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SHARES

Shares allows you to track Shareholders and issue Certificates, Transfer and Buyback shares,
declare Dividends, and make Dividend Payments.
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Shares Setup

Security Permissions

Before you can start setting up Shares, you’ll need permission to manage them.
Not every user will need permission to do all tasks, but at least one user should
to do everything.

have permission

' Edit Role: LordOfTheUniverse e[| [
JuSave ‘ iDeleie ‘95&1 |
Flole Permissions |
Accounts Receivable I Inverrtoryl Accounts Payable General |-3d93f | Blending | Grain I J‘\gmnon'ryl Administration I
ltem Action Alow? | Demy? |a Aiow Al |
CRA Export Enable on menu &
Dividend Payments Add ] 4|DB“" Al
Delete O
Clear All
Enable on menu [l —l
Cancel O
Print Cheques [
Refresh Shareholder Name [l
Dividends Add [
Edit O
Delete [
Enable on menu [ ]

File > Security > Manage Roles

JESave |XDelete ’gEx!t ’

Role  Pemissions |

Accourts Receivable | Inventory | Accounts Payable General Ledger I Blending | Grain | Agronomy | Administration |

ltem Action Al
Manage Share Classes Enable on menu
Manage
Manage Shareholders Add

Edit

Delete

Enable on menu

=

‘ Deny? | A

OEooE@EEe

View Recipient ID No

Allow All |
Deny All |
Clear All |
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—;

J.Save ‘XD&H& |eExi |

(o [ B

Role  Pemissions |

Accounts Receivable | Inventory | Accounts Payable m&"lﬂeﬂi@lﬁm | Agronomy | Admiristration |

em Action Mlow? | Dem? | Alow Al |
Share Certificates Add
— Deny All
Eoahiclonjinens Clear All
Share References Enable on menu
Manage
Share Transactions Add
Edit
Delete
Enable on menu
Shareholder Centre Enable on menu o

Save ‘XDelele |°Exn |

Role  Permissions l

| Accourts Receivable | Inventory | Accourts Payable GmﬁallﬁdgeflﬁendinglGrain | Agronomy | Administration |

Report - Shareholder Summary g

i Allow? | Deny? | A Allow All
Report - Dividend b = | View Deny All
R | RIS s s LA e £ 2 = R D Oty
[ Heport - Returiing Journa tRtES v~ ~lign " T g ] Rt
Report - Share Certificate View
View v
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General Ledger Accounts

At least 2 general ledger accounts are required for Shares:

1. Retained Earnings

(can be the company Retained Earnings account, or a separate Retained Earnings account
just for Shares, or a separate account for each Share Class - check with your accountant
for their preferred method).

2. Dividends Payable

% Edit GL Account: 24000 - Dividends Payable =n ISR =
= save D Fefresh | & Delete | €9 Bt
Account Number: 24000 © | Lisbility View List... v Active

-

Account Description: | Dividends Payable
Account Type l Foreign Cumency ] Miscellaneous

{* Postable Account
¥ Subtotaled?
[ Print i Zero Balance?
[ Reconcile this account

Restricted To: |

Led Led

[ Special Account |

" Other Account: *

General Ledger > Manage > Chart of Accounts

Tip The data export for Chart of Accounts shows you the account setup in an easy-
to-compare format.

Got to File > Exports > Data, click on the + sign next to General Ledger to
expand, click Chart of Accounts, then click Preview Data.

Help For details on how to set up the GL Accounts, please refer to the General
Ledger chapter of online Help.
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Company Config Options

Automatically generate Transaction Number must remained checked, and a Dividend GL Account

number must be entered (this will be the Dividend Payables account created above in General
Ledger Accounts).

Leave the other options to automatically generate reference numbers checked, or you can enter
your own unique reference number manually for each action as needed.

% Company Level Settings E\@
| = save ‘ @ Exit ‘ *
General ] Accounts Receivable ] Blending ] Accounts Paysble General Ledger ] I
—Journal Entry
Shares I

V¥ Automatically generate Shareholder Number

v Automatically generate Certificate Number

. . must be
v Automatically generate Transaction Mumber “_
- _ y9 - checked
v Automatically generate Dividend Number
1
v Automatically generate Dividend Payment Number
[~ Allow decimals for # of Shares a Dividends
» ) _ — Payable
Dividend GL Account: |24DDD- Dividends y ™~ accountis
L required
File > Config Options > Company
Help For details on how to work with Configuration Options, please refer to the

Configuration Settings chapter of online Help.
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Reference Numbers

Now that agré knows it’s going to automatically assign Reference Numbers, it needs to know
which number(s) to start with.

% Manage Shares Reference Numbers \El@
[ save | €3 it

Shareholder Share Certificate

Shareholder Prefix: | Certificate Prefix:
Shareholder Number: 001 Certificate Number: D01

Prefix optional -
| Trans Num required

Share Transaction 1 hare Dividends
T
Transaction Prefix: 5T Dividend Prefix: DIV
Transaction Number: 001 Dividend Number: 0
Share Dividends Payments Share EFT Dividends Papments
Payment Prefix: DIVP Batch refer to EFT Payments |

) ) -
Payment Number: 0ol Batch white paper for details i

File > Manage > Reference Numbers > Shares

Note Prefixes are optional and can be up to 5 characters.
Starting Numbers can be up to 10 characters.

If you do not want agré to automatically generate reference numbers for certain actions, leave
the boxes blank and you will be prompted to enter a unique reference number manually on save.

