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Chapfter

Infroducing Sage MAS 90 and 200 ERP

Sage, the recognized leader in accounting software for small- and
mid-size businesses, welcomes you to Sage MAS 90 and 200 ERP. The
product lines offer full-featured accounting, distribution,
manufacturing, and industry-specific applications for virtually every
business need.

About This Guide

The Getting Started Guide is for first-time users and users upgrading
from previous versions of the software. This éuide assumes you have
a basic understanding of Microsoft Windows™. For more information,
refer to Help from Microsoft. Before you begin using the software,
read this guide for a general overview of system features, common
procedures, and other important information. Screens used in this
guide reflect the Sage MAS 200 product line; similar screens appear
in the Sage MAS 90 product line.

This guide contains the following information:

* An introduction to the software, including its toolbars, views,
windows, and navigation tips

¢ How to get help while you work

¢ Hands-on lessons that demonstrate common system-wide
procedures

* Troubleshooting information

Getting Started Guide 1




Chapter 1 Introducing Sage MAS 90 and 200 ERP

Graphic Conventions

The following icons are used throughout this manual to indicate different
types of information.

The NoTE symbol is followed by additional
é information about a topic.
. v The HELPFUL HINT symbol is located in a grey text
. box and followed by additional information
about an option.

The WARNING symbol is followed by information
A to help you avoid costly mistakes.
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ABOUT THIS GUIDE

Text Conventions

The following table describes the text conventions used in this manual.

Text Convention Explanation

Menus Menus are shown in this format: Select
menu > menu task name.

Examples:

¢ Select File menu > Change
Company.

¢ Select General Ledger Budget
menu > Budget Maintenance.

Bold font Indicates text entered at a field or text
selected at a field.

Examples:

® At the Value field, type a search
value, such as 01, for the lookup.

e In the Filter window, to delete a
filter, select <none> at a filter's
Column field.

Italic font Indicates references to other manuals.
Example:

* For more information about
installing demo data, refer to your
Installation and System
Administrator’s Guide.
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Chapter 1 Introducing Sage MAS 90 and 200 ERP

Where to Find Information

Sage MAS 90 and 200 are powerful, flexible systems. The software provides
several resources to help answer your questions. Sources of documentation
include the Help system, the Installation and System Administrator’s Guide,
the tutorial, and additional documents. Customer Support is available as
well.

Help System

Use the Help system when you want overview information, selective
procedures for day-to-day processing, or detailed information and entry
samples for a specific field. For more information, see How to Use the Help
System on page 46.

Installation and System Administrator's Guide

An Installation and System Administrator’s Guide is included in your software
package. This guide provides the information necessary for installing the
software, detailed system requirements, and troubleshooting tips on the
configuration of the various operating systems and environments in which
the software is supported. It is designed to function as a self-teaching guide.

Version 4.40 Customer Upgrade Guide

If you are upgrading from a previous version of the software, the Version
4.40 Customer Upgrade Guide is also included in your software package and
provides information on the changes to expect after upgrading to a new
version of Sage MAS 90 or 200. This guide lists changes to the software that
may affect your daily business processes. For a complete list of
enhancements, see the What's New page accessible from the Resources
page of the Sage MAS 90 or 200 Desktop. For more information, see What's
New on page 5.

Tutorial

Use the tutorial to take a guided tour through the software and learn basic
features such as entering data and printing reports. The tutorial is installed
with the software and is accessed from the Desktop's Help menu and
Tutorials page. For more information, see Using the Tutorial on page 53.

4 Getting Started Guide



WHERE TO FIND INFORMATION

What's New

From the Desktop's Resources page, click What's New to learn about the
latest software enhancements. Also, on the Resources page, click Getting
Started to access this guide in an online format. For more information, see
About the Desktop Web Pages on page 15.

Additional Documents

Additional documents provided for your benefit include Release Notices,
Supported Platform Matrices, and file layout and program information.

Use the Release Notices to learn about enhancements, features, and
modifications for each module of the software release. The Release Notices
are installed with your software. To view them, access the What's New page
and click Release Notices.

Refer to the Supported Platform Matrices to learn detailed information
about operating system compatibility with the software. To access the
Supported Platform Matrices, log on to: www.sagesoftwareonline.com

From the Desktop's Resources page, click the File Layouts and Program
Information link to view file layout and program information.

Customer Support

Sage ClientCare Support Plans provide you with the technical expertise you
need to keep your accounting system running smoothly. Sage offers five
annual ClientCare Support Plans, including the Basic Plan, Basic Plus Plan,
Silver Plan, Silver Plus Plan, and Gold Support Plan. For more information,
call 1-888-924-8989 or e-mail us at clientcare.na@sage.com. Technical
support is also available on the Sage Online Web site at:
www.sagesoftwareonline.com
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Chapter w4

Touring the Software

This chapter is an introduction to the software, its common buttons
and icons, different views, navigation tips, and common functionality
available in maintenance and data entry windows. The screens in this
chapter reflect the ABC company demonstration data, which can be
installed with your software at any time. For information on how to
install the demonstration data, refer to your Installation and System
Administrator’s Guide.

Getting to Know Your Desktop

The Desktop provides access to all installed modules and allows you
to perform global functions, such as selecting a company, changing a
module's accounting date, and searching for Help topics. In addition,
the Desktop Web pages provide you with important information and
resources. You can customize the Desktop to fit your needs by
selecting different views, adding buttons to the Custom Buttons
toolbar, and creating private tasks. Understanding the functions of
the Desktop allows you to navigate throughout the software.

Getting Started Guide 7



Chapter 2

Standard Buttons

Toolbar

Web Navigation

Toolbar

Address Bar Toolbar —

Touring the Software

Each component of the Desktop is explained on the following pages.

Menu Bar

=F MAS 200 Desktop

File Modies My Tasks View

Find Tasks Toolbar Module Menus Toolbar

Man Reports PeriodEnd Setup Utiities CustomReports Explore

Custom Buttons Toolbar

Desktop Web page

Modules and Tasks

——
Tesks | my Tasks|

FE 0 oL e |E| [ EX] customer Maintenance  [E] Invoice Data Entry |©] outlook & Calculator |

OO BR |6 Find Task v 2

L ddress [C:\Program Files\Sage 200 Client! auncher it heml vl &
E ~

a - MAS 200

Resources
Tutorials
Business Insights
Modules

Tasks |} My Tasks

&

== Private Sample 1
[E]l customer Maintenance
[E] Repetitive Invoice Selection
[ tnvoice Data Entry
[E] cash Receipts Entry
{0 Private Sample 2
-1 Public Sample 1
[E]] Display Dashboard
[E]l start Automatic Dashboard Update
[Ell report Manager
& Calculator
) Public Sample 2

Payroll

=0 sales Order

Job Cost

Work Order

Bar Code
TimeCard

Information Center

Lbrary Master
Cammen Information
= Business Insights
Paperless Office
General Ledger
Accounts Receivable
== Accounts Payable

Inventory Management

Purchase Order
Retumn Merchandise Authorization

[ Bill of Materials
Bank Recondiation

= Electronic Reporting

Material Requirements Planning
= visual Integrator

Dashboard

Community Forums

Visit the Sage MAS 90 and 200 forum and
post questions, discuss ideas, and share
information about your experiences

Discuss

e

Sage Newsletter

Training and Support

Read the Sage Customer N
stay welkinformed, get t
what's coming, and more.

versity offers basic and
g to help you leam
about our products and monitor your
leaming and certification progress

Sage Newsletter
Sage MAS 90 and 200 Training Options.

*Your ERP system is the comerstone of
vour business, and essential to your
suceess. Sage can help you achieve
your goals with a wide range of

Tell Us What

sletter, del

You Think

vered right 0 you des!
e one of the first to know what's new and

with Sage MAS

ktop, to

Fixed Assets

e-Business Manager

maintenance & support offerings, from
knowledge bases to technical suppert
to your own on-site experts, ready to

us your feedback! Tellus about your experience
90 and 200, and any suggestions you may have for impro

Exit MAS 200

ABC Distribution an Jwsmith

On the Tasks tab, select
a module's menu to
display the Tree View in

Custom Office

== HAS 200 Desktop

assist you

e Mgdules MyTasks View Help

EDE P2L% @[5

Msin Reports PeriodEnd Setup Utiities

Tell Us What You Think

Sage WAS 90 and 200 Su)

Custom Reports  Explore

: [E] customer Maintenance  [©] oUTLOOK  |§ Calculator

QO|R 7 immx[ &2

Address |Ci\Program Files\Sage Software\MAS 200 Client\Version4MAS20 Y auncher thtml welcome. html

the Desktop.

Status Bar —
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Tasks | My Tasks| {2 Up one Tevel. ..
Modules ~|| | | Edcustomer Maintenance
{=h Library Master 1 [l customer Inquiry
Commen Information [Elnvoice History Inquiry
Business Insights [Elrepetitive Invoice Entry .
{0 Paperless Office [Erepetitive Invoice Selection [ Tree View
General Ledger [Etrnwoice Data Entry
B Accounts Receivable Invoice Printing
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) Setup
Utiities
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GETTING TO KNOW YOUR DESKTOP

* Menu Bar — The menu bar consists of the standard menus that provide
access to module tasks and other features. You can use either the mouse
or the keyboard to select the menus. For more information, see Using the
Keyboard to Access Modules on page 27.

Vi * Toolbars — The six toolbars that appear are the Standard Buttons toolbar,
NOTE Web Navigation toolbar, Module Menus toolbar, Custom Buttons

You can undock the toolbar, Find Tasks toolbar, and Address Bar toolbar. For more

Tasks and My

Tasks tabs from the information about each toolbar, see Using Toolbars on page 10.
Desktop as a

stand-alone * Tasks Tab — The Tasks tab provides a representation of the menu
window. For more organization and the Desktop Web pages available.

information, see

Changing the

Desktop's View on My Tasks Tab — The My Tasks tab allows you to add tasks and external
page 17. programs you frequently use into private task folders for quick access.
For more information, see My Tasks on page 25.

Vi * Desktop Web Pages — The Web pages available are the Information Center
NOTE page, Resources page, Tutorials page, and Business Insights Dashboard
vou can hide the age. For more information, see About the Desktop Web Pages on
Desktop Web page. ’ p g

pages or Tree View page 15.

by clicking the

Detail View button e  Tree View — On the Tasks tab, select a module to display the Tree View.
on the Standard The Tree View provides a visual representation of module menus and
Buttons toolbar. For ks. F inf . Tree Vi 24

more information., tasks. For more information, see Tree View on page 24.

see Changing the .

Desktop's View on Status Bar — The Status Bar displays the currently selected company

page 17. name and code, active module, user logon, and the active module's
accounting date. When you select a new task from the Desktop, the
Status Bar updates to reflect the newly selected module, and the
module's accounting date. If you previously accessed other modules,
their existing company and accounting date do not change. You can click
the company, module, user logon, or accounting date area on the Status
Bar to make changes. For more information, see Learning Common
Procedures on page 55.
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Chapter 2 Touring the Software

Using Toolbars

The Desktop displays six toolbars that you can optionally show or hide. To
toggle toolbars on and off, select View > Toolbars and select the toolbars to
show or hide.

Click and drag the grab bar to the left of each toolbar to resize and
move the toolbars. Also, double-click the grab bar to automatically
resize the toolbar to its optimal size.

© File Modules My Tasks Wiew Help L Main Reports Period End Setup Utlites Custom Reports Explore
AR QLY T @ | ¢ [E customer Mantenance [©]OUTLOOK |§ Caloulator

Q &) | [®H | : Find Task |report manager vl 2
| Address [] stop v &
[2] Refresh F5

» Home Ctrl+Home

When you resize a toolbar, click the More
Options button to access the hidden
toolbar buttons.

All toolbars display by default and are explained in the following pages:
¢ Module Menus Toolbar on page 11

¢ Standard Buttons Toolbar on page 12

¢ Custom Buttons Toolbar on page 13

¢ Web Navigation Toolbar on page 13

¢ Find Tasks Toolbar on page 14

¢ Address Bar Toolbar on page 14

10  Getting Started Guide



GETTING TO KNOW YOUR DESKTOP

Module Menus Toolbar

The Module Menus toolbar displays module-specific menus for the active
module. Depending on which module is active, the toolbar updates to
reflect the current module's menus.

I Main Reports Period End Setup Utiliies Custom Reports Explore|

& NoTE The following menus are accessible from this toolbar:
When the software

is first started, the

module-specific The Main menu lists the primary functions for a specific module (for

menus default to example, master file maintenance and data entry tasks).
the Library Master
menus. ¢ The Reports menu lists the standard reports available for the module.

¢ The Period End menu contains the period-end processing tasks
appropriate for the module.

* The Setup menu contains the module's setup tasks and other
maintenance tasks necessary to prepare a module for normal processing.

e The Utilities menu contains additional maintenance tasks for the
module.

e The Custom Reports menu contains default Crystal Reports® and
reports added using Report Manager and the Business Insights Reporter
Wizard.

¢ For modules with Explore Views available, the Explore menu lists the
views for the module.

In addition to these standard menus, each module may have one or more
additional menus unique to that particular module.

Getting Started Guide 11



Chapter 2 Touring the Software

Standard Buttons Toolbar

The Standard Buttons toolbar consists of buttons used to access common

tasks.
Change User  potorraq Launch Detail View

Change Compan Print Fixed
9 P | y ‘ Assets ‘

|
B Iﬂ B eL2x% @ |k

Change Date Busmess ‘
Insights

Master Console Help

Dashboard

¢ (Click the Change Company button to change companies. For
instructions, see Lesson 1 - Changing a Company on page 56.

* Click the Change Date button to change the accounting date for the
active module. For instructions, see Lesson 4 - Changing the Accounting
Date on page 59.

¢ Click the Change User button to change the user logon. For instructions,
see Lesson 2 - Changing a User on page 57.

¢ (lick the Master Console button to monitor system activities. For more
information, see Master Console in the Help system.

* Click the Deferred Print button to view deferred print jobs. For more
information, see Using Deferred Printing on page 86.

¢ (Click the Business Insights Dashboard button to launch Business
Insights Dashboard reports. For more information, see Dashboard
Overview in the Help system.

¢ (lick the Help button to access the Help system. For more information,
see How to Use the Help System on page 46.

* Click the Detail View button to turn the Desktop's Detail View on or off.
For more information, see Detail View on page 18.

12 Getting Started Guide



GETTING TO KNOW YOUR DESKTOP

é Custom Buttons Toolbar

The software also 6 Cystom Buttons toolbar is just that — customizable. You can drag and
provides a task to

customize your drop any task from the Tree View onto the Custom Buttons toolbar for
toolbar instead of  quick-and-easy access. You can also drag and drop external programs and
using the drag and  ghortcuts (for example, Outlook, Excel, or Calculator) from your desktop

drop functionality. . o1
For instructions,  O1ito this toolbar to facilitate access to programs you commonly use. In

see Lesson 7 - addition, you can rename buttons or delete them at any time.
Customizing the
Custom Buttons This task has been added to the Custom This desktop shortcut has been added to
Toolbar on page 63.  pytons toolbar. Click it to display the the Custom Buttons toolbar. Click it to
Customer Maintenance window. start Microsoft Outlook.
I |
‘ E] customer Maintenance J Microsoft Qutlook & Calculator

Web Navigation Toolbar

4 Use the Web Navigation toolbar to navigate through the Web pages in the

The Web Desktop, similar to navigating in a Web browser such as Internet Explorer.
Navigation toolbar

is not available if

the Collapsed View Back Stop Home

is displayed. For | | |

more information, A - ;

see Collapsed View |- u u |ﬂ |EL| i
| |

on page 19.

Forward Refresh

¢ Click the Back button to return to the last Web page you viewed.

e Click the Forward button to view the Web page you viewed before
clicking the Back button.

* Click the Stop button to halt the Web page that is loading.

¢ Click the Refresh button to make sure you are viewing the latest version
of the Web page.

e (Click the Home button to return to the Information Center page.

Getting Started Guide 13



Chapter 2 Touring the Software

Find Tasks Toolbar

Use the Find Tasks toolbar to find tasks using keywords. At the Find Task
field, enter a keyword such as "accounts" and click Find. A list of all tasks
related to the keyword "accounts” displays in the Desktop.

‘E Find Task w

Address Bar Toolbar

Use the Address Bar Toolbar to browse to any Web site.

: Address - f*|

14  Getting Started Guide



About the Desktop Web Pages

GETTING TO KNOW YOUR DESKTOP

The Desktop Web pages available are the Information Center page,
Resources page, Tutorials page, and Business Insights Dashboard page. To
display a Web page, select the appropriate page on the Tasks tab.

= MAS 200 Desktop

Ele Modules MyTasks View Help

Main Reports PeriodEnd Setup Utiities Custom Reparts Explore

="y il PLL% | @ |E| : [E] Customer Maintenance [E] Invaice Data Entry (@] Outiook | Calculator

CEEX

Business Insights Dashboard
= Modules
Library Master
- Common Information
-5 Business Insights
(-5 Paperless Office
General Ledger
Accounts Receivable
Accounts Payable
Payrol
Inventory Management
Sales Order
Purchase Order
Return Merchandise Authorization
Job Cost
Bill of Materials
Work Order
Bank Reconciliation
Electranic Reporting
Bar Code
TimeCard
Material Requirements Planning
Visual Integrator
Fixed Assets
e-Business Manager
Custom Office

IR L — 1
Address ‘C:\Drugram Files\Sage Software\MAS 200 Client\Version4|MAS90\Launcher himlwelcome. hml v \ A
— ] ~
Tasks | My Tasks | B
5 & mas 200 Community Forums
Information Center Discuss
Resources Visit the Sage MAS 90 and 200 forum and
Tutorials

post questions, discuss ideas, and share
information about your experiences

Learn
| Sage MAS Commurity Forum |

Training and Support

Sage Universty offers basic and
advanced training to help you leam
about our products and monitor your
learning and certification prograss

Sage MAS 90 and 200 Training Options

our ERP system s the comerstone of
your business, and sssential to your
success. Sage can help you achieve
your goals with range of
maintenance & support offerings, from
o technical support
perts, ready to

assist you

Sage MAS 90 and 200 Support

Sage Newsletter

Read the Sage Customer Newsletter, delivered right to you deskiop, to
stay formed, get tips, be one of the first to know what's new and
what's coming, and more

Sage Newsietter

Tell Us What You Think

Give us your fesdback! Tell us about your experiences with Sage MAS
90 and 200, and any suggestions you may have for improvement

Tell Us What “You Think

53

ABC Distribution and Service Corp. (ABC)

Accounts Receivable jwsmith 5/31/2010

Information Center Page

From the Information Center page, you can access the Sage MAS 90 and 200 Community Forums, read the latest
Sage Newsletter, and find information about Sage training and support. There is also a Tell Us What You Think link;
click the link to provide your ideas and feedback directly to Sage.

Getting Started Guide 15



Chapter 2 Touring the Software

=¢ MAS 200 Desktop

Ele Modules MyTasks View Help

QO HE e

ENEeL%% @1

Main Reports PeriodEnd Setup Utiities Custom Reports Explore
[E] Customer Maintenance  [E] Invoice Data Entry  [©] Outiook [ Calcuiator

Resources Page
From the Resources page,

Find Task = 2

him

Address [C:\Program Fies\Sage

200 Client!

you can access the What's

Tasks | My Tasks

X

= = Mas 200

Information Center
Resources
Tutorials

Business Insights Dashboard
=5 Modules
{53 Library Master
I Common Information
Business Insights
Paperiess Office
General Ledger
Accounts Receivable
I Accounts Payable
® Payrol
{5 Inventory Management
Sales Order
Purchase Order
Return Merchandise Authorization
Job Cast
{5 Bil of Materials
- Work Order
I Bank Reconciiation
Eeectronic Reporting
Bar Code
TmeCard
) Material Requirements Plarning
{5 visual Integrator
@) Fixed Assets
{5 e-Business Manager

New

File Layouts and Program Information.

What's New

Learn about the latest software enhancements.

Getting Started

Click the links below to access helpful information such as the What's New page, Gefting
Started guide, Customer Upgrade Guide, Help Center, Business Insights Dashboard, and

Familiarize yourself with the features of the software and learn basic and advanced procedures.

~| New page to learn about
the latest software
enhancements, view this
Getting Started Guide and

Resources
- - the Customer Upgrade
; Guide, access the Sage
MAS 90 and 200 Help

system, launch your
Business Insights
Dashboard home page, and
view file layout and program
information.

) Custom Office As of May 31. 2010
Customer Upgrade Guide @ ABC Distribution and Service Corp. Mosifitniz Peas
|ABC Distribution and Service Corp. (ABC) Accounts]
. . Accounts Receivable Analysis
Business Insights Dashboard
The Business Insights Dashboard page provides a 200, 000
graphical summary of your company's financial data. To 200 000
display this page, select the appropriate link on the Tasks 400, 000
play this page, pprop
. . . 350. 000
tab or click Business Insights Dashboard on the 300, 000
250,000
Resources page. 200.000
150. 000
100. 000
50,000
05/31 04730 03731  02/28 01/31
@ Total M@ 30 Days (60 Days
Total Current Period  Total Prior Period Rolling Average
693,748.75 464,886.19 489,130.93 14,504.61
Aging
Periods Total Receivables % Change # of Invoices 30 Days % of Total
05/3110 693,748.75 49.2% 64 9,258.25 13%
04/20/10 464,886.19 (2.1)% 43 25,926.68 5.6%
03/3110 474,996.26 435% 44 56,353.78 11.9%
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GETTING TO KNOW YOUR DESKTOP

Changing the Desktop's View

You can change the appearance of the software to fit your needs. The
Desktop's four basic views are:

¢ Detail View on page 18
¢ Collapsed View on page 19
* Minimized View on page 20

* Modules and Tasks View on page 21

Getting Started Guide 17



Chapter 2 Touring the Software

Z

When you exit the
software, if the
Detail View was the
last view selected,
the next time you
launch the software
the Detail View will
display by default.

