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GETTING STARTED

n Welcome

Welcome to Simply Accounting by Sage!

Use this guide to help you install Simply Accounting and set up your
company so that you are up and running as quickly as possible.

In this guide, you'll learn how to:

e Set up your company

e Set preferences to suit your business needs
e Get help when you have questions

e Secure your company data

e Enter some common business transactions

Note: Simply Accounting comes in a number of editions to suit the needs
of all small businesses. This guide covers the following editions: Simply
Accounting Pro, Simply Accounting Premium, and Simply Accounting
Enterprise. Simply Accounting Pro was formerly Simply Accounting.

To learn more about the features available in other Simply Accounting
editions, search for “Simply Accounting solutions” in the Help, or contact
a Customer Sales representative at 1-888-261-9610.

To learn more about the improvements and new features in this version of
Simply Accounting, open the Learning Centre and watch the What’s New
video, or read the What’s New guide in the Help.

Simply Accounting Installation Information
My Company Name:
My Simply Accounting Client ID:
My Simply Accounting Serial Number:

My Installation Key Code:
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GETTING STARTED

The Home Window

The Home window is designed for efficiency, ease of use, and quick

access to the features you use most often. Whether you’re a beginner or an
experienced Simply Accounting user, you can quickly get an overview of your
business and then follow the workflow diagrams to find the specific tasks you
want to perform.

If you are upgrading from an older version of Simply

Accounting, you can easily access the classic Home

window that you are familiar with by clicking this link.
NG\
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Click one of the navigation bar options for business workflow
diagrams, lists, reports, and quick access to tasks. Add your
own quick links to other tasks!
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GETTING STARTED
Installing Simply Accounting

To install Simply Accounting, you will need the product serial number.
You can find this number on the back of the Simply Accounting CD case.

Insert the CD and select one of the installation options. The Full option
is recommended for most installations.

Click the Learn More button on the installation screen to learn more
about each installation option.

e Follow the steps in the wizard. Enter the product’s serial number,
when prompted.

e Be sure to read the following section regarding software firewalls
as your firewall may prompt you to allow certain Simply Accounting
components to run on your computer during installation and when you
run Simply Accounting for the first time after installation.

Working With Software Firewalls

If you use a software firewall, such as Windows Firewall, you may receive
prompts to allow or block certain Simply Accounting components from
running on your computer. To ensure access to your Simply Accounting
data and product updates, always allow these components to run on your
computer. A list of all components and additional information is available in
the Help. You can find configuration instructions for a number of software
firewalls on the Simply Accounting Web site at
www.simplyaccounting.com/install.

The Simply Accounting Connection Manager

E?Q After you've installed Simply Accounting, you should see this icon in
the Windows system tray. This icon provides status information for the

Simply Accounting Connection Manager service. This service manages

all connections to your company data. For more information, search for

“Connection Manager” in the Help.
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SETTING UP YOUR COMPANY

Reviewing & Modifying Settings

User Preferences

You can customize Simply Accounting to suit the needs of individual users.
For example, you can hide modules that the user doesn’t require access to,
or change terminology from plain English to accounting terminology.

@ To learn more, search for “About user preferences” in the Help.

Form and Report Options

Report options define the default print settings for reports. You can modify
these settings on individual reports.

Select the form type for the business forms you use, such as cheques and
invoices. You can customize any Simply Form in the integrated Simply Form
Designer to suit your business needs.

Set up Simply
Accounting

to remind you
when to order
new cheques.

To learn more about customizing your business forms, search for
“How do I customize a form” in the Help.
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SETTING UP YOUR COMPANY

&= Adding or Modifying Accounts

The New Company Setup Wizard creates a set of accounts for your
business. You can now add more accounts, hide or remove accounts you
don’t need, or edit the accounts in the list.

Account Basics

Naming and Numbering. Simply Accounting assigns numbers to accounts—
the benefit being that you can identify the type of account by its account
number alone. Most businesses follow the same standard account grouping:

Number Range | Account Group
1000 - 1999 Asset

You can choose to hide account
numbers in transactions and

2000 - 2999 Liability reports. These settings are

3000 - 3999 Equity found in the Settings window,

4000 - 4999 Revenue in the ngeral group, under
Numbering.

5000 - 5999 Expense

Account Types. Simply Accounting uses Account Types to determine how
accounts and totals are reported on financial reports.

Type | Description

H A Group Heading. A subdivision of one of the 5 main account groups; for
example, Current Assets. It is not used in transactions.

A A Subgroup Account. Part of larger group of accounts that has a subtotal.
It is used in transactions.

s A Subtotal. Total of all subgroup accounts that precede it in the account list.
It is not used in transactions.

G A Group Account. A standalone account whose balance is not part of a
subtotal. This account is used in transactions.

T A Group Total. A roll-up of all the subtotals and group accounts that
precede it in the account list. It is not used in transactions.
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SETTING UP YOUR COMPANY

Adding or Modifying Accounts

Account type X is reserved for the system-defined Current Earnings
account. Simply Accounting calculates the account balance automatically—
income minus expenses, as of the current session date.

Account Classes. These are subcategories of the main account groups. For
example, Bank is a particular type of Asset account.

When the Account Class = Bank, additional fields are available for electronic

banking:

& Chart of Accounts Records Typs & quasion for fep|_Help Search)

-

File Edt Wew Report Help
B OH>% 4%

Select: | 1055 Savings Bank Account i€ € » ¥

.

Aocaunt | 1085 Savings Bank Account

Accaunt | Class Options | Reconciliation & Deposits| Additional Info | Related Historical Accounts |

?