Manage Share Classes

A Share Class is a designation applied to a specified type of Share. If you have more than one
class, they are usually identified with alphabetic markers (e.g. "Class A" shares and "Class B"

shares).
% Manage Share Classes EI\EI
[E Save €3 Bxit

Share Code Description Active?
A Class A

> |B (Class B

-

Remove Class |

General Ledger > Shares > Manage Share Classes

The unique Share Code (5 character max) cannot contain spaces, but the Description (50 char max)
can.
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Manage Shareholders

Shareholders can be of various types (e.g. Individual, Joint, Company, Trust, etc.) and own one or
multiple share certificates (decimal values controlled by config option). The attributes are used
when generating dividend payments, for income taxes (T5), and to report to CRA.

.

© Maceg S ®=]
+ add ||# Edt | 7 Delet= | @& New Search History | €3 Exit
Sharcholder No | Mame Type Active?
02 MNaicam, Aaron Individual (1)
~ Add Shareholder =N o <=
E Save |€3 Bxit

L Shareholder No: “ ¥ Generate Shareholder No Automatically v
Last Name/Company: |Carter - Primary Phone: |+'| 306 5521503
First Name: |Alexander Secondary Phone: |1-306-552-1921
Recipient ID No: 111222 333 Email Address: |CarterFams @amail.ca
e ot @ & Name/Company (2nc): ~[Bean -

First M 2nd):

Pay with EFT: [10052 -l [Heather

Default Payment Type: |EFT BMO
Manage EFT " = | ﬂ

Address: |Box 14
|#T Arden County Road
City: |Dc-g River * Province: Saskatchewan -]
Country: |Canac|a ﬂ . Postal Code: |S0G 4HOD
Naotes:

General Ledger > Shares > Manage Shareholders

If you are entering the Shareholder No manually, it must be unique, numeric (9 digit max) with no
spaces, leading zeros are allowed.

L. . . if you have a lot of Shareholders,
The Recipient ID No is usually the shareholder’s Social talk to your CSC about importing

Insurance Number (SIN). their info from a spreadsheet!

Shareholders cannot be deactivated if they have certificates.
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Shares Activities and Transactions

Shareholder Centre

The Shareholder Centre has one tab for shares Activity ...

-

M Shares - Shareholder Centre for Naicam, Aaron (02) E]@

| ¢ New Search | [?) Refresh | @ Bt |

P: +1.306.552.1903

s ME -1921
Add New ltem Carter, Alexander | Bean, Heather (03) o B s
— : Box 14
[ Share Certificate #7 Arden County Road
Share Transaction Dog River, SK S0G 4H0
Shareholder Details - : -
Totg) Shares 0 Shareholder Type Joint
Edit Shareholder
Activity lCed‘rﬁcates
[Date ™ | Activity Type | Reference Cert#t Qty| Amount |
[E] View Posting Details | # Edit Delete | X Cancel | Show Last Year  ~

General Ledger > Shares > Shareholder Centre

... and one for shares Certificates.

M Shares - Shareholder Centre for Maicam, Aaron 02) EI@

@4 New Search Refresh | € Bxit
P: +1.306.552.1503

= P2: 1-306-552-1921
Add New ltem Carter, Alexander | Bean, Heather (03) @: Caterfams@gmail.ca
. Box 14

@ Share Certlﬁcate #7 Arden County Road
Share Transaction Dog River, SK S0G 4H0
Shareholder Details -

Total Shares | ] Shareholder Type Joint
Edit Shareholder

Activity Cerificates l

Certificate No Date lssued Status Class Qty Value per Share
E] Preview | g View Certificate | ¢ Delete Certificate | Show lssued <

Until a Shareholder has some Shares Transactions or Certificates, these tabs will be empty.
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Share Certificates

Shares Certificates can be added from the Shareholder Centre or from the Share Certificates window.

-

M Shares - Shareholder Centre for Naicam, Aaron (02) @
}MNewSearch 1Refresh ‘QExrl ‘
P: +1.306.552.1903
Add New ltem A Carter, Alexander | Bean, Heather (03) P@2 éﬁggéfﬁlgmm
| (3 Share Certificate l g?);\:;en County Road
re | ransaction Dog River, SK S0G 4HO
| Shareholdes Details v :
Total Shares \ 0 Shareholder Type ‘ Joint
79 Share Certificates = Eem =)
|J =+ Add :l§> View | X Delete | ] Preview | @ New Search | 1 History \ Q Bt \
‘ ‘ ‘ ‘ Qty\ Value per Share
| Certificate No | Shareholder #of Shares| Class |Datelssued |Status
No Share Certificates found
General Ledger > Shares > Shareholder Centre
- Or -
General Ledger > Shares > Share Certificates
(9 Add Share Certificate
| & save ‘ Q =it ‘
Certificate No: | " ™ Generate Certificate Number Automatically
Datelssued:  [Jul 21,2020 ="
Shareholder: ICarter, Alexander | Bean, Heather (03) __v_j = Find I
Class: IA -Class A L] u
# of Shares: \' 1.000 -
Value per Share: ‘ $100 *
Status: Ilssued L] ¥
Transaction Activity:
5 Reference No \Trans Date \Trans Type \ Certificate No Shares Qty

If you are entering the Certificate No manually, it must be alphanumeric (15 char max) with no

spaces, leading zeros are allowed.

Share Certificates cannot be edited - if a mistake is made the certificate must be deleted and

recreated.

Shares
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All Issued shares are shown by default. Cancelled certificates can be displayed by selecting Show

All.