7]

When the Detail View

Detail View

The Detail View displays the Desktop in its full view. In this view, you have
the benefit of using the Tasks tab to navigate through the tasks and
available Web pages, and the My Tasks tab to access public and private task
folders.

Use any of the following methods to display the Detail View:
Select View menu > Detail View.
¢ On the Standard toolbar, click the Detail View button.

In the Detail View, you can hide the Status Bar by clearing the Status Bar
selection on the View menu. You can also hide the Tasks and My Tasks tabs
by selecting View menu > Auto Hide Tasks. To bypass the Information
Center page the next time you start the software, select View menu > Skip
Information Center Page. The Tree View appears instead.

=F MAS 200 Desktop

i Fle Modues MyTasks View Help Main Reports PeriedEnd Setup Utiities Custom Reports Explore

G L% @ \E| [E] customer Maintenance [ Invoice Data Entry 0] Outiook &) Calcuiator

is displayed, the
Detail View button is
selected.

18

T g AR ] 9| 2
¢ address |C:\Program Fies\Sage \MAS 200 Client} W \Launcher htm v/ p
=
Tasks | My Tasks
= [ MAS 200
Information Center
Resources
Tutorials
Business Insights Dashboard
Resources

= Modules

{0 Library Master

ommen Information
=) Business Insights

{1 Paperless Office
General Ledger

\ccounts Receivable
4 Accounts Payable
ayroll

Inventory Management
{5 Sales Order

Purchase Order

eturn Merchandise Authorization
{5 Job Cost.

il of Materials

Work Order

{1 Bank Recondiiation
lectronic Reporting

[ Bar Code

{5 TimeCard

Materizl Requirements Planning

ﬁ

Click the links below to access helpful information such as the What's New page, Getting
Started guide, Customer Upgrade Guide, Help Center, Business Insights Dashboard, and
File Layouts and Pragram Information.

What's New -

Learn about the latest software enhancements.

Getting Started

Visual Integrator
{5 Fixed Assets

Familiarize yourself with the features of the software and learn basic and advanced procedures.

=1 Custom Office

Customer Upgrade Guide

ABC Distribution and Service Corp. (ABC) Accounts Receivable Jwsmith 5/31/2010
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Vi Collapsed View

Zﬁmﬁfgﬁﬁﬁ;me The Collapsed View hides the Tasks and My Tasks tabs, Desktop Web
Collapsed Viewwas Pages, Tree View, and Web Navigation toolbar. Use this view if you prefer to
the last view use the Modules menu to select tasks instead of the Modules tab and Tree

selected, the next — Vjew. This view is also useful if you want more free space on your desktop.

time you launch the .. . . . .
; oﬂw);rz th: If the Status Bar is in view, you can select View menu > Status Bar to hide it.

Collapsed View
displays by default. Use any of the following methods to display the Collapsed View:

e Select View menu > Detail View.

|E| ¢ On the Standard toolbar, click the Detail View button.

== MAS 200 Desktop CExX

: File Modules My Tasks View Help : Main Reports PeriodEnd Setup Utiites Custom Reports Explore

mRE P2+s% @ & [E] customer Maintenance (S| OUTLOCK & Calculator

Q0| x g Find Taskl vl i)

: Address |C:\Frogram Files\Sage $oftware\MAS 200 Client\Version4MAS90 Launcherthtmliwelcome. himl vl ﬂ
ABC Distribution and Service Corp. [ABC) Accounts Receivable Jjwsmith 5/31/2010

If you click the Business Insights Dashboard
button in the Collapsed View, the Business
Insights Dashboard page displays in your default
Web browser, such as Internet Explorer.
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Y Minimized View
2?'9‘“ Viewmenu> e Minimized View allows you to minimize the Desktop, yet still have

art Minimized to . . . ..
setthe Minimized ~ access to most of the software's functionality. To view the Desktop in its
View as the default minimized state, minimize the Desktop and right-click the software icon in
view when starting  the gystem tray. In the Minimized View, you can change the company,
the software. .

accounting date, and user, and access modules and tasks.

software icon

=P U, G141 AM

Library Master 4
Business Insights 4
zeneral Ledger 4
Accounts Receivable L4
Accounts Payable 4
Change Company (ABX)
Payral 4
“hange Date {5/31/2010)
Irventory Management ¥ h User Girsmith)
ange Lser (sl
Sales Order L4 4 !
Purchase Order 4
My Tasks 4
Exit

'y
iy Stant
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Modules and Tasks View

& The Modules and Tasks View allows you to undock the Tasks and My Tasks

When you exitthe ;s from the Desktop as a stand-alone window. To view the Modules and
software, if the

Modules and Tasks 1asks View, position your pointer over the Tasks and My Tasks panel, and
View was the last  click and drag the panel to undock it from the Desktop. You can also
view selected, the  double-click the Tasks and My Tasks panel title bar to undock the Tasks and

::Jxr: Ctmﬁ ey Z(l;ftw are My Tasks tabs from the Desktop. For more information, see the Tutorial

the Modules and  available on the Desktop Resources page.

Tasks View will

display by default.  When the Tasks and My Tasks tabs are undocked as a stand-alone window,
you can move the window anywhere on the screen and resize it. The
Modules and Tasks View provides access to any module and task on the
Tasks tab and any task stored on the My Tasks tab without having the full
Desktop displayed.

To re-attach the Tasks and My Tasks

Tasks | My Tasks tabs to the Desktop, double-click this
S & Sage MAs 200 2 title bar. The Desktop must be in Detail

ﬁj Information Center View.
@j Resources
&] Tutorials
@j Business Insights Dashboard
== Modules
Library Master
Common Infarmation
Business Insights
Paperless Office
Genetal Ledger
Accounts Recelvabls
Customer Relationship Manage
Accounts Payable
Payroll
Inventory Managerment
Sales Order
Putchase Order v

n

S O O = = = =

Exit MAS 200

ABC Distribution and JIWSmith
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For information on this
task, see Lesson 5 -
Changing the Module
on page 60.

The current module is
indicated by a check
mark next to the
module name.

Accessing Modules and Tasks

The software provides several ways to access modules and tasks. You can
access modules from the:

¢ Modules Menu on this page

* Module Menus Toolbar on page 23
¢ System Tray on page 23

¢ Tree View on page 24

* My Tasks on page 25

¢ Find Tasks Toolbar on page 26

¢ Using the Keyboard to Access Modules on page 27

Modules Menu

The Modules menu allows you to select any of the tasks that are installed
on your system. You can use your mouse to select tasks from the Modules
menu, or you can use the keyboard to select the Modules menu by pressing
ALT+0O, and typing the underscored letter of the module and task to access.

= MAS 200 Desktop

: File My Tasks View Help Main Reports Period End Setup Utiities Custom Reports Explore
— Switch To... [E] customer Maintenance  |©] OUTLOOK & Calculatar
: & | Library Master » :‘ »
{Addre  Common Information y 590\ auncher himl\rome. html ~| &
ABC Disi Business Insights * | Accounts Receivable Jwsmith 5/31/2010

Paperless Office 4

General Ledger 4

Accounts Payable » Reports * [ customer Inquiry

Payroll 3 Period End ¥ [E] invoice History Inquiry

Inventory Management 3 Setup ¥ [E] Repetitive Invoice Entry

Sales Order 4 Utilities r E| Repetitive Invoice Selection

Purchase Order 3 Custom Reparts

Return Merchandise Authorization  » Explare 4 Invaice Printing

Job Cost » & sales Jounal

Bill of Materials 3 [ Cash Receipts Entry

Work Order 4 E| Cash Receipts Journal

Bank Reconciliation 3 [E Daily Transaction Register

»

Electronic Reporting
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Module Menus Toolbar

The Module Menus toolbar displays module-specific menus and tasks for
the active module while the Modules menu is a cascading menu that
displays menus and tasks for all modules. From any menu, select a task.

=® MAS 200 Desktop

: File Modules MyTasks View Help mgepnns periodEnd Setup Utiities Custom Reports Explore
== P2 4% % @ TEE customer Maintenance PUTLOOK £ Calcuiator
Q@ X E A FlndTask[E Customer Inquiry 'e]
* Address |C:\Program Files\Sage Software\Was| [£] Inveice History Inguiry : A
The current module o Dotbai g st mecomm o [ Repetiove Invoice Entry T
appears on the EJ Repetitive Invaice Selection
Status Bar. | [E Invoice Data Entry
[ Invoice Printing
& sales Journal
[ cashReceipts Entry
[E] Cash Receipts Journal
[ Daily Transaction Register
System Tray
Fé When the Desktop is minimized, you can right-click the software icon in the
or more

. 4 Windows system tray to access tasks.
information about

the Minimized View,
see Minimized View

on page 20. software icon

Library Master

Business Insights

General Ledger

E Aged Invoice Report Open Tkem Cust

MMain L@ Accounts R
[ Customer Sales Analysis
Reports ¥ | Accounts Payable
[ salesperson Commission Repart Period End » | Payral Change Company (ABX)
5 v It Forw M ; Change Date (5/31/2010)
Set rventory Managemen
ek Y J Change User (jwsmith)

Sales Order

* v v v v B8 v v ¥

Purchase Order

My Tasks 4

Exit

— .
14 start 7. @& | =®MAS 200 Deskio
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g

When you use the
Tree View, the
active module is not
changed until you
select a task in
another module.

You can expand or
collapse each branch
of the menu structure
to show as much, or
as little, detail as you
want.

Click a task to access
it, or right-click a task
toopenitina
secondary company.

24

Tree View

= MAS 200 Desktop

: Ele Modules MyTasks View Help

@O | M 7| FindTask|

& 2

The Tree View provides another alternative for selecting tasks by visually
representing the menu organization in a tree-like structure in the Desktop.
On the Tasks tab, select a module to display the Tree View.

Main Reports PeriodEnd Setup Utiities Custom Reports Explore

R L @ ‘El i [E] Customer Maintenance  [©] OUTLOOK

£ Calculator

: Address |C:\Program Files\Sage Software |MAS 200 Client|Version|MASS0\suncherihimlwelcome. himl

~| &

Tasks | My Tasks

=

= Modules
Library Master
Common Information
{£=) Business Insights
{=1 Paperless Office
{=) General Ledger
=] Accounts Receivable

o &

[E] Customer Maintznance

B customer Inquiry

[ES 1nvoice History Inquiry

[EX Repetitive Invoice Entry
El Repetitive Invoice Selection
[E] Invoice Data Entry

[ Invoice Printing

[=] sales Journal

[E] Cash Receipts Entry

[ Cash Receipts Journal
[ paily Transaction Register
Reports
(=) Period End
Setup
Utilities
Custom Reports
{1 Explore
{0 Accounts Payable

~

G

Accounts Receivable - Main
B Up one level...
[Elcustomer Maintenance
Elcustomer Inquiry
Elnvuice History Inquiry
[Elrepetitive Invoice Entry
[Elrepetitive Invoice Selection
Elnvuice Data Entry
[Einvoice Printing
[Flsales Journal
[Elcash receipts Entry
Elcash Receipts Journal

[Hlaily Transaction Register

I This is the Tree View. The Tree View

shows the tasks available from the
menu selected on the Tasks tab. To
access a task, click it. You can also
right-click any task to open itin a
secondary company. For more
information, see Lesson 8 - Opening
a Task in a Secondary Company on
page 66.

ABC Distribution and Service Corp. (ABC)

Accounts Receivable

Jwsmith 5/31/2010
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My Tasks
é NOTE y

Forinstructions on - Yoy can also access tasks by adding them to the My Tasks tab. The My Tasks

how {0 CUSIOMize 42} is an area where frequently-used tasks, such as inquiry programs

My Tasks, see q Yy , quiry p g ,

Lesson 6 - Creating desktop shortcuts, and external programs can be added to public or private

Private Tasks on  task folders and stored for quick access. Instead of accessing

page 61. commonly-used tasks from the Modules menu or leaving the software to
start another program such as Microsoft Word, you can add the window or

program to a task folder and click the task to launch it.

Public task folders, indicated by the Globe icon, are available to all users
and are stored on the server. In contrast, private task folders are available to
individual users and can only be accessed on the workstation from which
they are created. Private task folders allow individual users to customize
their own tasks on their workstation.

=® MAS 200 Desktop

Select the My Tasks e

View Help : Main Reports PeriodEnd Setup Utilities CustomReports Explore
menu to select a task =" ] pubicFoder2  » [f8| |} [E] Customer Maintenance [©]0UTLoOK |F Calauiator
and display the same | @ © = | TSN = ospisy Dashboara
public and private  nddress [CPS pvore sample 1 »| IS STt Automatic Dzshboard Lpdate 2|
task folders that | Pretesanse > E] Report Manager
Tasks | My Taski e |2 Calcwllator
appear on the My b - -
Private Sample 1 [EJAccounts Receivable Optians .
Tasks tab. Privoce Sample 2 Eolowision Mantenance You can drag and drop tasks into task
& Public Sample 1 [ElBank code Maintenance folders. You can also drag and drop
[E] Display Dashboard [ElTerms Code Maintenance
[E] Start Automatic Dashboard Uy | | [Jsales Tax Account Maintenance - SNOFtCULS and programs from your desktop
i Do intotask folders.
The Globe icon marks —f—+ & [ElMiscelaneous Item Maintnance
public task folders. [ElMemo Manager Maintenance
Click a public or
private task folder to
display its contents,
and click a task to
open it.
< |
\ABC Distribution and Service Carp. (ABC) Accounts Receivable jwsmith 5/31/2010
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Type a keyword and
then click the Lookup
button.

Find Tasks Toolbar

The Find Tasks toolbar allows you to find tasks using keywords. At the
Find Task field, enter a keyword such as "invoice" and click the Lookup
button. A list of all tasks related to the keyword "invoice" displays in the
Desktop. You can then click a task from the list to access it.

== MAS 200 Desktop

i Fle Modules MyTasks View Help Main Reports PeriodEnd Setup Utiities Custom Reports Explare
= ] L% ¥ @ | ¢ ElcustomerMainterance [O] OUTLOOK & Calaulator
QO ®ME| & Find Task invoicz v 2
¢ Address |C:Program Files\Sage Sofbware\MAS 200 ClientVersionWASS0 auncher rtmlwelcame bt v &
— « Task Module Location 3
Teks MyTaks| Elinvoice History I...  e-Business Man... Inguiries
= = MAS 200 [Elinveice History L. Bar Cade Inguiries
Information Center Job Invoice Printing  Job Cost Job Billing
Resources E|Create Customer... ReturnMercha... Utilities
Tutorials Elnvmca History I... ReturnMercha... Inguiries
Business Insights Dashboard [Elreceipt of Invaic... Purchase Order  Main
(= Modules [ shipping History L. Sales Order Explore
[Eltnvoice History ... Sales Order Inquiries
[FHinvoice Printing Sales Order Shipping
[Fauto Generate In,.. Sales Order Main
[Hinvoice Printing Sales Order Main
[Elinvoice Data Entry  Sales Order Main
[E]vendor Repetitiv... Accounts Payable  Explore
[Elvendor Open Inv... Accounts Payable  Explore
[Elvendor History In... Accounts Payable  Explore =
Remove Zero Bal... Accounts Payable  Utilities
[Zlaccounts Payabl...  Accounts Payable  Reports
Open Invoice by ... Accounts Payable  Reports
[ElAccounts Payabl... Accounts Payable  Reports
[Elinvoice Payment ... Accounts Payable  Check Printing
E|Invmca Register Accounts Payable  Main
E|Invmca Data Entry  Accounts Payable Main
ERepehﬁva Invoic... Accounts Payable Main
ERepehﬁve Invoic... Accounts Payable Main
[Elinvoice History ... Accounts Payable  Main
Customar Repetit... Accounts Recei.. Explore
== -~ . PP - ™
ABC Distribution and Service Corp, (ABC) Accounts Receivable jwsmith 5/31/2010
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Using the Keyboard to Access Modules

You can use your mouse to display a menu from the menu bar or Module
Menus toolbar, or you can use any of the following alternative keyboard
methods:

e Use the ALT key plus the underscored letter of the menu: To directly select a
menu. For example, to select the Main menu, press ALT+M.

* Use the arrow keys: To select a menu to the right of the one presently
selected, press the RIGHT ARROW key. Each stroke of the key moves
the selection one step to the right. To move to the left, press the LEFT
ARROW key. As a different menu is selected, the menu title is
highlighted to distinguish it from the other menus.

When the appropriate menu appears, select the task to access by using the
following method:

e Use the arrow keys: Use the UP ARROW and DOWN ARROW keys to
highlight the desired task. When the menu first appears, the first task is
highlighted. After you highlight a task, you can access that task by
pressing ENTER.

Getting Started Guide
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Becoming Familiar with Maintenance and Data Entry

Windows

Select the tabs at the
top of the window to
switch tabs of data.

Throughout the software, maintenance and data entry windows share a
common set of controls which make learning the software quick and easy.
Before you begin entering data and performing common tasks, let's look at
examples of these windows.

Sample Maintenance and Data Entry Window

This sample window shows common data entry features shared by
maintenance and data entry windows. Some features may not appear in all

windows.

The window's title bar
displays the current company
and accounting date.

5 A/R Invoice Data Entry (ABC) 5/31/2010

Irtvoice Number

M4 b M

1. Header ] 2. Lines ] 3. Totals ]

Selects first, next,
and prior records.

last,

Click this button to
view more

L information.

Click the Lookup
button to display a

Customer Mo, 01-4BF G, [ American Business Fulures . .
list of available
Click the Calendar S items for a field. For
button to agcess the more information,
Sjleecr:daa(;:;:?::”;;r;: Inwvaice Date 5/31/2010 ; Terms Code 01 |G Net30Days izkuSIr;:g the
- Due Date 6302000 |7 Ship Method 1UPS BLUE Q, up Feature on
to this field. Discount Date 512010 |0 Salesperson moo |G Jim Kentlsy page 35.
Met Invoice Amt Comment
Select a check box to Sales Ta Click the Print
respond "yes." Clear ;i:‘eait:; ] MILMIL q ;::I Invoice button to print the
a check box to report associated
respond "no." el - with this window.
@\I -accept -Qancel = 0 — Click the HeIp
f button for overviews
Click this button to | and related
access Office Click Accept when all information ~ Click Cancel to remove Click Delete procedures.
Template Manager or is correct and you are finished the information entered. o delete the

Custom Office.

with the current record.

Getting Started Guide

record.

To resize the window,
click here, hold down
your left mouse button,
and drag the window.



BECOMING FAMILIAR WITH MAINTENANCE AND DATA ENTRY WINDOWS

Sample Accounts Receivable Line Entry Window

This sample Accounts Receivable Lines tab window shows common grid

é NoOTE

For more
information about
personalizing grids,
see the Tutorial
available on the
Desktop Resources

page.

entry features shared by data entry windows in modules other than Job
Cost, Material Requirements Planning, Payroll, and Work Order.

In addition to the features illustrated below, you can personalize a data
entry grid to allow for fast and efficient entry of data. Most columns in a
grid can be moved, resized, or hidden. You can also freeze a column of data
so that a particular column remains in view during scrolling. You can resize
the data entry window, and the Primary and Secondary grids as well. All

personalizations to grids are saved for your future data entry sessions.

To locate a specific
row, type the number
of the row to view at
this field. Click the Find
Row button to use the
Search Grid window
for entering criteria to
find rows that contain

specific information.

This is the Primary

Click the Calculator

% A/R Invaice Data Entry (ABC) 5/31/2010 =09

button to access
the Calculator

grid. It contains the
main data entry fields.

This is the Secondary —
grid. It contains
information for the row
selected in the Primary

grid.

Irwoice Number 4 4 & Bl 5 window and
1 Header | 2 Lines ] 2 Totas | calculate a value to
] return to this field.
Quick Flow 3@ &= By (2 25 - Buttons in grids do
e not appear until
Item Code Quantity Frice Amount Cis f . the field
1 WIDGET 1.000 55.250 55.25 0CUS IS on the fleld.
2 200-D& 1.000 88.000 88.00
I 2=7ce o0 [ 20 5 — 2000
4 M unli] pualii] oa
5 |C unli] pualii] ul1)
[ nnn nnn nn .
<4 >
Description 19" Gadget with Wheels ~
GL Account | 400-01-00
i Cost 75.000
TaxClass | Tx ~
Met Invoice 36325
Reset Row
and Reset
Delete Row
All Rows

Insert Row =5 = &5 -

Move Row Up

Move Row Down
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Vi Another feature of data entry windows in modules other than Job Cost,
NoTe Material Requirements Planning, Payroll, and Work Order is the right-click

For more

information about ~ MenNu.

the right-click

menus, see the * You can right-click outside of a grid to access system information and

Tutorial available on other tasks.

the Desktop
Tutorials page or
the Help menu.

