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Setting Up Sage 300 ERP Security

5.

6.
7.

Click the Import from Sage 300 ERP button.

A list of 100 customers or vendors appears at a time while they are
being imported.

Note: If you are importing data from a large database for the first
time may be lengthy.

When the process is complete, Sage CRM displays the number of
customers or vendors (and ship-to and remit-to addresses) imported,
and the Continue button appears.

Click Continue to return to the Sage 300 ERP Administration screen.

Repeat steps 1 to 6 to export vendors.

If you want to import National Accounts information from Sage 300 ERP,
use the following procedure.

To
1.

import national accounts:

On the Sage 300 ERP Administration screen, click Import National
Accounts.

Specify a range of accounts to import, and then click the Import from
Sage 300 ERP button.

Sage CRM imports the accounts and a confirmation screen appears.
Click Continue to exit.

Repeat steps 1 to 3 for each company.

Setting Up Sage 300 ERP Security

On

the Sage 300 ERP Administration screen, you can set up two levels of

security: user level and database level.

l

User Level. You use Sage 300 ERP user-level security to define a
user’s access permissions for integrated screens, such A/R Inquiry.
These permissions apply to all Sage 300 ERP integrated databases
except the databases specified in Sage 300 ERP Database-Level
Security.

Database Level. You use Sage 300 ERP Database-Level Security to
define a user’s access permissions for integrated screens, such A/R
Inquiry, where the rights apply only to one Sage 300 ERP integrated
database.
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Viewing Company and Opportunity Information

The screen displays all the optional fields defined for all customers (or
vendors) for a company, as configured in the Optional Fields setup
form in Sage 300 ERP Accounts Receivable (or Accounts Payable).

The Value Set and Auto Insert values reflect the values set in
Sage 300 ERP. For descriptions of these fields, refer to the
Sage 300 ERP documentation.

The optional fields that apply to the current customer (or vendor) are
selected in the Field Exists check box.

3. To edit optional fields, click Change in the right sidebar.

The check boxes are available.

l

Enter (or edit) a value, and then select both Value Set and Field
Exists.

Note: To save the value, you must select Value Set. You can
clear the Value Set check box if the optional field has not been
set up with a default value in Sage 300 ERP. If it is cleared, the
field’s value will also be cleared.

You must select the Field Exists box to apply an optional field
(including a blank optional field if allowed) to the customer (or
vendor). If you clear the check box, the optional field no longer
applies to the customer or vendor.

The Auto Insert label next to the Field Exists check box appears
only for fields with Auto Insert set to ‘Yes’ in Sage 300 ERP, and is
for display only. To change Auto Insert, use the Optional Fields
setup form in Sage 300 ERP Accounts Receivable or Accounts
Payable.

Enter any Date or Number optional field in the format defined on
the Preferences tab of My CRM.

Enter any Time optional field in the following format: hh:mm:ss.

Changes you make on this screen will be reflected in Sage 300 ERP
records.

Viewing Customer and Vendor Aging and Statistical Information

You can view summary information for customers and vendors in the
Company context from the Customer Statistics or Vendor Statistics tabs.
These tabs are displayed only for companies with a Sage 300 ERP
customer or vendor number.
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Viewing Company and Opportunity Information

To view credit information for a company:

1.

Select a company.

The Company Summary tab opens.

Click the Customer Statistics or Vendor Statistics tab.

The Customer Statistics or Vendor Statistics screen opens with
Sage 300 ERP credit information:

Credit Information \

Vendor Name
Chloride Systems
1200

vendor
Number

On Hold Status
Not On Hold Active
Balance Due in Vendor Currency
Currency Code
§8,156.36 usD
Amount Retained - Optional
Vend. Curr. Fields

$0.00 Yes

Document Totals \

Year: Period:
2018 'I 01 =

Invoices
Payments
Discounts Taken
Discounts Lost

| Credit Notes
Debit Notes

$ 0.00
$0.00
$ 0.00
$0.00
$0.00
% 0.00

Terms Code
Number of Open

Number of Prepaid

Currency Type:
Vendor -

| [|period to Date |vearto Date

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Aging \

Age as of:

15/09/2009} (=]

Cutoff Date:

Current $ 0.00
1 I $0.00
[ o $0.00
3 o .08
Over |90— $ 0.00

$ 0.00
$ 0.00
% 0.00
$ 0.00
$0.00
$ 0.00

Document History \

Highest Balance
This Year

Highest Balance
Last Year

Largest Invoice
This Year

Largest Invoice
Last Year

Last Invoice
Last Payment

13/04/2019

13/04/2019

01/07/2020
25/07/2020

|15/09/2008

§ 18,815.09
$0.00
§ 18,815.09
$ 0.00

$5,953.75
-$ 270.63

90
=5 Run Aging

=& Vendor
5 Activity

=& Vendor
i Comments

3. On the right sidebar, click Customer Activity or Vendor Activity.

On the Credit Information panel (top-left), you can:

l

Click the Customer Number link to open the Sage 300 ERP A/R

The Sage 300 ERP A/R Customer Activity or Vendor Activity form
appears.

Customers form (or for a vendor, click the Vendor Number link to open

the Sage 300 ERP A/P Vendors form).

Click the Optional Fields link (where available) to view optional fields
associated with the customer (or vendor).

If the customer is set up with a Sage 300 ERP A/R national account
number, click the National Account link to open the Sage 300 ERP A/R

National Accounts form.

In the Aging panel at the top right, you can edit dates and values, and then
click Run Aging in the right sidebar to recalculate the results.

The Document Totals panel displays total values for different types of

transactions. When you change the Fiscal Year, Fiscal Period, or Currency
Type, the details refresh automatically.
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Viewing Company and Opportunity Information

1 The first column lists document types.
1 The second column lists totals for the selected period.

f  The third column lists totals for the selected year, up to and including the
selected period.

1 The fourth column lists totals for the year previous to the selected year.

Note: You can display Documents Totals in either the
customer/vendor currency or the functional currency.

The Document History panel shows statistics about the customer’s (or
vendor’s) document history.

If the customer is set up with a Sage 300 ERP A/R national account number,
national account information also appears at the bottom of the screen.

Viewing and Modifying Opportunity Information

In Sage CRM, you use the tabs at the top of the screen to navigate to
different program screens. The tabs that appear depend on the current
context. This section describes the Opportunity context.

Viewing Opportunity Tabs

When you select a company, Sage CRM displays tabs that appear in the
opportunity context. This is the context in which the Quotes and Orders
tabs appear, allowing you to view, create, and edit Sage 300 ERP quotes
and orders.

To view tabs in the Opportunity context:
1. On the left sidebar, click Find.

2. On the Find list at the top of the screen, select Company. You can
further narrow your search by entering criteria in the fields on the Find
tab.

3. On the right sidebar, click Find.
4. Select the company you want to view from the alphabetized list.
5. Click the Opportunities tab.

The Opportunity Summary page appears, and the Opportunity context
tabs are displayed.
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Viewing Company and Opportunity Information

Viewing and Modifying Opportunity Stage and Status

On the Opportunity Summary screen, you can view information about the
current stage and status of an opportunity as it progresses through the
sales cycle. This information is updated as changes are made in Sage CRM
and Sage 300 ERP.

You can update the Stage and Status fields manually to show the current
status of an opportunity, or if workflow is enabled, you can use the
workflow bullets in the right sidebar to progress the opportunity.

After integration with Sage 300 ERP, these fields are updated as follows
when you create an opportunity, create quotes, promote quotes to an
order, or save an order that completes the opportunity:

1 Create a new opportunity. When you click New Quote or New
Order on the Company Summary screen, Sage CRM creates a new
opportunity automatically. (You can create a new opportunity
manually by right-clicking the New button on the right sidebar and
selecting Opportunity.)

- Stage: Lead
- Status: In Progress

 Create a new quote. You can create a new quote by clicking New
Quote on the Company Summary Screen or the Quotes tab
(available when you are in the Opportunity context).

- Stage: Proposal Submitted
- Status: In Progress

1 Create a new order. You can create a new order by clicking New
Order on the Company Summary Screen or the Orders tab
(available when you are in the Opportunity context).

- Stage: Sale Agreed
- Status: In Progress

1 Promote one or more quotes to an order. On the Quotes tab
(available when you are in the Opportunity context), you can select
one or more quotes to promote to a Sage 300 ERP O/E order. When
you save the order, a message appears that allows you to complete
the opportunity.

If you do not complete the opportunity, you can continue to create
quotes and orders linked to that opportunity, and the Stage and Status
fields are updated as follows:

- Stage: Sale Agreed
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Viewing Company and Opportunity Information

l

Status: In Progress

Complete an opportunity. If you save an order and confirm that it
completes the opportunity, the opportunity will be closed and you
will not be able to create new quotes or orders without reopening it.

Stage: Sale Agreed
Status: Won

Viewing Opportunity Forecast and Totals

On the Status tab of the Opportunity Summary screen, the Forecast field
shows the current value of an opportunity as it progresses through the
sales cycle. This information is updated as changes are made in Sage CRM
and Sage 300 ERP.

l

If the opportunity has quotes but no orders, this field shows total
quote value.

If the opportunity has one or more orders and its status is In
Progress, this field shows total order value plus the value of quotes
not yet promoted to an order.

For any opportunity status, the amount displayed in this field is
always displays the sum of Pending, Order, Shipment, and Invoice
amounts.

On the Opportunity Totals tab, the Amount fields show detailed
information to help you track the opportunity as it progresses through the
sales process.

Note: Amounts for a quote are only included in opportunity totals if
the Include in Opportunity Totals option is selected for the
quote.

This ensures that opportunity totals do not show artificially inflated
amounts. For example, if you create multiple versions of a quote,
you may want to include only the most recent version in
opportunity totals.

Quote Amount. The sum of all quotes included in the opportunity.

Pending Amount. The sum of all quotes included in the opportunity
but not yet promoted to an order.

Order Amount. The sum of all orders for this opportunity that have
not been shipped.

Shipment Amount. The sum of all shipments for this opportunity
that have not been invoiced.
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 Invoice Amount. The sum of all invoiced shipments for this
opportunity.

Note: Shipment and invoice amounts do not include any
miscellaneous charge amounts added to the shipment or invoice.