JMNewSearch |Refresh |®Exjt |

Ml Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03)

Lo o s

Add New ltem =

@ Share Certificate

P: +1.306.552.1503
P2:1-306-552-1521
@: CaterFams@gmail.ca

Carter, Alexander | Bean, Heather (03)

Box 14
#7 Arden County Road

Share Transaction Dog River, SK S0G 4HO
Shareholder Details -
Total Shares 1,000 Shareholder Type |
Edit Sharehelder to see cancelled
- Certificates, select:
Show All

Certificate No

1000

1.000

$1.00

2 Delete Certificate

Preview &g View Certificate

Show Issued

Show Issued H
Show All

General Ledger > Shares > Shareholder Centre

Creating a Share Certificate adds a new Shares Transaction with the Type of Issue.

s

¥ Share Transactions [ &= |
J+Add [,Edit | X Delete ’MNewSearch ‘History ‘eExlt ‘
Reference No Trans Date Type Shareholder From Cert # From Shareholder To Cert#To Qty
> |ST1000 Jul 21,2020 ||lssue Carter, Alexander | Bea| 1000 1.000
1 Share Transact 7 Edit Share Transaction ST1000 =
J & save I Q Exit I
Reference No: ST1000 * Comments:
Trans Date: Jul 21, 2020 -1 |
Trans Type: Ilssue = I
# of Shares: [ 1000
Transaction Details:
Cert # From Shareholder From Cert#To Shareholder To Qty| Reissued
1000 Carter, Alexander | Bean, Hez 1.000 [E

General Ledger > Shares > Share Transactions

Shares
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Share Certificates can be printed from the Shareholder Centre or the Shares Certificates window.

P
Charnt — CharahalHer Cantrs AP (Sirta
. Shares - Shareholder Centre for Carter

|88 New Search | [F] Refresh | @ Ext |

Alexander

==

| AddNewitem

)
)

Box 14
#7 Arden County Road
Dog River, SK SO0G 4HO

| Shareholder Details

Carter, Alexander | Bean, Heather (03)

P: +1.306.552.1903
P2: 1-306-552-1921
@: CarterFams@gmail.ca

lalk to your C5€ about designing
a custom Share Certificate for
yaur company if you'll be printing

Total Shares ‘ 550 Sharel them from agré, Joint
Activity  Certificates |

Certificate No Date Issued | Status Class BTue per Share| A

1000 Jul21,2020  |lssued Class A $1.00| v

Preview| | g View Certificate || < Delete Certificate | Show lssued S' 2
T

‘

Naicam, Aaron

JCarter. Alexander | Bean, Heather [

7§ Share Certificates
J + Add Ié’e"\ﬁew l ¥ Delete \ Preview IM New Search | History ‘a Exit [
Certificate No | Shareholder | #ofShares| Class |Datelssued |Status

250
1,000

A
A

[Jul 27,2020 |lssued
|Jul 21,2020 |Issued

2 Share Certificates found

The Shareholder Summary report lists all shares by Certificate number.

% Shareholder Summary |25
JF‘review - DStartOver|gExﬂ ‘ ~ |9
Shareholder: |<Start typing or use find> ~|  Find
Share Class: Iﬁ
Any Dates lssued? [
Date |ssued Start: IJan 01, 2021 vl
Date Issued End: IMEIr 01, 2021 VI
Status: Im )
Show Address? Ird
General Ledger > Shares > Reports
Shareholder Summary
All Share Classes; All Shareholders; Status: Issued
Class A
Certificate No  Shareholder Shares Issued Date Issued Issue Value
1001 Maicam, Aaron (02) 280 Jul 21,2020 £250.00
1000 Carter, Alexander | Bean, Heather (03) 1,000 Jul 21,2020 $1,000.00
Total Class A 1,250 £1,250.00
Grand Total: 1,250 $1.250.00

B e i e e L i et T

v ]

sorted by Class and Date Issued

Shares
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Share Transfers

Share Transfers can be added from the Shareholder Centre or from the Share Transactions window.

M8 Shares - Shareholder Centre for Naicam, Aaron (02) E@
JM New Search | Refresh |® Exit |
P: +1.306.552 1503
- P2:1-306-552-1521
Add New ltem | Carter, Alexander | Bean, Heather (03) @: CaterFams@gmailca
. Box 14
— == o = #7 Arden County Road
Dog River, SK S0G 440
| Shareholder Details - |
Total Shares (1] Shareholder Type | Joint
% Share Transactions EI@
| + Add ||fEdn |><,Delete |Mmewseam~1 ||:|Hismr,.- |(3Exjt |
Reference No Trans Date Type Shareholder From Cert# From Shareholder To Cert#To Qty
ST1000 Jul 21,2020  |lssue Carter, Alexander | Bea| 1000

1 Share Transaction found

General Ledger > Shares > Shareholder Centre
- Or -
General Ledger > Shares > Share Certificates

Shares are Transferred when the ownership of shares is transferred/sold from one share certificate
to another share certificate.

" Adc Share Transaction =R EER =]
Hsve Qcea
Reference Noo | ¥ Genenste Risference Murber Automatcaly Commants
Traes Date [ 21200 »]° T
Traes Type Transe vl
£ of Srares 20 °
From 1o
Shargholder:  [Cater. Hexander | Bean, Meather 013) >|" Fimd Sharebolder [Nacam, Asron (02) =" _Find I
[1000 X L Canhcale No © ¥ Genemte Castficate No Actomaticaly

has 1000 shares,
[Current 2 of Shaves: Remawing 2 of Shaves after Transfer will

1,000 750 have 750

Reesn -

Kaep Exising Cemficate No
A # of Shares transferred < Current ¥ of Shares

o 7 Ganerata Cotficate Mo Asomticaly | ycop the orignal Certificate # or create a new ona?