You can also right-click any field in a grid to access additional tasks
related to the field.

Right-click outside of a grid to access

: these options. Click System Info to view

i AR Invoice Data Entry (ABC) 5/31/2010 information such as the current user.
Inveice Number | 0100056 11| "R Click Panel Settings to launch the

Customizer module if it is installed or to

click Reset Form to reset the form back to

QuickRow | 3|@ oo EREER- its default settings. Click Related Tasks to
P select and navigate to a listed task.

1. Header ] 2 Lines ] 3 Totaks l

Panel Settings *

- - =
Item Code Quantity Frice Related Tasks * i

1 WIDGET 1.000 55,250 gy

2 | 200D 1.000 89.000 88.00
EN = 1.000 220000 22000

4 M o] il an

5 -

= [ A/R Invoice Data Entry (ABC) 5/31/2010 \
<

Do ERCRy | aEeilmien EEET 449 b #

GLAccount 4000100 4 Heade:} 2 Lines ] B Tedh ]

Cost
TaxClass | TH 5 = == . . y
ik Fow [ 1)@ Emxi- E& Right-click any field
e Tt e c~ inside a grid to
— WIDGET 1.000 ==25 ks an
-uumk Print... .@ ’ 000 1.000 8‘ System Info o acc'ess tasks and
. . options related to
Panel Settings ¥
3 |area 1000 2 2 the field
R 00 Related Tasks n .
5 C oog Hide Column o 3
P c Al Shaw Column nn S
S E
Description | 8" 1 10" Widgets L) {EMD“'E Row Down
GL Account | 400-01-00 @Ins;rt Row
Cost 27.500 EgDelebe Row
TawClasz | TH n %Rgset Row
Reset All Rows w305
Eind :
— Switch Grid
-Iluu:)_< Print -(f) - d -Em
Freeze Column
'?‘(E@ort to Excel
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Sample Work Order Line Entry Window

This sample Work Order Entry window shows common line entry features
shared by data entry windows in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules.

[ Work Order Entry AR

wwiork Ordler Humber | 0095019 |Gy,

1. Header l 2. Additional l 3 Dperations l A Materials W 5. Scheduling l
The data entr .
section is use)é to Item Nurber Flevision Step Sk whee Click OK to accept
- BOARD-04230 Q, oo @ oma| [oon Q,I the data for a line.
enter and Edlt data Description 1 L/w Gty Parent Extended Oty
for each line. EsCH & 100 700 =
Description 2 Cost Cost Tppe Procurement Type Unda
FIFO Make .
| Click Undo to cancel
Revision Step  Scrap ‘Whee  Ohy/Parent  Extendsd Qb

The list box is used
to display and select

Line |tem
1 BOA

entries.

Click Ins to insert a

0ooo

000
.noo

oo
ooo

1.00

o0

new line. Del
(o= [5]0)
Jwis | RYZ 543172010

L Click Del to delete

The Accept, Cancel, Delete, Print, and

changes for a line.

aline. Browse buttons function the same way,

regardless of which tab is being viewed.
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Understanding Basic Types of Data

During data entry, you may need to enter the following basic types of data.

Text

Unformatted entries of alphabetical information (for example, names,
addresses, and comments) are "text" entries.

& Note Dates

The M/dlyyyy

format is the default Enter a two-digit month (MM), followed by a two-digit day (DD),
date display format. followed by either a two-digit (YY) or four-digit year (YYYY). Six or
-drzgi(; rsmeattf?égfhe eight characters can be entered for the date. If a two-digit year is
Windows Control entered, the century is determined by the century preferences setting in

Panel. the Windows Control Panel.

You do not need to put a hyphen (-) or slash (/) between the day, month,
and year; punctuation is inserted automatically. For example, to enter
May 31, 2010 at a data field, type . (Do not forget the leading zero.)

Numeric Data

Empty numeric fields (zero value) display a "mask" indicating the
number of digits that can be entered to the right of the decimal point.
For example, .00 appears if the numeric field accepts two-decimal
precision.

Some numeric fields (for example, quantity and hour fields) do not
assume the decimal point.

To enter negative numbers, type the negative sign (-) as either the first
or the last character of the entry.

Getting Started Guide
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Account Numbers

General ledger account numbers are structured fields consisting of one
or more segments separated by a hyphen (-) or other separator selected
at the Account Number Separator field in the Account Structure
Maintenance window.

You can enter the value for each segment separated by a hyphen (-). You
can also zero, or blank fill, each segment to its maximum number of
characters without using the hyphen (-).

Example: An account field with a mask of #H###-#H-H##Ht-#itH-HHH
processes your entry in the following manner.

Your Entry... Displays As...

1-2-4-6-800 00001-02-004-006-800
1234567891234567 12345-67-891-234-567
010005 01000-05-000-000-000
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Sorting and Selecting Dialog Box Data

You can sort data in columns in ascending or descending order by clicking
the column heading. Click a column heading to sort the data in reverse
order. In addition, resize the column headings by clicking and dragging
between the columns.

Dialog Box Example
5 Select Invoices for Payment
Column headingS T WendorNo. | Vendar Mame Invoice Mo, Irwoice Date | DusDate | Disc. Date | PastDisc. | Inwvoice Amount Co
) " O1-AIRWAY  Aiwap Prapety  ODDO0G020 SAS/2010  5/30/200 1.750.00
Click anywhere within —f— m-aRway  simay Property  DOODI0G145 5A47/2010 §/30/2010 150000 .
the line item t O1-CONT  Container Coporati.. 44-4567  §A/200  5/30/2010 B0.33289
€ line item 10 02AMEX  American Express . MAYSTMT  BA/2000 5/30/2010 3,000.00
select it 02EMPLOY Employment Devel . 3365867 5A/20010  5/30/2010 16.382.11
< 3
Total Selected oo
L O

You can use the UP ARROW and DOWN ARROW keys to select line items.
To select more than one line item, press the CTRL key and click the items.
To select a range of items, press the SHIFT key, click the first item, and then
click the last item in the range.
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é NOTE

The title of the
lookup window
reflects the name of
the field at which
you clicked the
Lookup button.

Click a column heading
to sort the list by that
criteria. An arrow next
to the heading
indicates the current
sort order.

If filters are already
defined, the text on this
button is red.

After the searchis |

complete, the record
count appears in the
Status Bar.

BECOMING FAMILIAR WITH MAINTENANCE AND DATA ENTRY WINDOWS

Using the Lookup Feature

When entering data in a maintenance or data entry window, you can click
the Lookup button at certain fields to display a list of records. You can then
select the appropriate record. The Lookup feature contains options that
allow you to filter and customize the search criteria, and create up to

99 custom lookup views. In addition, you can print the list of records
appearing in the lookup list box. The illustration below shows a lookup
window.

To learn basic features of the Lookup, see Lesson 10 - Using the Lookup's
Basic Features on page 69. For instructions on how to use advanced features
of the Lookup, see Lesson 11 - Using the Lookup's Advanced Features on
page 74.

[ Vendor List g@@
“endor Mo MName Zip Code Phone Mumber Sort Field 1l H : :
: N Y T = Click this button to drill
NDERS [ E ANDER down to Customer,
01FOSTMST U5, Postmaster 92626 [714] 5557659 USFOST )
01-5TEEL Steeloase 27055632 (349) 556700 STEEL Vendor, or Item Inquiry.
05TEV Stevens Supply 95052 [408) 556781 STEVENS ; ; ;
01-TaUCH Touch Electric Supplies 92660 TOUCHE ThIS button 1S avallable
01-UPS United Postal Service 32 UPs 0n|y in the Customer,
ltem, or Vendor lookup
window.
< >
T For some lookups,
Search | vendor No “ | |Beging with | |01 press the F3 and F4
— _ View | Standard v keys to toggle between
r the key field and the
[sen | coed [RIETO)| | Name fed
I Found 7 records

Click this button to
export data in the lookup
window to Excel.

This field appears only if you
defined one or more custom
lookup views. The Standard view
is generated by the software.

[ic] Lookup Vendor List

If you click Print while the
Lookup list box is still loading,
only the data that has loaded
prints on the listing.

LOOKUP VENDOR LIST

Lasger Printer Frint

] Printer Setup...
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-+~ What if you clicked the Lookup button and no records appear in the lookup

- window? This occurs because:

® The number of records is over the limit set at the Lookup Limit for Initial Display field
in the User Maintenance window.

¢ The Initial Display check box on the fifth User Lookup Wizard page is cleared. For more
information, see User Lookup Wizard in the Help system.

e A custom filter which has no result set is in effect.

To display records, narrow down the information by using the Search, Operand, and Value
fields, and then click Find.

36  Getting Started Guide



BECOMING FAMILIAR WITH MAINTENANCE AND DATA ENTRY WINDOWS

& Nore Navigating with Commmon Buttons, Icons, and Keystrokes

Eéij;':sg tt:: ALT All maintenance and data entry windows share the same set of buttons and

underscored letter  Keystrokes to help you navigate through data and perform common tasks.
or number functions If you prefer to use the keyboard while you work, use the following

asthe hotkeyfor  keyboard equivalents.
any button or tab

not mentioned here.

Button Keystroke(s) Function

Q, Lookup F2 Displays the Lookup window

for the current field.

T Flashlight F3 Displays an alternate lookup

ALT+L window for the current field.
Print F4 Prints the report or listing
associated with the task.

i4 Browse CTRL+F5 Selects the first record.

4 Browse CTRL+F6 Selects the prior record.

b Browse CTRL+F7 Selects the next record.

] Browse CTRL+F8 Selects the last record.
Accept ALT+A Saves the current record.
Cancel ALT+C Cancels entry of the current

record.

Delete ALT+D Deletes the current record.
Print ALT+P Prints the current report.
Preview ALT+V Previews the current report.
Setup ALT+S Displays printer settings.
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Button Keystroke(s) Function
@ Help SHIFT+F1 Displays Help text for the
window.
OK ALT+O OK button for dialog boxes and
line entry.
Undo ALT+U Undo line changes.
Insert Line ALT+N Inserts a line.
|W Copy From ALT+O Opens the Copy From window.
Delete Line ALT+E Deletes a line.
B Batch ALT+B Opens a Batch window where

you can start a multiple data
entry session.

[ E-mail ALT+E Sends e-mail to the address
entered at the E-mail Address
field.

Comment ALT+O Displays extended comments.

button

=] Credit Checking ~ ALT+K Displays credit card
information using the Internet.

""" & Memo ALT+M Opens the Memo Maintenance
window where you can write a
memo.
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Button Keystroke(s) Function
Map ALT+Q Displays Web-based maps for
locations of customers,
customer contacts, ship-to
addresses, vendors, vendor
contacts, and purchase
addresses.
Show Image ALT+S Shows the image specified at
the adjacent field.
Search ALT+S Activates the Search feature for
ALT+X records at a field and displays
(where X is the search options for the
unique) document.
Package ALT+T Enters a tracking ID number for
Tracking a shipment and accesses a Web
service to check the status of the
shipment.
Web ALT+U Launches a Web site based on
the URL entered at the URL
Address field.
Next Number ALT+X Selects the next number for the
field.
Zoom ALT+Z Drills down to detail
ALT+X information for the item
(where X is selected.
unique)
Net Balance ALT+B Calculates the net balance.
Calculator F2 Opens the calculator.
Calendar F2 Opens the calendar.
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Button Keystroke(s) Function

B Export to Excel Exports data in the lookup

o window to Excel.

-1 Add Items ALT+I Opens the Add Items to

Physical Inventory window.

22 Add New ALT+L Opens the Add New Lot/Serial
Lot/Serial Number.

£52 Change Budget ALT+B Displays options for changing

budget amounts.

Unselect All ALT+U Deselects all rows in grid.

) Select All ALT+S Selects all rows in a grid.
Total Row Selects the total row in a grid.
&= Insert Row ALT+N Inserts a row in a grid.

= Move Up ALT+U Moves a row up in a grid.

= Move Down ALT+W Moves a row down in a grid.
= Preview Preview button.

== Delete Row ALT+E Deletes a row in a grid.

= Reset Row ALT+E Resets a row in a grid.

Save Saves.

Switch View ALT+S Switches between displaying

the Net Balance view and the
Debits and Credits view.
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BECOMING FAMILIAR WITH MAINTENANCE AND DATA ENTRY WINDOWS

Button Keystroke(s)

Function

Folder

MS Office Link
Office Template
Manager

Text ALT+I

TAB

ENTER

SPACEBAR

BACKSPACE

ESC

Lists files in a directory.

Accesses MS Office Link or
Office Template Manager

templates and attachments
associated with the option.

Opens a Text Maintenance
window where you can write an
extended description.

Moves to the next field.

In a grid, pressing the TAB key

moves focus from cell to cell. At
the end of the row, pressing the
TAB key moves to the next row.

Moves to the next logical field.

In a grid, pressing the ENTER
key moves focus from cell to cell
if the [ENTER] Key like [TAB]
Key for Grid check box is
selected in the User
Maintenance window.

Selects or clears a check box or
radio button.

Deletes your entry at a field.

Closes the current window.

In a grid, pressing the ESC key
cancels a cell entry.
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42

Button

Keystroke(s)

Function

Getting Started Guide

HOME

END

PAGE UP

PAGE DOWN

CTRL+HOME

CTRL+END

CTRL+ENTER

CTRL+INSERT

CTRL+DELETE

ARROW

Moves to the first page in a list
box.

In a grid, pressing the HOME
key moves focus to the first cell
of a row.

Moves to the last page in a list
box.

In a grid, pressing the END key
moves focus to the last cell of a
TOW.

Moves to the previous page in a
list box or grid.

Moves to the next page in a list
box or grid.

In a grid, moves focus to the
first row in the same cell

position.

In a grid, moves focus to the last
row in the same cell position.

In a grid, adds line feeds to
comments.

Inserts a line.
Deletes the current line.
In a grid, pressing the ARROW

keys moves focus from cell to
cell.



BECOMING FAMILIAR WITH MAINTENANCE AND DATA ENTRY WINDOWS

Button Keystroke(s) Function

F1 Displays Help text for the
current field.

F5 In a grid, toggles between the
Primary and Secondary grids.

ALT+1, 2, 3... In a data entry window, selects

the first tab, second tab, third
tab...

Getting Started Guide 43



Chapter 2 Touring the Software

44  Getting Started Guide



Chapter [k

Getting Help While You Work

Several sources of information are available to you in the software.
Use the following resources to find answers to your questions as you

work.

== MAS 200 Desktop

i Fle Modules MyTasks View Help

ERE L% @B

i Main Reports PeriodEnd Setup Utlities Custom Reports Explore
[E] customer Maintenance  [E] Invoice Data Entry O] Cutiock & Calculator

H<X>JNERERE iRndTas | M| @
 Address [C:\Program Files\M200\440_Buld_433\MASS0\auncherthimi{Tutorials.hm v| &
= a
Tasks | My Tasks | m
& =1 Mas 200 Al Tutorials
;"::u’mi::” o Use the library of - 1
; tutorials on this
+ -] Business Insights Dashboard page to leamn - -
& (=) Modules more about the . .
(= Library Master features A
£ Cammen Information available in Sage 1 S Access
=) Business Insights MAS 90 and 200. =
) Paperless Office 3 »
1 General Ledger
- Accounts Receivable
5 Acsauniz Payatie Library of Tutorials available in Sage MAS 90 and 200
1) Payrol
1= Inventory Management
1 Sales Order
[ Purchase Order Click a link below to go to a specific library of tutorials.
- Return Merchandise Autherization
1= Job Cost = For optimal workstation performance, close all other
I Bill of Materials tasks before beginning the tutorial
15 Work Order
1= Bank Recondiiation
/i Beciranic Reporting « ATour of Sage MAS 90 and 200
i) Bar Code ~| 3
— >

ABC Distribution and Service Corp. (ABC) Accounts Receivable

jwsmith

5/31/2010

E? Help Center

e & B

Sh... Back Print Sage

L]
Create a Reversing Journal Ent
Home | FAQs & Troubleshooting
Show/Hide All - =
Overview
To create a reversing journal entry | |
1. Select General Ledger Main menu > General
Journal Entry.
2. In the General Journal Entry window, at the
Source Journal field, enter a source journal code.
For more information, see General Journal Entry -
Fields
3. At the Entry Number field, enter the number that
identifies this journal. =

E? Help Center

Tutorial - A Tour of Sage
MAS 90 and 200 and the
Business Insights Explorer
Take quick tours through a
variety of lessons and learn
about the Business Insights
Explorer. Tutorials are available
on the Desktop Tutorials page.

Help System - Common Procedures

Quickly find procedures and answers for your

"how do I" questions by selecting Help menu > Help
Topics.

= & 3
Sh.. Back Prnt Sage
)
FAQs & Troubleshooting
»View All Subcategories E
Click a link below to view FAQs and troubleshooting information
for that category.
* Sage MAS 90and 200 * Job Cost =
Desktop and User
Interface
* Accounting Dates and * Joumnals and Registers
Periods.
* Budgets * Paperless Office
* Business Insights ¥ Payroll
* Business Objects * Posting and Updates
Interface
* Checks ’ Printing ~

Help System - FAQs & Troubleshooting
Find answers to frequently asked questions, and
view troubleshooting information.
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How to Use the Help System

Use the Help system when you want procedures for day-to-day processing,
detailed information and entry samples for fields, and FAQ and
troubleshooting information. Overview information and flowcharts
illustrating complex concepts are also available in Help. If you do not find
what you need, access information from the additional resources provided
on the Help menu.

Accessing Help

You can access Help using any of the following methods:

* From the Desktop, select Help > Help Topics.

e Press F1 at any field in the software to access Help for that field.

@ * On the Standard Buttons toolbar, click the Help button to access global
Help topics.

* In the bottom-right corner of any window;, click the Help button. Help
for the specific window appears.

e If you click the Help button and the window has corresponding How Do
I procedures, a drop-down list of procedures appears. The following
illustration shows the Help button clicked in the General Journal Entry

window.
|
Create & General Journal Entry Procedures Commonly pel'fOI’med
Reverse 2 Journal Entry in this window appear on this list.

Create a Standard Journal
Modify a Standard Journal
Copy & Standard Journal
Perform a Manual Allocation

| Click a procedure to view it.

sbout this Window L Click here to view overview
information for the window.
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HOW TO USE THE HELP SYSTEM

Using the Help System

After you access the Help system, the following tools help you to locate
information:

¢ Using the Contents Tab on page 48
* Viewing and Printing the Module PDFs on page 49

¢ Using the Index Tab on page 50
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Using the Contents Tab

Use the Contents tab to access the table of contents for the Help system. The
following illustration explains the common features of the Contents tab.

When you first — “ [
access Help, the | sh.. Back Prnt Sage
Contents tab is A~

hidden. Click Sage MAS 90 and 200 Help

Show to use the
Contents tab. SyStem

The Help system's Home page displays
links to frequently asked questions,
information on using the Help system,
and a list of other resources to help you
find answers to questions about Sage
products.

E? Help Center

o = & 3

Hide Back Frnt Sage

Contents | Index || Search |

@ Buminoss naighis = Sage MAS 90 and 200 Help

Q Common Information System
@ Credit Card Processing

@ Customer Relationship Management
@ Customizer

. @ e-Business Manager
The Contents tab displays @ Electronic Reporting

Help topics organized by g Fixed Assets

. General Ledger
key §ub]ects. .FOI‘ gxample, L] Getting Started with General Ledger
clicking Working with () Working with )
displays procedures @ Accounts
organized by subject, such L Allocations

- [?] Create and Maintain Allocations Resources

as Allocations or Budgets. [ Copy an Allocation
Perform a Manual Allocation
@ Budgets
@ Fiscal Years
@ General Journal Entries
@ Memos
JO Recurring Journal Entries
@ Standard Joumnal Entries
@ Transaction Journal Entries
@ Sage Payroll Senices ~|
€ i ]i\
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Viewing and Printing the Module PDFs

You can view and print PDF documents from the Help system that contain
task information for each module. Use the links located under the Module
PDFs book on the Contents tab to access and print the PDF files for all
modules.

E? Help Center

o e &0

Hide Back FPrint Sage

Contenls}lndgx ] Sear:h] B =4 @A ﬁ A '\f"_REVieW&CDmment - £ -
ENavigating Through the Software & |\"H]:T: SekctTest - (@) - @, - | ] EHE| ® 53% -

Using the Help System
3 7
Customizing Forms o f

. @ Module Helg
Click on the Module —Him tadule PDFs 2
PDFs book to [7 Accounts Payable Ovarview |

Accounts Receivable Cvervier
@ Bank Reconciliation Overviewn,

display a list of General Ledger Overview Document

overview PDFs for [#] Bar Code Ovenisw PDF Main Menu
all modules. [2] Bill of Matetials Overview PDI
Account Maintenance
@ Common Infarmation Overvies,
Custormizer Ovendew PDF Windo Datuse HowDo L
[2] e-Business Manager Overvie o, e e
[# Electronic Reporting Cverviey ¥ o b =
Fixed Assets Overview PDF el o
Select a module PDF [# General Ledger Overview POF | Searmt  Seneml Ledger Bl
g # Joumal conl o ¥ Len mamenance
. . | i il t O 1 # Zaenged Commentz [T F -
link to view the [ Invertory Management Overvi 7 Sa .

