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Setting up Sage One
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Your company settings are stored in the Settings Overview section. In this section you can add or
modify information related to you, your business, and your subscriptions. When you first start
using Sage One, it is a good idea to enter the information in this section. Among other things, this
will ensure your invoices contain the correct information and your financial books have the correct
fiscal end date for your financial statements. To access the Settings and a brief explanation of
what each is, please follow the steps below.

Buidionu|

1. From the top right-hand corner of the home screen, click Settings.
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#Home WPcChat ¥ Settings [= Sign out

2.In Settings Overview you can select different options to set up your company information.
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Your information: Your first name, last name, email address, and language preference are
stored here. The email address cannot be modified once your account is created, but you can
modify your name.
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Business information: Your business information is stored in this section, and that includes
your business name, address, website, and telephone numbers.

Your subscriptions: This section contains information about your current subscription to
Sage One. Offer codes can be entered in this section.

Administrators and collaborators: You can create additional users in this section. Your
company can have two Administrator accounts including the business owner, which have
access to everything in Sage One. Collaborators only have access to the Tasks area unless you
assign them to a project.

Sage One settings: Modify settings specific to your Sage One account.

sasuadx3y

1. Invoice settings: Add your company logo here and pick the invoice template you would like
to use. Invoice terms and conditions can also be set here.

|eisuan)
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Oftentimes your clients will require guidance from you on what payment terms
are most appropriate for the nature of their business. Consider things like cash
flow, nature of work, and industry standards when making this type of
recommendation.
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2. Online payments: Set up how you plan to receive online payments here. Options include
Sage Payment Solutions and PayPal™. (For more information, see Online payments options
section.)

3. Sales tax: Set up your sales tax based on the province you are doing business in:
a. Click Sales tax, Add tax location.

b. Select your location by province from the drop-down list. You can also check the box
to make your province the default location when creating an income or expense.

c. Check the options for the taxes you collect and enter your GST/HST/PST numbers.

d. When you have verified the information is correct, click Save tax.

Showstopper Christmas Decorations (Owner) ’h\HDmE .(‘hal ﬁsamngs [—Swgn out

Sage One

Dashboard Projects Tasks Contacts Income Expenses Banking Reports

Add tax location

Location*

Flease select =] [F] use this location by default when | am creating an income or expense

4.Categories: Categories is what your accounts in your chart of accounts are called in Sage
One. In this section, you can customize your chart of accounts. Existing accounts can be
modified or deleted and new accounts can be added. Note that, by default, categories are
organized in alphabetical order. However, if you update the listings to include a GL or account
number at the beginning, they will be organized in numerical order.

5. Financial settings: Set your fiscal end date here. This date is used for reports when running
fiscal year reports.

Return to table of contents
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6. Google Drive™: This feature allows you to keep a copy of all the invoices you post in your
Google Drive. You can link your Sage One account to an existing Google account. To use this

feature:

S]OBJU0D
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a. Click Link Google Drive.

b.If you are currently logged on to a Google account, you can view the account name on the
top right side of your browser. If you would like to use a different account, click the drop
down and select Sign out. If this is the account you want to link, proceed to step C. If you
are not logged on to a Google account, you will be prompted to choose an account to link
to. Select the account you want to link Sage One to. Type in your password and Sign in.

Buiolonu|

c. Review what Sage One requires access to and click Accept.
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d. Your Sage One account is now linked to a Google Drive. In Sage One, the email address
that your account is linked to is listed. To unlink your email account, click Unlink Google

Drive.

sjonpold

D If at any time while using the software you require assistance, there is a Chat link on
4 By the top right side of the browser in Sage One. Click Chat to be connected for live
technical support on Monday to Friday between 9 a.m.-8 p.m. ET.
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Managing contacts
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Creating a new contact
1. From the home screen click Contacts.

2. To create a new contact, click Create contact.

Showstopper Christmas Decorations (Owner) @& Home .Chal £ Settings  [=Signo
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Sage One
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Dashboard Projects Tasks Contacts Income Expenses Banking Reports

Contacts

Import contacts
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Search for contact
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3. In the Add a contact window, enter your contact’s information.

Add a contact %]
Basic information m
X
First name Business name g
=1
@
@
Last name Email @
Telephone Contact type™
Other = g)
>
Mobile ]
-3

sauua feuinofl

Main address

Delivery address

Buipoday

Notes

uonp3
JUBlUNODDY

auQ abeg

Return to table of contents 5




Sage One
Accountant Edition
User Guide

auQ abeg
dn Bumes

S}0BJUOD
Buibeuepy

4. The contact’s primary address can be entered in the Main address section by expanding the
section. If a contact has a separate mailing address, that address information can be entered in
the Delivery address section. Any additional information can be entered in the Notes section.

5. To save the contact, click Save contact.

\': To create a contact, you must enter a First name, Last name, or Business name.
All other fields are optional.

Buiolonu|
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Modifying a contact
Contact records can be modified at any time in Sage One.

1. From the home screen click Contacts.

2. Click a contact to select it.

sjonpoid
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3. Make the necessary changes and click Save contact.
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Deleting a contact
1. From the home screen click Contacts.

2. Click a contact to select it.

3. Click Delete this contact and confirm you want to delete the contact by clicking OK.

Contacts that are linked to an Invoice in Sage One cannot be deleted. To delete
a contact linked to invoices, delete all the invoices first.

sasuadx3y
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Steps on how to export your contacts from the various sources are available in
the Import contacts screen. Click the link for the source you are exporting from
and follow the steps to export your contacts.

Contacts can be imported from four different data sources: CSV from Outlook®, Gmail™, or
Yahoo® or from your own CSV file.

Buiolonu|

1. Export your CSV file.
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2. From the home screen, click Contacts, Import contacts.
3. Click the CSV file you want to import (CSV from Outlook, CSV from Gmail, or CSV from Yahoo).
4

Browse to where your CSV file is saved by clicking Browse. Select the location of the file and
click Open.

sjonpoid

5. Select whether you want your duplicate contacts to be replaced or the new contact not to be
imported and click Upload.
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6. Once the import is completed, your list of contacts will be displayed.

syse}

pue sjosfoid

7. Click your contacts to add additional information that may not have been imported if needed.

Your own CSV file (in the format of the template provided)

—_

From the home screen, click Contacts, Import contacts.
Click Other.
Download the Sage One CSV template file by clicking that link.

sasuadx3y

Fill in the template with your contacts.

Save your CSV file then return to Sage One.

|eisuan)

. If your contact list is coming from a source other than the ones listed, you can
4\~ open the file and copy the information into the template columns. This will save
on data entry time.
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6. Inthe import screen browse to where your CSV file is saved by clicking Browse. Select the
location of the file and click Open.

7. Select whether you want your duplicate contacts to be replaced or the new contact not to be
imported and click Upload.
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8. Once the import is completed, your list of contacts will be displayed.

9. Click your contacts to add additional information that may not have been imported if needed.

Banking

The banking feature in Sage One allows you to record transfers between accounts, see deposits,
and review transactions hitting your bank account. You can also link your bank or credit card
account in Sage One.

Buidionu|

Linking Sage One to your online bank account
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1. To access this feature, from the home screen click Banking, Account list.
2. Select an account by clicking on the account.
3. Click Link with Online Bank.