If you are entering the Reference No manually, it must be alphanumeric (15 char max) with no
spaces, leading zeros are allowed.

The Transaction Date can be backdated (but not before the Share Certificate was issued) but
cannot be in the future.

If you are entering a Certificate No manually, it must be alphanumeric (15 char max) with no
spaces, leading zeros are allowed.
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The Transfer is displayed on the Share Transaction window, and on the Shareholder Centre.

%7 Share Transactions = |[@][=
| +Add | A Ed | X Delete | b New Search | E] History | €@ Bxt |
Reference No Trans Date Type Shareholder From Cert # From Shareholder To Cert#To Qty
> |ST1000 Jul 21,2020 |Issue Carter, Alexander | Bea| 1000 1,000
ST1001 Jul 21,2020 | Transfer | Carter, Alexander | Bea| 1000 Naicam, Aaron 1001 250
2 Share Transactions found
- Shareholc entre for Carter, Alexander | Bean, Heather (03)
| 88 New Search | [B) Refresh | € Ext |
P: +1.306.552.1503
P2: 1-306-552-1921
Add New ltem * Carter, Alexander | Bean, Heather (03) & CatecFanms@oriad ca
: Box 14
@ Share Certificate #7 Arden County Road
Share Transaction Dog River, SK S0G 4H0
Shareholder Details =
: Total Shares | 750 Shareholder Type Joint
Edit Shareholder
Activity |Ceﬂiﬁcates |
[Date Activity Type Reference [ Cert#

| Qty|

Amount

bl Jul 21,2020 | Trans - Reissue 7
Jul 21,2020 | Trans - Reissue ST1001 1000 750
Jul 21,2020 |Trans - Transfer ST1001 1000 -250
Jul 21,2020 | Trans - Issue ST1000 1000 1.000
[E] View Posting Details f Edit )( Delete >( Cancel | Show Last Year -

Shares
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Shares

Share Buybacks

Share Buybacks can be added from the Shareholder Centre or from the Share Transactions window.

M Shares - Shareholder Centre for Naicam, Aaron (02) E@
JMNewSearch |Hefresh |®Ent |
P: +1.306.552.1503
- P2:1-306-552-1521
sl TEL | Carter, Alexander | Bean, Heather (03) @ ConterFams@gmailca
. Box 14
e #7 Arden County Foad
| Sharcholder Details - |
Total Shares 0 Shareholder Type |
7 Share Transactions EI@
+ Add | Ed | X Delete |Mmewseamh |Hi5tory |(3Ex11 |
(] 3
Reference No Trans Date Type Shareholder From Cert # From Shareholder To Cert#To Qty
ST1000 Jul 21,2020 | lssue Carter, Alexander | Bea| 1000 1,000
El ST1001 Jul 21,2020 | Transfer Carter, Alexander | Bea| 1000 Naicam, Aaron 1001

2 Share Transactions found

General Ledger > Shares > Shareholder Centre
- Or -
General Ledger > Shares > Share Certificates

A Buyback is when you pay a Shareholder for their shares.

' Add Share Transaction =N =N =
EBsve Qta

Reference Not | " W Genente Rsference Murber Sutometcsly Cimarits
Taesome  [Ziam vl —

trmu Type Buyback vl

of Stares 200 °

From

Sharsholder:  [Carter. Haxander | Basn, Meather 03) ~|" Fma |
Cartibeate No._ (1000 " ‘

- has 750 shares
Current 2 of Shaves: Remawning 2 of Shaves after Buyback will

750 550 have 550
Aeein :
Kaep Existing Cemficate No

Certificate No bl -

If you are entering the Reference No manually, it must be alphanumeric (15 char max) with no
spaces, leading zeros are allowed.

The Transaction Date can be backdated (but not before the Share Certificate was issued) but
cannot be in the future.

If you are entering a Certificate No manually, it must be alphanumeric (15 char max) with no
spaces, leading zeros are allowed.
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The Buyback is displayed on the Share Transaction window, and on the Shareholder Centre.

-

M Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) EI@
JM New Search | Refresh |6 Bt |

P: +1.306.552.1303
P2:1-306-552-1921

_AddNew ltem *|  Carter, Alexander | Bean, Heather (03) &: CorterFams@qmailca
Box 14
| Shareholder Details -] #7 Arden County Road

Dog River, SK S0G 4HD

Total Shares 550 Shareholder Type Jaoint

Activity | Cerificates I

Date Activity Type Reference Cert# Qty Amount
2020 |Trans - Reissue ST1002

Jul 21, 2020 | Trans - Reissue ST1002 1000 RO

Jul 21,2020 | Trans - Buyback ST1002 1000 -200

%% Share Transactions
J+Md |fEdn |XDeIete |Mmewseam~1 |Hi5tory |®Exjt |

Reference No Trans Date Type Shareholder From Cert# From Shareholder Ta Cert#To Qty
ST1000 Jul 21,2020 | Issue Carter, Alexander | Bea| 1000 1,000

ST1001 ul 212070 Carter Alexander | Beal 1000 Naicam Aaron nnt

Carter, Alexander | Bea| 1000

Tran=fer

3 Share Transactions found
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Dividends

Dividends are added from the Dividends window. As dividends are not calculated often, all prior
dividends are displayed (no need to search).

