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Foreword

Accounting has been around for thousands of years and still

forms part of everyday business life. It’s core to all businesses

and is as important as any other process such as paying your

staff or buying stock.

But you don’t start a business because you want to produce

accounts. You start a business because you have a passion for

what you do and you want to achieve success. The accounting

side is just a necessary part of the process.

When Sage was established in 1981, the emerging technology

consisted of floppy disks and an Amstrad office computer. Out

of that spirit of innovation came the first Sage software package

designed to help businesses with basic accounting. These days,

businesses have an ever-increasing choice when it comes to

deciding on how to run their business and how to record their

accounts. Some use spreadsheets; some prefer to do it manually

using receipts and notebooks; while others use accounting

software. And with computers and the Internet increasingly

present, more and more people are using laptops, iPads and

mobile phones to help run their business and are looking for

the solutions to fit their needs.

We too have come a long way from those first floppy disks. Sage

is now a global company. A leading supplier of business

software to 6.3 million businesses worldwide. With over 30

years’ experience of working with businesses of all sizes, we’ve

continued to develop our accounting and business software.

And in January 2011 we launched Sage UK’s first online

accounting solution – Sage One.

We talked to hundreds of small businesses and accountants all

across the UK to find out what they needed from an accounting



service. And our goal became delivering safe, simple online

accounting, supported by the experts.

Sage One benefits from the advances in technology that have

led to the introduction of Software as a Service – essentially,

software that is run over the Internet or ‘cloud’, via an Internet

browser. These cloud services offer many advantages to

businesses. They’re typically cheaper than their traditional

desktop counterparts because there are no production or

packaging costs. And because you can access them from

Internet-enabled devices, such as PCs or Macs, iPads and even

mobile phones, you’re less restricted and can operate your

business on the move.

We want to make it really easy for business owners to run their

business using online services. We believe that necessary

business processes, like accounting, shouldn’t get in the way of

you actually running your business. But because we recognise

that the relationship between a small business owner and an

accountant is important, we designed Sage One to allow them to

work together easily, efficiently, online and in real time.

The aim of Sage One For Dummies is to help you maximise the

value of using Sage One to manage your business finances. As

Sage One requires no previous accounting knowledge there’s a

real synergy between Sage One and the For Dummies brand. For

Dummies books take away the jargon and strip back

complicated processes, making them easy for the

inexperienced, which is exactly what Sage One is all about.

We understand that you didn’t get into business to produce

accounts. So, by making the necessary parts of the process as

simple and straightforward as possible, you can get on and

enjoy running your business.

Chris Stonehouse



Head of Sage Online, Sage UK Limited



Introduction

Most people love running their own small business, but hate the

idea of doing the paperwork. For example, although you know

that you need to keep receipts, most of them are probably

stuffed in envelopes or plastic bags waiting until your

accountant asks for them.

A few business people may keep a spreadsheet detailing income

and expenditure, but this format can all too easily become

unwieldy to deal with.

Fortunately, here comes Sage One now, riding over the horizon

to the rescue, enabling you to keep your records filed neatly

online. The program can be accessed at any time of the day or

night, and so you can see your financial data online and update

it even in the middle of the night!

Accurate and complete financial records are crucial to any

business owner, particularly when dealing with bank managers,

asking for a loan or providing information to Her Majesty’s

Revenue and Customs (HMRC).

About This Book
In this book I show you how to setup, use and make the most of

Sage One Accounts and Sage One Cashbook. I also discuss Sage

One Accountants Edition, so that you know the benefits of this

extra service for you and your accountant.

I provide step-by-step guides showing you how to:



 Prepare professional sales invoices very quickly and

easily.

 Manage your cash flow.

 Record your purchase invoices.

 Prepare a simple Profit and Loss account and Balance

Sheet.

 Prepare your VAT return.

In addition, I discuss the role of accountants within your

business. You may already have one, but if not I help you

determine whether employing the services of an accountant is

appropriate for you and how to go about finding one.

Conventions Used in This
Book

I use the Sage One service throughout this book, concentrating

mainly on the Accounts service, but also discussing the

Cashbook and the Accountants Edition. To help you find your

way around the book, I use the following conventions common

to all For Dummies titles:

 Italics indicate a defined term or a point of emphasis.

