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Chapter 1

Preparing To Convert Your Data

Changing accounting software is a huge undertaking, no matter how small or large your
business is.

When you take on a job like converting data from one accounting program to another,
it's always wise to plan the process—and, in this chapter, we walk you through the
planning phase.

In this chapter:

Timing the Conversion or When should | convert?
Making Sure Your QuickBooks Version Converts to Sage 50

Understanding the QuickBooks Data that Converts

>

>

>

» Choosing What to Convert
» How Sage 50 Converts QuickBooks Accounts
>

Before You Convert...



Timing the Conversion: When should | convert?

Timing your conversion is important because the target conversion date you choose can
make the conversion process easier or harder. We mentioned the following in the
Introduction, but, this information is so important that it bears repeating. To improve the
chances of a successful conversion, we strongly recommend that you time the
conversion so that:

* You stop using your QuickBooks company on the December 31, the last day
of any month, or the last day of any quarter, and

* You begin using your new Sage 50 company on January 1, the first day of
any month, or the first day of any quarter. You'll find that verifying conversion
will be easiest if you choose one of these dates as the first day you’'ll use
your new Sage 50 company.

Further, when you set your target conversion date, consider the following:

* If you collect and remit sales tax on a quarterly basis, plan to convert
your company so that you begin using it on the first day of any quarter;

* If you collect and remit sales tax on a monthly basis, plan to convert your
company so that you begin using it on the first day of any quarter;

* If you prepare payroll for your company, we recommend that you convert
your company so that you begin using it on January 1. That way, you won’t
have any payroll history to enter;

* If you prepare payroll for your company and you cannot plan conversion
so that you begin using your new company on January 1, then try to
target the first day of any quarter. If you cannot begin using your new
Sage 50 company on the first day of a quarter, then target the first day of
a month.

We are assuming that you are up-to-date on paying your sales tax
B and your payroll tax liabilities. The conversion process does not work
A correctly if you are behind in payments; you have to use both
QuickBooks and Sage 50 to pay liabilities

Making Sure Your QuickBooks Version Converts
to Sage 50

Sage 50 will convert most QuickBooks companies as long as you'’re using a supported
version of QuickBooks. Sage 50 can convert QuickBooks companies from the following
QuickBooks 2012, 2013, or 2014 versions:

* QuickBooks
* QuickBooks Pro
* QuickBooks Premier, and



*

i

. You can certainly try converting companies from older versions, but
@_F we can't guarantee the results.

QuickBooks Enterprise Solutions

Understanding the QuickBooks Data that
Converts

The QuickBooks-to-Sage 50 Conversion wizard can convert most lists and transactions
in QuickBooks to the Sage 50 format, depending on your choices during the conversion
wizard. The QuickBooks-to-Sage 50 Conversion wizard converts the following:

*

*

*

Company name and information,

Chart of accounts and current balances for each account,
Employee list information,

Vendor list information, including current open balance,
Customer list information, including current open balance,
Customer sales taxes,

Inventory items,

Job records

Some Things Just Don’t Convert

For a variety of reasons that you probably don’t care to know, there is some information
that simply doesn’t convert, regardless of whether you convert lists only or transactions
and lists.

Payroll Details

For example, if you use the QuickBooks Payroll Service, Sage 50 converts only
employee list information from QuickBooks even if you choose to convert
transactions. The QuickBooks-to-Sage 50 Conversion wizard does not convert
pay rates, withholding information, deductions, and year-to-date payroll
information. In addition, your financial statements won’t match because payroll
information will be missing from your Sage 50 company. After conversion
finishes, you'll need to set up payroll in Sage 50 and, if you're not starting your
Sage 50 company on January 1, enter any payroll history information for the
current year. See Chapter 4 (page 81) for details.



If you record payroll information without using the QuickBooks
Payroll Tax Service—for example, you use an outside service that
supplies you with after-the-fact payroll information—the QuickBooks-
to-Sage 50 Conversion wizard will convert general ledger account
beginning balance information for earnings and payroll liabilities.

Banking Information

No bank account reconciliation information converts. All bank account
transactions appear in Sage 50 as unreconciled transactions; after conversion
finishes, you’'ll need to reconcile bank accounts. See Chapter 3 (page 42) for
details.

Chart of Accounts

The QuickBooks-to-Sage 50 Conversion wizard does not convert general ledger
account descriptions and bank account numbers and routing information
you might have stored with bank accounts in QuickBooks.

QuickBooks lists non-posting accounts in its chart of accounts. These accounts
do not impact the General Ledger and cannot be used in Sage 50 Accounting.
Therefore, the QuickBooks-to-Sage 50 Conversion wizard will not convert them.

Sage 50 doesn't use subaccounts like QuickBooks does. However, to simulate
subaccounts in Sage 50, you can set up accounts that use masking. For more
information, see Sage 50 Help topics, “Account Masking” and “Department
Masking (Getting Started)” or Peachtree for Dummies, 3" edition. The
QuickBooks-to-Sage 50 Conversion wizard converts subaccounts as regular
general ledger accounts.

Estimates

The QuickBooks-to-Sage 50 Conversion wizard does not convert estimates in
your QuickBooks company to your new Sage 50 company; after conversion, you
can enter proposals, if you are using Sage 50 Premium or higher, or quotes if
you are using Sage 50 Complete or lower. Open the Tasks menu, point at
Quotes/Sales Orders/Proposals (in Sage 50 Complete and lower, point at
Quotes/Sales Orders), and click Proposals (in Sage 50 Complete and lower, click
Quotes). You can search Help for details on entering these transactions, or you
can buy a copy of Peachtree for Dummies, 3 edition. While the book doesn’t
cover the latest version of the software, much of the information in it is still valid.

Budgets

The QuickBooks-to-Sage 50 Conversion wizard does not convert Budget
information associated with QuickBooks accounts. However, you can easily set
up a budget in Sage 50 after the conversion is complete. For more information,
see the Help topic, “Create a Budget.”



Fixed Assets

The QuickBooks-to-Sage 50 Conversion wizard doesn’t convert fixed asset
information. Sage 50 handles fixed assets using a free add-on product that you
download. So, after conversion completes, you can print the Fixed Asset list in
QuickBooks and use it to set up fixed assets in Sage 50.

Credit Cards

Last, Sage 50 will not convert credit card information.

What Happens to the Accounting Method?

During conversion, the QuickBooks-to-Sage 50 Conversion wizard will prompt you to
choose an accounting method, which defines when income and expenses appear in
your books—for example, at the time you make a sale or at the time you collect the
money for the sale.

General accounting principles allow you to use either of two accounting methods:

* Accrual: The accrual method records all entries at the time business is
transacted, whether or not cash has been transferred. In most cases,
companies that carry inventory or resell goods must use this method of
accounting.

* Cash: The cash method recognizes transactions at the point you actually
exchange cash. While the cash method is more common in service
industries, some organizations may be restricted from using this method by
the IRS.

QuickBooks sets up all its companies using the accrual accounting method and then
allows you to display reports to reflect the cash-basis accounting method.

On the other hand, Sage 50 requires that you select an accounting method when you
create your company—and you can’t change the accounting method of a company once
you've created the company. During conversion, you'll be prompted to choose your
accounting method; if you aren’t sure about the choice you should make, consult your
accountant before you convert your company.



Choosing What to Convert

When you convert a QuickBooks company to Sage 50, you can choose to convert only
list information, or you can include both lists and transactions. If you opt to convert lists
only, without converting transactions, you can then select only some lists to convert. If
you opt to convert both lists and transactions, you can choose to convert all transactions
or only some transactions, based on a date range.

While inventory items convert, Sage 50 offers you some choices about the inventory
costing method that you use. If you're interested in changing inventory costing methods,
convert lists only; don’t convert transactions. See the section “Converting Transactions”
(page 8) for more information.

Advantages of Converting Transactions

There are both advantages and disadvantages to converting transactions. Among the
advantages:

* In most cases, you won’t need to pull out a hard copy of a particular
document or to open QuickBooks to research historical transactions; and

* Sage 50 converts open unpaid transactions, so that you can apply receipts
or payments to customer invoices or vendor bills instead of outstanding
beginning balances.

Disadvantages of Converting Transactions

* Sage 50 doesn’t support some transactions that QuickBooks supports. For
these transactions, the QuickBooks-to-Sage 50 Conversion wizard takes a
best-guess approach to converting those transactions types to something
similar in Sage 50 or does not convert those transactions at all;

* |f you convert transactions, you will not be able to switch inventory costing
methods; and

* Converting transactions will make the conversion time take longer.

Converting Lists

If you opt to convert lists only from QuickBooks, Sage 50 converts the following lists:
* Accounts,
* Customers,
*  Vendors,
*  Employees,
* ltems,
* Jobs



For details on how the QuickBooks fields in each list match up to the
Sage 50 fields in each list, see Appendix A (page 156).

Can You Set the Accounting Periods?

Sage 50 uses specific accounting periods that define the company’s fiscal year. Since
accounting periods most often conform to months, most companies have 12 periods in
each year. Sage 50 allows you to have two years—or 24 periods—open at any given
point in time, with Periods 1-12 referring to the months of the first open year, and
Periods 13-24 referring to the months of the second open year. When you convert lists
only, you'll be prompted during the conversion process to set up the accounting periods
for your new Sage 50 company, and you'll also be prompted to enter the period number
in which you will first be entering data.

What Happens to Balances When You Convert Only Lists

If you choose to convert lists only, Sage 50 will enable you to select the lists you want to
convert. When you convert lists only and you choose the accrual accounting method,
Sage 50 assigns beginning balances to accounts, customers, vendors, inventory items,
and employees using static information from each list. These balances represent the
current balance in QuickBooks at the time you convert the QuickBooks company.

If you entered transactions in future dates in QuickBooks, these
: amounts will also be included in account and record balances.

When you convert lists only, Sage 50 establishes the beginning balances from your
QuickBooks current balance information in each list you convert and sets the beginning
balances as of the day before the first period you choose to enter data. For example,
suppose that you are converting QuickBooks company data on 10/1/12, and you
establish Period 10 as 10/1/12 through 10/31/12. Further suppose that you indicate that
you'll be first entering data during Period 10. In this case, Sage 50 will convert all
beginning balances as of 9/30/12 (not 10/1/12).

Since you've opted to convert lists only and not transactions, you use the beginning
balance information when you apply payments or receipts. For example, if you have
outstanding purchase invoices totaling $1072.00 due to a vendor, Sage 50 converts this
amount as the vendor's beginning balance. But, because you converted lists only, the
individual purchase invoices that make up the $1072.00 will not appear in your new
Sage 50 company. Instead, when you pay the individual invoices, you’'ll apply the
payments to the vendor’s beginning balance.

To make a payment against this balance, follow these steps:
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On the Vendors & Purchases tab, click the Pay Bills button and then
select Pay Bills. Sage 50 displays the Payments window.

Enter or select the vendor ID.

Click the Apply to Invoices tab. Sage 50 displays $1072.00 with a
BEGBAL reference, representing a lump sum of all the outstanding
invoices due at the time of the QuickBooks conversion.

Enter an amount to pay the vendor in the Amount Paid field.

When finished entering the payment, select the Print button to print a
check.

If you are not prepared to print the check, leave the check number field
blank. Or, if you manually wrote the check, enter a check number. Then,

click Save to record the transaction.

If you prefer, you can remove the Beginning Balance transaction that
»  Sage 50 establishes and manually enter separate transactions that
J match what you had in QuickBooks. You can then post receipts and
payments against individual invoices. For details on removing
beginning balance information, see Chapter 3 (page 42).

Converting Transactions

The QuickBooks-to-Sage 50 Conversion wizard converts the following QuickBooks

transactions to Sage 50:
* Sales Orders
* Sales Invoices
* Receipts or Customer Payments
* Deposits
* Customer Credit Memos
* Purchase Orders
* Receive Inventory
* Vendor Credit Memos
* ltem Receipts
* General Journal entries
* Inventory Adjustments
* Vendor Payments

In Appendix A (page 156), you'll find detailed information matching
the fields on each QuickBooks transaction to corresponding fields on
transactions in Sage 50.
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Sage 50 will convert transactions dated up to and including the last day of the last open
fiscal year. For example, if your two open fiscal years in Sage 50 begin January 1, 2013
and end on December 31, 2014, Sage 50 will convert transactions whose date is on or
before December 31, 2014.

If you choose to convert transactions from QuickBooks to Sage 50 instead of converting
list information only, the QuickBooks-to-Sage 50 Conversion wizard will display some
different screens and handle data conversion differently.

What Happens to Balances When You Convert Transactions

If you choose to convert transactions, the QuickBooks-to-Sage 50 Conversion wizard
bases balances for accounts, customers, vendors, inventory items, and employees on
calculations made from converted transactions rather than from static figures taken from
the list data.

Sage 50 will convert balances in accounts, customer records, and vendor records in this
way:

*  The QuickBooks-to-Sage 50 Conversion wizard will bring over balances as
of the end of the last fiscal year, which is defined as the year just prior to the
first open year in Sage 50. If, for example, your first open year in Sage 50 is
2014, the QuickBooks-to-Sage 50 Conversion wizard converts balances as
of the end of 2013.

* For the prior fiscal year, the QuickBooks-to-Sage 50 Conversion wizard will
convert transactions and, if necessary, post an adjusting entry to ensure that
the balances in Sage 50 as of the end of the last fiscal year reconcile with
original balances in QuickBooks.

* For the current year, the QuickBooks-to-Sage 50 Conversion wizard will
convert transactions and establish balances based on those converted and
posted transactions.

Conversion and Inventory Costing Methods

Most editions of QuickBooks support one inventory costing method: average costing. Sage 50 supports
three different costing methods: average costing, LIFO (last in, first out), and FIFO (first in, first out).
During the conversion process, you can choose to change inventory costing methods. In general, most
companies use only one costing method for all inventory items; so, if you're thinking about changing
costing methods, talk to your accountant.

If you choose to convert transactions, the resulting financial statements in Sage 50 are built using
transaction totals. To ensure that your financial statements in Sage 50 match your financial statements in
QuickBooks, Sage 50 will automatically convert all QuickBooks inventory part items to Sage 50 stock
items and assign them to the average costing method.

You cannot change the costing method assigned to a stock item in Sage 50; instead, you must set up a
new stock item in Sage 50 to change to a different costing method. So, if you want to switch from average
costing to either LIFO or FIFO, you must not convert transactions; instead, convert lists only. Financial
statements built from lists use static balances from lists instead of transaction information, so, if you
convert lists only, you can change inventory costing methods. See Chapter 5 (page 122) for more
information on costing methods.
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QuickBooks Enterprise Solutions Advanced Inventory edition
l i supports FIFO.

Can You Set the Accounting Periods?

The structure of the accounting periods in Sage 50 refers to the number of fiscal periods
in a fiscal year as well as the dates on which the periods begin and end.

If you choose to convert transactions, the QuickBooks-to-Sage 50 Conversion wizard
bases the structure of accounting periods in your Sage 50 company on the structure in
QuickBooks to accommodate the existing period ending balances in QuickBooks.

If you choose to convert lists only, you will have an opportunity to change or set up the
accounting period structure.

How Sage 50 Converts QuickBooks Accounts

Some accounts are handled in special ways in QuickBooks, and some accounts are
required by Sage 50 and not by QuickBooks. In this section, we’ll take a look at these
accounts so that you can ensure that your conversion goes as smoothly as possible

Retained Earnings

Every Sage 50 company must have a Retained Earnings account. Although
QuickBooks creates this account for you when initially setting up your company, it is
possible to remove it. If it is missing, you must re-add it to successfully convert your
QuickBooks company to Sage 50.

To create a new Retained Earnings account in QuickBooks, follow these steps:
1. Start QuickBooks and open your company.
2. From the Reports menu, select Balance Sheet, then choose Standard.

3. Displaying the balance sheet forces QuickBooks to search for a retained
earnings account. If it cannot locate one, it will create a new one for you.

Other Equity Accounts

Your Retained Earnings account in QuickBooks will become a Retained Earnings
account in Sage 50. All other equity accounts will be assigned an Account Type of
“Equity — doesn't close.” Sage 50 carries the balance of this type of account forward
from year to year. Common stock is a typical “Equity — doesn’t close” account.

For equity accounts whose balances should not be carried forward from year to year,
Sage 50 also provides the “Equity — gets closed” account type. During the year-end
closing process—something found in Sage 50 and not in QuickBooks—Sage 50 zeroes
out these account type balances and moves their amounts to Retained Earnings.
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Members Draw, which is an equity account used by sole proprietorships and LLC's, is a
typical “Equity — gets closed” account.

After conversion, you can change the account type of “Equity — doesn’t close” accounts
as needed; see Chapter 3 (page 42) for detalils.

Undeposited Funds Asset Account

In QuickBooks, you typically use the Undeposited Funds account as a default account
for Receipts. Then, when you make a deposit in QuickBooks, amounts go from
Undeposited Funds to the correct bank account.

Although your Undeposited Funds account in QuickBooks is a Current Asset account
type and amounts in this account appear in the Current Assets section of your Balance
Sheet, the QuickBooks-to-Sage 50 Conversion wizard converts this account to a Cash
account and amounts in it will appear in the Cash section of the Balance Sheet. Sage
50 converts the Undeposited Funds to a Cash account so that you can use it on the
Receipts window when you specify the account for receipts.

Accounts Payable and Accounts Receivable

Because QuickBooks assumes you want to operate using the accrual method, it
automatically sets up an Accounts Payable and an Accounts Receivable account in
your QuickBooks company. When you convert your company, the QuickBooks-to-Sage
50 Conversion wizard will set up these accounts and display any balances in them. If
you want to use the accrual method in your new Sage 50 company, then you don’t need
to take any action other than verifying that the balances match in QuickBooks and Sage
50. But, if you want to use the cash method in your new Sage 50 company, these
accounts shouldn’t have any balances in them. The QuickBooks-to-Sage 50 Conversion
wizard brings over whatever appeared in your QuickBooks company, so, you should
consult your accountant to determine how to make adjustments to remove these
account balances from a company operating on a cash basis.

.A“ You shouldn’t switch accounting methods without first consulting
your accountant.

Default Accounts

During the conversion, Sage 50 will prompt you to select default expense and sales
accounts. The QuickBooks-to-Sage 50 Conversion wizard will assign the expense
account you select as the default for all vendors converted from QuickBooks. In the
same way, the QuickBooks-to-Sage 50 Conversion wizard will assign the sales account
you select as the default for all customers converted from QuickBooks.

After conversion, you can assign unique default accounts to each vendor and customer.

14



Grouping and Numbering Accounts

Just as accounts in your QuickBooks company have an assigned account type, so do
the accounts in your Sage 50 company. When you convert your QuickBooks company
to Sage 50, the QuickBooks-to-Sage 50 Conversion wizard will set up account types as
shown in Table 1-1.

Table 1-1: Converted Account Types

Bank Cash

Accounts Receivable Accounts Receivable

Other Current Assets Other Current Assets

Fixed Assets Fixed Assets

Other Assets Other Assets

Accounts Payable, Credit Card Accounts Payable

Other Current Liabilities Other Current Liabilities

Long Term Liability Long Term Liability

Equity Equity - doesn't close if Corporation, S-Corporation, or Partnership or
Equity - gets closed (if Sole Proprietor)

Income and Other Income Income

COGS Cost of Sales

Expense and Other Expense Expense

To successfully convert your QuickBooks company, you must assign a unique account
number or ID to each account in your chart of accounts. Sage 50 uses these numbers
as Account IDs in you Sage 50 company. We recommend that you assign account
numbers in QuickBooks before converting your company.

Samm After converting the company data, you can examine and update

. your chart of accounts in Sage 50 at any timeby choosing Maintain,

W Chart of Accounts. To assign account numbers in QuickBooks, see
the section, “Turning on and Assigning Account Numbers (page 15).”

If you choose not to number your accounts in your QuickBooks company before
conversion, the QuickBooks-to-Sage 50 Conversion wizard will offer you the opportunity
to assign them during conversion, and, if you don’t assign them during conversion, the
QuickBooks-to-Sage 50 Conversion wizard will assign account numbers in the ranges
shown in Table 1-2.

Table 1-2: Account Numbers Ranges Based on Account Type
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Assets 1000-1999

Liabilities 2000-2999
Equity/Capital 3000-3999
Income/Revenue 4000-4999
Cost of Goods Sold 5000-5999
Expenses 6000-9999

The QuickBooks-to-Sage 50 Conversion wizard will use the following rules when it
numbers your accounts:

*  The Conversion wizard will group accounts using account types, and assign
numbers between the smallest number for a given account type and the
smallest number for the next account type minus 1. For example, if your
bank account types begin at 1000 and your Accounts Receivable account is
1500, Sage 50 will number all of your bank accounts between 1000 and
1499.

* For any accounts that do not have an account number, Sage 50 will
determine the highest number in the account type range and add 10 to start
assigning numbers. For example, Cash accounts have a specified range of
1000 — 1999. Suppose that your QuickBooks company has eight cash
accounts but only five of those cash accounts have numbers: 1000, 1100,
1200, 1300, 1400. In this case, the QuickBooks-to-Sage 50 Conversion
wizard will assign the numbers 1410, 1420, and 1430 to the three
unnumbered cash accounts.

* If the QuickBooks-to-Sage 50 Conversion wizard cannot determine a range
of numbers for a GL account type, it will not assign account numbers for that
account type. Instead, you'll have the opportunity to assign numbers
manually.

Before You Convert...

There are a few things you can do before you attempt to convert your QuickBooks
company to Sage 50 that will make the conversion go more smoothly:

*  Verify company information,
* Check account numbers
*  Print QuickBooks reports

Verifying Company Name and Address Information

Before converting company data to the Sage 50 format, you should verify that your
QuickBooks company is set up in such a way that Sage 50 can properly read your data.
Follow these steps in QuickBooks to verify company name and address information:
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1. Click the Company menu and choose Company Information. QuickBooks
displays the Company Information dialog box.

2. Double-check the information in the Legal Name field; the QuickBooks-
to-Sage 50 Conversion wizard uses this name to generate a name for
your Sage 50 company data file.

3. Click OK.

Converting Address Fields from QuickBooks

In general, QuickBooks and Sage 50 handle address fields differently. In QuickBooks, addresses are
entered in four one-line fields; and you have the option of entering the address in any format you want.
However, in Peachtree, addresses use separate individual fields for company information, customers,
vendors, and employees.

Because you can enter addresses in QuickBooks in a variety of ways, these fields may or may not
convert as you would expect. To ensure accuracy and consistency, make sure your addresses are
entered in QuickBooks using the U.S. Postal Service standard:

Address Line 1
Address Line 2 (optional)
City, ST Zip Code (the comma separation is optional)

When you enter states, try to use the standard U.S. Postal Service two-character abbreviations. If you
use some other format, these characters may become part of the City field in Sage 50.

Sage 50 can accept Zip codes using the five-digit format (99999) and nine-digit format (either (999999999
or 99999-9999). If you enter the Zip code on a separate line in QuickBooks, it might not convert correctly
to Sage 50. If this happens, you can correct the address information after the conversion in your new
Sage 50 company.

QuickBooks automatically inserts the employee's name as the first
line of the employee address field. We suggest that you leave things
as is, since the QuickBooks-to-Sage 50 Conversion wizard will

¢ remove the information for you when converting your company data.
And, the address will not convert properly to Sage 50 if you remove
the employee name from the first line in QuickBooks and begin the
address with the address line 1.

Turning on and Assigning Account Numbers

Before you convert your QuickBooks company, you might want to establish unique
account numbers for each account listed in the QuickBooks chart of accounts. Why?
Because Sage 50 uses these numbers as the unique account IDs that Sage 50
requires. If your accounts in QuickBooks don’'t have account numbers, the QuickBooks-
to-Sage 50 Conversion wizard will give you the opportunity to create account IDs during
the conversion. But, we think that you might find it faster and easier to assign account
numbers before you begin conversion. And don’t worry: After conversion finishes, you
can examine and make changes to your chart of accounts in Sage 50 at any time by
clicking the Maintain menu and choosing Chart of Accounts.

To make sure that you are using account numbers in QuickBooks, follow these steps:
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5.

Click the Edit menu and choose Preferences. QuickBooks displays the
Preferences dialog box.

Click Accounting on the left side of the Preferences dialog box.
Click the Company Preferences tab.

Make sure that a check appears in the Use Account Numbers check
box

Click OK.

Now that you know that account numbers are active in QuickBooks, you should verify
that all accounts in your chart of accounts include account numbers. Follow these steps
to display and modify chart of accounts information in QuickBooks:

1.

From the Lists menu, select Chart of Accounts. QuickBooks displays
the Chart of Accounts window.

To assign an account number to an account, click that account and then
press Ctrl+E.

In the Edit Account window that appears, take note of the Account Type.
When you assign an account number, make sure you assign numbers
using the account type ranges described earlier in the section, “Grouping
and Numbering Accounts.”

Use the Number box in the upper right corner to assign a unique number
to the account. Account numbers can be up to eight alphanumeric
characters in QuickBooks.

Click Save & Close. QuickBooks redisplays the Chart of Accounts
window.

Repeat Steps 2 through 5 for each account that needs an account
number.

Printing Reports

During conversion, the QuickBooks-to-Sage 50 Conversion wizard doesn’t modify your
QuickBooks company in any way. Instead, the QuickBooks-to-Sage 50 Conversion
wizard makes a copy of your QuickBooks company data and works on the copy. So,
after conversion, you'll still have full access to your QuickBooks company data and you
can print reports after conversion if you want. But, we thought you might want to get a
jump on the reports you'll need to compare your QuickBooks company data to the data
in your new Sage 50 company.

-

The reports listed in Table 3 aren't all-inclusive, but we believe that
they’ll give you most of what you need. Once conversion finishes, we
encourage you to print all reports in your new Sage 50 company; we
feel sure that you'll find reports that will be meaningful to you.
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In Chapter 3, we’ll provide you with a list of the Sage 50 reports that match up with the
QuickBooks reports listed in Table 1-3:

Table 1-3: QuickBooks Reports We Suggest You Print

Profit & Loss Standard Reports, Company & Financial
Balance Sheet Standard Reports, Company & Financial
Trial Balance Reports, Accountant & Taxes
Account Listing Reports, Lists

Item Listing Reports, Lists

A/R Aging Summary Reports, Customers & Receivables
Customer Balance Detall Reports, Customers & Receivables
Open Invoices Reports, Customers & Receivables
A/P Aging Summary Reports, Vendors & Payables
Vendor Balance Detail Reports, Vendors & Payables
Unpaid Bills Detail Reports, Vendors & Payables

Job Profitability Summary Reports, Jobs, Time & Mileage
Employee Contact List Reports, List

Employee Earnings Summary Reports, Employees & Payroll

The QuickBooks-to-Sage 50 Conversion wizard brings over
transactions that affect cash accounts as unreconciled transactions.
To reconcile these accounts, we’ll show you how to customize two
QuickBooks reports at the end of Chapter 3 (page 42).

Once you have verified that balances are correct, you can print other reports to ensure
that basic list information, such as phone numbers and such, have converted
thoroughly.

In Chapter 2, you get started with the actual conversion, so, turn the page...
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When you convert a QuickBooks company to Sage 50, the QuickBooks-to-Sage 50
Conversion wizard displays a series of windows with instructions and options to walk
you through the process. Before you start the wizard, please make sure that you've
read Chapter 1 and completed all the actions we recommended in that chapter—your

Chapter 2

Converting Your Data

conversion will go more smoothly if you’'ve done your homework.

In this chapter:

YV V.V V V V V V VYV V V V V V V V

Before You Start the QuickBooks-to-QuickBooks-to-Sage 50 Conversion wizard

Starting the QuickBooks-to-Sage 50 Conversion Wizard
Selecting a QuickBooks Company to Convert
Choosing the Data to Convert

Selecting the Sage 50 Product

Opening Your QuickBooks Company

Loading Data

Reviewing Account Numbers

Setting Estimate End Dates

Selecting an Accounting Method

Selecting Accounting Periods

Selecting Default Accounts

Summarizing Conversion Options

OK, Here We Go...Converting!

Should | Set Up Employees and Payroll Now or Later?
The Aftermath...
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If your first conversion gives you results that you don't like, you can
£3 always try converting again after you make changes that might
@ produce better results. The conversion process leaves your
QuickBooks company untouched

When you start the conversion process, make sure that your QuickBooks company is
closed; you can have QuickBooks open, but close your company by choosing File,
Close Company. As you walk through the QuickBooks-to-Sage 50 Conversion wizard, it
will prompt you to open your QuickBooks company when it needs the company opened.

Before You Start the QuickBooks-to-
QuickBooks-to-Sage 50 Conversion wizard...

Before you start the QuickBooks-to-Sage 50 Conversion wizard, you might want to:

* Disable anti-virus software and close all other applications including memory
managers. This will speed up the conversion process and avoid any errors.

* Make sure you have enough hard disk space available. The conversion
might need up to three times the size of your company data to convert
successfully. For example, if your company is 6 MB, make sure you have 18
MB of free hard disk space.

This does not mean your company will triple in size. Sage 50 uses
the extra space temporarily while converting.

And, since the conversion process might take quite a while to complete, we recommend
that you convert before lunch or at the end of your business day, making sure you leave
the computer running. Just walk through the wizard and, once it notifies you that it is
starting the conversion, you can walk away. Later in this chapter, we’ll point out the
exact place where you can safely leave things running.

Since the QuickBooks-to-Sage 50 Conversion wizard doesn’t make
any changes to your QuickBooks company, backing up your

l i QuickBooks company before you start conversion really isn’t a
requirement. On the other hand, backing up your data is always a
good idea and certainly won't hurt anything.

Starting the QuickBooks-to-Sage 50 Conversion
Wizard

You can start the QuickBooks-to-Sage 50 Conversion wizard in either of the following
ways:
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* From the Sage 50 Start window shown inFigure 2-1, click Convert from
another accounting program. Or,

* Click the Sage 50 File menu and choose Convert a Company.

= ™ Sage W Accounting
Options  Services  Help
Opeen Compamy..
Opeen Presiais Comparny
Open Compamy s
Mew Company._

Reftose..,

Ondine Backup/Pe dore..

Extt

Card+00

CardlaM
Cirl+R

age 50 Accountant Edition

Lt

[:: Open an existing company ]

['\ Create a new Comipany

Other Tasks:

¥ Ex EAMEHE CoampaT

» Corpeirt from snother soccunting crogram

Figure 2-1: The Sage 50 Start window.

The Convert a Company dialog box shown in Figure 2-2 appears. Click QuickBooks

and click OK.
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i r" EE "\

Convert a Company

-(,-J Sage 50 Accounting can convert companies from
@ QuickBooks®, and DacEasyE. Which

type of company would you like to convert? Close

* QuickBooks Wigw the QuickBooks Converzion Guide

Help

L

Thiz releaze of Sage 50 can convert versions 200171-2013, Pro,
Fremier, and Enterprize editions.

" DacEasy

Thiz releaze of Sage 50 can convert Dack asy versions 20011,
2012 and 2013,

L A

Figure 2-2: Choose QuickBooks in the Convert a Company dialog box.

The Welcome window of the QuickBooks-to-Sage 50 Conversion wizard appears. You
can read the text on the window but don’t worry if you haven’t done everything you see
on the window; as long as you completed the recommended tasks in Chapter 1 (page
1), your conversion should work well. Click Next.

Selecting a QuickBooks Company to Convert

The “Which QuickBooks Company Are You Converting?” window appears (see Figure
2-3).
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+ Convert to Sage 50

& Which QuickBooks company are you converting?

The following QuickBooks companies that are supported by this conversion were found on your local hard drive. Select the
company you want to convert to Sage S0. If your company is not listed, click Browse.

Company File Name Folder Last Date Opened + Version
NM Cigars.QBW C:\Users\Elaine Marmel\Documents\Quick... 6J26/2012 10:00:44 ... 2012

C:\Users\Elaine Marmel\DocumentsiQuick. .. _ 6{26/2012 9:30:36 AM 2012
CGROne, LLC.gbw C:\Users\Elaine Marmel\Documents\Quick... | 6f15/2012 5:01:57 PM 2012
sample_service-based ... 'C:'I,UserstEiaine MarmeﬁDocments‘thﬁck... :smfzmz 11:16:310 % -2011
sample_product-based ... TC:),Users.tElaine Marmel\Documents\Quick. .. I6f11f2012 11:16:30 ... ?_In Use

AmDi Ompan 1L=Mn CUnents LOUICK

1= Llaine Maroms

Convert this company:
Company File Name: Daisies, QBW
Company Folder: C:\Users\Elaine Marmel\Documents\QuickBooks\Company Files\My Stuff
Last Date Opened: 6/26/2012 9:30:36 AM
Version: 2012

© e [ cancel | [ <Back | mext> |

Figure 2-3: Choose a QuickBooks company to convert.

The QuickBooks-to-Sage 50 Conversion wizard searches your hard drive for possible
QuickBooks companies to convert and displays them in this window. Select the
QuickBooks data file (*.QBW) of the company you want to convert and click Next.