Job Cost Overview PDF

A Library Master Overview PDF
[# Material Requirements Plann
[ Payrll Overview POF

@ Purchase Order Owendiew PO

OVerVIeW document Samct General Langer Aain meny > Account Manssnancs.
. Cwrilaw -
Use Aczcunt Maltenance i Creale 3 new Sccoutt rerber by snierig 3 Comination of sxstng
main and £a5 aczounts Sefned 1 aln ACcount Marsenance and Sup Account Malerarce.
Accourt Maimanance alows you 10 view and compare 3 corbinatcn of busgess and achual
acvity from any fiacal year, and mainiyn muspe bedgetz on an actounbby-account al: by
Imirching Budgs: ainiananze. Vou can aizq calculme varances for comparzan

Parulas Tacs year ava Eutget aEvty. ew Summary St or 250 ccms o e,
?] Return Merchandise Authoriz e el s e s o o wwran.war et the
= gy A BSx1lin

£ 2 44 5oz b bl @ ©[OH H

I Commems! Pages] Layers] Signatures ] Bookmarks
T

|
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& Note Use the Index tab to search for specific words or phrases. Each Help topic
has keywords associated with it. You can search for a topic in the Index by
system, the Index  entering keywords. The following illustration explains the common

When you first
access the Help

Using the Index Tab

tab is hidden. Click features of the Index tab.

Show to use the
Index tab.

Type the first couple —
letters of the subject
for which you are
searching. If the
topic you are
searching for is not
indexed, the closest
word appears in the
list box. You can
access index entries
for all modules on
the Index tab.

E? Help Center

& [§

Hide Back Prrnt Sage

| Contents | Index | Search |

Type in the keyword to find:

—"alluc |

freight cost to asset tem |
freight costs to inventory without landed ¢
landed and freight costs b |

tips
Allocation Drill Down

fields

overvisw
Allocation Entry

fields

overview
Allocation Joumal

fields

overvisw
Allocation Listing

fields

overview
Allocation Selection

fields

overvisw
Allocation Selection Settings

fields

overview
allocations

copying

creating

rtaring o

Sage MAS 90 and 200 Help

Resources

Select a topic, and then click Display
to view the topic. Or, double-click a
topic from the list box to view it.
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Understanding a Help Topic

A Help topic may contain procedural information, overview information,
or information about a particular feature.

Click FAQs &

E? Help Center

Troubleshootlng to e @
view frequently asked | sn- Back Print Sags
questions grouped in e ey —— “
common categories, reate an ainiain ocations
such as Budgets or Home | EAQs & Troubleshooting
Reports. | Show/Hide Al
. ) ) . Overview
This section lists items —- = Before You Begin —— Click the +/- graphic at this
that must be = Allocations cannot be entered or maintained in link I
X Allocation Entry if allocations have been selected for ink to expand or collapse
accomphshed before posting. but not updated in Allocation Selection. all dynamic drop-down
performlng this To create and maintain allocations links in this tOpiC.
procedure, or SPEC|a| 1. Select General Ledger Main menu = Allocation Entry.
conditions that may 2 In the Allocation Entry window, enter the Allocation Na.
i field. For more information, see Allocati
affect the result of this Fields. & Help Center
procedure' 3. To copy an existing allocation entry andll A3 =
necessary modifications, click Copy. F & @
information, see Copy an Allocation. Sh... Back Print Sage
4. Enter the Description field for the alloca 14 To view the information entered for accuracy, click the ~
enter the Source Account field for the alll Print button and print the Allocation Listing. For more
information. see Allocation Listing. Click Accept.
An allocation entry is created or modified. You can post
manual allocations using General Journal Entry, and post
cycle allocations using Allocation Selection
Atthe end of some procedures, Example - Planning Allocations
.examples are prowded that Example - Creating Quantity Allocations
illustrate concepts or tasks ok e - Creating P  Allocati
. xample - Creating Percent Allocations
from the procedure. Click the o i . 9 e et
3 . e following Allocation Journal shows how the allocation
+ graphlc to expand or amount is distributed using the Percent method.
collapse the example' Allocation Source Amount: $550.00
Account Description % Dist
No. Ami—
50500- Copier 30% $16!
01-010- Expenselnine—
000-000 Admin
50500- Copier 25% $13
01-020- Expenselnine—
000-000 Sales a
< | >
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About Technical Support

52

There are several resources you can use for technical assistance before
contacting your Sage business partner or Technical Support:

® Refer to the software's Help system.

e Refer to the Installation and System Administrator’s Guide for information
on detailed system requirements and troubleshooting tips on the
configuration of the various operating systems and environments in
which the software is supported.

e If you need access to file layout and program information, click the File
Layouts and Program Information link on the Desktop's Resources page.

* Attempt to duplicate the issue in one of the sample companies provided
with your software. This will help a technician identify the problem and
speed up the process of obtaining a resolution.

After using the above options, if you require more assistance, select Help
menu > Technical Support for information on how to contact Sage
Customer Support.

E? Help Center

e & [

Sh... Back Print Sage

Sage Support Services
Home | FAQs & Troubleshooting

In the normal course of using the software, questions may
arise regarding procedures, system messages, and error
conditions. Sage provides several methods of obtaining
answers to your questions.

|

For information about Sage products, visit the Sage Web site
at: www.sagemas.com

Visit Sage Online. The Sage Support Web site provides
a direct link to Sage’s self-serve KnowledgeBase for
research, downloads. and numerous support services.
This senice is available only with a current Support
Agreement or ClientCare Plan and to

Sage MAS 90 or 200 business partners.

Contact your Sage MAS 90 or 200 business partner_ If
you do not have a business partner, contact Sage at
800-854-3415.

Refer to the software Help system.

Access File Layouts and Program Information by
selecting Resources on the Tasks tab.

Access technical bulletins and download program

.
1€
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USING THE TUTORIAL

Using the Tutorial

& Nore Select Help menu > Tutorial to take a quick tour through the software. The
Zg:egzrlhiiztorial tutorial is a multimedia introduction to the software's basic concepts and
from the Desktop ~ features. Use it to become familiar with basic concepts, such as navigating

Tutorials page. the software, customizing your Desktop, and printing reports.

£} A Tour of Sage MAS 90 and 200

Tobegin,
click a Topics
tOpiC. Navigating the Desktop
Introduction
Viewing Desktop Web Pages This tutorial introduces you to the foundation of Sage MAS 90 and
200, teaching you basic features and concepts of the software.
Changing Desktop Views After completing this tutorial, you will understand how to:
" Accessing a Module + Navigate through the software
+ Customize your view of the software
Customizing the Desktop « Enter data and batches of data
) + Create a memo
Entering Data « Perform a lookup in a data entry window
Warking with Memos + Use inquiry features to find information
Learning About Lookups {2 A Tour of Sage MAS 90 and 200
Using Inquiry Features
. Navigating the Desktop -
Printing Reports and Forms Changing Deskiop Views
Creating a Custom Report (Page 1 0f2) =EF Sape MAS 90 Desktop
Discovering Additional Resourcef You can change the appearance i Hs Madiles My Vow!Hel ;Main Reports Setup LKlitles
of the Desktop to fit your needs. I E @24 T @ | Elvendrmantenance | Calculator
The Desktop's four basic views o = . e o)
L are the Detail View, Collapsed (€] \-’l EREREC i Test "l s
o o =~ View, Minimized View, and  Address v A
Q6 o Modules and Tasks View. = ol —
Detail View: This view displays is ‘m'(asksi_ .
the Desktop in its full view and i Sage MAS 90 | Communlty Forums
provides access to features such finformation Centel =
s tha Tasks and My Tasks tabe, Resources Visit the Sage MAS 90 and 200 forum and
P pages. -, ;“t_ﬂ”a‘sl b post questions, discuss ideas. and share
usiness Insights | ot i
Collapsed Visw: This view hides 8 | information about your experiences
the Tasks and My Tasks tabs and
Desktop Web pages, freeing up
space on your desktop. Use this
view if you prefer to use the
Module Menus toolbar to select
X tasks instead of the Tasks and My P 1 T ~
On any page of the Tutorial Tasks tabs. I ] 3l
s < &
click the Home button to Library Master jwsmith 8/5/2009
return to the Welcome page e D—'!
] (0]
to select another topic. — ‘ ~ - = ‘
Q @ C o I(I.ck Play to view examples of using the Detail View and Collapsed View,

Some tutorial topics contain short movies that demonstrate visual tasks in the
software. To play the movie, click the Play button. You can stop or rewind the movie at
any time. You can also click and drag the bar that appears to the right of the Rewind
button to view the movie forward or backward at your own pace.
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On the Desktop Tutorials page, click one of the links under Instant Point
and Click Reporting to learn how to use Business Insights Explorer to
navigate, organize, customize, and filter data and save custom report
settings.

== MAS 200 Desktop

File Modules MyTasks View Help : Main Reports Budget PeriodEnd Setup Utiities Custom Reports Payroll Services Explore
=" i L= @ |E| ¢ [E] Customer Maintenance O] OUTLOOK. |5 Caleulator
I I — -

Address [filesf/C: /Program®% 20FilesM200/440_Build_437MAS90/Launcher/html/Tutorials him #Intra v @

—— | 2

Tasks | My Tasks | Instant Point and Click Reporting 1
S = Mas 200 =2 Click the link below to launch a tutorial

Information Center

Introduction to Business

Resources INIrodLCcton 10 BUSNESS 3:37
Insights Explorer
Business Insights Dashboard Organizing your Ad-Hoc o1 o
Reports : I To begin, click
=) Modules Reports gin,

Library Master Customizing your Data . |
{1 Common Information Columns 3:59 a tOpIC.

(= Business Insights Eiltering Data in your Report 3:44
{F=1 Paperless Office

Saving your Personalized
General Ledger et 2:40
Accounts Receivable Report
Accounts Payable s
=1 Payrol Training and Support
Inventory Management —
Sales Order -
{1 Purchase Order IS} @ Introduction to Business Insights Explorer FEx
{3 Return Merchandise Authorization 300}
Introduction to Business Insights Explorer
C]
ABC Distribution and Service Corp. (ABC) Gen)
Business Insights Explorer, as part of the
Business Insights module. is a data-centric
graphical user interface that allows you to
view sets of commonly used data. You can
easily access customer, salesperson,
invoice history, open invoice, repetitive
inwice, customer payment, sales order, r ﬁ e s st
sales order history, shipping history, open
RMA, and RMA history data.
Business Insights Explorer also provides
links to other related tasks or inquiries, and e ————. Sage Newsletter
the ability 1o organize and customize the -
view of your data.
Use the Back and Rewind buttons or Glick the Forward button to leam mors
. about navigating in Business Insights
drag the progress marker to navigate Explorer.
. . . Tell Us What You Think
through the tutorial. Click the Rewind -
button to return to the first page of the E B I
tutorial. —’:l_\
EI‘I{“N‘ﬁ. 7.ﬁ'!'i
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Chapter [

Learning Common Procedures

Whether you are new to Sage MAS 90 or 200, or an experienced user
who wants to review basic and advanced concepts, this chapter gives
you hands-on practice with common procedures.

Lesson Plan
This chapter contains the following lessons:
® Lesson 1 - Changing a Company on page 56
® Lesson 2 - Changing a User on page 57
® Lesson 3 - Changing a User Password on page 58
® Lesson 4 - Changing the Accounting Date on page 59
® Lesson 5 - Changing the Module on page 60
¢ Lesson 6 - Creating Private Tasks on page 61
® Lesson 7 - Customizing the Custom Buttons Toolbar on page 63
* Lesson 8 - Opening a Task in a Secondary Company on page 66
® Lesson 9 - Accessing Tasks from Your Desktop on page 68
® Lesson 10 - Using the Lookup's Basic Features on page 69
¢ Lesson 11 - Using the Lookup's Advanced Features on page 74
* Lesson 12 - Printing Reports, Listings, or Forms on page 81
® Lesson 13 - Defining Formats for Standard Reports on page 95
¢ Lesson 14 - Customizing Forms on page 101
¢ Lesson 15 - Creating a Report Setting on page 110
® Lesson 16 - Setting Up Sales Tax Information on page 112

¢ Lesson 17 - Understanding How Sales Tax is Calculated on
page 121

® Lesson 18 - Changing Sales Tax Information on page 129
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Lesson 1 - Changing a Company

Many systems are set up with multiple companies to keep financial records
for individual companies separate, and to separate real company data from
test company data. Each company is identified by a unique, three-character
company code. You can process information for a specific company by
selecting the appropriate company code.

To change a company

1 Use any of the following methods to change a company from the
Desktop:

¢ Select File menu > Change Company.

¢ Click the Change Company button on the Standard Buttons toolbar.

i

¢ On the Status Bar, click the current company area.

2 In the Select Company window, select a company.

[iF MAS 200 Select Company

E Select the company you want to access,

Company | ABC Ck ABC Distribution and Service Corp.

(o J e [0

3 Click OK. The selected company displays on the lower-left corner of the
Status Bar.
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Lesson 2 - Changing a User
If user logons for your system are defined, you must enter a valid user

logon and type a password, if applicable, before you can access the
software.

To change a user
1 Use any of the following methods to change a user from the Desktop:
¢ Select File menu > Change User.
) ¢ Click the Change User button on the Standard Buttons toolbar.
¢ Click the current user code on the Status Bar.

2 In the User Logon window, enter a user logon.

(% MAS 200 User Logon
o -
&J Enter your uger logon name and pazsword,
Uszer Logan jrsrith
Pazzword
(& ] e [0)

3 Type a password if necessary.

4 Click OK. The user logon displays on the Status Bar.
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Lesson 3 - Changing a User Password

User passwords can be changed for any user currently logged onto the
system.

To change a user password
1 Select File menu > Change User Password.

2 In the Change User Password window, at the Old Password field, type
the current password for the user.

3 At the New Password field, type the new password for the user.

4 At the Confirm Password field, type the same password that was typed
at the New Password field.

[ MAS 200 Change User Password

o Enter your old uger password followed by a new password.
5 ) Confirm the new pazsward in the final field,
0ld Paszword [

New Password T

Conifirm Pagsword T

ERE=0)

5 Click OK.
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Lesson 4 - Changing the Accounting Date

& The accounting date is printed on all reports, and represents the date to be
. ’\/|dO/TE used while posting transactions for the current module. The Library Master

The Midfyyyy accounting date is set from the Windows system date and cannot be

format is the default

date display format. € anged.

The format of the

accounting date is

set from the

Wind Control
p:,leﬁws 1 Use any of the following methods to change the accounting date from

the Desktop:

To change the accounting date

¢ Select File menu > Change Date.
[ ¢ Click the Change Date button on the Standard Buttons toolbar.
® Click the accounting date area of the Status Bar.

2 In the Change Accounting Date window, type the accounting date.

(R MAS 200 Change Accounting Date
g Enter the accounting date for
5 General Ledger.

Date 5/31/2M0

(& [ O

3 Click OK. The accounting date appears on the Status Bar.
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Lesson 5 - Changing the Module

’\% :\|OTE The active module always displays on the Status Bar.
oaules

automatically
change whenyou 1o change the module
select a task from

anothermodule 1 Use either of the following methods to change the module from the
using the Module

Menus toolbar, Tree Desktop.
View, or Modules .
menu. e Select Modules menu > Switch To.

e (Click the module on the Status Bar.

2 In the Switch To Module window, select the module or type the first
letter of the module to switch to.

Switch To Module

Select module:

Accounts Receivable -

3 Click OK. The new module displays on the Status Bar and the menus on
the Modules Menu toolbar change to reflect the new module.
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Lesson 6 - Creating Private Tasks

To access tasks quickly, you can organize them into groups of private task
folders that only you can access on your workstation. You can also add
external programs (for example, Word, Excel, or Crystal Reports) to any
private task folder you create.

To create private tasks

1 Right-click the My Task tab area, and select New > Private Folder.

= MAS 200 Desktop

: File Modules MyTasks View Help : Main Reports

B E L x% @ B Hosw

Qe H R a : Find Task

: Address ‘C:\Prngram Files\Sage Software\MAS 200 Client\Wersi
— [

Tasks | My Tasks | a

IR o i oce a
i E=]
Reload My Tosks

[

2 Type a name for the new private task folder.
3 Right-click the folder, and select New > Task to add a task.

4 In the Browse window, select the task to add and click Open.

Browse |E‘ El

Location: ‘Mam V| QP |:_

= Customer Maintenance [Elpaily Transaction Register
[El customer Inquiry
Iﬂ[nvoice History Inquiry
[ElRepetitive Invoice Entry
ERapEﬁuve Invoice Selection
[Elinvoice Data Entry
[ invoice Printing
[Hlsales ournal
[Elcash Receipts Entry
Elcash Receipts Journal

Task Name: ‘CustcmerMa\nbenanca ‘ [ Open l

Cancel

Getting Started Guide 61



Chapter 4 Learning Common Procedures

5 Right-click the folder, and select New > Program to add an external
program.

6 In the Browse window, locate and select the external program to add
and click Open.

7 Repeat steps 3-6 to add additional tasks or external programs.

8 Access the private task folder from the My Tasks tab or the My Tasks

menu.
=F MAS 200 Desktop
: File Modules MyTasks View Help Main Reports
mRE 902 %% @k | Houb
QONE G |
{ Address |Ci\Program Files\Sage Software MAS 200 ClientiVersi
= k] Ma
Task folder name ~ —frtasettitesg &
= & €l
[E] customer Maintenance €l
[E] Repetitive Invaice Selection &
[ tnvoice Data Entry
[E]] Cash Receipts Entry

To create private tasks using the drag and drop method

1 In the Desktop's Tree View, click the task to add to the private task
folder and hold down your left mouse button.

2 Drag the task from the Tree View to the private task folder on the My
Tasks tab.

3 When the private task folder is highlighted, release the left mouse
button to drop the task into the folder.

4 From your computer desktop, click the shortcut (for example, Word,
Excel, or Crystal Reports) to add to the private task folder and hold
down your left mouse button.

5 Drag the desktop shortcut to the private task folder on the My Tasks tab.

6 When the private task folder is highlighted, release the left mouse
button to drop the desktop shortcut into the folder.
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Lesson 7 - Customizing the Custom Buttons Toolbar

The Custom Buttons toolbar can be customized by adding or deleting
buttons to fit your needs. You can create buttons to access tasks or external
programs (for example, Word, Excel, or Calculator). There is no limit to the
number of buttons that can be added to the Custom Buttons toolbar. When
you resize the toolbar, click the More Options button to access the hidden
toolbar buttons.

Adding Buttons

To add buttons

1 Use any of the following methods to add a button:
* Select View menu > Toolbars > Customize.
¢ Right-click any toolbar, and click Customize.

¢ Right-click the Custom Buttons toolbar, and select Add > Task or
Add > Program and proceed to step 3 if you are adding a task or step
4 if you are adding an external program.

2 On the Customize Custom Buttons tab, click New Task to add a button
for a task.

Customize

| Taalbars | Custom Butkons |

| Mews Task,.,

Show Captions Ok Cancel
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3 In the Browse window;, locate the task to add and click Open.

Lacation: il[j Main v‘ o

= Mainkenance ElDalIy Transaction Reqgister
El uskomer Inguiry
|Elnvoice Histary Inguiry
EElReuetitive Invoice Entry
|E|Repetitive Invoice Selection
|E|Invmte Data Enkry
Invoice Printing
ElSaIes Journal
ElCash Receipts Entry
El(ash Receipts Journal

Taisk Mame: i&ustomerMaintenanca | [ Cipen ]

Caniel

4 To add an external program or desktop shortcut, in the Customize
window, click New Program.

5 Inthe Browse window, locate the program to add and click Open.

Browse @
Lok in: |@Dasktnp ‘il Q& i m-

’u:’__JMy Documents
-j My Computer
My Recent ‘.-jMy Metwork Places
Documents @Pccharge Payment Server

&

=

£ | Micrasaft Office Outlook 2003
EM\crosoFt Office Word 2003
EﬂM\crosoFt Visual SourceSafe 6.0
1 gshurtcut to psp.exe

Desktop

L,‘

My Dacuments

&

My tompuler

é N g File name: |Ca\cu\atm.lmk :‘ [ Open ]

OTE My Netwiork,  Files of type: | Programs | [ Cancel J
If you clear the e = :
Show Captions
Chel‘?k b:X' the 6 To provide more space on your Custom Buttons toolbar, in the
\tsr?;:]p;oj: gsf;arrs Customize window;, clear the Show Captions check box to hide the text
hovers over the labels and display only icons for the buttons you added.

button identifies it.
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7 In the Customize window, click OK. The task and external program are
added to the Custom Buttons toolbar.

This is an example of a Custom Buttons
toolbar with text labels and icons.

I 1

. [ Customer Maintenance 8N Microsoft Cutlook | F| Caloulator

This is an example of a Custom
Buttons toolbar with only icons.

V_‘—\
EI-E
|

- When your cursor hovers over a
| Custamer Mamlenance| button, a tool tip appears to
identify the button.

Deleting Buttons

To delete buttons from the Custom Buttons toolbar
1 Right-click the button to delete.

2 Click Delete.
Renaming Buttons

To rename buttons on the Custom Buttons toolbar
1 Right-click the button to rename.
2 (lick Rename.