Importing National Accounts

When you use the Sage 300 ERP Administration screen to import national
accounts, Sage CRM imports the National Account relationship from

Sage 300 ERP. You can view these relationships on the Relationships
screen.

If you make any change to a customer’s national account membership in
Sage 300 ERP, the change will also appear in Sage CRM.

The main national account office must be a customer with the same
customer number as the national account.

For example, the sample company SAMINC includes a national account
called BARMART. The main national account office is a customer with
customer number = "BARMART"”. There are two national account
“children” (members): Barmart San Diego (Customer 1100) and Barmart
Oakland (Customer 1105).

After you import national accounts into Sage CRM, the following
information will appear on the Relationships screen for the customer
“BARMART":

Sage 300 ERP A/R
J]]] Hational Account
Members

Bargain Mart -
Oakland

Bargain Mart - San
DiegoCC

To see the “parent” national account for a customer, click on a national
account member name.
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Changing Customer and Vendor Numbers

Changing

To import a national account:

22.0n the left sidebar, click Sage 300 ERP Administration.

Note: This option only appears if you have administrative rights.

23.Click Import National Accounts.

24.Select a company and a range of relationships to import, or leave
default settings in the From and To fields to import all relationships.

25.0n the right sidebar, click Import from Sage 300 ERP.

Customer and Vendor Numbers

Changes and Copies from Sage 300 ERP Customer Number Change and
Sage 300 ERP Vendor Number Change can be synchronized to Sage CRM.

You can change a customer or vendor number in Sage 300 ERP and see
those changes reflected in Sage CRM.

For example, if you use Customer Number Change to change a customer
number to a new number, the customer number will also be updated to
the new number in the Sage CRM company record.

You can also copy a customer or vendor number in Sage 300 ERP
Customer Number Change and Sage 300 ERP Vendor Number Change and
see those changes reflected in Sage CRM.

For example, if you use Customer Number Change to copy an existing
customer number, both the original customer and the new copied
customer will be available in Sage CRM.

Note: The “combine” feature is not supported.

Promoting a Customer or Vendor to Sage 300 ERP

Use the Promote to Sage 300 ERP screen to promote a Sage CRM
company to a Sage 300 ERP customer or vendor.

Promoting a Company

When you promote a company, Sage CRM automatically checks to see if
the company already exists in Sage 300 ERP. If the company does not
exist, you are prompted to add a unique Customer Number or Vendor
Number and additional fields required by the Sage 300 ERP system.
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Promoting a Customer or Vendor to Sage 300 ERP

To promote a company:
1. On the left sidebar, click Find.

2. On the Find list, select Company. You can specify additional criteria in
the fields on this screen to narrow your search.

3. On the right sidebar, click Find.

A list of companies that match your search criteria appears.
4. Select the company you want to promote.

The Company Summary screen appears.
5. Click the Promote To Sage 300 ERP tab.

6. Select a Sage 300 ERP company database and click Promote to
Customer (or Promote to Vendor) on the right sidebar.

Depending on your choice, the New Customer or New Vendor screen
appears.

Note: Fields marked with an asterisk are mandatory.

7. Enter company details for the company on each tab.

Note: To change the tax class or set the tax status for the new
customer or vendor, click Show Tax Classes on the right sidebar.

You can select up to five salespersons and their sales split if you are
promoting a company to customer.

The Optional Field Values section displays all the optional fields defined
for all customers (or vendors) in a company. Enter optional field
information for a vendor or customer in this screen to apply options to
the current customer or vendor.

8. On the right sidebar, click Promote to Customer (or Promote to
Vendor).

f The company is promoted to Customer or Vendor status, and
company details are available in both Sage CRM and
Sage 300 ERP.

f Company type is set to Customer or Vendor, and the Customer
Number, Credit Limit, Group Code, Tax Group and Terms Code
fields are added to the screen. The Customer Type, Sage 300 ERP
Customer Number, and Credit Limit are read-only.
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Looking Up Inventory Items

1 The customer number of any opportunity-linked Order Entry
quotes, orders, shipments, and invoices assigned to the company
is updated to reflect the new customer number.

Changing a Customer or Vendor Link

If you have used the Import Customers or Import Vendors feature on the
Sage 300 ERP Administration screen to import an existing customer or
vendor into Sage CRM from Sage 300 ERP, the Sage 300 ERP
Customer/Vendor Integration tab appears on the Promote To

Sage 300 ERP screen:

f You can click the Change Customer/Vendor Link button to change
the Customer Number or Vendor Number.

f If you need to delete a customer or vendor in Sage 300 ERP but
keep the customer in Sage CRM, you can click the Unlink this
Customer/Vendor button to delete the existing Customer/Vendor
Number.

Looking Up Inventory Items

After integrating Sage CRM with Sage 300 ERP Product Update 1 or later,
you can look up Sage 300 ERP inventory items from the Company
Summary screen in Sage CRM. This enables you to quickly look up an

item, review available quantities, and create a new quote or order for an
item.

The Item Inventory button appears on the Company Summary screen if
both of the following conditions are met:

The company you are viewing is a Sage 300 ERP customer. (The
button does not appear when viewing other company types such as
vendors, or when viewing non-integrated companies.)

1 Opportunity O/E Inquiry access permission is selected for the
user and/or database. (For information about security, see “Setting
Up Sage 300 ERP Security” in Chapter 6.)

Before you can create a new quote or new order for an item from the
Sage CRM Item Inventory screen, default values must be specified in Sage
300 ERP for the following O/E Order Entry fields:

1 Price List. Price list is defaulted by the following selections, listed in
order of precedence from lowest to highest:

- O/E Options (price list associated with the selected Default
Template Code)
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To

- I/C Items (Default Price List)
- A/R Customers (Customer Price List)

- A/R Ship-To Locations (Customer Price List for the customer's
primary ship-to location)

Location. Price list is defaulted by the following selections, listed in
order of precedence from lowest to highest:.

- O/E Options (location associated with the selected Default
Template Code)

- A/R Customers (Inventory Location)
- A/R Ship-To Locations (customer's primary ship-to location)

Any automatically inserted optional fields. If you use
Transaction Analysis and Optional Field Creator, ensure that all
optional fields with Auto-Insert set to Yes are set up as follows:

- Value Set set to Yes.

- Default Value defined.

Note: You should set up I/C Item Pricing or I/C Contract Pricing for
all potential pricing combinations. If you do not, when you create a
quote or order from the Item Inventory screen, the default price
for the added item may be set to zero.

look up inventory items:

Select a Sage 300 ERP company.

On the Summary screen, in the right sidebar, click Item Inventory.
The Find screen appears.

In the Item Keyword field, type part or all of the item number or
description.

The following special characters are Sage 300 ERP item number
separators: =/ \*.()#. These characters are excluded when searching
against the item number, but are used when searching against item
description.

The percent sign (%) and underline (_) are used as wildcard
characters. The percent sign matches any sequence of characters,
whereas the underline matches any single character.

The open square bracket ([) is a special reserved character that should
not be used in search criteria. It will return no results, even if present
in the item number or description.
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4. Click Find.

Items that match the text you entered appear in the Item Inventory
table, with available quantities displayed in the Total Quantity
Available column.

5. To create a new quote or order for an item:

a.

In the Item Inventory table, click the New Quote or New Order
icon in the row for an item.

Sage CRM creates a new opportunity for the quote or order. The
Quotes screen or Orders screen appears, with a detail line added
for the item you selected.

Review document details, company details, custom fields (if you
use them), and sales split information (if you assign sales splits).

Review and change information for the item included in the quote
or order, such as quantity, price, and discount.

Enter any additional line items to be included in the quote or order.

In the totals area at the bottom of the screen, enter a discount (if
applicable) and check that the other information displayed here is
correct.

When you have finished creating the quote or order, click the Save
button in the right sidebar.

Sage CRM creates the quote or order, links it to the new
opportunity, and displays the document in read-only mode.

After creating the quote or order, you can:
1 Click Edit to edit the quote.
1 Click Print to print the quote.

1 Click Continue to view the Quote Summary or Order Summary
screen, which displays all quotes or orders linked to the new
opportunity.

For more information about creating quotes and orders in Sage CRM,
see the next section in this chapter, “Creating and Working with O/E
Quotes and Orders.”
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Creating and Working with O/E Quotes and Orders

LanPak licenses

Date format

After integrating Sage CRM with Sage 300 ERP, you can view, edit, create,
and save O/E quotes and orders in Sage CRM without using Sage 300 ERP
forms.

You do not need a LanPak license to use the integrated Sage CRM Quote
and Order screens described in this section, which you can use to view,
edit, create, and save O/E quotes and orders in Sage CRM without
opening Sage 300 ERP forms.

You can also use the Sage 300 ERP Inquiry screens described in the
“Using Sage 300 ERP Inquiry Features” section of this chapter, such as
P/O Inquiry and R/A Inquiry, without a LanPak license. However, you do
require a LanPak license to use any of the integrated Sage 300 ERP forms
that can be launched from the Inquiry screens, such as A/R Invoice Entry.

On entry and summary screens for quotes and orders, dates appear based
on the format specified in the language settings for your browser. This
means that dates on these screens may appear in a different format than
dates on other Sage CRM screens, where date formatting is based on your
Sage CRM preferences.

To change browser language settings:

1. In Internet Explorer, click Tools > Internet Options.
2. On the General tab, click Languages.

3. Click Add, and then select a language.

4. Save your settings.

The new language settings are applied, including date formatting if
applicable.

To specify date format in Sage CRM:
1. Right-click My CRM, and then select Preferences.
2. Click Change.

3. On the Date/Time Preferences tab, select a format from the Date
Format list.

4. Click Save.

Creating a New Quote

In Sage CRM, quotes are linked to sales opportunities. You can create a
new Sage 300 ERP O/E quote for a company, whether the company is a

7-20 Sage CRM 7.2 for Sage 300 ERP



Creating and Working with O/E Quotes and Orders

Sage 300 ERP customer or a non-existent customer (a customer that
exists in Sage CRM but not in Sage 300 ERP).

If you create a quote for a non-existent customer, Sage CRM assigns the
customer number CRM999999999 for the new quote. If the customer is
promoted to Sage 300 ERP at a later date (either in Sage CRM or in
Sage 300 ERP), this number is changed to the new customer number
assigned in Sage 300 ERP.