4. Click Sounds good! to continue.

sjonpoid
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Showstopper Christmas Decorations (Owner) @& Home .Chal £ Settings  [= Sign out
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Dashboard Projects Tasks Contacts Income Expenses Banking Reports

Chequing Account - Link with online bank

Start linking your bank accounts with Sage One?

sasuadx3y

You asked to link your Chequing Account to an online bank. After the initial
set up is complete, Sage One will keep this account up to date for you.

Your existing transactions will remain in Sage One.

|eisuan)

Plsase note that all users with full access rights will be able to view all ransactions
downloaded into Sage One and can link and change any linked bank accounts:
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5. If you have previously set up a linked bank account, select a bank account from the Existing
bank drop down or click Select a different bank. If you have not previously set up a linked
account, proceed to step 6.

Select online account to link

Existing bank
=l or Select a different bank

Buiolonu|
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6. Select your bank from the list of popular accounts or type in your bank name into the Search
box and click Search. A list of banks will display. Select your bank by clicking on the bank name.
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Your trial expires in 1789 days. Subscribe today.

Sage One
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Dashboard Projects ~ Tasks Contacts Income ~ Expenses - Banking ~ Reports

Chequing Account - Link with online bank

Add Accounts Step1 | Step2 | Step3
Add your accounts by searching or choose from popular accounts below. Added Accounts
g
Enter any bank, credit card, investment, or other accoun m @ 32?‘313:2:; ngeliardiSaxun e
savings 2
$338,800.88 i
Popular Accounts
fit Sheet Metal Worker FCU 4 Daggank-Angel Janog
Checking ManyTrx
» Commonwealth Bank CBA (Australia) checking o)
$938,850.50 =]
@ First National Bank (South Africa) 33
D =
=9
M Westpac (Ausiralia) ‘ DagBank - Angel Jan9 Saving [
manytrans =
¥ NAB (Austraiia) savings o
S $328,800.88 @
£ ANZ (Australia)
Standard Bank (South Africa)

<% ABSA (South Africa)

Buipoday

#§ St George Bank (Australia)

See all added accounts
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7. Enter your online banking credentials and click Add.

Chequing Account - Link with online bank

5
<
=
Add Accounts Step1 | Step2 | Step3 )
5
% = required field «Q
Hel,
DagBank v
web: 64.14.28.129 By providing your credenfials, you will be

able to view your account(s) belonging to
the account type(s) - Banking.

Please enter the same credentials you use to access your DagBank account

onling. The confidentiality and security of your

personal and financial data are very
important to us.

juawAed auljuQ

DagBank Username You will need to do this only once.

I don't know my sign in for this account
DagBank Password Show Typing Ve

Re-enter Password

sjonpoid
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8. Sage One will connect with your bank account.

Dashboard Projects - Tasks Contacts Income - Expenses - Banking - Reports

Chequing Account - Link with online bank

sasuadx3y

Add Accounts Step1 | Step2 | Slep3

Sage One is in the process of verifying the
credentials you have provided for
DagBank.

|eisuan)

SageOne siess DagBank
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Gathering your data
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Once they have connected, you will see a list of the accounts that have been successfully added. <

Click Close.

Dashboard Projects ~ Tasks Contacts Income ~ Expenses « Banking ~ Reports

Chequing Account - Link with online bank

5

<

=

=

>

Q

Accounts Successfully Added Step1 | Step2 | Step3

SO
Added Accounts B=
°3
fit DagBank - Checking - checking §7,799.99  Added v o5
)
fit DagBank - SavingsMatching - savi.. §1,199.77  Added v ‘g
(5}
=
=)

+  We have successfully gathered your account details.
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9. Select the account you want to sync with and click Continue.

Select online account to link
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Choose the DagBank - Banking account you would like to link with.

@ Angel Saving manyfrans om0 199,800.70

® Angel Checking Many T 30003000 608,050.50

mm

—

sasuadx3y

10. Select a start from date that you want to import transactions from and click Finish.
Note: Sage One can import transactions up to 90 days in the past.

|eisuan)

Import transactions
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Import all available transactions starting from:

01/26/2013

ns starting from Jan 26, 2013

@@J

Buipoday

Your bank allows yi
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11. You can then select which transactions you want to import into Sage One.

12. Select individual transactions and click Add to Sage One.

Showstopper Christmas Decorations (Owner) ﬁH-:-me .Cha[ ﬁiemngs E-S\gn out

Sage One
Dashboard Projects Tasks Contacts Income Expenses Banking Reports
Chequing Account - Unlink

Register Downloaded transactions

$0.00 $199,800.70
These downloaded fransactions will not affect your Sage One balance until you Online Balance for
select "Add to Sage One". Transactions that you add to Sage One will be listed on Sage One balance DagBank - Banking
the account register page
From your bank In Sage One
Oct 1, 2013
’ Reference [7] This is a transfer to: Category
Apple Apple Personal Expense [=l
Create category
Match to existing Sage One transactions Contact Project
Select iransactions = =
Withdrawal
$55 812 00 Sales tax included (BC)
! GST $2,933.04 PST $411325
Edit tax

13. You can select the transactions you want to import and categorize the transaction. Leave a
transaction uncategorized if you are unsure which account it should affect. Your accountant can
look through the uncategorized transaction and categorize it at a later date.

In most cases you will likely record the transaction as a new income/expense into Sage One. The
payment can also be recorded against outstanding bills/invoices and as bank transfers. If you have
already recorded a bank transaction in Sage One, you can match it to avoid recording the
transaction a second time.

\', If you make a mistake when importing bank transactions, you can easily correct it.
4 Simply delete the transaction created in Sage One. The bank transaction will appear
in the list again, and you can post/match it appropriately.

Return to table of contents 12
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Viewing bank accounts
1. To view a list of the bank accounts in Sage One, click Banking from the home screen then click
Account list.

2. Click the account you want to view in detail.

Dashboard Projects ~ Tasks Contacts Income - Expenses - Banking - Reports
Savl“gs z Linked <DagBank - B ng manytrans 30x3x
Register  Downloaded transactions
Edit Bank Account
Account Name*
i $300,000
Account Type
Savings
600,000
Account Number 76064
9876543
Balance
630,250.68 §400,000
$200,000
Ly
Nov 03 Nov 17 Dec 01
Start date End date
12/01/2013 12/31/2013
m-m-mmm——m—
12/06/2013 OpeningBal120613 journal entry 565,789.63 630,250.68
100172013 Sales Uncategorized Income 230.00 0.00 64,461.05
09/29/72013 Sales income Uncategorized Income 1,655.50 0.00 64,231.05
09/18/2013 Sales Uncategorized Income 68.50 0.00 62,575.55
09/12/2013 Sales Uncategorized Income 66.50 0.00 62,507.05
05/10/2013 Sales Uncategorized Income 26,660.00 0.00 62,44055
05/08/2013 Other Income Other Income 20.00 0.00 35,760.55
0472372013 Consulting Apr23 Uncategorized Income 20.00 0.00 35,760.55
047120013 Consuliing 1 lncome 2000 000 3574055

Return to table of contents

13

Buiolonu|

uonip3
JuelUNODDY

auQ abeg
dn Bumes

S]OBJU0D
Buibeuep

suondo

juswAed ol

o
Sl
o
73
[]
2
o
(]
[

sysey}

pue sjosfoid

sauus feuinofl

sasuadx3y

uipoday

sjonpoid

auQ abeg




Sage One
Accountant Edition
User Guide

S]OBJU0D
Buibeuepy

3. To edit the bank account information, click Edit Bank Account.

4. In this screen you can add your bank account number and opening balance.
Make the necessary changes and click Save account to save.

r 3

Edit Bank Account %]

Account Name*
Savings

Buidionu|

Account Number
9876543

Account Type*

Opening balance

suondo
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565,789.63

sjonpoid

A A

5. To transfer between accounts, click Transfer. (This feature is not used to transfer funds between
actual bank accounts, but to allow for you to update your account balances in
Sage One to reflect what transactions have taken place in your live bank accounts).
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6. Select the account you want to transfer to and from, the amount, and the date and add reference
note. Click Save transfer when done.