+ Dividends =N =R =

+ Add ||[# Edt | X Delste | E] Freview tem | E History € Bt

Reference Mo Declaration Date | Record Date Share Class Rate Total Amt| Total Shares | # of Shareholders Paid

Ne Dividends found

General Ledger > Shares > Dividends

Dividends can be calculated for all share classes (if the rate is the same for all leave the Class field
blank), or for just one share Class, and can be calculated by $ per share or by % of Issued Value.

" Add Dvidend =N =R

= save Start Over | € Bxit

Reference No: * Iv Generste Refersnce Number Atomatically [ Inelighble
Declaration Date: |Nov 24, 2020 E"‘ posting date Debit GL Account: [36000 - Retained Eamings | -
Record Date: Mow 24, 2020 ; - "as of" date } Location: |Dog River ﬂ

Class: A -Class A Comments:
leave blank for optional
Calculation: {* SperShare % all Classes

Rate: 010 *

Retrieve Certificates *I\IB

Shareholder . Certificate Mo Date lssued #of Shares|  Value per Share Amount

Total Amount:

General Ledger > Shares > Dividends > Add

If you are entering the Reference No manually, it must be alphanumeric (15 char max) with no
spaces, leading zeros are allowed.

The Declaration Date is the posting date (cannot be in the future).

The Record Date is the “as of” date for which the number of shares/share value are calculated for
(cannot be in the future). Shares transactions occurring after this date will not be included in the
dividend calculation.

Check if the Dividend is Ineligible for the lower tax rate (T5 implications).

Select the Retained Earnings account for the Debit GL Account (the Dividends Payable account will
be used for the Credits) and optionally a Location (to allocate the postings).
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Dividends are declared for all shareholders retrieved.

v Add Dividend =N =N ==
& sav @ Start Over{? Exit
| S |

Reference No: * ¥ Generate Reference Number Automatically I Ineligible
Declaration Date: |Nov 24, 2020 Ll\ ] Debit GL Account: [36000 - Retained Eamings -]~
. Start Over if any of these _ :
Record Date: IND'\-’ 24, 2020 i I fields need changed Location: |Dog River ;I
Class: IA -Class A v| Comments:
Caleculation: (¢ SperShare © % of Issued Value
Riate: 0.10 "
Retrigve Certificates |
Shareholder Certificate Mo Diate Issued # of Shares Value per Share Amount
LM Carter, Alexander | Bean, Heather (03) 1000 Jul 21, 2020
Naicam, Aaron (02) 1001 Jul 21, 2020 250 £1.00 £25.00
2 Shareholders found Total Amount: £80.00

Dividends are displayed on the Shareholder Centre and on the Dividends window

7 ~
M) Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) [== ==
JMNawSeamh |BRefresh | D Bxt |

P: +1.306.552.1903

| Add New ltem ~|  Carter, Alexander | Bean, Heather (03) P@Zj &ﬁ?gﬁlgmw
Box 14
| Shareholder Details ] #7 Arden County Road

Dog River, SK S0G 4H0

Total Shares | 550 Shareholder Type | Joint
Activity |cer[iﬁcates | Amount paid to this shareholder
Date Activity Type Reference Cert# Qty| Amount| A
Bl Jul 22,2020 | Dividend
L4921 2090 [ Trane . Baiceua leT1000 L1000 gen |
s ; T 1
 Dividends O sl

}+Md \,Edit |><,Delete |Pteviewltem iHistmy |°Ex1t ‘

Reference No | Declaration Date |Record Date | Share Class | Rate‘ Total Amt| Total Shares | # of Shareholders |  Paid
Jul 22, 2020 Jul 22, 2020 Class A

1 Dividend found Total Amount paid
to all shareholders
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The Dividend report can be viewed from the Dividends window.

% Dividends
J+Md ‘fEdit ‘XDelete

‘ Preview ftem ‘l Histony ‘6 Exit ‘
[ |

Reference No

1 Dividend found

Declaration Date

[Jul 22, 2020

Record Date Share Class

[Jul 22, 2020

Rate

Total Amt

General Ledger > Shares > Dividends > Add

Dividend

Total Shares: 800

Maicam, Aaron

Editing Dividends

Shareholder(s) can be removed from a dividend if an error is found and no payment has been
made to the shareholder (dividends can also be deleted as long as no payment to any
shareholder was made).

i T i I T

Reference No: Do
Declaration Date: Jul 22, 2020 Calculation: § per Share
Record Date: Jul 22, 2020 Rate: 0.10
Eligible: Total Amount: $80.00
Share Class: Class A
Shareholder Certificate No # of Shares Amount
Carter, Alexander | Bean, Heather 1000 EBD EB5.00

1001 280 £25.00

P

o

_: Shareholder

550 |

| Total Shares| Total Amount |

Bl \aicam, Aaron (02) 250/ $25.00| [~

| Carter, Alexander | Bean, Heather (03)

Total Shares = shares on all
certificates for this shareholder

$55.00

Paid

Remove Shareholder I

[

2 Shareholders found

Total Amount:

$100.00

% Dividends [= @ ]=]
‘+Add [/Ed‘n 'XDelete ‘Previewltem 1History [QEmt ‘
Reference No | Declaration Date | Record Date | Share Class Rate Total Amt| Total Shares | # of Shareholders| Paid
> |DIVoO01 Jul 22, 2020 Jul 22, 2020 iCIassA $0.10 $100.00 1.000 2 [F
1Divi{ W Edit Dividend DIVOO1
‘ & save ‘ 0 Exit !
Reference No: IDI\/'DD1 -3 [T Ineliaible
Declaration Date: | Jul 22, 2020 -|* Debit GL Account: (36000 - Retained Eamings | &
Record Date: | Jul 22, 2020 -|* Comments:
Class: - [
Calculation:
Rate:

Shares
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Once removed and the error corrected (name, share quantity, etc.), a new dividend will need to
be created to include the shareholder(s) that were previously removed.