To create a quote for an existing opportunity:
1. Select a company.
2. Click the Opportunities tab.
A list of opportunities for the selected company appears.
3. Select an opportunity.
The Opportunity Summary screen appears.
4. On the Opportunity Summary screen, click the Quotes tab.
The Quote Summary screen appears.
5. In the right sidebar, click New Quote.

The Quote Entry screen appears.

Note: If the company is not a Sage 300 ERP A/R customer, and has
not been linked to a Sage 300 ERP database, you will be asked to
select a Sage 300 ERP database to which to link this company.

6. On the Document Details tab, select the Include in Opportunity
Totals option if you want totals from this quote to be included in the
amounts that appear on the Opportunity Summary and Quote
Summary screens. If you are creating multiple versions of a quote,
you may want to select this option for only one version.

7. On the Quote Details and Company Details tabs, check that the
displayed information is correct, and make changes as needed.

8. If you use custom fields or track sales commissions, review and edit
information on the Custom Fields and Sales Split panels as needed.

9. On the Quote Details tab, enter line items to be included in the quote.
Note the following considerations:

1 After you make any changes to a quote, you must click the
Refresh button (to the right of the Quote Total) if you want to
view the updated information in the Totals section. The results of
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the changes you make will not be displayed in subtotals, order
discounts, tax amounts, or quote totals until you click this button.

1 To change the order of columns that appear in the grid, click the
View menu and then drag and drop items in the list that appears.
The item at the top of the list will appear as the left-most column
in the grid, and so on.

! To add comments for customers, click the Add Comments link in
the Comments column. Comments will appear on the printed
version of the quote.

f To add instructions for Sage CRM and Sage 300 ERP users, click
the Add Instructions link in the Instructions column.
Instructions will not appear on the printed version of the quote.

10.In the totals area at the bottom of the screen, enter a discount (if
applicable) and check that the other information displayed here is
correct.

Note: If you specify an order discount in the totals area, the
discount applies only to the item subtotal and is not applied to any
miscellaneous charges.

If you want to apply an order discount to miscellaneous charges,
open the document in Sage 300 ERP, select the Discount
Miscellaneous Charges option on the Totals tab, and post the
document.

11. When you have finished creating the quote, click the Save button in
the right sidebar.

Sage CRM creates the quote, links it to the currently selected opportunity,
and displays the quote in read-only mode.

After creating the quote, you can:
f Click Edit to edit the quote.
f Click Print to print the quote.

f Click Continue to view the Quote Summary screen, which displays
all quotes linked to the currently selected opportunity. On this
screen, you can review existing quotes, create new quotes, or select
one or more quotes to promote to a new Sage 300 ERP O/E order.

To create a quote and link it to a new opportunity:
1. Select a company.

2. In the right sidebar, click New Quote.
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Note: The New Quote button appears only if the company you
selected is an active company.

Also, if the company is not a Sage 300 ERP A/R customer and has
not been linked to a Sage 300 ERP database, you will be asked to
select a Sage 300 ERP database to which to link this company.

Sage CRM creates the new opportunity automatically in the
background, and the Quote Entry screen appears.

3. On the Document Details tab, select the Include in Opportunity
Totals option if you want totals from this quote to be included in the
amounts that appear on the Opportunity Summary and Quote
Summary screens. If you are creating multiple versions of a quote,
you may want to select this option for only one version.

4. On the Document Details and Company Details tabs, check that the
displayed information is correct, and make changes as needed.

5. If you use custom fields or track sales commissions, review and edit
information on the Custom Fields and Sales Split panels as needed.

6. On the Quote Details tab, enter line items to be included in the quote.

Note: After you make any changes to a quote, you must click the
Refresh button (to the right of the Quote Total) if you want to
view the updated information in the Totals section. The results of
the changes you make will not be reflected in subtotals, order
discounts, tax amounts, or quote totals until you click this button.

7. 1In the totals area at the bottom of the screen, enter a discount (if
applicable) and check that the other information displayed here is
correct.

Note: If you specify an order discount in the totals area, the
discount applies only to the item subtotal and is not applied to any
miscellaneous charges.

If you want to apply an order discount to miscellaneous charges,
open the document in Sage 300 ERP, select the Discount
Miscellaneous Charges option on the Totals tab, and post the
document.

8. When you have finished creating the quote, click the Save button in
the right sidebar.

Sage CRM creates the quote, links it to the new opportunity, and displays
the quote in read-only mode.

After creating the quote, you can:
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Click Edit to edit the quote.
Click Print to print the quote.
Click Delete to delete the quote.

= | -—a A

Click Continue to view the Quote Summary screen, which displays
all quotes linked to the new opportunity. On this screen, you can
review existing quotes, create new quotes, or select one or more
quotes to promote to a new Sage 300 ERP O/E order.

Viewing and Editing Existing Quotes

On the Quote Summary screen, you can view information about existing
quotes for an opportunity, including associated orders, expiration date,
and whether each quote is included in totals for the currently selected
opportunity.

You can click the document number for a quote to view additional details,
and if the opportunity has not been completed or expired, you can edit
quote details.

To view and edit quote details:
1. Select an opportunity.
2. Click the Quotes tab.
The Quote Summary screen appears.
3. In the Document Number column, click a link.

The quote you selected opens in read-only mode in the Quote Entry
screen.

4. 1If the selected company is an active customer and the opportunity has
not been completed, you can click the Edit button in the right sidebar
to edit quote details.

Note: After you make any changes to a quote, you must click the
Refresh button (to the right of the Quote Total) if you want to
view the updated information in the Totals section. The results of
the changes you make will not be reflected in subtotals, order
discounts, tax amounts, or quote totals until you click this button.

5. When you have finished editing, click Save to save your changes.
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Promoting Quotes to an Order

In Sage CRM, you can create a new Sage 300 ERP O/E order by selecting
one or more quotes you have created for an opportunity, and then
promoting those quotes to a new order.

If you create a quote or an order for a non-existent customer (a customer
that exists in Sage CRM but not in Sage 300 ERP), Sage CRM assigns the
customer number CRM999999999 to the new order. If the customer is
promoted to Sage 300 ERP at a later date, this number is changed to the
new customer number assigned in Sage 300 ERP.

Note: For information about promoting a Sage CRM customer to
Sage 300 ERP, see the previous section in this chapter, “Promoting
a Customer or Vendor to Sage 300 ERP.”

You cannot promote a quote to an order if any of the following conditions
apply:

f  The quote has expired
f The quote has already been promoted to an order

f  The opportunity is closed (in this case, no quotes linked to the
opportunity can be promoted to an order unless you reopen the
opportunity)

When you save the new order that is created from the quote or quotes
you selected, a message asks if this order completes the opportunity. If
you complete the opportunity:

 Sage CRM sets the opportunity’s status to Won
f You cannot add new quotes to the opportunity unless you reopen it

f  All promoted quotes are now included in opportunity totals,
regardless of whether you selected the Include in Opportunity
Totals option when creating or editing the quotes.

f  All quotes that have not been promoted to an order will no longer be
included in opportunity totals.

After you promote quotes to a new order, Sage CRM updates the forecast
and total amounts on the Quote Summary, Order Summary, and
Opportunity Summary screens as described earlier in this chapter in the
section “Viewing Opportunity Forecast and Totals.” All quotes that were
promoted to create the order appear in the Associated Quotes column
on the Orders tab.

To promote one or more quotes to an order:

1. Select an opportunity.
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2. Click the Quotes tab.
The Quote Summary screen appears.

3. In the left column, click one or more check boxes to select the quote
or quotes you want to promote to an order.

Note: You cannot select quotes that have expired, or quotes that
have already been promoted to an order.

4. 1In the right sidebar, click Promote to Order.

Sage CRM creates a new O/E order from the quotes you selected. The
order is added to the Sage 300 ERP O/E system.

If the company linked to the current opportunity is a Sage 300 ERP
O/E customer, the Sage 300 ERP customer number appears
automatically in the Customer Number field.

If the company linked to the current opportunity is a non-existent
customer (a customer that exists in Sage CRM but not in

Sage 300 ERP), Sage CRM assigns the customer number
CRM999999999 for the new order.

5. A message appears, asking if this order completes the opportunity.

f If the opportunity is complete and you will not need to create any
more quotes or orders for it, click Yes.

Sage CRM sets the opportunity’s status to Won and clears the
Include in Opportunity Totals option for all quotes that were not
promoted to an order. You cannot create new quotes or orders for
the opportunity unless you reopen it.

f If you may need to create more quotes or orders for the
opportunity, click No.

The opportunity’s status remains In Progress, and the Include in
Opportunity Totals option is unchanged for any remaining quotes
that have not been promoted to an order.

The new order appears in read-only mode in the Order Entry screen.
You can now:
 Click Edit to edit order details.

 Click Continue to view the Order Summary screen for the current
opportunity.
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Creating a New Order

You can create a new Sage 300 ERP O/E order for a company, whether
the company is a Sage 300 ERP customer or a non-existent customer (a
customer that exists in Sage CRM but not in Sage 300 ERP).

If you create an order for a non-existent customer, Sage CRM assigns the
customer number CRM999999999 for the new order. If the customer is
promoted to Sage 300 ERP at a later date (either in Sage CRM or in

Sage 300 ERP), this number is changed to the new customer number
assigned in Sage 300 ERP.

For information about promoting a Sage CRM customer to Sage 300 ERP,
see the previous section in this chapter, “Promoting a Customer or Vendor
to Sage 300 ERP.”

The following procedure describes creating a new order for an existing
Sage CRM opportunity. If you want to create a new order by promoting
one or more existing quotes to an order, see the previous section,
“Promoting Quotes to an Order.” If you want to create a new order and
link it to a new opportunity, see the next procedure in this section.

To create a new order for an existing opportunity:
1. Select a company.
2. Click the Opportunities tab.
A list of opportunities for the selected company appears.
3. Select an opportunity.
The Opportunity Summary screen appears.
4. On the Opportunity Summary screen, click the Orders tab.
The Order Summary screen appears.
5. In the right sidebar, click New Order.

The Order Entry screen appears.

Note: If the company is not a Sage 300 ERP A/R customer, and has
not been linked to a Sage 300 ERP database, you will be asked to
select a Sage 300 ERP database to which to link this company.

