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1.1 Preface 
 
 
Sage UBS:one plus Self Study Guide is specially designed to take you through a 
comprehensive guided tour of how to use the application software. Each chapter and task 
is written from a self implementation perspective. Users of this Self Study Guide who 
followed each steps as defined in the Tasks area are ensured a thorough application setup 
and smooth operation thereafter. 
 
Sage UBS:one plus Self Study Guide is suitable to be used when conducting training and 
for others who opt for self learning. In the First Volume of the Self Study Guide, we cover 
all the four (4) main functions of Accounting, Inventory & Billing, which are (i) accounting 
journal entry (ii) accounting financial reporting (iii) stock movements recording & reporting 
(iv) billing and (v) posting of bills. For the Second Volume, we are introducing more journal 
entries related to Inventory and Purchasing activities. The Guide outlines all the important 
documents that are used during day to day operation and also how these integrate with the 
Accounting module. 
 
The software architecture, user friendly interface and concept Sage UBS:one plus adopt, 
enable new ways of acquiring knowledge, possible and  self sufficient. You can even build 
upon a strong foundation of inventory and purchasing knowledge after you have completed 
all the Tasks found in this Guide. In fact, you will find that the Tasks in this Guide are a 
continuation from the Self Study Guide Volume 1. There is also a Table of Contents in this 
Guide for users to make reference and to follow from beginning to end.  
 
We hope that you find this Self Study Guide Volume 2 helpful and much appropriate 
especially when you need to start your own implementation with integrated modules. You 
can also use this merely as a Study Guide and as well as preparing you for Certification at 
Sage UBS UniversityÊ. 
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1.2 Notes to Students and Professional Users 
 
This Self Study Guide is organized carefully to provide you with the most appropriate 
lessons and steps in building your foundation of understanding Sage UBS:one plus, coupled 
with the inventory and purchasing knowledge that you already have. 
 
You can consider the following as a proven path to successfully implement Sage UBS:one 
plus on your own: 
 

¶ Read the Learning Objectives at the start of each chapter 

¶ Follow each steps to fulfill every required and recommended processes 

¶ Re-create your own implementation environment using what you have learnt 

¶ Attempt to register and take the SageUBS:one plus Graduate Certification. 
For more information, email to training@sage.my. 

 
1.3 Notes to Lecturers and Trainers 
 
The second volume of this Self Study Guide is written for students, basic inventory and 
purchasing users in mind. It is easy for any readers to understand and follow. This Guide 
should be used together with SageUBS:one plus  Workbook Lesson 2.  
 
Lecturers and Trainers who use this Guide to teach your students/users can value add by 
providing more examples and scenarios for students/users to practice. Additional 
exercises pertaining to Accounting, Inventory setup and purchasing transactions can be 
further incorporated as most businesses from various industry types would most probably 
uses the same scenarios as discussed in this Self Study Guide. Furthermore, it would be 
beneficial especially when preparing anyone for the SageUBS:one plus Graduate 
Certification course. 
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1.4 Supporting Resources 
 
For more creative learning, we have prepared the following valuable online and offline 
resources. 
 
www.sage.my 

¶ eLearning videos (Multimedia Study Guide) 

¶ JumpStartÊ Guide (more videos on self-implementation) 

¶ Business Basics (Solving business challenges via videos) 

¶ Industry Templates (Solving industry challenges via videos) 
 
In the Product 

¶ Online Help (press F1) 

¶ JumpStartÊ Wizard (step to step on-the-spot implementation) 

¶ Business PulseÊ (SME news and information via RSS) 
 
1.5 Recommended Hardware & Software Requirements 
 
Below are the minimum hardware and software requirements for SageUBS:one plus: 
 

1. Hardware Requirements 

¶ Processor speed: Minimum 1GHz  

¶ Memory space: minimum 1 Gigabytes (GB) RAM 

¶ Hard Disk Drive (HDD) space:  
(a) MySQL database: minimum 500 Megabytes (MB) 
(b) Microsoft SQL database: Minimum 3 Gigabytes (GB) 

¶ Video Graphic Display Adapter & Monitor: Super VGA (resolution: 1024 x 768) 
or higher resolution 

¶ Printer: Windows compatible 

¶ DVD-ROM for software installation 

¶ Network Card / Internet Connection Card for RSS (Really Simple Syndication) 
display 

http://www.sage.my/
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2. Software Requirements 

¶ Operating system: Windows XP Service Pack (SP) 2, Windows XP SP 3, 
Windows Vista, Windows Vista SP 1, Windows Vista SP 2, Windows 7, 
Windows Server 2003 SP 2, Windows Server 2008 

¶ Microsoft .NET framework 2.0 SP 1 

¶ Windows Installer version 3.0  

¶ Microsoft Internet Explorer 6.0 with SP 1 

¶ Microsoft Data Access Components (MDAC) 2.8 for data access applications 

¶ Adobe Acrobat Reader 

¶ MySQL version 5.0  

¶ Microsoft SQL Server 2008 

¶ Microsoft Office 2000 or higher  
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2.1 Introduction To Business Documents/Bills 

 
Before we proceed to transactions, letôs have an understanding of commonly 
used business documents and the documentation or billing procedure that is 
involved in daily transactions. In this Guide, we talk about billing in general; 
while in real practice, there are flexibilities in billing procedure, depending on 
the nature of business and accounting requirements. 