 Boldfaced text highlights the key phrase in a bulleted or

numbered list.

 Monofont is used for web addresses.

In addition, where I need to use a gender-specific term in the

text, for example when referring to accountants, I use female in



even-numbered chapters and male in odd-numbered chapters,

to avoid constantly using the clumsy ‘he/she’ or ‘him or her’.

What You’re Not to Read
The aim of this book is to get you confidently using Sage One as

quickly as possible. I include lots of examples and exercises and

also some practical bookkeeping tips on how to keep your

financial records. Focus on those you find most useful. If you

intend to use the full Sage One Accounts service and need to do

VAT returns and send out invoices to people, you don’t need to

read Part III on the Cashbook.

In addition, if you want the basic info quickly, you can safely

skip the text in grey boxes and anything marked with the

Technical Stuff icon.

Foolish Assumptions
While writing this book, I made some key assumptions about

you and why you picked up this book to get a better

understanding of Sage One. I assume that you’re one of the

following:

 A business owner who wants to keep orderly accounting

records. You have a good understanding of business and

its terminology, but you don’t have the time or

inclination to tackle the full implications of bookkeeping

and accounts.



 The spouse/partner of a sole trader who’s been tasked

with ‘sorting out the accounts’. You need a simple and

easy to understand system, so that you can accurately

record the cash and cheques that flow in and out of the

business. You also want to be able to hand over the

records to your accountant in the most timely and cost-

efficient way possible.

How This Book Is
Organised

I organise Sage One For Dummies into five parts, which I outline

below. I also include a Glossary at the back of the book, which

highlights some of the bookkeeping terms that you may come

across while running your business. You can dip in and out of it

as and when the occasion arises.

I provide loads of opportunity for you to complete various

exercises throughout the book, so that you can practise what I

discuss in the chapter. By using the dummy data provided, you

can set up customers, suppliers and bank accounts, enter sales

and purchase transactions, and reconcile your bank account.

You also produce a dummy VAT return. Just check your screens

and reports against the ones I supply so that you can see

whether you’ve got the hang of things and entered the data

correctly. Alternatively, you can simply start entering your own

data as soon as you’ve read the chapter.

Part I: Setting Up and
Registering Sage One



In Part I, I show you how easy setting up and registering with

Sage One really is. I explain the three variants of Sage One,

which helps you determine the best one (excuse the pun) for

your needs. In this part, you successfully set up your system

and enter customer and supplier records, all ready to start

receiving data.

Part II: Using Sage One
Accounts
In Part II, I introduce Sage One Accounts and show you its

features and benefits. You find out how to prepare professional

looking sales invoices in minutes. You also discover how to

enter your purchase invoices and bank transactions. I explain

the importance of, and how to do, bank reconciliations, and

from the data you enter, how to run your VAT Return, Profit and

Loss account and Balance Sheet.

Part III: Introducing Sage One
Cashbook
In Part III, I explain what the Sage One Cashbook can do for your

small, probably cash-based, business. I talk about registering

and setting up your Cashbook and I go into detail about how

you enter your data. I show you how to handle income and

expenses and which useful reports you can use for your

business.

Part IV: Working with an
Accountant



In Part IV, I discuss how an accountant can help you with your

business. I explain the role that an accountant undertakes for

your business and how one can help by offering advice on the

best way to structure your business. I also look at the various

different ways in which you can find an accountant.

I also talk about the Sage One Accountant Edition and explain

how it works. I show how this service enables an accountant to

help you with your accounts in several ways.

Part V: The Part of Tens
This part is central to all For Dummies books. I include a

chapter on troubleshooting, which shows you how to resolve

problems that you may experience as you use Sage One. I also

share ten top tips for running your accounts system.

Icons Used in This Book
For Dummies books use little pictures, called icons, to flag

certain chunks of text. The icons in Sage One For Dummies are:

 Look to this icon for ideas on how to improve your

bookkeeping processes and manage your business

accounts.

 This icon marks anything I really, really want you to

recall about using Sage One, or even just good bookkeeping