Choosing the Data to Convert

In the “What Would You Like to Convert?” window that appears (see Figure 2-4), you
can choose the type of data you want to convert:
* All lists and all transactions,
* All lists and some transactions (you choose the transaction by supplying a
starting date), or

* Lists only, with no transactions; if you select this option, you can select
the lists you want to convert by checking the boxes beside them.
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~ Convertto Sage 50 [wm]

gfs What would you like to convert?

Specify the data you want to convert to Sage SO,

» Lists only, with no transactions
Select the lists vou would like to convert:

All lists Vendor list Customer list
Employee list Job list

Inventory list

@ Important note for payroll users: Only employee information, such as name and address, is converted.
Pay rates, deductions, and year-to-date earnings are not converted, You can enter these once conversion
is complete.

© e | cancel | [ <Back |[ mext> |

Figure 2-4: Choose the type of QuickBooks data you want to convert.

See Chapter 1 (page 1) for details on what the QuickBooks-to-Sage 50 Conversion
wizard does based on the choices you make in this window. Chapter 1 also describes
the advantages and disadvantages of converting transactions.

The rest of the screens that the QuickBooks-to-Sage 50 Conversion
wizard shows are based on the choices you make here. In this
chapter, we’ll show you all the screens and identify those you see if
you opt to convert lists only.

After you make your selection, click Next.

Selecting the Sage 50 Product

The QuickBooks-to-Sage 50 Conversion wizard window shown in Figure 2-5 appears,
enabling you to select a Sage 50 product you'd like to use. You can convert your
QuickBooks company to any Sage 50 product listed; be sure to select the product you
purchased. Then, click Next.
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@ Which Sage 50 product would you like to convert to?

The version of Sage S0 that you're using allows you to convert your QuickBooks company to any Sage S0 product.
For example, you can convert to Sage S0 Pro Accounting or Sage SO Nonprofits Accounting, or any other Sage S0
product,

If you are converting a company for a client, you should select the Sage SO product that they use.

Select a product to convert to: | EREEE Y Re R

age S0 Pro Accounting 2013
Sage 50 Complete Accounting 3
Sage S0 Premium Accounting 2013
Sage S0 Construction Accounting 2013
Sage 50 Distribution Accounting 2013
Sage S0 Manufacturing Accounting 2013
Sage 50 Nonprofits Accounting 2013

Figure 2-5: Select a Sage 50 product for your new company

Opening Your QuickBooks Company

The next window of the QuickBooks-to-Sage 50 Conversion wizard prompts you to
open the QuickBooks company you intend to convert (see Figure 2-6).
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+ Convert to Sage 50

é Open Company in QuickBooks

To continue the conversion, you need to open the company you are converting in QuickBooks, This will allow Sage 50 to
retrieve your company information.

@ ¥ou must log into your QuickBooks company as an Admin user to allow Sage SO to access your company.

Once the company is open in QuickBooks, click Next.

What should I do if I receive an error in QuickBooks?

© ek [ Cancel ] [ < Back ]

Figure 2-6: You'll see this window when you need to open your QuickBooks company.
Follow these steps:

1. Using the Windows taskbar, click the QuickBooks icon to display the
QuickBooks window.

2. From the No Company Open window, select your company and click
Open. After a moment, QuickBooks displays an application certificate
asking if you want to allow the QuickBooks-to-Sage 50 Conversion
wizard to access your QuickBooks company.

3. You can choose to allow the QuickBooks-to-Sage 50 Conversion wizard
access to your company whenever this QuickBooks company file is open

or you can control access by choosing Yes, prompt each time.

4. Place a check in the Allow this application to access personal data
such as Social Security Numbers and customer credit card
information box.

5. Click Continue.
6. In the Access Confirmation dialog box that appears, click Done.
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The QuickBooks-to-Sage 50 Conversion wizard reappears. Read on...

Loading Data

The QuickBooks-to-Sage 50 Conversion wizard loads your QuickBooks company data
(see Figure 2-7) by making a copy of it. This step can take quite a while, especially if
you opt to convert transactions. But, this isn’'t the place where you can leave; you still
have information to supply to the wizard.

~ Convertto Sage 50 [mm]

é Loading QuickBooks Company

Your company data is loading...

Caching Transaction data

0C0000©0©e 0000000000

Please wait., Depending on the size of your company data and computer memory, this
process may take from several minutes to several hours. When all data is loaded, the
conversion process will continue.

0 When Sage S0 tries to copy your company data from QuickBooks, you may receive an “Application with No
Certificate” message in QuickBooks, If so, click Yes to allow Sage S0 to access your company.

© Heb

Figure 2-7: This window appears as the QuickBooks-to-Sage 50 Conversion wizard makes a copy
of your QuickBooks company.

After the QuickBooks-to-Sage 50 Conversion wizard finishes making a copy of your
QuickBooks company, click Next.
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Reviewing Account Numbers

The QuickBooks-to-Sage 50 Conversion wizard displays the “Review Account
Numbers” window shown in Figure 2-8, where you can compare the account numbers
that Sage 50 will use for your accounts to the ones assigned in QuickBooks. As you
read in Chapter 1 (page 1), Sage 50 requires that each account have a number and
Sage 50 uses that number as the Account ID. If you assigned numbers in QuickBooks,
as we suggested in Chapter 1 (page 1), you can simply click Next. If you didn’t assign
account numbers in QuickBooks, you'll need to assign them before you click Next by
scrolling through the list and assigning numbers. Remember, you can make changes to
the numbers you assign later, after the QuickBooks-to-Sage 50 Conversion wizard
creates your Sage 50 company.

+ Convert to Sage 50

é Review Account Numbers

Account IDs are required in Sage 50, Some or all of your accounts in QuickBooks do not have account numbers, so we
have automatically created the following Sage S0 account IDs.

If we were unable to create an account ID, the field in the Sage 50 Account ID column will be blank, Make sure that all
blank IDs are filled before continuing. You can add IDs or change an ID we created by typing directly into the
Sage 50 Account ID column.

Please review the proposed Sage S0 account IDs. Enter any missing account IDs, and make edits as necessary. Then,
click Next to continue.

MName Type QuickBooks Number « Sage S0 Account ID <
North Shore Community Bank 'Bank 10000 10000
Petty Cash Bank 10100 10100
Accounts Receivable AcctRec 111000 11000
Undeposited Funds OthCurrfsset 112000 12000
Inventory Asset OthCurrAsset 112100 12100
Store Improvements FixedAsset 113000 13000
Accum. Depr. Store Improvements  FixedAsset 14000 14000
Vehicles FixedAsset 15000 15000
| Accum Denr Vehicles Fixedasset 15100 15100 i

How are accounts auto numbered?

How are accounts converted?

© Hebo [ Cancel ] [ < Back ][ Next > ]

Figure 2-8: Use this window to assign numbers to accounts as necessary.
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Setting Estimate End Dates

If you are converting transactions and have Estimates in your QuickBooks company, the
QuickBooks-to-Sage 50 Conversion wizard displays one of two screens, depending on
the edition of Sage 50 you chose earlier.

* If you are converting transactions to Sage 50 Premium Accounting or higher,
the QuickBooks-to-Sage 50 Conversion wizard displays a window in which
you can supply a proposal complete-by date.

* If you are converting transactions to Sage 50 Complete Accounting or lower,
the QuickBooks-to-Sage 50 Conversion wizard displays a window in which
you can supply a date through which quotes should be valid.

Although you see these screens, the QuickBooks-to-Sage 50 Conversion wizard does
not actually convert any estimates found in your QuickBooks company to your new
Sage 50 company—and therefore, there’s no need to supply any information on these
screens. You can just continue by clicking Next.

After conversion finishes, you can enter estimates in your new Sage 50 company after
conversion. Follow these steps:

1. From the Customers & Sales navigation center, click the Quotes &
Proposals button.

2. If you're using Sage 50 Premium or higher, click either New Quote or
New Proposal. If you're using Sage 50 Complete or lower, click New
Quote.

3. Fill in the window; see the following Help topics, for details:

* Enter a Product Sales Quote
* Enter a Service Sales Quote
* Enter a Proposal

Selecting an Accounting Method

On the “Select an Accounting Method” window (see Figure 2-9), you select the
accounting method you want to use for your converted company.
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~ Convertto Sage 50 [wm]

Q’; Choose an accounting method

The accounting method defines when you record income and expenses on your books,

@ Accrual (most companies choose this)

Income is recorded when a sale occurs, regardless of when you actually receive the money. Expenses are recorded
when you receive goods or services, even though you may not pay the bills for them until a later date.

() Cash

Income is recorded when you receive the money, Expenses are recorded when you pay the bills,

G The accounting method cannot be changed after your company is created.

© e | Cancel | [ <Back |[ Next> |

Figure 2-9: Choose the appropriate accounting method for your company.

You can choose one of the following; as we mentioned in Chapter 1 (page 1), be sure to
check with your accountant before you make this choice:

* Accrual: The accrual method records all entries at the time business is

transacted, whether or not cash has been transferred. In most cases,
companies that carry inventory or resell goods must use this method of
accounting.

Cash: The cash method recognizes transactions at the point you actually
exchange cash. While the cash method is used more commonly in service

industries, some organizations may be restricted from using this method by
the IRS.

~ Since you can't change the accounting method in your Sage 50
W/ company, be sure your choice is the right one for your company.
& Check with your accountant to be sure that you choose the correct
method.

When finished, select Next to continue the conversion process.
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Selecting Accounting Periods

If you chose to convert transactions, the QuickBooks-to-Sage 50 Conversion wizard
displays the window shown in Figure 2-10 and fixes your accounting period structure
based on the structure in QuickBooks. The QuickBooks-to-Sage 50 Conversion wizard
sets the number of fiscal periods you have in your fiscal year—12 periods that
correspond to the months of the year—as well as the dates on which the periods begin
and end using the information in your QuickBooks company to accommodate the
existing period ending balances in QuickBooks.

+ Convert to Sage 50

é Choose the first period of your fiscal year

Your fiscal year is your accounting year, defined by whenyou open and close the books. Most companies start their fiscal
year in January. Companies with a more seasonal business may choose to start their year in a different month.

January 2016
2. What is the first month you will be entering data December E] 2016 E
3. What is the firstyear you will be entering payroll? 2016 El

G The fiscal year cannot be changed after your company is created.

© Helo [ cancel | [ <Back || Next> |

Figure 2-10: Selecting accounting periods when you convert transactions.

change or set up the accounting period structure. See the sidebar,

ﬁ_@ If you choose to convert lists only, you will have an opportunity to
“When Converting Lists Only...”

When selecting accounting period information, you cannot change the start date of your
fiscal year, but you can change the first month in which you will be entering accounting
information, and the first month in which you will be entering payroll information. Click
Next.
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When Converting Lists Only...

When you convert lists only from QuickBooks to Sage 50, you have some additional options you can set
during conversion. In particular, you can:

*  Establish accounting periods and

*  Select an inventory costing method

Remember to consult your accountant before you make choices
E here; you can’t change either of these options in your Sage 50
company after you create it.

Accounting Periods

If you choose to convert lists only, you have some options about the accounting periods you use in your
new Sage 50 company. First, you can choose to use more or less than 12 accounting periods in your
fiscal year. And second, unlike when you convert transactions, you can choose the start date of your
fiscal year when you convert lists only, even if you use the standard 12 accounting periods in a year.

The QuickBooks-to-Sage 50 Conversion wizard displays the window shown in Figure 2-11. Using this
window, you can choose to divide your fiscal year into twelve accounting periods that match the months
of the year by selecting the first option. If you need to set up accounting periods that don't match the
twelve calendar months, select the second option. The wizard will help you set up as many as thirteen
custom accounting periods.
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' Convert to Sage 50 X

Q{; Choose an accounting period structure

Accounting periods are units of time that divide your fiscal yvear for reporting purposes.

@ 12 monthly accounting periods per year {most companies choose this)

Accounting periods that do not match the calendar months

OH_B|Q [ Cancel ] [ < Back ][ Next > ]

Figure 2-11: When you convert Lists only, you can choose the accounting periods you want to
establish in your new Sage 50 company.

If you choose to use the standard 12 accounting periods in a year and click Next, the QuickBooks-to-
Sage 50 Conversion wizard displays the window shown earlier in Figure 2-10, but converters of lists only
will have the opportunity to change all three options in the window.

If you choose the second option and click Next, the QuickBooks-to-Sage 50 Conversion wizard displays
the window shown in Figure 2-12, which you use to select the number of accounting periods you want in
your fiscal year, as well as the start and end dates for each period.
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+ Convert to Sage 50

é Specify the structure of your fiscal year

Your fiscal yearis your accounting year, defined by when you open and close the books. Most companies start their fiscal
year in January. Companies with a more seasonal business may choose to start their year in a different month.

1. How many accounting periods do you want in your fiscal year @

~

2. What is the start date of your fiscal year? Janl,:12
11 =
Period From To ;O -
1 Jan 01, 2016 Jan 28, 2016 g I
2 |Jan 29, 2016 Feb 25, 2016
3 Feb 26, 2016 Mar 24, 2016
4 -Mar 25, 2016 -Apr 21, 2016
5 -Apr 22, 2016 -May 19, 2016
6 |May 20, 2016 Jun 16, 2016 —~
3. What is the first year you will be entering payroll? 2016 E
4. What is the first period you will be entering data? 13 B

@) The structure of your fiscal year cannot be changed after the conversion.

@H_elp Cancel ] [ < Back ][ Next > ]

Figure 2-12: Use this screen to establish non-typical periods in a fiscal year.

When finished, select Next to continue with the conversion process.

Inventory Costing Methods

Except for QuickBooks Enterprise Solutions Advanced Inventory, which supports FIFO and average
costing, most editions of QuickBooks support only the average costing one inventory costing method.
Sage 50 supports three costing methods: average costing, LIFO last in, first out), and FIFO (first in, first
out). If you opt to convert lists only, then, during the conversion process, you can choose to change
inventory costing methods.

& In general, most companies use only one costing method for all
inventory items.

If you choose to convert transactions, the QuickBooks-to-Sage 50 Conversion wizard builds the resulting
financial statements in Sage 50 using transaction totals. To ensure that your financial statements in Sage
50 match your financial statements in QuickBooks when you convert transactions, Sage 50 will
automatically convert all QuickBooks inventory part items to Sage 50 stock items and assign them to the
average costing method. You cannot change the costing method assigned to a stock item in Sage 50;
instead, you must set up a new stock item in Sage 50 to change to a different costing method.
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You can switch from average costing to either LIFO or FIFO if you choose to convert lists only instead of
converting transactions. When you convert lists only, the QuickBooks-to-Sage 50 Conversion wizard
builds financial statements from lists using static balances instead of transaction information.

During the conversion process, if you choose to convert lists only, you'll see Figure 2-13, which enables
you to choose an inventory costing method. Remember to check with your accountant before you change
from average costing to either the FIFO or LIFO methods.

+ Convert to Sage 50

é Choose a costing method

Select the inventory costing method to use For inventory items that will be converted. In QuickBooks, inventory items use
average costing. If you are not sure which costing method to use, consult your accountant.

FIFO (First In, First Out)

This costing method determines the cost of inventory items by assuming the oldest items are to be sold first
(first in, First out),

LIFO (Last In, First Out)

This costing method determines the cost of inventory items by assuming the newest items are to be sold first
{last in, first out).

@ Average
This costing method determines the cost of inventory items by using the average price paid for all items.

G The costing method cannot be changed once inventory items have been converted,

@ ek Cancel ] [ < Back ][ Next > |

Figure 2-13: Select an inventory costing method.

When finished, select Next to continue with the conversion process.

Selecting Default Accounts

When you create a Sage 50 company, you are given the opportunity to select a sales
(income) account that you can assign, by default, to all customers—both converted and
future—and an expense account that you can assign, by default to all vendors. What's
the advantage?

Let's talk about customers first. Since many customers share the same the same sales
account—that is, you assign sales for many customers to one income account—setting
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up a default account saves you time; if you want to assign the sales of a few customers
to a different account, you can change just those few customers.

Typically, vendors work the same way—you need to assign bills (Sage 50 calls these
purchase invoices) from many of them to the same expense account. And, you can
change the default expense account for those few whose purchase invoices should be
assigned to a different account.

During conversion, the QuickBooks-to-Sage 50 Conversion wizard prompts you to
select a default sales and expense account (see Figure 2-14). The wizard takes a guess
at the default accounts to use; open the list boxes to confirm the guess or select a
different account. When you finish, click Next.

' Convert to Sage 50
Q’; Choose the sales and expense defaults
Select the default sales and expense accounts for use with this company.
The default sales account will be used to record sales for the customers you convert from QuickBooks. The default expense
account will be used to record purchases from the vendors you convert from QuickBooks.
Default sales account: 46000 v
Default expense account: 64900 v
@ ek [ Cancel ] [ < Back ” Next > ]

Figure 2-14: In this window, select the default sales and expense accounts you want to assign to
converted and future customers and vendors.

Summarizing Conversion Options
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You've now answered most of the questions the QuickBooks-to-Sage 50 Conversion
wizard will ask, and all of the questions you need to answer before the wizard proceeds
with conversion. In this window, shown in Figure 2-15, you can review the choices you
made:

*  The name of the company you will convert,

* The accounting method you chose—accrual or cash basis,
* The number of accounting periods in your fiscal year,

* The first accounting period into which you will enter data,
* The default expense account you want to establish,

* The default sales account you want to establish,

* The inventory costing method—FIFO, LIFO, or average cost—you chose,
and

* |Information about the lists that will convert.

In the lower right corner of the window, you see two options. You can:

*  Start conversion or

* Review lists before starting conversion.
Why would you review lists before converting? Well, you can change the ID of any
list element before you convert, but since you can also change them after you convert,

we recommend that you skip this review and simply start the conversion process by
selecting Start the conversion and clicking Next.
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¥ Convert to Sage 50 =
I=I

& Ready to Convert

Before starting the conversion, please review the options you have chosen for your company. Summarized information is
presented below, and you can also review each of the lists that will be converted to Sage S0.

Summary

Company Information

Company: hansonbuilders.qgbw
Accounting Method: Accrual

Number of Accounting Periods: 12

First Period: 12

Default Expense Account: 63000 (Office Supplies)
Default Sales Account: 40100 (Construction Income)

Inventory Costing Method: AVERAGE

List Information - This list details the number of records that will be converted to Sage 50:

Accounts: 113
Customers/Jobs: 146
Vendors: 54
Employees/SalesReps: 3
Inventory Items: 56

What would you like to do?@) Start the Conversion
() Review lists before starting the conversion

© Hebo [ cancel | [ <Back || Next> |
£ !

Figure 2-15: The Summary window display the choices you've made for conversion.

Sage 50 will convert your General Journal entries from QuickBooKs.
Almost all of the information from QuickBooks is converted, although
the Memo will be truncated to the first 160 characters. For more
information, see Appendix A (page 156). Note that the QuickBooks-
to-Sage 50 Conversion wizard converts journal entries made directly
to a customer or vendor as applied Credit Memos (customers) or
applied Vendor Credit Memos (vendors), since Sage 50 does not
permit you to assign journal entries to customers or vendors.

OK, Here We Go...Converting!

After reviewing the summary information, when you click Next, the QuickBooks-to-Sage
50 Conversion wizard begins the conversion process, and you'll see a window
displaying progress like the one shown in Figure 2-16. You're now at the part where you
don’t need to sit in front of your computer and you can, if you want, safely leave. As you
might guess, please don’t turn off your computer.
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~ Convertto Sage 50 [wm]

({; Conversion in Progress

Your company is being converted to Sage S0. When the conversion is complete, you will receive a confirmation.

Overall status

Converting and saving Inventory Items...

© tebo

Figure 2-16: You can watch the progress of conversion...or you can go to lunch.

Should | Set Up Employees and Payroll Now or
Later?

If you use the QuickBooks Payroll Service, the QuickBooks-to-Sage 50 Conversion
wizard displays the window shown in Figure 2-17 after it finishes conversion. Although
you can start the Sage 50 Payroll wizard at this point, we suggest that you wait, since
there will be a number of tasks you need to do after conversion—including using the
Sage 50 Payroll wizard—to confirm that the data in your new Sage 50 company is what
you expect it to be. So, we suggest that you select Skip this step and start using
Sage 50 and click Next.
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+ Convert to Sage 50

g; Set up Employees and Payroll

Since you have employees, you have the option to set up payroll and enter employee salary history before vou start
using Sage 50.

If you will not be using Sage SO for payroll or if you want to enter this information later, you can skip this step.

What would you like to do?

@ Skip this step and start using Sage 50

Set up payroll now

@ z

Figure 2-17: We suggest that you start using Sage 50 and postpone setting up Sage 50 Payroll.

After the Conversion

Once conversion completes, the QuickBooks-to-Sage 50 Conversion wizard displays
two more windows before opening your new Sage 50 company; these two windows
offer help on what you should do next. The first one, the “Conversion Complete” window
shown in Figure 2-18, tells you that conversion is complete and gives you the
opportunity to examine the conversion log. We’'ll examine the conversion log, along with
the process of verifying conversion, in Chapter 3 (page 42). So, click Next.

& Don’t worry; you can view the log later and we’ll tell you how in
Chapter 3 (page 42).
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+ Convert to Sage 50 3

({; Conversion Complete

Congratulations, your QuickBooks company has been converted to Sage S0.

Click Next to view the After Conversion Checklist.

@ - z

Figure 2-18: The Conversion Complete window.

The final window of the QuickBooks-to-Sage 50 Conversion wizard presents an after
conversion check list, shown in Figure 2-19, that you can use to finish setting up your
new Sage 50 company. The links in each item in this window display Sage 50 Help
topics that provide information on how to complete the item described in the checklist.
Chapter 3 also provides details for completing the setup of your new Sage 50 company,
so, click Finish. Your new Sage 50 company will open, displaying the Setup Guide,
which we’ll also discuss in Chapter 3 (page 42).
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& What should I do after conversion?

Before you begin using Sage 50, we recommend that you print and complete the After Conversion Checklist. The
ChecKlist lists steps that you should complete to help ensure a successful transition to Sage S0.

@ After Conversion Checklist

1. Review the conversion log. The conversion log reports what could not be converted to Sage S0,

. Yerify all account balances and lists. Print financial statements, aging statements, and lists to
ensure that balances and basic list data, such as names and phone numbers are converted correctly.

. Complete the Sage 50 Setup Guide. The Setup Guide walks you through setting up your company,
including default information and beginning balances.

. Reconcile all bank accounts. Bank reconciliation information is not converted to Sage S0. All
checks, deposits, bank credits, and debits that were cleared in QuickBooks come over as uncleared
transactions. You will need to manually reconcile your bank accounts in Sage 50.

. Review all invoices before printing. Markup amounts from QuickBooks are converted as line
items on invoices in Sage 50. As a result, they will appear on invoices that you print for your
customers.

Payroll Information

1. If you processed payroll in QuickBooks, your financial statement in Sage 50 may be incorrect because
payroll information cannot be converted. To correct this, you may need to make journal entries to the
trial balance in Sage 50,

T

Figure 2-19: This checklist guides you through additional tasks you should complete before you
start using your new Sage 50 company.

The information in the After Conversion Checklist window about
Payroll setup appears only if the QuickBooks-to-Sage 50 Conversion
wizard determined that you were using the QuickBooks Payroll
Service. In addition, in Figure 2-19, you can’t see the bottom portion
of the window, which contains one additional item to complete:
Review and verify employee federal allowances before running
Payroll.
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Chapter 3

When Conversion Finishes...

The QuickBooks-to-Sage 50 Conversion wizard does the bulk of the work by creating a
Sage 50 company from your QuickBooks company data. But, there’s still some work
you need to do. In this chapter, we're going to walk you through comparing the
information in your new Sage 50 company to the information in your QuickBooks
company, and we’re going to help you finish setting up your new Sage 50 company so
that you can start using it.

In this chapter:

>
>
>
>
>
>
>
>

Presenting...Your New Sage 50 Company...Ta Da!
Reviewing the Conversion Log

Ways to Verify Conversion

Checking Company Information

Working with the Setup Guide for Customers

Using Sage 50 Windows to Verify Information
Reconciling Bank Accounts

The Finishing Touches...
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Presenting...Your New Sage 50 Company...Ta
Dal

When you click Finish in the QuickBooks-to-Sage 50 Conversion wizard, the wizard
closes and opens your new Sage 50 company. The Sage 50 Setup Guide window also
appears (see Figure 3-1). The links in the Setup Guide window launch wizards that walk
you through setting up each area. You can click the links in any order, and, if you
change your mind about using a wizard, just click the Close button in the upper right
corner of that wizard, and Sage 50 will redisplay the Setup Guide window.

If you don’t want to see the Sage 50 Setup Guide window each time you open your
company, click the check box in the lower left corner of the window.

< You can always redisplay the Setup Guide whenever you need it by
clicking the File menu or the Help menu and choosing Setup Guide.

¥ *Hanson Builders , Inc. - Sage 50 Accounting (Sage 50 Complete Accounting) [a e ][=
File Edit Lists Maintain Tasks Analysis  Options Reports & Forms  Services  Window Help
~ Sage 50 Setup Guide (o] @ ==
& Customers & Sales” Search Hep
- N, Setup Guide
€3] Business Status The Setup Guide helps you get started with Sage 50. It's best to use this guide before entering any
transactions into Sage 50.
|£‘ Customers & Sales
We recommend that you follow the order below, butit's OK to skip a step if it doesn't apply to yourb — I
igw i i -
Vendors & Purchases i i | i A i i —
& To continue, click on an icon or the name of a section below. Access online training for setup hone 1 Balancel|a
55-6579 $0.00

1
('), Inventory & Services Customers 55-3422  $14,510.00 |-

The people or businesses that you sell products or services to. 55-2342 50.00
55-2253 $0.00
Jobs 55-6636 $0.00
The and d with specific projects you do for customers. For example, 55-7262 $0.00
an event planner might set up a 6-month job for the Jones’ wedding to track revenue and 55-8669 $0.00
expenses for it. 55-3262 $0.00
Vendors 55-5239 $1,286.50

Shortcuts  Customize & 55-2351 51,005.00
i

& Employees & Payroll

ﬁ Banking

#. System

Sales Invoice Thepeoplc of busihesses thacyon buy produstsiacsenvioss o 55-3423 $13,900.00
55-8298 £0.00

53-6188 50.00

Receive Money from Customer nven nd ice

Bills - Pay Bill Items that you purchase, manufacture (or assemble), and sell to customers. Inventory items can 552248 $9,397.33
CustomerList also include the services that you provide to your customers, e sG:DD E
VendorList Employees |55-9283 $0.00 .
Find Transactions The peoplewho work for your business., [ e
General Journal Entry vables Graph| Table|
LQF_: Thelist of accounts to which you assign transactions in your business.
-4 e Set Up Security
Sage 50 - E Set up usernames and passwords for other Sage 50 users.
Resource Center » lays
= = @ What should f tup Guide? i ik ~
£ivaDIes Eﬂ!;
Common tasks that peopletypically do after completing setup. |
—
7] Don't show this screen at startup. Close b
| Statements 4 | | Retuns || Reports Inteligence | | Credit Card Service Time & Billing il
= e C —
=) ) . / T by 10:37 AM
m sl ® od J i ‘ RO o0 |

Figure 3-1: The first time your new Sage 50 company opens, the Setup Guide appears.
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For the time being, close the Setup Guide and let’s review the conversion log that the
QuickBooks-to-Sage 50 Conversion wizard created for you.

The Sage 50 Setup Guide appears immediately after you finish converting your
company and each subsequent time you open Sage 50 unless you put a check in the
“Don’t show this screen at startup” box in the lower left corner of the Setup Guide
window.

It's completely safe to check this box, because you can reopen the Setup Guide window
whenever you want:

1. Click either the Help menu or the File menu.
2. Click Setup Guide, and Sage 50 redisplays the window.
When you check the Don’t show this screen at startup box and then click Close in

the Setup Guide window, a small message box appears, giving you the steps we just
gave you. So, now you've got them written down, too.

Reviewing the Conversion Log

Before we dive into comparing data in your Sage 50 and QuickBooks companies, let’s
take a brief look at the conversion log that the QuickBooks-to-Sage 50 Conversion
wizard created during the conversion process. You can open the conversion log from
the Conversion Complete window of the QuickBooks-to-Sage 50 Conversion wizard, or,
you can use the Windows Search feature to display it at any time by following these
steps:

1. Click the Windows Start button.

In the box that appears above the Start button, type IntuitConversion
(see Figure 3-2).

3. From the list that appears, click IntuitConversion.log.
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Documents (1)

__ IntuitConversion.log

-~ See more results

|IntuitConversion x | | Shutdown | » |

3 cEEIM

Figure 3-2: Type IntuitConversion in the Windows Search box.

Windows opens the conversion log using a built-in text editor called Notepad. You'll be
able to read the conversion log best if you maximize the Notepad window so that it fills
your screen. Press and hold the Windows key on your keyboard (the one between the
left Ctrl and the left Alt keys) and press the Up arrow on the right side of the keyboard.

You can use the log to help you understand what converted and what didn’t convert—
and why. The conversion log can help you track down potential issues and resolve
them. Figure 3-3 shows you what you can expect to see in a typical conversion log.
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" IntuitConversion.log - Notepad = | &[]
File Edit Format View Help
conversion started : Thursday, December 15, 2016 9:44:05 AM a

2016.12.15 - warning wvendor ID [Bayshore Caloil service} has been changed to [Bayshore Caloil serv}.

2016.12.15 - warning wvendor ID [Bruce's office Machines] has been changed to [Bruce's office machi].

2016.12.15 - warning wvendor ID [City of East Bayshore] has been changed to [City of East Bayshor].

2016.12.15 - warning wvendor ID [Custom Kitchens of Bayshorea has been changed to [Custom Kitchens of B].

2016.12.15 - warning wvendor ID [Davis Business Associates] has been changed to [Davis Business Assoc].

2016.12.15 - warning wvendor ID [East Bayshore Auto Mall] has been changed to [East Bayshore Auto M].

2016.12.15 - warning wvendor ID [East Bayshore Tool & Supply] has been changed to [East Bayshore Tool &].

2016.12.15 - warning wvendor ID [Employment Development Department] has been changed to [Employment Developme].

2016.12.15 - warning wvendor ID [Express Delivery Service] has been changed to [Express Delivery ser].

2016.12.15 - warning vendor ID [Fay, Maureen Lynn, CPA] has been changed to [Fay Maureen Lynn CPA].

2016.12.15 - warning wvendor ID [Holly Heating and E1ectric4 has been changed to [Holly Heating and E1].

2016.12.15 - warning wvendor ID [Hopkins Construction Rentals] has been changed to [Hopkins Construction].

2016.12.15 - warning wvendor ID [Kershaw Computer Services] has been changed to [Kershaw Computer Ser].

2016.12.15 - warning wvendor ID [Madrid, winnie] has been changed to [Madrid winnie].

2016.12.15 - warning wvendor ID [Mason, Elizabeth] has been changed to_[Mason_ glizabeth].

2016.12.15 - warning wvendor ID [Miller, pan] has been changed to [Miller pan].

2016.12.15 - warning vendor ID [Pacific Paint sSupplies] has been changed to [Pacific paint suppli].

2016.12.15 - warning wvendor ID [Patton Hardware Supplies] has been changed to [Patton Hardware sSupp].

2016.12.15 - warning vendor ID [Perry windows & Doors% has been changed to [Perry windows & Donr}

2016.12.15 - warning wvendor ID [QuickBooks mastercard] has been changed to [quickeooks mastercar].

2016.12.15 - warning wvendor ID [Rand, Jenn] has been changed to [Rand Jenn].

2016.12.15 - warning wvendor ID [State Board of Equalization] has been changed to [State Board of Equal].

2016.12.15 - warning wvendor ID [Thomas Kitchen & Bath]_has been changed to [Thomas kitchen & Bat].

2016.12.15 - warning wvendor ID [washuta & Son Painting} has been changed to Ewashuta & son Paint1}.

2016.12.15 - warning vendor ID [2eng Buﬁ1dﬁnE Supplies] has been changed to [Zeng Building Supplil.

2016.12.15 - warning Inventory item 2005 pickup - 2 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item 2005 van - 14 was not converted. Sage 50 does not support item type FixedAsset.

2016.12.15 - warning Inventory item Al Custom Storage sh was not converted. Sage 50 does not support item type Group.

2016.12.15 - warning Inventory item A2 Custom Storage sh was not converted. Sage 50 does not support item type Group.

2016.12.15 - warning Inventory item A3 Custom Storage sSh was not converted. Sage 50 does not support item type Group.

2016.12.15 - warning Inventory item BOM was not converted. Sage 50 does not support item type Group

2016.12.15 - warning Inventory item Chairs - 3 was not converted. Sage 50 does not support item type Fixedasset.

2016,12.15 - warning Inventory item Conference Table - 4 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item Copier/Printer - 15 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item Desks - 5 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item Desktop computer - € was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item Desktop PC (5) - 8 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item pDesktop PC - 7 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory jtem Discount was not converted. Sage 50 does not support jtem type Discount.

2016.12.15 - warning Inventory item Door set was not converted. Sage 50 does not support item type Group.