 
 
2.1.a  Documents Involved In Purchasing  
 

Purchasing means buying or spending. 
 
Purchase Order ï to be sent to suppliers. Having issued a PO does not mean 

that transaction has taken place, but just an action of ordering goods. 
The supplier, whom your PO was sent to, may not have enough stock to 
meet your requirements timely. Generating a PO wonôt affect the 
movement of inventory. PO is one of the Non-Accounting bills.  

 
Receive ï Upon receiving goods sent by supplier (together with DO/ 

Invoice/Cash Sale), we generate a bill called Receive (or Receive Order). 
This is to inform the system of the receiving and the system will update 
the details (quantity and price) of items purchased and produce accurate 
reports (stock cards, status & valueé). When generating a Receive, it is 
advisable to óUpdate From POô so that you may view reports of 
óOutstanding POô. The RO (Receive Order), when printed out, is a proof 
of recording those goods that were received. 

 
Purchase Return ï When took out stock from storeroom and returned it to 

supplier, we generate a bill called Purchase Return. This is to inform the 
system about the reduction of stock.  

 
When payments are made to supplier(s), it has no effect on the inventory 
system. It is accounting entries to be handled by accounting staff using 
accounting system. 
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2.1.b  Documents Involved In Selling  
 

Quotation ï is issued to customer upon request. Quotation wonôt affect 
inventory movement, and it is one of the Non-Accounting bills. 

 
Sales Order ï is issued to customer and accepted by customer. Sometimes 

SO is used to replace PO from customer (when customer did not send 
one). SO wonôt affect inventory movement and it is one of the Non-
Accounting bills.  

 
Delivery Order ï When goods are delivered to customer, DO is the proof of 

quantities delivered and received. DO normally does not show prices of 
goods and usually followed by an Invoice. When DO is generated, stock 
will be deducted. 

 
Invoice ï A document, issued by a person or company, indicating to the 

recipient the amount of money owed to that person or company for 
goods and/or services supplied. Invoice shows quantities and prices of 
goods sent to customer. It is usually issued to customer who purchased 
from us on credit. When Invoice is generated, stock will be deducted. If 
DO(s) is generated before Invoice (to the same customer in the same 
case), to avoid double deduction of stock, the Invoice must be updated 
from the said DO(s). This is because when Invoice has been generated 
using óUpdate From DOô, the system will refer it to the respective DO and 
will not make deduction again on the inventory. 

 
Cash Sale ï is issued to customer for goods sold on cash. Cash sales means 

no credit term is given, and payment has been made either by cash, 
cheque, credit card or any combination of payment modes. 

 
Debit Note ï A note indicating an amount owed by a person or company. It is 

issued to customer and to be treated as an additional/ adjustment 
document to an invoice previously issued (usually because of the invoice 
has been undercharged).  

 
Credit Note ï A note, issued to a person or company when they return goods, 

which cancels the original invoice. If the invoice has been settled before 
the goods are returned, the credit note will then entitle the holder to 
alternative goods (or sometimes cash) to the original value. 
It is issued to customer when goods have been overcharged or when the 
customer returned goods to us. CN usually refers to an invoice 
previously issued and will reduce the amount customer needed to pay. If 
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it was related to return of goods, the stock will increase. Like DN, CN is 
an additional / adjustment document to Invoice. 

 
2.1.c  Documents Used Internally  
 

Sometimes the movement of inventory has nothing to do with customer or 
supplier. For example, an issue of stock to own staff, a transfer of stock from 
one location to another and an adjustment of stock balance.   

 
Issue ï any item taken out of storeroom must be recorded as a stock 

deduction. For example, when a staff requested one box of computer 
paper, upon issue the box of computer paper to him, an Issue must be 
generated. 

 
Transfer ï sometimes some items may be transferred from one location to 

another location. When this happens, a Transfer must be generated. 
Stock of the issuing location will be reduced and stock of the receiving 
location will be increased. The total quantity will remain the same. 

 
Adjustment ï after stock-take at the end of month / year, if an item is found to 

be physically short as compared to stock reports, adjustment of stock is 
needed in order to tally the physical quantities and that of systemôs 
record. For an item which its physical quantity less than that of systemôs 
record, Adjustment-Reduce is to be generated; for an item which its 
physical quantity more than that of systemôs record, Adjustment-Increase 
is to be generated 
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2.2 Task 21: Maintain Purchase Journal 

 
Learning Objective: Understanding purchasing transactions and maintaining its 
Journal 
 
Ā Go to Accounting Ą Maintenance Ą Journal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ā Select Financial Year: 2009 

Ā Type in the  Date from:  01/01/2009 

 Date To: 31/01/2009 

Ā Click on Refresh button 
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Ā By default, the system has already generated 5 Journals for each period or 

financial month. 