6. On the Document Details and Company Details tabs, check that the
displayed information is correct, and make changes as needed.

7. If you use custom fields or track sales commissions, review and edit
information on the Custom Fields and Sales Split panels as needed.
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8.

10.

On the Order Details tab, enter line items to be included in the order.
Note the following considerations:

1 After you make any changes to an order, you must click the
Refresh button (to the right of the Order Total) if you want to view
the updated information in the Totals section. The results of the
changes you make will not be reflected in subtotals, order
discounts, tax amounts, or order totals until you click this button.

f  To change the order of columns that appear in the grid, click the
View menu and then drag and drop items in the list that appears.
The item at the top of the list will appear as the left-most column
in the grid, and so on.

f  To add comments for customers, click the Add Comments link in
the Comments column. Comments will appear on the printed
version of the order.

f  To add instructions for Sage CRM and Sage 300 ERP users, click
the Add Instructions link in the Instructions column.
Instructions will not appear on the printed version of the order.

In the totals area at the bottom of the screen, enter a discount (if
applicable) and check that the other information displayed here is
correct.

Note: If you specify an order discount in the totals area, the
discount applies only to the item subtotal and is not applied to any
miscellaneous charges.

If you want to apply an order discount to miscellaneous charges,
open the document in Sage 300 ERP, select the Discount
Miscellaneous Charges option on the Totals tab, and post the
document.

When you have finished creating the order, click the Save button in
the right sidebar.

Sage CRM displays the order in read-only mode, saves the order in
Sage CRM and Sage 300 ERP, and updates the forecast and total amounts
on the Order Summary and Opportunity Summary screens as described
earlier in this chapter in the section “Viewing Opportunity Forecast and
Totals.”

After creating the order, you can:

l
l
l

Click Edit to edit the order.
Click Print to print the order.
Click Delete to delete the order.
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 Click Continue to view the Order Summary screen, which displays
all orders linked to the new opportunity.

To create a new order and link it to a new opportunity:

1.

Select a company.
The Company Summary screen appears.
In the right sidebar, click New Order.

Sage CRM automatically creates a new opportunity in the background,
and then creates the order and links it to the new opportunity. The
order appears in the Order Entry screen.

If the company is a Sage 300 ERP A/R customer, the Sage 300 ERP
customer number is added automatically to the Customer Number field
in Sage 300 ERP.

If the company is a non-existent customer (a customer that exists in
Sage CRM but not in Sage 300 ERP) and has not been linked to a
Sage 300 ERP database, Sage CRM asks you to link the company to a
Sage 300 ERP database.

On the Document Details and Company Details tabs, check that the
displayed information is correct, and make changes as needed.

If you use custom fields or track sales commissions, review and edit
information on the Custom Fields and Sales Split panels as needed.

On the Order Details tab, enter line items to be included in the quote.

Note: After you make any changes to an order, you must click the
Refresh button (to the right of the Order Total) if you want to view
the updated information in the Totals section. The results of the
changes you make will not be reflected in subtotals, order
discounts, tax amounts, or order totals until you click this button.

In the totals area at the bottom of the screen, enter a discount (if
applicable) and check that the other information displayed here is
correct.

Note: If you specify an order discount in the totals area, the
discount applies only to the item subtotal and is not applied to any
miscellaneous charges.

If you want to apply an order discount to miscellaneous charges,
open the document in Sage 300 ERP, select the Discount
Miscellaneous Charges option on the Totals tab, and post the
document.
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7. When you have finished creating the order, click the Save button in
the right sidebar.

Sage CRM displays the order in read-only mode, saves the order in

Sage CRM and Sage 300 ERP, and updates the forecast and total amounts
on the Order Summary and Opportunity Summary screens as described
earlier in this chapter in the section “Viewing Opportunity Forecast and
Totals.”

After creating the order, you can:
Click Edit to edit the order.
Click Print to print the order.

Click Delete to delete the order.

- = | —a

Click Continue to view the Order Summary screen, which displays
all orders linked to the new opportunity.

Viewing and Editing Existing Orders

If Sage 300 ERP O/E orders exist for a company and are linked to a
Sage CRM opportunity, you can view and edit those orders in Sage CRM.

To view and edit an order:

1. Select an opportunity.

2. Click the Orders tab.
The Order Summary screen appears.

3. Click the linked number in the Document Number column.
The order appears in the Order Entry screen.

4. 1In the right sidebar, click Edit.

Note: After you make any changes to an order, you must click the
Refresh button (to the right of the Order Total) if you want to view
the updated information in the Totals section. The results of the
changes you make will not be reflected in subtotals, order
discounts, tax amounts, or order totals until you click this button.

5. Edit the order as needed, and when finished, click Save.

Sage CRM and Sage 300 ERP are updated with the new information for the
order.
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About Sales Splits

On the Quotes and Orders tabs, you can use the Sales Split panel to
calculate sales commissions by allocating transaction totals to up to five
salespersons.

You can assign portions of each transaction to the salesperson or
salespersons responsible for the customer account or sale. If you track
commissions for sales staff, Sage 300 ERP Order Entry uses this
information to update commission data when you post invoices and run
Day End Processing.

When you enter a transaction, the salespersons assigned to the customer
account in Sage 300 ERP Accounts Receivable appear on the Sales Split
panel by default. If you select a ship-to location, the salespersons
associated with that ship-to location are used instead.

Note: You assign default salespersons to customer records and to
ship-to locations in Accounts Receivable.

The salesperson listed on the first line in the table is the primary
salesperson for the transaction. If you specify a sales split, you must
specify a primary salesperson.

You can assign the transaction to other salespeople by changing the
percentage of the transaction total allocated to each salesperson. The
amounts in the Percentage column must total 100 (or 0 if you do not
assign salespeople to the transaction).

Using Sage 300 ERP Inquiry

After integration, Sage 300 ERP Inquiry tabs appear in Sage CRM when
you are in the Company context (after you select a company). You can
use these screens to review information and perform a wide variety of
tasks that use information from the Sage 300 ERP system.

Note: These screens include many features that open integrated
Sage 300 ERP forms. For example, the A/R Inquiry and O/E Inquiry
screens include buttons and links that open Sage 300 ERP forms.

To open integrated Sage 300 ERP forms, you need a LanPak
license. However, you do not need a LanPak license to use the
integrated Quote and Order screens in Sage CRM.

To view Inquiry screens:

1. On the left sidebar, click Find.
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2. On the Find list at the top of the screen, select Company. You can
specify additional criteria in the fields on this screen to narrow your
search.

3. On the right sidebar, click Find.
A list of companies that match your search criteria appears.
4. Select the company you want to view from the alphabetized list.

5. The Company Summary screen appears. Available Inquiry tabs appear
in the list of tabs.

6. Click an Inquiry tab for a list of the information you can view.

Order Entry (O/E) Inquiry

You can view and modify Order Entry documents within the context of a
customer from the O/E Inquiry tab. This tab appears only for companies
with a Sage 300 ERP customer number.

Viewing, Modifying, or Creating Order Entry Transactions

On the O/E Inquiry screen, you can view, modify or create customer
orders, shipments or invoices.

When you select All Orders, the Transactions screen appears with a list
of orders for the current customer.

Note: You can use the Filter tab to refine the list of orders on this
page.

To create a new order from the Transactions page:

1. On the right sidebar, click New.

2. The Sage 300 ERP O/E (or P/O) Order Entry form opens.
3. Complete the form.

4. Click Add.

Order Number To edit or view an order in the list, click the Order Number link. This
opens the Sage 300 ERP O/E Order Entry form in a new window.

Drill Down To view an order in more detail, click its Drill Down button. This opens
the Order Detail form.
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Shipping & Billing
E. Addresses
MNew Shipment

S o

Order Number
QRDON0A00000061

Sales Split
i,

Optional Fields
res

Order Information \

Order Number Customer Number Order Type Order Date Expected Ship Date Sales Split

ORD000D00D000ES 1200 Active 01/07/2020 01/07/2020 5

Order Description Purchase Order Number Ship-Via Code Ship-Via Code Description X
Cross-Country Trucking Lines At

Terms Code On Hold Order Reference Order Subtotal Amount Optional Fields

DUETBL No £0.00 Yes E New Shipment

Order Excl. Tax Total Order Incl. Tax Total Total Tax Amount Order Discount Amount Order Total

£0.00 $0.00 £0.00 $0.00 £0.00 .

Last Posting Date bl allorders

01/07/2020

Order Details\

Expected | Original| Quantity] . [order [order] Order| Extended| N "

R a E = A uanti = ~|Extended| . & (Optional|Serial Lot
Description|Location |Shipment [Quantity|Shipped-|p_ ck?:rd er:z unit of | unit{ “3 = S Discount{Discounted(PPUORATTENS L0t
Date Ordered| to-date] Measure| Price| Amount| Price|

0 0 0 Ea $ No No

Al- Personal  Central  01/07/2020 $0.00 $0.00 $0.00 Yes
900/L Digital warehouse 359.99
Assistant - Seatfle
Total  $0.00 $0.00 $0.00

Shipments \

" . Number o Shipment] Shipment] .
ﬁ'l'.":'::r"l g:;::ded Ship |1 ipment Date|Ship-via Code Lines on| Subtotal| Discount| T'}::.'DT:H’: Sh""T";::
Shipment] Amount] Amount]

Shipping & Billing
E. Addresses

B 0 nquiry Menu

Shipment Total 4 0.00 $ 0.00 $ 0.00 $ 0.00

The Order Detail form consists of these sections:

l

On

The Order Information section displays order header information,
such as order total and order date.

The Order Details section (line items) appears below the order
header.

The Shipments section (if any) shows all shipping information for the
order.

Note: On a vendor’s Purchase Order Detail form, a Receipts section
appears (if it exists) instead of a Shipments section.

the Order Detail form, you can do the following:

To display a form with ship-to and bill-to address information, click the
Shipping & Billing Addresses button.

To create a new shipment record, click the New Shipment button.
This opens the Sage 300 ERP O/E Shipment Entry form in a new
window.

To edit or view the order, click the Edit button or the Order Number
link in the Order Information (header) section of the Order Detail
form. This opens the Sage 300 ERP O/E Order Entry form in a new
window.

Click Sales Split in the right sidebar to display the sales persons and
their sales split percentages for the transaction.