2016,12.15 - warning Item ID ?E‘ Bayshore/County] has been changed to [].

2016.12.15 - warning Item ID [East Bayshore] has been changed to [].

2016.12.15 - warning Inventory item Equipment - 17 was not converted. Sage 50 does not support item type FixedAsset.

2016,12.15 - warning Item ID ¥F1uorescent Ceiling Lighting] has been changed to [Fluorescent cCeiling].

2016.12.15 - warning Item ID [Freight reimbursement] has been changed to [Freight reimbursemen].

2016.12.15 - warning Inventory item Laser Printer - 9 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory jtem Lexus - 16 was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item Mmetal F1111n§ cabine was not converted. Sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item Office Building - 11 was not converted. sage 50 does not support item type Fixedasset.

2016.12.15 - warning Inventory item office Land - 12 was not converted. Sage 50 does not support item type Fixedasset. -

4 m L
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Figure 3-3: A typical conversion log.

Don’t be overwhelmed by what you see here; you can assume that most of the log
entries contain high-level information. For example, the first entry in Figure 3-2 lets you
know that the QuickBooks-to-Sage 50 Conversion wizard shortened a Sage 50 Vendor
ID from the original QuickBooks ID. Further down the list, warnings appear for inventory
items that didn’t convert because Sage 50 doesn’t support the inventory item types of
“fixed asset” or “Group”.

You might also see errors reported in the conversion log. For example, if your
QuickBooks company contained assign journal entries assigned to customers or
vendors, the QuickBooks-to-Sage 50 Conversion wizard reports an error because Sage
50 doesn’t allow you to assign journal entries to customers or vendors. Instead, in Sage
50, you create credit memos—and so the QuickBooks-to-Sage 50 Conversion wizard
converts these QuickBooks journal entries to credit memos and applies them to the
appropriate customer or vendor.

And, you might see errors for transactions that fall outside the open date range in your
new Sage 50 company. The QuickBooks-to-Sage 50 Conversion wizard will account for
these entries when calculating beginning balances.
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You can print the conversion log (it might take lots of paper); click the File menu and
click Print. When you finish reviewing the conversion log, click the Close button (X) in
the upper right corner of the conversion log window.

Ways to Verify Conversion

To verify the conversion, do the following:
1. Review list information, account balance information, and beginning balance

information for customers and vendors.
2. Review other stuff, like company defaults and sales taxes.

3. Do some stuff; for example, you’ll need to reconcile your bank accounts to get
correct bank account balances, and, if you're going to use the Sage 50 Payroll

Service, you'll need to set up payroll.

Let's focus first on verifying information. You can verify information using the Sage 50
Setup Guide or using Sage 50 windows. In this section, we’ll take a look at each
method.

Setting the Period

Before you print reports in Sage 50, double-check the period you're viewing; You should
be viewing the current period. Although you can select any period for a report, Sage 50
defaults to printing information for the currently selected period. The currently selected
period appears on the main screen in your Sage 50 company, just below the menus, as
a button that you can click to change the period. In Figure 3-4, we’ve drawn a red box
around the button.

~ *Hanson Builders, Inc. - Sage 50 Accounting (Sage 50 Complete Accounting) = ECH ===
File Edit Lists Maintain Tasks Analysis Options Reports &Forms  Services Window Help

. .:93 Customers & Sales Search Hep GOJ |

5 Period 12 - 12/01f16-12/31/16 ff- This is the default page ] ‘

| ‘ (f; Hide e‘ Refresh 'a System Date: 12/15/16
[}

Figure 3-4: Click the button highlighted in red if you need to change the accounting period.

Printing List Reports in QuickBooks

To verify list and balance information, you'll need reports from QuickBooks that you can
use to compare the information in your QuickBooks company with the information in
your new Sage 50 company.

To verify list information, we suggest that you print the following QuickBooks reports; in
some cases, we’ve suggested that you customize these reports in QuickBooks by
adding fields to them. The fields we suggest are, by no means, all-inclusive. You need
to determine the information to include on the reports based on the information you
stored in your QuickBooks company:
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* Contact list reports. We suggest that you customize them to include fields
that you might have used in QuickBooks. Printing these reports allow you to
quickly compare the data from QuickBooks to the new Sage 50 company.

* For customers, you might include, for example, Sales Tax Code, Tax
Iltem, Resale Number, and Account Number.

* For vendors, you might include, for example, Terms, Credit Limit, Tax ID,
and Eligible for 1099 for vendors.

* For employees, you might include Salary, Pay Schedule, Pay Period,
earnings information, filing status and allowances, just to name a
few.

* For employees, print the Payroll Item Listing, available from the Payroll Item
List window.

* For inventory items in your QuickBooks company, print the Inventory Item
Listing (available from the Item List window) and the Inventory Stock Status
by Item report (available from the Reports menu).

* For price levels, open the Price Level list, click the Price Level button, and
choose Print List.

assets from QuickBooks to Sage 50, but you can print the
QuickBooks Fixed Asset Listing available from the Fixed Asset Item
List window and use it to set up fixed assets in Sage 50.

l The QuickBooks-to-Sage 50 Conversion wizard doesn’t convert fixed

Printing List Reports in Sage 50

You can print the Sage 50 Customer, Vendor, Employee and Item lists to compare to
the corresponding QuickBooks list. Comparing these reports will give you a starting
place to look for changes you need to make in your new Sage 50 company. Follow
these steps:

1. Click the Reports & Forms menu. Sage 50 organizes report by
functional area.

2. Click the area corresponding to the list you want to print:
For customers, click Accounts Receivable.

For vendors, click Accounts Payable.

For employees, click Payroll.

o oo o

For items, click Inventory.

3. Double-click the appropriate report: Customer List, Vendor List,
Employee List or Item List. The report appears on-screen. To print a
paper copy, click the Print button on the toolbar at the top of the window.

50



In Sage 50, you might also want to print the Sales Tax Codes report, found in the
Accounts Receivable report area. And, although Sage 50 supports price levels, there is
no separate report in Sage 50 for price levels. In Sage 50, price levels are established
as part of an inventory item, so, when you review the inventory items, you can examine
their price levels.

Printing Reports to Verify Balances

To verify account and beginning balance information, you’ll need to print the
QuickBooks reports shown in Table 2-1, along with their Sage 50 equivalent.

Table 2-1: Balance-Related QuickBooks Reports to Compare to Sage 50

Reports

Profit & Loss
Standard

Balance Sheet
Standard

Trial Balance

Account Listing

Reports, Company &
Financial

Reports, Company &
Financial

Reports, Accountant &
Taxes

Reports, Lists

<Standard> Income Statement

<Standard> Balance Sheet

General Ledger Trial Balance

Chart of Accounts

Reports & Forms, Financial

Statements

Reports & Forms, Financial

Statements

Reports & Forms, General

Ledger

Reports & Forms, General

Ledger

Item Listing Reports, Lists Inventory List (for Item Reports & Forms, Inventory

Description, Class and quantity

on hand) and Inventory

Valuation (for quantity on hand

and item value)
A/R Aging Reports, Customers & Aged Receivables Reports & Forms, Accounts
Summary Receivables Receivable

Customer Open
Invoices

A/P Aging
Summary

Vendor Unpaid
Bills

Job Profitability

Reports, Customers &
Receivables

Reports, Vendors &
Payables

Reports, Vendors &
Payables

Reports, Jobs, Time &

Customer Ledgers

Aged Payables

Vendor Ledgers

Job Profitability Report

Reports & Forms, Accounts

Receivable

Reports & Forms, Accounts

Payable

Reports & Forms, Accounts

Payable

Reports & Forms, Job

Summary Mileage Reports

Employee Reports, Employees & Earnings (This report is available Reports & Forms, Payroll
Earnings Payroll in Current, Quarterly, and Yearly

Summary versions)
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The QuickBooks-to-Sage 50 Conversion wizard brings over
transactions that affect cash accounts as unreconciled. To reconcile
these accounts, we’ll show you how to customize two QuickBooks
reports at the end of this chapter, in the section, “Reconciling Bank
Accounts”.

Reviewing the Trial Balance

The Trial Balance report lists all accounts balances in your general ledger; in Figure 3-5,
you see the Sage 50 Trial Balance report. Essentially, this report is a combination of the
Balance Sheet report and the Income Statement report. By comparing the QuickBooks
Trial Balance and the Sage 50 Trial Balance, you can begin to get an idea of the areas
you need to review and correct.

While most of the account balances on the two reports will match, there are some that
probably won’t match, for various reasons due to the way the QuickBooks-to-Sage 50
Conversion wizard functions. And, of course, those account balances that don’t
match are the ones you need to target during your verification process.
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+”* General Ledger Trial Balance =x HoR| ™<=
File Edit GoTo Window Help
L L o [ 3 vl Cc
Close e I_%t Dé:%ns Co@ns Fﬁﬁs StlaEaJp !Ee E-:"na;il D Fl’ﬁiF Fin
R e I e
Hanson Builders, Inc. L3
General Ledger Trial Balance
As of Dec 31, 2016
Fitter Criteria includes: Report order is by ID. Report is printed in Detail Format.
Account ID +«»Account Description « Debit Amt«+ Credit Amt«»
{10100 Checking 172,368.93 |
+ 10300 Savings 17,810.19
110400 Petty Cash 500.00
+ 11000 Accounts Receivable 93,007.93
12000 Undeposited Funds 2,440.00
12100 Inventory Asset 30,415.99
' 12800 Employee Advances 832.00
+ 13100 Pre-paid Insurance 4,050.00
' 13400 Retainage Receivahle 3,703.02
15000 Furniture and Equipment 34,326.00
115100 Vehicles 78,936.91
+ 15200 Buildings and Improvemen 325,000.00
15300 Construction Equipment 15,300.00
+ 16900 Land 90,000.00
v 17000 Accumulated Depreciation 110,344 .60
18700 Security Deposits 1,720.00
' 20000 Accounts Payable 26,636.92
+ 20500 QuickBooks Credit Card 94.20
: 20600 CalOil Credit Card 38262
1 22500 Sales Tax Payable 602.39
: 23000 Loan - Vehicles {Van) 10,501.47
23100 Loan - Vehicles (Utility Truc 19,936.91
1 23200 Loan - Vehicles {(Pickup Tr 22,641.00
28100 Loan - Construction Equip 13,911.32
» 28200 Loan - Furniture/Office Equ 21,000.00
+ 28700 Note Payable - Bank of Any 2,693.21
: 28900 Mortgage - Office Building 296,283.00
+ 30000 Opening Bal Equity 38,773.75
» 30100 Capital Stock 500.00
+ 32000 Retained Earnings 61,756.76
» 40100 Construction Income 1,560.02
+ 40110 Design Income 36,729.25 .
< | )

Figure 3-5: The Trial Balance report lists the balance in each general ledger account.

Table 2-2 identifies accounts whose balances probably won’t match when you compare
your QuickBooks Trial Balance report to your Sage 50 Trial Balance report due to the
way the QuickBooks-to-Sage 50 Conversion wizard works.
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Table 2-2. Account Balances that won’t match

Cash (bank accounts) The QuickBooks-to-Sage 50 Conversion wizard
brings over bank balances without bringing over
reconciliation information. Until you reconcile your
bank accounts in Sage 50, their balances won’'t match
those in QuickBooks.

Accounts Receivable This balance is the sum of money that customers owe
you; if you converted lists only, none of the detail of
your customer invoices is yet in your Sage 50
company. If you converted transactions, it is still
possible that the QuickBooks-to-Sage 50 Conversion
wizard did not accurately convert a given customer’s
balance.

Accounts Payable This balance is the sum of money that you owe to
vendors. If you converted lists only, none of the detail
of your vendor invoices is yet in your Sage 50
company. If you converted transactions, it is still
possible that the QuickBooks-to-Sage 50 Conversion
wizard did not accurately convert a given customer’s
balance.

Payroll accounts These accounts won't appear in you Sage 50 Trial
Balance because the QuickBooks-to-Sage 50
Conversion wizard doesn’t convert payroll accounts.

Various income and expense accounts (and If you used subaccounts in QuickBooks, the
possibly some asset, liability, and equity QuickBooks-to-Sage 50 Conversion wizard made
accounts). these regular accounts in your Sage 50 company.

Therefore, an account balance that summed several
subaccounts in QuickBooks will not be accurate in
Sage 50; you'll need to identify the former
subaccounts and sum them to determine if the values
in your Sage 50 company are accurate.

And, of course, the sum of debits and credits at the bottom of the Sage 50 Trial Balance
report won’'t match the QuickBooks Trial Balance report if any of the accounts listed in
Table 2-2 don’t match.

As you work through the process of verifying your Sage 50 company, these balances
will come in line with each other.

Some special notes about QuickBooks and Sage 50 accounts:

* Undeposited Funds: QuickBooks sets the account type for the Undeposited
Funds account as a Current Asset, and amounts in this account appear in
the Current Assets section of your Balance Sheet. The QuickBooks-to-Sage
50 Conversion wizard sets the account type for this account to Cash, and
amounts in it appear in the Cash section of the Balance Sheet. The
QuickBooks-to-Sage 50 Conversion wizard makes this change so that you
can use the Undeposited Funds account in the Receipts window when you
specify the offsetting account for payments you receive from customers.
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* Subaccounts: Sage 50 doesn’t directly support subaccounts, so, the
QuickBooks-to-Sage 50 Conversion wizard converts subaccounts to regular
accounts. However, you can set up accounts that use department masking.
To set up masking, search for the Help topic “Account Masking”.

* Other Equity accounts: Your Retained Earnings account in QuickBooks
becomes a Retained Earnings account in Peachtree. The QuickBooks-to-
Sage 50 Conversion wizard assigns the account type of “Equity - doesn't
close” to all other equity accounts in your QuickBooks chart of accounts. The
balance in the “Equity — doesn’t close” account type in Sage 50 does not
become zero at year-end; instead, it's balance carries forward from year to
year, like common stock. You'll find another equity account type in Sage
50—the “Equity - gets closed” account type. The balance in the “Equity —
gets closed” account type does become zero at year-end, and their amounts
are moved to Retained Earnings.

You can change the account type of an equity account from “Equity - doesn't close” to
“Equity - gets closed” using these steps:

Click Maintain, Chart of Accounts.
Click the drop-down arrow on the Account ID field.

Find the account you want to change and click it to display the account’s
information.

4. Open the Account Type list and click “Equity - gets closed.”
5. Click Save.

Checking Company Information

Before you dive into working on account balances, let's take a moment to review your
company information. When converting QuickBooks company data, the QuickBooks-to-
Sage 50 Conversion wizard uses Legal Name field found in the Company Information
dialog box in QuickBooks to establish your company name in Sage 50. We mentioned
this in Chapter 1 and suggested that you ensure that you filled in that field in your
QuickBooks company before converting.

If you left the Legal Name field blank in QuickBooks, the QuickBooks-to-Sage 50
Conversion wizard used the information in the Company Name field to establish your
company name in Sage 50. The QuickBooks-to-Sage 50 Conversion wizard converted
the first company address listed from QuickBooks, federal and state IDs, and the form
of business. To verify this information or to change any of it in your Sage 50 company,
click the Maintain menu and choose Company Information to display the Maintain
Company Information dialog box shown in Figure 3-6.
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Maintain Company Information @

&
Cancel OK Help

Company Name: [Hanson Builders, Inc] |

Address:

1234 Main Street
City, ST Zip: |Santa Maria | |ca | (93458 |

Country:
Telephone: [:] Web Site: I
Fax: :] E-mail: l
State Employer ID: : Fed Employer ID:
State Unemployment 1D: [: Form of Business: [S Corporation
Directory: [C:\Users\Elaine Marmel\Documents\Sage 50 Company Files\hanbuiin

L BR

Posting Method: |I| Real-time Accounting Method:  Accrual
Direct Deposit: B Inactive
Managed Payroll: |I| Inactive

Figure 3-6: This dialog box contains the basic name and address information about your
company.

Because the following company information fields are not available in QuickBooks,
you’'ll need to supply them in Sage 50:

* Company Telephone Number
* Company Fax Number

* Company E-Mail

* Company Web Site

Working with the Setup Guide for Customers

You can let the Setup Guide walk you through verifying list and balance information as
well as other company setup tasks, such as establishing default information. Depending
on the area you are setting up, the wizard will also walk you through other related tasks;
for example, when you use the Setup Guide to set up customers, you also get the
opportunity to set up sales taxes. So, you should think of the Setup Guide as a fairly all-
inclusive tool for setting up a given area in Sage 50. But, the Setup Guide doesn’t
handle all tasks you need to complete. In this section, we’ll walk through the Setup
Guide for customer information so that you get a feel for how the Setup Guide wizards
work. But after completing this section, please continue with the information in the next
section, “Using Sage 50 Windows to Verify Information.” This section compares using
the Setup Guide to other techniques you can use to set up your company, but it also
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contains some additional tasks you need to complete that you can’t do using the Setup
Guide.

Although the Setup Guide is fairly all-inclusive, you don’t have to do
everything at one time. To stop for any reason at any time, simply
click the Close button (X) in the upper right corner of any Setup

42  Guide wizard window to redisplay the main Setup Guide window and
click the Close button to close that window. You can return to the
Setup Guide to continue your work at any time.

Reviewing Customer List Information

The first wizard in the Setup Guide for customers helps you add or edit customer
information. We’'ll be editing customers instead of adding them, but you’ll see how you
can add customers using the Setup Guide. Follow these steps:

1. Click the Help menu and choose Setup Guide. The Setup Guide
window, shown earlier in Figure 3-1, appears.

2. Click the Customers link. The first window of the Setup Guide for
Customers appears (see Figure 3-7).

=3 Sage 50 Setup Guide - Customers o] @ "

&b Customers

A customer is an individual or organization that purchases products or services from your company.

In this section you can enter as many of your customers as you want. If you dont set up all your customers now, you
can always add more later.

Would you liketo enter customers now?

@ Yes, Iwant to enter customers now

) No, Iwill do this later

Figure 3-7: In this window, choose whether you want to enter (or edit) customers.
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3. Click Yes, I want to enter customers now and click Next. A list of your
customers appears (see Figure 3-8).

=T

’/ Sage 50 Setup Guide - Customers

&% Customers

Click the "Add New Customer" button to add customers. To edit a customer, double-click a customer in the list.

When you're done entering customers, click "Next" to continue.

Customer Name ~ Customer ID Telephone 1 -
Abercrombie, Kristy Abercrombie Kristy 415-555-6579 [
Allard, Robert Allard Robert 650-555-3422
Babcock's Music Shop Babcock’s Music Sho 650-555-2342
Baker, Chris Baker Chris 415-555-2253
Balzk, Mike Balzk Mike 415-555-6636
Barley. Renee Barley Renee 415-555-7262
Bauman, Mark Bauman Mark 415-555-8669
Bolinski, Rafal Bolinski Rafal 415-555-3262
Bristol. Sonya Bristol Sonya 415-555-5239 -

[ Add New Customer ]

[ <Back |[ Next> |

Figure 3-8: Review and update any customer’s information by double-clicking that customer.

4. To review the information of an existing customer, double-click that
customer. Sage 50 opens the Maintain Customers/Prospects window
shown in Figure 3-9.
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~ Maintain Customers/Prospects E]@
File Edit GoTo Window Help
) Close T3 New T List [ Save (30 Save & New 3€ Delete % ChangeID T Event (jlog | Letters @ - ®

Maintain Customers Customer ID
Think of the Customer ID as a unique way to refer to

E B e conne o, B = = the people and companies you sell products and
<P i bercrombie Kisty 4k = Prospect services to. IDs are especialy useful if you have two or
Name: Abercrombie, Kristy 7] Inactive more customers with the same name.
r " = Where are Customer IDs used?
General | Contacts | History | Sales Info | Payment & Credt| = The customer ID is used to identify this specific
- customer in Sage 50, After you create this customer,
Bil-to contact:  Kristy Abercrombie Customer typa: Resident | you will use the customer ID to select the customer on
transactions and to find the customer in lists and on
Account number:  91-431 Telephone 1:  415-555-6579 reports. You can also sort and filter relevant kists and
Biling address: Kristy Abercrombie Telephane 2: reports using the customer ID.
& show me some examples
5647 Cypress Hll Rd Fanc:
| Keep in Mind
City, 5T, Zip: Bayshore CA 94326 E-mai: | ® The Customer ID is required. If you don't enter an
. . | 1D here, the ID will automatically be created using
Country: Web site: | the Customer Name unless you have changed this
Sales tax: S5an T-46 - Balance as of Jul 26, 2012:  $0.00 setting on the Maintain Global Options screen.
=] ® The ID can have up to 20 characters, induding
[(Copy to ship Address 1] punctuation and spaces. You cannotuse *, ?, or +
Customizable Fields in the ID.
. |
1/1/65 |
. i
Timn |
3 |
Customize these fields for your busines|

Figure 3-9: Help text appears beside the window and describes the currently selected field.

5. Review and change the information for the customer as necessary;
notice that Sage 50 divides the window into five tabs (the number of tabs
varies, depending on the type list information you’re reviewing) and you
can click a tab to review and, if necessary, change the information on
that tab.

6. When you finish reviewing a particular customer, click the Save button
on the toolbar at the top of the window.

7. Click the Close button to return to the Setup Guide window shown
earlier in Figure 3-5.

8. Repeat Steps 4 — 7 for each customer.

9. When you're done editing customer list information, click Next in the
Setup Guide window.

Remember, you can use the wizard and stop at any time during the
process—and come back later to continue. To stop for any reason at
any time, simply click the Close button (X) in the upper right corner
of any Setup Guide wizard window to redisplay the main Setup
Guide window and click the Close button to close that window. You
can return to the Setup Guide to continue your work at any time. Just
choose the answer on a given screen that indicates you've already
completed a step to move on to the next one.
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Entering Beginning Balances—Or Not

After you finish editing list information for your customers, the Setup Guide offers to let
you enter beginning balances for customers who owe you money, as shown in Figure 3-
10.

If you followed our advice and targeted your conversion so that you start using your
Sage 50 company on the first day of a month, quarter, or year, you should find that your
QuickBooks and Sage 50 Accounts Receivable (and Accounts Payable, by the way)
balances on the Trial Balance reports match each other; further, if you examine the
aging reports from both companies, you'll find that all open transactions match. So, you
really don’t need to enter any beginning balances. In the Setup Guide for Customers,
click No and then click Next.

- .
|~ Sage 50 Setup Guide - Customers o] @ (=

& Customers

Before you begin using Sage 50 to invoice customers, we recommend that you enter the amount of money that is
owed to you, We refer to this amount as the customer beginning balance. The beginning balance can be entered as
one lump sum or as individual invoices.

Do any of yourcustomers currently owe you money?(Inaccounting, this is sometimes referred
to as an "openinvoice")

Yes

Yes, but I already entered balances, orI want to skip this for now

@ No

Help [ <Back |[ Next> |

Figure 3-10: We suggest that you skip the process of entering beginning balances in the Setup
Guide for Customers.

What If Transactions are Missing from Sage 507?

If transactions are missing from your Sage 50 aging report but the Sage 50 and QuickBooks general
ledger account balances for Accounts Receivable and/or Accounts Payable match, you'll need to enter
the missing transactions as beginning balance transactions. Search Help for “beginning balances” and
review the Beginning Balances for Customers topic and the Beginning Balances for Vendors topic.
Chapter 4 walks you through setting beginning balances for employees.

60




If transactions are missing from the Sage 50 aging report but there’s no match between the Sage 50 and
QuickBooks general ledger account balances for Accounts Receivable and/or Accounts Payable, then
you'll need to determine if the missing transactions account for the discrepancy. If they do, then you need
to enter them as a Customer invoice or receipt or as a Vendor invoice or payment. (See Chapter 5 (page
122) for entering typical transactions . If they don’t, you'll need to enter some combination of traditional
and beginning balance transactions.

Changing Customer Defaults

You can set default payment, credit and finance charge terms for customers in a Sage
50 company. Sage 50 automatically assigns these defaults to any new customer you
establish, but you can override these default settings for any customer at any time.

Since you've created a new Sage 50 company, you should review the customer defaults
Sage 50 established for your company and, if necessary, change them.

When you clicked Next after you finished entering customer beginning balances, the
Setup Guide for Customers wizard displayed the window shown in Figure 3-11.

=3 Sage 50 Setup Guide - Customers o] ® @

&b Customers

Sage S0 allows you to set default payment, credit, and finance charge terms for all of your customers at once. (You
can override the defaults with individual settings for customers.)

Here are some of the overall customer defaults that have been set up for you:

Payment Terms Credit Aging
Net duein 0 day(s) Credit limit: $0.00 Ageinvoices byinvoice date,not
("Net 0%) Credit status: Notify Over Limit due date.

Apply financecharges: No

Click the"Change Customer Defaults"button to changethe defaults. Tokeep these defaults, click
"Next." (You can always change them later.)

Change Customer Defaults l

(oo ) (e )

Figure 3-11: The Setup Guide for Customers lets you examine and change customer defaults in
your company.

Click the Change Customer Defaults button. Sage 50 displays the Customer Defaults
dialog box shown in Figure 3-12.
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Customer Defaults

Why should | set up these defaults? Customer Defaults

'Ielms and Ciedit] Account Aging I Custom Fields I Finance Charges I Pay Methods

Standard Terms Sets Default Terms, Credit Limit, and Credit Status

¢ COD. Netduein [0 days |
. Cancel
)
Prepaid Discountin [0 days
(¢ Due in number of days M

" Due on day of next month Discount Percent: [0.00

" Due at end of month Credit Limit: [0.00
Credit Status: [Nolily Ovwer Limit ﬂ

Sets Default Accounts for new Customer Records, the
GL Link Accounts Sales Account can also be changed in each Customer Record

GL Sales Account |401 0o Construction Income
Discount GL Account |4D1 99 Less Discounts given

Figure 3-12: Use the Terms and Credit tab to encourage your customers to pay on time.
Terms and Credit:

You use customer terms to establish when payments are due from customers and
whether you offer customers a discount for paying early. Customer terms also tell Sage
50 how to respond if customers pay early. On this tab you:

¢ |dentify the default sales account and discount account where you want Sage 50

to assign most customer invoices.

e Establish a default credit limit for each customer, which is the highest unpaid
balance you allow your customers to reach. Once a customer exceeds his or her

established credit limit, Sage 50 displays a warning message.

e Use the Credit Status list to control Sage 50’s behavior in relation to the

customer’s credit limit when you enter an invoice.

You can record invoices without seeing any messages, regardless of the relationship
between the customer’s balance and credit limit. On the other end of the spectrum,
Sage 50 will not allow you to enter an invoice for a customer regardless of the
relationship between the customer’s balance and credit limit. In between these choices,
you can have Sage 50 display a warning or an error message when a transaction will
cause a customer’s balance to exceed the credit limit. And you can have Sage 50
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display a warning whenever you record a transaction for a customer who owes you
money even if the customer’s balance doesn’t exceed his or her credit limit.

Account Aging:

This is where you specify how you want Sage 50 to age customer invoices that you

prepare:

4. By invoice date : If you set up accounts receivable aging to age by invoice date,

the same invoice appears on the Aged Receivables report to be somewhere

between 31 and 60 days past the invoice date.

5. By due date (see Figure 3-13). If you choose to age by due date, the invoice is

due 30 days from the invoice date and appears on the Aged Receivables report

as being between 0 and 30 days past the invoice date.

[ Customer Defaults

Why should | set up these defaults?

Customer Defaults

Age Invoices by:

* Invoice date
" Due date

Aging Categories

# of

days Column Heading
1stColumn [30° 0-30
2nd Column W IT
3rd Column ‘QQT IW

4th Column Dver 90 days

Custom Fields

I Finance Charges I Pay Methods

OK

Cancel

Pl

Help

Figure 3-13: Establish aging defaults.

It's important to remember that the Aged Receivables report is not

. showing you what is past due; it is showing you the age of invoices
. based on the number of days past either the due date or the invoice

date.

Many people choose to age customer invoices by invoice date because the Aged
Receivables report then reflects how old the invoice is. Others prefer to age invoices by
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due date so that they can see how many days the invoice is overdue. As for the aging
categories at the bottom of the window, well, most people just leave them as is.

Custom Fields:

You can click the Custom Fields tab to establish labels for up to five fields for each
customer (see Figure 3-14).

Use these fields to store extra information about customers, such as noting new
customers who found your business on the Internet. Simply place a check in any
Enabled box, and type the descriptive text in the Field Labels box. When you set up
customers, you can fill in this information for each customer. The Custom Fields appear
on the Maintain Customer Information window, on the General tab.

On some reports in Sage 50, you can print this information.

=

Customer Defaults @
Why should | set up these defaults? Customer Defaults
[ Tems and Credit I Account Aging f_-_-l_f_é_;_l-_t;_n'-l_l-_]-:i-_é_l-t_i-_s-_-_-i] Finance Charges I Pay Methods
Field Labels Enabled

1| L Cancel |
2| [ Help |
3| [
4 =
5. | r

Custom fields can be used to enter extra
information about Customers. Use the fields
above to label them on all your Customer
screens. The enabled box must be checked
for text to be entered.

Figure 3-14: Set up default custom fields.
Finance Charges:

You can click the Finance Charges tab, shown in Figure 3-15, to establish the rules you
want Sage 50 to use to charge customers who pay late. Many businesses don’t charge
finance charges; others believe that finance charges encourage customers to pay on
time and therefore improve cash flow. Still others believe that charging these fees is
necessary if customers continuously ignore payment terms.

To charge finance charges, check the Charge finance charges box and then fill in the
rest of the tab. Sage 50 charges an interest rate that you specify on invoices that are
overdue by the number of days you specify. You can charge a higher rate on balances
that exceed an amount you specify, and you can specify a minimum finance charge
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amount. For details on setting up finance charges, search the Help index for “finance

charge.”

Customer Defaults

Why should | set up these defaults? Customer Defaults

[ Terms and Credit I Account Aging I Custom Fields I: Finance Chalgesi Pay Methods

Finance Charges

[T Charge finance charges

Oninvoices: [ dapsoverdue,upto: $ [poo
Annual interest rate: [0.00 %
On balances above that: [0.00 %

Minimum finance charge: $ [0.00000

I” Charge interest on finance charges

Finance Charge GL Account:

Appears on invoices and statements as: I LI

[7 Print finance charge waming message as:

I

=)

oK
Cancel

Help

Flie

Figure 3-15: Establish default finance charge options.
Pay Methods:

e You can click the Pay Methods tab, shown in Figure 3-16, to establish default

payment methods that your company accepts. In the boxes provided on this tab,

type the names of the payment methods your company accepts, such as cash,

checks, wire transfers, credit cards or other methods your company accepts.

Sage 50 displays these payment methods when you record payments you

receive from customers, and you can include the Payment Method field on

reports. For example, you can add this field to the Cash Receipts journal and

filter the journal to see only transactions of a particular pay method.

On the Pay Methods tab, you also can choose to assign Deposit Ticket IDs, which help
you group customer payments, in either the Receipts window or the Select for Deposit
window. You typically use the same Deposit Ticket ID for all customer payments that
you plan to deposit in the bank at the same time. Most people assign the Deposit Ticket
ID in the Select for Deposit window. See Chapter 5 (page 122) regarding using the

Select for Deposit window.
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After setting your payment methods, Click OK to save your changes and return to the
Setup Guide for Customers window. Then, click Next.

Customer Defaults ==
Why should | set up these defaults? Customer Defaults
[ Terms and Credit I Account Aging I Custom Fields I Finance Charges I Pay Methods
Payment Methods
: ; -DK
F Payment Met You may add up to 10 methods of payment that your business
o | < S accepts. This list is available from the sales/invoicing and
1 Cash receipts screens. ﬂl
2 Visa Help ,
3 Mastercard
4
5
6
7 Assign Deposit Ticket IDs:
8 " InReceipts
3 * |n Select for Deposit
10

Figure 3-16: Set up payment methods your company accepts.

Setting Up Sales Taxes

The Setup Guide for Customers offers you the opportunity to set up or review sales
taxes. QuickBooks uses sales tax items and sales tax groups. The QuickBooks-to-Sage
50 Conversion wizard converts each QuickBooks sales tax item to a sales tax agency in
Sage 50. Similarly, the QuickBooks-to-Sage 50 Conversion wizard converts each
QuickBooks sales tax group to a sales tax ID in Sage 50, and each sales tax ID
contains the respective sales tax agencies you found in the corresponding QuickBooks
sales tax group.

In QuickBooks, you assigned each customer is assigned a default sales tax item. The
QuickBooks-to-Sage 50 Conversion wizard assigns that same sales tax item—now
called a sales tax ID—to the customer in your new Sage 50 company.

In this section, you learn how to verify that the sales tax elements
you'll need to use your Sage 50 company are established correctly.
1 But, regardless of whether you converted transactions or only lists,
*A' we believe you'll find that the Sales Tax Payable amounts that
appear on your Sage 50 and QuickBooks Trial Balance reports do
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not match. For details on bringing these values in sync, see the
section, “Examining Sales Taxes” (page 74) later in this chapter.

In the Setup Guide for Customers, click Yes, | collect sales tax from my customers
and then click Next. The Setup Guide for Customers handles sales tax setup in three

steps.