Ā The Journals are listed as below: 

Journal Code Journal Type Journal Title 

SJ01 Sales Journal Sales Journal 

PJ01 Purchase Journal Purchase Journal 

BJ01 Bank Journal Bank Journal 

CJ01 Cash Journal Cash Journal 

GJ01 General Journal General Journal 

 

Period 
 

It means the sequence of accounting month. Period 1 refers to first accounting 
month; period 2 refers to second accounting month and so on.  
 
If your current accounting year is from 1st January 2009 to 31st December 2009, 
period ó2ô refers to the month of óFebruary 2009ô, because in this case, February 
2009 is the 2nd accounting month of the accounting year. 
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If your current accounting year is from 1st July 2008 to 30th June 2009, then period 
ó2ô shall refer to the month of óAugust 2008ô. 

 

Ā The current accounting year is from 01/01/2009 to 31/12/2009. Since we need to 

key in purchases transactions for January 2009, we shall select Purchase Journal 

for Period 1, Year 2009 to keep the transactions. 

Ā Highlight or point to the Purchase Journal PJ01 and double click on it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ā Go to Period tab 

Ā Close Period 2, Period 3, Period 4é..until Period 18 for Purchase Journal PJ01.  

Ā It means that only Purchase Journal PJ01 for Period 1 is allowed to keep 

transactions. 
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Ā Click on Chart of Account tab.  
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Ā Un-tick the check box of Expenses and Taxation, so that users are not allowed to 

use these 2 GL accounts to do journal entry in this Purchase Journal PJ01 for 

Period 1, Year 2009. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ā Click on Save and Close button. 
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2.3 Task 22: Maintain Cash Journal 

 
Learning Objective: Understanding cash transactions and maintaining its Journal 
 
Ā Go to Accounting Ą Maintenance Ą Journal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ā Select Financial Year: 2009 

Ā Type in the  Date from:  01/01/2009 

 Date To: 31/01/2009 

Ā Click on Refresh button 
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Ā Highlight or point to the Cash Journal CJ01 and double click on it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ā Go to Period tab 
Ā Close Period 2, Period 3, Period 4é..until Period 18 for Cash Journal CJ01.  
Ā It means that only Cash Journal CJ01 for Period 1 is allowed to keep transactions. 
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Ā Click on Save and Close button 
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2.4 Task 23: Maintain Bank Journal 

 
Learning Objective: Understanding bank transactions and maintaining its Journal 

 
Ā Go to Accounting Ą Maintenance Ą Journal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Ā Select Financial Year: 2009 

Ā Type in the  Date from:  01/01/2009 

 Date To: 31/01/2009 

Ā Click on Refresh button 
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Ā Highlight or point to the Bank Journal BJ01 and double click on it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ā Go to Period tab 
Ā Close Period 2, Period 3, Period 4é..until Period 18 for Bank Journal BJ01.  
Ā It means that only Bank Journal BJ01 for Period 1 is allowed to keep transactions. 
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2.5a Task 24: Receive from Clipper Corporation (Credit Purchase) 

 
Learning Objective: Understand how to create journal entries to update inventory 
quantity on hand 
 

Suppliers send goods & invoices to us. Below are the invoices concerned. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Below is the goods received details base on Invoice No.: CC098/09, which was 
sent by Clipper Corporation. 
 

Receive Bill No.: RC-00000001 

Supplier Code:   400C0001 Supplier D.O.  No.: - 

Date Received:   04/01/2009 Supplier Invoice No.:  CC098/09 

Item No. Item Description Qty. Received Unit Price (RM) 

HWP-P001 NOC Printer N2000 20 230.00 

HWP-P002 Apson Printer 10 400.00 

 
 

Clipper Corporation 
Lot 20, Jalan 222, 46400 Petaling Jaya. 
Tel : 03-79234321  Fax : 03-79234320 

 
 
 
 

Item Code / 

Description 
Location Quantity 

Unit Price 

(RM) 

Selling Price 

(RM) 

HWP-P001 /  
NOC Printer N2000 

- 20 230.00 4,600.00 

HWP-P002 / 
Apson Printer  

- 10 400.00 4,000.00 

Total (RM) : 8,600.00 

 
Goods Sold Are Not Returnable. 
 
 
 
__________________________    ________________________ 

Clipper Corporation     Received By 
        

M/S: Phoenix Enterprise 
Invoice: CC098/09 
Your Ref. No.: PO-00000001 
Date: 04/01/2009 

  
 

Date: 04/01/2009 






































































