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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 have permission

to do everything.
% Edit Role: LordOfTheUniverse e[| [mESm]
JnSa\re ‘ %Deleie ‘QExn |
Fale Permissions |
Accounts Receivable | Inverrtoryl Accounts Payable General Ledger | Blending | Grain | ﬁgronon'ryl Adminigtration |
liem Action Mlow? | Demy? |~ Aiow Al |
CRA Export Enable on menu [l
Dividend Payments Add ] ﬂl
Delete O
Clear All
Enable on menu &l —l
Cancel [l
Print Cheques [
Refresh Shareholder Name [l
Dividends Add [
Edit O
Delete [
Enable on menu [l v

Shares

File > Security > Manage Roles

Enable on menu

* Edit Role: LordOfTheUniverse =N =N =
JHSEI\I’E ‘ ¥ Delste |®Ex]1 |
Fole  Pemissions | &
Accourts Receivable | Invertory | Azcounts Payable  General Ledger | Blending | Grain | Agronomy | Administration |
em Action Mlow? | Dem? | Aiow Al |
Manage Share Classes Enzble on menu
Manage bamil |
Manage Sharehclders Add |
- Clear Al
Edit
Delete

View Recipient 1D No
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Shares

J

=

.Save ‘ bt

e|aE:d‘t|

Role

Pemissions |

Accounts Heceivablel In\r&ntoryl Accounts Payable General

ger | Blending I Grain I .Pigmnomyl Administration I

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

Role

Pemissions |

Accounts Heceivablel Imrentoryl Accounts Payable General Ledger | Blending I Grain I .Ptgronomyl Administration I

Item Action Alow? | Deny? A Allow Al
FE = ] L
Report - Dividend <+ | View Deny Al
. b= e Pon e e e P — U PR ..-.MNJ-.—=|__M_.:“::"-"-~_..
T Heport - Retaring Journarbrtiss e e T T e T e g e et
Report - Share Certificate <+ |View
Report - Shareholder Summary .*.: View v

Page 3 of 29



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 =] S
= save D Refresh | X Delste | €3 Bt
AT 24000 * |Liability View List... ¥ Active

-

Account Description: | Dividends Payable
Account Type l Fareign Cumrency ] Miscellaneous

{* Postable Account
V¥ Subtotaled?
[~ Print f Zero Balance?
[ Reconcile this account

Restricted To: |

Led L

[ 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\@
Hsave | QEst
General l Accounts Receivable ] Blending l Accounts Payable General Ledger l Invente
Joumal Entry
S;ares ==

v ;‘iutdrrlati(:alh.r generate Shareholder Number

<l

Automatically generate Certificate Number
must be

checked

<l

Automatically generate Transaction Number

<l

Automatically generate Dividend Number

<l

Automatically generate Dividend Payment Number

Allow decimals for # of Shares

17

payables
account
required

Use EFT Approval Process
24000 - Dividends

Dividend GL Account:

Sharehaolder Centre

Account History Default: |Last 12 Months R optional
\ 588 more

or less history

File > Config Options > Company / General Ledger

The Account History Default can be overridden at the user level.

Shares

% Config Options for User E@

Customer Account: | ﬂ
Supplier Account: | ﬂ
—h Shareholder Centre: | ﬂ

& save ._] Start Over @ Exit ~

User: |agre User =]

Miscellaneous ] Default Location ] AR/AP ] Blending ] Reports ] Email ] Agronomy] Advanced Account Centres l

Account History Default

Grain Preducer Centre! || a5t 12 Months
Last & Months
Last 3 Months
Current Year
Al

Grain Buyer Centre:

File > Config Options > User / Account Centres

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@
n Save ﬂ Exit

Shareholder Share Certificate

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

Prefix optional
| Trans Num required
1 hare Dividends

Share Transaction

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 2

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 Exit

Share Code Description Active?
A Class A

= |B iClass 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.