1. First, you establish a sales tax vendor—the entity to whom you send the sales
tax money you collect (see Figure 3-17). Since we’re dealing with a company you
converted, you simply need to make sure that the vendor(s) to whom you pay
sales tax appear in the list of vendors shown. You can double-check their
information by double-clicking them; if you do review their information, click Save
and the Close on the toolbar at the top of the Maintain Vendors window.

= Sage 50 Setup Guide - Customers o] @ @
&b Customers

Step 1 of 3: Sales Tax Vendor

This vendor is typically the government agency or bank where you send your sales tax checks. (An example is
“[vour state] Department of Revenue™)

Click the “Set up Sales Tax Vendor” button to add a vendor. To edit a vendor, double-click the record.

‘When you are done setting up vendors for sales taxes, click “Next” to continue.

Vendor Name ~ Vendor ID Contact Telephone 1 -
Bayshore Auto Mall East Bayshore Auto | Jason Hepler 415-555-8785
Bayshore CalOil Ser Bayshore CalOil Ser Kurt Rutherford 415-555-7378
Bayshore \Water Bayshore \Water N/A 415-555-0111
Bruce's Office Machi Bruce's Office Machi Bruce Anderson 650-555-8923 -
I Set up Sales Tax Vendor ]

(<nck ) [Re>

Figure 3-17: Make sure your sales tax vendors exist in this list.

2. Now, click Next to display the second step in the process (see Figure 3-18). If
you needed to set up a new sales tax, you would click the Run the Sales Tax
wizard button, but again, we're dealing with a company you just converted that
already has sales taxes established.
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[ Sage 50 Setup Guide - Customers o] ® [scm)|

&b Customers

Step 2 of 3: Set Up Sales Taxes
Now youll set up sales taxes,

To set up sales taxes, you need to run the Sales Tax wizard. This wizard walks you through setting up the sales
taxes that are collected from your customers.

The wizard collects information about how your sales tax is calculated, who you send the taxes you've collected
to, and which account you want to use track the sales tax. Once you have set up sales taxes, they can be
assigned to a customer or invoice or other form.

Click "Run Sales Tax wizard” to set up sales taxes. When you're done, click "Next” to continue.

Sales Tax Name Sales Tax ID Total Tax Rate -
CA sales tax, Sa San D-45 7.50000
CA sales tax, Sa San T-46 7.75000 :
City Sales Tax East-53 .30000
Out-of-state sale Out 0-44 0.0000000000001
Sales Tax E. Ba-54 8.05000 -
[ Run the Sales Tax wizard ]

(<o ) (R )

Figure 3-18: This window lists sales taxes already established in your company.

3. You need to check the sales taxes, so, double-click each tax in the window.
When you double-click a sales tax, the Setup Guide for Customers displays a
portion of the Sales Tax Setup wizard—the Edit Sales Tax window (see Figure 3-
19). In this window, you can change the name of the sales tax if you want,
specify whether you charge sales tax on freight, and confirm the rate you're
charging and the agencies that should be included in this sales tax.
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% Edit Sales Tax

Salestax10: E.Ba-54
Sales tax name:

Do you charge sales taxes on freight?

Please select which existing agencies should beincluded in this sales tax:

Agency Name 1D
CA sales tax, San Tomas County
City Sales Tax
CA sales tax, San Domingo Coun
Out-of -state sale, exempt from

Dlﬁng

Add New Agency Total tax Rate: 8.05000%

© Heo Cancel | [ <Back || Finish |

Figure 3-19: Review the setup for a sales tax.

You can confirm that the tax will be remitted to the correct sales tax vendor if you click

the Edit link beside the tax; Sage 50 displays the Edit Sales Tax Agency window (see
Figure 3-20).
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(7 set Up Sales Taxes [o-@ 1

% Edit Sales Tax Agency

Taxes change from time to time and you may need to update the amount that gets reported to a tax agency. For
example, if Georgia changes its rate from 4% to 5%, you can update this one time and the changes will be used
throughout the system.

Sales tax agency ID; East-53

Sales tax agency name: SRR

Which vendor do you send the taxes you've collected to? City of East Bayshor | v
* How are sales taxes calculated for this agency? [hy single rate v]
* Rate: 0.30000 %
* Select an account to track sales taxes: 22500 v
* = required field
@ Helo [ cancel | | <Back | Finish |

Figure 3-20: This window shows you the details for the setup of your sales tax, including the
vendor to whom you remit the tax and your sales tax liability account.

If you don’t need to make any changes, click Cancel. If you need to save changes, click
Finish. In either case, the Setup Guide for Customers redisplays the Edit Sales Tax
window shown previously in Figure 3-19. Again, if you don’'t need to make any changes,
click Cancel to return to the Setup Guide for Customers. If you need to save changes,
click Finish and the first screen of the Sales Tax wizard appears; click Cancel to
redisplay the Setup Guide for Customers. Then, click Next to display the third step for
establishing sales taxes; in this step, you make sure that the correct sales taxes are
assigned to customers. Follow these steps:

1. Click the Assign Sales Tax to Customer button to display the Maintain
Customers/Prospects window.

2. Using the Customer ID drop-down list, select a customer.

Make sure that the correct sales tax appears in the Sales tax list box
(see Figure 3-21).
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" Maintain Customers/Prospects @ [
File Edit GoTo Window Help
@Clnse 9 New ) List Save {3 Save & New %Delete % Change ID ‘__Fg Event |4 Log Letters [(c|Reports ~ O s

Maintain Customers
*Customer ID:  Cook Brian v E@ [ Prospect
Mame: Cook, Brian [ 1nactive

General | Contacts | History | Sales Info | Payment & Credit|

Bill-to contact:  Brian o. Carol Customer type: Resident [~
Account number: Telephone 1@ 415-555-2248
Billing address: Brian K. Cook Telephone 2:  S55-0220
345 Cherry Lane Fax:
City, ST, Zip:  Middlefield CA 94482 E-mail: @
Country: Web site: @]
Sales tax: TR [+ Balance as of Jul 27, 2012:  40.00
E. Ba-54 Sales Tax 8.05000%
East-53 City Sales Tax 0.30000%
Customizable Field| Out 0-44 Out-of-state sale, exempt from 0.00000%
San D-45 CA sales tax, San Domingo C... 7.50000%
San T-46 CA sales tax, San Tomas Cou... 7.75000%

ize these fields for your business

O Newt r}.‘i]w @

0K Cancel Find Help

Figure 3-21: Make sure that the customer is using the correct sales tax.
4. Click the Save button on the toolbar at the top of the window.
5. Repeat Steps 2 through 4 for each customer.

6. Click the Close button on the toolbar at the top of the window to
redisplay the Setup Guide for Customers final screen of setting up sales
taxes.

7. Click Next.

Setting Statement and Invoice Printing Options

We're almost done setting up customers; the last screen of the Setup Guide for
Customers gives you the option to review and change statement and invoice printing
options. Click the Change Statement and Invoice Defaults button to display the
Statement/Invoices Defaults dialog box shown in Figure 3-22.
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-

Statement/Invoices Defaults @

Why should | set up these defaults?

Activity and Balance Print Options oK

Print statements for customer accounts with:

. 3 Cancel
[ Any activity since the last statement was printed

[V Balances at least: $ | 0.00 Help

[T Atleast one invoice | 0 days past due

Flils

In addition to the above options, print statements with:

MNegative balances: |Never L]
Zero balances: INever ZI

Set Default Statement Type to:
(¢ Balance Forward
" Dpen ltem

Company Print Option

[ Print your company name, address, phone number,
and fax number on invoices and statements.

Figure 3-22: Use this dialog box to control the information printed on statements and invoices.

For example, place a check mark in the last check box to include your company
information (e.g., name, address, and phone numbers) to appear on the top of invoices
or statements. When you print statements or invoices, Sage 50 prints your company
information as it appears in the Maintain Company Information window.

Use the rest of the boxes on the Statement Print Options tab to control the customers
selected when Sage 50 prints statements:

* Any activity since the last statement was printed -- To print a statement
for any customer who has purchased something from you since the last time
you printed statements, select this option

* Balances at least check box and supply a minimum balance number--Prints
statements for customers with balances equal to or greater than the
minimum balance.

* If you place a check mark in the At least one invoice x days past due
check box and then type a number of days overdue, Sage 50 will print
statements for any customers who have an invoice overdue by at least the
number of days you entered.
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* Use the Negative balances list box to specify whether Sage 50 should print
statements for customers with credit balances—the people to whom you owe
money. You can choose Always, Never, or Only when the above options
apply.

* Use the Zero balances list box to specify whether Sage 50 should print
statements for customers whose balance is 0. You can choose Always,
Never, or Only when the above options apply.

Strangely enough, these check boxes are yes-or-no questions, but
the check boxes in this section of the dialog box work together. If a
customer meets any condition that you have checked, Sage 50 will
print a statement. For example, suppose that you place a check
mark in the Any activity since the last statement was printed box

. and also in the Balances at least check box and you supply $1.00

4@ as the minimum balance. Sage 50 will print statements for all

customers who have bought something from you and all customers
whose balance is greater than $1.00. So, even if you did not want to
print statements for customers with O balances, Sage 50 will print
statements for those customers if they have bought something and
paid for it. Be sure to examine the logic of all the boxes you choose
to check.

Sage 50 can print balance forward statements, similar to the way information appears
on a MasterCard or Visa credit card bill, where an invoice appears only once on a
statement and its balance subsequently becomes part of the Previous Balance line. Or
Sage 50 can print open item statements, where all outstanding invoices—the ones that
aren’t paid in full—appear on the statement.

Using the Dunning Messages tab, you can specify four gentle or not so gentle
reminders that may appear on statements that an account may be overdue. You enter
each message and then determine the invoices on which it will appear by entering a
number of days overdue. The message that appears on a customer statement depends
on the length of time a customer’s account is overdue; Sage 50 displays the message
associated with the customer’s oldest overdue invoice.

When you finish, click OK and the Setup Guide for Customers wizard reappears. If you
click Next, the wizard will ask you if you want to proceed to set up jobs or skip jobs and
set up vendors, or return to the main Setup Guide window. For our purposes, click
Return to the main Setup Guide screen and then click Next or just click the Close
button (X) in the upper right corner of the Setup Guide for Customers. On the main
Setup Guide window, click the Close button.

Now, go take a break!

Using Sage 50 Windows to Verify Information
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Let's suppose that you felt compelled to walk through the entire Setup Guide for
customers in one sitting (it happens, particularly to Type A personalities) and that made
you a bit crazy. You can, if you prefer, do everything you did using the wizard without
using the wizard.

We’re not going to take you through lots of details in this section; in most cases, you
can use topics in Sage 50 Help. Instead, we’re going to show you how to get to the
windows you need to complete a particular action. You can then work things through at
a pace that makes you comfortable.

While not up-to-date for the latest Sage 50 product, Peachtree for
Dummies, 3 Edition will provide you with many of the details you
need to set up a new company—and they’re still accurate today.

Setting Up Company Defaults

Sage 50 contains a series of dialog boxes that you use to set defaults for various areas
of your company. Specifically, you can click the Maintain menu and point at Default
Information to see the list of choices you can make to set defaults (see Figure 3-23).
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Customers/Prospects..,
Vendors...

Ernployees/Sales Reps...

Payroll 3

Chart of Accounts...
Budgets...

Inventory Iterns...

Itemn Prices...

Job Costs »
Make Records Inactive...

Fixed Assets

Company Information...

Memorized Transactions 4

Default Information » Customers...
Sales Taxes... Vendors...
Users » Employees..,

Payroll Setup Wizard

Inventory Items...
Jobs...
Statement/Invoices...

Check Printing...

General Ledger...

Figure 3-23: You can click any choice on this menu to open the dialog box that controls defaults
for that area of the program.

We suggest you hold off on setting employee defaults until Chapter 4, where we walk
you through setting up payroll, but you can open all of the other dialog boxes to review
and, if necessary, change the information.

Guide for Customers,” (page 54) you saw the Customer Defaults

8 If you followed the discussion in the section, “Working with the Setup
@ dialog box shown earlier in Figures 3-14 through 3-18.

Examining Sales Taxes

You can review the sales taxes that the QuickBooks-to-Sage 50 Conversion wizard
established for you company by using the Sales Tax wizard. Here are a couple of notes
to help you understand how QuickBooks and Sage 50 manage sales tax:
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e QuickBooks uses sales tax items and sales tax groups. The QuickBooks-to-
Sage 50 Conversion wizard converts each QuickBooks sales tax item to a
sales tax agency in Sage 50.

e Similarly, the QuickBooks-to-Sage 50 Conversion wizard converts each
QuickBooks sales tax group to a sales tax ID in Sage 50, and each sales tax
ID contains the respective sales tax agencies you found in the corresponding
QuickBooks sales tax group.

e In QuickBooks, you assigned each customer is assigned a default sales tax
item. The QuickBooks-to-Sage 50 Conversion wizard assigns that same
sales tax item—now called a sales tax ID—to the customer in your new Sage
50 company.

To verify that sales taxes are set up correctly, open the Maintain menu and click Sales
Taxes. The Set Up Sales Taxes window appears; click View all sales taxes and
associated agencies and click Next. Sage 50 displays the View All Sales Taxes
window shown in Figure 3-24.

Click any sales tax in the top portion of the window; the bottom portion of the window
displays the details for that sales tax.

+” SetUp Sales Taxes =scy =™

% View All Sales Taxes

Select asales taxin the first table below. The associated sales tax agencies appearin the bottom table.

Sales Taxes

Sales Tax Name 4 Sales Tax ID Tax Freight
CA sales tax, San Domingo Coun | San D-45
CA sales tax, San Tomas County | San T-46
City Sales Tax |East-53
Out-of -state sale, exempt from | Out 0-44
Sales Tax k E. Ba-54

Sales Tax Agencies for Sales Tax Sales Tax

Sales Tax Agency Name Sales Tax Agency ID Rate Vendor Account

Cy Sales Tax East-53 0.30000% City of East... | 22500
CA sales tax, San Tomas C... San T-46 7.75000% State Boar... | 22500

Finish
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Figure 3-24: Click a Sales Tax to view the Sales Tax agencies.

You can check the sales tax assignments to your customers in your Sage 50 company
by comparing two reports:

*  The QuickBooks Customer Phone list report that you customized to include
the Sales Tax Code and Tax Item and

*  The Customer Master File List in Sage 50 (click Reports & Forms,
Accounts Receivable, Customer Master File List).
You also need to compare your sales tax liability in your new Sage 50 company with the
liability shown in your QuickBooks company.

In QuickBooks, print the Sales Tax Liability report (choose Reports, Vendors &
Payables, Sales Tax Liability) for the current period. The Sage 50 equivalent of the
QuickBooks Sales Tax Liability report is the Taxable/Exempt Sales report. To print the
Taxable/Exempt Sales report, choose Reports & Forms, Accounts Receivable,
Taxable/Exempt Sales.

Reconciling Bank Accounts

The QuickBooks-to-Sage 50 Conversion wizard converts bank account balances but
doesn’t retain reconciliation information. So, you need to reconcile your bank accounts
in your new Sage 50 company. And, the Setup Guide doesn’t walk you through this
process, so, we will.

To make this process easy, print a customized version of the Check Detail and the
Deposit Detail reports in QuickBooks. Follow these steps:

1. Click the Reports menu, point at Banking and then click Check Detail.

2. When the report appears on-screen, click the Customize Report button.
The Modify Report: Check Detail dialog box appears.

3. In the Dates list box, select All.

4. In the Columns list, click ClIr to add that column to the report. This field
will help you easily distinguish the cleared checks on the report.

5. Click OK. The customized report appears on-screen.

6. Print the report so that you can reconcile the accounts in Sage 50.
Repeat these steps for the Deposit Detail Report, except, in Step 1, choose Deposit
Detail instead of Check Detail.

You're now ready to reconcile your first bank account in Sage 50. Follow these steps:

1. Click the Banking center.
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2. Click the Reconcile Accounts button. The Account Reconciliation
window appears (see Figure 3-25).

~* Bccount Reconciliation 13][@]
File Edit GoTo Window Help
fuy s & :
Ll & & E &80
{account to Recondie: | 10100 IR checking | Account Reconciliation
Eeh;tft:':;::;k N?E?:;s ) E::::: elg? :g ﬁjgi Show: [, Deposits and Bank Credits First | v | Statement Date: [Nov 30, 2016 [ =]
Status | Reference I Deposit/Bank Credt | Check/Bank Debit | Date | PayeefDescription | «
B Setup 7 27,874.62 Dec 31, 2014 Opering Balance - Bank Balance - Checking Acco... |=
DEPO1152015 1,228.18 Jan 15, 2015
=4 DEPO1172015 15,281.67 Jan 17, 2015
B DEPD1Z52015 31,474.25 Jan 25, 2015
=4 DEP02022015 1,040.00 Feb2, 2015
DEP02092015 271.53 Feb 9, 2015
B DEP02ZE2015 25,471.56 Feb 28, 2015
B DEP03202015 6,276.80 Mar 20, 2015
=4 145 0.00 Apr 19, 2015 Sergeant Insurance
B DEP04202015 16,500.00 Apr 20, 2015
=3 DEP0S312015 16,500.00 May 31, 2015
B 167 0.00 Aug 5, 2015 City of East Bayshore
=4 188 0.00 Aug s, 2015 Ciy of East Bayshore
B DEPOS292015 36,575.00 Aug 29, 2015
=4 DEP10102015 16,115.00 Oct 10, 2015
1,000.00 Oct 18, 2015 Deposk Tickst
B 1,519.39 Nov 4, 2015 Depost Ticket
B DEP12052015 5,079.48 Dec S, 2015
1= DEP12092015 1,867.89 Dec 9, 2015
=4 DEP12182015 3,516.05 Dec 18, 2015
=3 DEP12202015 1,867.89 Dec 20, 2015
DEPO1062016 95.69 Jan, 2016
& DEPO1072016 1,924.40 3an7, 2016
DEPO1072016-1 210.00 an7, 2016
& DEPO1172016 400.00 Jan 17, 2016
B DEP01272016 2,092.00 Jan 27, 2016
g DEPO1312016 13,900.00 Jan 31, 2016 i
Key: [JUndeared [ Cleared [ Autocleared  J New Bank Record
[#] Statement EndngBalance -  Outstandng Checks  +  DepostsinTranst -  GL(System)Balance = |8 Unweconcled Diference
3,532.59 0.00 166,824.11 (170,356.70)

Figure 3-25: The Account Reconciliation window.

3. Open the Account to Reconcile list and choose a bank account
(highlighted in red in Figure 3-28).

4. For the Statement Date located at the right edge of the window, select
the last date of the month before the day you converted to Sage 50. For
example if you converted on December 15, 2016, select November 30,
2016 as the Statement Date.

5. Using the QuickBooks Check and Deposit Detail reports, mark all of the
checks and deposits that have cleared. You can click the check box in
the Status column or you can click the Multiple button at the top of the
window to display the Clear Transactions dialog box shown in Figure 3-
26, where you can enter a date range or reference number range and
clear the entire group quickly.
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[ Clear Transactions @
Clear transactions by:
Type: | all LI
(" Reference Number From: I To: I
(¥ Date Range From: IDec 1, 2014 To: |11,fsu,r1s|
QK | Cancel | Help |

Figure 3-26: Use the Clear Transactions dialog box to quickly mark a group of transactions.

6. Finally, in the Statement Ending Balance field at the bottom left side of
the window and highlighted in cyan in Figure 3-28, enter the
Unreconciled Difference amount that appears at the bottom right side
of the window, highlighted in green in Figure 3-28. Making this entry
ensures that future account reconciliation reports are accurate.

7. Click OK to save.

Repeat these steps for each bank account, and we also recommend that you reconcile
Undeposited Funds Account so that your Account Reconciliation reports will be
accurate.

In Sage 50, you can reconcile any Cash account, and we suggest that you reconcile all
cash accounts. Reconciling a cash account marks transactions as cleared; during the
purging process—usually performed at the same time you close the year—Sage 50
removes cleared transactions for the year you choose to purge. Removing these
transactions keeps your data files smaller—always a good thing.

If you converted transactions and prepared payroll for your
QuickBooks company, the balance of the bank account(s) from
which you issued paychecks won't be correct in Sage 50 at this

"A' point. You need to update, as described in Chapter 4 (page 81), the
Sage 50 accounts in your general ledger that are affected by
payroll—your payroll bank account, payroll liability accounts, and
payroll expense accounts.

The Finishing Touches...

If you don’t prepare payroll for your company, then you’re ready to compare your
QuickBooks Trial Balance report and your Sage 50 General Ledger Trial Balance report
once again.

Don't forget that Sage 50 doesn’t support subaccounts, so, some account balances—
typically income or expense accounts—may appear to be incorrect but actually simply
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need to be combined. For any accounts that don’t match, see Chapter 5 for information
on how to proceed.

Once your balances match, you're ready to start using your new Sage 50 company.

If you do prepare payroll for your company and you converted transactions, skip the
comparison of the Trial Balance reports for now and turn the page to read Chapter 4.
After you set up Payroll and enter payroll account beginning balances, you'll be ready to
compare the Trial Balance reports.

If you prepare payroll and you converted lists only, the QuickBooks-
to-Sage 50 Conversion wizard brought over your general ledger
payroll account balances—you’ll see them on your Sage 50 Trial
Balance report—but the wizard did not bring over payroll wage
information for employees. You need to read Chapter 4 to set up
payroll before you start using your Sage 50 company; you'll just skip
the section in Chapter 4 that describes how to establish payroll
account balances.
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Chapter 4

Setting Up Payroll

Although the QuickBooks-to-Sage 50 Conversion wizard can convert employee name and
address information—basic list information—the wizard unfortunately cannot convert wage
information and much of the information you need to run payroll.

In this chapter:

» In this chapter, we're going to walk through the process you follow if you opt to handle

payroll internally, and we assume that you will also subscribe to the Tax Update Service.

» We also assume that you didn’t take start your new company on January 1—and
therefore, you've got some background information for payroll that you need in your new

company.

and to transaction converters; list only converters should skip the

l The information in this chapter applies to both list only converters
section, “Establishing Payroll Account Balances” (page 107).

You have some options for handling payroll:

* You can subscribe to Sage 50’s Full Service Payroll, which is an external
service powered by CompuPay. If you choose this option, you don’t need to
do anything described in this chapter.

* You can opt to handle payroll internally, in which case you’ll need to run the
Payroll Setup wizard to establish the payroll settings for your company.

If you want Sage 50 to calculate payroll taxes, deductions, and
benefits, you'll need to purchase a subscription to a Sage 50 Payroll
Solution; these solutions include the Sage Tax Update Service. If
you don’t purchase a payroll solution, you will need to manually

¢ calculate and enter payroll check amounts, complete payroll tax
forms, and track all changes to tax laws. Contact Sage at 877-336-
1420 or a Sage 50 Certified Consultant to purchase a subscription or
you can purchase a subscription online—the Payroll Setup wizard
provides the link you'll need.

The process involved in setting up your company to use payroll involves four general steps:
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1. Using the Payroll Setup wizard to set up payroll information such as the
deductions you offer,

2. Establishing company defaults for employee information,

3. If you converted transactions, entering a journal entry to record your year-
to-date payroll account balances, and

4. Entering beginning balances for employees to make sure that payroll
reports—particularly W-2's and quarterly reports for filing taxes—are
correct.

Getting Started with the Payroll Setup wizard

You run the Payroll Setup wizard to establish basic payroll information, such as the
state in which employees work, 401k and other deductions, and vacation and sick time.

As you answer the prompts in the Payroll Setup wizard, Sage 50 will create most of the
common payroll fields used in calculating payroll deductions and taxes. For example,
one window in the wizard asks you to supply your company’s unemployment
percentage. Based on the percentage you enter, Sage 50 creates the state
unemployment insurance (SUI) employer tax field and calculation formula that applies to
it.
The Sage 50 Payroll Setup wizard helps you establish the following payroll-related
information:

* State and locality defaults

*  State unemployment percentage and limit

* General ledger account defaults for payroll fields

* Common federal and state payroll fields for employee-paid and company-
paid taxes

*  Payroll fields for employee vacation and sick time

*  Payroll fields for employee and employer contributions to retirement plans
(401K, 403(b), etc.), insurance plans, and flexible spending accounts

*  Payroll fields for employee tips and meals

You don't have to work all the way through the Payroll Setup wizard
in one sitting. Instead, you can click the Save for Later button on
any window in the wizard and then return to it to at a later time to
complete payroll setup.

To start the Payroll Setup wizard, on the Employees and Payroll tab, click the Payroll
Setup button and then select , Payroll Setup Wizard. Sage 50 displays the opening

window of the wizard, which explains the types of actions you’'ll be taking as you walk
through the wizard (see Figure 4-1).

82



» Payroll Options

» Company Information
» Benefits

» Taxes

» Setup Complete

Home

The Payroll Setup Wizard walks you through entering the payroll information for your company.

From this wizard you can:
= Choose Payroll Options (Choose between Full Service or In-House solutions)
= Enter Company Information (Federal & State Employer IDs, Pay Types, etc.)
« Set Up Benefits (Vacation, Sick, Insurance Plans, Retirement, Flexible Spending Accounts, etc.)

= Set Up Taxes (Select GL accounts for taxes you collect, Create local taxes)

Click Next to begin setting up the payroll options for your company.

[ Cancel ] [ Save for Later ]

Figure 4-1: The opening window of the Payroll Setup wizard.

Click Next to display the Payroll Options window of the wizard (see Figure 4-2).
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~ Payroll Setup Wizard =

" Payroll Setup Wizard
» Home Payroll Options
» Payroll Options Before you can beqgin setting up payroll, choose whether you want to use our Full Service Payroll

solution or our Do It Yourself In-House payroll option.
s Tal it 17 Call 1-800-336-1420 for more information.

S PeRafite ~ Full Service Payroll » Order online nov Learn more

Sage 50 Managed Payroll powered by CompuPay is our full-service payroll solution.
» Taxes Experienced professionals process payroll foryou. Simply approveyour payroll online and we
do the rest. This solutionincludes:

» Setup Complete = Accurate, on-time taxdeposits &filings = Employee withholding calculations

= Directdeposit = Paycheck delivery, or print from your PC
= Penalty-free guarantee = W-2 processing
@ Do It Yourself In-House Learn more
Select this option if youwant to run payroll yourself. With this solutionyou can:
* Enter employee information = Print paychecks
» Calculate payroll taxwithholdings * Run payroll reports

You can choose to have us update your tax calculations (including formulas, regulatory
changes, and limits) and provide you with tax forms. Plus, you can add direct deposit and
e-filing for taxforms, including W-2s.

gH_elg I Cancel ] I Save for Later I I < Back ] [ Next > J

Figure 4-2: Use this window to select how you want to handle payroll.

If you choose the Full Service Payroll option, you need to order it online, and then you
don’t need to complete anymore of the Payroll Setup wizard. But, as we explained
earlier, we're assuming that you plan to prepare payroll in-house, so click the Do It

Yourself In-House option and then click Next. The second screen of Payroll Options
appears (see Figure 4-3).
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= Payroll Setup Wizard ==

Payroll Setup Wizard

» Home Payroll Options — Do It Yourself In-House

Choose between our two different Do It Yourself In-House payroll options.
1i7) Call 1-800-336-1420 For more information.

» Payroll Options

» Company Information . )
@ Tax Update Service (recommended) » Order online now Learn more

» Benefits Run your own payroll while we update your payroll and tax information For you,

» Get up-to-date tax Formulas. This ensures accurate tax calculations because we
» Taxes track tax changes for you.

= Quickly and accurately prepare employee paychecks because deductions and
» Setup Complete withholdings are automatically calculated for you.

= Select from over 250 updated federal and state payroll Forms, including W-2,
that are printable and signature-ready for filing.

/] I have already ordered Sage 50 Select Payroll or

Sage 50 Simple Payroll

Do It Yourself Learn more
Enter all payroll infarmation yourself, Choosing this option will require you to:

= Manually calculate and enter amounts on your payroll checks (no tax Formulas),

= Manually complete your payroll tax Forms (W-2's, 941, etc.),

= Manually track all changes to tax laws, limits and calculations.

OH_EEQ [ Cancel ] i SaveforLater | | <Back J [ Next > J

Figure 4-3: Order a payroll subscription and register it.

Use this window to indicate that you want to subscribe to the Tax Update Service. By
subscribing, you ensure that Sage 50 calculates payroll accurately.

If you have not yet purchased your Payroll Subscription, call 1-800-336-1420 or click the
Order Online Now link, and a web page will appear, where you can purchase the
Simple Payroll solution or the Select Payroll solution, depending on your need for e-
filing tax forms. The Managed Payroll solution that appears on the web page is the
choice to make if you want to completely out-source payroll to CompuPay. After you
purchase your payroll subscription, you'll be supplied with a registration number. In the
Payroll Setup wizard, check the | have already ordered Sage 50 Select Payroll or
Sage 50 Simple Payroll and then click the Register Now button. A dialog box appears
where you can enter your registration number; when you click OK, a message appears,
letting you know that you successfully registered your payroll subscription; the message
also lets you know when your subscription ends—typically in November, you'll need to
update the subscription to include the following year’s tax updates.

Click Next to display the Other Payroll Options window (see Figure 4-4).
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= Payroll Setup Wizard

» Home Other Payroll Options

Did you know we also offer Direct Deposit and e-filing options?

@ Call 1-800-336-1420 for more information.
» Company Information

» Benefits
Direct Deposit Learn more
» Taxes You can add direct deposit to any in-house solution to make paying your employees

even easier. Our direct deposit solution seamlessly integrates with Sage 50.

» Setup Complete » Order Direct Deposit online now

I Cancel ] [ Save for Later I [ < Back

Figure 4-4: Use this window to order direct deposit services.

If you need direct deposit services, contact a Sage 50 Certified Consultant, call 1-800-
336-1420, or click the Order Direct Deposit Online link to order the service.

Click Next to display the Company Information window (see Figure 4-5).
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[r" Payroll Setup Wizard ]

Payroll Setup Wizard

» Home Company Information

» Payroll Options

Company name: Hanson Builders, Inc.
Federal Employer ID: 00-1234567
State Employer ID: 123456789
» Benefits * State: CA |v
State Unemployment ID: 123456789 What is this?

» Taxes

State Unemployment Rate: 5.25000 % What is this?
» Setup Complete

Do you want to record employee meals and tips? () Yes @ No What is this?

* = required field

[ Cancel J [ Save for LaterJ [ < Back J [ Next > J

Figure 4-5: The Company Information window.

Sage 50 enters as much of this information for you as it can, using the information you
stored in the Maintain Company Information window. If you didn’t supply your State
Unemployment ID number in the Maintain Company Information window, you’ll need to
enter it here, along with your company’s unemployment rate (entered as a percentage).
And, if you need to record employee meals and tips, click Yes; otherwise, click No.

Click Next to display the Pay Types window (see Figure 4-6).
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=2 Payroll Setup Wizard ]

Payroll Setup Wizard

» Home Pay Types

Enter the pay types (types of compensation offered to employees) and GL accounts you want to

Aot et use ko pay both hourly and salaried employees.

» Company Information G You can change the names and GL accounts of the pay types already listed below, You can
also change the GL account For individual employees later,
= Pay Types
Hourly
» Benefits
Pay Type GL Account Number &
» Taxes Reqular| 62710 - Gross Wages
Overtime (62710 - Gross Wages
» Setup Complete Rate3 | |
Rated -
Salary

GL Account Number =
62710 - Gross Wages

QH_EIQ [ Cancel J [ Save for Later ] i < Back J [ Next > J

Figure 4-6: Establish default types of pay you use when paying employees and assign each pay
type to a general ledger account.

Use this window to name the types of pay you need to include on paychecks. In
addition, assign each pay type you use to a general ledger account. Generally, pay
types refer to types of wages and you assign wages to an expense account. In this
window, you’re defining general pay types and a default wage expense account for your
company. These aren’t carved in stone; you can change both pay type names and
default accounts at any time. You also can change the pay type and general ledge
account assigned to any specific employee at any time.

Click Next to display the Benefits window shown in Figure 4-7.
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(" Payroll Setup Wizard ]

Payroll Setup Wizard

» Home Benefits
R Select the benefits your company offers. Check all that apply regardless of who contributes to
the plan.
» Company Information
» Pay Types [V] Vacation
[¥] Sick Time
» Taxes
» Setup Complete (V] Insurance Plans

("] Retirement Plans

(] Flexible Spending Accounts

OH_EEQ [ Cancel J ‘[ Save for Later |  <Back J [ Next > J

Figure 4-7: Select the payroll benefits you want to establish.

Identify the types of benefits you want to set up for payroll. For this example, we’ll walk
you through setting up and tracking both vacation and sick leave and two insurance
plans.

Click Next. The next windows of the wizard focus on vacation and sick leave tracking,
and the Vacation window appears in Figure 4-8. In our sample scenario, each employee
earns, by default, 40 hours each of vacation and sick time over the course of a year.
The hours are accrued as the employees work, and the hours do not carry over at the
end of the year. As you'll see in the windows that follow, you can set up vacation and
sick leave tracking in many ways.
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' Payroll Setup Wizard =)

Payroll Setup Wizard

» Home Vacation

» Payroll Options Employees are given 40.00 vacation hours per year.