3 In the Rename dialog box, type the button's new name and click OK.
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Lesson 8 - Opening a Task in a Secondary Company

é NOTE

To define a new
secondary company
without opening a
task, select Change
Secondary
Company from the
right-click menu.

66

From the Desktop, you can open a task in a secondary company without
changing the current company displayed on the Desktop Status Bar. You

can define any company as the secondary company.

To open a task in a secondary company

1

In the Desktop's Tree View, right-click a task and select one of the

following options:

¢ Open in New Secondary Company: Select this option to define a new
secondary company and to open the task in that secondary company,
and then proceed to step 2.

¢ Open in Secondary Company (ABC): Select this option to open the
task in the currently defined secondary company. In this example, the

secondary company defined is ABC and the task opens in company
ABC. You are finished.

=E MAS 200 Desktop

: File Modules My Tasks View Help

QO HM[E @

! Find Task |

v| 2

. Main Reports Budget PeriodEnd Setup Utiities Custom Reports Payroll Serv >

T ERE 2L @ |E| ¢ [E] customer Maintenance  |[D] OUTLOOK

5 Caloulator

: Address

Ci\Program Files\Sage SoftwareMAS 200 Client\Wersion4YMAS90'Launcher \himlywelcome, himl

~| &

Tasks | My Tasks

= General Ledger - Reports

[ Up one level...

#&] Tutorials

#] Business Insights Dashboard
= Modules
Library Master
Commaon Information
{1 Business Insights
Paperless Office
=) General Ledger

Period End

Setup
{=h utilities

Custom Reports
Payroll Services
Explore
Accounts Receivable
{1 Accounts Payable
Payroll
{0 Inventory Management

Echart of Accounts
EGeneral Ledger Worksheet
EGeneral Ledger Trial Balance
EFlnanaal Reports

EGeneral Ledger Detail Report

|#

Exception Report

Reprint Journals

Source Journal History Report
General Ledger Graphics
General Ledger Analysis
Eudget and History Report

Account Audit Report
Account Memo Printing
+{Main Account Memo Printing

P

General Ledger Detail by Source Report

Budget and History Report by Period

ABC Distribution and Service Corp. (AE

General Ledger Jwsmith

5/31/2010
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LESSON 8 - OPENING A TASK IN A SECONDARY COMPANY

2 In the Select New Secondary Company window, select the company to
open the task in.

(5 MAS 200 Select New Secondary Company ‘ZHE|E|

&
ﬁ Select the company you want to access.
e

Company Q Edwardson E lectiic Company
(o =0

3 Click OK. The task opens in the selected secondary company.
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Lesson 9 - Accessing Tasks from Your Desktop

& NoTE You can undock the Tasks and My Tasks tabs from the Desktop as a

Select View > Start . < e
... stand-alone window, minimize the Desktop, and then use the tabs to access
Minimized to start

the Desktop in the the software.
Minimized View and

use the Tasks and To access tasks

My Tasks tabs the

next time you , JU—, .

access the 1 In the Desktop's Detail View, double-click the Tasks and My Tasks tabs
software. title bar to undock the tabs from the Desktop.

2  Minimize the Desktop by clicking the Minimize button in the
upper-right corner of the Desktop. The Modules and Tasks window
remains open on your desktop.

=
(%
Recycle Bin

Modules and Tasks

Microsoft Tasks ‘ My Tasks |

Cutlook

-l Public Sample 1
[E5] User Lookup Maintenance

S [0 Display Dashboard

ME%D Start Automatic Dashboard Update
Repart Manager

Deskiop Bl Ren .

2| Caleulator
150 Public Sample 2
=] Private Sample 1
[ Repetitive Invaice Selection
[E5] Cash Receipts Entry
a Repetitive Invoice Entry
[ Invaice Data Entry
[ Customer Maintenance
Private Sample 2

®

Internet
Explorer

My Metwork,
Places

%

Iy Computer Exit MAS 200

ABC Distribution and Service Corp JuiySmith

e ¥ & =¢ Modules and Tasks

3 To display the Desktop, double-click the Modules and Tasks title bar.
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Lesson 10 - Using the Lookup's Basic Features

When entering data in certain fields in a maintenance or data entry
window, you can click the Lookup button to display a list of valid records.
This lesson contains basic procedures on how to use the Lookup feature. To
learn more advanced features, see Lesson 11 - Using the Lookup's
Advanced Features on page 74.

Using the Lookup to Select a Record

Use the Lookup feature to display a list of records and select the
appropriate record.

To select a record using the lookup window

qQl % 1 Inawindow, at a field, click the Lookup button. The lookup window
appears displaying the available records.

1 Vendor List g@@
Phore Mumber Sart Field S
Ity [714] BR5-0380 %

O7-ALLCLIM Allclimate Maintenance 92626 [714) 5551013 ALLCLIMATE

01-ANDERS Anders Auta Repair 52969 [714] 565-3030 ANDERS

01-COMPAQ Companq Computer Corporation 92626 [#14) 555991 COmMPAL

01-CONT Container Corporation OF Usa E543E [312) 585-7721

07-BM Ibrm Corparation 92775 [415) 555-9981 IBM

O1-POSTMST U5, Postmaster 2626 [714] 565-7653 USPOST

01-50CALGA  Southem California Gas Co 971 [#14] 555-0098 GASCO

01-5TEV Stevens Supply 56062 [408) 555-6781 STEVENS

01-UNITED United Computers 75285 UNITED

01-UPS Urited Post Office Service 927 Ups

02-8IRTRAY Airport Service Travel 92660 AIRPORT

(2-AMERALR  American Alam Service 46222 [E17) 555-6561 AMERICANAL

02-5MEX American Express Company 75363 [BO0) 5556675 AMER

02-4RROW Arowsraith Drinking s/ ater o5072 12131 555-6641 ARROWSMITHY

< >

Search  endor No v |[Beginswith %
(oo [ s [RIB]O)
Found 29 records

2 In the lookup window, select an item from the list box and click Select.
The selected record is copied to the field.
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Searching in the Lookup

The lookup window provides a Search field and a Find button to narrow
your search for desired records. This feature is a convenient way to reduce
the number of records displayed and helps you to focus on pertinent
records.

To search in the lookup window
1 In the lookup window, at the Search field, select the field to search.

2 Atthe Operand field, select an operand. For information about available
operands, see Filter the Lookup Criteria in the Help system.

3 At the Value field, type a search value for the lookup.

4  Click Find to execute the search. The lookup list box displays the search
results. In this example, the lookup searches and returns all vendor
numbers that begin with 01.

[ Vendor List

MName Zip Code Phone Mumber Sort Field %
iy operty 92 (1] 5 0] A N
01-ALLCLIM Allclimate M aintenance 92626 [714] BBE-1013 ALLCLIMATE
O1-ANDERS  Anders Auta Repair 92969 [#14] 555-3030 AMDERS
01-COMPAQ Compag Computer Carporation 92626 [714] 555-9921 COMPAR
01-CONT Container Corporation OF Usa E5436 [312) 5557721
01-EM Ibrn Corporation 92775 (416) 555-5381 IBM
O01-POSTMST U5, Pastmaster 92626 [¥14] 555-7659 USPOST
01-50CALGA  Southern Califomia Gas Co. a7 (714] 555-0038 GASCO
O1-5TEY Stevens Supply 95052 (408) 555-5761 STEVEMS
O1-UNITED United Computers 75285 UNITED
o1-UpPs Urited Post Office Service 32711 upPs
Forinstructions on this < >
button, see Filtering
the Lookup Criteria Search | Vendor No | |Beginswith » | 01
on page 71. ————{_ .. |
e [ o [R]B]0)
Found 17 recards
— Operand field  Value field

5 Select an item from the list box and click Select. The selected record is
copied to the field.

70  Getting Started Guide



LESSON 10 - USING THE LOOKUP'S BASIC FEATURES

Filtering the Lookup Criteria

In any lookup window you can define additional criteria to filter the lookup
and you can save these filters so that they apply to future lookups until they
are manually removed. Filtering the lookup criteria helps you narrow your
search on desired fields.

%~ There are two differences between filtering the lookup criteria and searching in

- the lookup. When filtering, you can define an unlimited number of filters on

multiple lookup fields and you can save these filters so that they always apply to
the lookup. In contrast, when you perform a search in the lookup window you can only
search on one lookup field and the search criteria cannot be saved.

é NOTE

Filters that are
defined in the User
Lookup Wizard and
Lookup
Customization
Wizard also appear
in this window. If the
filter is locked, it
cannot be changed.
If the filter is not
locked, it can be
removed or
modified.

To filter the lookup criteria

1

In the lookup window, click Filters. In the Filters window, each line item
is a filter consisting of a Column, Operand, and Value.

[ Filters g@@
Calumn Operand Walue
1 B =
2 - -
Save Filers []
R

At the Column field, select the lookup column you want to filter. The
Column field reflects all of the columns defined for the lookup.

At the Operand field, select the appropriate operand. For information
about available operands, see Filter the Lookup Criteria in the Help
system.

At the Value field, type a value. If you enter multiple values separated
by commas (,), they assume an "OR" condition.
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5 To add additional filters, repeat steps 2 through 4. You can define an
unlimited number of filters; multiple filters assume an "AND"

condition.
& NOTE 6 To retain these filters for future lookups, select the Save Filters check
If the Save Filters box
check box is :

cleared, the filters
remain in the Filters
window and remain
in effect during the

[ Filters

Calumn
lookup; however, 1 | vendar Mo -
when you exit the 2 | ZipCode -
lookup, these filters 3 - -

are removed.

Save Fiters []

7 Click OK to apply the filters. In this example, the lookup returns all
vendors beginning with 01 and ZIP Codes beginning with 7 or 9.

(£ Vendor List

Wendar No Name Zip Code Phone Mumber Sort Field
y 1 [714]
01-ALLCLIM Allcimate Maintenance 92626 [714] 5551013 ALLCLIMATE

O1-4MDERS  Anders Auta Repair 92969 [714] 555-3030 AMDERS
01-COMPAD Campaq Computer Corparation 92626 [714] 555-9921 COMPAD
0148M Ibm Corporation 92775 [415] 555-3381 IBM
O01-POSTMST U5 Postmaster 92626 [714] B55-7659 USPOST
01-50CALGA  Southern Califomia Gas Co. 97 [714] 555-0098 GASCOo
01-5TEY Stevens Supply 56052 [408) 555-6761 STEVENS
O1-UNITED United Computers 75285 UNITED

01-UPS United Post Office Service 92711 Urs

< |

Search |Vemdar Mo v | | Eeqing with vl |DW ‘ Find
=

Found 10 records
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Deleting Filters

You can delete filters after they have been defined.

To delete and reset filters
1 In the lookup window, click Filters.

2 To delete a filter, in the Filters window, select <none> at a filter's Column
field.

é NOTE

Clicking Reset also
clears the Save
Filters check box.

To delete all filters, click Reset. The filters are cleared, and any filters
from the custom lookup, if one exists, are restored.

w

Click OK.
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Lesson 11 - Using the Lookup's Advanced Features

é NOTE

If another user is in
the User Lookup
Wizard and is
creating or
modifying a lookup
code while you
attempt to create or
modify a lookup
view, a message
dialog box appears
and prevents you
both from
continuing.

é NoOTE

The Custom button
is not available if
the Locked
Customization
check box is
selected in the User
Lookup Wizard.

74

The Lookup has advanced features that allow you to create lookup views,
create a numeric lookup field, modify a lookup field, and export lookup
data to Excel. If you are new to the lookup, complete Lesson 10 - Using the
Lookup's Basic Features on page 69 before starting these procedures.

Creating a Lookup View

For each lookup by company and by user, you can create up to 99 unique
views. When creating a lookup view, you can define your default view, add,
remove, or modify fields in the lookup, add or remove filters, as well as
define several other settings. After creating a lookup view, you can modify
or delete the view at any time. Keep in mind that any search criteria or
filters you previously defined will not apply to the new lookup view you
create.

To create a lookup view
1 In the lookup window, click Custom.

2 On the Lookup Customization Wizard page, at the View field, select
Create new view and enter a description for the new view. Or, select an
existing view to modify.

3 To set the new lookup view as the default view, select the Default View
check box. Click Next.

ﬂ-j Lookup Customization Wizard E]g]
™

Select view parameters for Lookup - 4P Wendor Master List

Cieate new view v

Company ABC, User JWS

Wiew

Description Basic

Default Wisw

[ LCancel
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Y 4 In the second Lookup Customization Wizard page, add, remove,

NoTe modify, or reorganize the fields for the lookup view in the Selected

The first column A .

indicated by an Columns list box. In this example, the TelephoneExt and

asterisk (*) in the LastPurchaseDate fields have been added to the Selected Columns list
Selected Columns box, and the ZIP Code field has been moved to the Available Fields list
list box cannot be box.

removed; however,
it can be modified.
For instructions,

Eﬁ Lookup Customization Wizard

see MOdIfyIng a Select or modify the column(s] for Lookup - 4F Wendor baster List
Lookup Field on Company ABC, User JWiS View - Basic
age 79.

p g Available Fields Selected Calumng

Zip Code -~ “endor No

AFDivisiontn @ g:me N

e Hurbet
XZT“’N” @ TelephoneE st
hessLine] Sout Field

AddressLine2 LastPurchaseDate

AddressLine3

City

State @ F . .

) . or more information about
For more information about gﬂ""‘wgﬂ'ﬁf | ihis button Modifyi
. - rimaryContac is bu see Modifyin
this button, see Creating a Faitlo Look ,F' d 9
) ) a Lookup Field on
Numeric Lookup Field on Fpoipdiess = P
page 78 ————{Henia] . page 79.
< Back ] l Next > l [ Einizh ] l Lancel ]

5 Click Next to define additional settings, or click Finish if you have
completed customizing the view.

é NoTE 6 Use the third Lookup Customization Wizard page to add, delete, or
For areview on how modify filters. To continue defining additional settings, click Next;
o create filters, see . . ..

Filtering the Lookup otherwise, click Finish.

Criteria on page 71.

ﬂ-ﬁ Lookup Customization Wizard

Enter or modify the filterfs) for Lookup - AP Wendor Master List ™
Company ABC, User JWS View - Basic .

Column Dpsrand Valus
d - Begins with  + | 02
2 o o

[_<Back | [ Mew> ][ Fnsh | [ Cancel
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7 In the final Lookup Customization Wizard page, make any final
changes to the lookup view.

¢ Select the Initial Display check box to load data in the lookup at run
time. If you do not want data initially loaded in the lookup at run
time because you have a large number of records and want to
perform a search before displaying records, clear this check box.

e At the Title field, type a new title that will display in the lookup
window title bar.

o At the Default Search Column field, select a default field to appear at
the Search field in the lookup window.

* At the Default Search Option field, select a default field to appear at
the Operand field in the lookup window.

[Rii] Lookup Customization Wizard EIE|
Select ather parameters for Lookup - AP Vendar M aster List N
Comparny ABC., User JWS View - Basic .

Initial Displaw
Title “endor List - Basic

Default Search Column | LastPurchaseD ate b

Default Search Option | Begins with e
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An asterisk (*) appears in —
the title bar to indicate that
this is a custom view, not
the Standard view
generated by the software.

The asterisk (*) next to the
new view indicates that this
is the default view.

LESSON 11 - USING THE LOOKUP'S ADVANCED FEATURES

Click Finish to see your newly created lookup view.

The View field appears in the lookup window and the new view, Basic,
displays the newly added fields. In the example below, the new fields
are TelephoneExt and LastPurchaseDate, while the deleted field ZIP
Code no longer displays. Also, the title bar displays Vendor List - Basic
because this title was defined at the Title field in the last page of the
wizard and was set as the default view.

[ * Vendor List - Basic g@@

Wendor Mo MName Phone Mumnber TelephoneEst | Sort Field
v Awpork Service Travel AIRPORT

i

American Alarm Service [E17) B55-5EE1 AMERICAM,
American Express Company [B00) 555-6675 EEYS AMEX
Amrowsmith Drinking ‘water [213) 5555541 ARROWSM
Avid Label [213) 555-7693 21D
02-BROWN Erowin & Johnson [213) 555-8321 BROWHN
O2-CONSULT  Tax Consultants, Inc.
02-EMPLOY Employment D evelopment Dept EMPLOYDE
O2-EQLAL State Board OF E qualization STATE
02-RS Internal Revenue Service [408) 5551234 8 IRS
O2-LEAANER  Raoger . Leamer [714) 555-1478 oosg LEARMER
0205 Mes Long Lines [800) B55-5897 Dcal MCS
02-MUTLIF Mutual Life Comparny MUTUALLIF
02-0FFICE Officeb ax [9449) B55-3333
02-PACTEL Pacific Teleohone 17141 555-1478 4432 PACTEL >
<

Searich | LagtPurchaseliate w | | Beging with v
View | *Basic w

EREEE0

Found 18 records
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Creating a Numeric Lookup Field

You can create numeric fields to add to the Selected Columns list box in the
second Lookup Customization Wizard page. Numeric fields are created by
combining two or more fields together using arithmetic operators.

To create a numeric lookup field

1 In the second Lookup Customization Wizard page, click New Field to
create a new numeric field using simple arithmetic functions.

2 In the Lookup Customization Wizard - New Field window, at the
Heading field, type the name for the column/field.

3 Type the width, and select the justification.

4 Type the mask.

it Lookup Customization Wizard - g|§|@

Heading <new fields

“idth

Justification Right b

sk R HAH HHE HRO.00-

Calculated field
o ] cocd | O

5 Click the Calculated Field button to enter simple arithmetic calculations.
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6 In the Calculated Field Builder window, double-click a field in the
Available Fields list. This moves the field to the expression area. Select
an operator, choose another field from the list, and click OK.

¥ Calculated Field Builder =3

AwerageDayeldverDue-dverageDaysToPay

nnnaan
Available Fields
LastCheckamt A

RetentionRate

AvwerageD apeT oPay

AvwerageD apeldverDue

BalanceDue

Humberf T ollsel nCals
#- &P Termsnde

(& o= ]

7 In the Lookup Customization Wizard - New Field window, click OK.
The newly created field automatically appears as a column in the
Selected Columns list box.

Modifying a Lookup Field

1 Inthe second Lookup Customization Wizard page, click Modify to alter
the selected field in the Selected Columns list box.

2 In the Lookup Customization Wizard - Modify window, make the
desired changes and click OK. For example, you can change the width
of the key field to zero if you do not want to display it in the lookup.

i Lookup Customization Wizard - ... E]|§|g|

Heading Sort Field

wéidth 15

Justification Left v
T N ()
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Exporting Lookup Data to Microsoft Excel

You can export the data displayed in a lookup window to Excel. For
example, you can export all data that initially displays in the lookup
window to Excel. You can also select a customized lookup view or perform
a search in the lookup window to display specific records, and then export
the data to Excel.

To export lookup data to Excel

1 In the lookup window, display the data to export to Excel.

{5 * Vendor List - Basic Q@@

Wendor Mo MName Phone Mumber TelephoneEst | SortField %
024 HTRAY irpo ice Travel

02-AMERALR  American Alarm Service [617) 555-6561 AMERICAM,
02-5MEX American Express Company [B00) 555-6675 BETE AME=
02-ARR0W Arowsmith Drinking 'water [213) 555-6541 ARRAOMWSHM
024410 A Label [212] 5557693 A0
02-BROWM Erown & Johnson [213] 555-8321 EROWwN
2-COMSULT - Taw Consultants, Inc.

02-EMPLOY Employment Development Dept EMPLOYDE
02-EQUAL State Board OF E qualization STATE
02RS Intemal Revenue Service [408) 555-1234 9821 IRS
02LEARNER  RogerW. Leamer [714] 5551478 onss LEARNER
02-MCS Mcs Long Lines [800] 555-5837 0321 MCS
02-MUTLIF Mutual Life Company MUTUALLIF
02-0FFICE DificeMax [349] 555-9339

02 PACTEL Pacific: Teleohone 171415551478 4432 FACTEL ™
< >

Search | LastPurchaseDate w | |Beginz with | »
View | “Basic =

EEREERRE0

Found 18 recards

Excel button

2 Click the Excel button. The data in the lookup window is exported to
Excel.
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Lesson 12 - Printing Reports, Listings, or Forms

All reports can be printed, exported or written to a file, and stored for
deferred printing. You can print a report to a variety of printers or output
devices. Additionally, reports can be viewed before printing using the
Preview feature.

Printing a Report, Listing, or Form

To print a listing in modules other than Job Cost, Material Requirements
Planning, Payroll, or Work Order

1 In the task window that has the Listing feature available (for example,
General Ledger Options window), make the needed selections to the
criteria in the window and click Print.

2 In the listing window that appears, at the Printer field located in the
lower-left corner of the window, select the printer.

5] Options Listing

GEMERAL LEDGER OFTIONS LISTING

Laser Printer Al [ Print IPreg\ewl Setup @

You can also select alternative printing methods, which are available at
the Printer field including:

* Export/E-mail: Reports can be exported to different file types, such
as PDF or Excel, and saved to your hard drive or e-mailed. For more
information, see Exporting or Printing to a File on page 90.

¢ Data Only Export: This options allows only the data portion of the
report to be exported (header information is excluded). For more
é information, see Exporting or Printing to a File on page 90.
NoTE

Click Preview to °
review the listing
before printing.