Dividend Payments

After a Dividend has been declared, it needs to be paid.

> Dividends =2 S

J+Add ‘fEdit ‘XDelete ‘F‘reviewrtem ‘Histor:.r ‘@Em ‘

1 Dividend found

General Ledger > Shares > Dividends

Dividend Payments are a two-step process:
1. Make the Dividend Payments

2. Process the Dividend EFTs / Print the Dividend Cheques

1. Make the Dividend Payments

Dividend Payments are made from the Dividend Payments window.

% Dividend Payments EIIE'

+ Add | 2. Cancel ‘ Delete - Print Cheques = D Refresh Shareholder Name ‘M New Search | E] History |'® Exit |

| Payment Ref No | Payment Date |Shareholder Dividend Ref No | Arrmunt|Cthue Mo |

Mo Dividend Payments found

General Ledger > Shares > Dividend Payments
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A Location must be selected so agré knows which Reference Numbers (and which cheque

numbers) to use.

If you are entering the Reference number manually, it must be alphanumeric (15 char max) with

no spaces, leading zeros are allowed.

7 Prepare Dividend Payments

J & save ’ Start Over ‘e Exit ‘

[ | = ]

Payment Date: | Jul 22, 2020 'I

Location: |Dog River ?;_l

Reference: I ® ¥ Generate Reference Automatically

determines which AP
Cheque sequence is used

Payment Typ_e' lCheque :_] -
DiVi?ba? |DN001 (2020-07-22) LI . Prepare Paymemﬁ
\?Sﬁ? ‘\ Amounﬂ
* used for shareholders
with no default pmt type
Total Amount: [

General Ledger > Shares > Dividend Payments

Optionally change the Payment Type for a shareholder
(if multiple payment types are selected, Generate Reference Automatically must be checked).

Save the Payments.

Shares

% Prepare Dividend Payments
JnSav' | LjStartOver ‘gExlt ‘
N

=N Eom e

Ay
Reference: I * |¥ Generate Reference Automatically
- |Oct 03, 2023 hd .
Payment Date: = Start Over if any of
Location: [Dog River | 7| these fields need
. changed

Payment Type: L@heque LI
Dividend: ,"*IDPV"::E (2023-10-03) LI ° Prepare Payments |

Payment h}e | Shareholder Amount

Cheque Maicam, Aaron (02) £25.00

b (EFTEMO « i+ | Carter, Alexander | Bean, Heather (03] £55.00

EFT HSBC Single Date
EFT REC
EFT RBC w/TRR v

2p < default pmt type from manage
3 EFT CUPS shareholder, can be changed £80.00
EFT H5BC

to process dividend payments by EFT, please refer to the £FT Payments white paper

Related White Papers

EFT Payments (Dividend Payments by Electronic Funds Transfer)

Cheque/EFT Batch Review Process
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https://www.tronia.com/webhelp/assets/docs/AP_Cheque_Batch_Review.pdf

Dividend Payments are displayed on the Share Transaction window, and on the Shareholder Centre.

-
8 Neow Search | [2) Refresh | €9 Bt

| Add New ltem = Carter, Alexander | Bean, Heather (03)
| Sharahalder Doty ~] 7 Acdan Couety Rons

Dog River, SK SIG 24D

ElERE N
P +1.306 552.1503
P2. 1-306-552-1521
@ CateFameSgmal ca
Shareholder Type Joint

r-ars

DAVPO

VO

Jul 22, 2000

Caner, Alexandes | Bean Heater (03]

‘v Dividend Payments e
+ Add | P e Detste = | [T] Pt Chaques ~ Pt Shantrokier Hane | (W) New Seach 7] Hetoy | @ Bt
Fayment Ref No | Paymest Date | Shareholder Drvadend Ref No Amount | Chegue No

DIvEO1

2 Dmdend Payments found

Dividend Payments can’t be edited, but they can be Deleted if the cheques haven’t been printed.

If a mistake was made (perhaps the wrong posting date was selected) an entire batch of
Dividend Payments can be deleted by clicking the More Options arrow next to the Delete button

and selecting Delete Batch.

% Dividend Payments
J =+ Add ‘ & Cancel | X Delete |~ Print Cheques =

=R ECR =5

Refresh Sharcholder Name | @ New Search ‘ Histary |@ = ‘

Delete Batch

Dividend Ref No

Amount | Cheque No

£ SDPMTO35 Mar 16, 2021 | Jones, Aaron (3) SD044 $146.50
SOPMTO36 Mar 16, 2021 | Miller, John | Miller, Jessica (4) SD060 £536.00
SDPMTO36 Mar 16, 2021 | Leduc County (6) 50060 §2.278.00
SDPMTO36 Mar 16, 2021 | Bottas, Walteri (SHZ) SD060 £22.076.50 v
53 Dividend Payments found
A reason is required to Delete.
Delete Dividend Payment *

Please provide a reason for deleting this payment:

Are you sure you want to delete the payment for shareholder Lewis, Trevor
1)?

ok |

Cancel |

When you delete a payment, it’s like it never happened - the payment will not appear in the
Dividend Payment window, nor will you see it in the Shareholder Centre.