Showstopper Christmas Decorations (Owner)  fHome WPcChat £ Settings [= Sign out

Sage One

Dashboard Projects Tasks Contacts Income Expenses Banking Reports

sosuadx3y

Bank Transfers

From this account

Please select = E g)
To this account = 8
D =
Please select = o o
=}
=
Amount transferred” %
0.00 ]
Transfer date*
121272013 s3]
B
Reference =]
=
=]
«Q

Cancel

uonpy
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P, The Invoice list screen shows all invoices. Colour coding and sorting helps identify
overdue, outstanding, drafts, and paid invoices. The list can be filtered by date,
customer name, and status.

Sage One
Dashboard Sales ~ Expenses ~ Banking ~ Contacts Projects ~ Tasks Reports

Invoices

Search From To Status
100112013 (# |0127r2014 =] Al =
N ====C I = D == D = I = == D
E3  1iouzon3 Derek Smallglass INV-104 183.95 18396
Ed  12oo013 Ronalds McDoogles INV-109 5,994.00 5,994.00
E4  12n7om3 Shauna Highlander INV-103 119.69 119.69
§3  12za2013 Ronalds McDoogles INV-110 4829 4320
Ed  onsooa Jackie Chan INV-112 699.00 699.00 | o]
E4d  ownszoa Jackie Chan INV-111 535 535 m
E3d  1mens Jackie Chan INV-105 77594 0.00
Ed  1mens Gity Scapes Inc. INV-106 2,997.00 0.00
B3 11miz0o3 City Scapes Inc. INV-107 12,984.00 0.00
£33 13013 Shauna Highlander INV-108 699.00 0.00
Page 10f2 24 Total Records:
12

Creating an invoice:

You can use products and services to speed up invoicing if you use similar descriptions on your
invoices every time. You can also add billable tasks for projects worked on for this customer.

1. From the home screen, click Sales, Invoices.

2. Click Create invoice.

Return to table of contents 15
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3. Complete the invoice screen.
a. Search for a contact by typing in the first few characters in the customer name.

b. If you want to add a new contact, click the icon next to the field and complete the information
required in the New contact screen.

c. Confirm the invoice date and due date.

d. Add a delivery address or check the Same as main address? checkbox if the delivery
address is the same as the main address.

Buiolonu|

e. Fill in the description section of the invoice. If you are using a product or service that you use
regularly, you can add it into Sage One using the steps in the Creating products and services
section; otherwise, for one-off items, type details directly in the Description field. Items
added into the products and services will auto-populate the Description field.

suondo
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f. If you have set up online payments and want to allow your customer to pay online, check the
Allow my customer to pay online checkbox.

sjonpoid

g. Review the information for accuracy. If you would like to print or email the invoice, check
the appropriate checkbox.
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e If you selected the Print checkbox, when Save is clicked, a new window will open with the
invoice in PDF. You can select the option to print from your browser. You can also use this
option to review your invoice prior to emailing it.

sysey}
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e |If you selected the Email checkbox, when Save is clicked, a pop-up window walks you
through emailing the invoice. More details on this can be found in the Emailing an invoice to
your client section of the user guide.

h. Click Save when done.

sasuadx3y
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Invoices

Main address
123 Main Avenue
New Westminsier
BC
Canada

Invoice for* Invoice date* Due date*
Shauna Hightander 01/27/2014 [&] | 02126i2014
Tax profile

British Columbia [=]

Delivery address

Same as main address? [|

Reference / PO number

Create product

——m—w———m

Create service

% | Decorations (12 pieces) Sales 19.99 0.00 | GST 5%, [=]
Please select El 0.00 0.00 0.00 0.00 | GST 5%, \E 0.00
Apply tasks to this invoice Subtotal 19.99
GST 1.00
PST 140
Total 2239
Comments Terms and conditions
Email [
print [

—_—

Return to table of contents
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Emailing an invoice to your client

Your client will receive an email with a PDF of the invoice. If online payments are set up with Sage
Payment Solutions or PayPal™, the client can view and pay the invoice online. The payment will
automatically update the status of the invoice in Sage One.

,V

Email Invoice X

Send an invoice to your customer as a PDF attachment.

To*

Buiolonu|

cc
snow flake 197 0x@gmail com

Message*

suondo

juawAed auljuQ

[C] save this message as the default
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Manually recording a payment
1. In the invoice screen, click the invoice you want to record a payment for.

2. In the Edit Invoice screen, click Pay Invoice.

Edit Invoice

More options Pay invoice %n
o
Invoice for* Invoice date* Due date* Reference / PO number &
Derek Smaliglass 01/27/2014 02/26/2014
Tax profile
British Columbia =]

Main address
5656 Alberta Street
Vancouver
BC
Canada

Delivery address

5656 Alberta Street
Vancouver

BC
Canadg|

Same as main address?

Return to table of contents
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3. In the New invoice payment screen enter the information required and click Save when done.

New Invoice Payment %]
Amount paid*
13434

Date*
0172712014

Payment method*
Please select [=]

Buiolonu|

Paid to bank account™
Chequing Account =

Reference

suondo
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Creating quotes

You can now easily create a quote and send it to a customer either by emailing or printing it.
Once the quote has been accepted, it can be easily converted to an invoice. The quotes feature
has the same intuitive interface as invoicing, and you can choose among three quote templates
that match the invoice templates. Quotes can also be saved and copied to create new quotes.

o
Sl
o
73
[]
2
o
(]
2]
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1. From the home screen click Sales, Quotes.

Sage One
Dashboard Projects ~ Tasks Contacts Income - Expenses - Banking ~ Reports
Quotes o
°
]
>
7]
8
Create quote
Type to search From To Status o)
2, Type fo search 111212013 12122013 Al [=] []
[}
=
=5

T T T e

sauus feuinofl
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2. Click Create quote.
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3. The screen looks similar to the Invoices screen. Add the necessary information as you would for
an invoice. Click Save when done.