Type @ Chart of Accounts Records

Type 2 question for hep|_Help Search_[+] E]

Fle Edt View Report Help
N 's] E1Egl: ]

Select: | 1055 Savings Bank Account

(%) Subgroup Account

() Bioup Account

Account 1055 Savings Bank Account

Account Class: Bank
[[]Inactive Account .
Institution: Other
Branch Mame:

Balances as of 01/01/2003

Transit Number,

Account Number,

Qrder chegues and deposit slips

Account  Class Options |Reconciliation & Deposits| Additional Infa | Related Historical A::nur’\ts}

?

i€ € b bl

Account Type: Chequing v
Next Deposit Mo.: 1
Change the Next Chegue Number

[ Use this account for Online Barking
‘web Site:

Home Page:

QOrling Eanking Login:

L1}

[ Inactive Account

Balances as of 01/01/2009

Current Balance 0.00

=

To learn more, search for “Add or modify an account” in the Help.
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SETTING UP YOUR COMPANY

Entering Account Balances

If you've been running your business for a while, you already have balances
to add to your accounts—for example, the total amount that your customers
owe you. Enter your opening account balances in Simply Accounting to
ensure that your business records are accurate.

You can add accounts and enter opening account balances in the Account
Ledger or in the Setup Guide.

Find your most recent Trial Balance report—the one dated one day
prior to the Earliest Transaction Date you chose in the New Company

Setup Wizard.

Sotup Guids - Accounts =%
From the Setup ok b e

B0 534 oot | G R Account | 2 Ed Account 1
menu, select

Account Selup

Setup Guide, and || & v
then click the
Accounts w0
icon.

For each account, enter the account balance
from the trial balance.

<

If you start entering transactions in Simply
Accounting as of your fiscal start date, your e ——
trial balance will be quite simple—it will contain
balances for only your balance sheet accounts,
not income and expense accounts.

To learn more, watch the Account Setup video tutorial in the
Learning Centre, or search for “Add or modify an account” and
“Setup Guide” in the Help.
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SETTING UP YOUR COMPANY

Checking Account Balances

Why Did I Receive a Message About Assigning a Difference?

If you don’t update all your account balances, the accounts may not
balance, and so, you may receive a message asking you to assign

the difference to a specific account. Accept the account that Simply
Accounting suggests, or select a different account. Check the balance
in this account after you have finished entering all opening account
balances to ensure that the balance agrees with your records.

To ensure that you have entered your accounts and balances correctly,
print a trial balance in Simply Accounting and check it against your existing
records.

To check your accounts:

Open the Company page in the Home window, and then select the
Report Centre icon from the Reports pane. Select Financials, Trial
Balance, and then Historical Opening Balance.

Click Display to view the report.

To print the report, ensure that your printer is set up, and then
choose Print from the File menu or toolbar.

© 00

Check the account numbers, names, and balances against your
existing records.
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SETTING UP CUSTOMERS & VENDORS

Entering Customer Information

When you create a customer record, all you need is a name. Of course, you
will probably want to add more contact information and default options when
it is convenient for you to do so.

You can enter customers and opening balances in the Customer Ledger or in
the Setup Guide.

To learn more, watch the Customer Setup video tutorial in the
Learning Centre, or search for “Add or modify a customer” and
“Setup Guide” in the Help.

Setup Guide - Customers @
Fle  Edt  View Help
) add Customer | % | 8 Edit Customer
Customer Setup Watch futorial

"W edit contact and balance awing information about your customers. To add more
information about & customer, doubleclick the name to open the customer record.

! Postal Balance: ~

*
Customer Street 1 Street 2 iy Frovince fn Country [

Brown, Jerome B, jbraw... 207 Heather 5t Vancouver  BC 7N 1HY Canada $0.00

Enter the customer’s name
or other unique identifier.

Add in other details
about the customer.

[v
T >

Nurber of Customers: 1 Arcounts Receivable Balance: $0.00  eguals Q Total Balance Owing: $0.00

R ik

Are you converting from QuickBooks®, Quicken®, or MYOB®? Run

the Import Wizard to import your current customer information. For
more information search for “How do I import records” in the Help.
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SETTING UP CUSTOMERS & VENDORS

Entering Customer Balances

If you have been in business for a while,

some customers may owe you

money as of the earliest transaction date you entered during the company
setup process. You need to bring each customer record up-to-date.

For each customer, determine the total outstanding amount owed as of the
earliest transaction date, and then enter a historical invoice for this amount.
If you want to record every transaction with this customer to date, enter

individual historical invoices and payments.

Click here to record unpaid invoices
as of the earliest transaction date.

@ Customer Records

N\
N\  \ oo ]2

Fle Edit View Online Report Help
B0 w| A&
Select: |Brown, Jerome B

Customer: Brown, Jerome B

Address | Shipto Address | Dptions | Taves | Statistics | Memo | Import/Export | &

Ba@ ?
14 4 b b

al Info  Histarical Transactions

If you wis
invaices

as wel
Click the

Click the

¢ Enter invoice information

[ Inactive Cu

Balances as of 01/01/2003

B =cord Transactions
istori i de paid
Historical Invoices here
Customer Brown, Jerome B
Invoice Mo. 12568
ate: 1273142008
5 1.00 % 15 Daps, Met 30| Days
" frount 1,200.42
[ Recod |
_fiecod ] A Balance Dwing 000
Date of Last Sale N/A
=2

Brown, Jerome B.
$1,200.42

Fogarty Motors
$4,352.12

Total: $ 5,552.54

The total of all unpaid
historical invoices must equal
the opening balance of
the Accounts Receivable
account in your account list.
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SETTING UP CUSTOMERS & VENDORS

g M0 Entering Vendor Information

When you create a vendor record, all you need is a name. Of course, you will
probably want to add more contact information and default options when it is
convenient for you to do so.

