285–286

Prior Year report, 311
process maps

Customer Process map, 21–23
defi ned, 21
switching on/off, 54–55

processing
bank transfers, 136–137
credit notes, 125–126
recurring entries, 142
stock returns, 206–208

product assembly, 201–203
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395395 Index

product invoices
carriage terms, 112
checking profi t, 113
combining service and product invoices, 

106, 109
creating, 106–110
credit notes, 112–113
deduction, 111
defaults, 120
defi ned, 105–106
deleting, 117–118
deposit, 111
description, 108
duplicating, 118
global terms, 112
net, 110
net value discount, 111
order details, 111
price, 109
printing, 115–117
product code, 108
quantity, 109
repeating recurring transactions, 118–119
settlement terms, 112
tax analysis, 112
total, 111
updating, 117
VAT, 111

product records, 69–73, 375
Product Registration window, 20
products. See also stock

activity, 199–200
Bill of Materials (BOM), 71, 201–206
components, 201–202
damaged goods, 206
New Product wizard, 375
opening balances, 90–91
processing product returns, 206–208
Product Transfer facility, 205–206
searching, 362
shortfall, 200–201

Products button, 30
profi t

net profi t, 382
retained profi t, 383

profi t and loss account, 383
Profi t and Loss report

creating, 306–308, 349–352
defi ned, 35
nominal codes, 41–43

proforma invoice, 107
program date, changing, 27
programs, launching, 372
Project Costing tool, 213
Project Record wizard, 213
projects

active status, 214
activity, 224–225
analysing project costs, 223–226
assigning statuses, 214–215
budget, 215, 226
changing statuses, 216
charging customers, 226–228
comparing costs to budget, 226
completed status, 214, 228
cost, 208, 218–223, 225–226
cost code, 215–217
cost type, 215–217
creating, 375–376
credit notes, 98
deleting, 228
initial status, 215
invoices, 226–228
issuing stock, 210–211, 220
life cycle, 213
New Project wizard, 375–376
Project Costing tool, 213
Project Record wizard, 213
purchase order processing (POP), 222–223
renaming status categories, 215
resources, 217–218
sales invoices, 96
searching, 363
snag status, 214
status, 213–214
stock, issuing, 220–221
suspend status, 214
tracking progress, 213–214
transactions, 224–225

Projects button, 30
purchase order processing (POP) system, 

181, 222–223
purchase orders

cancelling, 194
completing, 186–187
copying, 184–185
cost code, 182
creating, 181–183
date, 182
defi ned, 181
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purchase orders (continued)

deleting, 193–194
duplicating, 184–185
editing, 184
email, 188
goods received notes (GRNs), 189–192
invoices, 122, 192–193
life cycle, 222
order number, 182
partial orders, 191–192
placing goods on order, 185–186
printing, 187–188
projects, 222–223
Shortfall report, 200–201
stock, 186–187
uncancelling, 195

purchases
credit notes, 125–126
invoices, 121–124
material purchases, 41
nominal codes, 41–42

putting sales orders on hold, 170–171

• Q •
Quick Print, 116–117
quotes, 161–164

• R •
ranges

enclosing, 51
overlapping, 50–51

Rebuild Data Files window, 151–152
rebuilding data, 151–152
Recall function, 124
recalling journals, 270
Receipt icon, 100
receipts, entering, 104
receiving system for invoices, 121–122
recommending mobile app to a friend or 

colleague, 365
Reconcile icon, 255
reconciling bank accounts

outstanding lodgements, 257–258
preparation, 251–252
reasons to reconcile, 249–250
recurring entries, 258–259

step-by-step directions, 252–256
troubleshooting, 256–257
unpresented cheques, 257–258

reconciling credit card statement, 145
reconciling VAT transactions, 289–290
Record icon, 53–54
Record Set-up wizard, 32
recording

bank accounts, 66–68
deposits, 113, 134–136
despatches, 176–177
payments, 104, 113, 134–136
project costs, 219–220
stock returns, 207–208
stock take, 197–198

records
attachments, 335–336
creating, 53–63, 69–71, 73–75
customer records, 56–60, 373
deleting, 59–60, 66, 75
fi nding, 153–154
fi xed asset records, 73–75
nominal records, 34, 60–66, 374–375
product records, 69–73, 375
searching, 63–64, 153–154
supplier records, 56–60, 374

recurring entries, 118–119, 137–142, 258–259
reducing balance depreciation, 266
reference number

invoices, 96, 123
resources, 217

refunds from VAT return, 291
registering

Sage software, 19–20
for VAT, 279–280

re-indexing data, 151
remittance advice note, 129
remittance advice slip, 100
renaming