Click the Optional Fields link (where available) on the order header
to view the optional fields associated with the order. You cannot edit
the fields.
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Serial Lot
Numbers|Numbers

No No

No No

Order Optional Fields\

Optional Field Uptional Field Description Ualue Description
ac

Yes ACH 1zoo
APPROVED Yes  approved
COURIER Yes  Courier
CRECTWARNING Yes  Customer Credit Warning Mo
MAXCORDER Yes  Maximum Order Amount a
NOTE Wes  Mote Allow greater

volume discount

ORDERDATE Yes  Order Date
PREFERCUST ves  Preferred Custorner Tes
TEMPCUSTOMER Yes Temporary Customer Mo
UPSZOME Yes  UPS Zone WHI White Zone
USER Yes User ADMIMN
WARRANTT Yes W arranty
WATBILL Yes  Waybill

Click any active link in the Optional Fields column of the Order Detail
form to view the optional fields for the order detail line.

To view more details about a location listed on the Order Detail form,
select a link in the Location column. Details appear in the Location
Information tab.

Click any active link in the Item column of the Order Detail form to
open the Item Detail form. This form shows general information about
the item, as well as its details at each inventory location.

To view detailed information regarding serial and lot humbers, click
the link on the detail line (where available). This displays serial and lot
information for the detail line.

Note: An asterisk (*) indicates the location (or bill of materials or
kit) associated with the item. For example, if you are viewing a
customer’s sales order, an asterisk indicates the location from
which the item is shipped.

Open the Item Detail form by clicking the Item Number link. In the
top section of the Item Detail form, you can click links to more detailed
information, such as:

1 Alternate Item Number (if available). If you click this link, the
alternate item number value moves to the Item Number field and
the form displays information about the alternate item number.

1 Optional Fields. This link displays more details about the item’s
optional fields.
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For customers:
Shipment details

Item Information |

Item Number Description Alternate Item Number Alternate Item Description
A1-900/L Personal Digital Assistant

Allow Item in Web Store Status Stock Item Sellable
Yes Active Yes Yes

Serial Numbers Lot Numbers Kitting Item Default Price List Code
Yes Yes No WHS
Stocking Unit of Measure Unit Weight Weight Unit of Heasure Default Picking Sequence
Ea. 0.5 Ibs. 0802
Commodity Number Optional Fields

Yes

Location Quantities |

i o o s Quantity]|
= Quantity on| Quantity on| Quantity on| Quantity]| b Average Days|
e e e T ST T T R R
bt 50 0 45

Central 45 0 0 6500
warehouse - Commercial
Seattle Road
Seattle, WA
98102
2 Portland Office a ] o 0 0 0 2525 Elizabeth

Place
Portland, OR.
57282
3 Newark, New a o o 0 0 0 1583 Lincoln
Jersey Blvd.
Newark, N
37892

a Port of Vancouver a 0 0 i 0 0 2323 Marine
way
Vancouver, BC
VA4S 3P8
TRANS Goods in Transit 0 0 0 0 0 0
Total as 0 50 0 45 Ea.

In the lower section of the Item Detail form, you can click any of the
links to view details of the item at a specific location, such as:

1 (Location) Name. This link displays more information about a

location, such as its address and contact information.

1 Quantity on S/0O (if not zero). This column shows the total

quantity of the item that’s entered on all sales orders for the
selected location. If you click a link in this column, then you can
view a list of all the sales orders that contain the item at that
location:

1 Quantity on P/O (if not zero). This column shows the total

quantity of the item that’s entered on all purchase orders for the
selected location. If you click a link in this column, then you can
view a list of all the purchase orders that contain the item at that
location:

You can click any of the links to obtain more details.

If the Order Detail form you are viewing contains a Shipment section,
you can:

1 Click the Shipment Number link to view the shipment details as
entered in the Sage 300 ERP O/E Shipment Entry form.

f Click the Drill Down button to a view a shipment’s details.

The Shipment Detail form appears. The Shipment Information
section shows you the shipment’s header information. The
Shipment Details (line items) section appears below the shipment
header. The Invoices section shows all of the Order Entry invoices
generated from the shipment.
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E Shipping & Biling

Shipment Information \ b, Addresses
Shipment Number Customer Number Expected Ship Date  Shipment Date  Ship-To Contact Free On Board
SHO0000000000000000048 1200 28/05/2020 28/05/2020 Point Sales spit
Port of Vancouver, &
BC )
Shipment Description Purchase Order Shipment Reference  Ship-Via Code  Shipment Tracking S/ eat
Ship asap Number Ref #1005-2-1 cer Humber
New Tnvoice
Shipment Subtotal Shipment Excl. Tax ~ ShipmentInclTax  Total Tax Shipment Discount Shipment Total
Amount Total Total Amount Amount $1,623.98
$1,499.75 §123.73 $0.00 §123.73 $0.00 [ Allshipments
Posting Date Optional Fields
28/05/2020 fes BB O Inquiry Menu

Shipment Detalls\

Shlpment Shlpment [Shipment| Extended|
Quanti Quantity|) Extended Optional|Serial Lot
Description|Location| shmped Backordered|V = Amount| Discount|Discounted|Order Number [P SR ERRE PO L
easure Prlce Amount| Price]

Al-  Fluorescent Newark, $ 59.99 § 1,499.75 $0.00 $ 1,499.75 ORDO00D0000000S0 Yes
103/0 Desk Lamp New
Jersey
Total § 1,499.75 $0.00 $1,499.75
Invoices \
- Number of Invoice| Invoice|
Invoice - - - = - Total Tax| Invoice Totall
Number Invoice Date [Shipment Date LIIILS_ inj Subtotall Discount| p— With Tax|
Invoice] Amount| Amount]
IN0D00000000048 28/05/2020 28/05/2020 1 $ 1,499.75 $ 0.0 $123.73 $1,623.48
]

Total §1,499.75 $ 0.00 $123.73 $1,623.48

In the Shipment Information (header) section of the form, you can:

1 Click the Shipping & Billing Addresses button to view the
addresses.

1 Click the Edit button, or the Shipment Number link, to view
or edit the details in the Sage 300 ERP O/E Shipment Entry
form. You can edit the shipment details only if the shipment is
not yet completed.

1 Click the New Invoice button to open the Sage 300 ERP O/E
Invoice Entry form. You can create an invoice only if the
shipment is not yet completed.

 Click the Customer Number link to view or edit the customer
details in the Sage 300 ERP A/R Customers form.

f Click the Optional Fields link (in the header section of the
form) to view the shipment’s optional fields.

In the Shipment Details section, you can:
1 Click an Item link to open the Item Detail form.

f Click a Location link to open the Location Information form,
which was described earlier.

1 Click an Order Number link to view the order details in the
Sage 300 ERP O/E Order Entry form.

f Click the Serial or Lot Numbers link (where available) to view
detailed information about serial or lot numbers for the
transaction.

In the Invoices section you can:
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For vendors:
Receipt details

! Click an Invoice Number link to view the invoice details in the
Sage 300 ERP O/E Invoice Entry form.

1 Click the Drill Down button to view an invoice’s details. The
Invoice Detail form appears. Invoice Information shows you the
Order Entry invoice header information. The line items appear
below the invoice header.

Information | ik Shioing & Bling
Cuntumer Burnbser # Lint Code [ P p—" p— L Addrciies

Ih"! Sales Skt

A e
i shoment informaten
.........
B amemens
Invosce Amount Dwe
b § LOXS.57 w [y pr—
/00220 :i
Invelce Detalls |
ety| S uantit Shippadln, o numipiseounteg|SHpeent  |Dption s
Al-  Flucrescent USA Porlland 15 15 0 Ea. § GES9.S5  £0.00  £899.85 BHIOOOO0CO0ODOO0OD00SY Yes Mo Ne
18300 Dask Lamp Difice s2.58
Al 13W Mni usa Podiand L] 13 0 Ea. F 1 $ 56.80 $0.00 $ 56.80 SHOOD0O0GO0G00000 3 Yea Mo Ne
s

1U5/0 Flucrescent Sl Lig

Total  §OSAE5  §000  §USEES

1 Click Shipping & Billing Addresses in the right sidebar to
view the addresses.

1 Click Edit in the right sidebar or the Invoice Number link
to view or edit the invoice. This opens the Sage 300 ERP
O/E Invoice Entry form.

1 Click any link to view more information. For example, in the
Invoice Information (header) section, you can click the
Location link to view location information.

In the Invoice Details grid, you can:

f  Click the following links (where available): Item, Location,
Shipment Number (opens the Sage 300 ERP O/E Shipment
Entry form), and Optional Fields.

1 Click the Serial or Lot Numbers links (where available) to
view detailed information about serial and lot numbers for the
transaction.

10. If you are viewing a vendor’s Purchase Order Detail form, you can drill
down to the Receipt Detail form (instead of the Shipment Detail form),
by clicking the Receipt Number link. The Receipt Detail form looks
similar to the Shipment Detail form, with a header information section,
item list, and invoices.

You can also:

T Drill down to any invoices for the receipt from the Receipt
Information screen.
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1 Create a new receipt from the Purchase Order information screen
or a new invoice from the Receipt Information screen:

Receipt Infnrmation\ % Shipping & EBilling
Receipt Number Vendor Receipt Date Description Reference b Addresses
RCPO0000082 1200 01/07/2020 §

Purchase Order Number  FOB Point Number of Posted Receipts  Last Receipt Number S ede
Ship-Via Ship-Via Name Comment Terms Code Optional Fields » All Receipts
CTL Cross-Country Trucking Lines N30 No

Extended Cost Discount Amount Net Extended Cost Additional Costs Posting Date B P/O Inquiry
§ 5,500.00 §0.00 §5,500.00 £0.00 01fo7/2020 Menu

Tax Excluded Tax Included Total Tax Total

§453.75 £0.00 §453.75 £5,953.75

Receipt Lines\

Purchase
Quanlrty Unit of Extended| Discount| Opllunal EEET Lot
E- Measurel Cost| Amount E‘de"d"d si|Fields  [Numbers [Numbers

A1-900/G Calculator  Central 100 Ea. $ 5.000000 % 500.00 $0.00 $500.00 Mo
warehouse
- Seattle
A1-900/L Personal Central 50 Ea. $ % 5,000.00 $ 0.00 $ 5,000.00 No Yes Yes
Digital warehouse 100.000000
Assistant - Seattle
Total $ 5,500.00 $ 0.00 $5,500.00
Invoices
Net|
Invoice Extended Discount] Additionall Tax
@ﬂ e s e M
INViOL 1200 01/07/2020 2 $ 5,500.00 $ 0.00 $ 5,500.00 $ 0.00 4 453.75 & 5,953.75
Total % 5,500.00 $0.00  $5,500.00 $0.00 $453.75 $5,953.75 -

1 Click Edit in the right sidebar or the Receipt Number link to edit
the receipt.

1 Click the Serial or Lot Numbers links (where available) to view
detailed information about serial and lot numbers for the
transaction.

f Click any link on the form to view or edit information.