You can enter vendors and opening balances in the Vendor Ledger or in the
Setup Guide.

To learn more, watch the Vendor Setup video tutorial in the Learning
Centre, or search for “Add or modify a vendor” and “Setup Guide”

in the Help.
Setup Guide - Yendors =%
File  Edit View Help
{5 Add vendor | % | & Edit vendar |
) Vendor Setup wiatch tutorial

Edit contact and balance owing information about your vendors, To add mare
information about a vendor, double-click the name t open the vendor record.

Postal Balance ~
’ Strest 1 Street 2 City Province Code Courtry Swing

Roxborough Paints  xbor... |86 Lincaln Ave. Burnaby BC VBT 157 Canada $0.00

vendor

Enter the vendor’s name or
other unique identifier.

Add in other details
about the vendor.

v

-
Murnber of Vendors: 1

»
Accounts Payable Balance: $0.00 equals () Total Balance Owing: $0.00

*Required Field

Are you converting from QuickBooks®, Quicken®, or MYOB®? Run

the Import Wizard to import your current vendor information. For
more information search for “How do I import records” in the Help.
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SETTING UP CUSTOMERS & VENDORS

Entering Vendor Balances

If you have been in business for a while, you may owe money to vendors
as of the earliest transaction date you entered during the company setup
process. You need to bring each vendor record up-to-date.

For each vendor, determine the total amount owed, and then enter a
historical invoice for this amount. If you want to record every transaction with
this vendor to date, enter individual historical invoices and payments.

Click here to record unpaid bills
as of the earliest transaction date.

\ \
[2] vendor Records \ “aeamm‘faﬂforheﬂ Help Search_[+] E]
File Edit Yiew Online Report Help
& B 2 A =
Select |Roxborough Paints i€ € p i
WYendor, Rorhorough Paints
Address | Options | Taves | Statistics | Mema | Import/Export | Additional Infa cal Transactions
- le . o= Record Transactions
inwaices Em here
as well Wendor, Roxborough Paints
Click the|
Invoice Mo.: | 4568
Date: 12/%1/2008
¢ Enter invoice information. ™ Bl |Bee et cofBae
Amaunt: 162,43
Pl Beme @i 00
[] Payroll
: Date of Last Purchazse: M/
Balances as of 01/01/2003 H
& Roxborough Paints The total of all outstanding
$ 152.43 = historical vendor invoices must
. [ .
@, Streamline equal the opening balance
Couriers of the Accounts Payable
$212.32

account in your account list.

Total: $ 364.75
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SETTING UP ITEMS

W & B Entering Item Information

You can create two types of items in Simply Accounting:

¢ Inventory. These are physical or tangible items. Simply Accounting keeps
track of the quantity on hand, the quantity on order for customers, and
the quantity on order with suppliers. When you create an inventory item,
you must define an Asset account to track the value of your inventory,
and a Cost of Goods Sold (COGS) account to track your cost. In Simply
Accounting Enterprise, you can enter and track serialized inventory items.
For more information, search for “serialized inventory” in the Help.

e Services. These are either non-tangible items, such as a consulting fee, or
items for which you do not track the quantity purchased or sold.

[% Inventory & Services Records |Towe a question for hep] Help Ssarch[+] E]
Fle Edit View Report Help
B = i)~ ?
Select w] |14 b
ltem  Number. H2020 Type: (5 Inventory
When you o e
create an Quaniies | Units | Pricing Linked | Statistios | Tanes | Addiianal Info | History | Detailed Dese. |
|tem, define Asset: 1520 Inventary & vl
a revenue \> Revenue: 4020 Sales Inventory & vl
or expense T coss: 5020 Inwentary & Cost v
Variance: 5100 Inwentony Variance v]
account to }
simplify data Set a Variance account
entry. if you allow inventory
el levels to go below zero.  prete

For more information, search for “How do I create an item record”
in the Help.

If your business is based solely on selling services, or you do not need

to track inventory in Simply Accounting, you should still set up service
items for easier and more consistent data entry in the Sales window.
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SETTING UP ITEMS

Entering Opening Quantity and Value

To enter opening balances for your inventory items:

o Open the Inventory & Services page in the Home window. In the Tasks
pane, right-click the Inventory & Services icon and then select Add
Inventory & Services from the menu.

e For each inventory item and service, on the History tab, enter the
opening quantity and value for this item. On the Statistics tab, you may
also want to enter information about the item as of last year and up to
the date when you started using Simply Accounting.

Quantiies | Units | Pricing | Linked | Statistics | Taxes | Addiional Info History | Detailed Dese,
Stacking Urits On Hand

Opering Quantiy: 300 Opening Value, 1.200.00
Quantities | Units | Pricing | Linked  Statisties | Tawss | Addiional Info | History | Detailed Dest
Show Urnits Sold in: | Each v
Yea ToDate Last Year
Mo. of Transactions, 1 Mo, of Transactions, i
Units Sold: 20 Units Sold: oo
Amaunt Sold; 216.00 Amaunt Sold; o
Cost of Goods Sold 200,00 Cost of Goods Sold oo
Dale of Last Sale: 1243172008

e Print a trial balance (Historical Opening Balances), and then print
inventory summary reports for each asset account. If you have four
asset accounts, then you will print four reports.