» Company Information

@ This amount can be changed later forindividual employees.
= Pay Types

» Benefits Employees receive these hours:

() At the beginning of the calendar year
@ Accrued over each pay period

Does the remaining time carry over to the next year?
) Yes
@ No
The maximum number of vacation hours an employee can have at any time is:

» Taxes

» Setup Complete

I Cancel ] I Save for Later I I < Back ] [ Next >

)

Figure 4-8: Set up the vacation time benefit.

Establish how you handle accruing and using vacation time. If you use a formula to
calculate the number of vacation hours your employees earn, enter 40 hours in this
window; later, after you complete the Payroll Setup wizard, you can re-run the wizard
and this window will offer you the opportunity to enter your formula.

Click Next to display the Sick Time window shown in Figure 4-9.
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[ Payroll Setup Wizard =

Payroll Setup Wizard
» Home Sick Time
» Payroll Options Employees are given 40.00 sick hours per year.
» Company Information -
&Y This amount canbe changed later forindividual employees.
= Pay Types
» Benefits Employees receive these hours:
o Vacation At the beginning of the calendar year
@) Accrued over each pay period
= Sick Time
Does the remaining time carry over to the next year?
Yes
@ No
The maximum number of sick hours an employee can have at any time is:
Taxes
» Setup Complete
0 Help [ Cancel | Save for Later < Back } [ Next >

Figure 4-9: The Sick Time window.

As with vacation time, set the options your company uses for employees to accrue and
use sick leave. Again, if you use a formula to calculate the number of vacation hours
your employees earn, enter 40 hours in this window; later, after you complete the
Payroll Setup wizard, you can re-run the wizard and this window will offer you the
opportunity to enter your formula.

Click Next to begin setting up insurance benefits. The window that appears explains
that you'll be seeing a series of windows that ask you questions about each insurance
plan; Sage 50 will use the answers you provide as the defaults when you set up new
employees, but you'll have the opportunity to change the settings for any employee. For
example, you might not offer insurance benefits to anyone who has not worked for you
for at least one year. You'll be able to remove the benefit from that employee without
affecting other employees.

In our example as we walk through the wizard, we’ll show you how to set up two forms
of insurance: medical and dental. One plan will be paid for entirely by the employee,
and the cost of the other plan will be shared by the employee and your company.

Click Next to display the Insurance Plans window shown in Figure 4-10.
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= Payroll Setup Wizard

» Home Insurance Plans

> Payroll Options What type of insurance plan do you want to set up?

» Company Information @ Medical
= Pay Types ©) Dental
» Benefits (©) Vision
= Vacation ) Long-term disability
= Sick Time () Short-termdisability

= Insurance Plans

+ Add new plan

= GLAccounts-Employee

« GL Accounts - Company Who pays forthis plan? [En'plwee only

@ You can setup additional insurance plans laterin this wizard.

« Summary of Benefits * what do you want to name this plan? Medical
» Taxes

» Setup Complete

QH_:IE I Cancel ] [ Save for Later I [ < Back ] [

Figure 4-10: The Insurance Plans window.

Use this window to select the first type of insurance plan you want to establish. At the
bottom of the window, use the list box to identify who pays for the plan and then provide
a name for the plan.

Click Next to display the window shown in Figure 4-11.
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=2 Payroll Setup Wizard ]

Payroll Setup Wizard
» Home Insurance Plans — Medical — Medical
R The employees pay $ 15.25 per paycheck.
» Company Information
@ This amount can be changed later forindividual employees.
= Pay Types
» Benefits Do you want the employee contribution amount to display on the W-2 form? What is this?
« Vacation Yes
@ No
» Sick Time
= Insurance Plans
= GLAccounts-Employee
= GL Accounts - Company
» Taxes
= © Save this plan and set up another
» Setup Complete
O Help [ Cancel J ‘[ Save for Later ] : < Back J I Next > ]

Figure 4-11: Establish the amount of money employees pay per pay period and whether the
employee contribution amount should appear on the W-2.

Since this example shows a benefit paid for by the employee, you supply the amount
that employees pay per paycheck for this benefit. Also, indicate whether you want Sage
50 to include the employee contribution amount on the employee’s W-2 that you print at
year end. If you opt to print the information on the W-2, then Sage 50 associates this
payroll field to W-2 Box 14. The amount is strictly informational and has no effect on
adjusted gross income. If you're not sure whether to print this information on the W-2,
consult your accountant.

Click Next to display the window shown in Figure 4-12.
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[r" Payroll Setup Wizard ]

Payroll Setup Wizard

» Home GL Accounts — Employee

Payroll Options
> FayrosOp For each benefit, select the GL account you want to use to track the employee contributions.

» Company Information @) vou can change this later for individual employees.
= Pay Types

B
e GL Account Number

« Vacation 21095 - Emp. Health Ins Payable
» Sick Time
= Insurance Plans

» Medical

= GLAccounts-Employee

» Taxes

» Setup Complete

0 Help [ Cancel J [ Save for Later J [ < Back J I

Figure 4-12: The GL Accounts — Employee window.

Use this window to select the general ledger account that you want Sage 50 to use to
track the contributions for this benefit. Typically, when you collect money from an
employee that you must turn over to an outside entity such as an insurance company,
you select an Other Current Liabilities account. And, this window reminds you that you
can change this setting later for individual employees.

Click Next to display the window shown in Figure 4-13.
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(. Payroll Setup Wizard |

Payroll Setup Wizard

» Home GL Accounts — Company

» Payroll Options For each benefit, select the GL accounts you want to use ko track:

» Company Information * Expenses - Money paid directly by the company and not withheld from employees

o * Liabilities - Money owed to the vendor or benefit provider

@ ‘You can change this later for individual employees,
» Benefits

= Vacation What are expenses and liabilities?

ek Tl ~ Expense Account Number  Liability Account Number
= Insurance Plans
+ Medical
» GLAccounts-Employee

» Taxes

» Setup Complete

OH_ﬂE [ Cancel ] I Save for Later I I < Back ] [ Next > ]

Figure 4-13: The GL Accounts — Company window.

This window appears even if the employee pays the full benefit. So, for our example,
you select nothing in this window; in the next example, where we set up Dental
insurance as a benefit whose cost is shared by the employer and the employee, you'll
make choices in this window.

When you click Next, the Payroll Setup wizard displays the Summary of Benefits
window shown in Figure 4-14.
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Payroll Setup Wizard

» Home Summary of Benefits

» Payroll Options Your benefits that are maintained by the Payroll Wizard are listed below,

» Company Information
« Pay Types Benefits Your Company Offers

Benefit Contrbutor(s_) View/Edit Delete
Medical |Employee only | ViewfEdit | Delete
« Insurance Plans |

» Benefits

» Medical

= GLAccounts-Employee

» GL Accounts - Company
= Summary of Benefits

» Taxes

» Setup Complete
Add Another Benefit

I Cancel ] [ Save for Later I [ < Back ] [ Next > ]

Figure 4-14: The Summary of Benefits window.

In the Summary of Benefits window, you can click Next if you have no additional
benefits to set up or, for this example, where we’d like to set up the dental insurance
benefit, click the Add Another Benefit button to display the window shown in Figure 4-
15.

ot If the Add a Benefit dialog box appears, click Insurance Plan and
then click OK.
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(. Payroll Setup Wizard |

Payroll Setup Wizard

» Home Insurance Plans

Aot et What type of insurance plan do you want to set up?

» Company Information ™ Medical (1 alrendy set up)

 SAciyRes @ Dental

» Benefits ) Vision
= Vacation ) Long-term disability
= Sick Time (©) Short-termdisability
= Insurance Plans

6 You can set up additional insurance plans laterin this wizard.
» Medical

* GLAccounts- Employee Who pays for this plan? |Both employee and company

= GLAccounts - Company * what do you want to name this plan? Dental
= Summary of Benefits
» Taxes

* = required field
» Setup Complete

OH_ﬂE [ Cancel ] I Save for Later I I < Back ] [ Next > ]

Figure 4-15: The Insurance Plans window after you've set up one type of insurance.

The Payroll Setup wizard redisplays the Insurance Plans window you saw earlier in
Figure 4-10, but now the window indicates that one insurance plan has been set up and
you’re being given the opportunity to set up another. For our example, we’re setting up
dental insurance as a benefit paid for by both the employee and the company.

After you name your insurance plan, click Next to display the window shown in Figure
4-16.
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[r" Payroll Setup Wizard ]

Payroll Setup Wizard

» Home Insurance Plans — Dental — Dental

> Payroll Options Are the company expenses for this plantracked per paycheck? What is this?

» Company Information Yes

@ No (This is the most common)
= Pay Types

» Benefits The employees pay § 5.75 per paycheck.
= Vacation
0 This amount can be changed later forindividual employees.
= Sick Time
* Insurance Plans Do you want the employee contribution amount to display on the W-2 form?  What is this?
+ Medical Yes

> Dental| @ No
= GLAccounts-Employee

= GLAccounts - Company

= Summary of Benefits

» Taxes € Save this plan and set up another

» Setup Complete

OH_ﬂQ [ Cancel J [ Save for Later J [ < Back J [ Next > J

Figure 4-16: Establish the settings for an insurance plan in this window.

Indicate whether your company tracks expenses for this plan per paycheck. Then,
identify the amount the employees pay and specify whether the employee contribution
amount should appear on the employee’s W-2. If you opt to print the information on the
W-2, then Sage 50 associates this payroll field to W-2 Box 14. The amount is strictly
informational and has no effect on adjusted gross income. If you're not sure whether to
print this information on the W-2, consult your accountant.

Click Next to see the window shown in Figure 4-17.
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(" Payroll Setup Wizard ]

Payroll Setup Wizard

» Home GL Accounts — Employee

» Payroll Options
" a For each benefit, select the GL account you want to use to track the employee contributions.

» Company Information @D You can change this later for individual employees.
= Pay Types
Benefits
e Benefit GL Account Number
= Vacation Medical 21095 - Emp. Health Ins Payable
» Sick Time D&(td m N
= Insurance Plans
+ Medical

» Dental

= GL Accounts-Employee

= GLAccounts - Company

» Summary of Benefits
» Taxes

» Setup Complete

OH_EEQ [ Cancel J ‘[ Save for Later |  <Back J [ Next > J

Figure 4-17: The GL Accounts — Employee window.

You saw this window earlier in Figure 4-12. In this version of the window, you've already
established the liability account you plan to use to track the employees’ contributions
that you collect per paycheck for any benefits you've already set up. At this point, you
need to select the account you plan to use to track the employees’ contributions for this
benefit. It's perfectly OK to use the same general ledger account or you can select a
different general ledger account. Once again, the type of account used to track
employee contributions that you turn over to a third party is typically an Other Current
Liabilities account.

Click Next to display the GL Accounts — Company window shown in Figure 4-18.
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[r" Payroll Setup Wizard ]

Payroll Setup Wizard

» Home GL Accounts — Company

» Payroll Options For each benefit, select the GL accounts you want to use ko track:

» Company Information * Expenses - Money paid directly by the company and not withheld from employees

« Pay Types * Liabilities - Money owed to the vendor or benefit provider

@ ‘You can change this later for individual employees,
» Benefits

= Vacation What are expenses and liabilities?

« Sick Time _ Expense Account Number  Liability Account Number

= Insurance Plans |62199 - Employer Portion - He... | 21095 - Emp. Health Ins Payable
» Medical
» Dental

= GLAccounts-Employee

= GL Accounts - Company

= Summary of Benefits

» Taxes

» Setup Complete

0 Help [ Cancel J [ Save for Later J [ < Back J I

Figure 4-18: The GL Accounts — Company window.

Once again, you saw this window earlier in Figure 4-13. At that time, we were setting up
a benefit paid for entirely by the employee, so we left the window blank. In this example,
though, we are setting up a benefit for which both the employee and the company pay.
So, in this window, select the expense account you want to use to track the portion of
the benefit paid by the company. Then, select the liability account you want to use to
track the portion of the benefit paid by the employee.

Click Next display the window shown in Figure 4-19.

100



~ Payroll Setup Wizard =

Payroll Setup Wizard

» Home Summary of Benefits

» Payroll Options Your benefits that are maintained by the Payroll Wizard are listed below,

» Company Information

« Pay Types Benefits Your Company Offers

Benefit Contributor(s) View/Edit
Vacation |ja | viewjedit |
« Vacation Sick Time. INjA | viewedt |
Medical Employee only View/Edit
Dental Company and employee | View/Edt |

» Benefits

= Sick Time

= Insurance Plans
» Medical
» Dental

» GL Accounts-Employee

= GLAccounts - Company
= Summary of Benefits Add Another Benefit

» Taxes

What if I don't see all of my benefits?
» Setup Complete

QH_ﬁE I Cancel ] I Save for Later I I < Back ] [ Next > ]

Figure 4-19: The Summary of Benefits window.

Once again, the Summary of Benefits window appears, showing all the benefits you've
set up. If you need to add more benefits, click the Add Another Benefit button to
redisplay a window like the one shown earlier in Figure 4-15. Otherwise, if you've
finished setting up benefits, click Next to display the Taxes window shown in Figure 4-
20.
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[r" Payroll Setup Wizard

Payroll Setup Wizard

» Home
» Payroll Options

» Company Information

= Pay Types

» Benefits
= Vacation
= Sick Time
= Insurance Plans
» Medical
» Dental
= GLAccounts-Employee
= GL Accounts - Company

= Summary of Benefits

» Setup Complete

@ Help

Figure 4-20: The Taxes window.

Taxes

Payroll Taxes

Select the default GL accounts you want ko use to track the amount owed (liability)
and the expense amount for payroll taxes,

Tax liability acct no.: 21000 - Payroll Liabilities | v What is this?

Tax expense acct no.: 62720 - Payroll Taxes | - What is this?

Cancel J [ Save for LaterJ [ < Back J [ Next > J

In this window, select the default general ledger accounts Sage 50 should use to track
the liability and expense portions of payroll taxes. Remember, you remit the liability
portion to federal and state taxing agencies and the expense portion from your
company’s income tax reduces the company’s net income reported on the company’s

tax return.

Click Next to see last window of the Payroll Setup wizard shown in Figure 4-21.
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(= Payroll Setup Wizard ==

Payroll Setup Wizard

> Home Setup Complete
» Payroll Options Congratulations! You have completed the Payroll Setup Wizard.
» Company Information To edit your settings in this wizard later:
» Pay Types 1. Open the Employees & Payroll Navigation Center
» Benefits 2. Click the Payroll Setup button
= Vacation 3, Select Payroll Settings
» Sick Time
For information about adding additional benefits, deductions, or reimbursements
= Insurance Plans not mentioned in the Payroll Setup Wizard, click here,
* Medical For information about adding additional taxes, click here,
» Dental

For information on how to set up individual employees, dlick here.
* GL Accounts-Employee

= GL Accounts - Company

» Summary of Benefits
» Taxes

» Setup Complete

OH_E‘Q [ Cancel | | <Back H Finish ]

Figure 4-21: The Setup Complete window.

You've now established the basic information Sage 50 needs to prepare payroll checks.
You still have a little more work to do before you can prepare a payroll, but you just
completed the bulk of the work. Click Finish to close the Payroll Setup wizard.

Reviewing Defaults for Payroll Setup

Using the Payroll Setup wizard in the previous section, you established default settings
for employee-paid and company-paid taxes and you established the fields that will
appear on W-2 forms. You can easily review and change these default settings at any
time.

Reviewing Employee-Paid State Taxes

In all likelihood, the QuickBooks-to-Sage 50 Conversion wizard correctly established the
defaults you need to use for employee-paid taxes when calculating payroll. But, you can
follow these steps to review and change the settings if necessary:

1. Click the Employees & Payroll tab.
2. Select the Payroll Setup button.
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3. Click Payroll Settings. Peachtree displays the Payroll Settings window
shown in Figure 4-22.

' Payroll Settings ]

Payroll Settings

» Home Assign Tax Fields
» Payroll Options Use the buttons below to review which Payroll Fields are being used ontax forms and reports.

» Company Information

[ W-2 Fields |
» Benefits

» Taxes [

Company-Paid Taxes ]

» Field Order | Employee-Paid State Taxes |

» Setup Complete

Figure 4-22: You can click the buttons in this window to review default payroll settings.
4. On the left side of the window, click Taxes.
5. Below Taxes, click Assign Tax Fields.

6. Click Employee-Paid State Taxes. The Assign Employee-Paid State
Tax Fields dialog box appears (see Figure 4-23).
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Assign Employee-Paid State Tax Fields @

For each employee-paid state tax field, pick the Payroll Field you want
to use on tax forms and reports. To leave a field blank, choose None.

Tax Field: Payroll Field:
Disability: | None -
Unemployment: None -
Other Unemployment: None v
Training Tax: None -
[ 0K ] [ Cancel J [ Help ]

Figure 4-23: Use this window to confirm or change payroll tax field assignments for employee-
paid taxes.
7. Review the payroll field for each employee-paid tax to confirm that the
appropriate payroll fields are selected as deductions from the
employee's salary, based on your state’s tax laws.

In all likelihood the QuickBooks-to-Sage 50 Conversion wizard
correctly established the defaults.

8. When you finish reviewing employee-paid tax payroll fields, click OK.
The Payroll Settings window reappears.

Reviewing Company-Paid Taxes

As with employee-paid state tax fields, the QuickBooks-to-Sage 50 Conversion wizard
probably correctly established the defaults you need to use for company-paid taxes
when calculating payroll. But, you can follow these steps to review and change the

settings if necessary:
If you closed the Payroll Settings window, complete Steps 1 to 3 above.

1. Click the Company-Paid Taxes button (refer to Figure 4-22). The Assign
Company-Paid Tax Fields dialog box appears (see Figure 4-24).
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Assign Company-Paid Tax Fields @

For each company-paid tax field, pick the Payroll Field you want
to use on tax forms and reports. To leave a field blank, choose None

Tax Field: Payroll Field:

Federal Unemployment (FUTA):| Fed_Unemp_C v

State Unemployment (SUTA): St_Unemp_C v
Other State Unemployment: None v
State Disability (SDI): Mone v
State Training Tax: Emp_Train_C -
State Special A: None -
State Special B: MNone -

oK ] [ Cancel ] [ Help I

Figure 4-24: Use this window to confirm or change payroll tax field assignments for company-paid
taxes.

2. Review the payroll field for each company-paid tax to confirm that the
appropriate payroll fields are selected for each employer-paid tax, based
on your state’s tax laws. All employers must pay the Federal and State
unemployment tax fields, so you should see payroll fields selected for
these taxes. Select payroll fields for the other taxes listed in the dialog
box based on your state’s tax laws.

3. When you finish assigning employer-paid tax payroll fields, click OK.

Reviewing Assigned Payroll Fields on W-2 Forms

You can review and change the payroll tax fields that will appear on employee W-2
forms using these steps:

1. If you closed the Payroll Settings window, complete Steps 1 to 3 in the
section, “Reviewing Employee-Paid State Taxes.”

2. Click the W-2 Fields button (refer to Figure 4-22). The Assign Tax Fields
for W-2s dialog box appears (see Figure 4-25).
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'Assign Tax Fields for W-2s @

For each tax field, pick the Payroll field you wantto use on taxforms and reports. To leave a field blank, choose None.

Field on W-2: Payroll Field: W-2 Box 12
Federal income tax v-‘ithheld:lFed_Inccme = Include... Use Code... -
Social Security tax withheld: [Soc_Sec v EE]
N
Medicare tax withheld: | MEDICARE v one
MNone | |
Social Security tips:l None None ]

4

Allocatedtips: [ None

W-2 Box 14: Other

4

-~/ ‘

Advance EIC payment: l MNone

Dependent care benefits:[ None v Include... -
Nonqualifiedplans:[ None v None -
None
State income tax: lSt_Income v]
MNone
Local income tax: [ None v] None =

[ 0K ][ Cancel J[ Help J

Figure 4-25:; Use this dialog box to assign payroll tax fields to boxes on the W-2 form.

3. As necessary, assign the appropriate payroll field to each W-2 field.
Remember that, in all likelihood the QuickBooks-to-Sage 50 Conversion
wizard correctly established the defaults. If you are unsure which fields
should be assigned to W-2 boxes, consult your accountant.

boxes. In Sage 50, with the exception of Box 12 and Box 14, you can

l QuickBooks permits you to assign multiple payroll items to W-2
assign only one payroll field per W-2 box.

4. When you finish reviewing and assigning payroll fields to W-2 boxes,
click OK.

5. Click Finish in the Payroll Settings window.

Establishing Payroll Account Balances

This section is for those of you who converted transactions, because the QuickBooks-
to-Sage 50 Conversion wizard doesn’t convert payroll-related information in Sage 50
companies that contain converted transactions. Those of you who converted lists should
find account balances for payroll-related accounts on your Sage 50 Trial Balance. If you
don’t, then you, too, can perform the steps in this section.
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During conversion, the QuickBooks-to-Sage 50 Conversion wizard included your
QuickBooks payroll general ledger accounts in the Chart of Accounts of your new Sage
50 company. However, those accounts contain no balances.

Most payroll liabilities are due on the 20™" of the month after you issued paychecks. So,
even if you are starting your new Sage 50 company between January 1 and January 19,
your payroll liability accounts have balances in them that you need to enter into Sage
50. And, if you're starting your new Sage 50 company on any date after January 20,
then your payroll expense accounts also have balances in them.

To enter these payroll account balances, you record a journal entry in your Sage 50
company using information from your QuickBooks company.

Reporting on QuickBooks Payroll Account Balances

You can easily obtain the amounts for each payroll account by printing a customized
version of the Trial Balance report in QuickBooks. Follow these steps:

From the QuickBooks Reports menu, point at Accountant & Taxes.
Click Trial Balance. The Trial Balance report appears on-screen.
Open the Dates list box and click All.

PN

Select the Customize Report button. The Modify Report: Trial Balance
dialog box appears.

Click the Filters tab
In the Choose Filter list, click Transaction Type.

7. Inthe Transaction Type drop-down list box, click Multiple Transaction
Types. The Select Transaction Types dialog box appears.

Click Paycheck, Payroll Liability Check, and YTD Adjustment.
9. Click OK. The Modify Report: Trial Balance dialog box reappears.

10. Click OK to redisplay the new report, which shows only payroll account
balances.

11. Click the Print button to print the report.

Recording Payroll Account Balances in Sage 50

You might have set up subaccounts of your Payroll Liabilities and Payroll Expenses
accounts in QuickBooks to track the various payroll liabilities and expenses. Sage 50
reports track the individual liabilities and expenses for you, regardless of general ledger
account. In Sage 50, you use, for example, the Tax Liability Report (see Figure 4-26) to
examine various tax liabilities. Other reports, like the Payroll Register and the various
Earnings reports, show you wage information as well as Vacation and Sick Leave
information.
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Filter Criteria inchades: Report order is by Employee ID. Report is printed in Detail Format

E Employee ID o Masked S5N | Adj Gross | Taxable Gross | Tax Withheld | Pemnl‘!r. Tax Liability |
Employee | |

{FUTA

a8y XXU-ZX-9120 1,944 50 1,944 80 1556

+ Amy E, Richumord

E leg KHH-KX-4833 2,000.00 2,000.00 16.00

: Leshie E. Gomnez

FUTA 3944 80 3,944 80 3156

! Lishility Calulated on Tot

FUTA 394480 394480 0.20000 3156

1 940 Total 31.56
(AT

: aer HAW-XA-9120 1,944 50 1,944 50 13520 13520
Amy E. Riclumond

leg XXA-XX-4833 2,000.00 2,000,00 28308 28308

: Leslie E. Gomez

‘AT 3,944.50 3,944 50 41828 41828 I8

‘ J

Figure 4-26: A sample Tax Liability Report.

So, in Sage 50, you really don’t need separate accounts in your chart of accounts to
distinguish various payroll tax elements. We suggest that you use only one general
ledger account for payroll liabilities and one general ledger account for payroll
expenses. On your QuickBooks report, sum the values in the various subaccounts and
enter only one line for all payroll liabilities and one line for all payroll expenses on your
journal entry.

Journal entries are records of transactions you make. There are
general journal entries which are often used by your accountant and
. for transactions not made in one of the special journals. Special
4@ journals are those entries by transactions in Sage 50 such as those
made in Accounts Receivable, Accounts Payable, Inventory and
Payroll.

To record the journal entry that updates the values in your payroll liability and expense
accounts in your Sage 50 company, follow these steps:

1. In Sage 50, click the Banking tab.

2. Click the General Journal Entry button and click New General
Journal Entry.

3. Inthe Date box, assign the date for the journal entry. The date should be
the last day of the month prior to the month you intend to begin using
Sage 50. For example, if you begin using Sage 50 on April 1, you should
date the journal entry March 31.

4. In the Reference box, assign a reference ID for the journal entry. You
can use a number or something like PR COA BegBal.
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In the GL Account box, select the first account to adjust.
In the Description box, type something meaningful that explains why

you're making this entry. This description will appear on each line of the
journal entry. You could use something like, “Establishing beginning
account balances for payroll liabilities and expenses after QB

conversion.”

Type the amount in either the Debit box or Credit box, depending on

where it appears on the QuickBooks report you printed (see Figure 4-

27).

" General Journal Entry
File Edit GoTo Window Help

[E=5 Eo ™<=

]

Close

S B-E & . B. 6.
o TS & co;y'oﬁ'ﬁe Ao Repots  Hebp

Journal Entry E ‘I’

Date: | Nov 30, 2016 . [] rReverse Transaction

GL Account Description

Debit

Credit Job

10100

Establishing beg. account balances for payroll lisbilities and expenses

111,182.72

21000

Establishing beg. account balances for payroll liabilities and expenses

3,289.39

62100

Establishing beg. account balances for payroll iabilities and expenses

9,242.76

62700

Establishing beg. account balances for payroll iabilities and expenses

105,229.35

Totals:
Out of Balance:

114,472.11
0.00

114,472.11

Figure 4-27: Enter a journal entry like this one to establish balances for Payroll liability and
expense accounts.

8. Repeat Step 7 for each line that appears on your QuickBooks report.
9. Click Save. If you see a message about posting outside the current

©

period, click OK.

You can compare your Trial Balance reports from QuickBooks and
Sage 50 at this point; the balances of the cash accounts from which
you issue paychecks should match now.

Reviewing Employee Information
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Up to this point, you've been establishing default information for payroll as a whole. It's
now time to review each employee’s record to make sure that the information stored is
the information you want Sage 50 to use when you prepare payroll. In this section, you'll
see how to review and change, if necessary,

* General employee information,

* Pay information,

*  Withholding information,

* Vacation and sick leave settings, and
* Employee deductions

In addition, if you are not starting your Sage 50 company as of January 1, you need to
enter any payroll information generated for each employee in your QuickBooks
company since January 1. You enter this information as beginning balances for each
employee; entering beginning balance information ensures that payroll forms, such as
W-2's and quarterly reports, will be accurate.

Double-checking Employee Information

It's important to review employee settings because the QuickBooks-to-Sage 50
Conversion wizard doesn’t bring over all employee information from your QuickBooks
company. In addition, some employees may not participate in company-wide benefit
plans. For example, suppose that your company offers a dental plan; you set up the
dental plan as a deduction, but now you need to make sure the deduction functions only
for employees who patrticipate in the dental plan.

To review and change employee information, you use the Maintain Employees & Sales
Reps window. Click Maintain and then click Employees/Sales Reps. In the Maintain
Employees & Sales Reps window, use the Employee ID list to select an employee to
review. Sage 50 displays the General tab for that employee (see Figure 4-28).
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" Maintain Employees & Sales Reps

File Edit GoTo Window Help

€D Close {3 New [T|List [ Save {§JSave & New 3% Delete 5 ChangeID 75 Event [ Log

Letters (&) Reports ~

Maintain Employees & Sales Reps

*Employee ID: DTM |+ 4| b @ Employee Inactive
. Sales Rep
Mame: Da\"'ld T Martin Suftix Nickname
Both
General | Additional Info [ Pay Info | Withholding Infu_[ Vacation/Sick Time ] Employee Fields ] Company Fields
Address: 1853 Taylor Ave, #304 Home phone: S555-2345
Work phone:
City, ST, Zip: Bayshore CA 94326 Mobile phone: Add Photo
Country: Last Raise: E
E-mail (@)  social Security No.:  111-22-3333
E-mail 2 [@ Type: | - | Employee Beginning Balances
Customizable Fields
1. Birthday 4.
10-6-65|
2. 5.

3.

Customize these fields for your business

Figure 4-28: Check the information on the General tab for accuracy

The QuickBooks-to-Sage 50 Conversion wizard converts the first five
customizable fields you set up in QuickBooks without field labels. To

4 establish field labels—and make the fields available, click the
Customer these fields for your business link. The General tab of the
Employee Defaults dialog box appears. Place a check beside each
custom field you wish to enable and then supply a label. Click OK to
redisplay the Maintain Employees & Sales Reps window and close
the window. When you reopen the window, the custom fields you
established will be labeled and available for editing.

Click the Additional Info tab (see Figure 4-29) to supply emergency contact and
demographic information as well as employee details.
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" Maintain Employees & Sales Reps o] @)=
File Edit GoTo Window Help
€D Close {3y New [T|List [ Save {§JSave & New 32 Delete G ChangeID 7o Event [MJLog | Letters [ Reports - @ -

Maintain Employees & Sales Reps

*Employee ID:  DTM |+ 4 @ @ Employee ] Inactive
; . . 5 ) Sales Rep
:  David T Martin Suffix Nickname =
Name N .
[ General | Additional Info | pay Info | withholding Info | VacationSick Time | Employee Fields | Company Fields |
Emergency Contact Demographic Information
Name: Birth date: [=]
Relationship: Marital status: -
Phone 1: Gender: -
Phone 2: Ethnic origin: [ v]
Employment Details
Job title: Employment status: - Customize statuse
Job code: Hired: Nov1,2015  [+]
Division: | v Terminated: E
Location: |- Rehired: iZ]
Department: |v 19verficationstatus: [ ]
Supervisor: v] 1-9 reverification date:

Figure 4-29: The Additional Info tab.

Click the Pay Info tab; on this tab, you establish the employee’s pay method, pay
frequency, and pay rate per pay method (see Figure 4-30). For salaried employees, you
supply the gross salary you pay the employee per pay period, unlike QuickBooks,
where you supplied an annual salary.

113



" Maintain Employees & Sales Reps o] @)=
File Edit GoTo Window Help
€D Close {3y New [T|List [ Save {§JSave & New 32 Delete G ChangeID 7o Event [MJLog | Letters [ Reports - @ -
Maintain Employees & Sales Reps

*Employee ID:  DTM |+ 4 [E] @ Employee ] Inactive
Name: David T Martin Suffix Nickname ool
| General | Additional Info | Pay Info | withholding Info | Yacation/Sick Time | Employee Fields | Company Fields |
Pay Method: |Salary = Pay Frequency: Bi-weekly [=]
Rate Used To Bill Customer: 0.00
Use Defaults _ Account | Salary Pay Rate  *
B 62710 1,59.15 | =
& [ _ 0.00
¥ . : 0.00 |
¥] [ 0.00
V] 0.00 | ~
Total Bi-weekly Salary: 1,59.15
Annual Salary: 41,499,290
("] Eligible for health insurance
(] Receives W-2 electronically

Figure 4-30: The Pay Info tab for a salaried employee.

For hourly employees, window changes (see Figure 4-31), and you supply an hourly
pay method, a pay frequency, and hourly pay rates for each type of hourly wages your
company pays (usually regular and overtime wages).
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' Maintain Employees & Sales Reps =

File Edit GoTo Window Help
@ Close TyMNew [T List [ Save {§7Save & New 3€ Delete G ChangeID 75 Event [#JLog | Letters [[S|Reports ~ @ -
Maintain Employees & Sales Reps

] Inactive

*Employee ID:  ENM = E[B ®

Mame: Elaine N Marmel Suffix Nickname

| General | Additional Info | Pay Info | withholding Info | Yacation/Sick Time | Employee Fields | Company Fields |

Pay Method: Hourly - Hours per Pay Period [+ | Pay Frequency: Bi-weekly [=]
Rate Used To Bill Customer: 0.00 Hours Per Pay Period: 80.00
PayType UseDefauts Account _ Hourly PayRate  *
Regular = 62710 14,75 [
s —iT
Rate3 i ' 0.00 |
Rated ¥ 0.00
RateS ] 0.00 -
"] Eligible for health insurance
(] Receives W-2 electronically

Figure 4-31: The Pay Info tab for an hourly employee.

For hourly paid employees, Sage 50 enables you to use one of two

pay methods: hours per pay period or hours based on time tickets

B entered. For details on these two pay methods, click in the Pay
Method field; the Help window beside the Maintain Employees &
Sales Reps window provides links that describe them.