Sage One

Dashboard Sales ~ Expenses ~ Banking ~ Contacts Projects - Tasks Reports
New Quote >
2
=
Q.
>
Quote for* Quote date* Good thru date Reference Q
[Search for contact] 0112772014 [E| | 022672014 =]

o

Tax profile _S

British Columbia = 5

=]

Main address Delivery address @

o
=
=
o
k]
]
<
3
]
E]
=

o T
S 3
Same as main address? || ag
=
Y@
2

o

[

«

[Search for Product/Service] Create product Create service
= B el SEeean| eaEes T S 53
S
Please select [=] 0.00 0.00 0.00 000 | GST 5%, [=] 0.00 30
@
P
Subtotal 0.00 S
GsT 0.00 5
PST 0.00
Total 0.00
Comments to customer Terms and conditions
Email [
print [

sasuadx3y

Cancel

|eisuan)
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4. Use the same steps to send the quote to your client as you would to send an invoice.
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Opening an existing quote
1. After clicking a quote in your quote list, you have different options to manage your quote. From
the Edit Quote screen, click Manage Quote to convert to an invoice, email, print, or make a

copy of the quote.
Sage One
2
Dashboard Sales Expenses Banking Contacts Projects Tasks Reporis (=}
[s)
e
@
Edit Quote
(=N}
Manage Quote -g‘ i—,
o3
a ()
Quote for* Quote date™ Good thru date Reference g
Shauna Highlander 1211212013 011172014 '§
o
=]
-~
Tax profile
British Columbia [=]

sjonpoid

e Create a new quote by clicking Manage Quote, Make a copy.

o
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[

e |f the customer has accepted the quote, convert your quote to an invoice by clicking
Manage Quote, Convert to invoice.

sysey}
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e To email the quote, click Manage Quote, Email.
e To print the quote, click Manage Quote, PDF.
2. When the screen opens, make the necessary changes and click Save.

3. Converted quotes have a hyperlink to the invoice they were converted to.

Online payment options

Sage One allows you to accept online payments through either Sage Payment Solutions or
PayPal™.

sasuadx3y

1. To set up online payments, click Settings, Sage One settings, Online payments.

|eisuan)

2. Fill in the Merchant ID, Merchant key, Default bank account, and Default category. When done,
click Save.

sauus feuinofl

For more information on Sage Payment Solutions, click the Get started now link.

Accessing Sage Payment Solutions Virtual Terminal
1. From the home screen click Settings, Sage One settings, Online payments.

Buipoday

2. Click credit card transaction reports. Clicking this link will take you to the Sage Payment
Solutions Virtual Terminal. Use your Sage Payment Solutions credentials to log on and access

your information.
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Creating products and services

The ability to add products and services is a highly requested feature to Sage One. This feature
uses a pick list concept rather than what would be normally termed as inventory. This feature
allows users to store and retrieve frequently invoiced “items” so they do not have to retype the
data repeatedly.

S]OBJU0D
Buibeuepy
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1. To access this feature, from the home screen click Sales, Products & Services.

Showstopper Christmas Decorations (Owner)  gyHome @Pchat ¥ Settings [=Sign out .g g’
=2
o5
3 ®
°3
<
Sage One 3
[}
S
=
Dashboard Projects Tasks Contacts Income Expenses Banking Reports

52
=
Products & Services 85
25

o

(]

[

Products Services

=
3
%3
58
Q
=
(7]
[
=
Q

Type to search
Type to search
E3  Decorations (6 pieces) Sales 4.99 12.49

Ed  Decorations (12 pieces) Sales 549 19.99

2. Select either the Products or Services tab, depending on what you want to add.

m
x
kel
[}
=)
3
[
»

3. Enter information into the fields as needed:

a. Description—Appears on invoice within description field on line item.

|eisuan)

b. Category—The line item on the invoice will reflect the Category set within the item in
Products & Services.

sauua feuinofl

c. Cost Price (product only)—You can record the cost of an item for reference purposes.
This cost has no effect on financial statements when a unit is sold.

Buipoday

d. Sale Price (product only)—Is used on the invoice in the Price/Rate field.

e. Rate (service only)—Is used on the invoice in the Price/Rate field.

uonp3
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f. Notes—Internal notes for the Sage One user, does not appear on the invoice.
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4. Click Save after you have entered your information.

New product
Description*
Category*

Please select
Cost price

Sale price

Notes.

b

4

5. To edit an existing Product or service, click the item to open the edit screen and make the
necessary changes. When done, click Save.

New products and services can be also be added from the Invoice screen. Using the Create
product and Create service links opens the dialog box shown above.

1. To add a product or service to the invoice, type the first few letters of the name of the item
within the search dialog and the drop-down list that appears will filter the results based upon

the search.

2. To add the item to the invoice, either select it from the list with the mouse or press Enter when
only one item remains in the drop-down list.

Create product  Create service

deco

Products

Decorations (6 pieces)
Decorations (12 pieces)
Create Product

Services

Tice

-m_m——a—w-m

Please select 0.00 000 | GST 5%, PST7% [=]

Create category

Subtotal
GST
PST

Total

0.00
0.00
0.00
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Using projects in Sage One allows you to better organize your work. The projects feature gives you
the ability to do the following:

e Add team members: Give clients and employees access to the project without sharing.

Buidionu|

¢ Assign tasks and track time: Assign tasks to yourself or team members. You can also track where
time is being spent.

e Create messages and share files: Send messages and files to your team members.

suondo

juawAed auluQ

e Stay organized: Assign income and expenses to a project.
Viewing your existing projects
1. From the home screen, click Projects, Project List.

2. In this screen you can see all your existing projects, including completed and inactive projects
(check the checkbox for either option).

sjonpoid
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3. You can also view projects that are assigned to a specific client by selecting that client’s name
from the Client drop-down list.

S)se}
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4. To create a new project, follow the steps below.

Creating a project
1. From the home screen, click Projects, Project List.

Showstopper Christmas Decorations (Owner) ﬁHnme -('hal ﬁsamngs [-Swgn out

Sage One

sasuadx3y

Dashboard Projects Tasks Contacts Income Expenses Banking Reports

All Projects -

|eisuan)
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[] Include completed projects [] Include inactive projects Client: — All contacis — =1

Buipoday
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2. Click Create project to create a new project.

Showstopper Christmas Decorations (Owner) /ﬁ\HDme .Chat -a Settings [-Swgn out

Sage One
Dashboard Projects Tasks Contacts Income Expenses Banking Reports

New Project -

Buidionu|

@ =information is visible only to administrators

°0

22

Who & What Time & Estimates § 3
kel

Client Start date Due date 2
g

=1

Project name®
& Estimated time (hours)

0.00 o T
323
Project description g e
=
@ Estimated expenses S [
7}
0.00 8
»
@ Estimated billable fees
Status 0.00

fre)
%3
%3
n o
)
7]
[
3
Q

Add or edit status

3. To use an existing contact, type in the first few characters of the name, and the field will
autopopulate. If you would like to add a new client, click the icon next to the field. This will open
a new screen for you to enter the client information in and click Save contact when done.

sasuadx3y
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4. Type in a project name and add a project description if you have one.

5. Three project statuses exist by default (Completed, In progress, Inactive). These can be
selected by typing in the first few characters, and they will autopopulate. You can click Add or
edit status, type in a new project status, and click Add to create a new status. Project statuses
created by you can also be edited or deleted. To edit, simply type in the updated status name.
When you are finished, click Save.