Deferred: Report printing can be deferred allowing you to save
reports on your hard drive for printing at a future time. For more
information, see Using Deferred Printing on page 86.
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o Office Merge: If the Custom Office module is installed, you can
merge your data into a template such as a Microsoft Word or Excel
template before printing.

3 Click Print to print the listing.

& Nore To print a report or form in a module other than Job Cost, Material

The standard set of Requirements Planning, Payroll, or Work Order
reports and forms

are assigned a . . .
report setting of 1 In the report or form window, select either a report setting or a form

Standard. code.

[ Budget and History Report (ABC) 5/31/2010 E]@@

RepartSeting | STANDARD Q, [save [-]
Description Budget and History Report
Setting Options
Type Print Repart Settings | Mumber of Copies 115
Default Fieport Thres Hole Punch O
Sort Report By | Account Murber ~
Options
Print Zero Balance Accounts | “es -
Print Tolak: Orly O
Information to Print Actusl/Budgst Fiscal'vear | &
ACTUAL POSTINGS G, | 2010
ORIGINAL 2010
ACTUAL POSTINGS 2009

Selections
Selzct Field Operand Walue ad
Account Number Al ©
Description All ©
Main All -
Department Al -
v

Keep'window Open After

2 You can either accept the default settings for the current report setting
or form code, or create a new report setting or form code. For more
information, see Lesson 15 - Creating a Report Setting on page 110.

Y& dNOTE § 3 At the Printer field located in the lower-left corner of the window, select
ou do not need to .

save the report the printer.

setting or form code . . . .

setting to print the You can also select alternative printing methods, which are available at
report or form. the Printer field including:
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* Export/E-mail: Reports can be exported to different file types, such
as PDF or Excel, and saved to your hard drive or e-mailed. For more
information, see Exporting or Printing to a File on page 90.

¢ Data Only Export: This option allows only the data portion of the
report to be exported (header information is excluded). For more
information, see Exporting or Printing to a File on page 90.

¢ Deferred: Report printing can be deferred allowing you to save
Vi reports on your hard drive for printing at a future time. For more
NoTE

information, see Using Deferred Printing on page 86.
Click Preview to

review the report

before printing. * Office Merge: If the Custom Office module is installed, you can

merge your data into a template such as a Microsoft Word or Excel
template before printing.

After selecting or modifying the report setting or form code, click Print to
print the report or form.
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84

To print a report, listing, or form in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules

1 In the report, listing, or form window, the default printer is assigned
automatically and displays at the bottom of the window.

[ Tooling Requirements Report

Sort Options Wwork Order Mumber
Report Cutoff Date 12431/2993

Page Break After Each Tool

Selection All Stating Ending

Tool Humber [ Q | |

Laser Printer | l Print [ Presiew l Printer Setup. .
Enter Tool Mumber JwS  ABC 53142010

2 To select a different printer or output device, click Printer Setup.

3 Inthe Printer Setup window, at the Name field, select a printer and click
OK.

[ Printer Setup

Output Type Prirter
@ Puinter MName Laser Printer v\ [F'[npames ]
O Defened - — ]
e
O ExportEile ere y Documents'®. p
[ Prirt ta File
Detened Print Options
s From Thu
l:l: |:|: Mumber of Copies |:|f
(o ] o 0]
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4 To preview the report, in the report window, click Preview.

% Tooling Requirements Report Q@@

Search button —]

.
TOOLING REQUIREMENTS REPORT
SORTED BY WORK ORDER NUMBER
TOOL NUMBER: (UNASSIGNED) DESC:
WORK STEP WORK OPER START SCHEDULED
ORDER NUMBER CENTER CODE DESCRIPTION DATE HOURS
0093015 0000 CAB 00001 Assemble Chassis STARTED 9.75
0095015 0010 MBD 00001 Install memory chips STARTED 5.00
0095015 0020 MBD 00002 Install cards, port, STARTED 5.00
0093015 0030 PWR 00001 Assemble Power Suppl STARTED 10.00
0095015 0040 DRV 00001 See Sub-steps below: 05/23/03 0.00
0095015 0040-A-0010 DRV 00001 Attach floppy/hard d STARTED 5.00
0093015 0040-A-0020 DRV 00002 Attach ribbon cables STARTED 473
0095015 0040-B-0010 DRV 00001 Attach floppy/hard d STARTED 4.00
0095015 0040-B-0020 DRV 00002 Attach ribbon cables STARTED 5.00
0093015 0040-C-0010 DRV 00001 Artach floppy/hard d STARTED 6.00
0093015 0040-C-0020 DRV 00002 Attach ribbon cables STARTED 473
0095015 0050 CAB 00003 Attach motherbeard t STARTED 20.00
0095015 0055 CAB 00015 Install Power Supply STARTED 5.00
0093015 0060 CAB 00004 Attach case STARTED 0.00 3|
: :

& Noe 8

You can also print
the report by
clicking Print in the
report window.

Magnify button J L Copy to Clipboard button

The Preview feature allows you to view all reports, including
132-column reports. Use the Browse buttons to page through the report.

In the preview window, to copy the current page to the clipboard, click
the Copy to Clipboard button. Only text is copied; the header, footer,
underlines, and graphics are not copied.

To magnify the report, click the Magnify button. The zoom setting is
retained when you close the preview window.

To search for specific information in the report, click the Search button.

Click the Print button. A dialog box similar to the following appears
and the report prints.

[% Printing Report El
Frinting 2 of 3
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Using Deferred Printing

Deferred printing allows you to save reports on your hard drive for
printing at a future time. You can batch print multiple reports at one time
without operator intervention between reports. You can also specify the
number of copies to print for each report, as well as whether to retain the
deferred report information for future use after printing. In a multi-user
environment, this feature can postpone the report printing process if
printers are not currently available or it can speed up the posting process.

Deferring a Report

You must first set up reports to be deferred for future printing.

To defer the printing of a report in a module other than Job Cost, Material
Requirements Planning, Payroll, or Work Order

1 Access the report to defer (for example, Budget and History Report in
the General Ledger module) and select the report options.

2 At the Printer field, select Deferred and click Print.

£ Budget and History Report (ABC) 5/31/2010 [](=1(E3]

FepottSetting | STANDARD [sN H
Description Budget and History Report|

Seting Options

Tupe Print Report Settings O MNumber of Copies 1%

Dfaut Risport Thise Hole Purich O

SatFeport By | Account Humber ~

Dptians

Print Zero Balance fccounks  |Yes

it Totals Ol O

Infarmation to Print Actual/Budget Fiscal Year | & 5
ACTUAL POSTINGS &, | 2010

ORIGINAL 2010

ACTUALPOSTINGS 2003
Selections
Select Field Operard Value ~
Accaunt Number Al -
Deseriptian Al -
Main Al -
Depatment Al -

v

e A e N )
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3 Inthe Deferred Print Options dialog box, at the Number of Copies field,
type the number of copies to print.

[ Budget and History Report

Deterred Print Options

Frinter Laser Printer hd
HNumber of Copiss 1|3

Purge After Printing

Secure Report 1

4  Select or clear the Purge After Printing check box to either purge or
retain the report after printing. If user logons are defined, select the
Secure Report check box to restrict other users from printing the report.

5 Click OK. The report generates to a deferred print file, which can be
accessed and printed at a later time.

To defer the printing of a report in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules

1 Access the report to defer (for example, Open Work Order Report in the
Work Order module) and set the report options.

2 Click Printer Setup.

3 In the Printer Setup dialog box, click the Deferred option.

[ Printer Setup

Output Type PFrinter
O Printer Mame Laser Printer -
(5) Defermed

w'here icrosoft Document Imaging ‘witer Port:

() Export Fils

Defered Print Options
(3 Al Pages From Thiu i
) PageRange.... [IEREEEE Nurmber of Copies 112

T )
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i 4 At the Number of Copies field, enter the number of copies to print and
NOTE click OK. This field can also be modified before printing the deferred

In the Printer Setup

dialog box, you can report.

also specify all

reportpagestoprint 5 In the Deferred Print Options dialog box, select or clear the Purge After

or a page range. Printing check box to either purge or retain the report after printing. If

user logons are defined, select the Secure Report check box to restrict
other users from printing the report. Click OK.

[ Deferred Print Options EJE|

Purge After Printing
D Secure Repart

Printer  Laser Printer

Copies 1

(& ] o= ol

6 In the report window, click Print. The report generates to a deferred
print file, which can be accessed and printed at a later time.

Printing Deferred Reports

You can print one page of a deferred report or a range of pages. In addition,
you can print several copies of a report and more than one report at a time.
If a report is secured, only the user who initially deferred the report can
print it.

To print deferred reports

1 To access and print deferred reports from the Desktop, use either of the
following methods:

i) e (Click the Deferred Print button on the Standard Buttons toolbar.

¢ Select File > Deferred Printing.
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O N 2 In the Deferred Printing window, select the report(s) to print.
OTE

Click the Change
View button to view
reports in the . s !
Deferred Printing ¢ To print deferred reports for a specific module, select the module's
window sorted by check box. For example, select the General Ledger check box to print

module, user, or all deferred reports in the General Ledger module.
date. Initially, the

reports are sorted .
bypmodule. ¢ To print only selected reports, select each report check box

individually.

* To print all deferred reports, select the Module check box.

[ Deferred Printing

{J) Select the detened reports ta print, then click Print.
& Module X
= 4 General Ledger B—— Change View button
Budget and Higtory Report # juwsmith - 2003 October 23 - 06:03:10y .
2 &Ikuuizram ety Fepart £ s o e €& —F— Refresh Report List button
(=} Open work Order Report / .
R E1—}— Preview Report button
@ —1— Show/Modify Report Options
£ button
— Delete Report button
(2 Jew]0)

3 To preview a report, select the report and click the Preview Report
button.

4 To export the report to a different file type (available only for reports in
modules other than Job Cost, Material Requirements Planning, Payroll,
and Work Order), click the Export Report button in the report preview
window.

5 To change printing options for a specific report, select the report and
click the Show/Modify Report Options button.
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6 In the Deferred Report Options window, change the information at the
Printer, Number of Copies, Collated, Purge After Printing, Secure
Report, and Page Range fields. Click OK.

14 Deferred Report Options
Repoart Information
Report Title Open Work Order Repart

Module ‘Work Order
User WS
Company =Tz

Date Created 2010 May 31

[Dieferred Frint Options

Printer Laser Printer w

Murnber of Copies 1|
Purge &fter Printing

Secure Report O
Page Range (& AllPages [ Total Report Pages: 1]
(" Page From = Io

R

7 Inthe Deferred Printing window;, click Print to print the selected reports
to their assigned printers.

Exporting or Printing to a File

You can send the output of a report to another type of file, such as ASCII,
delimited, Excel, or dBASE III PLUS. These files can be used by
spreadsheets, word processing, or other applications and include the
printer driver information.

Reports in modules other than Job Cost, Material Requirements Planning,
Payroll, and Work Order can be exported to additional files types, such as
PDF or HTML, and can be saved to your hard drive or e-mailed. You can
also select to export only the data portion of reports (header information is
excluded) in these modules.
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To export a report in modules other than Job Cost, Material Requirements
Planning, Payroll, and Work Order

1 Access the report to export and select the report options.
2 At the Printer field, select one of the following options:
* Export/E-mail: Select this option to export the entire report.

¢ Data Only Export: Select this option to export only the data portion
of the report (header information is excluded).

3 Click Print.

4 In the Export dialog box, at the Format field, select the file type for
exporting. Do not select Lotus 1-2-3 (WK3) or Lotus 1-2-3 (WKS) at the
Format field; those formats are not supported by Crystal. Instead, use
the Excel format.

Vi 5 At the Destination field, select the location you are exporting to. For
NOTE example, you can export the report to your hard drive or to an
application such as Excel. Click OK.

To e-mail the report,
select Microsoft
Mail (MAPI) at the

Destination field. ~ To export or print to a file in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules
1 Access the report to print to a file and set the report options.

2 Click Printer Setup.

Getting Started Guide 91



Chapter 4 Learning Common Procedures

3 In the Printer Setup dialog box, select the Print to File check box to send
the output of the report to a different file type.

[ Printer Setup El@
Output Type Prirter
@ Printer Mame | Laser Printer v| [Piopeties..]
O Defened i .
O Export Fie Where Microsalt Document Imaging Writer Part:
Fint to File
Deferred Print Options
a From Thru
l:l - l:l - Number of Copjes l:l =

4  Select the Export File option and click OK.

5 In the Export File Options window, select the file type. The type of
& Note report selected determines the File Type options available.

All reports can be
sent to an ASCII

[ Export File Options

file, but not all
reports can be
printed to other file FieHame | ../shome/testout/PCAISO028Gwsmith 1. TXT |
typeS' File Tppe

() Asci Tewt File - Report Format

Delimit Character D

& Note 6 At the File Name field, accept the default path and file name or modify
If you modify the the path and file name
default path, the p :
subdirectory X
specified must exist 7 Click OK.
on the designated
disk. 8 In the report window, click Print to print the report to a file.
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Sending Faxes

To send a fax from the software, a fax driver must be loaded in the
Windows workstation environment. The fax driver acts as a printer driver
in the software.

To send a fax in a module other than Job Cost, Material Requirements
Planning, Payroll, or Work Order

1 Access the report and set the report options.

2 At the Printer field, select the fax driver.

3 Click Preview.

4 In the report preview window, click the Print Report button.
5 In the Print window, click OK.

6 A wizard or window applicable to your fax software appears. Enter the
necessary information, such as the recipient’s fax number, and send the
fax.

To send a fax in the Job Cost, Material Requirements Planning, Payroll,
or Work Order module

1 Access the report and set the report options.
2 Click Printer Setup.

3 In the Printer Setup dialog box, at the Name field, select the fax driver
and click OK.

4 In the report window, click Print.

5 A wizard or window applicable to your fax software appears. Enter the
necessary information, such as the recipient’s fax number, and send the
fax.
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Paperless Office

You can use the Paperless Office module to fax, e-mail, and store forms in
PDF format. The Paperless Office module allows you to set up PDF storage
and electronic delivery options for documents in all Sage MAS 90 and 200
companies. You can specify separate settings for journals and registers,
reports, period-end reports, and forms.

This module also contains viewers in which you can view, move, delete,
and electronically deliver PDFs of customer forms, vendor forms, journals
and registers, standard reports, and period-end reports.

Purge utilities are also included which allow you to purge PDF documents
as needed.

You do not need to enable this module in Company Maintenance; however,
you must enable Paperless Office functionality for each type of document
you would like to store and electronically deliver. For more information, see
Set Up Paperless Office in the Help system.

Batch Faxing

Batch faxing allows you to fax multiple forms in batches. During the faxing
process, forms addressed to the same fax number are collected and sent as a
group with one cover letter. Batch faxing is set up using Batch Fax Options
or Fax Form Definition, and requires either the Microsoft Fax Services or
WinFax 10 fax driver.

The following forms are supported for batch faxing: Statement Printing,
Accounts Receivable, Invoice Printing, Customer RMA Printing, RMA
Receiver Printing, Sales Order Printing, Picking Sheet Printing, Sales Order
Invoice Printing, and Purchase Order Printing. For more information, see
Fax Multiple Forms in Batches in the Help system.
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Lesson 13 - Defining Formats for Standard Reports

é_ NOTE  You can specify the fonts, style, and data elements to print on the header

Z:I'; lgs‘;(;r;zg?:es and footer sections of standard reports using Report Format Maintenance.
the Job Cost, You can also define the font and style for the body of the report, and add

Material bitmaps to the header or background of the standard report. The settings

Requirements that you define establish a report format.

Planning, Payroll,

and Work Order . .
modules. You can define one report format per company code; a report format is not

specific to a user logon, workstation ID, or to the report. The only exception
to this rule is the ability to override the font in the body of the report in the
Printer Preferences window; this override is specific to workstation ID.

To define a report format in the Job Cost, Material Requirements
Planning, Payroll, or Work Order module

1 Select Library Master Setup menu > Report Format Maintenance. Every
report is divided into three sections: Header, Body, and Footer. By
é default, the header and footer use the Arial 12 point font and the body
NoOTE

TE uses a variable size Times New Roman font.
Dot matrix printers
are not designed to
print graphical [ Report Format Maintenance 2
reports and should Edit Header Footer Body Bitmaps
not be used with
this feature.

ABC Distribution and Service Corp. ’» Header

I—Body
] j—Footer
[ Ok [ LCancel I Copy m
Zoom Factor 1007% JwS | ABC | 813172010
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& NOTE

The other windows
accessed from the
Report Format
Maintenance
Header menu are
similar in format to
this window.

& NoOTE

The other window
accessed from the
Report Format
Maintenance Footer
menu is similar in
format to this
window.

In the Report Format Maintenance window, select Header > Company,
Report Title, or Subtitles and select settings in each window for the

is an example of the Company Information
window. Access the additional windows from the Report Format
Maintenance Header menu to select settings for the report header.

header. The following

[ Header Line 1 - Company Information

Print Compary (3} Name
(> Code
O Both
(2 Blank
Fot Hare s [0 v
Atributes ] Bold Color
OO s Shading ) None
[ Underine O =%
Justification - Q 50%
& 100%
Captlion | |
Watizble Ansi 0K

3 Select Footer > Sys Date and Page or App Date and User, and select
settings in each window for the footer. The following is an example of
the System Date and Page Number window.

[ Footer Line 1 - System Date and Page Number

Frint Foater Line 1

Frint Spstem Date

Frint Page Mumber
Frint Line Above Footer

Include System Time

Atrbutes ] Bold Color
Aafin
| 5 Shading &) None
[ Undedine
O 8%
L ayout @ Date... Page ) B0%
) Page. Date ) 1003
Date Caption | System Date: |
Page Mumber Caption |Page: |
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4  Select Body > Font to define font, size and style settings for the body of
the report.

[% Report Body - Default Font

Top Margin =
Bottam Margin =

targins are measured in inches.

Font Name Times Mew Roman | Wariable Ansi

Color Attibutes [] Baold
[ #eadioe
[ Underline

5 Select Bitmaps > Header or Background to add a bitmap. Bitmaps can
be printed in the report header area and in the report background area.

14 Header Bitmap

Print Header Bitmap

MName | 4'MA530HomerLiby_BMPWABCLOGO.EMP |
Pasition ¢ -
Scale % »| 100%  [auosede|———— Click Auto-Scale to use the automatic scaling

feature. For more information, see

Background (Bitmap) in the Help system.

6 In the Report Format Maintenance window, click OK to save your
report settings.

7 Select Library Master Setup menu > Printer Preferences.
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& Nore 8§ In the. Prir}ter Preferences winc!ow, select the Engble Graphics Printing
The properties for this Printer check box to print reports according to the format

defined for each defined in Report Format Maintenance. The Use Graphic Report Format
printer affect only check box must also be selected on the User Maintenance Preferences

standard reports tab.
and forms. These
properties do not

affect reports or i Printer Preferences (ABC) 5/31/2010
forms created using
CryStaI Reports' ‘whorkstation Name
User Lagon
N-Step HoboPDFE Enable Graphics Printing for this Printer
: H Adobe PDF
Only printers available ——|";cer Fricter Mo
H Microgoft Office Document Image "riker
to the W.Orksltat!on Sage PDF Converter Name [Defaul] ¥
appear in this list box. Size [utorSize] v
Caolar [Default] b

[JBold [] #a [] Underline

Compressed Font

Name [Default] b
Size [Auto-Size] ~
Colar [Dretaul] 4
[ Shaw Native Printer Fonts Only []Bold [ ] s [ ] Undedine
[ ] coee [O)
hébNdOTE _ 9 In the Printer Preferences window, define the appropriate settings at the
The body settings Normal Font and Compressed Font fields for the report body.

you define at the

Normal Font and . . . . . .
compressed Font 10 Click Accept to print reports for the selected printer in the printer list
fields override the box according to the format defined in Report Format Maintenance.
body settings

defined in Report

Format

Maintenance.
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When printing
picking sheets,
Sales Order
invoices, sales
orders, Accounts
Receivable
invoices, RMAs, or
Accounts
Receivable
statements, select
the form code for
printing to a
dot-matrix printer.
For more
information, see
Lesson 15 -
Creating a Report
Setting on

page 110.
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Setting Printing Preferences for Dot-Matrix Printers

To achieve optimum printing speed for dot-matrix printers, native fonts can
be selected through the Windows driver to increase print speed.

Some printer drivers may only have the Default selection available for the
font. If this is the case, you must download an updated driver for your
printer from the printer manufacturer's Web site or select another
compatible driver emulation (refer to your printer manual or consult a
printer manufacturer for details). Each printer has unique font options
available. Most native font selections will print faster than the Default font
selection.

To set printer preferences for dot-matrix printers
1 Select Library Master Setup menu > Printer Preferences.

2 Inthe Printer Preferences window, select the dot-matrix printer from the
printer list.

3 Clear the Enable Graphics Printing for this Printer check box. This
setting is specific to the printer and overrides the global setting.

4  Select the Show Native Printer Fonts Only check box. This is a
temporary filter and must be selected each time you access this window
to change a font.

5 At the Normal Font Name field, select 10 CPI Draft, 10 CPI Courier (not
Courier New), or any font other than Default.

6 At the Normal Font Size field (to match the font selected at the Normal
Font Name field), select 10.
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7 At the Compressed Font Name field, select a font based on the
following information.