~Marage Shareholders E\@
J + Add f Edit | #% Delete | @4 New Search @] Deactivate ﬂ Shareholder Account Histony ﬂ Exit
Sharcholder Mo | Name Type Active?
02 MNaicam, Aaron Individual (1)
> Add Shareholder =] 2] E]
= save €3 Exit
L Shareholder No: * ¥ Generate Sharehalder No Automatically v
Last Name/Company: |Carler - Primary Phone: |+'| .306.552.1903
First Name: |Alexander Secondary Phone: |1—3DB—552—'| 921
Recipient ID No: 111222 333 Email Address: |CarterFams @gmail.ca
Type: [lort @ &l Name/Company (2nd):  [Bean )
First M 2nd):
Pay with EFT: [10052 R JHeather
Default Pay t Type: |EFT BMO v
Manage EFT e | J
Address: |Bc|x 14 -
|#7 Arden Courty Road
City: |D0g River - Province: Sashkatchewan =
Country: |Canada ﬂ - Postal Code: |S0G 4HD
Notes:

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.

The Recipient ID No is usually the shareholder’s Social
Insurance Number (SIN).

Shareholders cannot be deactivated if they have certificates.

Shares

if you have a lot of Shareholders,
talk to your C5C about importing
their info from a spreadsheet!

U /
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Shares Activities and Transactions

Shareholder Centre

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

i Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) IEI@
JM New Search | Refresh |(3 Edt |
P: +1.306.552.1303
Add New ltem - Carter, Alexander | Bean, Heather (03) f';z Eﬁ?gﬁ;gm"_ca
. Box 14

@ Share Certificate #7 Arden County Road

Share Transaction Dog River, SK S0G 4HD

Shareholder Details =

Totgl Shares B50 Shareholder Type Jaoint
Edit Shareholder
Activity |Cerl'rﬂcates I

Reporis =

Summary | Date | Activity Type Reference Cert# Qty Amount

T5 Slip

Dividend Payment Chegue Stub

E] View Item ~ f Edit Delete | % Cancel | Last 12 Months ©
General Ledger > Shares > Shareholder Centre
... and one for shares Certificates.
i Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) IEI@
JM New Search | Refresh |® Edt |
P: +1.306.552.1303
Add New ltem = Carter, Alexander | Bean, Heather (03) fP@Z Eﬁ?gﬁ;gmn_ca
. Box 14

@ Share Certificate #7 Arden County Road

Share Transaction Dog River, SK S0G 4HD

Shareholder Details =

Total Shares 550 Shareholder Type Jaoint
Edit Shareholder &
Activiny  Certificates

Reporiz = == |

Summary Certificate No Date lssued Status Class Qty alue per Share

T5 Slip Jul 21, 2020 lssued

Dividend Payment Cheque Stub

Preview | gy View Certificate

X Delete Certificate | Show Issued <

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

Shares
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Share Certificates

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

window.

M8 Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) EI@
4 New Search Refresh @ Exit
P: +1.306.552 1503
Add New item ~|  Carter, Alexander | Bean, Heather (03) B Cotortoaomal ca
. Box 14
| @ Share Certificate | #7 Arden County Road
are | ransscion Dog River, 5K S0G 4HO
| Sharcholder Details - |
Total Shares 0 Shareholder Type Joint
L ' Share Certificates EI@
m.&" View | X Delete | E] Preview | % New Search | E] History @ Exit
’ Qty \alue per Share
Certificate No Shareholder #of Shares| Class |Date lssued | Status
No Share Certificates found
General Ledger > Shares > Shareholder Centre
- Or -
General Ledger > Shares > Share Certificates
9 Add Share Certificate =N R
[E save €3 Et
Cerfificate Mo: | " ¥ Generste Certificate Number Automatically
Date Issued: | Jul 21, 2020 ﬂ ;
Shareholder: |Carter. Alexander | Bean, Heather (03) j - Find
Class: |A—Class;'—‘x j‘
# of Shares: 1,000
Walue per Share: 5100 -
Status: lssued J -
Transaction Activity:
Reference Mo Trans Date Trans Type |Certificate Mo 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.

M Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) IEI
JM New Search | Refresh |® Edt |
P: +1.306.552.1503
| AddNew item ~|  Carter, Alexander | Bean, Heather (03) 2 gﬁ?gﬁ;‘;‘gmm
i Box 14
@ Share Certificate #7 Arden County Road
Share Transaction Dog River, SK S0G 4HD
| Shareholder Details - |
Total Shares & 1,000 Sharcholder Type |
[ Re = to 'se.:e cancelled
Certificates, select:
1 Show All

Certificate No

Jul 21, 2020 1,000

Issued
I ——

$1.00

Preview | gg" View Certificate | < Delete Certificate || Show lssued H

Show |ssued

Show All

General Ledger > Shares > Shareholder Centre

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

% Share Transactions E\@

J+Add ‘fEdn ‘XDelete ‘MNewSearch |Hi5tory |@Em |

Reference Mo Trans Date Type Shareholder From Cert # From Shareholder To Cert#To Qty
= | 5T1000 Jul 21, 2020 | |lssue Carter, Alexander | Bea| 1000 1.000
‘% Edit Share Transaction ST1000 =n ===

1 Share Transach

JnSave ‘QE:GI ‘

Reference Mo: IST‘I[‘,‘[}D * Comments:
Trans Date: I Jul 21,2020 - I - |

Trans Type: IIssue vI

# of Shares: | 1000

Transaction Details:

Cert # From Shareholder From Cert#To Shareholder To Qty| Reissued
1000 Carter, Alexander | Bean, Hez 1,000 ]|

General Ledger > Shares > Share Transactions
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Share Certificates can be printed from the Shareholder Centre or the Shares Certificates
window.

-

M Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) El@
JM New Search | [%] Refresh |(3 Bt |

P +1.306.552.1503
| AddNew item ~|  Carter, Alexander | Bean, Heather (03) B Cotortoatomal ca

) Box 14
@ Share Certlﬁcate #7 Arden County Road o ToC obout desiont
Share Transaction Dog River, SK S0G 4H0 alk to your about designing
a custom Share Certificate for
| Shareholder Details - | your company if you'll be printing

Total Shares 550 Sharel them from agré.

Activity Cerificates |

Joint

| Reporis '|

Certificate No Date lssued Status Class alue per Share [~
1000 Jul 21, 2020 Issusd Class A £1.00| w
Preview| | g View Certificate || 3 Delete Certificate | Show Issued S' 2
T
(9 Share Certificates EI@

J+J°|.dd |é’a"‘u“|ew |><_Delete |F‘re1riew |MNewSeard1 |Hi5tor)' |6Ent |

Certificate No Shareholder #of Shares| Class |Date lssued | Status

2 Share Certificates found

The Shareholder Summary report lists all shares by Certificate number.

% Shareholder Summary @
JF‘re\riew - L]StartOver|gExﬂ ‘ -
Shareholder: |<Start typing or use find: LI Find |
Share Class: Iﬁ
Any Dates Issued? [
Date |ssued Start: Im
Date |ssued End: I Mar 01, 2021 'I
Status: Ilssued vl :

Show Address? v

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) 250 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 T A I

sorted by Class and Date Issued
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Share Transfers

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

4 New Search Refresh '@ Exit

i Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) =N =R =)

P: +1.306.552.1303
P2: 1-306-552-1521

ekiitiemiien ~|  Carter, Alexander | Bean, Heather (03) @ CanterFams@amailca
o Chore Cect _ Box 14
§ T #7 Arden County Foad
| Sharcholder Details - | R
Total Shares | 1} Shareholder Type | Joint
L 7 Share Transactions EI@
,-""" Edi | 2 Delete | @ New Search | E History | €9 Bt |
5re|
Reference No Trans Date Type Shareholder From Cert # From Shareholder To Cert#To Qty

WsTomw 2o sse || Crer MeanderlBes 000 | 100

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.