@) Compare the total of each inventory summary report with the
appropriate asset account. If they are not the same, check your entries.

6 In Simply Accounting Enterprise, for each serialized item, enter serial
numbers for all opening quantity on hand.

; The total of the opening balances
)/ H1010
Q‘j $2200.00 mmmm Of @ group of inventory items
‘ H1020 mmmm must equal the opening balance
@_’ $ 350.00 of the corresponding inventory
asset linked account in the

Total: $ 2550.00 account list.
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SETTING UP PAYROLL

1 2 Setting Up Payroll Defaults

When Simply Accounting builds your account list, all required payroll
accounts are created for you. Before you add your employee records, set up:

e the incomes and deductions you’ll use in your business

e the entitlements you provide, and how they are calculated

e the tax rates for Employment Insurance (El), Worker’s Compensation, and
other employer expenses

¢ employer-paid expenses specific to your business

e starting balances for amounts you owe payroll authorities

You should also review the accounts you will use to track payroll advances,
payroll liabilities, wage expenses, and other payroll expenses.

All payroll settings are conveniently located within the Payroll group in the
Settings window. To learn more, select an item in the Payroll group, and then
click the Help button.

Settings
Edit  Wiew
- Compary Income Type | Unitof | Calc. | Calc. | Calc.| Cale Calc. | Calc | Cale | Calc | Calla
- General [hocounts] Measure| Tax [Tax(Quel| EI |Ins. Hours| CPP/OPP | EHT | QHSF | Vac. | GPI
- Vendors & Purchasss
o & St Advarce  |System  |Period
3 ol Benefis  |System  |Period | i /
Benef. (Que] |System | Period v i v
ircomes
i \ac Eamed |System  |Period
i vac Paid  |System  |Peried | v / Vi s v /
o e Fleqular Houtly Riste{Howr | v / v / Sl |
Framitane Ovettime 1 |Hourly Riste{Howr | o/ N 7 N v vlw |
1ot Catoguiss Ovettime 2 |Hourly Riste{Howr | o/ N 7 N v vlw |
L e Salary Income  [Period | v / v / Sl |
Lk Acoatnts Commission  |Income  |Period | o/ N / Vi v vlw |
- Ivantony & Servinns Income 3 |lncome |Period | N / Vi v vlw |
3 ot Income 4 |lncome |Period | v / v / Sl |
Income 5 |lncome |Period | v / v / Sl |
Income & |lncome |Period | v / v / Sl |
Income 7 |lncome |Period | v / v / Sl |
Income 8 |lncome |Period | v / v / Sl |
Income 3 lincome  |Period | o/ W v W v [ VA A B
< >
[] Track Quebec Tips
[ ok ][ cacel | [ Hep |

To display the payroll tutorial, open the Learning Centre, and then
select the Payroll tutorial from the list.
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SETTING UP PAYROLL

Entering Employee Information

You can enter basic employee information (contact information, birth
date, social insurance number, hire date) in:

Employee Ledger: Open the Employees & Payroll page in the Home
window. In the Tasks pane, right-click the Employee’s icon and then
select Add Employee from the menu.

Setup Guide: From the Setup menu, select Setup Guide, and then
choose the Employee option.

For each employee enter the following additional information:

e Taxes. Add tax information, such as the province of employment,
and the employee’s federal and provincial claim amounts.

¢ Income. Select the applicable incomes, enter pay rates and vacation
calculations, and the number of pay periods per year.

e Deductions. Select the applicable source deductions and enter pay
period amounts.

e WCB & Other Expenses. Enter the Worker's Compensation rate,
and pay period contributions for additional employer-paid expenses.

e Entitlements. Record how entitlements, such as sick days, are
calculated.

e T4 and RL-1 Information. Enter and review T4 and RL-1 slip
information, such as pensionable and insurable earnings.

e Additional Information. You can create up to 5 user-defined fields
in which to store additional employee information. If you set up these
fields in the Payroll group in the Settings window, then you can enter
employee information here.

e Memos. Add reminders and notes.

e Direct Deposit. If you offer direct deposit, turn on the option on the
employee’s record and then specify the bank accounts to which their
pay is deposited.
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SETTING UP PAYROLL

Entering Employee Information

If you have already processed payroll for the

year, you will need to record

historical information in order to print the correct amounts on employee T4
and RL-1 slips at the end of the year. For each employee, enter:

e taxes pald (7] Employee Records |Fie a guesiion for hep]_Help Search_[=] E]
File Edit View Report Help
¢ advances paid BHE s S ?

Select: |Banson Guinn
[ ]

taxable benefits
to date

Employee: Benson Guinn

Direct Depasit |
Persanal

|

Taxes

vacation owed
and paid

Street 1: 18886 154 St.
Strest 2:
City: Surrey
Pravince: British Columbia
W35 802

[60) 4335176

wages paid
dedUCtions taken Postal Code:

Phaie 1
Phaie 2

user-defined
employer expenses

E-mail bguinn52@hatmail. com

Language Preference: | Erglsh

4 ¢ b p

~

| Addiionallnfe | T4 and L1 Reparting

| Deductions WCE % Other Expenses Enfitlements

SIN: 000 000 000
08181972

11/22/2008

Birth D ate:
Hire Date:

Terminate:

<Mone>

|
|

Date Last Paid: WAA

to date

[ Inactive Employes

year-to-date
pensionable earnings,
El insurance earnings,
and for Quebec
employees, QPIP insurable earnings

To properly print T4 and RL-1
slips for your employees,
enter the employee’s name
in this format: Last, First or
First <space> Last.