¢ If you are using 8.5- x 11-inch paper on a standard-carriage printer, or
8.5- x 11-inch paper on a wide-carriage printer, select 17 CPI Draft,
17 CPI Courier (not Courier New), or any font other than Default.

e If you are using 11- x 14-inch paper, select a value between 10 and 15
(this setting may vary, depending on which printer driver you are

using).

8 Click Accept.
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Lesson 14 - Customizing Forms

Vi There are two types of forms: graphical and nongraphical. Graphical forms
- NOTE yge the Crystal Reports writer to print, while nongraphical forms are

This lesson applies generated directly by the software and are not Crystal Reports-related. All
only to the Job L. . s

Cost, Material form printing tasks allow you to customize the printing of forms and save
Requirements the forms to the Forms file. The Forms file contains a set of default formats

Planning, Payroll,  for printing forms. You can modify the default print formats or create new
and Work Order formats

modules.

Use graphical forms when you want to have optimum control over the font,
color, and overall presentation quality of the form. You can also customize
the graphical form by adding bitmaps and company logos to it. These forms
are designed for you to send to your customers. For an example of a
graphical form, see page 105.

Use nongraphical forms when you are concerned with the speed of printing
rather than the overall presentation quality of the form. Nongraphical
forms print faster because they do not have bitmaps or custom fonts on
them. Also, use nongraphical forms if you are printing to a dot matrix
printer. For an example of a nongraphical form, see page 109.
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é NOTE

This feature is
available only if the
applicable graphical
forms check box is
selected on the
Forms tab in the
module's setup
Options window.

é NoOTE

If this is the first
time you are
selecting the form
printing task, the
Form Template
Selection window
appears instead of
the form printing
task. Select a form
template.

102

Customizing Graphical Forms

You can customize graphical forms, as well as create graphical forms, for all
form printing tasks using the Forms Customization feature. All graphical
forms can be printed using a Windows printer; however, you can only
customize or create forms if the Crystal Reports software is available on
your workstation. Only managers or experienced Crystal Report users
should have Crystal Reports installed.

If a form is modified using the Forms Customization feature, the form will
be modified for all users and the current company. If you require more
control of your form customizations, use Library Master Report Manager to
create forms for a specific user and/or company.

To customize graphical forms in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules

1 Access the form printing task to customize.

[ Payroll Check Printing

Bank Code ] Ck ‘wWells Farga Paprall Cking Direct Deposit Stubs...
Check Date 05/31/2m0
First Check Number 004043

Check Message

Frint checks already printed I:‘ Frint in AMS| Format

O

Check Form Type | Stub, Check v | [ Multi Part Enable

Form Code A Ck Description | P/R Checks - Preprinted

Stub Lines 13

Selection All Starting Ending

Employee Mumber Ck Py Ck

Check Entry Mo, 9

“heaibestde1\CAIDEVPT [ Erint I Preyiew I Printer Setup @

Enter bank code JwS | ABC 54312010
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2 At the Form Code field, click the Lookup button and in the Form
Template Selection window, select a form code and click OK. Several
forms have three default templates:

* A template for printing on a preprinted form
¢ A template for printing on plain paper

* A template for printing on plain paper in a graphical format with a
marbled background

The preprinted form prints only data. The graphical form prints data,
titles, and graphical elements.

i Form Code List |E|E|

Code User Compary Description

$§8  ABC P/R Checks - Preprinted

& NoOTE

3 To print forms to multiple locations, in the form printing task window,
The Multi-Part . . . . .
; o click Multi Part Enable to specify the printers to use for a multi-part
eature is available .
only if the Multi Part form and click OK.

Enable check box is

selected in the form
printing task [ Multi-Part Form Maintenance

window. Description | P/R Checks - Frepiinted |

Copiss [ Shadow | | [Lase Printer on My Documents+ pe | | Printer 1 Setup.. |
Part 2 [] Copies |1 | \ I |
Part3 [] Copies |1 | \ I |
Part 4 [] Copies |1 | \ I |
Part5 [] Copies |1 | \ I |

JwS | ABC 5/31/2010
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For example, using the multi-part feature you can print the following
copies of a sales order:

* A file copy to your draft printer
¢ A warehouse copy to the printer located in your warehouse
* An original copy to your high-quality laser printer

4 In the form printing task window, click Form to modify a form using the
Crystal Reports software. The Crystal Reports software launches with
the form in view.

If you do not have access to the Crystal Reports software on your
workstation, a dialog box prompts you to install Crystal Reports.

5 In Crystal Reports, make the customizations to the form, as needed, and
save the form.

6 After you have made modifications to your graphical forms using
Crystal Reports, in the form printing task, click Print.

7 Inthe dialog box that appears, click Align to print an alignment pattern
using the software to verify your new form layout. Because this is
special logic built into the software for graphical forms, printing or
previewing your customized forms from Crystal Reports may not
provide you with an accurate presentation of your final form layout.
Printing an alignment pattern is very important when making
modifications to your graphical forms, such as checks or invoices.
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The following is an example of a graphical marbled form created using

Crystal Reports.

ABC Distribution and Service Corp.

DISTRIBUTION
COMPANY

LESSON 14 - CUSTOMIZING FORMS

THIRD NATIONAL BANK OF NOWHERE

*THREE HUNDRED AND 13 /100

Payw the

JERRY A. THOMAS

orderaf 4121 W.35th Street

Apartment 201

MILWAUKEE, WI

P.O.Box 1213

DATE
5/31/2010

004

No.

004043

AMOUNT
tttt*t*sm ]_311

043

004043

EMPLOYEE SOCIAL SEC. NO. PAY RATE PERIOD END CHE CK NO.
110000100 THOMAS. J 086-33-123% 13.850 HW 5/31/2010 004043
DEDUCTION
Regular 4000 554.00 8,1909.20 Fadersl W/H 1.28 1,010.68
Overtime 0.00 0.00 200.85 FICA 3163 456.10
Holiday 0.00 0.00 271.60 EILC. 0.00 3.05
Sick Pay 0.00 0.00 110.80 Madicars 7.63 133.07
Benus 0.00 0.00 24832 WI State W/H 2463 516.06
Vacation Pay 0.00 0.00 110.80 Health Insur 6000 540.00
Crdit Union 100.00 1,600.00
401k Plan 2770 5540
GROSS EARNINGS: 554.00 9,232 57 TOTAL DEDUCT: 253.87 4,323 45
NET EARNINGS: 300.13

EMPLOYEE

11-0000100 THOMAS. ]

SOCIAL SEC. NO.
G86-53-1235

PAY RATE
13 850 HW

PERIOD END

5/31/2010

004043

CHE CK NO.

Regular 4000 554.00 B.100.20 Faderzl W/H 101068
Overtime 0.00 0.00 200.85 FICA 436.19
Holiday 0.00 0.00 27160 EIC. 3.05
Sick Pay 0.00 0.00 110.80 Medicars 13307
Bonus 0.00 0.00 24031 WI Stata W/H 516.06
Vacation Pay 0.00 0.00 110.80 Health Insur 540.00
Credit Unien 1.600.00

401k Plan 5540

GROSS EARNINGS: 3554.00 9,232 .57 TOTAL DEDUCT: 25387 4,323.45

NET EARNINGS: 300.13
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Customizing Nongraphical Forms

& NOTE

: You can customize the size and alignment of nongraphical forms, as well as
To customize specify the print position for each data field on form printing tasks. You can
nongraphical forms,

the applicable also customize the heading and titles, and add or delete fields on the form.
graphical forms As you customize a nongraphical form, you can save the settings using a
CreCké"?Xt:L‘St be single-character form code, which allows you to create and save multiple
Cleared In the

formats.

module's setup
options window.

To customize nongraphical forms in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules

1 Access the form printing task to customize.

i Payroll Check Printing

Bank Code B |G, wells Fargo Payrall Cking Direct Deposit Stubs. .
Check Date 05/31/2010
Firgt Check Mumnber 004042

Check Message
Print checks already printed I:|

Check Form Type | Laser - Check, Stub, Stub »

Form Code =S Diescription | Chk. Stub, Stub
Selection Al Starting Ending
Employes Mumber Q, sy N
Check Entiy No. 3
hcaibestde 1 CAIDEVP? [ Erink I Preyiev ] Printer Setup @
Enter bank code IS &BC 5/31/2010

2 In the form printing window, select a form code.

3 To specify the numeric masks and other options for the form, click
Options.

106 Getting Started Guide



é NoOTE

The form code
selected in the form
printing task
window appears but
cannot be changed.

LESSON 14 - CUSTOMIZING FORMS

4 In the Form Options window, customize the numeric masks that
determine how dollar amounts print and other information is used for
the form, then click OK.

[ Check Printing - Form Options

Form Code: A Chk, Stub, Stub

Numneric Masks

Earnings Hours #H#1.00- Pay Aate 000
Eam/Ded Amount HHH 00 Eam/Ded Rate | ##H#H#H#.000-
¥-T-D Amount HHHH HHH.00- Check Amourt | “H# HHE .00

Frint second check stub
Starting line number for 1st stub

Ending line number far 13t stub

Starting line number for 2nd stub
[ oK l LCancel l Beset

ABC | B/31/2010

Enter the mask to be uged when printing the Earnings Hours i

o

5 In the form printing window, click Form.

6 On the Forms Customization Header tab, customize the general form
alignment information to suit your needs.

{5 Forms Customization

Forms Code Chk, Stub, Stub

1. Header ] 2 Detail ]

Print Descriptions _'_l

[ Print Compressed Click Reset to

[] Form Feed reset the

Length of Fomn information to

With of Form the original

Top Margin® (1/1000th inch) default values if
you have made

Tatal Number of Lines in Grouping | 013 changes.

Mumber of Lines per Detail ltem am

Starting Line Mumber for First ltem 024

BO

JwS | ABC 543142010
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® Select the Print Descriptions check box to print headers individually
for each field. If this check box is cleared, all header printing is
suppressed and cannot be changed.

® Select the Form Feed check box to force a form feed at the end of each
form to prevent creeping on subsequent pages. This makes setting
the length of the form unnecessary.

e At the Length of Form field, set the length to 63 or 64 for Laser and
Desk Jet Windows printers. If you are printing to a dot matrix printer
or a Device Configurator Physical device, set the length to 66. An
incorrect setting may cause the form to creep if the Form Feed check
box is not selected.

¢ The Top Margin field setting is used only for forms printed using
Windows printer drivers. Changing the top margin moves the entire
form up or down vertically.

7 Onthe Forms Customization Detail tab, specify the data to print and the
print positions of each available data field for the form.

[ Forms Customization

Forms Code | A Chk, Stub, Stub

1. Header ] 2 Detail ]
MET EARNINGS THIS CHECK
Data Frint  Line (033 | Tab |022 | Misc Flag
Description  [_] Print  Line Tah Description
Field Description Frint? Line Tab Frint? Line Tab Description Mizc
EMPLOYEE HEADING ¥ 021 004 ---EMPLOYEE--- -~
SOCIAL SECURITY NUMBER ¥ 0zz 032 ¥ 021 031 SOCIAL SEC NO
BAY RATE ¥ 02z 045 ¥ 021 046 PAY RATE
PAY PERIOD ENDING DATE ¥ 0zz 080 ¥ 021 083 PERIOD END
CHECK NUMBER ON STUB ¥ 02z 071 ¥ 021 070 CHECK NO_
EMPLOYEE NUMBER ¥ 0zz 001 u
EMELOYEE HAME ¥ 02z 012 n
PAY METHOD ¥ 0zz 056 u
BAY CYCLE Y 02z 057 n
COLUMN 1 DESCRIPTICN ¥ 024 003 EARNINGS
COLUMH 1 HOURS HEADING ¥ 024 015 HOURS b

JWS | ABC | BAIS2000

8 Click Accept to save the formats defined.
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The following is an example of a nongraphical form.

004082
*THREE HUNDRED DOLLARS AND 13 CENIS
05/31/10 wEERERRI00.13%
JERRY A. THCMZS
4121 W. 35th Street
Apartment 201
MILWAUEEE WI 53151
———-EMPLOYEE--— SCOCIAL SEC NO PARY RATE PERICD END CHECE HNO.
11-0000100 THOMAS,J 986-53-1239 13.850 HW 05/31/10 004082
EARNINGS HCOURS AMOUNT YTD DEDUCTICH AMOUNT YTD
Regular 40.00 554.00 8,199.20 Federal W/H 1.28 1,019.68
Cvertime .00 .00 290.85 FICR 32.63 456.19
Holiday .00 .00 271.60 E.I.C. .00 3.05
Sick Pay .00 .00 110.80 Medicare T.63 133.07
Bonus .00 .00 249,32 WI State W/H 24.63 516.06
Vacation Pay .00 .00 110.80 Health Insur 60.00 540.00
Credit Union 100.00 1,600.00
401k Flan 27.70 55.40
GROS55 ERRNINGS: 554.00 9,232.57 TOTAL DEDUCT: 253.87 4,323.45
HET EARNINGS: 300.13
———-EMPLOYEE--— SCOCIAL SEC NO PARY RATE PERICD END CHECE HNO.
11-0000100 THOMAS,J 986-53-1239 13.850 HW 05/31/10 004082
EARNINGS HCOURS AMOUNT YTD DEDUCTICH AMOUNT YTD
Regular 40.00 554.00 8,199.20 Federal W/H 1.28 1,019.68
Cvertime .00 .00 290.85 FICR 32.63 456.19
Holiday .00 .00 271.60 E.I.C. .00 3.05
Sick Pay .00 .00 110.80 Medicare T.63 133.07
Bonus .00 .00 249,32 WI State W/H 24.63 516.06
Vacation Pay .00 .00 110.80 Health Insur 60.00 540.00
Credit Union 100.00 1,600.00
401k Flan 27.70 55.40
GROS55 ERRNINGS: 554.00 9,232.57 TOTAL DEDUCT: 253.87 4,323.45
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Lesson 15 - Creating a Report Setting

& NoTE

This lesson applies
only to reports in

Requirements
Planning, Payroll,
and Work Order.

report setting.

To create a report setting

1 In the report window, at the Report Setting field, select the setting to use

as the basis for your new setting.

After selecting the options and selection criteria for a report, you can save
these selections for future use by using a unique report setting. You can
modules other than Create and save any number of customized report settings per report and
Job Cost, Material  company. Use this procedure to save a report setting based on an existing

{f Budget and History Report (ABC) 5/31/2010 =113

Selections

ACTUAL POSTINGS &, | 2010

ORIGINAL

2010

ACTUAL POSTINGS 2009

Fepart Sefting | STAMDARD Q, ﬂ
Description Budget and History Report

Selting Options

Type Print Report Gettings I Number of Copies 103

Diefault Report Three Hale Purch |

Sort Report By | Account Number b

Optians

Frint Zero Balance Accounts | Yes ~

Print Totals Only I:‘

Information to Print Actual/Budget Fiscal Year | # 5@

Select Field
Account Mumnber
Description

Main

Department

Operand
Al
Al
Al
Al

Value

v

“heaibestde1\CAIDEVF?

Keep Window Open After

Print [] Preview []

[ Print l Preyiewl Setup

2 To save the report setting based on another report setting, modify the
settings in the report window, and then at the Save button click the
drop-down arrow and select Save As. You can also save the current

report setting by clicking Save.
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é NOTE

The standard set of
reports for modules
other than Job Cost,
Material
Requirements
Planning, Payroll,
and Work Order are
assigned a report
setting of Standard.

3

LESSON 15 - CREATING A REPORT SETTING

If Standard is selected at the Report Setting field in the report window,
you cannot save selections made on the Main or Select tabs in the report
window to the Standard report setting. The settings made in the report
window will revert back to the previous Standard report settings. When
you click Save, the Save As Report Setting window appears allowing
you to save the changes to another report setting name.

In the Save As Report Setting window, at the Description field, type the
description for the report setting you are saving.

[ Save As Report Setting

Fieport Setting STANDARD
Description Budget and History Report

Setting Options

Type

Default Fisport

Office Merge Options:

Ahways use this template [

Template

At the Type field, select the report type option.

To save the report setting as your default report setting, select the
Default Report check box.

To set advanced settings for the report setting, perform the following
steps:

a Click Advanced. In the Advanced Setting dialog box, select either the
Standard or Custom option to use a standard or custom report when
printing the report.

b If you selected the Custom option, enter the path to the custom report
and click OK.

In the Save As Report Setting window, click OK to save the report
setting. Changes made to an existing report setting are saved to a new
report setting name or to the current report setting name. The report
setting that you created will be available at the Report Setting field in
the report window for future use.
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Lesson 16 - Setting Up Sales Tax Information

Depending on the states in which you conduct business and the type of
business you have, you may be required to calculate sales tax on items sold
and items purchased. The software allows you to calculate, track, and
report sales tax information. To calculate sales tax, you must define
information in Sales Tax Class Maintenance, Sales Tax Code Maintenance,
and Sales Tax Schedule Maintenance. Sales tax information defined in these
tasks is available to all companies.

The setup of sales tax information consists of the following four-part
process:

1 Defining Sales Tax Classes: The tax class is used to define tax
classifications. These tax classes are then assigned to each sales code,
inventory item and miscellaneous charge code.

2 Defining Sales Tax Codes: The tax code is used to define whether a tax
class is taxable. It is also used to define a tax rate, if applicable.

3 Defining Sales Tax Schedules: A tax schedule groups individual tax
codes.

4  Assigning Sales Tax Schedules: Tax schedules are assigned to each vendor
and customer, based on the vendor's location or purchase address and
the customer's location or ship-to address.
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Defining a Sales Tax Class

The first step in defining sales tax information is to define different types of
Vi tax classifications in Sales Tax Class Maintenance. The following three tax
NoTE classes are defined automatically by the system and cannot be deleted:
The TF (Taxable .~ njontaxable (NT), Taxable (TX), and Taxable Freight (TF). A tax class must

Freight) tax class is X il s :
used to calculate e defined for each classification of goods and services that are taxed at

sales tax on freight different rates.
amounts.

To define a sales tax class
1 Select Library Master Setup menu > Sales Tax Class Maintenance.

2 In the Sales Tax Class Maintenance window, enter a class at the Tax
Class field.

3 At the Description field, type a description for the tax class and click
Accept. Repeat steps 2 and 3 for each tax class you need to define.

i Sales Tax Class Maintenance (ABC) 5/31/2010 ([=1E9)

Tax Class Dezcription

Nortaxable
Taxable Freight
Tauable

arm

(2 [ s ]BIO)

After defining sales tax classes, assign the tax classes to sales codes,
inventory items and miscellaneous charges.
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Defining a Sales Tax Code

After defining tax classes, you must define sales tax codes in Sales Code
Maintenance. You must set up a tax code for each tax jurisdiction (such as
state, county, local or province) to which your business reports sales tax
information. The sales tax codes defined determine the rate to calculate for
each tax class defined in Sales Tax Class Maintenance and are used to
determine if sales tax is calculated on both items sold and purchased.

To define a sales tax code
1 Select Library Master Setup menu > Sales Tax Code Maintenance.

2 In the Sales Tax Code Maintenance window, enter a code at the Tax
Code field and type a description at the Description field.

[ Sales Tax Code Maintenance (ABC) 5/31/2010

Tax Code 4 4 b M
Desciiption | Califomia Short Desciiption | Califo
Tanable Limit 0.00 Calculate Sales Tax on Retention O
Expenze to Yendar/tem Tax on Tax O Tax Class
Tax Class Description Tax Rate Sales | Purchases = Monrecoverabls Pt
1 |NT Nontarable 000000 O O 0oo =
2 |TF Taxable Freight 000000 O O 0oo
3 [T Taxable £.000000 A O 0oo
1a oooooo [ O 000

3 If the tax code you are defining has a limit, enter the Taxable Limit field.
For example, some tax jurisdictions have a limit for the amount of sales
tax that can be defined on an invoice, sales order, or receipt.

4 At the Short Description field, type a short description. This description
will be used when printing tax detail on forms.
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& Nore 5 Complete one of the following options:

lgi gslgﬂf;ﬁtiiles e Select the Calculate Sales Tax on Retention check box to calculate

check box is sales tax on the invoice amount less retention.

available only if the

Job Cost module is e (lear the Calculate Sales Tax on Retention check box to calculate the

installed. sales tax on the full invoice amount, regardless of retention. For more
information, see Sales Tax Code Maintenance - Fields in the Help
system.

6 Complete one of the following options:

* Select the Expense to Vendor/Item check box to allocate the
non-recoverable portion of purchase's sales tax to the vendor's
Expense account in Accounts Payable or to the Inventory account in
Purchase Order.

¢ (Clear the Expense to Vendor/Item check box if the non-recoverable
portion is not to be allocated. For more information, see Sales Tax
Code Maintenance - Fields in the Help system.

7 Complete one of the following options:

* Select the Tax on Tax check box if this tax code is subject to taxation
by other tax jurisdictions, and proceed to step 8.

* Clear the Tax on Tax check box if the tax code is not subject to tax on
tax, and proceed to step 9. For more information, see Sales Tax Code
Maintenance - Fields in the Help system.