% Add Share Transaction EI@
= save | €9 Bt

Reference MNa: * ¥ Generate Reference Number Automatically I X

omments:
Trans Date: Jul 21, 2020 =" [
Trans Type: Transfer -

¥ of Shares: 250 *
From To
Shareholder:  [Carter, Alexander | Bean, Heather (03) ~|"  Find Shareholder.  [Naicam, Aaron (02) ~|"  Find

[ Certificate No: * ¥ Generate Certificate No Automatically
has 1000 shares,

(Current # of Shares:  Femaining ¥ of Shares: J after Transfer will

[ 1000 750 have 750

Fieizzue
Keep Existing Certificate N .
BRI S DL if # of Shares transferred = Current # of Shares:

Certificate No: " ¥ Generste Certficate No Automaticaly | Keep the original Certificate # or create a new one?
1

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.

-

% Share Transactions == ]=]
|+ Add | #Edt | X Deleie | #h New Search | ElHstoy |@ Bt |
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
ST1001 Jul 21,2020 | Transfer Carter, Alexander | Bea| 1000 Naicam, Asron 1001 250
2 Share Transactions found
i Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) @
JM New Search | Refresh |6 Edt |
P: +1.306.552.1303
| AddNew item ~|  Canter, Alexander | Bean, Heather (03) = g?g?;ﬁ;‘g;m_ca
Box 14
| Shareholder Details - | #7 Arden County Road

Dog River, SK S0G 4HD

|_Repors ~

Total Shares 750 Shareholder Type Joint

Activity | Certficates I

Date Activity Type Reference Cert# Qty Amount
2020 |Trans - Reissue ST1001

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

] View Posting Details | # Edit | ¢ Delete | 3¢ Cancel | Last 12 Months -
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Share Buybacks

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

4 New Search Refresh '@ Exit

i Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) =N =R =)

P: +1.306.552.1303

- P2:1-306-552-1521
Add New ltem | Carter, Alexander | Bean, Heather (03) @: CaerFams@amail.ca
. Box 14

S #7 Arden County Road
Dog River, 5K S0G 4HO
| Shareholder Details -] R

Total Shares | 0 Shareholder Type | Joint
%~ Share Transactions EI@

, Edit | &% Delste | @ New Search History | € Exit

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

RMSTI00T 21,2020 | Tasier  Cotor.Alecrcer Bea 1000 Neam feron 001 |20

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 EI@
= save | €9 Bt

Reference MNa: * ¥ Generate Reference Number Automatically I X
omments:
Trans Date: Jul 212020 - | |

Trans Type: Buyback -]

# of Shares: 200 ©
From
Shareholder: |Carter. AMlexander | Bean, Heather (03) j * Find

Certificate No:_ 1000 - [
has 750 shares,

Current # of Shares: Remaining # of Shares: after Buyback will
750 550 have 550

~Reissue

[¥ Keep Existing Cerfificate N . . )
“ep Busting Lerineste Ho if buyback # of Shares < Current # of Shares:

Certificate No: ‘F keep the original Certificate # or create a new one?

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.

-

B Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) El@
JM New Search | Refresh |® Edt |
P: +1.306.552 1503
| AddNew item ~|  Carter, Alexander | Bean, Heather (03) B ot R ica
Box 14
| Shareholder Details -] #7 Arden County Road

Dog River, SK S0G 4HO

|_Repors =

Total Shares B50 Shareholder Type Joint

Activity | Certficates I

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

Jul 21,2020 | Trans - Reissue ST1002 1000 550

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

%7 Share Transactions
|+ add | PEdt | X Dokee | #h Now Search | ElHstoy |@ Ent |

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

Transfer Naicam Aaron

STiNM dul 21 20720 (Carter Alevander | Beal 1000 nn
Carter, Alexander | Bea| 1000