Shares
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2. Process the Dividend EFTs / Print the Dividend Cheques
Payment by EFT

Please refer to the EFT Payments white paper as the process for dividend EFT payments is almost
identical to that of supplier EFT payments.

Payment by Cheque

Dividend Cheques are printed from the Dividend Payments window.

% Dividend Payments
J =+ Add | X Cancel ‘ Delete ‘ Prirt Cheques -

=8 o =<=

Refresh Shareholder Name ‘ & New Search | E] History |@ Exit |

Payment Ref No | Payment Date | Shareholder

Dividend Ref No Amount | Chegue No
= QR Jul 222020 | Naicam, Aaron (02) DINVDD1 $25.00
DIVPOOT Jul 22, 2020 | Carter, Alexander | Bean, Heather (03) | DIVDO1 £55.00
2 Dividend Payments found

General Ledger > Shares > Dividend Payments

Choose which cheques to print (usually all of them).

' Print Dividend Cheques === =)
J PnntUE',] Save | ] Start Over ‘ Q it |

—Select |aidend

select which
Dividend:  [DIVPOO1 {Jul 22, 2020) ~|"  PrepseCre|  ONES to print

LStarting Cheque Number; { 507 <
_T Prip/ | Date : Amount | Shareholder
2 M """"""" 27 $55.00| Carter, Alexander | Bean, Heather \
\Yf ul 22, 2020 $25.00| Naicam, Aaron

A\

2 Cheques found SelectAll | DeselectAl
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https://www.tronia.com/webhelp/assets/docs/AP_EFT_Payments.pdf

Based on the Location and the Payment Type selected when paying the dividend, agré will use
the Next Cheque No as the Starting Cheque Number.

% Manage AP Payment Types

|+ add | Pedt | K Dekete | B Refresh | @ Eat |

Payment Type Description

Can Print Cheques

Jﬂsm ]Refresh ]05&: ]
Description: {Cheque . Type: & Cheque o
! ] how agré knows
v Active T EFT S=tinzs | which chg# is next
[~ Grain Payment " Other
GL Accounts by Location:
Location GL Account Accrual Account | Print Cheque #7 | Prefix Cheque No | \gext Cheque No |
> |Dog River 10100 - Bank Account 11111 - Clearing Accou . L4
Edmonton 10100 - Bank Account 11111 - Clearing Accou 617
St. Albert 10100 - Bank Account 11111 - Clearing Accou 0009
Stony Plain 10100 - Bank Account 11111 - Clearing Accou 1002
Add Account
Accounts Payable > Manage > AP Payment Types
Print the Dividend Cheques, then close the Dividend Cheque window.
%V Dividend Cheque O X

Shares

DR o fh, USSEr RO WP ¥ -t o s R

3 LA on WholePage ~ t: ERAN sl * |

remember to put the
cheques in the printer

before you click Print!

f-/kf""‘“f\-—r-ﬂ.»._ A AN )
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After the cheques are successfully printed, you need to let agré know that you’ve got the paper
copies you need and you don’t plan on printing them again.

this message is
REALLY important!

Confirmation /""’ x

@08 If all cheques printed successfully, click Save en the Print Cheques
W' window to confirm that all cheques printed.

If you had trouble printing, clear the checkbox in the "Printed? column
for the cheques that did not print successfully (they can be printed
later), and then click Save.

1
|
mlal

aK

Saving here will update the cheque payment type with the actual cheque number and flag them
as having already been printed ... so you don’t want to overlook this step!

'\ Print Dividend Cheques =N = <
I E] Print ‘ & save KStart Over | €Q Ext ‘
—Select Dividend \
Dividend:  [DIVPOD1 {Jul 2Q020)
Starting Cheque Number: 507 b
Printed? |Cheque Number|Date SN\ =~ Amount | Shareholder
507 [Jul 22,2020 N $55.00| Carter, Alexander | Bean, Heather
> ‘ 508 | Jul 22, 2020 N\, 525.00|Naicam. Aaron
T~
If the printer ate any of the cheques, ... SAVE to update the
uncheck the 'Printed?' box so that payments with the
you can print them again. If they all cheque numbers for
printed, leave them all checked. your audit trail
Then ... :
Select All Deselect All
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The Dividend Payments window is updated with the Cheque Nos.

P

% Dividend Payments
J =+ Add | #< Cancel | 7% Delete - Print Cheques

< Refresh Shareholder Name | @ New Search | Histary |6 Exit |

-

ESR(RCR (=5

2 Dividend Payments found

Reprint Cheques
Payment Ref No | Payment Date‘rSﬁErEm— Dividend Ref Mo Amoung | Chegue No ~
DIVPOD Jul 22, 2020 | Maicam, Aaron (02) DIVDOT £25.0Q| 502
= DVPO01 Jul 22, 2020 | Carter, Alexander | Bean, Heather (03) | DIVDO1 £hb5.01)| 507 o

If you need to Reprint a dividend cheque, click the More Options arrow next to the Print button.

If you need to update the name on the cheque before you reprint it, click Refresh Shareholder

Name.

r

%? Manage Shareholders == =]
1
J =+ Add |fEdit | 7% Delete |ﬂNewSearch |Hi5t-::ar'_.r |$
updated
Shareholder No | Name shareholder name ez
R
= |02 Estate of Aaron Naicam Associstion, Trust, Club, or P'ship (2)
1 —

-

% Dividend Payments

L J+P¢:Id | ¥ Cancel | X Delete -

Frint Cheques |

Refresh Shareholder Mame |LQ New Search

o=

|Histr:nr'_.r |$E:1’[ |

shareholder i"ﬂ"t Date

Shares

@ The shareholder name will be changed to Estate of Aaron Maicam on

WY the Dividend and Dividend Payrment.
Would you like to proceed?