6. Enter a start date and due date for your project. Click the calendar icon to select a date from the
calendar.

Buiolonu|

7. Enter estimated time in hours, estimated expenses, and estimated billable fees.

In progress

o
r 3 g8
Manage Project Statuses E S3
@5
& o ()
Add a project status: g
=
=)

Not Started Add

8D
ao
Completed » g.
ol
2

5}

®

»

nactive

-
D
7]
x
L

3
Q.
)
Q
@
)
5
o

A - A
8. Click Save.

9. This will open up the Project Summary screen for the project you just created.

sasuadx3y
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Using projects

Members can be added to your project. Members are people you collaborate with and you can
assign tasks to, record discussions with, and shares files with. Members will receive an email
notifying them that you have added them to the project. There are no limits to how many
collaborators you can have.

Showstopper Christmas Decorations (Owner)  @Home  WPChat ¥ Settings  [=Sign out

Buidionu|

Sage One
Dashboard Projects Tasks Contacts Income Expenses Banking Reports

Onsite decorating -

o
T
=
o
3
7]

o
=
=
o
k]
]
<
3
]
E]
=

Overview Messages | Tasks o T
=1
2o
@ &
. . ; S
Time Spent on Project Project Details Edit project &
9
®
Client: U
ESTIMATED ACTUAL REMAINING Shauna Highlander
20.00 hours 0.00 hours 20.00 hours
Description: 50
2
)
= 8.
g
Status: try
5 Not started
Project Members ot starte e
Q
Add members to this project (Invite user) Start date:
Dect, 2013
_ _ Due date:
Members on this project Dec 4 2013

Estimated time:

3 SnowFlake (snow.flake 1970x@gmail.com) 20.00 hours

Actual time:
0.00 hours

Remaining time:
20.00 hours

sasuadx3y

Estimated expenses:
$0.00

Estimated billable fees:
$0.00

Created by:
Me

|eisuan)
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1. To use Projects, from the home screen, click Projects, Project list.

2. All your projects will be listed in the screen.

Showstopper Christmas Decorations (Owner)  gyHome  WfChat ¥ Settings [ Sign out

Sage One

Dashboard Projects Tasks Contacts Income Expenses Banking Reports

Buidionu|

All Projects -

suondo

juawAed auluQ

[] Include completed projects [F] Include inactive projects Client: — All contacts — =]

Onsite decorating Shauna Highlander 12/012013 20.00 12i04/2013 Hot started

sjonpoid
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Sage One

Dashboard  Projects Tasks  Contacts  Income Expenses Banking Reports

Onsite decorating -

Buiolonu|

Overview Messages | Tasks

(~Ne]
2=
Time Spent on Project Project Details Edit project o5
3 ®
7
Client: 2
ESTIMATED ACTUAL REMAINING Shauna Highlander <
20.00 hours 0.00 hours 20.00 hours g
Description: S
Status:
[ v
Not started
Project Members ol starte 23
_ . @ &
Add members to this project (Invite user) Start date: 85
Dec 1,2013 2 s
g.
: Due date: &
Members on this project Dec 4. 2013
3 Snow Flake (snow.flake 1970x@gmail.com) Estimated time: -
g 20.00 hours g9
)
P
Actual time: o2
0.00 hours try
o
=
Q

Remaining time:
20.00 hours

Estimated expenses:
$0.00

Estimated billable fees:
$0.00

Created by:
Me

Page 1o 1 Totsl Recards: 1
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4. To add members to the project, click Invite user.

5. Type in the email address of the person you would like to invite, select Collaborator, and
click Save & invite user.

6. Sage One will send an email to the addresses you specified asking them to activate
their account.

Buiolonu|

Below is the email a project member receives when he or she is added to the project.

Snow Flake has invited you to join Sage One Inbox % =] 3
=
noreply@na.sageone.com 4:03 PM (0 minutes ago) 57 &~ %

tame [~

Dear raji.dhillon1@amail.com,

I would like to work with you using Sage One. Sage One is an online tool that makes it easy for you and | to collaborate on
projects, share files, and stay in touch.

juawAed auljuQ

23
o

=
2o
2
9

To fully use the features of Sage One, please activate your account using the button above or the following address: g

hitps://i ca comiinvitations/50673ee2-809e-4c57-99a1-b4d021aa665a

Thanks!

Snow Flake

-
D
7]
x
L

3
o
@
Q
@
o
H
2

snow flake 197 0x@gmail com

sasuadx3y
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Using messages in projects

The messaging feature is great for sharing information with team members that are part of the
same project. The customers can also be added as team members so they can also contribute to
the conversation, and all details are stored in one place, including files.

1. To access the messaging feature, from the home screen click Projects, Messages.

2. To post a message, click Post a message.

3. Add a subject, message, and attach files if needed. You can also select which team members
can view the message. When you are finished, click Save message. The message will be
emailed to all the team members you selected.

Buidionu|

© O
X
o3
a [
Showstopper Christmas Decorations (Owner) ﬁHnme .(hal ﬁ-sgmngs E'Slgﬂ out E
<
3
[}
S
=
Sage One

8D
=&

173
Dashboard Projects Tasks Contacts Income Expenses Banking Reports [ g
2

Q

[v]

7}

«

Onsite decorating

fre)
%3
n o
Q
7}
[}
=3
Q

Overview | Messages Tasks

Assigned to
Mark complete
— All users — [E3]
]
(] Site Clean Up Onsite decorafing Me 12122013
=] decorating day 2 Onsite decorafing raji.dhillon1 @gmail.com rx”
B
(] decoarting day 3 Onsite decorafing Unassigned a
[
te decorafing e 210172013 INV-102 @
@ 212 INV-103
50
2g
33
28
=g
@®
=}
5
[
7]
Page 0 of 1 - Tatal Recards: 5
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Creating tasks for a project

1. The task list shows the tasks for the project, due date, whether it's completed or not, and if
invoiced, the invoice number.

New Task %]
Task name* Assign task to
Decoration touch up — Me — [=]

To add = new user. go to Saffings > Administrators and collsborstars 5
<
=

Project Due date g
Onsite decorating =] 12/16/2013 Q
Description
Touch up decorations
(~Ne]
X
o3
3 ®
°3
Time spent on task Completed "g
0.50| hours [}
3
=
Attachments

& Attachfile  (Limit 500 MB per file)

0% fuil
You have used 0 Bytes of your 5 GB fotal

sjonpoid
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2]

A _sovetask J{ concer 4
2. You can assign a task to yourself or anyone else who is a member of the project in Sage One. You
can set due dates and attach files related to the task. The task owners will receive an emalil

notifying them that they have been assigned a task. Emails are sent to the task owners when they
are overdue.

syse}
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Below is the email a task owner receives when assigned a new task:

Task "decorating day 2" has been assigned to you Inbox  x = B Y
°

]

noreply@na.sageone.com 9:45 AM (0 minutes ago) L 2

to me [+ @

Hi Romeo User1,

| have assigned the fask “decorating day 2" fo you.

|eisuan)

The details for this task are:

Project: Onsite decorating
Description: Please be onsite to decorate. 222 Manitoba Street

sauus feuinofl

bt
o)
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kel
o
Thanks! 3
S
Snow Flake a

Sent using SageUne

uonp3
JuelUNODDY

3. The task owner can click View task in Sage One to view the task.
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4. The task owners can only see the tasks assigned to them. They cannot access invoicing,
expenses, banking, and so on. They can retrieve attached files as well as attach their own files,
such as new logos, designs, and more that the business owner may want to review or share
with the client. The task owner can also enter the time worked on the task and mark the task

as complete.
Sage One

View & edit task

Task name* Assign task to

decorating day 2 ~Me— =
Project Due date

Onsite decorating =
Description

Please be onsite to decorate
222 Manitoba Street

Time spent on task Completed
8.00| nours

Attachments
& Mtachfile (Limit 500 MB per file)

0% full
You have used 0 Bytes of your 5 GB total

Created by: Snow Flake (snow flake1970x@gmail.com)
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Completed tasks can be billed to the client.

