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BASIC  
SETTINGS 

 
 

 Create New Company Database 
 Sign in to Administrator 

 Create a New Company database 

 Set Company Name & Accounting Year 

 
 Setup Accounting  

 Maintain GL Accounts  

 Maintain Debtors and Creditors Accounts 

 Enter Opening Balances for GL Accounts 

 Distribute Debtors and Creditors Opening Balances Based On Source 
Documents 

 
   Code Maintenance  

 Create Category/Group/Item/Service Code 
 

   Enter Opening Quantity 
 

   View & Print the following Reports 
 Inventory Reports 
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Welcome to Sage UBS:one plus Workbook. Here, you have 

several tasks to be completed. Your tutor will guide you on how to 
perform it. Just pay attention to instructions given and enjoy your 
learning. 

 
 

The Story 
  Phoenix Enterprise is a trading company selling computer 

accessory, hardware and software. The company closes its accounts at 
31st of December every year and the costing method used is “Fixed 
Cost”.  Assuming now you are in the month of January, perform the 
following tasks: 
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Sign in to Administrator 
 
 

  Task 1     Create a new company as below: 

 
 Company Name:  PHOENIX ENTERPRISE 
 
 Company Address:  A-3-3, 3RD FLOOR, BLOCK A 
  VISTA SERDANG, JALAN KASTURI 
  SEKSYEN 12, TAMAN BUKIT SERDANG 
 
State : SELANGOR City : SERI KEMBANGAN 
Postcode : 43300 Country : MALAYSIA 
Currency Code : MYR – Malaysian Ringgit 

 
 

  Task 2     Set the company accounting year as below: 

 
 Accounting Year:  01/01/2009  31/12/2009 
  
 Starting Period: January 2009 
  
 

  Task 3     Check the name of database which refer to Phoenix Enterprise. 

 
How To Do Restore? 

 
 
 Task 4      Log in to Phoenix Enterprise, maintain company registration 

number, telephone and fax number. 
 
 R.O.C. Ref. No. : 123456-A 
 
 Telephone No. : 603-89418888 
 
 Fax No. : 603-89419999 
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Task 5     Do the General Settings of  

(a) Accounting: 
(i) Account Number format: xxxxxxxx  
(ii)  Posting Method: Online  

 
(b) Inventory & Billing: 

(i) Stock Valuation Method: Fixed Cost 
(ii) Item Code Length: 8 
(iii) Unit Quantity Decimal Place: 0 
(iv) Unit Price Decimal Place: 2 
(v) Inventory System: Periodic  
(vi) Posting Method: Online 

 

Task 6     Maintain General Ledger Accounts. 

 

A/C No. Description A/C Type 
Control 

Type 
Group To 

A/C Sub 
Type 

10000010 CAPITAL 
Shareholder’s 

Equity 
   

10000020 RETAINED EARNINGS 
Shareholder’s 

Equity 
   

20000010 MOTOR VEHICLES Fixed Assets    

20000015 
ACCUMULATED  DEPRECIATION 
- MOTOR VEHICLES 

Fixed Assets  
20000010 
MOTOR 

VEHICLES 

Fixed Asset  
Accumulation 

20000020 OFFICE EQUIPMENT Fixed Assets    

20000025 
ACCUMULATED  DEPRECIATION 
– OFFICE EQUIPMENT 

Fixed Assets  
20000020 
OFFICE 

EQUIPMENT 

Fixed Asset  
Accumulation 

20000030 FURNITURE AND FITTINGS Fixed Assets    

20000035 
ACCUMULATED DEPRECIATION 
–  
FURNITURE AND FITTINGS 

Fixed Assets  

20000030 
FURNITURE 

AND 
FITTINGS 

Fixed Asset  
Accumulation 

30000000 TRADE DEBTORS Current Assets 
Debtor 
Control 

  

31000000 BANK Current Assets   Bank 

32000000 CASH Current Assets   Cash 

33000000  STOCK Current Assets    

40000000 TRADE CREDITORS 
Current 

Liabilities 
Creditor 
Control 

  

50001000 SALES OF HARDWARE Sales    

50002000 SALES OF SOFTWARE Sales    

50003000 SALES OF ACCESSORIES Sales    
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A/C No. Description A/C Type 
Control 