» Check federal and provincial employment standards to learn more
about worker’s compensation, vacation pay requirements, and

year-end reporting.

account.

» Make sure you update the opening balance in each linked payroll

» Open the Report and Form Options window from the Setup menu,
and then review your payroll form settings.
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SETTING UP PROJECTS

§ W48 Entering Project Information

Project records are used to keep track of costs and/or expenses incurred
during a contract or job that your company performs for customers.

Projects enable you to keep detailed information about the revenues and
expenses associated with the work your company does. You can then review
this information in a number of project reports to ensure that work is being
done on time and on budget.

To set up projects, open the Projects page in the Home window, and then in
the Tasks pane, right-click the Projects icon and select Add Project from the
menu.

DPrujecl Records [Fiwe 2 question for peb] Help Search_[+] E]
Fil= Edit WYiew Report Help

& EOE - # ?
Select: v: i€ #l

Project Alder Subdivision

Project | Additional Info

Start Date: | 07/01/2008 End Date:

Balance Fomward

Revenue: 38,300.00 Expense: 12.536.20

Stats || Progress v

Enter the total revenue received and
Cmeeraea]  €XPENSES incurred as of the earliest
transaction date you entered when per_|
you set up your company.

You can rename the Projects module in the Settings window. In Simply

Accounting Premium and Enterprise Editions, “Projects” may initially be
named something else, depending on the industry type you selected
when you created your company.
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SETTING UP PROJECTS

Reviewing and Modifying Project Settings

you can budget individual projects.

If you create budgets for your projects, check this box and
then select the budget period. When these options are turned
on, a new Budget tab will appear in each project record so that

/ S
Settings / /
Edit  View V
& Compary

¥ General [Accounts)
% Vendors & Purchases
#)- Custamers & Sales
#-Payool
¥ Inventory & Services
= Project
Budget
Alocation

[¥] Budget Project

Budget period frequency Morthly v

Settings

Edit  View

% Compary
% General [ccounts)

#-Wendors & Purchases

Allozate Payrall Transactions b

<

[ wain i allocation is not complete:
[] low acoess to Allacate field using Tab key

Settings
Edit Yiew

& Compary
& General [Accounts)
& Vendors & Purchases

- Custamers & Sales Project Title:  Project

4. Customers & Gales O Amount O Percent @ Hours

- Payroll

et Dl Tranacions b You record a project’s revenue
Monain i S and expenses by allocating
Namnes

transaction amounts to the
project. These amounts can
be viewed on various project
reports. Click the Help button
to learn more about allocation
settings.

- Parall Addiional Info Tle
- Inventony & Services
= Project D
Budget Field 1 Field1
Allocation
iHiames Figkd 2 Field2
Fiekd 3 Field3
Field 4 Field4
Field 5 Field5

On the Names page, you can rename the
projects module by entering a term that is
more commonly used in your industry or

to store information about your projects.

business, and add up to 5 user-defined fields

[__ok ] [ Camcel | [ Hel
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ESSENTIAL TASKS

8 5% Overview of Customer Transactions

Settings
Edit  Wisw

If you prepare sales 7 Compery My Compan Uszs:
orders and quotes for your —_— sy s
ackup ofes for endo
customers, make sure /> ot
these features are turned  So s e
on in the Settings window. Fom:
“mail Language:
g:’;ﬂ:s'mat [ My compary dos busin
Loga
MNames
- General [Accaunts]
Money In
WA Keep track of estimates that you’ve sent to a current
\;?\m or potential customer. No accounting entries are made

Sales Quotes when a quote is entered.

. ;:,‘ Create an order for an item or service that you will

S provide at a later date.
Sales Orders

Bill your customers for goods shipped or received at
the time of sale, and for services provided.

Enter payments you receive from your customers, and
apply the payment to one or more unpaid invoices.

Receipts

Change the transaction type in the Sales window to easily convert a
quote to an order or invoice, or an order to an invoice.
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ESSENTIAL TASKS

W 2% Invoicing Customers

When you record a sale, Simply Accounting keeps track of the u‘
goods and services sold and updates the customer’s record. .

To create an invoice: Open the Customers & Sales page in the

Home window. In the Tasks pane, click the Sales Invoices icon, and then
complete the following steps.

Select a customer. Simply Accounting
will auto-fill the Sold to, Ship to,
Comments, and Terms fields with the
data from the customer’s record.

Print or e-mail the invoice, or
print your invoices in a batch
at a later date.

\
£ Sales - Sales Invu\ |Twe a question for ep|_Help Search |-|
Fle Edt YView Sales R\\

Do & FTE =28
Paid By Pay Later
Invoice
Sold to Ship to
Brawan, Jerome B v ﬁ
Brown, Jerome B, Inveice 127
;SI;'}-{I_;;?I?!.‘SL Date |01/01/2009
Wancouver, BCW7N 1H3
Canada
Sold by
N.‘J‘:.Ee. Quantity | Unit Description Price Amournt Tax Aot Al
HioMa 10{Each Handles: Locking 25.00 250.00|GFP | 4020 Sales Invy
H2020 B0{Each Hinges: Door 4.32 216.00|GP | 4020 Sales Invy
Liozo &y 75Each BY Plywood: 1/2" @] 1250 937.50| GP B 4020 Sales 12
[Bormariz\ \ bt
Freight (et
GST 7018
PST 90,25 0|
Tems: | 2.00 ays, Net 60| Days Total 1571.93
& |
\ \ M
A § \ > 4 y 4
Select items from your item Click to record the
list, or enter details about transaction, and update
the items you are selling. account balances and

the customer’s record.
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ESSENTIAL TASKS

1 7 Receiving Customer Payments

To record a payment from a customer: Open the Customers & Sales page
in the Home window. In the Tasks pane, click the Receipts icon, and then
complete the following steps.

