Business Essentials 2010 Upgrade and Installation guide

Upgrade to Sage Instant Accounts 2010 – includes updates and fresh ideas
This booklet is designed to walk you through the upgrade process step-by-step so that you can start using the latest version of Sage Instant Accounts as quickly as possible.

If at any stage, you need some additional help, please visit wwwclearlybusiness.co.uk/help for more information. Alternatively, contact us at www.clearlybusiness.co.uk/contact.

What’s new and updated?
Fresh ideas to help you do things your way – for example:

· Reduce errors thanks to the NEW credit button that lets you automatically allocate credits directly against an invoice
· Save time when browsing, selecting and adding reports via the NEW Report Browser that lets you access your reports all in the one place

· Stay compliant with 2010 legislation via the updated VAT process and formats
· Import more types of data files (CSV, XLS and XLSX) thanks to the new file import

Now follow Steps 1-5 to upgrade your Sage Instant Accounts and take greater control of your finances.

STEP 1: BACK UP YOUR SAGE DATA

Before doing anything you need to back up your data from your existing Sage Instant Accounts application.

For guidance on how to back up your individual applications, refer to your electronic Application Guides, which are accessible from your Business Manager Lite Help menu. Alternatively, refer to the help files, which are accessible from within your Sage Instant Accounts application.
As a business owner all your data is critical, and we recommend you regularly

back up your business files. For more information about the online data backup

service available for all Barclays Business customers, visit www.i-sure.com.
STEP 2: UNINSTALL YOUR EXISTING VERSION OF SAGE INSTANT ACCOUNTS

If you have any Sage applications running close them down.

If your PC runs Windows XP:
• Select Start> Settings> Control Panel, then double click on the ‘Add or Remove Programs’ icon in the Control Panel window.
• Scroll down the list of programs installed on your PC until you find your Sage Instant Accounts application.
• Click once on the application icon and a Change/Remove button will appear to the right. Click on the Change/Remove button and follow the on-screen instructions.
• Once you have uninstalled the application, you should no longer see it in the ‘Add or Remove Programs’ list on your computer.
• Close the ‘Add or Remove Programs’ window.

If your PC runs Windows Vista/Windows 7:

• Select Start> Control Panel, then double click on the ‘Uninstall a Program’ icon in the

Control Panel window.

• Scroll down the list of programs installed on your PC until you find the Sage Instant Accounts application.

• Click once on the application icon and an Uninstall button will appear above the list of programs. Click on the Uninstall button and follow the on-screen instructions.

• Once you have uninstalled the application, you should no longer see it in the Uninstall programs list on your computer.

• Close the ‘Uninstall a Program’ window.
STEP 3: INSTALL YOUR NEW CLIENT SOFTWARE

Insert disc 1 
 ‘Installation disc’ included with this pack and follow the on-screen prompts
You may be asked to restart your machine a number of times. If this happens, please follow the on-screen instructions each time to do so.

STEP 4: LAUNCH YOUR BUSINESS MANAGER LITE APPLICATION

Launch your Business Manager Lite application by double-clicking on your desktop icon. On your dashboard, you will notice that the status icon for Sage has changed from a green arrowhead to a red cross. This means that Sage is not installed.
Step 5: Install your new version of Sage Instant Accounts
• Remove the Business Essentials ‘Installation disc’ from your CD-Rom drive. 

• Insert your Business Essentials ‘Applications’ disc into your PC’s CD-Rom drive.

Click on the red cross, next to Sage Accounts, and you will be prompted with the message “The application ‘Sage Accounts’ is not installed. Would you like to install it now?”. Click ‘Yes’ and follow the on-screen instructions.

Once installation is complete, you can open your new version of Sage Instant Accounts from the Applications & Services panel, or via the shortcuts on your PC’s desktop. If prompted, please follow the on-screen instructions to locate and use your existing company file.
Congratulations! You have successfully upgraded.
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