Type 
Group To 

A/C Sub 
Type 

50100000 RETURNS INWARDS 
Sales 

Adjustment 
   

60001000 PURCHASES OF HARDWARE 
Cost of Goods 

Sold 
   

60002000 PURCHASES OF SOFTWARE 
Cost of Goods 

Sold 
   

60003000 PURCHASES OF ACCESSORIES 
Cost of Goods 

Sold 
   

60100000 RETURNS OUTWARDS 
Cost of Goods 

Sold 
   

50010000 
TRANSPORT CHARGES 
(INCOME) 

Other Income    

90000010 DISCOUNT ALLOWED Expenses    

90000020 
TRANSPORT PAYABLE 
(EXPENSES) 

Expenses    

 

Task 7     Maintain Credit Term. 

 

No. Credit Term Description No. of Days for Credit Term (days) 

1. 30 DAYS 30 days of credit term 30 
2. 45 DAYS 45 days of credit term 45 
3. 60 DAYS 60 days of credit term 60 

 
 
 

Task 8     Maintain Debtors & Creditors Personnel Accounts. 

 
 
Debtors Ledger 

A/C 
Number 

Debtor’s Name 
Invoice & Delivery Address,  

Tel & Fax 

Attention/
Contact 
Person 

Credit 

Term 
(Day)  

Limit (RM) 

300S0001 SANTRONIC 
COMPUTER 

No. 1, Jalan 1, 43300 Seri 
Kembangan, Selangor 
Tel : 03-89421234 
Fax : 03-89421235 

Mr. Yap 30 30,000.00 

300U0001 UNITED 
COMPANY 

No. G-1, Jalan G, Kepong, 52100 
K. Lumpur. 
Tel : 03-62575757 
Fax : 03-62575758 

Mr. 
Stewart 

45 50,000.00 
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Creditors Ledger 

A/C 
Number 

Debtor’s Name Address, Tel & Fax 
Attention/
Contact 
Person 

Credit 

Term 
(Day)  

Limit (RM) 

400K0001 KEE & SON  No. B-9-9, Jalan Kasturi, 43300 
Seri Kembangan, Selangor 
Tel : 03-89434320 
Fax : 03-89434321 

Mr. 
Steven 

45 35,000.00 

400C0001 CLIPPER 
CORPORATION 

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

Mr. Quek 60 60,000.00 

 
 

Task 9     Maintain Opening Balance of G/L Accounts. 

 
 

Trial Balance As At 31/12/2008 

Description Debits (RM) Credits (RM) 

CAPITAL  150,000 

RETAINED EARNINGS  14,260 

MOTOR VEHICLES 50,000  

ACCUMULATED  DEPRECIATION - MOTOR VEHICLES  5,000 

OFFICE EQUIPMENT 20,000  

ACCUMULATED  DEPRECIATION – OFFICE EQUIPMENT  2,000 

FURNITURE AND FITTINGS 15,000  

ACCUMULATED DEPRECIATION –  
FURNITURE AND FITTINGS 

 1,500 

TRADE DEBTORS 23,860  

BANK 15,000  

CASH 1,500  

STOCK as at 31/12/2008 59,520  

TRADE CREDITORS  12,120 

Total: 184,880 184,880 
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Task 10     Accumulated Source Documents for Debtors Until 31/12/2008. 

 
 
Note: Negative Amount (-ve) means Credit Amount in Ledger Account. 
 

Debtor Date  
Document  Amount  

Due (RM) Type No. 

Santronic Computer 01/10/2008 Sales Invoice 08-00123 15,000.00 

22/10/2008 Sales Credit Note 1345 -500.00 

06/10/2008 Sales Debit Note 3467 180.00 

28/11/2008 Receipt 0177 -5,000.00 

Total: 9,680.00 

 
 
 

Debtor Date  
Document  Amount 

Due (RM) Type No. 

United Company 10/12/2008 Sales Invoice 08-00127 25,000.00 

18/12/2008 Sales Credit Note 1456 -2000.00 

22/12/2008 Sales Debit Note 3589 180.00 

29/12/2008 Receipt 0198 -9,000.00 

Total: 14,180.00 

 
 
 

Task 11     Accumulated Source Documents for Creditors Until 31/12/2008. 

 
 

Creditor Date  
Document  Amount 

Due (RM) Type No. 