Creating a New Sales Order
To create a new sales order:
1. On the O/E Inquiry tab, click New Order.
The Sage CRM Order screen appears.
2. Complete the form.

3. Click Post.

Tip: You can create new orders, shipments, and invoices from the
Drill Down screens for each of these transactions. For example, you
can create a new shipment from the order Drill Down, or a new
invoice from the shipment Drill Down.
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Viewing Credit/Debit Notes

To view credit/debit notes:

1.
2.

Click the customer’s O/E Inquiry tab.

Select the Credit/Debit Note option. A list of credit/debit notes
appears, if any.

To refine your list of orders displayed, you can choose to display only
the orders that fall within the range of dates that you specify.

To create a credit or debit note, click New in the right sidebar.

To view or edit the credit or debit note, click the Credit/Debit Note
Number link. This opens the Sage 300 ERP Credit/Debit Note Entry
form.

Click the Drill Down icon to view a summary of the credit or debit
note.

Credit/Debit Note Information \ E Shipping & Biling
Credit/Debit Note Customer Number Type Credit/Debit Note Description Reference b Addresses
Number 1200 Credit Mote Date Damaged items INz 23 and IN# 30
CN0000000000001 04/01/2020 / Edit
Order Number Invoice Number Invoice Date Purchase Order  Return Date Posting Date

Number 04/01/2020 04/01/2020 b Credit/Debit
MNotes
Credit/Debit Note CN/DN Excluded Tax  CN/DN Included Tax Total Tax Amount Credit/Debit Note Credit/Debit Note OfE Inquiry
Subtotal Amt Total Amount Total Amt $2.90 Discount Amt Total % ot
$119.98 $9.90 £0.00 $0.00 £129.88

Optional Fields
Yes

Credit/Debit Notes\

Credit]
Pricing Extended Extended
Dcrlptlon Relurn Location| qu‘;a"ld 5r$d':"’0|::fhﬂ Unit| Amount/Misc.| Di ND‘? Discounted ﬂplmnal ﬁerlahl Iﬁul b
eturned|Note Price] Charge| |5"c|3::l Price|Fields umbers |[Numbers

Fluorescent Items Newark, $59.99 $ 119.98 $ 0.00 $ 119.98 No
10341I Desk Lamp Returned New
to lersey
Inventory
Total $119.98 § 0.00 $119.98

You can use the following features on this screen.

Click Edit or the Credit/Debit link to view or edit the credit or debit
note. This opens the Sage 300 ERP O/E Credit/Debit Note Entry form.

Click any active link to view more details.

For example, in the header section of the form, you can click the
Optional Fields link (where available) to view optional fields for the
overall credit/debit note. To view optional fields for the credit/debit
detail line, click any Yes link in the Optional Fields column.

In the detail section of the form, you can click the Item or Location
link.

Integration Guide 7-39



Using Sage 300 ERP Inquiry

Viewing All Shipments

You can view all Sage 300 ERP O/E shipments, including those which do
not have a corresponding order.

To view all shipments:

f  On the O/E Inquiry screen, click All Shipments.
A list of all shipments appears.
Use the following features on this screen:

f Filter. Enter search criteria into the Filter tab to see specific
shipments. Click Filter in the right sidebar.

1 Shipment Number. Click the Shipment Number link to view details
about the shipment number.

1 Drill Down. Click the Drill Down icon to view detailed information for
the shipment (or receipt). The Shipment Detail form opens.

Click any link in the Drill Down form to view more detailed information
about the shipment (or receipt).

You can also create or view any invoices for each shipment from the
shipment drill down.

Viewing Pending Shipments

You can view O/E Orders with pending shipments on the O/E Inquiry
screen.

To view O/E pending shipments:

f On the O/E Inquiry screen, click Pending Shipments.

A list of pending shipments for the current customer appears.
You can use the following features on this screen:

Filter. To refine your list of displayed pending shipments, enter search
criteria and click Filter in the right sidebar. For example:

1 You can choose to display only the pending shipments that fall within
the range of expected shipment dates, item numbers, or locations
that you specify.

Note: Filtering is done on a “per detail line” basis. For example, an
order will be displayed in the list if one of its detail lines has an
expected shipment date that falls within the specified expected
shipment date range.
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1 In the Order Type field, you can choose the type of orders to
display, or choose to display all orders.

Order Number. To edit an order in the list, click its Order Number link.
This opens the Sage 300 ERP Order Entry form in a new window.

Drill Down. To view an order in more detail, click the Drill Down button
for the order. This opens the Order Detail form.

Order Information \ Shipping & Biling

E » Addresses

Order Number Customer Number Order Type Order Date Expected Ship Date

ORDOD0000ODNN0T 1200 Active 15/01/2019 15/01/2019 Sales Spiit

Order Description Purchase Order Number Ship-Via Code Ship-Via Code Description

Ship asap CccT Crogs-Country Trucking Lines / Edit

Terms Code On Hold Order Reference Order Subtotal Amount Optional Fields

DUETEL No Ref0901-1 £816.65 Yes Pending

Order Excl. Tax Total Order Incl. Tax Total Total Tax Amount  Order Discount Amount Order Total b Shipments

$67.37 £0.00 $67.37 £0.00 £834.02

Last Posting Date [F) OfE Inquiry

15/01/2019 Menu

Pending Shipment Details\

Expected Shi - = - - .
L - L p-Via Quantity|Order Unit of Quantity| Quantity|On Purchase
T o SIS | commiicd I
Ea. 0

A1-103/0 Fluorescent Port of 15/01/2019 CCT 10 206 No

Deszk Lamp San
Fancisco

Click any active link to view more details. For example:

f Click the Optional Fields link (where available), to view optional fields
for the overall order. You can also click the Order Number link and
Customer link to view information on the Sage 300 ERP forms.

To display more information about an item or the location, click the
link in the Item column or the Location column.

f  In the On Purchase Order column, you can click any Yes link to view
all the purchase orders that contain the item.

Viewing Item Sales History
To view item sales history:
1. Click the O/E Inquiry tab.
2. Select the Sales History option.
3. Specify filter criteria for the Item Sales you want to see.
4

In the right sidebar, click Filter.

" 5
Filter \ rich Filter
From Item Number; To Item Number: 2
[ezzzzzzzzezzzreezezzazez OfE
» Inquiry
From Year: From Period: To Year: To Period: Currency Type: Currency: Menu
2003 =] [or =] 2003 =] 02 =] Customer |+ usp

If there are sold items that match your criteria, a list appears below
the Filter tab.
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5. Click any active link to view more details. For example, click the link in

an item’s Period column to display sales history detail of the item
during the selected period.
Sales History | B S

History
Item Number Item Description Year Period Currency Type o
A1-103j0 Fluarescent Desk Lamp 2009 2 Customer w

Inquiry
Currency Sales Count Returns Count Menu
usD 1 o

Sales History Detalls

Trans. Number [Trans. Type |Order Date  |Order Number |Ship Date Salesperson  [Location|Quantity Sold [SYCe- Sales  |Srce. Return
Amount Amount

INO0O000000000Z Invoice Feb 17, 2009 ORDO00000000004 Feb 17, 2009 BB Port of $ 42550 $ 0.00
San
Fanciseon

Total 10 § 425.50 $ 0.00

Click any active link on this form to display more information. For
example, click the Trans. Number link or the Order Number link to
open the associated Sage 300 ERP Order Entry forms.

Click the Serial or Lot Numbers link (where available) to view
detailed information about serial and lot numbers for this transaction.

Note: For O/E invoices and all P/O transactions which were
upgraded from previous Sage 300 ERP versions, the serial and lot
numbers links will display as "No” and will not be active.

Viewing Customer Price List

This section describes the forms and procedures for the O/E Customer
Price List option of the O/E Inquiry screen. The list displays item pricing

information for items that are priced using the customer’s default price
list.

You can click the Drill Down icon to display all pricing information
including sale pricing and how discounts are calculated.

To view customer price list:

1.
2.

On the O/E Inquiry screen, click Customer Price List.

The customer price list appears and displays information including the

current base price and sale price based on the customer’s default price
list.
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Filt \ Dis Fiter
ilter A
From Item Number: To Item Number: o
fzzzzzzzzzzzzEzZTT B nauiry
Menu
(USA) US Price List - Mr. Ronald Black Page 1 0f8 b Pﬂ Go to page I 2]
Hoss Pricing Unit Sale Unit of |Contract
Description|Price By Price Base Price| e e PIICE Sale Price) e Pricin,
Tvpe Tvpe -
A1-103/0 Fluorescent Quantity Baze % 59.99 Ea. Sale $ 0.00 Ea.
Desk Lamp Price for Price for
Single Single
Unit of Unit of
Measure Measure
A1-105/0 13W Mini Quantity Base $ 7.10 Ea. Sale $ 0.00 Ea. No
Fluorescent Price for Price for
u Single Single

Unit of Unit of
Measure Measure

You can now:
1 Click the Item Number link to view details about the item.

1 Click the Drill Down icon to view detailed pricing information.

Viewing Serial and Lot Number Sales History

This section describes the forms and procedures for the O/E Serial and Lot
Number Sales History options of the O/E Inquiry screen.

The Serial and Lot Numbers menu displays transactions and transaction
details for customer transactions with serials and lots.

To view serial and lot number sales history:

 On the O/E Inquiry screen, click Serial Number Sales History or Lot
Number Sales History.