Click the Withholding Info tab (see Figure 4-32) to establishing the employee’s filing
status and withholding allowances. The QuickBooks-to-Sage 50 Conversion wizard
doesn’t convert this information, so it's important that you set up these fields before you

prepare a payroll.
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' Maintain Employees & Sales Reps

Edit GoTo Window Help

@ Close TyNew [T List [ Save {§JSave 8 New 3 Delete 5 ChangeID 75 Event [fLog

(g Letters [@]Reports -

(o] o=
o ;

Maintain Employees & Sales Reps

G[E] ON;

Suffix Nickname

*Employee ID:  DTM |+ ] Inactive

David T Martin

Name:

| General | additional Info | Pay Info | Withholding Info | yacationSick Time | Employee Fields | Company Fields |

How do 1 enter employee contributions?
Withholding details from the employee's W-4:
Payroll Field Names Filing Status | Allowances | Addl Withholding | StatefLocality | Percentage | Catch Up | FSA Amount _ o
Married 3 0.00 |
State ‘_Marrl.ed 3 0.00 | =
Local | Married 3] 0.00 1
Special 1 ' 0 0.00 |
Special 2 0 0.00, ; il
0109 [ 0.00 o
403(b) | 0.00 |No
40800 | 0.00 No
457(b) | 0.00 |No =
What are Catch Up contributions?
W-2 Checkboxes:
[ Employee has retirement plan such as a Simple IRA, 401(k), 403(b), etc.
[7] statutory Employes

Figure 4-32: The Withholding tab.

The QuickBooks-to-Sage 50 Conversion wizard sets the fields on the Vacation/Sick
Time tab, shown in Figure 4-33, to match your company defaults. You can change any
individual employee’s settings as needed.
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' Maintain Employees & Sales Reps o2
File Edit GoTo Window Help

€D Close {3 New [T|List [ Save {§JSave & New 3% Delete 5 ChangeID 75 Event [ Log Letters [(f|Reports ~ (7] =
Maintain Employees & Sales Reps

*Employee ID:  DTM |v 4| b ® ] Inactive
Name: David T Martin Suffix Nickname

General | Additional Info [ Pay Info | wWithholding Info YacationfSick Time jEmployee Fields ] Company Fields

Vacation Settings Sick Time Settings
/| This employee uses the company default settings For vacation. (V] This employes uses the company default settings For sick time,
This employee gets 40.00 wvacation hours per !ryear | This employee gets 40,00 sick hours per
(Example: 8 hours = 1 day (Example: 2 hours = 1 day)
This employee receives these hours: This employee receives these hours:
Ak the beginning of the calendar year Ak the beginning of the calendar year

@ Accrued over each paycheck @ Accrued over each paycheck
The maximum number of vacation hours The maximum number of sick hours this
this employee can have at any time is: 0.00 employee can have at any time is: 0.00

Figure 4-33: The Vacation/Sick Time tab.

The last two tabs of the Maintain Employees & Sales Reps window are important to
review if a particular employee isn’t subject to the standard deductions you established
for your company. The tabs list all the deductions you established using the Payroll
Setup wizard, and the wizard applied all deductions to all existing employees.

However, it's possible that, for example, your company offers a dental plan but a
particular employee doesn’t participate. In this case, you’ll want to remove the checks
beside the dental plan deduction on the Employee Fields tab (see Figure 4-34) and, if a
portion of the deduction is paid by the company, on the Company Fields tab (see Figure
4-35) for that employee.
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e: Maintain Em J

File Edit GoTo Window Help

@ Close {yNew [TList [ Save {53 Save & New FE Delete & ChangeID TjEvent (MLog | Letters [(GReports - D -
Maintain Employees & Sales Reps

*Employee ID:  DTM |Iv‘ E] @ Employee Inactive
Name: David T Martin Suffix Nickname ;""tf Rer
Ol

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

Should I edit this information?
Gross Payroll Account: 62710 Gross Wages
FieldName  Use Defaults Account  Calulated  Formula Adjust Amount -

21000 FIT (> ] 0.00

Soc_Sec v 21000 FICA EE [> ] 0.00

MEDICARE ) 21000 MEDICARE (> ] 0.00 |

St_Income 2 21000 HSIT (> ] 0.00

St_Dis_Ins ] 21000 #+SDL [> ] 0.00

Medical v 21095 ] (> ] -15.25

Dental ) 21095 [] [> ] -5.75
] [] (> ] 0.00
] [] (> ] 0.00
B [] (> ] 0,00 ~

Figure 4-34: The Employee Fields tab.
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" Maintain Employees & Sales Reps E@

File Edit GoTo Window Help

€D Close {3 New [T|List [ Save {§JSave & New 3% Delete 5 ChangeID 75 Event [ Log Letters [(f|Reports ~ (7]
Maintain Employees & Sales Reps

41

*Employes ID:  DTM |~ 4@ Inactive
Name: David T Martin Suffix Nic

| General | Additional Info [ Pay Info I withholding Info [ Yacation/Sick Time ] Employee Fields | Company Fields |

Should I edit this information?

Field Name Use Defaults Liability Expense Calculated Formula Adjust
il 21000 62720 FICA ER >

m

Medicare_C J] 21000 62720 MEDICARE
Fed_Unemp_C ] 21000 62720 FUTA ER
St_Unemp_C v 21000 62720 ST ER
Emp_Train_C v 21000 62720 *XSETT ER
Dental_C V] 21095 62199

Figure 4-35: The Company Fields tab.

Establishing Employee Beginning Balances

This section is only for those users who intend to start using a new Sage 50 company
on any day other than January 1. In your case, you have some payroll history you need
to enter to ensure that payroll reports such as your quarterly and annual reports and
your W-2's display accurate information. The QuickBooks-to-Sage 50 Conversion
wizard didn’t convert payroll earnings information, so, you need to record that
information for each employee as the employee’s beginning balance.

We’re going to make one assumption here: we're going to assume
"f that you followed our suggestion to begin using your new Sage 50
company on the first day of a particular month.

In QuickBooks, you need to print the Employee Earnings Summary; we suggest that
you print it quarterly for each complete quarter that has passed since January 1. For
any incomplete quarters, print the report for the completed months in that quarter. For
example, if you're beginning to use your new Sage 50 company on August 1 print the
Employee Earnings Summary report for the first quarter (January through March), the
second quarter (April through June) and for July. If you're starting on September 1, also
print a monthly version of the report for August. Finally, print a year-to-date version of
the report.
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To enter employee beginning balances, you start in the Maintain Employees & Sales
Reps window; click Maintain, Employees/Sales Reps to open the window. On the
General tab, shown earlier in Figure 4-28, click the Employee Beginning Balances
button on the right side of the window. The Employee Beginning Balances window
appears (see Figure 4-36). Follow these steps:

1. Select an Employee ID.

2. Fill'in the periods for which you intend to enter beginning balances in the
boxes labeled 1, 2, 3, and so on.

3. Enter the values shown on the report for each payroll field.

u Enter all deductions as negative numbers.

4. When you finish, compare the Total column to the annual Employee
Earnings Summary report you printed; the numbers should match.

[ Employee Beginning Balances @
Close Save Help
How do | enter these beqinning balances?
Employee ID[DTM Dan T. Miller
| 1 | 2 | 3
Dates.  |Mar31,2016 |[Jun30,2016  |Jul 31,2016
Payroll Field Total |
1| Gross 9,576.90 11,173.05 3,192.30 0.00 0.00 23,942.25| 2
2 | Fed_Income -672.00 -784.00 -224.00 0.00 0.00 -1,680.00
3| Soc_Sec -593.77 -692.73 -197.92 0.00 0.00 -1,484.42
4 | MEDICARE -138.87 162.01 -46.28 0.00 0.00 -347.16
5| St_Income -111.66 -130.27 -37.22 0.00 0.00 -279.15
6| St_Dis_Ins 1130 -131.84 -37.67 0.00 0.00 -28252 ~
< 3
Net Check: 7.797.59 9,097.20 2,649.21 0.00 0.00

Figure 4-36: Entering beginning balances for an employee.

5. Click Save.

6. Select the next employee and repeat Steps 2 through 5 until you've
entered beginning balances for all employees.

And Now, the Finishing Touches...
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You've really finished now...it's safe to compare your Sage 50 Trial Balance with your
QuickBooks Trial Balance. If you had to make adjusting entries to any accounts, your

Retained Earnings accounts won’'t match, but that should be OK...double-check with
your accountant.
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Chapter 5

Where to Go From Here

Congratulations! You converted your QuickBooks data to Sage 50 and now you're
ready to get started with entering your day-to-day transactions. Learning a new software
program isn't the easiest thing to do, so we’re here to help you with the basics. In this
chapter we show you how to manage your customers, vendors and items as well as
how to handle the typical daily transaction.

In this chapter:

» Make changes to list information for customers, vendors or inventory items.

> Enter typical transactions such as customer invoices and receipts, bank deposits,

vendor bills and vendor payment checks.

» Make inventory adjustments
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Making Changes to List Information

When you converted your data from QuickBooks, you had the option of bringing only
the lists of information or both the lists and the transactions. Either way, your customers,
vendors and inventory items all rolled forward into the Sage 50 company. This section
is all about managing those lists.

Modify Customer Information

In any business, our customers are our most valuable assets. After all, we wouldn't be
in business without them.

If you click the Customers & Sales tab, you see lots of information related to your
customers. The first section you see, the one on the left in Figure 5-1, is the Navigation
aid, which is a type of flow chart designed to help you follow the general flow of
business when working with your customers.

fde Edn Lim Mursn Tasks Ansysa Optens Reports Aforms Servees Wandow Help

(A T sk g sysiom s NTSIVS | P3O0V /WA | i ' el g

' Customens & Sales [ Customer Hanagement

Customers & Sales Tasks | |Gmtomens Een Debaiealas |
| Ll adlodels |
| Cogtama 30 (LT Feleghans 1 Balphie =
E B * AL CHisEr Bldred Boldirn, fre R LLEET T |
Loy ARCHER Becher Scaped ansl Pardi gL FFANLAT
Customers | T na ERMETRONG Arrrargi ndinzng TRG-5EE-1 HIZE8E0
CARMON Camran Mgaihcary Canter T34 sz B
EHARRLE CREgate Liw 0iced FPa-S84.0ddq 5111408
= ; CLMMIMGS Cummangs CAnMNATOn TH-555- 1147 SLERLAT
e o DA D Bewiners Seriem TTE-55-FR [
Quhes wad e Expesrie ey Buardy Proparty Masagesest FTE- M4 EAAE LT
Froposh & Tekets 4 L by Erpih Betarsesl Gandent TP S5E-NER AR
| FREEMOND Frpemand Coertry Dol TR B BT 32141
FEOST Pt Techagiogy Park TT3-§55-515] 5.5
— aoLEN Gokden Carden i S55-THY we
[ GORDOH Gardos Furk A eceaos Dester TRAEEE-BY LY 122941
HENTON grkga Farkc Apariments LSS TIIS 15
Bt Mangy binm Cuatome Ordert 4 HOLLAND molind Progarter, e T34 TRETT
Biky - Py B2 | Lichi weston Golf sad Tervia Corter  TR-SS5-bakd $T53AY =
Cottnmer Lint
bt = = e Roveolly Used Costomer Reports | kged Rocrhables _Gragh[Tatla|
i o Sies | Prance Racohe ki N
Gerarsl Joumal Frtry R Charges s & ikt ifn Mol
-- Ciaapmer TR Eag MDA EAIDTy ol FTIAC TR
| Sales .':-u"'l‘ ¥emw . oot -
Trnicn Begrater Wi Erisk Oar-m
E Ca EBponpty Joama Wern Bnt .
ik I e ¥ dy
Dapeats 4 ‘s A8 Cantarer & Salen Benary vien Aged Eeceipebin Secart
Sage Advncr B |
- r& = ﬂ |
- =
Camtonsst :’_"""" " et Where do | o6t staded?
Pl mrerdy. T Ear )
- = Wt con | send to v customer?
Mo can [ keep track of oy saks?
@ SnxERIns Lrg...

Figure 5-1: The Customers & Sales tab
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On the right side of the screen, you see a list of your customers which includes their ID,
their name, the customer telephone number and current open balance. Below that you
see a chart representing your current aged receivables and a quick way to access
recently used reports.

If your screen looks a little different than Figure 5-1, you may be seeing the Getting
Started Launchpad on the right side of the screen. The Getting Started Launchpad is
designed to provide an overview of the workflow process as well as links to the steps
and resources you can use to successfully begin working with Sage 50. Take a look at
Figure 5-2 where you see the Getting Started Launchpad.

Inventory & Services tab also may display a Getting Started

l The Vendors & Purchases tab, the Employees & Payroll tab and the
Launchpad.

&, Customers & Sales Sawh i [ &4
P 1551 i i 5 i i G | e o
L]
& = A & Customens B Sales ﬁ. Custnmer FLinsgrment
Custiomers & Sales Tasks = i
a Wendomn & Perchases = = =
, entoey & Services & F %
& Implopres & Payrol Cusdormers Jobx Baned
[F res
o o
T Basking Quotes and el Epmrne:
Fropoesk Tksby o
# Sptem |
shorosts  [uptomas L . What Can | Send B by Cuslosner?
i |
o Seley Do N by 8 oo i et 3 crsct 1
St Mgngy fom Cuatpmer nihers :“ z e, o) mr]
Billy - Pary Bl Cantamer ready i piaoe an ofter? Create 3w orer fo
Cobtinnar st | Finidty 15 send 8 BT Enier & eabes pvoice L)
;\AaTﬂ:::-mnu : '&‘ E:E Ripsoefveed monary inom @ Cusdoemes 7 Sried !mﬂ:
froe P n
e Joumal Entry b el il
E Wre 3 mragaiol of ol your cushomer & sales
Rk 1t Comoenot Management Cortor (2T}
ey,
- - Gt 2 detasiod ook nin your sales.
- 1
L & = g e rypoetn 01}
R Creclts ared
Shpererty ;| | Betums ;| | Repots Eeguttrg 3
Take & quick foak l your nformaton. Ui ksts 1]
& S N ra...

Figure 5-2: Reviewing the Getting Started Launchpad.




IS To hide the Getting Started Launchpad, click the red X in the upper
right corner. To reveal it, if it is hidden, click the Expand link on the
Sage Advisor panel.

When you converted from QuickBooks to Sage 50, you brought over a list of your
customers and their information such as names, addresses and phone numbers. If the
information you converted was incorrect or incomplete, or if the customer changes the
information, we want to show you how easily you can make those changes in Sage 50.

Like many software programs, Sage 50 provides several methods to access the same
screen, however, we will work with the most common method — using the Navigation
aid.

To modify customer information, follow these easy steps:
1. Click the Customers & Sales tab.
2. Click Customers.

3. Click View and Edit Customers. The Customer List shown in Figure 5-3
appears.

=" Customer List _
File Edit GoTo Window Help
@ Close 4 New % Open & Print {§} Settings {3 Refresh ig Send To ~ :L\_.J Outleck @
BN ——— Customer List
Customer ID Customer Name Contact Telephone 1 Type Ealance -
Tasks
View sales invaices ARCHER Archer Scapes and Pnnds NancyArcher F70-555-4660 5?’434 E?’
View sales orders ARMSTRONG ArmstrongLandscaping Emma Armstrong F70-555-8824 LAND $32,080.00
View quotes CANNON Cannon Healthcare Center Natasha Cannon 770-555-4128 LAND $685.89
i View money received CHAPPLE Chapple Law Offices Francis Chapple F70-555-8858 LAND €1,110.85
View all jobs CUMMINGS Cummings Construction Betty Cummings 770-555-1147 LAND §3,680.87
t o DASH Dash Business Systems McKenzie Dash 770-555-9988 LAND §399.90
Ve T S 3 T EVERLY Everly Property Management  Lee Everly 770-555-6660 LAND $9,401.54
Create sales inveice FRANKLIN Franklin Botanical Gardens  George Franklin 770 555-3598 PROSPECT §3,407.12
Create sales order FREEMOND Freemand Country Club Delores Freemand F70-555-8867 LAND £4,823.43
Create quate FROST Frost Technology Park KyleFrost F70-555-4153 LAND $49.99
Create receipt GOLDEN Golden Gardens Mike Baxter 404 555-7763 PROSPECT £0.00
E-mail customer GORDON Gordon Park & Recreation Cent Kathryn Gordon 770-555-0014 LAND §2,259.42
HENTON Henton Park Apartments Jacob Henton 404-555-2025 LAND §5,882.36
|| | Reports HOLLAND Holland Properties, Inc. Jamie Holland 770-555-9927 LAND £8,173.61
et aEles KENTON Kenton Golf and Tennis Center Kevin Kenton 770-555-4469 LAND §7,537.03 (=
Customar Transaction History KNIGHT Knight Brothers Nurseries Brian Knight 770 555-6772 £0.00
MASON Mason Office Park Troy Mason F70-555-3311 LAND £49.99
Customer Ledgers MCKAY Mckay Canstruction Nicole McKay 404-555-4225 LAND §4,492.82
Ttems Soldto Customers MOSLEY Mosley Country Club Sam Mosley 770-555-6348 LAND $16,478.13
Job Ledger PIERCE Fierce Properties, Inc. David Pierce 770-555-3765 LAND £0.00
Quote Register RETAIL Retail (Cash) Sales Walk-in Customers RETAIL §1,424.24
Sales OrderRegister ROBERTS Roberts Learning Centers Sabrina Roberts 770-555-6178 LAND §3,599.73
Ticket Listing by Customer ROSE RoseUniversity Kelly Rase 404-555-7202 LAND §3,197.82
SAIA Saia's Neighborhood Nursery  Regina Saia F70-555-1684 LAND $14,538.04
SEAWRIGHT Seawright Sod and Lawn Care Mason Seawright 404-555-2246 LAND $6,253.85
SMITH Smith Family Garden Center  Mindy Smith 404-555-7791 LAND 5169.97
SNOWDEN Snowden Interior Design Catherine Snowden F70-555-1005 LAND £7,346.27
SNYDER Snyder Securities Troy Snyder 770-555-3524 LAND §3,041.02
STEVENSON Stevenson Leasing, Inc. Marsha Stevenson F70-555-8848 LAND §7,840.41
TACOMA Tacoma Park Golf Course Laney Aaran F70-555-7388 LAND §5,774.57 | |
TEESDALE Teesdale Real Estate Wade Teesdale 770-555-6488 LAND £12,816.54
Customers Listed: 35 THURMAN Thurman Golf Course Design  Briana Thurman 770-555-4029 LAND §3,610.39
SEE R, TRENT Trent Bank and Trust Barton Trent 770-555-3394 LAND §0.00 ~

Figure 5-3: The Customer List window.
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4. Double-click the customer record you want to modify. The customer
information appears on screen as you see in Figure 5-4.

— e—

" Maintain C

i -
i it GoTo WWin
() Close [ Mew [T List [ Save |57 Save & New %De\etel%cmgem ]@Evem WLog | Letters [[EReports » [j Attachments [E) Outinok
— | N—

@

—
ID: GORDON |~ E@

Jame;  Gordon Park & Recreation Certer

*Cusly

General | Contacts | History | Sales Info | Payment & Cred|

Maintain Customers

Billto contact:  Kathryn Gordon Customer type:  LAND [+
Account number: Telephone L 770-555-0014
Biling address: #4318 Simms Rd Telephone 2: 770-555-0015
ax; 7R0-555-0016

City, ST, Zip:  Norcross GA 30093

©@

| Country:
Sales tax:  GAGWINN |~

| Customizable Fields

| 1. Sales Contact 4. Qirly Maiing?
Maryanne Ves

| 2. Lawn Care Srvc? 5. Referral
Yes Bilboard

3. Monthly Service?
Yes

Customer ID
‘Think of the Customer 1D as a uni
ompanies you sel

ique way to referto
products and

@

-

Figure 5-4: The Maintain Customers/Prospects window.

explains the current field and any specifications about it.

As you click though each field, the Sage Advisor panel on the right,

5. You can edit the information as needed with the exception of the
customer ID. The customer record contains 5 tabs of information about
the customer, with each tab containing many different pieces of

information.

If you want to change the customer ID, for example, if the customer

. changes their personal or business name, do not just edit the
7&‘ customer ID. You must first click the Change ID button along the top

of the record. You are then prompted to enter the new customer ID.

If you don’t use the Change ID button, Sage 50 creates two identical
records with the exception of different customer ID’s and any
transactions you have already created remain with the original ID.

6. When you finish making changes, click the Save button along the top.
Along the top of the record are additional buttons where you can create
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new customer records, delete a customer, return to the customer list,
view customer reports and other tasks.

If you no longer do business with a particular customer, mark the
customer‘inactive”.

7. Click the Close button when you are finished viewing or editing the
customer record.

Modify Vendor Information

Vendors, of course, are those companies or persons who supply you with the goods
you sell. They are also those who supply you with things you need to operate your
business such as office supplies, heat, building maintenance and so forth.

Similar to modifying customer information, you view and edit vendor records by first
clicking the Vendors & Purchase tab. On the Vendor screen, you see the Navigation
aids showing the typical work flow for buying goods and services from your vendors.

On the upper right side, you see a list of your vendors and on the lower right side, you
see a chart representing the money you owe to your vendors as well as quick access to
frequently used vendor reports. See Figure 5-5.
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A * Bellwether Garden Supp

File Edit Lists Maintain

Tasks Analysis

Options

Reports & Forms

Services Window Help

& Vendors & Purchases Search Help |

My Dashboard |® Hide | €& Refresh | 7 System Date: 03/15/14 | T Period 3 - 03/01/14-03/31/14 | €3 Make this the default page| |
E— £ vendors & Purchases & Vendor Management

ﬁ Customers & Sales —

| |
I View Detailed List I

& Purch: Tasks Vendors
‘a Vendors & Purch ‘
Vendor ID »# Vendor Name |Te|ephone&—{—9ﬂmm+_J
.; e e & E ABNEY Abney and Son Contractors 770-555-0000 $75.00
Write AKERSON Akerson Distribution 678-555-1279 §14,577.95
CALDWELL Caldwell Tools Company 770-555-7130 §21,304.10
Wendors Checks 10995
gy Employees & Payrol 2 ors 4 2 CLINE Cline Canstruction, Inc. 770-555-8545 $355.65
5 CLOONEY Clooney Chemical Supply 404-555-0899 §321.45(7
@ Jobs CLOUDET Cloudet Property Management  404-555-9699 £0.00
= Time: £ DANIEL Daniel Lawn Pra, Inc, 770-555-1126 £75.00
ﬁ Banking Purchase and Expense DEJULIA DeluliaWholesale Suppliers 404-555-1500 $5,480.75
S Orders A Tickets A GAREVENUE Georgia Department of Revenue  404-555-0900 50.00
# System | GARY Gary, Wilsan, Jones, & Smith 404-555-8000 £800.00
— GWINLICENSE Gwinnett County License Board  770-555-556% $0.00
Shortcuts  Customize @ | GWINWATER Gwinnett County Water 770-555-0177 $26.58
cales 1 " s HAWKINS DPH Web Design 770-555-4221 §76.50
218 fvoice Enter Fay Electronic HUBBARD HubbardWholesale 770-555-7155 $805.60
Receive Money from Customer Eills Pl Bills A Bill Pay 4 JACKSON Jackson Advertising Company 404-555-5855 £200.00
Bills - Pay Bill JUAN Juan Motor Tools & Tires 770-555-0188 $4,259.25 -
Customer List
VendorList = By B B Recently Used Vendor Reports ‘Aged Payables Graph| Table
Find Transactions void Credits and = el
=l =N Aged Payables Wiew| Print
General Journal Entry Checks Returns 4 | | Reports Reporting g _Y X .
Cash Disbursements Journal  View| Print B o030
Purchase Journal WView| Print
W 31-60
Check Register View| Print O 61-c0
Vendor Transaction History ~ Wiew| Print -
W Over 90 days
View All Vendor & Purchases Reparts !Viev.'Aued Payables Report
Sage Advisor @Ewand
Where do I get started?
What type of purchase
information can I enter?
How can I keep track of my
purchases?
@ SmartPosting running...

Figure 5-5: The Vendors & Purchases tab.

If you want to modify a vendor’s records, from the Navigation Aid, click Vendors and
then choose View and Edit Vendors.

at the top of the upper right panel.

An additional way to view the vendor list, is to click View Detailed List

The Vendor List appears and from there, you can double-click any vendor record you
want to view or modify. The vendor record appears on your screen. (See Figure 5-6).
From here, just like with the customer record, you can make changes as desired. Be
sure to click the Save button when you are finished.
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~" Maintain Vendors

| = | i |

File Edit GoTo ‘WindeaeHelg

Mame: Jackson Advertising Company

General i__.fk_l:.l-c-lresses ._i-ﬁ};t-or?_i_-isir-chase IH-FU_j-_-Insurance_j_
Caontack:  ‘vette Jackson

Account Mumber:  409-110-00012 1099 Type

Copy to Remit To Address 1

Customizable Fields
1. Office Manager
Wil Smith

vendor Type:

Mailing Address; 1458 Chaseway Circle Telephone 1:
Telephone 2:

Ciky, 5T, Zip:  Atlanka GfA 30508 Fax:
Country:  USA E-mail:

‘web Site:

@Close 1 Mew :=__=,Lis 'Save&New q&‘@Delete '-'?i.ChangeID .’-@Egent WY Log Letters |[&| Reports ~ @ =
Maintain Vendors
*Hﬁnd-qr-lp: O |v EHE|

i ADMIN |~
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. 75500-00
404-555-5355
404-555-5701
404-555-5702

Balance as of Mar 15, 2013:

4, COD Only
171111999

viacksoni@sample. sage.com

v, sageSlaccounting..com

$200,00

[+ 1099 Settings

| -

e

2. Account Rep 5. Offers Delivery
Janice Carlet

3. Special Mote
Customize these fields For vour business

L

Figure 5-6: The Maintain Vendors window.

If you no longer do business with a particular vendor, mark the
vendor “inactive”.

Modify Inventory Information

Every business sells something. A business might sell something you touch (goods) like
widgets and gizmos or it could sell things you don’t touch (services) such as gutter
cleaning, consulting or travel time. Many businesses sell both goods and services.

In QuickBooks everything you listed on an invoice had to be set up as an “item” whether
or not you keep the item in stock on your shelves or whether it was a service you
provided.

In Sage 50, you are not required to have any inventory items. However, if you want to
track your sales volumes for various goods and services, you should set them up as
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inventory items. Let’s take a look at the type of information stored with a Sage 50

inventory item:

1. Click the Inventory & Services tab.

2. Choose Inventory Items from the Navigation aid seen in Figure 5-7.

~" * Bellwether Garden Supply - Sage 50 Ac

|F\\E Edit Lists Maintain Tasks Analysis Options Reports & Forms  Services Window Help

| ﬁﬁ. Inventory & Services

Search Help

My Dashboard

£ Customers & Sales

|® Hide | €& Refresh | 7, System Date: 03/15/14 | Jigj Period 3 - 03/01/14-03/31/14 | €3 Make this the default page|

/4 Inventory & SEW'K)S‘ £ Inventory/Service Mamgement‘

$95,680

B Inventory Service Tasks Inventory View Detailed List
"& 2 3 ItemID » Description No. Units Sold Qty on Hand| »
Hhﬁl Inventory & Services ‘ hél [F ] ADMIN-01000 Bookkeeping/Administrative 0.00 0.00 |?
Inventory Eripeig AVRY-10050 PrefabricatedBirdhouse 0.00 0.00 —
= = “ Items  services 4 AVRY-10050-LG-CSL  PrefabricatedBirdhouse 3.00 3.00
dfy Employees & Payro AVRY-10050-LG-EFL  PrefabricatedBirdhouse 3.00 5.00
: AVRY-10050-LG-HTL  PrefabricatedBirdhouse 6.00 6.00
@ Jobs = AVRY-10050-LG-PYR  PrefabricatedBirdhouse 0.00 0.00
I:j AVRY-10050-5M-CSL  PrefabricatedBirdhouse 0.00 0.00
ﬁ Banking Purchase AVRY-10050-5M-EFL  PrefabricatedBirdhouse 6.00 2,00
Crders 4 AVRY-10050-5M-HTL  PrefabricatedBirdhouse 6.00 8.00
#  System I AVRY-10050-5M-PYR  PrefabricatedBirdhouse 3.00 1.00
= = ; AVRY-10100 Bird House Kit 3.00 30.00
Shortcuts Customize hﬁ M lﬂ AVRY-10110 Bird House-Pole 14 Ft. 30.00 0.00
T Rk Ship AVRY-10120 B!rd House-Red IIZ-Rnnrrf Unit 0.00 0.00
Tnventary 4 Packages 4 AVRY-10130 Bird Feeder-PlasticHanging 0.00 12.00
Rezzue o) fam W= AVRY-10140 Thistle Bird Seed Mix-6 Ib. 169.00 29.00
Bills - Pay &ill AVRY-10150 Bird Bath - Stone Gothic 2pc. 0.00 2.00
CustomerList AVRY-10200 Birdbath-Plastic 0.00 0.00 «
VendorList in ] ﬂ'.lé}
Find Transactions Invent;y Irventary Recently Used Inventory Reports Cost of Sales Trend
General Journal Entry Counk Adjustments Inventory Profitability Report View| print | | = Revenue = Costof Sales=GrossProfit
Ttem Costing Report View| Print $287,040
Inventory Adjustment Journal View| Print $191,360

Inventory Stock Status Repor View| Print

Physical Inventory List View| Print

|_—

s0
Y3114 22814 33114

Wiew All Inventory & Services Reparts

View Inventory Profitability Report

Sage Advisor

@Exwand

Where do I get started?
How do I use Inventory and Services?

How can I keep track of my tems and
services?

@ SmartPosting running...

Figure 5-7: The Inventory & Services tab.

3. Choose View and Edit Inventory Items. The Inventory List window
appears.

4. Double-click the inventory item you want to modify. The Maintain
Inventory Items screen seen in Figure 5-8 appears. You can make
changes to the inventory item fields from the Maintain Inventory ltems
screen. As with customers and vendors, if you want to change the Item
ID, you must first click the Change ID button along the top of the window.
Most fields can be modified with a few exceptions; the item Class and
the Costing Method cannot be changed once you have created and
saved the original item.
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File Edit GoTo “Window Help
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[temn D [EREN: IEI I Inactive

Description:  |Bird Feeder-Plastic Hanging ™ Subject to Commission
Item Class: IStDck item _] Set defaults
General ] Custom Fields T History I Bill of katenals T Item Attributes T Senal Mumbers

Description: 4 |b. capacity tubular plastic thistle zeed feeder [hanging or mount)

Price Level 1: |1 993

rvoman T
Last Unit Cost: |7.95

[ Cost Methaod: ]F|F|:|

Item Type: |SUPPLY
Location: JAISLE 1
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GL Sales Acct: |40000-4% Sales - Aviary
GL Irventary Acct: [12000-00 Irwentary
GL Cost of Sale Acct: [20000-2% Product Cost - Aviary

tem T Type:

[ty an Hand: Gty Available: Mirimum Stock:
12.00000 12.00000
Gty on 50%/Proposals: Gty on PO Reorder Quantity:
0.00000 0.00000

Preterred Yendor 1D |DEJL| Ll&
Buyer [D: |

(=

Beginning Balances: EI

L

Figure 5-8: The Maintain Inventory Items window.

You may be asking yourself, what does Sage 50 mean by item classes? QuickBooks
calls them item “types”. In Figure 5-9, you see the different item types used by

QuickBooks.

Inventory Part
Inventory Assembly
Mon-nventory Part
Fixed Asset

Qther Charge
Subtotal

Group

Discount

Payment

Sales Tax Item
Sales Tax Group

Figure 5-9: QuickBooks list of inventory types.
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As you see, many of these items, such as Discount, Subtotal and Group, don't really
have anything to do with the products and services you sell. Sage 50 doesn't include
those types. The types included with Sage 50 depend on the flavor of the product you

are using.

Table 5-1 below lists the various Sage 50 inventory item classes, a description of the
class, and the flavor of Sage 50 in which the class is available.

Table 5-1: Sage 50 Inventory Classes

Stock

Non-stock

Master Stock

Serialized Stock

Assembly

Serialized Assembly

Service

Labor

Activity

Charge

Description Only

Inventory items you want to track for
guantities, average costs, vendors, low
stock points, and so on.

Items such as service contracts that you
sell but don'’t put into your inventory.

Items that consist of information shared
by a number of substock items.

Items that have serial numbers that you
plan to track

Items that consist of components that
must be built or dismantled

Items that consist of serialized
components that you plan to build or
unbuild.

Services provided by your employees
that you bill to your customers.-

Charges that you bill to a customer for
subcontracted labor on that customer’s
projects. ALL?

Records of how time is spent when
employees or vendors perform services.

On-the-job expenses of an employee or
vendor.

Time-saver when you track nothing but
the description.

132

Pro Accounting and higher.

First Accounting and higher.

Complete Accounting and higher

Premium and higher

Pro Accounting and higher.

Premium and higher

First Accounting and higher

First Accounting and higher

Complete and higher.

Complete and higher.

First Accounting and higher



What are costing methods?

Costing methods are how a business calculates the current value of their on-hand inventory. Costing
methods apply only to item classes of stock items, master stock items, assemblies, serialized items, and
serialized assemblies.