bank accounts, 67, 132
nominal records, 61–62
project status categories, 215

repeating recurring transactions, 118–119, 
137–142

Report Designer
features, 29, 316–319
launching, 372

reporting Intrastat, 231, 298–300
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reports
Aged Creditors, 79, 81, 345–346, 381
Aged Debtors, 79, 81, 343–345, 381
Audit Trail, 311–313
Balance Sheet, 35, 39–41, 308–310, 381
Bank Reconciliation Reports, 258
batch reporting, 29
Budget, 310–311
Customer Activity, 341–342
daybook reports, 342
designing, 316–319
email, 304
exporting, 304, 324
formatting, 316–319
ledgers, 303–304
mobile app, 363–364
Nominal Activity, 286, 337–339
previewing, 304
printing, 304
Prior Year, 311
Profi t and Loss, 35, 41–43, 306–308, 349–352
Shortfall, 200–201
Supplier Activity, 339–341
Supplier Daybook, 342–343
Top Customers, 352–353
transactional reports, 313–315
Trial Balance, 86, 305
Unpresented Cheques, 347–349
Unreconciled Payments, 347–349

reserves, 40
resources

amending, 217–218
creating, 217–218
defi ned, 217
deleting, 218
editing, 217–218
reference number, 217

restoring data, 156
retained earnings, 40
retained profi t, 383
Rev Charge icon, 299
Revaluation wizard, 244–245
revenue, 383
Reverse Charge Sales list, 299
reversing

journals, 270–271
opening balances, 82–83

RSS News Feeds option, 29

running
month-end processes, 273
VAT return, 282–283
year-end processes, 277–278

• S •
Sage 50 Accounts, 9–10
Sage 50 Accounts Mobile

bank accounts, 363
Blackberry, 355
checking payments, 361
cost, 355
Customers screen, 359–360
dashboard, 356–359
downloading, 356
Favourites, 365
features, 355
installing, 356
iPhone, 355
My Company screen, 362–363
navigating, 358–359
recommend to a friend or colleague, 365
reports, 363–364
Sage Passport, 356
sending invoices, 360
Suppliers screen, 361–362

Sage 50 Accounts Plus, 10, 213
Sage 50 Accounts Professional

features, 10, 106, 109
Foreign Trader option, 229
Project Costing tool, 213

Sage Customer Care Helpline, 20
Sage Passport, 356
Sage Services button, 26, 30
SageCover, 10
SageCover Extra, 10
sales

cash sales, 169–170
nominal codes, 41–42
product records, 71

sales invoices
audit trail, 104
batch entry, 95–97
carriage terms, 112
checking, 97
combining service and product invoices, 

106, 109
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sales invoices (continued)

creating, 106–111
credit notes, 112–113
date, 96, 107
defaults, 120
deleting, 104, 117–118
department, 96
description, 96
duplicating, 118
editing, 111
entering, 95–97
format, 107
global terms, 112
invoice number, 107
item number, 108
matching to cheques, 100–102
matching to credit notes, 102–103
nominal codes, 96
order details, 111
order number, 107
phone calls, 114–115
printing, 115, 117
product invoices, 105–113
proforma invoice, 107
projects, 96
purchase orders, 122, 192–193
rate, 108
reference number, 96
repeating recurring transactions, 118–119
service invoices, 105–112
settlement terms, 112
tax codes, 97
type, 107
updating, 117

sales orders. See orders
sales revenue, 383
Scale Charges wizard, 376
screen layout, 21
searching

customers, 360
nominal records, 63–64
products, 362
projects, 363
records, 153–154
suppliers, 361
transactions, 152–153

sending invoices, 360
serial number, 11

service invoices
amount, 109
combining service and product invoices, 

106, 109
creating, 106–110
credit notes, 112–113
deduction, 111
defaults, 120
defi ned, 105–106
deleting, 117–118
deposit, 111
details, 109–110
duplicating, 118
editing, 111
net, 110
net value discount, 111
order details, 111
phone calls, 114–115
printing, 115–117
repeating recurring transactions, 118–119
total, 111
updating, 117
VAT, 111

Settings option (browser toolbar), 26–28
settlement terms, 112
Shortfall facility, 174, 200–201
Shortfall report, 200–201
short-term liability, 383
skeleton journal, 270
snag status (projects), 214
software license agreement, 12
Solutions, the Sage magazine, 10
spell checker, 371
Standard install (Sage software), 13–14
standard VAT scheme, 281
Statement Summary, 252–253
status bar, 25
status of projects, 213–214
stock

activity, 199–200
adjusting stock levels, 199, 206
allocated stock, 172
allocating, 164, 172–173, 208–210, 221
amending allocation, 164, 174
bill of materials (BOM), 204–206
checking, 199–200
clearing, 221, 274
closing, 376
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399399 Index