1. Enter the customer name and select the project. You can then select to add billable tasks to

the invoice.
Invoices
=3
Invoice for® Invoice date* Due date™ Reference / PO number é
Shoe Stop Inc. 02/04/2014 03/06/2014 fs’
Tax profile @
British Columbia [=]
Main address Delivery address
Canada Canada 89
==
o3
3
-}
]
<
3
Same as main address? g
=
¥
[Search for Product/Service] Create product Create service 3‘ o
2§
2
——m——mm-m 5
(]
Please select [¥] 000 | 63T 5%, =] 4
Apply tasks fo this invoice Subtotal 0.00
g0
GST 0.00 i 3
pST 0.00 20
Q
»
Total 0.00 o
Allow my customer to pay online 3
Apply tasks to this invoice
Filter tasks by:
A = 0 tasks selected m
kel
o
=1
o
@
- »
--—— 2 ""m
Task 2 Shoe Assembly Unassigned 15.00
Task 1 Shoe Assembly Unassigned 6.00 E' g’
33
=3
(]
=1
g
[v]
w
o)
)
k]
<]
=
>
- «Q
[ opiy tastcs i cance ]
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1. To record other income, click Sales, Other income.
2. Fill in the required fields and click Save payment.

3. To set up as recurring, click a previously entered income. You now have a recurring button.
Click Recurring.

=
<
o8
Q
=
(]

Showstopper Christmas Decorations (Owner)  fHome WPChat ¥ Settings [ Sig

© O
e
o5
3 0
Sage One Gg
9
<
3
s
Dashboard Projects Tasks Contacts Income Expenses Banking Reports -~
53
Income ag
=
2o
— 2
- o
®
7}
Payment method* Date* Tax profile*
Bank Receipt [=] 10/01/2013 British Columbia = o
g2
Paid to bank account* Reference GST 5%. PST 7% = 5 TOD-
Savings [=] Sales GST 1027 8-
o
Category* Paid by contact PST 14.37 g_
Uncateqerized Income [=] Subtotal 205.36
Create calegory
Total payment 23000
Project =
‘ 2e
Please select [=] Recurring g 2
<
@
12}
m
— x
E3  1omieois Sales Bank Receipt 230.00 3
>
I5e ] 2
10/01/2013 Uncategorized Income Bank Receipt 230.00 i
Ed  oemerois Sales Bank Receipt 1,655.50
Ed  oomozois Uncategorized Income Bank Receipt 1,655.50
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4. Set the recurrence details and click Save. You can select days, weeks, or months as your
recurrence timeframe.

r |

Recurring Income X

Repeat this income every *

Please select [=]

Buidionu|

Cancel

h 4

Recording expenses
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Creating bills
This feature is great for recording bills that your company receives, such as utilities.

syse}

pue sjoafoid

1. Click Expenses, Bills. Click Create bill to add a new bill.

2. Enter the details and click Save bill.

Showstopper Christmas Decorations (Owner)  fyHome  WChat ¥ Settings
Sage One
Dashboard Projects Tasks Contacts Income Expenses Banking Reports.
i
New Bill °
[}
=]
(7]
[
(7]
Bill from* Bill date” Due date™ Reference
Rogers Wireless 12/0122013 1213112013 11
Project Tax profile —
=] British Columbia =] g g’
53
g @
w
= =g
F (]
=]
=
=6
& 5.9 3
Monthly Gellular Phone Bill General Expenses [=] 100 6599 | GST 5%, PST 7%[x] 6599 I
Please select [ 000 0.00 | GST5%, PST 7%[=] 0.00
Create category
os)
Subtotal 65.99 [}
kel
GST 330 o
PST 462 3
=3
«Q
Total 7391
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Recording other expenses

Other expenses is a great feature for recording expenses like gas, phone bills, and so on. You can
set these up as recurring expenses to save time on data entry.

1. To record other expenses click Expenses, Other expense.
2. Fillin the required fields and click Save expense.

3. To set up as recurring, click a previously entered expense. You now have a recurring button.
Click Recurring.

Buiolonu|

4. Set the recurrence details and click Save. You can select days, weeks, or months as your
recurrence timeframe.
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General journal entries

You are able to record general journal entries in Sage One. This enables you to record tax
remittances, owner draws, fixed asset purchases and depreciation, and so on. Journal entries can
be viewed and deleted. They cannot be edited.
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1. To access the general journal entry screen, click Banking, General journal entries.

syse}

pue sjosfoid

General Journal Entries

Search From To
0170172013 & 12132013

% |

12/06/2013 OpeningBal120613 569,789.63

sasuadx3y

2. To delete an existing general journal entry, click the icon to the left of the journal entry and
select Yes in the delete confirmation message.

saujua [eusnol

3. To create a new journal entry, click Create journal entry.

4. Enter the information into the fields. When you click Save journal entry, Sage One checks
that the debits and credits balance. The two must be equal for the journal entry to post.

Buipoday

uonp3

JUBJUNODDY
auQ abeg

Return to table of contents 37




Sage One
Accountant Edition
User Guide

auQ abeg
dn Bumes

Accessing reports

S]OBJU0D
Buibeuepy

Sage One offers a variety of reports for you. These include:
1. Profit and Loss Report: View your income against your expenses and see the net result.

2. Balance Sheet Report: View your asset and liability account balances.

Buiolonu|

3. Ages Invoices Report: View unpaid invoices; see who owes you and how much.
4. Aged Bills Report: View unpaid bills; see whom you owe and how much.
5. Trial Balance: View your category account balances.

6. General Ledger Report: View transactions entered by category.

juswAed ol

7. General Journal Entries: View a list of your general journal entries.

8. Sage Payment Solutions: If you are using Sage Payment Solutions, use this report to view
credit card reports in the Sage Payment Solutions Virtual Terminal.

sjonpoid

o
Sl
o
73
[]
2
[+]
[v]
2]

To access your reports, click the link in the section of the report you want to access. We will work
through the Aged Invoices Report in our example.

g
9 o
i
H Q
1. From the home screen, click Reports. &
P
=
Q
Reports
View your income against your expenses, and see the net result View your asset and liability account balances
Profit and loss report Balance sheet report
m
Re Bills Re x
Age es Re Aged B kS
(]
View unpaid invoices, see who owes you and how much View unpaid bills, see who you owe and how much a
[
Aged invoices report Aged bills report @
Trial Balance seneral Ledger Re o)
2g
View your category account balances. View fransactions entered by category. g 8
w
Trial balance report General ledger report ) 3
=
3
[
7]
View a list of your general journal entries. View credit card reports in the Sage Payment Solutions Virtual Terminal
Py
General journal entries Credit card transaction reports %
o
=
>
«Q
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2. Click Aged invoices report.