In QuickBooks, unless you have the Enterprise flavor, the only costing method available is Average
costing. In Sage 50, you can choose from Average, FIFO (First In-First Out) or LIFO (Last In-First Out).
All items converted from QuickBooks are stored in Sage 50 using Average costing. Typically, a business
sets all inventory items to use the same costing method.

If you use the Average costing method, Sage 50 adds the total amount paid for the items and divides that
by the total units on hand. The average is recalculated each time you purchase more of the item. For
example, if you have three blue widgets in stock for which you paid $7 each and five more blue widgets
for which you paid $6 each. That's a total of $51 for the eight widgets, or an average of $6.375 each.

If you use the FIFO costing method, Sage 50 calculates costs at the earliest purchase price, for a
particular item. Using the FIFO produces the lowest possible net income in periods of falling costs.

With the LIFO costing method, Sage 50 calculates costs at the most recent purchase price. LIFO
produces the lowest possible net income in periods of rising costs.

Check with your CPA as to which costing method is right for your business.

Entering Typical Transactions

As QuickBooks provides transactional windows for you to run your day-to-day business,
so does Sage 50. The terminology used from one program to the other might vary
slightly, but the process is very similar between the two programs.

Enter a Customer Invoice

In this first section, we will take a look at billing your customers for the goods and
services you sell to them.

We assume you have shipped the goods or provided the service and now you are ready
to send them a bill for your goods or service — an invoice.

First you have to bring up an invoice screen so you can enter the necessary
information. To do so, click the Customers & Sales tab, click Sales Invoices and then
click New Sales Invoice as you see in Figure 5-10.

A really quick way to display the New Sales Invoice screen is to click
Sales Invoice on the Shortcuts list on the left side of your screen.

e
Sy B,
o .:
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5|

4
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System
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Wendor Lisk
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Sage 50 =
Resource Center b |

@ SmartPosting running. ..
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Time \@

| Tickets
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I

Sales
Orders

4

Customer
| Statements 4

Sales
Invoices

Finance

Receive

CHErEs

Meur Sales Invoice

e Edit Sates Trice
Mernorize Sales Invoices
Print Sales Invoices
Set Up Invoice Defaults
Bill for Wark in Progress

Irvvoice Time and Expenses

Credits

and
Returns 4

Reports ]

Business
Inteligence

CHAPPLE
CLUMMINGS
DasH
EVERLY
FRAMELIN
FREEMOND
FROST
GOLDEN
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HEMTOM
HOLLAND
KENTON
KNIGHT
MASON
MCKAY
MOSLEY
PIERCE
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ROBERTS
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SMITH
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SHYDER

Recently Used (

Aged Receivable:
Customer Transs
Sales Journal
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Cash Receipts 1of
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]

Figure 5-10: Creating a new customer sales invoice.

The Sales/Invoicing window appears. Follow these steps to enter the invoice

information:

—

,5‘ Sales/Invoicing

|= | B

File Edit GoTo Window Help
D.- 8 8.6 b_ X B ®m § 5 & & B 5
Cloze  Mew List Save Tink E-mail Copy Delete  Row  SerialMo  Mote  Jounal Event Layouk Reports &ttach  Help
Customer ID: A Invoice  [4][®]
Bill to: Add & new customer Ship to: | ~ | “Invoice date:|Mar 15, 2014 .;u 5
[zl
JEss opedee: [ \
Address Line 1
Invoice No. :| | b "
ddress Line 2
5 il [ brop ship
City |Sr |Zi|:
Country I
Customer PO Ship via Ship date Sales rep Terms
None |ﬂ |ﬂ |g View /edit terms

134



1. Type or click the lookup icon to select the Customer ID. You can’t enter
an invoice in Sage 50 unless you have set up a customer.

If you don’t have the customer already setup, you can quickly add
them by entering an ID in the Customer ID field and pressing the
" plus (+) key or by clicking the Add a new customer link. Sage 50
opens the Maintain Customer window where you can continue
entering the customer record.

2. Sage 50 displays the recipient Ship To address, but if you want a
different address, either click the Ship To down arrow and choose one of
the other stored addresses or manually type the address you want to use
in the Ship to field.

3. Enter or select the invoice date.

4. If you're going to print the invoice (and usually you do), don’t enter a
invoice number because Sage 50 assigns the number when it prints the
invoice. If you've already assigned the invoice number, enter the
number.

5. If your customer references a purchase order number, enter the
purchase order number here.

6. Optionally, type a shipping method or choose a shipping method from
the Ship Via list box.

7. If appropriate, enter a shipping date.
Optionally, change the Terms for this order
9. Optionally, select a Sales Rep ID

10. You may or may not see the A/R Account field. If you do see it, and if
your company is cash-based, the A/R Account field displays <Cash
Basis> and you can’t access the account box. If your business is
accrual-based, you can select the A/R Account option for this sale,
although typically you shouldn’t change the default. This box is asking
what account should Sage 50 use to track the Accounts Receivable. It is
NOT asking you what account to use to track the Sale.

You can change whether Sage 50 hides the account numbers used
in invoicing and other Accounts Receivable functions. From the
Options menu, choose Global. From the Accounting tab of the
Maintain Global Options dialog box, click to remove any check mark
from the Hide General Ledger Accounts option for Accounts
Receivable.
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Apply to Sales Order: 0.00 ] Apply to Sales: 0.00 ]

Quantity Ttem um Description UnitPrice  Tax Amount Job

0.00) 1 I

Apply tickets fexpenses Sales tax: 0.00 Q I
Freight: 0.00
Other applied credits 0,00 0.00 Invoice total
Amount paid at sale 0.00 0.00 Net due

11. In the body of the invoice, enter the Quantity for the first item on the
invoice. A quantity is not required. For example, if you're entering a
service or product that doesn’t have a quantity; you can leave the
guantity blank.

12. If you're selling an inventory item, enter or select the Item ID. Sage 50
fills in the item description, the sales account, the item’s unit price, and
the tax status. Then Sage 50 multiplies the guantity times the unit price
for the amount.

If you don’t use inventory, leave the Item box blank and fill in the
Description, Sales Account, Unit Price and select the Tax status. Sage
50 uses default tax types of 1 for Taxable and 2 for Exempt.

Note: If you did not enter a quantity in Step 10, you must enter an
| amount instead of a unit price.

13. Repeat Steps 11 and 12 for each item you want to invoice.

14. If you need to charge the customer shipping charges, enter the
estimated amount in the Freight box.
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Figure 5-11 illustrates an example of a completed invoice.

.~ Sales/Invoicing BE
File Edit GoTe Window Hel
an = — w T =l E =
S = I Q. X B, W B =2 & #. 6. 0 @
Close  Mew  List Save it E-mail |Copy = Delste FRow  SeralMo  Mote  Joumnal Ewent Lavout Reports Attach  Help
Customer ID: | =00 QI Invoice IEI
Bill to: Freemond Country Club Ship to: | b elores Freemand | o | *nvoice date:| Mar 1, 2014 E 5
9345 Willow Trail Dr - = gl
Morcross, GA 30093 Clear zl Freeman Enterprises Due date:| Mar 31, 2014 E il
9845 Willow Trail Dr .
Invoice Mo. :| | M
Address Line 2
- [ orop ship
Norcross |GA | 30093
Country
Customer PO Ship via Ship date Sales rep Terms
[ Mone [ [Ej[sPricriaRD [0y 2% 10. Net 30 Davs
Apply to Sales Order; 0.00 I Apply to Sales: 958.00 ] I
Quantity Ttem um Description Unit Price  Tax Amount Job
2.00 | EQLW-14230 Each Cordless Mulching Lawn Mower- Mol 479.00] 1 958.00
Apply tickets/expenses Sales tax: 57.48 | GAGWINN |4
Freight: 0.00
Customer Account as of Mar 1, 2014 Other applied credits 0.00 1,015.48 Invoice total
Balance: 2,202.23
Credit limit: ~ 50,000,00 Amount paid at sale 0.00 1,015.48 Met due
Credit status: Notify Over Limit

Figure 5-11: A sample customer sales invoice

When you are finished with the invoice, you will probably want to print it. You can print it
to your printer, or you can print the invoice to a PDF format and e-mail it to your
customer. To print or e-mail the invoice, click the Print or E-mail buttons along the top
and follow the prompts that appear. However, if don’t need to print the invoice, simply
click the Save button.

When you print or e-mail an invoice, Sage 50 also saves the invoice.

If you need to review or modify the invoice after saving it, click the

b List button along the top of the Sales/Invoicing window. Then, from
the resulting list of saved invoices that appears, double-click the
invoice you want to change. Make the changes and either save, e-
mail or print the invoice to resave it.
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Record a Customer Payment

Now comes the fun part. Your customers pay the invoices for the goods and services
you provided them. While very similar to the steps in receiving customer payments you
took in QuickBooks, there are a few differences.

In Sage 50’s Receipts feature, you to enter all checks, cash, and credit card slips you
receive and deposit them into one of your cash type accounts, such as your checking,
or savings account. The following steps show you how to receive money from your
customers:

1. Click the Customers & Sales tab, then click Receive money and choose
Receive Money from Customer. (See Figure 5-12).

* Bellwether Garden Supp age (Sage 50 Quantum Accounting]
File Edit Lists Maintain Tasks Analysis Options Reports & Forms Services Window Help

‘ A Customers & Sales

|@ Hide | €& Refresh | @ System Date: 03/15/14 | g Period 3 - 03/01/14-03/31,

My Dashboard

&b Customers & SBI'S‘ £ customer Management|
& Customers & Sales

Customers & Sales Tasks E
& Vendors & Purchases ?
e - u
ﬂ;ﬁ!l Inventory & Services & @ % ALl
Sales AR
.&\ Employees & Payroll Customers Jobs 4 Taxes ’::‘E
B CH
@ Jobs cu
— Ew Time Eﬂ‘ DA
ﬁ Banking Cuotes and and Expense =
— Proposals 4 Tickets o FR.
& System FRI
—_ I B FRi
Shortcuts Customize i G0
_ = Go
Sales Invoice Sales HE
Receive Money from Customer COrders d HO
Bills - Pay Bill KEI
Customer List I I . - o
i = i oa
VendorList = E -'z; Re
Find Transactions = ) ) I~
Sales Finance Receive A
General Journal Entry Invioices 4 Charges Money F C
5
T i
il :
Bank |
Deposits Vie
= [sa

=T = - |

Figure 5-12: Receiving money from a customer.
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2. Select the cash account you wish to use for these receipts as shown in
Figure 5-13. This is where Sage 50 is a little different than QuickBooks.
You should select the bank account where the money will be deposited
to. Don’t use the Undeposited Funds account like you used in
QuickBooks.

Select a Cash Account 3]

Please select a cash account

to uze far this frangaction.

| Checking

Cancel

Help

dd

Figure 5-13: Select a cash account.

From the Receive Money window that appears, you will enter the
information for the money you receive.

3. Type or select the customer ID. If this customer has unpaid invoices,
Sage 50 lists them on the Apply to Invoices tab as seen in Figure 5-14. If
the customer has no outstanding balance, Sage 50 displays the Apply to
Revenues tab.

r ~
=" Receive Money = | B |5
File Edit GoTe Win elp
= = = T — —_ = i
& - & X B aQ = E (7]
Cloze Mew List Save ﬁt T E-mal Delete Fow M Detail  Jounal  Event Heport; Aftach  Help
Receipt [€][#]
Deposit ticket ID: l:l Check/Reference No.: | 10123 | e %
Receipt number: | 1038 | |Regular Checking Account |l| =
Customer ID |8 | ARCHER
- = L Date: [FEEIE = e
,. Archer Scapes and Ponds .
778 Oakland Parkway Recelpt amount: | 23,359.35|
Alpharetta, GA 30092
N Payment method: | Chedk |ﬂ Cash account balance g I
Uncalculated
Credit card payment: aor Balance indudes unposted
transactions as of 3/15/14
r ~
lApply to Invoices: 23,359.35 J I Apply to Revenues: 0.00 ] [ Erepayment Pay All /None
Invoice Date Due Amount Due Description Discount Amount Paid Pay
10120 Feb 28, 2014) 4,281.47 4,281.47 |4 I
10123 Mar 2, 2014 19,077.88 19,077.88 | A
10209 Mar 25, 2014) 7,374.69 O
10329 Apr 3, 2014 59,98 O |
10317 Apr 14, 2014 49,99 1.00 O

Figure 5-14: Select the invoices the customer is paying.
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4. Enter a Reference number such as the customer’s check number, a
confirmation number or the date. You cannot leave the Reference
number blank.

5. Choose the date you received the check.
6. Select or enter a Payment Method: Cash, Check, Charge, and so on.

» You can modify which payment methods appear in the list by
I choosing Options from the main Sage 50 screen menu and
selecting Default Information and choosing Customer Defaults.

7. In the Cash Account, verify the bank account into which you're
depositing the receipt.

8. Place a check mark in the Pay column beside each invoice being paid by
this receipt or if the amount of the receipt doesn’t match the invoice
amount, enter the actual amount received in the Amount Paid column.
Optionally, depending on your version of Sage 50, you can enter the
amount of the check in the Receipt amount field and then check the
invoices the customer is paying.

@ To view an invoice detail, double-click an unpaid invoice.

If, based on the customer terms, the invoice is eligible for a discount;
Sage 50 automatically displays the discount amount. You can accept

b4 that amount, delete it, or enter a different amount. If you provide
customer early pay discounts, you should also verify the discount
account number at the bottom of the window.

©

Click the Save button along the top.

If you need to review or modify the customer receipt after saving it,

5 click the List button along the top of the Receipts window. Then, from
the resulting list of saved receipts that appears, double-click the one
you want to change. Make the changes and click Save to resave the
receipt.
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Making a Bank Deposit

Coming from a QuickBooks background, you will be very familiar with this next step. In
QuickBooks, you deposited your receipts into an account called Undeposited Funds and
then you had to group the receipts together to transfer them into your regular checking
account.

In Sage 50, the money immediately shows up in the account you chose when entering
the receipt, such as your checking account.

Technically, in Sage 50, you don’t have to group the receipts together, but if you are
going to use Sage 50’s Account Reconciliation feature, you will want to use the Select
for Deposit option. You use the Select for Deposit window to combine multiple customer
receipts into a single bank deposit. Using the Select for Deposit feature greatly speeds
up the bank reconciliation process.

To select receipts to include in a bank deposit, follow these steps:

1. Click the Customer & Sales tab or the Banking tab. Both tabs contain
buttons for Bank Deposit.

2. Click Bank Deposits, then choose New Bank Deposit. See Figure 5-15.
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Figure 5-15: Grouping receipts together for a deposit.

The Select for Deposit window appears, as shown in Figure 5-16.
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r 1
Select for Deposit Lﬂh]
—
@ O B|lEH|S8- M O @
Cloze Mew  Open | Save Fﬁ;‘t = Al Al Help
Deposit
Sccount D | 10200-00 |'g Regular Checking Account Deposit Ticket Date: |Mar 29, 2013
Deposit Ticket 10:
Date Received From Payment Method  CheckfRef Mo, Amount
Mar 2, 2013 | Everly Property Management AMER CCon0s 149197 O
Mar 2, 2013 | kenkon Golf and Tennis Center Check CH31703 160450 LA
Mar 5, 2013 | Holland Properties, Inc. Check. CHE000 26450 GA
Mar 7, 2013 | Chapple Law Offices Mastercard CConoi 40§25 O
Mar 7, 2013 | Cannon Healthcare Center Check CConoz 15874 LA
Mar 13, 2013( Snyder Securities Mastercard CCO006 99493 O
Mar 29, 2013 Franklin Batanical Gardens Check 13466 3360067 | LA
S I
Tokal Cash Total Checks Total Okher Total Deposit
000 + 3,715.41 + noo = 3,715.41

b P

Figure 5-16: Grouping receipts together for a deposit.

3. If needed, select a different cash account from the Account ID drop-
down list.

4. Enter the Date on which you will make the deposit.
5. Enter or accept the currently suggested Deposit Ticket ID.

6. Click the Deposit check box next to the receipts you want included in the
current deposit or select all the receipts simultaneously by clicking the
All button with the check mark. The total deposit at the bottom of the
screen should match your actual deposit amount.

7. Click the Print button if you want to print a list of your current deposit, or
click the Save button.

Enter a Vendor Bill

Extremely rare is the business that doesn’t have vendors. Vendors are those
businesses or individuals from which you purchase goods and services. You might buy
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items for your inventory to sell to your customers, or you might buy equipment or raw
materials so you can make goods to sell. Even if your business supplies only services
and not tangible goods, you still need to buy supplies and services to run that business
such as office supplies or snow removal.

Sage 50 calls the bill you get from your vendor, a Purchase/Receive Inventory
transaction. There are several methods to track these bills, but most businesses take
the approach that you record a bill received from your vendor and pay it at some future
date.

The following steps show you how to enter a bill from a vendor:

1. Click the Vendors & Purchases tab and choose Enter Bills, then click
New Bill. (Figure 5-17).
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Figure 5-17: Recording bills from vendors.

2. In the resulting Purchases/Receive Inventory window seen in Figure 5-
18, you enter the information regarding the vendor bill. Type or select the
vendor’s ID in the Vendor ID text box. After you select a vendor, Sage 50
fills in the vendor’'s name and Remit To address. Your company’s name
also appears in the Ship To address box.

143



| foeby to Purchasesi 000 |

Figure 5-18: Entering the vendor invoice information.

Enter or select the date on the vendor bill. Some businesses use the
date printed on the vendor bill and others use the date they actually
received the goods or service.

In the Invoice No. text box, type the invoice number provided on the
vendor’s bill. The vendor invoice number is required, however, some
vendors, such as utility companies, don’t provide you with an invoice
number. In that case, you will have to make one up.

You can’t use an invoice number more than once for a particular vendor
so many businesses use a date system such as 2014-2 for a February,
2014 bill. You can reuse an invoice number as long as you assign it to a
different vendor.

Sage 50 assumes that you wouldn’t enter a bill from a vendor for
merchandise without having first received the merchandise—and
entering a bill for merchandise does update inventory quantities on
hand, so, don’t enter a bill until you receive the goods.

You might, however, receive the goods without yet receiving the bill.

In this second case, you enter a purchase and make sure that you

check the Waiting on Bill box.
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5.

You can change the A/P account, but typically, you don’t. The A/P
account is the Accounts Payable type account which is setup in your
Chart of Accounts. Sage 50 remembers which A/P account was last
used.

In the Quantity field, type the quantity for which you’re being billed.
Quantity is an optional field, so you don’t have to enter a quantity if the
bill is for a service.

The way you enter the next lines depends on whether you are receiving
inventory items. Figure 5-19 shows you an vendor bill for both inventory
goods and non-inventory service.

Here’s a difference between QuickBooks and Sage 50. QuickBooks
has you use a separate window to receive inventory items versus
non-inventory goods and services. In Sage 50, you do this in the
same Purchase/Receive Inventory window.

» If you are recording a bill for an inventory item, select the item in the
Item list box. Sage 50 fills in the Description, GL Account, the Unit
Price, and the Amount (unit price times quantity) boxes. You can
override the Unit Price if necessary.

» If you are recording a bill for an item or service that is not setup as an
inventory item, skip the Item box and just fill in the Description, a GL
Account, and Unit Price boxes. The GL account is typically an
expense account.
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Figure 5-19: Receiving inventory and non-inventory goods and services.

8.

Repeat Steps 5 and 6 for each item that appears on the bill you're
recording.

Click the Save button to save the transaction.

Pay a Vendor Bill

Now that you’'ve entered your vendor bills, at some point in time you have to pay them.

Most businesses plan to pay their bills on a regular basis, for example, every Friday and
pay only those bills that are due before the next Friday. In Sage 50, you can select all
bills due by a certain date, or you can select bills that are past due by a number of days
you specify or only pay bills for certain vendors. Then you simply tell Sage 50 to write

the checks and the chore is finished.

0

To make it easy to see what you owe your vendors, you could view
or print an Aged Payables report. Click the Vendors & Purchases
tab and then click the Reports button. From there, you can choose
to print an Aged Payables report.

Depending on whether you want to pay a group of bills or if you only need to write a
check or two, you need to decide which payment method best suits your needs.
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If you want to pay a group of bills, you'll find the Select for Payment window the screen
easier to use, however, if you only want to pay a couple of bills or need to quickly write
a single check, you’'ll want to use the Payments window.

To pay a group of bills, you can only pay those vendors that you
have already setup in Sage 50 and the vendor bills must be entered
previously through the Purchase/Receive Inventory window.

Paying a Group of Bills

When paying a group of bills, Sage 50 looks for vendor invoices you’ve previously
entered. It displays the vendor bills that are eligible for payment based on the criteria
you provide. To pay a group of bills, follow these steps:

1. From the Vendors & Purchases tab, click the Pay Bills button. You see
several options available as shown in Figure 5-20.
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Figure 5-20: Preparing to pay a group of bills.

2. Choose Pay Multiple Bills. The Select for Payment - Filter Selection
dialog box appears, shown in Figure 5-21.
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Figure 5-21: Select the criteria for the bills you want to pay.

3. Select the date you want for the checks.

4. If you only want to pay the bills that are due, use the Invoices Due
Before date to set a cut-off date for purchases that you want to pay. Any
vendor bills with a due date after the date you specify will not appear in
the pay list.

To avoid being late in paying upcoming bills, set the Invoices Due
Before date equal to a date that falls just before your next bill paying
date.

5. Set a date for the Or Discounts Lost By box if your vendors offer you
discounts for paying by a specified date. If your vendors don’t offer you
early payment discounts, you can ignore this box.

6. In the Include Invoices section, select the range of invoices to include.
Most businesses typically leave this at the All Invoices option, but you
can click here and be more specific about which bills you want to pay.

7. In the Include Vendors section, you can choose to display the bills only
from specific vendors.
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8. Click OK.

Sage 50 displays the Select for Payment window you see in Figure 5-22, displaying
purchases that meet the criteria you just specified.

Select For Payment lﬁj

Lk &(.|1&8 O . @
Clos elact ﬁ@ All All Dﬁ%il Help

Check Diate: [Mar 29, 2013 CashAcet: [10200-00 Discount doct; [23500-00 Sort By [Vendar -
These Invoices are: 1] For all Invoice amounts 2] For all Vendors 3] and Dizcounts expire on the discount date.

Inw. Date [iue Date Yendor Mame Imvoicet Balance Diizcount Armt Pay Armount F'a_l,l|
Mar 1. 2013 bar 31,2013 | Abney and Son Contrag{ B1000 75.00 75.00 |GA _~ |
Jan ', 2013 Feb 4, 2013 Akerzon Distibution A-5411 1,686.25 1,686.25 | G&A —
Jan 16,2013 | Feb 15,2013 | Akerson Distribution A-7811 1.780.00 1,760.00 |Gt
Feb 1,203 Mar 3, 2013 Akerzon Distibution A-9203 5,962.50 5.962.50 | A
Mar 8, 2013 Apr 7, 2013 Akerzon Distibution 4 5179.20 5179.20 |GA
Jan 3. 2013 Feb 22013 Caldwell Tools Compary C1280 3.498.75 3.498.75 |GA
Jan 24, 2013 Feb 23,2013 | Caldwel Tool: Company C1450 15.270,10 —_— ]
Feb 8, 2013 bar 10,2013 | Caldwell Toal: Compary C1563 244525 2,445 25 (A
Mar 4, 2013 Apr3, 2013 Caldwell Tool: Company B1004 90.00 000 |GA -

[Includes Unposted Tranzactions) Regular Checking Account Balance: 26,755,639
azof 3/29/13 Total Checks: 20,742 60
Balance After Checks: g.013.09 ﬂ

-

Figure 5-22: Vendor bills meeting the criteria you entered.

w INnitially, you see the bills listed by Invoice Date order, but you can
. i click the Sort by box and choose a different sort order such as by
.Y Vendor.

9. Verify the Cash Account to be sure the checks will be written on the
correct account.

10. Remove the check mark from any bill that you don’t want to pay at this
time.

, w, |[f you want to pay an amount different than the invoice amount (such
. as a partial payment), type the correct amount in the Pay Amount
2 column.

11. Optionally, before you print the checks, you may want to print a report of
the selected bills, just to verify your selection. To do so, click the drop-
down arrow next to the Print button and choose Report.

12. When you are ready to print your checks, click the Print button and
follow the on-screen prompts to print your checks.
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13. When the checks finish printing, click Yes to the message you see here
in Figure 5-23.

- B
Sage 50 Accounting I&J

I."'_ | Did the Checks print properly, and is it OK to assign the check numbers
| ' tothe checks?

Yes Mo Cancel Help

b A

Figure 5-23: Click Yes to save the checks and assign the check numbers to the
payments.

Paying One Bill at a Time

Occasionally, you need to write only one or two checks. For example, you want to
reimburse an employee for some supplies he picked up for you. To record the check
you don’t want to go through the steps of entering a purchase and then pay the
purchase using the Select for Payment window. To print or record a single check, use
the Payments window. Essentially, you use the Payments window in two main
situations:

» You don’'t need to print a check; you just need to record that it was written.
This is how you would handle electronic EFT payments or automatic
deductions from your checking accounts.

» You only have a few checks to write. These checks could be for vendor
bills that you've already entered; or they might be for items you want to
enter without using the Purchase/Receive Inventory window.

From the Payments window, you can pay vendors you've set up, or
you can write a check to someone you haven’t and don’t want to set
up as a vendor. You also use the Payments window when you need
to issue a refund check to a customer.

Follow these steps to pay one bill at a time:

1. From the Vendors & Purchases tab, click the Pay Bills button and
choose Pay Bill. (Figure 5-24)
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Figure 5-24: Writing individual checks.

2. From the Payments window shown in Figure 5-25, enter or select a
vendor or if the check is not to a vendor you have set up, type a name in
the Pay to the Order of box.

151



e e R B TN o

FEie o -Ga Te: Window  Bilp

(]

- ra
Ceon  mew L

LR

A
Payment (81l

Bkt Garden Sy Chack rupar: [ 17044

I Iz
Vordor B[

(e [Plr 31, 2013

E 10

Corsh ek

Towo Huncved Taeive and S/L00

500 00 -]
Feqular Checking Aooount

Figure 5-25: The Payments window.

3a.

3b.

What you see next depends on whether or not you are choosing a
vendor who has unpaid purchases.

If the vendor doesn’t have any unpaid purchases, or if you don’t select a
vendor but instead type a name in the Pay to the Order of box, Sage 50
displays the Apply to Expenses tab as you see above in Figure 5-24. If
appropriate, fill in the quantity and select an item. If you don’t select an
item, fill in the description, supply the GL account, and, if appropriate,
type a unit price. Sage 50 calculates the amount.

If you select a vendor and the vendor has outstanding purchases, the
Payments window displays the Apply to Invoices tab, listing all unpaid
purchases for the vendor (see Figure 5-26). Place a check mark in the
Pay column next to all bills you want to pay. Sage 50 displays the dollar
amount of the check on the check face.
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Figure 5-26: Check the bills you want to pay.

@ You can partially pay the purchase by typing an amount in the
Amount Paid column on the line of the purchase you want to pay.

4. If you don't intend to print the check, type the check number, but if you
do plan on printing the check, leave the check number blank.

5. Enter or select a date for the check.
Verify the Cash Account from which you want to write the check.

7. If you do not want to print the check, click the Save button, but if you do
plan on printing the check click the Print button and follow the on-screen
prompts.
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Make an Inventory Adjustment

Whether you take a physical inventory count of all your goods, or just need to adjust the
guantity on hand of a single product, you use Sage 50’s Inventory Adjustment feature.

Follow these steps to make inventory adjustments:

1. Click the Inventory & Services tab and choose Inventory
Adjustments. See Figure 5-27.
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Figure 5-27: Making inventory adjustments.

2. From the Inventory Adjustments window seen in Figure 5-28, type or
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Figure 5-28:

select the Item ID you want to adjust.

Enter information about the adjustment.

Enter a Reference number or any piece of information to identify this
transaction, perhaps your initials.

Select a Date for the inventory adjustment.

Choose the GL Source Account you want to charge for the adjustment
cost. The source account is often the sales account or if you have an
account setup for “lost or damaged goods”, you might use that one.

If you are going to increase your inventory count, enter a Unit Cost. By
default, the last purchase price you entered appears here, but you can
change it if needed. If you are going to decrease your inventory count,
you cannot enter a Unit Cost. Sage 50 determines the cost of the
adjustment based on the item’s costing method at the time of the
adjustment.

Not putting in a unit cost when increasing inventory can throw off
your entire inventory valuation. Be sure to enter an accurate cost.

N

In the Adjust Quantity By field, type a quantity to adjust. If you need to
increase your quantity on hand, enter the number to adjust as a positive
number. If you need to decrease your quantity on hand, enter the
number to adjust as a negative number.

In the Reason to Adjust box, describe why you're creating the
transaction (for example, broken or annual inventory).

Click Save to save the transaction.

Appendix A

This appendix is designed to help you understand the different data fields that exist in
QuickBooks and Sage 50 and how they relate to each other.

The tables in this appendix show you which QuickBooks data fields are and which are
not converted to Sage 50. Additionally, you see what Sage 50 calls the field and
additional comments about the field during conversion. Above each table you see the
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QuickBooks screen on the left and the Sage 50 screen on the right. Not all fields are
shown in each screen.

LISTS

Company Information Fields

Legal Company Name

Company Address, City,
State, and Zip Code

Country

Federal ID
State Employer ID
State Unemployment ID

Income Tax Form Used

N/A

N/A

N/A

Company Name (only the
first 39 characters)

Company Address, City,
State, and Zip Code

Country

Federal Employer ID
State Employer ID
State Unemployment ID

Form of Business

Company Telephone
Number

Company Fax Number
Company E-Mail
Company Web Site
Posting Method

Accounting Method

If QuickBooks legal company name is entirely
numeric or blank Sage 50 will use the value listed in
the Company name field. If this field is also entirely
numeric or blank the company name will be
converted as "No Name" in Sage 50.

QuickBooks allows multiple company addresses.
Sage 50 will only convert the first address.

Sage 50 will convert only one of the following from
QuickBooks: US, Canada, Other.

Sage 50 will only convert the first state employer ID.

Form 1020, 990, 990-PF, 990-T, and Other are
converted to "Corporation"

Form 1020S is converted to "S-Corporation"
Form 1065 is converted to "Partnership"

Form 1040 is converted to "Sole Proprietor"

These fields are not available in QuickBooks and
must be manually updated in Sage 50.

Sage 50 will set all companies converted from
QuickBooks to use real-time posting method.

You are prompted to select your company's
accounting method during the conversion to Sage
50.

Chart of Accounts Fields
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Name

Number

Type

Bank

Undeposited Funds
Accounts Receivable
Other Current Assets
Fixed Assets

Other Assets
Accounts Payable
Credit Card

Other Current Liabilities
Long Term Liability
Equity

Income

Other Income
COGS
Expense

Other Expense
Inactive

Current Balance

Description (only the first
30 characters)

Account ID

Account Type

Cash

Cash

Accounts Receivable
Other Current Assets
Fixed Assets

Other Assets
Accounts Payable
Accounts Payable
Other Current Liabilities
Long Term Liability

Equity — doesn’t close

Income

Income

Cost of Sales
Expense
Expense
Inactive

Current Balance

Each account listed in the QuickBooks chart of
accounts must have an account number in order for
the conversion process to begin.

Except Retained Earnings which becomes Equity —
Retained Earnings in Sage 50

Each account beginning balance is entered as of the
day before the first period you chose to enter data
during the conversion process.

* Note: Sub accounts of, descriptions, and bank numbers are not converted to Sage 50.

Customer Fields

Customer

Customer ID

Sage 50 will convert the first 20 characters of a
customer's name and append a number to the ID.
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Customer

Company Name

Mr./Ms./...
First Name

M.1.
Last Name

Contact

Phone

FAX

Alt. Phone

Bill To Address
Ship To

Type

Terms

Standard

Date Driven
Discount percentage

Discount if paid with XX
days

Discount if paid before
the XXth day of the
month

Net Due before the
XXth of the month

Due the next month if
issued within XX days of
due date.

Rep
N/A

Name

N/A

N/A

Bill-toContact

Telephone 1

Fax

Telephone 2

Bill To
Ship To

Customer Type

Terms

Standard or Non-
Standard

N/A
Discount %

Discount in XX days

Due on the XX next
month

Due on the XX next
month

Sales Rep

G/L Sales Account

Sage 50 will only convert the first 39 characters of a
customer's name.

Sage 50 inserts the company name as the first line of
all ship-to addresses.

Sage 50 will convert the first 20 characters of a
customer's contact. Sage 50 will not convert the
alternate contact.

Sage 50 will convert the first 20 characters of a
customer's phone number.

Sage 50 will convert the first 20 characters of a
customer's fax number.

Sage 50 will convert the first 20 characters of a
customer's alternate phone.

QuickBooks includes one ship-to address. Sage 50
allows for nine ship-to addresses.

Sage 50 will convert the first 8 characters of a
customer's type.

This field is not available in Sage 50

Sage 50 does not use this type of term. Therefore,
Sage 50 customers will not be given extra time if
issued within XX days of the due date.