Shareholder Dividend Ref No Amount | Chegue No
name when Naicam, Aaron (02) DIVODT $25.00( 508
dividend was
paid & cheque Refresh Shareholder Name —
was printed
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If a payment includes more than 8 share certificates the details will exceed what can fit on the
cheque stub. Run the Dividend Cheque Stub Attachment report to print details for all certificates on
the payment.

— TSL Terminal Ltd.
agre Dividend Cheque Stub Attachment
IssuedTo Date Total Paid Cheque#  Reference No:

Bottas, Valten Jun 24, 53586.05 SHRWD1E DPMTOME
2020
Certificate No # of Shares Amount
SCEb 200 536000
SC81 22 52530
SCo8 78 507
mﬂwa_ﬁrﬂﬂ/\ﬂﬁ%—»—wa e m— P Wf\_,—_ - AT ﬂ

General Ledger > Shares > Reports

If a shareholder requires a replacement, you can Cancel the dividend cheque and prepare a new
one.

s

% Dividend Pavments ilii”i!
‘ @4 New Search } History ]‘@ Exit 1

+ Add IXCancel ’ X Delete ~ ‘ Print Cheques ~

1: Payment Ref No | Payment Date | Shareholder ' Dividend Ref No Amount | Cheque No
DIVP0OO1 Jul 22,2020 | Naicam, Aaron (02) | DIV0O1 S2500§ 508
> |DIVPOO : $55.00(507
Cancel Dividend Payment X

e.g. cheque was lost and
S . Are you sure you want to cancel the payment for shareholder Carter,
2 Dradend Py o | Bean, Heathes (1317 needs to be replaced

Please provide a reason for cancelling the dividend payment:

||a reason is required to Cancel

oK | Cancel |

Cancelled dividend payments are displayed only in the Shareholder Centre.

M8 Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) EI@
JM New Search | Refresh |® Edt |
P: +1.306.552.1903
| AddNew item ~|  Carter, Alexander | Bean, Heather (03) = gﬁ?gﬁ;g;m"_ca
Box 14
| Shareholder Details - | #7 Arden County Road
Dog River, SK S0G 4HD
Tota| Shares 4845 Shareholder Type Gov., Gov. Enterprise, or Int. Org
Activity |Cert'rﬁcates |
Date = |f-‘~c‘t ity Type | Reference |Cert):l' | Qt‘;| Amaount | A
[BYiu22.2020 | Div. Paymen: (Cancelled) | DPMTO15 - Cha: 507
[ e | ~rrr h
View Posting Details fEcIit 7 Delete | X Cancel | Show Last Year @
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CRA Export

CRA Export will create an XML file for T5 submissions to Canada Revenue Agency.

(optional) You can Validate the export file against the schema from the CRA website to check for
errors before you Export.

Fill in the details on the CRA Export window and click Export.
You'll be prompted for a file name. The default name is “t5_YEAR.xml” but can be changed.

Shares

o CRA Bxport

I 5 Export | & Validate d Start Owver fa Exdt

Start Date: [ 01.2020 ~ ]| to [Dec31.2020 |

Tranzmitter Details

Transmitter Number: MM

fo B =]

Filer Details

Filer Name: |

Transmitter Type Indicator: |‘I . Submitting your retums

Transmitter Name: |

Address Line 1: |

Address Line 2: |

City: |

Province Code: l— * Country Code: [CAN
Postal Code: ’7 .

Language of Commun ication:lm

Report Code: Originals -

Agcount Number: IE "

Caontact Information

Contact First Name:

Caontact Last Name:

Email Address:

|
|

Primary Phone: - X " Selected Shareholders
| =

j Filer Bank Transit Mumber:

Address Line 1

-

Address Line 2:

|
|
City: |

Province Code: l— Country Code: W
Postal Code: [ -

Grozz Upand DTC

Eligible Gross Up: 3300 % Eligible DTC: 2073 %
Mon Eligible Gross Up; 1200 % Mon Eligible DTC:| 10.38 %

Sharchaolders

-

{* Al Shareholders

General Ledger > Shares > CRA Export

Transmitter Number must be 6 digits, and will default to ‘MM555555’ if left blank
Account Number (RZ Number) must be 15 characters (9 digits + “RZ” + 4 digits)
If no Eligible Gross Up % or DTC (Dividend Tax Credit) is entered the following defaults will be

used:

Default Gross Up % (eligible): 38.00
Default Gross Up % (ineligible): 15.00

DTC (eligible): 20.73
DTC (ineligible): 10.38
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e For each T5 Slip:
« the actual amount and taxable amount of eligible and ineligible dividends are summed
for the shareholder for the tax year
- the Dividend tax credit for eligible and ineligible dividends are summed for the share-
holder for the tax year
e If SIN is missing for Shareholder Type 1 or 2, a message will be displayed
(see Manage Shareholders: Recipient ID Number)

A message will be sent out once the validation is complete/fails. The message will have Line# and
the tag name where the validation failed. This will be useful to fix missing or incorrect data
before the xml is submitted.

Note: If you have any questions or require further assistance with Shares, please
contact your CSC at support@tronia.com.
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