Showstopper Christmas Decorations (Owner)  @Home WPChat #¥Settings [ Sign out

Sage One
Dashboard Projects Tasks Contacts Income Expenses Banking Reports

Aged Invoices Report

Buidionu|

view the detailed report Save as PDF Export to CSV Print

As of date [*Ne)

T S

1211372013 Update report =1

o3

3 ®

]

O

<

3

Ronalds McDoogles 19.32 19.32 0 0 0 3
Shauna Highlander 253.60 25360 0 0 0
Total 27292 272.92 [} ] 0
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3. When running reports, you have the option to set an “as of date” or a date range, depending on the
report you are accessing. To change the date, click the calendar icon next to the date field and
select a date, then click Update report.

sysey}
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4. If you would like to see a detailed breakdown, click the View the detailed report link. The link
name changes to view the summary report. To go back to the summary view, click the View the
summary report link.

The only reports that offer the option to view the report in detail on the screen
are the Aged invoices report and the Aged bills report.

sosuadx3y
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5. The report can be saved as a PDF file by clicking Save as PDF. If you want to modify your report,
you have the option to Export to CSV by clicking that button. This option requires that your
computer have Microsoft® Excel® or similar spreadsheet software installed. The report will open
in Microsoft Excel, where you can modify it.
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The General Ledger Report can be created for one account. In the Category drop down, select the
account you want to view the report for, then select your date range for the report by clicking the
calendar icon next to the From date and To date fields and click Update report. The summary of the
account will be displayed in your browser. To export the report, follow the instructions mentioned

above in Step 5.

Buipoday
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Overview: How accounting professionals use Sage One
Sage One Accountant Edition allows the accountant to use a single logon to access every client’s
books from virtually anywhere. You don’t need to worry about getting an updated backup of your
client’s Sage One data or going onsite to enter and review transactions. You are able to enter any
type of transaction in real time, reducing downtime for your clients.

Buidionu|

Inviting your clients to use Sage One from Sage One Accountant Edition

In Sage One Accountant Edition, you have the ability to invite new and/or existing clients to Sage
One. Inviting an existing client gives you the ability to post in your client’s books simultaneously
while your client is also working in Sage One. You don’t have to worry about your client entering
transactions while you are working on his backup file. Everything is processed in real time.
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1. From the bar at the top of your Sage One Accountant Edition, click My clients.
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2. Click Invite client.
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& My company &My clients .chal £ Settings [ Sign out

g2
® o
Sage One 5
@
8
[>%
My Clients
Active clients Invited clients

Select the business name to view detailed account information for a client.

Search for client

sasuadx3y
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3. Enter your client’s email address, first and last name, and phone number and click Next.

&My company  saMyclients WChat £#Settings  [=Sign out

Sage One

Invite a New Client

=

<

o8

. o

Client information S

«Q

The email address cannot be changed once the client's
Email* rUSER9999@gmail.com account is set up.
(=Ne]
First Name* Romeo TS
55
3 ®
. gy
Last Name* Strikes D
<
3
[}
Telephone* 555-555-5555 E_
Step 1 of 3
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4. Select the product you would like to invite your client to (Sage One Accounting Standard
or Sage One Invoicing), click Subscribe, and then click Next.

Sage One Accountant Edition

Invite a New Client

Sage One Accounting Standard

Sage One Accounting
Standard

sosuadx3y

A Sage One Accounting Standard subscription lets you and your clients:
for 15 days
Sage One Invoicing = Manage finances
= Create and send invoices
= Track projects, tasks and time
= Qrganize contacts
= Share work with an unlimited number of employees and contractors
= Store up to 5GB of files
= Grant full access to one additional user (total of 2 administrators)

|eisuan)

Applies to new Sage One
customers only
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Step 2 0f 3
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5. Verify the information you have entered for your client is correct and click Invite client.
When you click the Invite client button, the client receives an email inviting him to connect
with the accountant.

@My company My clients W@chat  E¥Settings [ Sign out

Sage One

Invite a New Client

Buidionu|

o
Verify the following information is correct before you confirm the subscription '9'_ g
55
3 ®
]
Client Name Remeo Strikes 3
3
[
Email rUSER9999@gmail.com =
Services Sage One g -
29
o
=
Y@
2

Q

8

Step 3of 3

-
[
7}
x
[

27
&l
]
Q
Q
[
)
3
a

& My company  saMyclients WChat #¥Settings [ Sign out

Sage One

My Clients

Active clients Invited clients
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You can resend an invitation by clicking the client's name. Then click Yes on the popup window. To cancel a client's invitation, click the "X’ button next to their name.

rUSER9999@gmail.com 555-555-5555 ‘Waiting for confirmation Fri, 13 Dec 2013 18:21:02

|eisuan)
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) To see a list of clients you have invited to Sage One but haven’t yet accepted, click
AA“ the Invited clients tab. Here you have the option to resend the invite to your client.
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What does my client see when | invite him to Sage One?

1. If your client does not have a Sage One account using the email address you sent the invite to,
he will receive the following invitation email:

You've been invited to Sage One Inbox  x (-]
noreply@na.sageone.com 10:21 AM (1 minute ago) - v
to me [+
Hi Romeo,

Buiolonu|

| would like to work with you using Sage One.

Sage One is an online tool that makes it easy for you and your accounting professional {that's me) to work with you on your
company books and stay in touch. | will also be able to better support you with your bookkeeping and accounting needs.
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To activate your account, use the button above or copy and paste this URL into your browser:

https-#/mysageone na sageone com/invitations/7c199859-3ed3-4288-9895-32993394ce8b

Please note, that by clicking the Activate button and signing up. you're granting me access to all data you enter in Sage One™

If you have already signed up for a Sage One account, no problem. Just enter the email address you signed up with after you o T
follow the link and Il be connected with your existing account. g_ 3
o
173
If you have any questions, contact me or contact the Sage One team at support@na.sageone.com or call us at & 866-835- @ g
3301, 2
8
Thanks, 7]
Raji Dhilon

* Sage is not responsible for the actions of your accountant, including, without limitation, their access to your Sage One account. You may withdraw
‘your accountant's access to your Sage One account at any time.

-
[
7}
~
[

)
x
S
[
Q
2
7]
[
S
a

— Delivered by Sage One

2. If your client has a Sage One account using the email address you sent the invite to,
he will receive the following invitation email.

You've been invited to connect with your accountant in Sage Cne Inbox  x =
noreply@na.sageone.com 1024 AM {0 minutes aga) LT

to me [~ m

x

kel

. o

Hi Snow, &

[]

»

I 'would like to work with you using Sage One.

When you connect with me as your accounting professional in Sage One we'll be able to work together on your company
books and stay in touch. | will also be able to better support you with your bookkeeping and accounting needs.

Since you already have a subscription to Sage One. simply click the link below to approve and allow me to connect with you
in Sage One. Please note, by clicking the Connect butten, you're granting me access to all of your Sage One data.!

sauus feuinofl

If you would like to sign up for a new Sage One account. no problem. Just enter the email address you would like to use for
this new account when you click the “connect” button.