The Sales History screen appears.
You can now:

1 Filter. Enter search criteria to refine the list of transactions
displayed. Click Filter in the right sidebar.

1 Drill Down. Click the Drill Down icon to view detailed information
about the transaction.

Purchase Orders (P/0) Inquiry

You can view and modify Purchase Order documents from the P/O Inquiry
tab within the context of a vendor. This tab appears only for companies
with a Sage 300 ERP vendor number.
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Creating a New Purchase Order
To create a new purchase order:
1. On the P/O Inquiry tab, select New Purchase Order.
The Sage CRM Purchase Order Entry screen appears.
2. Complete the form.

3. Click Post.

Tip: You can create new orders, receipts, and invoices from the
Drill Down screens for each of these transactions. For example, you
can create a new receipt from the order Drill Down, or a new
invoice from the receipts Drill Down.

Viewing Credit/Debit Notes
To view credit notes and debit notes:
1. Click a vendor’s P/O Inquiry tab.

2. Select the Credit/Debit Note option. A list of credit notes and debit
notes appears, if available.

1 To refine the list of documents, you can display only the credit
notes and debit notes that fall within a range of dates that you
specify.

f  To create a credit note or debit note, click New in the right
sidebar.

1 To view or edit the credit note or debit note, click the
Credit/Debit Note Number link. This opens the Sage 300 ERP
Credit/Debit Note Entry form.

1 Click the Drill Down icon to view a summary of the credit or debit

Credit/ Debit Note Information Y Shipning & & 4
Credit/ Debit Hote Number vendar Credit/ Debit Note Date Description Reference S
Q1301 1200 1/14/2020 Wrong vendor 1]
Return Humber Return Date Involce Number Invoice Date
Extended Cost Discount Amount Het Extended Cost Amount Optional Fields
$9312.70 $0.00 $ 93270 $0.00 No
Tax Excluded Tax Inchuded Total Tax Total Posting Date
$76.94 $0.00 £76.94 $ 1,009, 1/14/2020

Credit/ Debit Note Lines

AL-105/0 S Ea. 5 19.900000 599,50 50,00

C1-500/8

51-200/8

7-44 Sage CRM 7.2 for Sage 300 ERP



Using Sage 300 ERP Inquiry

You can use the following features on this screen:

- Click Edit or the Credit/Debit Number link to view or edit the
credit or debit note. This opens the Sage 300 ERP O/E
Credit/Debit Note Entry form.

- Click any active link to view more details.

For example, in the header section of the form, you can click
the Optional Fields link (if available) to view optional fields for
the overall credit/debit note. To view optional fields for a detail
line, click the Yes link (if available) in the Optional Fields
column.

- Click the Item or Location link in the detail section of the
form.

Viewing All Receipts

This section describes the forms and procedures for the P/O All Receipts
option of the P/O Inquiry screen.

To view all receipts:

f On the P/O Inquiry screen, click All Receipts.
A list of all receipts appears.

You can use the following features on this screen:

§ Filter. Enter search criteria into the Filter tab to see specific
shipments. Click Filter in the right sidebar.

1 Receipt Number. Click the Receipt Number link to view details
about the receipt.

1 Drill Down. Click the Drill Down icon to view detailed information
for the receipt. The Receipt Information form opens.

Click any link in the Receipt Information form to view more information
about the receipt.

You can also create or view any invoices for each receipt from this form.

Viewing Pending Receipts

This section describes the forms and procedures for the P/O Pending
Receipts option on the P/O Inquiry screen.

To view pending receipts:

. On the P/O Inquiry tab, click Pending Receipts.
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A list of pending receipts for the current vendor is displayed.
You can use the following features on this screen:

Filter. To refine your list of displayed pending receipts, enter search
criteria in the Filter section, and then click the Filter icon on the right
sidebar. For example:

' You can display only the pending receipts that fall within the range of
expected arrival dates, item numbers, or locations that you specify.

Note: Filtering is done on a “per detail line” basis. For example, an
order appears in the list if one of its detail lines has an expected arrival
date that falls within the range of arrival dates you specify.

 In the Purchase Order Type field, you can select one type of
purchase order to display, or display all purchase orders.

Order Number. To edit an order in the list, select its Purchase Order
Number link. This opens the Sage 300 ERP Purchase Order Entry form in a
new window.

Drill Down. To view a purchase order in more detail, click the Drill
Down icon for the order. This opens the Purchase Order Information
form.

Purchase Order Information =
*a Shipping & Biling Addresses
Purchase Order Number vendor Purchase Order Type Purchase Order Date Expected Arrival Date ]

POO0OO001 L 1200 active 3j4/2019 3i5/2013

Description Reference On Hold FOB Point P

Ta refill iventory BB request Ho San Francisco, CA

Ship-Via Ship-¥ia Name Comment Terms Code Optional Fields PP Pending Receipts
i Cross-Country Trucking Lines N30 No

Extended Cost Discount Amount Net Extended Cost

$3,405.45 $0.00 $3,405.45

Tax Excluded Tax Included Total Tax Total Last Pasting Date
$280.95 $0.00 $260.95 $3,686.40 3f9/2019

BB Pio nquiry Menu

Purchase Order Lines

413700 S0tf124 Halogen Bulh Portland Office 30 Ea. 3f5i2019 Ho Ho

Pending Receipt Details

Click any active link to view more details. For example:

 Click the Optional Fields link (where available), to view optional
fields for the overall order. You can also click the Purchase Order
Number and Vendor links to view information on the respective
Sage 300 ERP forms.

f  To display more information about an item or a location, click the
link in the Item Number column or the Location column.
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Viewing Purchase History

To view purchase history:

1.

2
3.
4

5. Click any active link to view more details.

Click the P/O Inquiry tab.

Select the Purchase History option.

Specify filter criteria for Purchase History items you want to see.

In the right sidebar, click Filter.

Filter
From Ttem Number: To Ttem Number:
zzzzz277777 7227222222
From Year: From Period: To Year: To Period:
2012 = 01z 2020 = 05 =]

Currency Type:  Currency:
Vendor = usD

=Y
3% Fiter

BB P/o Inquiry Menu

If purchased items exist that match the criteria you specified, a list

appears below the Filter section.

Filter

From Ttem Number: To Ttem Number:

I |zzzzzz22222222 2272 777222

From Year: From Period: To Year: To Period:
012 [~ 01 2020 = 05 =|

Sage 300 ERP Transactions for Chloride Systems Page1of3 b Pl

AL-103/0. Fluorescent Desk Lamp 2019 3
£

z

10

12

1020 1

5

AL-105/0 13W Mini Fiucrescent Bulb 2013 3
AL-310/0 Halogen Desk Light 2019 3
AL-320/0 5012V Halogen Bub 2019 3

the item during the selected period.

Purchase Hestory

Then Mumiber Item Description Fiscal Year fiscal Period
A0/ Halogen Desk Light. e 3

Purchaear History Detail

Portlared Office Receich atams LTt UL ] 25 Ea.
Postlond Office. invokon aanne CC885 SRR 5 En,

Currency Type:  Currency:
vendor = usD

§999.50
§ 562.50
$852.50
$1,012.50
$852.50
$0.00
$468.75
$100.50
$587.50
$101.70

&
e e e N NN e e

Bi% A
2% Fiter

PP p/o inquiry Menu

Go to page |1 d

§999.50
§ 562,50
§852.50
$1,012.50
$852.50
$0.00
$468.75
$100.50
$587.50
$101.70

(o =N O

For example, click the link in
an item’s Fiscal Period column to display purchase history detail for

Lurrency 1ype Lurrency
fer uso

0 § 50750

o $557.50 Mo

Bl Purchass Hetory

B o ngury Menu

Click any active link on this form to display more information. For
example, click the Document Number link to open the associated
Sage 300 ERP Order Entry form.

Click the Serial or Lot Numbers link (if available) to view detailed
information about serial and lot numbers for this transaction.

Note: For Purchase Orders transactions that were upgraded from versions
earlier than Sage 300 ERP 5.6, the serial and lot numbers links appear as
“No,” and are not active.
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Viewing Vendor Contract Costs

This section describes the forms and procedures for the P/O Vendor
Contract Costs option on the P/O Inquiry tab. The list displays item pricing
information for items that are priced using the vendor’s default price list.

Click the Drill Down icon to display all pricing information, including how
discounts are calculated, sale pricing, and contract pricing.

To view vendor contract costs:
1. On the P/O Inquiry tab, click Vendor Contract Costs.

2. The vendor contract costs appear with information including the
current base price and sale price based on the vendor’s default price
list.

You can now:
1 Click the Item Number link to view details about the item.

f Click the Drill Down icon to view detailed pricing information.

Viewing Serial and Lot Number Purchase History

This section describes the forms and procedures for the P/O Serial and Lot
Number Purchase History options of the P/O Inquiry tab.

To view serial and lot nhumber purchase history

On the P/O Inquiry tab, click Serial Number Purchase History or
Lot Number Purchase History.

The serial or lot number purchase history screen is displayed.
You can now:

- Filter. Enter search criteria to refine the list of transactions
displayed. Click Filter in the right sidebar.

- Drill Down. Click the Drill Down icon to view detailed information
about the transaction.

Viewing or Editing Requisitions
To view or edit requisitions:
f On the P/O Inquiry screen, click Requisitions.
A list of requisitions for the current vendor appears.

You can use the following features on this screen:
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Filter. To refine your list of documents displayed, enter search criteria,
and then click Filter in the right sidebar. For example:

- To include completed documents in the list, select the Include
Completed Transactions check box.

- You can choose to display only the requisitions that fall within the
range of dates that you specify.

New. Click New in the right sidebar to create a new requisition. This
opens the Sage 300 ERP P/O Requisition Entry form in a new window.
Complete the form, and then click Add.

Requisition Number. To edit or view a requisition in the list, click the
Requisition Number link. This opens the Sage 300 ERP P/O Requisition
Entry form in a new window.

Drill Down. To view a requisition in more detail, click its Drill Down
button. This opens the Requisition Information screen:

Agpravasl Slakus.

Fasprir stinn Dale Last Postig Dale
31 faan Atz

Lncation
1

Optional Fields
bo

- To edit or view the requisition, click Edit in the right sidebar or
the Requisition Number link. This opens the Sage 300 ERP
P/O Requisition Entry form in a new window.