Select the payment method, and the

Selecta account to which you will deposit the
customer payment. If the customer is paying by
from the list. cheque, enter the cheque number.

. 7/

\:gip[s ﬁeammnfmhe,;o e search [-] (= J(OJES

it View Receipt Report Help
AN GEEEEE I ]
Cheque v Deposit To: 1060 Cheguing Bank Account v Cheque: 128
Univers Receitila 1
Rcw'd e Thousand Two Hundred 42100 P
From  [pPwn, Jerome B - Date e
Tyer e 712009 Ensure the

\ziic“gi‘i‘éffa?wm ¥ date of receipt
is correct. By

Invoice Invoice ar Original Amount Discount Discount
Diate Dieposit Amount Owing Avalable T aken default , the
1243172008 12568 1.,200.42] 1.,200.42] 0.00] H
014012009 127 1,571.93) 1,571.93) 31.44] Current Sess'0n

date is used.

/
/ l Tetal [ =
Comment & Process
/ | m
/ 1

Select the invoice to which the
payment should be applied. Simply
Accounting automatically calculates
the eligible discount based on the
payment terms you entered.

Click to record the
transaction and update
account balances and
the customer’s record.
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ESSENTIAL TASKS

g ¥2§l Overview of Vendor Transactions

Settings

If you place purchase orders with your

vendors or submit requests for quotes,
make sure these features are turned on
in the Settings window.

Edit  Wiew

= Company

Hy Company Lises:
Information
System [ Orders for Vendors
Backup [ Quotes for Vendors
{Features || Orders for Customers

% Credit Cards
T Ssles Taxes [] Quotes for Customers

Cunency Project

Money Out

Enter an estimate you received from a vendor for goods
Bl or services. No accounting entries are made when a
Purchase Quotes | quote is entered.

Record an order for an item that your vendor will supply
e at a later date, or for a service that the vendor will provide
Purchase Orders | at a later date.

“L-ﬁ]n Enter bills from vendors for items you have received or for

= . services provided.
Purchase Invoices P

Pay Purchase Invoices: Enter a payment to a vendor and
apply the payment to one or more unpaid bills.

Pay Credit Card Bills: Enter payments (for example,
write a cheque) to your credit card company for business
expenses.

J.«/
Payments
Pay Expenses (also known as Make Other Payment):
Record an expense and the method of payment.

Pay Remittances: Enter payments to payroll authorities
for source deductions and other payroll-related
expenses.

Change the transaction type in the Purchases window to easily convert
a quote to an order or invoice, or an order to an invoice.
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ESSENTIAL TASKS

b KB Recording Expenses

If you do not need to use Simply Accounting to keep track of and remind you
about your unpaid bills, you can simplify your record keeping by entering
only your expenses. In fact, all businesses have miscellaneous day-to-day
expenses that can be recorded this way. For information on entering and
paying a bill, search for “Entering a purchase invoice” in the Help.

To enter an expense: Open the Vendors & Purchases page in the Home
window. In the Tasks pane, right-click the Payments icon, select Pay
Expenses from the menu, and then complete the following steps.

Select a vendor Select a payment method and the account
from the list. from which the expense is paid. If you are
paying by cheque, enter the cheque number.

J ya
\ I /:wedwem’tbﬂfolh&bl e search[-] (= J[OJES

ayment Report  Help
o b == i IE & v

t |v| By |Cash ~ | From | 1060 Chequing Bank Account v Order cheques

(=

Make Other F:

Universal Source  Cash

Fap Fifty Eigl

Tothe  |<Onetime vendars = Date
Order

of

02/02/2009

Ensure the
date of payment
is correct. By
i feseeey e e el default, the
5700 Offie | Miscellaneous Dfice Supplies 52 32|GP o 262 curren t session
swow | date is used.

Tan ’7 -
Invoice/Ref Tet [ 5860
Comment & Process
7 [ /7;4/
Enter details about each expense. Bk o el (s

Select an account to record the
expense, and then enter details
about each expense.

transaction and update
account balances.
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Paying Employees

Simply Accounting can automatically calculate payroll taxes based on the
employee’s tax table. Note that while you are in history mode, you must
calculate and enter payroll taxes yourself.

Confirm the bank account and cheque
number (or direct deposit number, if this
employee is set up for direct deposit).

Preview, and then

\\ print the paycheque.
A\

& Paycheques [Tinoe s question for heip|_Help search =] E]ﬂ
File Edt View Paychequs Report Help
Do & < 42 @@ e =S
Paid From: | 1060 Chequing Bank Acoourt v [ Direct deposit this papchegue Dider cheaues
Uriversal Cheque No: 219 @
Pay  One Thousand One Hundied Sikty Thise 5/
Tothe  [Benson Guinn v Dats +
2l e Confirm the

payroll period
end date.

Select an employee
from the list.