If you have any questions, contact me or contact the Sage One team at support@na.sageone_com or call us at & 866-835- (:E
9301, °
o
Thanks, %
@
Raji Dhilon

* sage is not responsible for the actions of your accountant, including, without limitation, their access to your Sage One account. You may withdraw
your accountants access to your Sage One account at any time

— Delivered by Sage One
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3. When the client clicks the Activate your account button or the Connect button in the
respective invitation email, he will be taken to the Your Invitation to Sage One page.

Sage One

Your Invitation to Sage One

Buidionu|

Raji Dhilon would like to werk with you using Sage One.

Please confirm this invitation.

© O
Business name* 'S g
o3
a [
First Name* Snow 2
<
3
Last Name™ Flake @
=

Email* snow flake1970x@gmail.com
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4. Once the client completes the form, he clicks the Continue button. If the email address is
not already associated with a Sage One account, the client will be taken to the second step
of creating a new Sage One account (screen shot below). If the email address is already
associated with a Sage One account, the client will be taken to the regular logon page.

syse}
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Signup for Sage

2 =

Sign In Details

Email rUSERS93B8@gmail com

Name John Smith

sasuadx3y

Password®

‘our password must be 5-20 characters.

Confirm*

|eisuan)

For additional security please select 3 questions and provide the relevant answers. This information will be
used should you forget your password

sauua feuinofl

Please note that all answers must be at least five characters.

Please select s securty aueston =
Must be atleast5 characters.

Buipoday

Please select a security question [«]
Wust be at least 5 characters

Please select s secury queston =
Must be at least 5 characters.
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5. After the client accepts the invitation, the client will show up under the accountant’s Active
clients list in Sage One Accountant Edition.

My company  sMyclients WPChat  #Settings [ Sign out

Sage One

My Clients

Buidionu|

Active clients Invited clients

Select the business name 1o view detailed account information for a client
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Search for client

F3d  Target Sweepers rUSERS998@gmail com Sage One [
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The client can choose to remove the accountant’s access to his books from the Your
subscriptions page in Sage One under Settings by clicking Cancel Accountant. When
asked to confirm cancelling the accountant, click OK.

syse}
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Target Sweepers (Owner)  @&yHome WPChat £ Settings  [=Sign out

Sage One

Your subscriptions

Sage One Current subscription E'

Your Sage One trial expires 12/28/2013_ To continue enjoying the benefits of Sage H

One for your business, upgrade to the paid plan for just $24.00 per month. a
Sage One trial $0.00 2
Total cost per month Free until 1212812013

My Accountant

Redeem offer code
Sage is cumently your Sage One Accountant. You can remove their access as your
Sage One Accountant here should you want to.

|eisuan)

Cancel Accountant
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Confirm

E Are you sure you want to remove this accountant?
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Sage One
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Your subscriptions

Sage One Current subscription

Your Sage One trial expires 12/28/2013. To continue enjoying the benefits of Sage =

One for your business, upgrade to the paid plan for just $24 00 per month.
Sage One trial $0.00
Total cost per month Free until 12/28/2013
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Redeem offer code -
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6. The accountant will get an email notifying him that the client has removed his access, and the client
will no longer show in the accountant’s Active clients list.

A Sage One client has revoked your access to their books nbox x = B
noreply@na.sageone.com 11:34 AM (1 minute ago) - -
to me [~
Hi Raji Dhilon,

Your client, Target Sweepers. has removed your access to their Sage One account. You will no longer see them in your list of
clients on the Sage One Accountant Edition dashboard, and you will not be able to access their data. If you think this may
have been done in error. please contact your client directly.

You may still login as usual and access all your other clients.
If you have any questions you can reach us at support@na.sageone.com or call & &
Regards,

The Sage One Team

Accessing your clients’ books
1. From the bar at the top of your Sage One Accountant Edition, click My clients.
2. In your Active clients list, click on a client. This opens up the client information page. In this

screen, you can add notes on your client’s record by clicking Create Note or access your
client’s books by clicking Access your client’s books.

&My company  sMyclients Wchat ¥ Settings  [= Sign out

Sage One

John Smith

Client Details

John Smith
Target Sweepers

United States

TUSER999&@gmail.com
123-456-7891

Notes Create note

Return to table of contents
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3. When you click the Access your client’s books link, you are taken to your client’s home
screen. Across the top of your browser window, Sage One notifies you of what company you
are logged on to.

You're currently assuming the role of John Smith. | Click here to resume being Raji Dhilon.

Target Sweepers (Owner) ﬁHnme .(hal ﬂ- Settings [—Sign out

5
Sage One 5
=)
=3
«Q
Dashboard Projects Tasks Contacts Income Expenses Banking Reports
© O
Dashboard o3
o3
3 ®
]
O
<
. :
Welcome 2o Sage One! 2
Below are some of the most common ways to get started. If you need any help, just click the Chat button that's always in the upper right.
8D
Qo
o
=
S =)
=1 11 E 2 i S @
= 11} -
s Link your
Start invoicing o Add contacts
See how - 5o
@ o
Sage One works 5%
=
3 3 (R (7]
= | @ | o »
o S
Q
" Accept
Track expenses Create a project Y o e
Income Checking Account
December 2013 0.0 Account Number Current Balance $0.00
Year to Date $0.00
- ~ m
x
Expenses S
December 2013 s0.00 7
50 [
Year to Date $0.00 U
\ J
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4. You can now enter transactions into your client’s Sage One account, run reports, and access all
data they have entered. When you are finished, click the Click here to resume being... link at
the top to return to your Sage One account.
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5. This will return you to the My Clients screen in your Sage One account.
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Dashboard overview

When you access your client’s books, you are taken to the Dashboard in Sage One. This screen
gives you and your client an overview of how his business is doing, including his income, expense,
and profit. You can see the top five unpaid invoices and top five quotes. These can be drilled down
on to view the individual invoice/quote details.

You can also see the trend of your client’s bank account in graph form. Scroll over any point of the
graph for exact dollar amounts.

5
<

=
=
S
Q

‘You're currently assuming the role of John Smith. | Click here o resume being Raji Dhilon

Target Sweepers (Owner)  #yHome  @Pchat f#Setings [

[<Ne]
Sage One 23
o3
3
]
Dashboard Projects Tasks Contacts Income Expenses Banking Reports O
<
3
Dashboard S
=
[ % g o
3
Welcome 20 Sage One! a8
13
Below are some of the most common ways to get started. If you need any help, just click the Chat button that's always in the upper right [] g
2
o
<O 8
=l E o
B @ @
Start invoicing bat';‘:z;’:;m Add contacts -
O
See how 5
ey
Sage One works 8
— — [
= C
o= o] = @
2
Track expenses Create a project o
Income Checking Account
December 2013 so.00 Account Number Current Balance $0.00
Year to Date $0.00
Expenses
December 2013 $0.00
Year to Date 50.00 =
m
X
K
Profit =3
December 2012 000 Novas N 17 Dec 01 [
Year to Date $0.00 @

Top 5 Unpaid Invoices
Link with your bank online

Save time and simpiify tracking expenses by
linking up your bank and credit card accounts
with SageOne!

|eisuan)

To get started go to banking, select or create a
new account, and then ik the "Link with
oniine bank” button
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Top 5 Open Quotes
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Sage
6561 Irvine Center Drive
Irvine, CA 92618-2301

866-996-7243
NA.Sage.com
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