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 ==

+ Add I f Edit | X Delete | E] Preview tem | E] History ‘3 Exit

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

Mo 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 Dridend =N (=R =

= save Start Over | €3 Bxit

Reference Ne: * ¥ Generste Refersnce Mumber Automatically [ Inclighble

Declaration Date: [Nov 22,2020 4| POsting date Debit GL Account: [36000 - Retained Eamings  v]
Record Date: Mov 24, 2020 ; - "as of" date /x Location: |DDg River j
Class: A - Class A Comments:

leave blank for optional
Calculation: (¢ SperShare % all Classes
Rate: 010"

Retrieve Certificates :

Shareholder = Certificate Mo Date Iszsued & 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.

% Add Dividend

=N How o=

J =] Savg’g] Start Over | €3 Bxit |
S
A

-

Maicam, Aaron (02)

S Carter, Alexander | Bean, Heather (03)

Reference Na: v Generate Reference Number Automatically [~ (0)iginl
Declaration Date: IND'\:‘ 24, 2020 ht X Debit GL Account: |3EDDD - Retained Eamings ;I -
. Start Over if any of these
Record Date:  |Nov 24,2020  ~] fields need changed Location: |Dog River =]
Class: IA -Class A v| Comments:
Calculation: ¥ £ per Share of lssued Walue
Rate: 0.10 *
Retrieve Certificates |
Sharcholder Certificate Mo Diate Issued # of Shares Value per Share Amount

1000

1001

Jul 21, 2020

Jul 21, 2020

2 Shareholders found

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

-

DIVODT

1 Dividend found

Class A

M Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03) EI@
JM New Search | Refresh |Q Exit |
P: +1.306.552.1503
- P2: 1-306-552-1521
| Add New ltem | Carter, Alexander | Bean, Heather (03) @ ConterFams@gmailca
Box 14
| Shareholder Details -] #7 Arden County Road
Dog River, SK S0G 4HD
| Reporiz A |
Total Shares B50 Shareholder Type loint
Amount paid to
Activiy | Cetficates | this shareholder
Activity Type Amount | A
Bl Jul 22, 2020 | Dividend Divoot
Trane . Boiccna
%~ Dividends
|+ add | P Edt | X Dekte | E]Proview tem | E] History | @ Ext |
Reference No | Declaration Date | Record Date Share Class Rate Total Amt| Total Shares | #of Shareholders|  Paid -

$80.00

| Total Amount paid to all shareholders I

Shares
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The Dividend report can be viewed from the Dividends window.

% Dividends [E=n E=H ==

J+J‘\dd ‘fEdit ‘XDelete ‘F‘review ftem ‘l History ‘gExﬂ ‘
L |

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

DIVDDT

1 Dividend found

General Ledger > Shares > Dividends > Add

Dividend
Reference No: Do Total Shares: 800
Declaration Date: Jul 22, 2020 Calculation: § per Share
Record Date: Jul 22, 2020 Rate: 0.10
Eligible: Total Amount: $30.00
Share Class: Class A
Shareholder Certificate No # of Shares Amount
Carter, Alexander | Bean, Heather 1000 EED E55.00
Maicam, Aaron 1001 250 £25.00

b e YL et e it e T e L e e e
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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).

1Dwi % Edit Dividend DIV0O1
J E Save | 6 Exit |

% Dividends ===
| + add || Pt |X Detete | T Preview tem | ] History | @ it |
Reference No Declaration Date | Record Date Share Class Rate Total Amt| Total Shares | # of Shareholders Paid
> | DIVOD1 Jul 22, 2020 Jul 22, 2020 Class A £0.10 £100.00 1,000 2 ]
o] o]

Reference No:  [DIVODT i I Insligile
Declaration Date: I Jul 22, 2020 - l - Dehit GL Account:
Record Date: I Jul 22, 2020 - l - Comments:

36000 - Retained Eamings = |

Class: IA -Class A hd l |

Calculation: ¥ S per Share ¢ % of lssued Value

Rate: 010 =
Total Shares = shares on all
certificates for this shareholder

525.00 [l

Shareholder Total Shares m Remawve Shareholder |

>3 Maicam, Aaron (02)
Carter, Alexander | Bean, Heather (03)

2 Shareholders found Total Amount: £100.00

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.