Income | Deductions | Tases | UserDefined Expense | Eniilements i ol 02132008
Eamings: Other

Name Hows | Pieces | Amount Y10 [ Name Bmount Yo [
Reqular 80.00) - 1,600.00| 4,600.00) Advance 0.00f -
DOvvertime 1 - - 0.00f - Bensfits 70.00) F0.00)
Overtime 2 - - 0.00f - Vac. Acciued B4.00) B4.00)
Salary AEI il - o.00) - [s] [vac Paid 0.00) - [

Tolal 00| coo[ 160000 Total 13400
Bross Pay l 67000 Withheld 43675 NetPay 1163.25 &, Provess
/ Ui

L \
Enter details, such as the
hours worked if the employee

is paid an hourly wage.

Click to record the transaction,
and update account balances
and the employee’s record.

To learn how to issue paycheques to several employees, search for
“Processing a payroll cheque run” in the Help.
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REPORTING

.k B Reporting

Reports help you find out how your business is doing. In particular, you
should pay attention to the main financial reports: the Balance Sheet, and
the Income Statement. Simply Accounting includes over 100 pre-formatted
reports, and you can customize them all to suit your needs!

The Report Centre

You can easily find the reports you need in
the Report Centre. The Report Centre
icon is available in every page in the Home
window, so it is always at your fingertips.

Similar reports are grouped
together. Double-click to open
a group, and single click to
select a particular report. A
sample image of the printed

report and a description is
Select a report type to displayed on the right.
display a list of reports. 7
/ / ME]
| Select a report /
= Balance Sheet
Standard Balonce Sheet As ot Apr 30, 2015
& oo e sesers
[ Tiial Balance Comen Rcts
Statement of Cash Flows o Crmaposted o
REA. ek e
Transactions by Account a5 DOl cepen R
Cash Flow Projection Summary Total Cash - 287 23847
Cash Flow Projection Detail :::mw“ 462‘g$
S b
SR e L SN
tense (o (s
Tom
] ] g R
Click to open the Modify I
window for this report. You B A g A e T
. . my aseet, liability, and equity accounts?
g:trl Iﬁgztgnm;z\?ef;:: ;;r? Font T R ———————
Other modification options > Modi s st
include: the number and the ’ —— —— .
size of report columns, filters, 7\
and sort options. . .
P Click to display the report.
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SYSTEM ADMINISTRATION

22 Managing Your System Files

Your Simply Accounting data is stored in a MySQL database. Each database
consists of a file with an SAI extension that contains profile information about
your company data, and a folder with an SAJ extension that contains your
actual company data as well as user security information. Both the folder and
the file are required to open your company in Simply Accounting.

Backup and Restore

Your company records are indispensable. They help you invoice your
customers, pay your suppliers on time, and provide the information you need
to plan for your business’ future. Because your company files do so much,
you should take the time to ensure that your financial data is safe and secure.
Creating a backup schedule is a great time-saver and will ensure consistent
data backups.

Settings

Edit  Wiew

= Company
Information
System
{Backip’ [ Compact data befors backing up to save disk space

Features [] Weiity backup file after back up complation

Credit Cards Scheduled Backup
Sales Takes

Cunsncy [7] Automatially back up this fils Every Monday ~|To  CADocuments and Settingsha,

Forms when the file i fist closed for the day
E-mail
Date Farmat ["] Remove the oldest backup file whan the total number of files exceeds

[¥] Display & backup reminder when session date changss  Dally ~

[¥] Display & backup reminder when clasing this company

w

Simply Accounting can remind you to back up your company data each
time you close your company, or you can create a backup schedule

to have Simply Accounting automatically back up your data when you
close your company file on the scheduled day.

By default, Simply Accounting is set to verify that the company and security
data in your backup files are intact and can be restored. If you make a
mistake that you want to undo, or your files are damaged or accidentally
deleted, then restore your data from your most recent backup.

@ To learn more, search for “How do I back up my company” in the
Help.
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SYSTEM ADMINISTRATION
Securing Your Company Data

When you create your company, Simply Accounting automatically creates
a user profile called sysadmin. This administrator has full rights to your
company data. This is the only user who can create new users, assign
access rights and passwords to other users, and set Simply Accounting
company-wide preferences. Even if you are the only user, you should
password-protect the sysadmin user, and then create a new user profile for
yourself,

If you intend to access Simply Accounting data from other programs, such
as Microsoft Access, assign third-party access rights to Simply Accounting
users and password-protect your data.

Set Up Additional Users

Create additional users to: [Sot Up sors %]

Usarg

e Restrict access to only those areas of

the program that users need to do their o= -
job. For example, not every Lt
employee is entitled to know

the current balance in your To set up additional users,

company bank accounts. you must first create a

password for the Simply
Accounting administrator,
sysadmin. Click Modify

User, and then enter a
password. Your password
should be “strong”—it should
be a combination of 5 to 7
numbers and letters, and

not be easy to guess.

e Protect yourself against theft
and embezzlement. If you give
each user a name, you'll always
be able to identify who has
modified your financial records.

e | et several people work in
Simply Accounting Premium
and Simply Accounting
Enterprise at the same time.

To learn more, search for “Learning about security and access
rights” in the Help.
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SYSTEM ADMINISTRATION

Security Roles in Simply Accounting Enterprise

In a multi-user environment, security roles can quickly give accounting users
a predefined set of access rights to company data. Roles are based on all
available user rights, except access rights to company data from third-party
products (like Crystal Reports or Microsoft Access). Only the sysadmin user
has permission to create, assign, and remove user security roles.