Kee & Son 05/08/2008 Purchase Invoice 6789 -3,500.00 

12/09/2008 Purchase Credit Note 3388 800.00 

17/10/2008 Purchase Debit Note 2325 -220.00 

28/11/2008 Payment Voucher 0189 1,200.00 

Total: -1,720.00 
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Creditor Date  
Document  Amount 

Due (RM) Type No. 

Clipper Corporation 10/09/2008 Purchase Invoice 01789/08 -18,000.00 

20/10/2008 Purchase Credit Note 6688 350.00 

03/11/2008 Purchase Debit Note 3355 -250.00 

26/12/2008 Payment Voucher 0190 7,500.00 

Total: -10,400.00 

 
 

The following tasks are to be completed in UBS Stock system. 
 
 

  Task 12     Create the following Categories code:    
  

Category Code Description 

AC ACCESSORIES 

HW HARDWARE 

SW SOFTWARE 

 
Understand what is the meaning of 
Category, Group and Item? Sure? Prove 
it. 

 
 

 Task 13     Create the following Groups code: 

 

Group 
Code 

Description 
Credit 
 Sales 

Cash 
 Sales 

Sales 
Return 

Purchase 
Purchase 
 Returns 

ACC 
COMPUTER 
ACCESSORIES 

50003000 50003000 50100000 60003000 60100000 

HWP PRINTER 50001000 50001000 50100000 60001000 60100000 

SWS 
SAGE 
SOFTWARE 

50002000 50002000 50100000 60002000 60100000 
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Task 14    Also, assign the following GL accounts code: 
 

 Sales Discount A/C : 90010000 
 Bank A/C  : 31000000 

   Cash A/C  : 32000000  
  
 
 

Why assign GL accounts code at Group 
Maintenance? What does it means? 
What are other areas to assign GL 
accounts code? What are the 
differences?  

 
 
 

  Task 15     Create the following Unit of Measurement: 

 
 Add a new Unit of Measurement: N/A 
 
 N/A: Stands for No Applicable 
 
  
 

  Task 16     Create the following Service code: 

 
  

Service 
Code 

Description 
Base 
UOM 

Credit 
Sales 

Cash  
Sales 

Sales 
Return 

Purchase 
Purchase 
Returns 

TRP 
TRANSPORTATION 
CHARGES 

 
N/A 50010000 50010000 - 90000020 - 

 
Service item vs stock item? What are 
the differences? 
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  Task 17     Create the following Items code: 

 
          

Item Code Item Description 
Unit Of 
Meas 

Category 
Item  

Group 

Unit 
Cost 
Price 

Unit  
Selling  
Price  

Minimum Reorder 

ACC-A001 COMPUTER RIBBON BOX AC ACC 12 18 30 30 

ACC-A002 COMPUTER PAPER BOX AC ACC 28 30 30 30 

HWP-P001 NOC PRINTER N2000 UNIT HW HWP 230 350 30 30 

HWP-P002 APSON PRINTER UNIT HW HWP 400 510 30 30 

SWS-U001 UBS ACCOUNTING SET SW SWS 700 899 30 30 

SWS-U002 
UBS INVENTORY & 
BILLING 

SET SW SWS 600 799 30 30 

 
What does it means by minimum=30? 
Reorder=30?  
Is the selling price fixed? Can I use 
other prices when billing customers? 

 

  Task 18    Enter opening quantity for each item:    
   

Items’ Opening Stock Quantity As At 01/01/2009 
 

Item Code Opening Quantity  `GL Account 
Cost Price / Item (RM) 

Unit  Total 

ACC-A001 50 
60000000 

Opening Stock 
12 600 

ACC-A002 45 
60000000 

Opening Stock 
28 1,260 

HWP-P001 42 
60000000 

Opening Stock 
230 9,660 

HWP-P002 15 
60000000 

Opening Stock 
400 6,000 

SWU-U001 12 
60000000 

Opening Stock 
700 8,400 

SWU-U002 56 
60000000 

Opening Stock 
600 33,600 

Opening Stock Value :   59,520 
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  Task 19    View Inventory Reports 

 
(a) Reorder Advice 
(b) Inventory Availability 
(c) Inventory Valuation 
(d) Item List 
 

Check your reports, make sure every 
figure is correct. If not, find out why. 

 

  Task 20    Backup 

  
Backup the data into C:\backup 

 
How to make sure you have backup 
what you wanted to? How to make sure 
the backup diskette is readable? 

 
 
 

~ End of Lesson 1 ~ 