Shares
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Dividend Payments

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

* Dividends =N =R ="

J+}\dd ‘fEdit ‘XDeleie ‘F‘reviewrtem ‘History ‘QExit ‘

Reference No Declaration Date | Record Date Share Class Rate Total Amt| Total Shares | ¥ of Shareholders Paid
DIVOD1 Jul 22, 2020 Jul 22, 2020 Class A $100.00 1.000

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 \EI

=+ Add | 7% Cancel ‘ Delete - Print Cheques - Refresh Shareholder Name ‘M New Search | E] History |6 Exit |
| Payment Ref No | Payment Date | Shareholder Dividend Ref No | Amount| Cheque No |
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.

% Prepare Dividend Payments E\@
| & save ‘ Start Cver |'® Exit ‘
Reference: * ¥ Generate Reference Automaticaly
Payment Date: | Jul 22, 2020 ~ determines which AP
Location: Dog River Chegue sequence is used
PaymntTyDE'JUWBCIUB ﬂ N
Di‘-’idﬂﬁaj JDIVDD'I (2020-07-22) ﬂ ) Prepare Payments :

A
Amount

E3 |
used for shareholders
with no default pmt type
I

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.

% Prepare Dividend Payments

= Savk ,_] Start Over @ it

Reference:

* |¥ Generate Reference Automatically

Oct 03, 2023

Payment Date:

Start Over if any of

=N Eom e

Location: |Dog River || these fields need
. changed

Payment Type: l.@heque J

Dividend: _»*|DI"V"CCE (2023-10-03) J : Prepare Payments
F'a*,fmentlpe Shareholder Amount
Cheque Maicam, Aaron (02) £25.00

3 + | Carter, Alexander | Bean, Heather (03) £55.00
2p a8 default pmt type from manage

8 EFT CUPS shareholder, can be changed $80.00
EFT HSEC
EFT HSBC Single Date
EFT REC
EFT REC w/TRR v

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

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

Centre.
M Shares - Shareholder Centre for Carter, Alexander | Bean, Heather (03 EI@
@ New Search Refresh | €3 Bxit
P: +1.306.552.1503
= P2: 1-306-552-1521
| AddNew tem | Carter, Alexander | Bean, Heather (03) @: CortorForms @qmailca
Box 14
| Si der Details v| 7 Arden County Road
Diog River, SK S0G 4HD
| Reports v|
Total Shares BB0 Shareholder Type Joint

Activity ] Certfficates ]

= k¥ =
|a—u.urny Frp=

——
% Dividend Payments El-@
+ Add | ¥ Cancel Delete Prirt Cheques ~ D Refresh Sharsholder Name | ¥ New Search | E History | €9 Bt

=l VPN
-

J Payment Ref No | Payment Date |Shareholder

| Dividend Ref No | Amount| Cheque No

Lol 22 2000
Jul 22, 2020

| Naicam Aaron (079 |
Carter, Alexander | Bean, Heather (03) | DIVOO1

2 Dividend 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 EI@
+ Add | ¥ Cancel | X Delete |- I Print Cheques - Refresh Shareholder Mame | @ New Search History @ Exit
Delete Batch |
Payment Ref No —F'E'?TrEnT‘UEIE_SﬂETEWm' Dividend Ref No Amount | Cheque No ~
Sy sorvozs Jones. Aaon (3 soows | suew |
SDPMTO36 Mar 16, 2021 | Miller, Jehn | Miller, Jessica (4) SDOsD $536.00
SOPMTO36 Mar 16, 2021 | Leduc County (6) SDOED £2.278.00
SDPMTO36 Mar 16, 2021 | Bottas, Valteri (SH2) SDORD £22.076.50 v
53 Dividend Payments found
A reason is required to Delete.
Delete Dividend Payment *

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

(nz

Please provide a reason for deleting this payment:

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.