Sage 50 requires each customer to have a default
sales account. During the conversion process, you
are prompted to select a default sales account for all
customers converted from QuickBooks. After the
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Credit Limit

Customer is taxable

Tax Iltem

Tax Group

Resale Number

Custom Fields 1-15

Inactive

Notes

Invoice Number
(Outstanding)

Amount

A/R Account

Ship Via

Pricing Level

Credit Limit
N/A

Sales Tax ID
Sales Tax Agency

Sales Tax ID

Resale #

Custom Fields 1-5

Inactive

N/A

Beginning Balance

Current Balance

N/A

N/A

Price Level 1

E-mail
Open PO

conversion is complete, you can assign unique
defaults to each customer.

Sage 50 uses sales tax IDs to determine sales tax
setup. Sage 50 also uses item tax types to determine
if exempt or not.

Each QuickBooks tax item is converted to a sales tax
agency, a component of Sage 50's sales tax IDs.
Each non-exempt tax item is also converted as its
own Sage 50 sales tax ID.

Each QuickBooks tax group is converted as a Sage
50 sales tax ID, containing their respective tax item
components - Sage 50 sales tax agencies.

Sage 50 will only convert the first five custom fields
set up for QuickBooks customers.

Sage 50 cannot convert notes entered for customers
in QuickBooks. Instead, Sage 50 uses comments in
the customer event log and company to-do list in
Action Items.

All outstanding invoices for a customer are converted
as one beginning balance in Sage 50 and referenced
as BEGBAL.

Note: If a customer record has a job associated with
it, then the job's open balance is converted as a
separate beginning balance (also referenced as
BEGBAL with a number appended to it).

All outstanding invoices for each customer (job) are
totaled together and entered as one beginning
balance In Sage 50. This beginning balance is
entered as of the day before the first period you
chose to enter data during the conversion process..

Sage 50 does not assign default A/R accounts to
customers.

Sage 50 does not convert QuickBooks ship-via list.
These are set up in Sage 50's Inventory Defaults.
Each customer record can be set up to use a default
ship-via method or the ship-via can be selected
during invoicing.

Sage 50 offers five sales pricing levels from which to
choose.

These fields are not available in QuickBooks or
cannot be converted and must be updated in Sage
50.
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Payment Methods

Payment Methods

Not converted

Sales Tax Fields

Tax Iltem

Tax Name

Description

Rate

Tax Agency

Tax Group

Group Name/Number

Description

Components of Tax

Groups

Tax Item

Rate

Description

Sales Tax Agency

ID

Description

Tax Rate

Tax Payable To

Sales Tax Payable G/L

account

Sales Tax ID

Sales Tax Number

Description

Components of Sales

Tax ID
ID

Rate

Description

G/L Account-Description

Sage 50 will convert the first 8 characters of a tax
item name and append a number to it to ensure
unique IDs.

Sage 50 will only convert the first 30 characters of a
tax description.

Tax agencies are set up as vendors in Sage 50. The
vendor must already be converted to Sage 50; Sage
50 will convert the first 20 characters of a vendor's
name and append a number to the ID.

Sage 50 will use the Sales Tax Payable Account set
up in the QuickBooks chart of accounts for this field.
Sales tax payable accounts are automatically set up
in QuickBooks when you first set up sales taxes or
enter the first sales transaction.

Sage 50 will convert the first 8 characters of a tax
group name and append a number to it to ensure
unique IDs.

Sage 50 will only convert the first 31 characters of a
tax group description.

Sage 50 will convert the first 6 or 7 characters of a
tax item name and append a number to it to ensure
unique IDs.

Sage 50 will only convert the first 31 characters of a
tax description.

Sage 50 will use the Sales Tax Payable Account set
up in the QuickBooks chart of accounts for this field.
Sales tax payable accounts are automatically set up
in QuickBooks when you first set up sales taxes or
enter the first sales transaction.
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Vendor Fields

Vendor

Company Name

Mr./Ms./...
First Name

M.I.

Last Name

Contact

Phone

FAX

Alt. Phone

Alt. Contact
Inactive

N/A

Vendor eligible for 1099

Address (Ship To)

Type

Print on Checks as

Terms

Standard

Vendor ID

Name

N/A

Contact

Telephone 1

Fax

Telephone 2

N/A
Inactive
Website
1099 Type

Address (Ship To)

Vendor Type

N/A

Terms

Standard or Non-

Standard

Sage 50 will convert the first 20 characters of a
vendor's name and append a number to the ID.

Sage 50 will only convert the first 39 characters of a
vendor's company name.

Sage 50 will convert the first 20 characters of a
vendor's contact. Sage 50 will not convert the
alternate contact.

Sage 50 will convert the first 20 characters of a
vendor's phone number.

Sage 50 will convert the first 20 characters of a
vendor's fax number.

Sage 50 will convert the first 20 characters of a
vendor's alternate phone.

Sage 50 uses three 1099 types: Independent
Contractor (which uses 1099 MISC form), Interest
(which uses 1099 INT form), and None.

If selected as a 1099 vendor in QuickBooks, the
vendor is assigned the Independent Contractor 1099

type.

Sage 50 will convert the first 8 characters of a
vendor's type.

Sage 50 uses the Vendor Name when printing
checks.

Note: QuickBooks allows you to set up a list of terms.
When setting up vendors, you can select any one of
the terms from the list. Sage 50 sets up a single set
of standard terms in Vendor Defaults. Then, when
setting up a vendor, you choose whether or not the
vendor uses standard terms. Therefore, all
QuickBooks vendors are converted as using non-
standard terms, with each Sage 50 term based on
the QuickBooks terms selected.
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Date Driven
Discount percentage

Discount if paid with XX
days

Discount if paid before
the XXth day of the
month

Net Due before the
XXth of the month

Due the next month if
issued within XX days of
due date.

Credit Limit
Tax ID
Custom Fields 1-15

Notes

Invoice Number
(Outstanding)

Amount

A/P Account

N/A

N/A
Discount %

Discount in XX days

Discount in XX days

Due on the XX next
month

Due on the XX next
month

Credit Limit

Tax ID #

Custom Fields 1-5
N/A

Beginning Balance

Current Balance

N/A

Period History

Sage 50 does not use this type of term. Therefore,
Sage 50 vendors will not be given extra time if issued
within XX days of the due date.

Sage 50 will convert the first 5 custom fields.

Sage 50 cannot convert notes entered for vendors in
QuickBooks. Instead, Sage 50 uses comments in the
vendor event log and company to-do list in Action
ltems.

All outstanding invoices for a vendor are converted
as one beginning balance in Sage 50 and referenced
as BEGBAL.

All outstanding invoices for each vendor are totaled
together and entered as one beginning balance In
Sage 50. This beginning balance is entered as of the
day before the first period you chose to enter data
during the conversion process.

Sage 50 does not assign default A/P accounts to
vendors.

Inventory Item Fields

Iltem Name\Number

Item Description

Iltem Full name

Item ID

Description

N/A

When converted to Sage 50, a number will be
appended to the item name to ensure unique IDs.

Sage 50 will convert the first 30 characters of the
item description listed in QuickBooks.

Sage 50 cannot convert parent names, those items
that are components of another item. In QuickBooks,
parent items can contain inventory and non-inventory
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item components, which is not possible in Sage 50.
In Sage 50 you can create assemblies that contain
only inventory components.

Type Item Class

Service Non-Stock item

Inventory Part Stock item

Inventory Assembly Assembly Note: QuickBooks permits zero-sum assemblies—
assemblies without components—while Sage 50
does not. So zero-sum assemblies must be
converted to stock items in Sage 50.

Non-Inventory Part Non-Stock item

Other Charge Non-Stock item

Subtotal Not converted

Group Not converted

Discount Not converted

Payment Not converted

Tax Item Sales Tax Agency and

Sales Tax ID.

Tax Group Sales Tax ID

Taxable Item Tax Type Sage 50 allows you to set up 10 item tax types in
Inventory Defaults. If the item is taxable in
QuickBooks, it is converted to Item Tax Type 1
(Regular - Taxable). If the item not taxable in
QuickBooks, it is converted to Item Tax Type 2
(Exempt - Exempt).

Inactive Inactive

Description on Sales Description for Sales

Transactions

Description on Description for

Purchase Transactions Purchases

Rate Sales Prices Level 1 Each of these QuickBooks fields is converted to
Sage 50's Sales Price Level 1. Sage 50 offers five or
ten sales pricing levels, depending on which version
Price of Sage 50 you are using. QuickBooks uses a
different field based on the items type.

Sales Price

Amount or %
Note: QuickBooks "Other Charge" items can use

Currency A s .
percentages in the Amount field. Sage 50 will convert
these as amounts.

Income Account GL Sales Account QuickBooks allows for subaccounts. If a parent

account and subaccount are selected
(PARENT:SUBACCOUNT), the subaccount is used
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Inventory Asset Account

COGS Account

Qty on Hand

Reorder Point

Preferred Vendor

Custom Fields 1-5

N/A

N/A
N/A

Ship Via

Bill of Materials

Iltem

Description

Quantity

GL Inventory Account

GL Cost of Sales

Quantity on Hand

Minimum Stock

Reorder Quantity

Preferred Vendor

Custom Fields 1-5

Note

Stocking U/M
Cost Method

Cost

Ship Via

Bill of Materials

Item ID

Description

Quantity Needed

as Sage 50's G/L sales account.

QuickBooks allows for subaccounts. If a parent
account and subaccount are selected
(PARENT:SUBACCOUNT), the subaccount is used
as Sage 50's G/L inventory account.

QuickBooks allows for subaccounts. If a parent
account and subaccount are selected
(PARENT:SUBACCOUNT), the subaccount is used
as Sage 50's G/L cost of sales account.

The current total number of inventory item's on hand
in QuickBooks is converted to Sage 50 as the items
beginning balance.

QuickBooks does not provide this information. It will
have to be updated in Sage 50.

The vendor must already be converted in Sage 50;
Sage 50 will convert the first 21 characters of a
vendor's name and append a number to the ID to
distinguish between duplicate names.

Custom fields will be converted only for enabled
fields. Only the first 16 characters will be converted.

QuickBooks does not provide this information. You
can optionally enter a 250-character note in Sage 50
for each inventory item.

Sage 50 will assign "Each" to every item.

Sage 50 will assign the costing method (FIFO, LIFO,
or Average Cost) selected during the conversion
process.

QuickBooks does not provide this information. It will
have to be updated in Sage 50. This field is used for
initial cost of an item. After purchasing or selling an
item for the first time, it is used for information
purposes only. It does not reflect the current
estimated cost based on the costing method
selected.

Not converted

The conversion of QuickBooks inventory assembly
items also creates the following Bill of Materials fields
in Sage 50.

Sage 50 will convert the first 20 characters.

QuickBooks allows a maximum of 5 digits to the right
of the decimal; Sage 50 will convert up to 5 places to
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the right of the decimal.

QuickBooks Items List

Service
Inventory Part

Non-Inventory Part

Service
Stock item

Non-Stock item

Other Charge Charge

Subtotal N/A Not converted

Group Assembly

Discount N/A Not converted

Payment N/A Not converted

Tax Item Sales Tax Agency QuickBooks tax items are converted to Sage 50 as

Sales Tax ID sales tax agencies and sales tax IDs.

Tax Group Sales Tax ID QuickBooks tax items are converted to Sage 50 as
sales tax agencies and sales tax IDs.

Job Fields

Job Name Job ID Sage 50 will convert the first 20 characters of a job
name and append a number to the ID to ensure
unique IDs.

Description Description Sage 50 will only convert the first 30 characters of a
job description.

Start Date Start Date

Projected End

End Date

Customer Name

Note

Actual End Date

Actual End Date

For Customer

Comment

If the End Date value is not present in QuickBooks,
then Sage 50 will convert the QuickBooks Projected
End to this field. Otherwise, the field will be blank.

Sage 50 will convert the customer name associated
with the job in the QuickBooks Customer:Jobs list as
the customer ID.

Sage 50 will convert the first 2000 characters of a
QuickBooks job note.
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Inactive

Job Type

Custom Fields 1-15
N/A

N/A

N/A

N/A

N/A

Inactive

Job Type

Custom Fields 1-5

Supervisor

% Complete

PO Number

Estimated Expense

Estimated Revenue

TRANSACTIONS

Sage 50 will convert the first 8 characters of a
QuickBooks job type.

Sage 50 will convert the first 5 custom fields.

This field is not available in QuickBooks or cannot be
converted and must be updated in Sage 50.

This field is not available in QuickBooks or cannot be
converted and must be updated in Sage 50.

These fields are not available in QuickBooks or
cannot be converted and must be updated in Sage
50.

This field is not available in QuickBooks or cannot be
converted and must be updated in Sage 50.

This field is not available in QuickBooks or cannot be
converted and must be updated in Sage 50.

General Journal Entry Fields

Date

Entry No.

Account
Debit
Credit
Name
Memo
Billable

Totals

Date

Reference

Reverse Transaction
GL Account

Debit

Credit

Description

Totals

Out of Balance

Sage 50 will append a two-digit number to any
duplicate references.

Not converted

Not converted
Sage 50 will convert only the first 160 characters.
Not converted
Not converted

Not converted
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Customer Receipts Fields

Deposit Ticket ID

Received From Customer ID

Class

Template

Amount Receipt Amount
Name

Date Date

Reference # Reference

Receipt Number
Deposit To
Customer Balance
Pmt Method Payment Method

Memo Notes

*Cash Account
Cash Account Balance

Date (invoice)

Job

Number Invoice
Date Due

Orig. Amt.

Disc Date

Amt. Due Amount Due
Description

Discount Discount

Converted via deposit ticket transactions.

Sage 50 will convert the first 20 characters of the
Received From field. If it is associated with a job,
Sage 50 will separate the job portion before importing
the customer ID.

Not converted

Not converted

Not converted

Not converted

Memo is converted to an Internal Note in Sage 50.
Only the first 2000 characters will be converted.

Not converted
Not converted

Not converted

This column is not displayed on the QB Customer
Payment window. If the information is stored with the
invoice Sage can populate this field during the
conversion.

Not converted

Not converted

Not converted
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Payment Amount Paid

Checkmark to mark as Pay checkbox
paid

Discount Account Discount Account (not a
grid column in Sage 50)

Credit Memo applied to

invoice
Select Credit Pay (checkbox)
Date
Date Due
Credit No Invoice
Credit Amt. Amount Due
Description
Discount
Amount to Use Amount Paid

Credit Balance
Amount Due
Applied

Discounts and Credits
Applied

Available Credits

Credit Card Information

Both grids include a column that allows the user to
select an invoice to pay. This selection of an invoice
will be converted directly.

In QuickBooks, discounts can be allocated by line
item. This allows QuickBooks users to allocate
discounts for different line items to different discount
accounts. In Sage 50, only one discount account can
be used even when multiple invoices are being paid
on the same receipt. When the conversion discovers
multiple discount accounts within the same receipt,
Sage 50 creates a separate receipt for each invoice
being paid and the correct discount account will be
converted in Sage 50. The invoices created will be
assigned a reference number that includes the
original reference number + -nn.

In both Sage 50 and QuickBooks, a credit memo can
be applied to an invoice. In both instances, the user
can determine the amount of the credit to be with the
receipt. When converted to Sage 50, the credit memo
will show as a line item on the Apply to invoices tab.
The amount in the Amount Paid column with show as
a negative for the credit memo.

Both grids include a column that allows the user to
select an invoice to pay. This selection of an invoice
will be converted directly.

Not converted

This column is not displayed on the QuickBooks
Customer Payment window. If the information is
stored with the invoice in QuickBooks, Sage 50 can
populate this field during the conversion.

Not converted

Not converted

Calculated field. Not converted.
Calculated field — Not converted
Calculated field — Not converted

Calculated field — Not converted

Calculated field — Not converted
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Received From

Card No.

Exp. Date

Cardholder’'s Name

Billing Address

City

State

Zip

Comment

Date

Amount

Credit Card Number
Expiration Date
Verification Number

Authorization Code

Converted from Received from field if Card No. field is
populated

Not converted

Converted from date field
Converted from amount field
Not converted.

Not converted

Not converted

Not converted

Receipt (Apply to Revenue) Fields

Customer;Job

Class
Template

Sold To

Ship To

Date

Check Number
Sale No.

Payment Method

Deposit Ticket ID

Customer ID

Name:

Date
Reference

Receipt No.

Payment Method

For duplicate IDs, Sage 50 will remove the slash
marks found in the date and append numbers to the
end.

This field will be shortened to 20 characters when the
Customer field in QuickBooks is converted. The Job
portion of the field will be used to create a Job ID.

Not converted
Not converted

Line 1 will be converted into the Customer name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field.

Not converted

Duplicate Sale Numbers in QuickBooks will have a
two-digit number appended to them in Sage 50.
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Due Date

Rep

Account Number
Ship Date

Ship Via

FOB

Project/Job
Other

Custom Fields

Service Date
Item Code
Description
Quantity
Other 1
Other 2

Rate

Amount

Tax

Color
Material

Customer Message

Tax (Code)

Tax (amount)

Job

*Cash Account

Cash Account Balance

Item
Description

Quantity

UM

G/L Account
Unit Price
Amount

Job

Tax

Note

Sales Rep
Sales Tax ID

Sales Tax (amount)

Not converted
Not converted
Not converted
Not converted
Not converted
Not converted
Job converted to line items
Not converted

Not converted

Not converted. This is a calculated field.

Not converted

Sage 50 will convert only the first 160 characters.

Not converted
Not converted

Not converted

Converted directly when a job is associated with a
Receipt via the customer; job field in QuickBooks. The
job, when available, will be converted to every line
item on the Receipt.

Tax converts as either 1-regular or 2-exempt in Sage
50. All taxable tax types in QuickBooks will convert to
1-regular and all exempt tax types will convert to 2-
exempt.

Not converted
Not converted

Converts to a Customer Note. It is set to print “After
Line ltems.”

Not converted
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Total Receipt Amount
Prepayment

To be e-mailed

To be printed

Customer Tax Code

Memo Note

Process Credit Card
Payment when saving

Deposit To

Calculated field
Not converted
Not converted
Not converted
Not converted

Memo is converted to an Internal Note in Sage 50.
Only the first 2000 characters will be converted.

Not converted

Not converted.

Sales Invoice Fields

Customer;Job Customer ID

Class

Template

Bill To Bill To:
Name

Address Line 1
Address Line 2
City

State

Zip

Country

Ship To Ship To:
Name
Address Line 1
Address Line 2
City
State
Zip
Country

This field will be shortened to 20 characters when the
Customer field in QuickBooks is converted. The Job
portion of the field will be used to create a Job ID.

Not converted
Not converted

Line 1 will be converted into the Customer name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field.

Line 1 will be converted into the Customer name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field.
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Date

Invoice Number

Rep

P.O. Number

S.0. No
Ship Date
Ship Via
Terms
Due Date
F.O.B
Project/Job

Custom fields

APPLY TO SALES TAB

Item Code
Description

Quantity

Rate

Amount

Tax

Proposal Amount
(Invoice from Proposal)

Service Date

Other 1

Date

Invoice No.

Sales Rep
Drop Ship

Customer PO

SO No.
Ship Date
Ship Via

Terms

A/R Account

APPLY TO SALES TAB
Item

Description

Quantity

uU/M

G/L Account

Unit Price

Amount

Job

Tax

Sage 50 will append a two-digit number to duplicate
Invoice Numbers.

Not converted

Sage 50 will convert the LAST 20 characters of the
PO Number.

Links the Invoice with the Sales Order

Not converted
Not converted

Converted to the line items in Sage 50. All line items
are converted to the same job.

Not converted

Not converted

Converted directly when a job is associated with an
Invoice via the customer; job field in QuickBooks. The
job, when available, will be converted to every line
item on the Invoice.

Tax converts as either 1-regular or 2-exempt in Sage
50. All taxable tax types in QuickBooks will convert to
1-regular and all exempt tax types will convert to 2-
exempt.

Not converted

Not converted

Not converted
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Other 2
Color
Material

Estimate Columns

Estimate Quantity
Estimate Rate
Estimate Amount
Prior Quantity
Prior Avg Rate
Prior Amount
Prior %

Curr %

Total %

SALES ORDER
COLUMNS

Ordered
Prev. Invoiced
Backordered

S.0. Number

Apply to Proposal tab
(Sage 50 Premium
Accounting and higher

only)

Proposal Amt

Prev Billed Amt

Bill %

APPLY TO SALES
ORDER NO. TAB

Shipped

Sales Order No

Not converted
Not converted

Not converted

Not converted

Not converted

Not converted
Not converted
Not converted
Not converted
Not converted

Not converted

Not converted

Links the invoice to the Sales Order. QuickBooks
allows for multiple Sales Orders in the line items.
When this is detected, Sage 50 will create a separate
invoice for each SO detected. The invoice numbers
will be updated to the original invoice appended with —

Customer Message

Subtotal
Tax (code)

Tax (amount)

Total

Remaining

Note

Sales Tax (ID)
Sales Tax (amount)
Freight

Invoice Total

nn.

Not converted.

Converts to a Customer Note. It is set to print “After

Line Items.”

Calculated field

Not converted

Calculated field
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Payments/Credits

Balance Due

Job Total Balance

Long Text (disclaimer)

To be e-mailed

To be printed

Customer Tax Code

Memo

Other Applied Credits

Net Due

Amount Paid at Sale

Note

Not converted
Not converted
Not converted
Not converted
Not converted
Not converted

Memo is converted to an Internal Note in Sage 50.
Only the first 2000 characters will be converted.

Sales Order Fields

Customer;Job

Class
Template

Name/Address

Ship To

Date
S.0. No.

P.O Number

Ship Via
Ship Date

Customer ID

Bill To:

Ship To:

Date
SO No.

Drop Ship

Customer PO

Ship Via
Ship by

This field will be shortened to 20 characters when the
Customer field in QuickBooks is converted. The Job
portion of the field will be used to create a Job ID.

Not converted
Not converted

Line 1 will be converted into the Customer name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field.

Line 1 will be converted into the Customer name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field.

Sage 50 will append a two-digit number to any
duplicate Sales Order Numbers.

Not converted

Sage 50 will convert the LAST 20 characters of the
PO Number.

Since the Ship by field in Sage 50 cannot be earlier
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Rep

Terms

Account Number

FOB
Project/Job
Other

Custom Fields
Item

Description

U/M
Quantity
Other 1
Backordered
Rate

Other 2
Amount
Invoiced

To Pick

Tax

Color

Material

Customer Message

Sales Rep

Terms

A/R Account

Item
Description
GL Account
u/M
Quantity

Unit Price

Amount

Shipped

Tax

Job

Notes

than the transaction date, if the Ship Date in
QuickBooks is earlier than the Trans Date, the Ship
by field will be changed to the transaction date in
Sage 50. If the Ship Date is not a field on a template,
then the Ship by date will be changed to the
transaction date in Sage 50.

Not converted
Not converted
Converted if a job is selected in the customer:job
Not converted

Not converted

Sage 50 will convert only the first 160 characters.

Not converted

Not converted

Not converted

Not converted

Not converted

Tax converts as either 1-regular or 2-exempt in Sage
50. All taxable tax types in QuickBooks will convert to
1-regular and all exempt tax types will convert to 2-
exempt.

Converted directly when a job is associated with an
Estimate via the customer; job field in QuickBooks.
The job, when available, will be converted to every
line item on the Sage 50 Sales Order.

Not converted
Not converted

Converts to a Customer Note. It is set to print “After
Line ltems.”
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Tax (code)

Tax (amount)

Total

To be Printed

To be e-mailed
Customer Tax Code
Closed

Memo

Sales Tax (ID)
Sales Tax (amount)
Freight

Sales Order Total

Sales Tax
Close SO

Notes

Quote No. (appears on
sales orders when a
guote is converted to a
SO)

Not converted
Calculated field
Not converted

Not converted

Not converted

Memo is converted to an Internal Note in Sage 50.
Only the first 2000 characters will be converted.

Not converted

Vendor Credit Memo Fields

Vendor

Date
Ref. No.

Credit Amount

ITEMS TAB

Item

Vendor ID

Remit To:

Date

Credit No.

Credit Total

Terms

Return Authorization

A/P Account

APPLY TO INVOICE NO.

TAB

Iltem

This field will be shortened to 20 characters when the
Vendor field in QuickBooks is converted.

Since QuickBooks does not display the address on a
vendor credit, this field will be populated using the
information stored on the vendor record in Sage 50.

Sage 50 will add a two-digit number to duplicate Ref.
Numbers found in QuickBooks.

This information will be populated using the terms for
the associated vendor record.

Not converted
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Description Description
Returned
GL Account
uU/M

Quantity Quantity

Cost Unit Price

Amount Amount

Customer Job

Billable

EXPENSES TAB APPLY TO PURCHASES
TAB
Iltem

Amount Amount

Memo Description

Account GL Account
u/M
Quantity
Unit Price

Billable

Customer: Job Job

Memo Notes

Sage 50 will convert only the first 160 characters.

Not converted

Not converted

The job, when selected for a line item in QuickBooks,
will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not map and the job will be blank for the line
item in Sage 50.

Not converted. This column is displayed for a
QuickBooks credit but is not accessible to the user.

Not converted

Sage 50 will convert only the first 160 characters.

Not converted

Not converted. The Quantity field in Sage 50 is set to
1.

Direct converted from the QuickBooks amount field.
Not converted

The job, when selected for a line item in QuickBooks,
will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not map and the job will be blank for the line
item in Sage 50.

Sage 50 will convert the Memo field in QuickBooks to
an Internal Note in Sage 50 and limit the length to
2000 characters.

Vendor Payment Fields
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Pay to the Order of

(Vendor/Customer
ID/Other Lists ID)

Address

Date
No.
Ref. No.

Amount
Memo

Credit Card

Expenses TAB (write
checks)

Account
Amount
Memo

Customer;Job

Billable

Pay to the Order of

(Vendor ID/Customer ID)

Pay to the order of
Address:

Name Address Line 1
Address Line 2

City

State

Zip

Country

Date
Check No.
Check No.

Amount
Memo

Cash Account

APPLY TO EXPENSES
TAB

GL Account
Amount
Description

Job

Quantity
Item

u/m

Maps the Vendor or Customer ID. This field is limited
to 41 characters.

Line 1 will be converted into the name. For Address
Lines 1 and 2, Sage 50 will convert the first 30
characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field.

Duplicate check numbers will be appended with —nn.

The name changes when it's a credit card charge as
opposed to a check. Sage 50 will append the
reference number to begin with CC to indicate that the
payment was a credit card charge.

This field will be limited to the first 30 characters.

This field is converted based on the transaction in
QuickBooks. For Write Checks, this field is pulled from
“behind the scenes.” For Credit Card, it is pulled from
the field on the screen.

Only the first 160 characters will be converted.

The job, when selected for a line item in QuickBooks,
will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not convert and the job field will be blank for
the line item in Sage 50.

Not converted
Not converted
Not converted

Not converted
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Unit Price
ITEMS TAB APPLY TO EXPENSES
(write checks) U
Account GL Account
Amount Amount
Description Description
Customer;Job Job
Billable
QTY Quantity
Item Item

u/M
Cost Unit Price
PO No.
Pay Pay
Date Due Date Due
Vendor
Ref. No Invoice
Bill Amt Amount Due
Amt. Due
Amount of Discount Discount
Disc. Date
Amt. Paid Amount Paid

Discount Account Discount Account

Not converted

Only the first 160 characters will be converted.

The job, when selected for a line item in QuickBooks,
will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not convert and the job field will be blank for
the line item in Sage 50.

Not converted

The Item ID will be updated with list conversion.

Not converted

Not converted

Not converted

Not converted

Not converted

Purchase Order Fields

Vendor Vendor ID

Name/Address Remit To:

This field will be shortened to 20 characters when the
Vendor field in QuickBooks is converted.
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Ship To

Date
P.O. No.

Ship To

FOB

Other 1

Ship Via
Terms

Due Date

Account Number
Project/Job
Other 2

Custom Fields
Discount
Service Date
Item

Description

Man. Part Num

Ship To:

Date
PO No.

Drop Ship

Customer ID

Good Thru

Close PO

Customer SO No

Customer Invoice No

Discount Amount
Ship Via

Terms

A/P Account

Item
Description

GL Account

Line 1 will be converted into the Vendor name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field

Sage 50 will append a two-digit number to any
duplicate PO Numbers.

Converted when the Ship To field in QuickBooks is
populated. Checkbox in Sage 50 is marked as true.

Use the Sage 50 default when setting the Good Thru
date in Sage 50. The default in Sage 50 is 30 days
past the transaction date.

Not converted
Not converted
Not converted
Not converted
Not converted

Not converted

Not converted
Converted in the Job field of the line items below.
Not converted
Not converted

Not converted

Sage 50 will convert only the first 160 characters.

Not converted
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Quantity
Backordered
Received
Other 1
Other 2
Rate
Amount

Customer

Color
Material

Vendor Message

Total
To be Printed

To be e-mailed

u/Mm
Quantity

Received

Unit Price
Amount

Job

Notes

Purchase Order Total

Not converted

Not converted

Not converted

Not converted

The job, when selected for a line item in QuickBooks,
will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not map and the job will be blank for the line
item in Sage 50

Not converted
Not converted

The Vendor Message in QuickBooks will be converted
to a Vendor Note in Sage 50. It will be set to print
“After Line Items”.

Not converted

Not converted

Inventory Adjustment Fields

Adjustment Date
Ref. No.

Adjustment Account

Customer;Job

Iltem

Date

Reference

GL Source Account

Job

Item ID

Name

Sage 50 will append a two-digit number to any
duplicate reference numbers.

The job will be converted to the job field in Sage 50. If
no job is selected in QuickBooks or the field is
populated with only a customer instead of a job, the
field will not map and the job will be blank in Sage 50.
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Description
Current Qty
New Qty

Qty Difference
Current Value

New Value

Value Adjustment
(checkbox)

Total Value of
Adjustment

Memo

Adjust Quantity By:

Unit Cost

Reason to Adjust:

Not converted

Not converted

Not converted
Not converted

Calculation — Although not required, QuickBooks
allows the entry of the total value for the adjustment. If
the value has not been adjusted the conversion shall
use the unit cost stored with the record. If the value
has been adjusted, the conversion will calculate the
unit cost.

Not converted

Not converted.

Sage 50 will convert only the first 30 characters.

Purchase Inventory Fields

Vendor

Name/Address

Date

Ref. No.

Amount Due

Bill Due (date)

Vendor ID

Remit To:

Ship To:

Date

Invoice No.

Total

Drop Ship

Customer ID

This field will be shortened to 20 characters when the
Vendor field in QuickBooks is converted.

Line 1 will be converted into the Vendor name. For
Address Lines 1 and 2, Sage 50 will convert the first
30 characters. Only the first 20 characters of the City
field will be converted, while the first 12 characters of
the Zip Code will be converted. Finally, Sage 50 will
convert the first 15 characters of the Country field

Not converted

Sage 50 will append a two-digit number to any
duplicate Invoice Numbers.

Not converted
Not converted — Defaults to unchecked in Sage 50.

Not converted. This field is available in Sage 50 when
drop ship is selected. QuickBooks does not allow drop
shipments from the receive items screen.
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Terms

Discount Date

Bill Received

ITEMS TAB

Iltem

Description

Quantity

Cost

Amount

Customer

Billable
Time

PO No.

EXPENSES TAB

Amount

Memo

Customer SO No
Customer Invoice No
Ship Via

Terms

A/P Account
Waiting on Bill
APPLY TO PURCHASE
ORDER TAB
Item
Remaining
Description
GL Account
uU/M

Received

Unit Price
Amount

Job

APPLY TO PURCHASES
TAB

Iltem
Amount

Description

Not converted
Not converted

Not converted

Not converted

Calculated field in Sage 50

Sage 50 will convert only the first 160 characters.

Not converted

The job, when selected for a line item in QuickBooks,
will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not map and the job will be blank for the line
item in Sage 50.

Not converted
Not converted

Multiple POs can be entered on the same bill in
QuickBooks. Sage 50 allows the association of ONE
Purchase Order per Purchase. If multiple POs are
paid with the same bill in QuickBooks, the conversion
will create an individual bill in Sage 50 for each PO
listed.

Not converted.

Sage 50 will convert only the first 160 characters.
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Account GL Account

u/M Not converted
Quantity Not converted. The Quantity field in Sage 50 is
automatically set to 1.
Unit Price Sage 50 will populate this field with the figure from the
QuickBooks Amount field.
Billable Not converted
Customer Job The job, when selected for a line item in QuickBooks,

will be converted to the job field in Sage 50 for that
line item. If no job is selected in QuickBooks or the
field is populated with a customer instead of a job, the
field will not map and the job will be blank for the line
item in Sage 50.

Memo Notes Sage 50 will convert the Memo field in QuickBooks to
an Internal Note in Sage 50 and limit the length to
2000 characters.

Thank you for choosing Sage 50. We hope this guide has been helpful in converting
your data from QuickBooks. If you need further assistance, please contact us, or a Sage
50 Certified Consultant in your area.
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