SAGE Question Scenario Technique
(1) Create a blank set of data files for your new company
(follow the sheet entitled “Setting up a new company”)

(2) Note whether the company is VAT registered
The following tax codes should be used:
a. T0	zero rated items (0%)
b. T1	standard rated items (20%)
c. T9	VAT exempt items e.g. wages, loan repayments etc

(3) Note the nature of the business of the company.  If the business has more than one type of activity:

Alter the nominal sales accounts (4000,  4001,  4002) into sales type A,  B,  C. (if a question states that there are multiple products, create appropriate ledger account names)

Alter the nominal purchase accounts (5000,  5001,  5002) into purchases type A,  B,  C. (if a question states that there are multiple products, create appropriate ledger account names)

Alter the nominal sales/purchase accounts (see above) if the question stipulates that there is a returned item: i.e. faulty stock

(use Nominal and Record to do this)

(4) 9999 is the miss-posting account

(5) If the business is NOT a limited company alter the name of nominal account 3000 from share capital to owner’s capital
(use Nominal and Record to do this)

(6) Enter customer and supplier records (names and addresses)
(use Customer/Supplier and Record to do this)

(7) Deal with transactions in chronological order.
Look at the nature of the transaction (e.g. bank, customer, supplier) to help you decide how to enter it onto the system
You may need to alter names of other nominal accounts as you work through the transactions

(8) At the first month end, perform the month end routines as summarised separately

(9) Remember at the end of the second month end to perform the following tasks:

· Use Settings and Change Program Date to the end of month 2
· Use Bank, Recurring Entries, Process and All for Month 2 to process the recurring entries for the second month
· [bookmark: _GoBack]Use Tools, Period End, Month End and post accruals, prepayments and depreciation for the second month.