Sl DI\/POD1 Jul 22.2020 | Naicam. Aaron (02) DIVDDT
DIVPODT Jul 22,2020 | Carter, Mlexander | Bean, Heather (03) | DIVDDT £55.00
2 Dividend Payments found
General Ledger > Shares > Dividend Payments
Choose which cheques to print (usually all of them).
% Print Dividend Cheques == ==
J Pﬁ@uulﬁ Save ‘ D Start Over ‘6 Exit ‘
—Selert ahidend .
seetageen select which
Dividend:  [DIVPOOT (Jul 22, 2020) j' Frepere Che|  ONEs to print
| Starting Cheque Number: Imﬂ -
Prip | Date e Amount | Shareholder
> 12 - £55.00 Carter, Alexander | Bean, Heath;er\
S ul 22, 2020 52500 Naicam, Aaron \
DB SelectAll | Deselectal

Shares

% Dividend Payments
J + Add | < Cancel ‘ Delete

1 ‘ Print Cheques -

=N Mol ==

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

Payment Ref Mo | Payment Date | Shareholder

Dividend Ref No Amount | Cheque No
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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 E\@
J+Md ‘fEd'rt |><.De|ete ‘F{Bffresh ‘QExit ‘

Payment Type Description EFT Can Print Chegues Active ~
> |Cheque

% Edit AP Payment Type: Cheque (S|
JHSa\re ‘Hefresh ‘gEmt ‘

Descriptior: [Checue EREi iChete how agré knows
W Active CEFT S=tings | which cha# is next
™ Grain Payment ~ Other 1
GL Accounts by Location:
Location GL Account Accrual Account | Print Cheque #? | Prefix Chegue No Mm Chegue Ho|
> | Dog River 10100 - Bank Account 11111 - Clearing Accou - i
Edmonton 10100 - Bank Account 11111 - Clearing Accou 817
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.

% Dividend Cheque O ot

3 | G WholePage - [B0i= @- @ B

remember to put the

cheqgues in the printer
before you click Print!
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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 /.' *

I.-"-_-"-I If all cheques printed successfully, click Save en the Print Cheques
" 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 Sawve.

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!

Shares

% Print Dividend Cheques E\@

Jl:lPrint ‘nSave‘ Start Cver |'®E:ut |

—Select Dividend

Dividend:  [DIVPODT {Jul Z\(
Starting Chegue Number: ., |5:? -
Printed? |Cheque MNumber| Date \z_ Amount | Shareholder
507 [ Jul 22, 2020 \\ 55 00| Carter, Alexander | Bean, Heather
> ‘5 508 | Jul 22, 2020 Ny 525.00| Naicam, Aaron
oy
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 Al Deselect All
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The Dividend Payments window is updated with the Cheque Nos.

i

% Dividend Payments
J + Add | 7 Cancel | 75 Delete - Print Cheques

@ Refresh Shareholder Name | @ New Search | History |@ Exit |

-

[=][2 ]mes]

Reprint Cheques
Payment Ref No | Payment Date T SHaremoaer Dividend Ref No Amounf | Chegue Mo ™
DIVPOOT Jul 22, 2020 | Naicam, Aaron (02) DIVo0T £25.00| 508

) DIVPO01 Jul 22, 2020

2 Dividend Payments found

Carter, Alexander | Bean, Heather (03)

DIVDOT

%R5 01| BOT7 .

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

J+P~dd |fEdit |><_Delete |MNewSearch |Histr:nr'_.r |$

!