Set Up Users & Roles
Users  Roles ]
Create arale to define a set of security rights that pou cah assign to one or more users. Assigh or
modify 5 uzer's role on the Users tab.
Name Description

Adrinistrator Full aecess to all tasks
Give the role Add Role
a hame and a User Information

Fole Narne:

Role Description:

description, and
then select the >

access rights i
. [ Full accounting rights
for th|s role AA"UW o Fl::cmdsﬂ . Trinsictiur:
. COESS odify =2 eparts nter Lookup Reports
CIICk Advanced Accounts & General Ledger [
i Acoount Reconciliation  []
Rep(_)rtlng to Depaosit Slips O
restrict access Vendors& Fuchases [
] Payments O
to Sp-eCIfIC Customers & Sales "]
Banking and Receipts E
Payroll
Com pany Invyentory & Services [}
Project -]
reports ) Time % Biling

Once arole has been created, it can be assigned to any number of users.
You can easily assign new roles to existing staff, or give new staff the same
Simply Accounting user rights as existing or departing staff.

To learn more about setting up user roles, search for “Add a security
role” in the Help.
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Next Steps

Finish Entering History

If you have created a new company, you will see this icon in the Home
g window. It indicates that you are in history mode. In history mode, you

can enter opening account and inventory balances, as well as enter
historical customer and vendor invoice and payment information, and payroll
year-to-date infomation.

You must finish entering history for a module before you can start entering
transactions for the module in a new fiscal year (calendar year for payroll).

Typically, you'll close off history for all modules at once, but if you have not
finished entering all your historical information for a module, hide that module
before you select Finish Entering History from the History menu in the Home
window. To hide a module, on the Setup menu, select User Preferences, then
View. Clear the checkmark from the module you still need to update.

Thank you for choosing Simply Accounting by Sage!

You have now set up Simply Accounting and know how to enter
basic transactions.
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SYSTEM REQUIREMENTS

System Requirements

Simply Accounting Pro 2009 and Simply Accounting
Premium 2009 Minimum System Requirements

e Pentium® IlI (or equivalent), 1 GHz or higher (Pentium 4, 2 GHz
recommended)

¢ 512 MB of RAM (1 GB recommended)

e 820 MB of hard disk space (additional 100 MB needed for installation)
e Internet Explorer 5.5 SP2

e Microsoft® Windows® 2000, XP, or Vista

e 256-colour or higher SVGA monitor, optimized for 1024 x 768; supports
800 x 600 with small fonts

e ACT! by Sage integration requires ACT! 2008 or ACT! 2009
e CD-ROM drive

e Forms that can be sent via e-mail require MAPI-compliant e-mail client,
Internet connection, e-mail service, and word processor

e Word and Excel integration requires Microsoft Word and Microsoft Excel
20083 or 2007

e Qutlook synchronization requires Microsoft Outlook® 2003 or 2007
(Premium and higher)

e Multi-user (Premium and higher) optimized for Windows 2000, XP, and
Vista peer-to-peer networks and Windows 2000 and XP file server
networks.

Dedicated server recommended: Windows Server® 2003 R2, Windows
Small Business Server 2003 R2, Windows Server 2008, Red Hat®
Enterprise Linux® 5.0, or SUSE® Linux Enterprise Server 10 by Novell.

Note: The Connection Manager for Linux is available as a separate
download.
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SYSTEM REQUIREMENTS

System Requirements

Simply Accounting Mobile (Premium and higher)
(Pocket PC synchronization):

¢ Microsoft Windows 2000 or Windows XP
e Additional 200 MB hard disk space

¢ Internet Explorer 5.5 SP2

e Pocket PC 2002 or 2003

Conversion: Converts all data from previous versions of Simply Accounting,
excluding DOS and Macintosh® versions. However, it is not possible to
convert to a lower-level version. Converts general ledger, customer, vendor,
employee, and inventory data from QuickBooks® versions 2001-2007;
MYOB® versions 10 and 11; Quicken® versions XG 2003, XG 2004, and XG
2005; and Microsoft Excel. Converts record and outstanding transaction data
from QuickBooks® versions 2006 and 2007.

Simply Accounting Enterprise 2009 and higher

e Pentium® 4 (or equivalent), 2 GHz or higher (Pentium 4, 3 GHz
recommended)

¢ 1 GB of RAM (2 GB recommended)
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BUSINESS SERVICES

Business Services

After you get started on Simply Accounting, you may realize that you could
benefit from other services for your business. Simply Accounting can help:

SimplyCARE Services

Gain efficiency, convenience and peace of mind with SimplyCARE Services.
Each SimplyCARE service plan includes automatic upgrades for your
Simply Accounting software. During your subscription you will receive every
new version of Simply Accounting as soon as it is released, ensuring your
business is always running on the most up-to-date software available.

We offer:

e SimplyCARE with Payroll

e SimplyCARE with Support

e SimplyCARE with Payroll and Support
e SimplyCARE Elite Support

e SimplyCARE Customer Manager

To learn more:

e Visit www.simplyaccounting.com/services/simplycare
e Call 1-888-261-9610

Credit Card Services

Automate your credit card processing with an affordable online service from
Sage Payment Solutions. When you sign up for a merchant account at Sage
Payment Solutions, you can authorize credit card payments directly from
Simply Accounting sales transactions, and then go online to manage your
account and view payment reports.

To learn more:
¢ Visit www.sagepayments.ca/simplyaccounting
¢ Call 1-866-797-8389
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Business Services

Direct Deposit

Direct Deposit is a smart way to pay employees. It can save your company
time and money, increase productivity, and improve your employees’ job
satisfaction. Simply Accounting Direct Deposit completely integrates with
your accounting software, so you know its easy to use and get started!

To learn more:

e Visit www.simplyaccounting.com/services/directdeposit

e Call 1-888-261-9610
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