damaged goods, 206
fi rst in fi rst out (FIFO) method, 221
free stock, 172
issuing, 210–211, 220–221
Opening Closing Stock Wizard, 376
opening stock, 376
processing stock returns, 206–208
purchase orders, 186–187
quotes, 164
recording a stock take, 197–198
Shortfall facility, 174, 200–201
Shortfall report, 200–201
writing off, 206

straight line depreciation, 266
submitting VAT return, 290–291
Supplementary Declarations (SD) forms, 299
Supplier Activity report, 339–341
Supplier Daybook report, 342–343
supplier ledger, 383
supplier records

creating, 56–59, 374
defaults, 59
deleting, 59–60
fi nding, 153–154
foreign trade, 234–235
searching, 153–154

suppliers
activity, 339–341
credit notes, 125–126
invoices, 121–124, 222
memo, 58
New Supplier wizard, 374
notes, 58
Outlook contacts, 322–323
payments, 127–129
remittance advice note, 129
searching, 361
viewing, 362

Suppliers button, 30
Suppliers screen (mobile app), 361–362
suspend status (projects), 214
Suspense nominal account, 43
switching on/off process maps, 54–55
switching to Sage, timing of, 77–78
system checker, 12
system references, fi ling, 335–336

• T •
T codes, 280–281, 294–295
Task pane, 24, 30
tax codes

changing, 280, 295
defi ned, 280–281
invoices, 123

taxes. See VAT (Value Added Tax)
technical support, 10
telephone calls, invoicing, 114–115
templates

bank accounts, 136
creating, 136
File Import Templates, 324

third-party integration, 28
timing the switch to Sage, 77–78
Tools option (browser toolbar), 28–29
Top Customers report, 352–353
tracking

project costs, 218–220
project progress, 213–214

transaction email, 28
transactional reports, 313–315
transactions

audit trail, 311–313
cancelling, 104
Cash Register, 133
corrections, 149–151
deposits, 113, 134–135
double-entry bookkeeping, 34, 382
editing, 149–151
entering uncleared transactions, 85–86
fi nding, 152–153
matching transactions in Sage to bank 

statement, 251–256
payments, 104, 113, 134–135
projects, 224–225
recurring, 118–119, 137–141
searching, 152–153
stock, 221
values (none entered), 371

transferring
funds between bank accounts, 136–137
Outlook contacts, 322–323
stock for a BOM, 205–206
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Trial Balance report, 86, 305–306
troubleshooting bank account reconciliation 

issues, 256–257

• U •
UK tax codes, 280–281, 294–295
uncancelling purchase orders, 194
unpresented cheques, 257–258, 383
Unpresented Cheques report, 347–349
Unreconciled Payments report, 347–349
updating invoices, 117

• V •
VAT (Value Added Tax)

calculating, 284–285
changing VAT schemes, 292–297
defi ned, 383
EU, 236–237
European Community (EC) Sales list, 299
foreign currencies, 236–237
fuel-scale charges, 298
input VAT, 280
output VAT, 280
reconciling VAT transactions, 289–290
registering, 279–280
reporting Intrastat, 298–300
Supplementary Declarations (SD) forms, 299
T codes, 280–281, 294–295
VAT schemes, 11, 281–282

VAT cash accounting, 233, 281, 287–288
VAT Liability account, 292
VAT Liability Transfer wizard, 377
VAT return

adjusting, 288–289
analysing, 287
checking, 285–288
checklist, 283
e-VAT, 290
Nominal Activity report, 286
posting, 290–291
printing, 285–286
refunds, 291
running, 282–283
submitting, 290–291

versions of Sage 50 Accounts, 9–10
View option (browser toolbar), 25

viewing
audit trail, 311–313
customers, 360
suppliers, 362

• W •
warnings, 148
Weblinks option (browser toolbar), 29
Welcome screen, 12, 19, 21, 24
Windows compatibility, 11
Windows control panel, 372
wizards

Accountant Link, 327, 379
Accounts Set-up, 13
Active Set-up, 15–19
Data Import, 324–325
defi ned, 31–32, 373
Foreign Trader Setup, 233–234, 378–379
Global Changes, 28, 377–378
Import/Export, 322–323
New Bank Account, 375
New Customer, 373
New Product, 375
New Project, 375–376
New Supplier, 374
Nominal Record, 374–375
Opening Balances, 28
Opening Closing Stock, 376
Project Record, 213
Record Set-up, 32
Revaluation, 244–245
Scale Charges, 376
VAT Liability Transfer, 377

Word, 323
writing down assets, 266
writing off

assets, 267
stock, 206

• Y •
year-end processes

accruals, 262–264
checklists, 261
depreciation of fi xed assets, 265–268
journals, 268–271
prepayments, 264–265
running, 277–278
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