(= ===

updated Ii
Shareholder No | Name shareholder name  fr.c ol
-
= |02 Estate of Aaron Naicam Association, Trust, Club, or Pship (4)
1 | ——u

~

% Dividend Payments

[=le=])

Refresh Shareholder Mame |hﬁ MNew Search

Shares

L | J + Add | # Cancel | Delete - Print Cheques | Histary |$ Exit |
shareholder !
II’IEI'It Date | Shareholder Dividend Ref Nao Amount | Cheque No
name when ) Noicam, Fawon (02} DIVDDT $25.00 508
dividend was
paid & cheque Refresh Shareholder Name -
was printed

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

W' the Dividend and Dividend Payrment.

Would you like to proceed?
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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, Valter Jum 24, $£386.05 SHRWD18 DPMTO18

2020
Certificate No #of Shares Amount
SCES 300 $360.00
5C91 22 52530
5Co8 75 5075
Ma_ﬁwmwa e m— P m_,—_ - AT ﬂ

General Ledger > Shares >

Reports

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

one.

© Dividead Paymerts SIS
J + Add | 7% Cancel ‘ = Delete - Print Cheques - #h New Search ‘ Histony ‘g Exit ‘

Payment Ref No | Payment Date | Shareholder Dividend Ref No Amount | Cheque No

DIVPOOT Jul 22, 2020 | Naicam, Aaren (0Z) DIvoo1 £25.00| 508

= | DIVPOD £55.00| 507
Cancel Dividend Payment H
e.g. cheque was lost and
=3 Are you sure you want to cancel the payment for shareholder Carter,
2Dividend P Alexander | Bean, Heather (03)7 needs to be replaced

Flease 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)
@4 New Search Refresh | € Exit

| AddNew ltem

v |

Bow 14

| Shareholder Details

#7 Arden County Road

b |

Dog River, SK 50G 4HO

| Reporis

T |

Tota| Shares

Carter, Alexander | Bean, Heather (03)

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

484 5 Shareholder Type Gaov., Gov. Enterprise, or Int. Org
Activity ]Cert'rﬂcates ]
|Date N |A{:‘ti\.'it5,.r Type |Heferenoe |Cert# | Qty'| Amount | A
TuITZ, ZUET | DTS Tpowy e i = a
jm Div. Paymen: (Cancelled) | DPMTO15 - Cha: 507 $0.00

P S dee

View Posting Details | " Edit

 Delete

IFrnnn

] W
er—— | I A1 A

7 Cancel | Last 12 Months

-

Shares
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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.

v CRA Export (= [l
I 5 Expot | @ Validate d Start Over *3 Exit
Start Date: BB 01,2020 ~| to |Dec31.2020 =]
Transmitter D etails Filer D etails
Transmitter Number: ’W l— Filer Name: | B
Transmitter Type Indicator: |'I. Submitting your retums ﬂ Filer Bank Transit Number: ’7
Transmitter Name: | - Address Line 1: | *
Address Line 1: | Address Line 2: |
Address Line 2. | City: |
City: | : Province Cede: l— Country Code: W
Province Code: l— * Country Code: W Postal Code: ,7 -
Postal Code: ’7 -
Language of Communication:lm
Grozs Upand DTC
Report Code: W -
P e — R - Eligible Gross Up: 3800 % Hligible DTC: 073 %
Mon Eligible Gross Up;  15.00 % Non Eligible DTC:| 1038 %
Cortact Information
Centact First Name: | * Shareholders
Contact Last Name: | : {+ All Shareholders
Primary Phone: ’— ’— - ’—‘ X l— (" Selected Shareholders
Email Address: | .

General Ledger > Shares > CRA Export

o Transmitter Number must be 6 digits, and will default to ‘MM555555’ if left blank
e Account Number (RZ Number) must be 15 characters (9 digits + “RZ” + 4 digits)

e 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 Foreach 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
shareholder for the tax year

¢ 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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