& Nore 8 If you selected the Tax on Tax check box, enter a class to be used for Tax

The Tax Class field on Tax calculations at the Tax Class field (next to the Tax on Tax check
next to the Tax on

Tax check box is box).
the only place you

can enter a "tax on

tax" tax class; you

cannot enter this in

Sales Tax Class

Maintenance.
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9 For each tax class defined (except for tax class NT which cannot be
maintained or deleted), complete the following fields:

a Select the Sales check box to calculate sales tax for this code, or clear
the Sales check box if sales tax should not be calculated.

& Nore b At the Tax Rate field, type the tax rate percentage to use for

If your tax calculating taxes
jurisdiction charges & :

tax on freight, you

must set up a tax ¢ Select the Purchases check box if purchases are taxable for the tax
rate for the TF tax class entered and proceed to step d. Clear the Purchases check box if
class in each

: the purchases are not taxable and proceed to step e.
applicable tax code.

d If the Purchases check box is selected, type the percentage of the
purchase tax that cannot be recovered at the Non-Recoverable %
field. Enter 0 (zero) at this field if all purchases sales tax is to be
posted to the Accounts Payable Sales account. Enter 100 at this field
to post all of the purchases sales tax to the Non-Recoverable account.

e Click OK.

10 Click Accept. The following example shows a rate of 7.25 will be
calculated for items assigned to the Taxable (TX) tax class for items sold.

[ Sales Tax Code Maintenance (ABC) 5/31/2010

Tax Code 44 bR
Description | California Short Description | Califo
Taxable Limit o.an Calculate Sales Tax on Retention O
Erpense to Yendor/ltem Taxon Tax O Tax Class
Tax Class Description Tax Rate Sales | Purchases = Monrecoverable Pct
1 |NT Montaxable 000000 O O .00
2 |TF Tarable Freight 000000 O O .000
El Tanable 7250000 [ O .00
4 000000 O O .000
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Defining a Sales Tax Schedule

After defining sales tax codes, use Sales Tax Schedule Maintenance to group
tax codes that make up a total sales tax rate for assignment to customers
and vendors, and to establish whether tax detail will print on sales orders
and invoices. For example, if a specific county requires that you calculate
both state and county tax, create a sales tax schedule that groups the state
and county tax together.

To define a sales tax schedule
1 Select Library Master Setup menu > Sales Tax Schedule Maintenance.

2 In the Sales Tax Schedule Maintenance window, enter a schedule at the
Tax Schedule field and type a description at the Description field.
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3 At the Tax Code field, enter a tax code to add to this tax schedule and
click OK. Repeat this step for each tax code you want to add to the tax
schedule.

The sequence in which the tax codes are entered is very important
because of "tax on tax" calculations and the establishment of the
primary tax code. If a tax code is taxable by another tax code, it must be
calculated first. For example, if tax code CA is taxable by tax code OR,
CA would have to be calculated first to get an accurate calculation for
the OR tax code. The first tax code entered will become the primary tax
code. The primary tax code is used during the calculation of taxable and
nontaxable amounts on each invoice and printing/updating of sales tax
history.

[ Sales Tax Schedule Maintenance (ABC) 5/31/2010

Tax Schedule 144 b B
Description Bart
Print Tax Code D etail O
Tax Code Description
1 Ca Calfamnia [Primary| ?4‘ o
2 CABA Bart
EN 12

[ fccept ] Lancel [ Delete

4 Click Accept.
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Assigning a Sales Tax Schedule

After sales tax schedules are defined, use Customer Ship To Address
Maintenance and Purchase Address Maintenance to assign each customer
and vendor address to a default tax schedule. Default tax schedules can be
changed when entering transactions.

To assign a sales tax schedule to a customer address
1 Select Accounts Receivable Main menu > Customer Maintenance.

2 In the Customer Maintenance window, enter the Customer Number
field. At the drop-down button, click Ship To Address.

3 In the Customer Ship To Address Maintenance window, enter the
Location Code field.

4 At the Tax Schedule field, enter a sales tax schedule and click Accept.

ﬁfﬂ Customer Ship-To Address Maintenance

Location Code 44 b Bl
Name Avnet Processing Corp
Address Wiestem Division @ Residential Address [

1311 M., 15th Shest

ZIP Cods 92653

City Miimar State [Ca

Courty Uss |G United States of America

Telephane (21315569842 Est

Far

E-mail Address [l
Contact RS

Warehouse Q,

Salesperson 0200 |G, ShelyWestand

Sales Tax

TanSchedul | CA Q, Caiforia

(e | o | e JBJ)
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To assign a sales tax schedule to a vendor address
1 Select Accounts Payable Main menu > Vendor Maintenance.

2 In the Vendor Maintenance window, enter the Vendor No. field and
click Purchase Address at the drop-down button.

3 In the Purchase Address Maintenance window, enter the Location Code
field.

4 At the Tax Schedule field, enter a sales tax schedule and click Accept.

[ Purchase Address Maintenance

Location Code I4 4 & B
Mame | AR PROPERTY |
Address 1001 FICD BLVD &
ZIP Code 92145
City L0OS ANGELES State
Courntry usa, q
Telephone [213] 593-9383 | e | |
Fan [213) 533-8000 | BatchFa: [
E-mail Address [E=i]
Contact Q
Sales Tax
Ta Scherhiie [ &
Exemption Mo. onFile ]
l Accept I Lancel ] Delete
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Lesson 17 - Understanding How Sales Tax is Calculated

This lesson provides examples of how sales tax is calculated. These
examples use the WI (Wisconsin) and WI MIL (Milwaukee) sales tax codes:

¢ The WI (Wisconsin state tax) sales tax code is set up to calculate sales tax
at a rate of 5% on all sales and purchases for items assigned to the
Taxable tax class. It will not calculate sales tax on other tax classes.

e The WIMIL (Milwaukee city tax) sales tax code is set up to calculate
sales tax at a rate of 1% percent on all sales for items assigned to the
Taxable tax class. It will not calculate sales tax on purchases or items
assigned to other tax classes.

WI (Wisconsin) (i Sales Tax Code Maintenance (ABC) 5/31/2010 ([=1E9)
sales tax code - Tax Code 44 b
Description | Wiscongin Short Description | 'Wiscon
Taxahle Lirnit 0no Calculate Sales Tax on Retention O
Expense to Yendor/ltem Taxon Tax 1 Tax Class
Tax Class Description Tax Rate Sales | Puichazes | Monrecoverable Pot
1 NT Montaxable 000000 O O .000 =
2 | TF Taxable Freight 00a0an O O .0oo
3 Taxable 5.000000 [ O .000
000000 O O .000
{5 Sales Tax Code Maintenance (ABC) 5/31/2010
Tan Code 4 4 b bl
Description | Milwaukee Shart Description | Milwau
Tarable Limit 0.0 Calculate Sales Tax on Retention O
Expense toVendor/ltem Tawon Tax O Tar Class
WIMIL
(Milwaukee) sales
Tax Class Description Tax Rate Sales | Purchases | Monrecoverable Pot
tax code =
1 NT MNontaxable .00ooon O O oo S
2 |TF Tarable Freight .000000 O O 000
B Tarable 1.000000 [ O 000
.000000 O O 000

BE
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These examples also use the WI (Wisconsin) and WI MIL (Milwaukee) sales
tax schedules:

* The WI (Wisconsin) sales tax schedule has the W1 sales tax code assigned
to it.

¢ The WI MIL (Milwaukee) sales tax schedule has both the WI sales tax
code and the WI MIL sales tax code assigned to it because Milwaukee
city requires that both state and city tax be calculated for taxable items.

WI (Wisconsin) i Sales Tax Schedule Maintenance (ABC) 5/31/2010 CEX
sales tax schedule TenGuiEs W4 b
Description ‘ Wizconsin |
Frint Tax Code Detail 1
Tax Code Description

Wiscongin [Primary]

=

i

% Sales Tax Schedule Maintenance (ABC) 5/31/2010 =03
TaxSchedue  [WIMIL | 14 4 b Bl ZIFRef . | | State ¥Ref..
Diescription Milwaukee |
Print Tax Code Detail 1

Tax Code Description
1 Wi ‘Wisconsin (Primary) r%, -
2 | WIMIL Milwaukes
HEN %

WI MIL (Milwaukee)
sales tax schedule

[ Accept I LCancel ] Delete
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LESSON 17 - UNDERSTANDING HOW SALES TAX IS CALCULATED

Example 1 - How Sales Tax is Calculated in Accounts
Receivable

This example shows how sales tax is calculated on Accounts Receivable
invoice 1000158-IN. Invoice 1000158-IN has the following settings:

® On the Invoice Data Entry Header tab, the WI tax schedule is selected.

® On the Invoice Data Entry Lines tab, line item 1 (Standard Gadget) is
$145 and is assigned to the TX tax class, indicating that this item is
taxable.

% A/R Invoice Data Entry (ABC) 5/31/2010 Q@@
Inwoice Number l:l 4 4 &k E Eatch | 00002 Customer... Credit..

1 Header l 2 Lines ] 3 Totale l

Customer Mo, 01-RSSUPPL Q =] R &S Supply Carp.
Invoice D ate 5312010 | femsCoge |0 | Net30Daps
Due Date 6/a0/2mn | Ship Method UPS RED |%
Dizcount Date s/3temn |7 Salesperson 0200 ‘Qh Shely W estland
WI (Wisconsin) Nt Irvvnice Amt Comment
sales tax schedule P ;
is selected. U Sty [ A/R Invoice Data Entry (ABC) 5/31/2010
Ywfisconsin Irrvoice Mumber l:l 4 4 b kil = Batch | 00002 Custorner... Credit.
1. Header ] 2. Lines ] 3. Totals ]
= Bk o =EEm-
Itemn Code: Quantity Price Amaunt Comi
I 00 1.000 145.000 14500 §
2 .ooo .0on .o
< b
Descripion | Standard Gadget ~
. GL Account | 400-01-00
TX tax class is selected Cost 56,000
for the Standard Gadget. Tanllss | T 2
Net Irwoice 145.00
B
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Tax Calculated Using the WI (Wisconsin) Sales Tax Schedule

To view how tax is calculated for invoice 1000158-IN, on the Invoice Data
Entry Totals tab, click Tax Detail. In the Tax Detail window, you can see that
$7.25 (100 x 7.25%) in sales tax has been calculated for the WI (Wisconsin)

sales tax schedule.

WI (Wisconsin) 1ih Tax Detail [ BX

sales tax schedule Document | 1000158 | Customer | 01-RSSUPPL [R5 Supply Corp.
is selected. — Schedule ' ‘wiiscansin
Tax Code T ax Ammount Exemption Mumber | Tawxable Sales | Montakable Sales.  Exg
1wl | 7.25 145.00 0o
< *
Total 725 — $7.25 sales tax
is calculated.
(& o]
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LESSON 17 - UNDERSTANDING HOW SALES TAX IS CALCULATED

Tax Calculated Using the WI MIL (Milwaukee) Sales Tax
Schedule

For invoice 1000158-IN, if the tax schedule on the Invoice Data Entry
Header tab is changed from WI tax schedule to WI MIL tax schedule, sales
tax is calculated for both the Wisconsin state (WI) and Milwaukee city (WI
MIL) sales tax codes because both of theses sales tax codes are included in
the WI MIL tax schedule.

The following Tax Detail window shows how tax is calculated when the
WI MIL tax schedule is used. You can see that $7.25 (100 x 7.25%) in sales
tax is calculated for the (WI) Wisconsin sales tax code, and $1.45 is
calculated for the (WI MIL) Milwaukee city sales tax code. The total tax
amount is now $8.70 for the invoice.

WIMIL (Milwaukee) — JGediEal

sales tax schedule Document | 1000168IN | Customer | 01-RSSUPPL R &5 Supply Carp.
is selected. — X schedue WML Milraukes
Tax Code Tax Amaunt Exemption Mumber | Taxable Sales | Montaxable Sales| Exg
1w 7.5 145.00 o
2 |wWIML 1.45 145.00 oo
< >
Total 870 — $8.70 sales tax
is calculated.
Cx Jol
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NT tax class is
selected for the
Standard Gadget.

For invoice 1000158-IN, let's say the same tax schedule of WI MIL is used;
however, the tax class for the Standard Gadget item on the Invoice Data
Entry Lines tab has been changed from TX (Taxable) to NT (Non Taxable).

The following Tax Detail window shows how tax is calculated when the
NT tax class is assigned to the Standard Gadget item. Notice that sales tax is
not calculated and the entire invoice displays as a nontaxable sale.

[k A/R Invoice Data Entry (ABC) 5/31/2010

126 Getting Started Guide

Invaice Mumber l:l 4 4 b k= Batch | 00002
1. Header ] 2 Lines ] 3 Totals ]
Rikhon [ 1/ Gk B
Item Code Quantity Price Amount Cam
T | 100A4 ‘ qQ 1.000 145,000 145.00
2 ] .aog i
< >
Description | Standard Gadget ~
GL Account | 400-01-00
Cost EB.000
TarClass | MT {5 Tax Detail
I -
Document |1I]I]I]1 581N ‘ Custamer | 01-RSSUPPL R & S Supply Corp.
— Schedule | ‘Wl MIL Mikwaukee
I
Tax Code Tax Amaunt Exemption Mumber | Taxable Sales | Montaxable Sales| Exg
1 Wl o0 oo 145,00
2| WIMIL o0 oo 145,00
£ >
Total .on
No sales tax
is calculated.



LESSON 17 - UNDERSTANDING HOW SALES TAX IS CALCULATED

Example 2 - How Sales Tax is Calculated in Accounts
Payable

This example shows how sales tax is calculated on Accounts Payable
invoice 75-145. Invoice 75-145 has the following settings:

® On the Invoice Data Entry Header tab, the WI MIL tax schedule is
selected.

¢ On the Invoice Data Entry Lines tab, the total distribution amount for
this invoice is $100.00. This is the total purchase amount that is taxable.

i3 A/P Invoice Data Entry (ABC) 5/31/2010 CEX
Wendor Mo, 4 4 b kil =
Marne: Stevens Supply |
Invaoice No
1. Header l 2 Lines ]
Invoice Date sa3ts2mn |50 Temms Code 0z (@, 2% 100w, NET 30 DAYS
Irvvaice Amount 106.00 Irvoice Due Date 6/30/2M0 =
Freight 0o Dizcount Due Date | 6/10/2010 :
Sales Tax oo Discount Amaunt 210
Subject to Discount 105.00
Prepaid Invoice Q,,,
WIMIL (MllWaUkee) Hold Payment [] Separate Check. []
sales tax schedule Sl T Comment || |
is selected. — Schedule iz
SISt (15 A/P Invoice Data Entry (ABC) 5/31/2010 [ k3
Use T
T B Md b b
M ame Stevens Supply |
@ Irvoice No.
1. Header 1 2 Lines ]
. Amaurt Comment
$1 00.00.|s gntgred a 10000
for the distribution | ‘ il
amount.
Description | Freight - ‘West
Distribution Balance | 5.00 | Total | 100.00 |
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Tax Calculated Using the WI MIL (Milwaukee) Sales Tax
Schedule

To view how tax is calculated for invoice 75-145, on the Invoice Data Entry
Header tab, click Tax Detail. In the Tax Detail window, you can see that
$5.00 (100 x 5%) in sales tax has been calculated for the WI MIL (Wisconsin)
sales tax schedule.

Remember that the WI MIL tax schedule calculates tax for both WI
(Wisconsin state) and WI MIL (Milwaukee city) sales tax codes. Also, keep
in mind that the WI sales tax code is set up to calculate sales tax on items
which are purchased (Purchases check box is selected in the Sales Tax Code
Maintenance window) but the WI MIL tax code is not set up to calculate
sales tax on items which are purchased (Purchases check box is cleared in
the Sales Tax Code Maintenance window). Therefore, sales tax on
purchased items is calculated only for the WI (Wisconsin) state tax code
even though both tax codes (WI and WI MIL) are included in the WI MIL
tax schedule.

I Tax Detail
i Document 75-145 WVendar 01-5TEW Stevens Supply

WIMIL (Milwaukee) — schedie [l ML Milwaukes
sales tax schedule
is selected. Tax Code Usze Tax Amt Exempt on File Exemption Mumber | Ta %

wi 0 O

2 |WIMIL .00 .00 O
< b3
Total 500 |- $5.00 sales
tax is

["] calculated.
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LESSON 18 - CHANGING SALES TAX INFORMATION

Lesson 18 - Changing Sales Tax Information

& Nore After setting up sales tax information, you may need to modify the sales tax

This lesson . . . . .
information defined in Sales Tax Class Maintenance, Sales Tax Code
assumes that sales

tax information has  Maintenance, or Sales Tax Schedule Maintenance. For example, the sales tax
beensetupand  rate for a tax jurisdiction changed.

sales tax has
already been
calculated on
transactions.

To change sales tax information

1 Select Library Master Setup menu > Sales Tax Class Maintenance, Sales
Tax Code Maintenance, or Sales Tax Schedule Maintenance.

2 The following warning appears informing you that changes you make
may impact sales tax calculations and reporting. Click OK.

[ Sage MAS 200

- W arning: 4ny changes may impact sales tax calculations and reporting. Make sure that no data entry is in
\2 progress. After changes have been made. 1un the Sales Tax Calculation Utility from Accounts Receivable or
Accounts Payable Utilities for each applicable company.

3 Make the necessary changes in Sales Tax Class Maintenance, Sales Tax
Code Maintenance, or Sales Tax Schedule Maintenance and click
Accept.

AWARNWG 4 You must recalculate the sales tax previously calculated on unposted
Before recalculating invoices, sales orders, purchase orders, manual checks, returns, and so
sales tax, back up on. To do this, select either Accounts Payable Utilities menu > Sales Tax
all data files. . . leye
Calculation or Accounts Receivable Utilities menu > Sales Tax
Calculation.

5 In the Sales Tax Calculation Utility window, select one of the following
options:

* Select the Recalculate Sales Tax for all Records option to recalculate
taxes for all records.
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é NOTE

Records that have a
status of "invalid tax
calculation" display
the Recalc Tax

button in data entry.

¢ Select the Recalculate Sales Tax for Flagged Records Only option to
recalculate taxes for only those records that are flagged as invalid tax

calculation.

£ A/P Sales Tax Calculation (ABC) 5/31/2010 [=]2/(X]

S ales tax will be recaloulated for the items selected below bazed on
the current tax information.

Repetitive Invoices P/0 Orders
AP Invoices P/0 Receipts
A/P Manual Checks P01 Retums
Recalculate S ales Tax for all Records @
Fecalculate Sales Tax for Flagged Records Only [

Proceed LCancel E

6 Click Proceed to recalculate the sales tax.
When sales tax is recalculated, the following occurs:

¢ Only unposted transactions are affected. This includes sales orders,
purchase orders, and unposted invoices.

e Posted transactions are not modified. If the amount of sales tax
calculated was incorrect, you must manually adjust the invoice through
a credit memo or debit memo.

e Recurring invoices are updated if they contain sales tax information.
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Appendix 7

Troubleshooting

What are System Messages?

When the computer system encounters a condition requiring your
attention, a System Message dialog box appears.

System Message Dialog Box Example

Q File PR_OTABC.S04 not found
&

Some messages reflect a normal operational situation, such as the
printer being off-line. Usually, the resolution is simple, and you can
proceed without difficulty.

Other messages can indicate a problem with the hardware or with the
data files. A problem of this nature may require help from your Sage
business partner.
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Appendix A Troubleshooting

Obtaining Additional Information

If a message dialog box appears, click Info in the Error window to obtain
additional information about the message.

[ Error

Q

Inf ]

Eror #12: File does not exist [or alieady exists]
Program  PRWMAA, Line 0410

Stack ] Global Flags ] Dump ] Files: ]I

Error Information

Click System Info to view

File provides. ddf PR1 P/R Emplayee Master File
Charinel 552
Kay [n/a)

Last Channel Opened B
Last Channel Accessed 1

. . R Application Payroll (4.40)
|nformat|lon reg'flrdln.g the )T A
workstation. This utility does
not contain information specific Bytes Free 29,586,695
Serial Number 0810-001-0030084 System Infa

to the software.

[ T ]

R

5 Error ﬁ‘@
Error #12: File does not exist [or already exists]
Program  PRwRMAS Line 0410
Infao 1 Stack 1 Global Flags 1 Durmp 1 Files }
Open Files Public: Programs
[ Chan I Mame ] [ Program Size
0 CAISD0ZB8ZRMD(Terminal ID) TAE. PVC 11217 A
& SYOCTL Systew Control File FOLDER. PVC Z8zok
32757 5Y_Module. M4T _WINPROC.TEL 1z040
3Z758 SY RPolefecuricy.MdT _WINPROC 18843
32753 BY UserSecurivy.M4T _WINPROC.DSP 29368
32760 SY Task.MdT ST _HOTHEY 31z7
32761 BSYOCTL System Control File GROUP. PVC 3721
3Z76Z SY RPolefecuricy.MdT COLOR.DEP 2ge0
32763 BY UserSecurivy.M4T _WINAPI 17745
32764  SY User.MdT _INFO 14038
32765 5Y_Task.M4T SY_FILE.PVC 15191
32766 prowvidex. dde ST _SESSION. PVC 3133
32767 providex.ddf SY_PERSONALIZE. 8853
_MEGLIE £Ed
CH_NOMADSLINE 2618 W
(=] - (&2 J5[0)

Before contacting a Sage business partner, write down any system messages
appearing on your monitor. Copy the message and indicate the program
and function being performed when the message occurred. Click the Print
button to print the error information.
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