- To view vendor details, click the Vendor link to open the
Sage 300 ERP A/P Vendors form in a new window.

- Click the Optional Fields link (where available) to view
optional fields information.

On the Requisition Lines tab, click any link to view more information.
For example:

- To view vendor details, click the Vendor link in the grid to open
the Sage 300 ERP A/P Vendors form in a new window.

- To view more details about an item number or location, click its
link.

Viewing or Editing Returns
To view or edit returns:

. On the P/O Inquiry screen, click Returns.
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A list of returns for the current vendor appears.
You can use the following features on this screen:

Filter. To refine your list of documents displayed, enter the fields in the
Filter section, and click the Filter button. For example:

f To include completed documents in the list, select Include
Completed Transactions.

f You can choose to display only the returns that fall within the range
of dates that you specify.

New. Click New in the right sidebar to create a new return. This opens
the Sage 300 ERP P/O Return Entry form in a new window. Complete the
form and click Post.

Return Number. To edit or view a return in the list, click this link. This
opens the Sage 300 ERP P/O Return Entry form in a new window.

Drill Down. Click the Drill Down icon to view a return in more detail.
This opens the Return Information screen:

RetRininfoomation :a shipping & Billing Addresses
Return Number vendor Return Date Description Reference
RETO000001 1200 1/14f2020 Duplicated shipment BE
Receipt Number Receipt Date Ship-¥ia Ship-Yia Name S e
RCPODD0DDZZ 12{7[2019 cr Cross-Country Trucking Lines
Return Cost Discount Amount Net Return Cost Optional Fields B Retuns
§932.70 $0.00 $932.70 Ho
Tax Excluded Tax Included Total Tax Total Posting Date
§76.94 $0.00 $76.94 $1,009.64 1/14/2020 B Pi0 tnauiry Menu

Return Lines

A1-103/0 Fluorescent  Hewark, hew 10 SEa. $19,800000 $99.50 $0.00 499,50 No fo Ho
Desklamp  Jersey

C1-500/6 HghBack  Hewark, New 10 SEa. 4 99,590000 499,95 $0.00 499,95 No No Ho
ArmTiker  Jersey

51-200/8 Flat Screen  Hewark, New i) 5 Ea. 4§ 66,650000 $333.25 $0.00 $333.25 ha Na Ho
SEHxEW Jersey
Total $932.70 $0.00 §532.70

On the Return Information screen:

 Click Shipping & Billing Addresses in the right sidebar to view the
addresses.

1 Click Edit or the Return Number link to view or edit the return.
This opens the Sage 300 ERP P/O Return Entry form in a new
window.

 Click the Vendor link to view vendor details. This opens the
Sage 300 ERP A/P Vendors form in a new window.

1 Click the Optional Fields link (if available) to view optional fields
information.

On the Return Lines tab, click any link to view more information, such as
the Item Number link or Location link.
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Accounts Receivable (A/R) and Accounts Payable (A/P) Inquiry

From the A/R Inquiry or A/P Inquiry screens, you can choose to display a
list of posted documents or a list of unposted Accounts Receivable or
Accounts Payable documents.

The procedures that follow describe A/R Inquiry features. The A/P Inquiry
screen functions are similar, so you can also follow these procedures when
you use A/P Inquiry.

Viewing Posted Transactions
To view posted transactions:
1 On the A/R Inquiry screen, click Posted Transactions.

A list of posted Sage 300 ERP A/R documents (such as invoices, receipts,
refunds, and so on) appears for the currently displayed customer.

You can use the following features on this form:

Filter. Enter filtering criteria to refine the list of documents displayed.
Click Filter in the right sidebar.

New Invoice / Receipt / Refund. To create a new Sage 300 ERP A/R
document, select one of the following choices from the right sidebar: New
Invoice, New Receipt, or New Refund. Each choice opens the
appropriate Sage 300 ERP Accounts Receivable form in a new window.

Document Number link. To edit or view the details of a document, click
the Document Number link. This opens the document in the
Sage 300 ERP A/R form.

Applied Details. To view a list of documents that have been applied to a
given document, select the document’s Applied Details button. The
Applied Details form appears.

Posted
Document - TR-INV-003 | B o ctions

AR Inquiry
W piery

o
-8
35
=
2
L)
=
£
-
-
]
x
za
)
T w
a
)
g
£

Posting
Date

Dehbit Mote Thu Jan 15 $ 80.78 Debit Mote Applied To TR-DER-003
Applied Ta 2009

Receipt 00o2s-001 Thu Jan 15 -% 2,510.36 Receipt - Pasted Pv00000000000000000053
2009

Discount 00028-001 Thu Jan 15 -$ 3.57 Discount - Posted Fr00000000000000000053
2ong

You can click the Reference Document No. link to view the document
details on the Sage 300 ERP A/R form.

Drill Down. To view a document in more detail, select its Drill Down
button. The Document Details form is displayed.

The top portion of the form displays the document header information.
The detail lines appear below the document header. All documents that
have been applied to the document appear below the detail lines.
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On this form you can:

f Click Edit or New on the right sidebar to edit or create a document.
Either choice opens the associated Sage 300 ERP A/R (or A/P) form.

 Click the Optional Fields link (where available), to view optional
fields associated with the overall document. You can also click the
Document Number link to open the document in the Sage 300 ERP
A/R (or A/P) form.

Viewing Unposted Invoices

To view unposted invoices:
f  On the A/R Inquiry screen, click Unposted Invoices.

A list of unposted A/R invoices appears for the currently displayed
customer.

You can use the following features on this form:

New. Click New on the right sidebar to create a new Sage 300 ERP A/R
invoice. This opens the Sage 300 ERP A/R Invoice Entry form.

Document Number. Click the Document Number link to edit or view
the details of a document. The Sage 300 ERP A/R Invoice Entry form
appears.

Drill Down. To view a document in more detail, select its Drill Down
button. The Document Details form appears.

A/R Invoice | e

Document Number Document Type Document Date Due Date Discount Date
INO0000000000000000021 Invoice Jul 6, 2010 Jul 15, 2010

 Edi

Jjp Uneosted
Invoices

Invoice Description PO Number Order Number Terms
DUETEL

Discount Amount Document Total Before  Tax Total Document Total Prepayment Amount
Available Tax $0.19 Including Tax $0.00
$0.00 §2.25 $2.44 B AR Inquiry Menu

Amount Due Optional Fields
§2.44 tes

Invoice Detalls

Extended
Unit of Dlstribu‘tlun Optional
e MEJEUre bersipEen HHE “ Ammmt it Iglslds

Ch-78 RG 78 Thick Cable fizizs $ 228 ITEM
Tuta\ $2.25

You can use the following features on this form:

1 New. Click New on the right sidebar to create a new Sage 300 ERP
A/R invoice. This opens the Sage 300 ERP A/R Invoice Entry form.

1 Edit or view document. Click Edit in the right sidebar or the
Document Number link to edit or view the details of a document.
This opens the document in the Sage 300 ERP A/R form.

1 Optional Fields Click the Optional Fields link (where available) to
display optional fields information.
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Viewing Unposted Receipts

To view unposted receipts:
! On the A/R Inquiry screen, click Unposted Receipts.

A list of unposted A/R receipts appears for the currently displayed
customer.

You can use the following features on this form:

New. Click New in the right sidebar to create a new Sage 300 ERP A/R
receipt. This opens the Sage 300 ERP A/R Receipt Entry form.

Edit or view document. Click the Check/Receipt No. link to edit or
view the details of a document. This opens the document in the
Sage 300 ERP A/R Receipt Entry form.

Drill Down. Click the Drill Down icon to view a document in more detail
The Document Details form is displayed.

A/RRecaipt | L gl tim
oeument fumbes Lheck /Heceipt No, Payment Lode Payment Type
O00000035-00001 CHEC: Check, P
Payer Lust. Beceipt Amvosint Cust, Unapplied Amount
M, Ronaid Black, $10.00 $0.00 PP Uroosed receors
seler Posting Date
/2zi2009

B Al Ingury Meny

Applicd Receipts/Adjustments |

Cust|
n:u il Pending| Pendi Pandin
Ceetamerd Disraunt] gy oy mm Adljurtrmen unmm 1ok Aelatrd
Mm ...m., o
E

INDOYROODODEOORONLODNE § 7475 $1000 §o00 §0.00 §0 $0.00 No
Total $ 10,00 4 0.00  n.on 4 n.ﬂn 4 0.00

You can use the following features on this form:

T  New. Click New in the right sidebar to create a new Sage 300 ERP
A/R receipt. This opens the Sage 300 ERP A/R Receipt Entry form.

 Edit or view document. Click Edit in the right sidebar or the
Document Number link to edit or view the details of a document.
This opens the document in the Sage 300 ERP A/R form.

1 Optional Fields. Click the Optional Fields link (where available) to
display optional fields information.

Viewing Unposted Refunds

To view unposted refunds:
f On the A/R Inquiry screen, select Unposted Refunds.

A list of unposted A/R refunds appears for the currently displayed
customer.

You can use the following features on this form:
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New. Click New on the right sidebar to create a new Sage 300 ERP A/R
refund. This opens the Sage 300 ERP A/R Refund Entry form.

Edit or view document. Click the Document Number link to edit or
view the details of a document. This opens the document in the
Sage 300 ERP A/R Refund Entry form.

Drill Down. Click the Drill Down icon to view a document in more detail,
The Document Details form appears.

ra o

A/R Refund Entries |
Document Number Document Date Document Description Remit-To Name Refund Amount (Customer) ‘/ £t
RFOOD00000000000000003 9jz2}2020 Mr. Ronald Black $25.00
Cash Amount (Customer) Check Amount {Customer) C.C. Amount (Customer) Optional Fields Posting Date B Unposted Refunds
$0.00 $25.00 $0.00 No ojz2(2020

P AR Inquiry Menu
Refund Details |

FY00000000000000000032 Receipt 4/3/2020 Check $25.00
Total §25.00

You can use the following features on this form:

 New. Click New in the right sidebar to create a new Sage 300 ERP
A/R refund. This opens the Sage 300 ERP A/R Refund Entry form.

 Edit or view document. Click Edit in the right sidebar or the
Document Number link to edit or view the details of a document.
This opens the document in the Sage 300 ERP A/R form.

 Optional Fields. Click the Optional Fields link (where available) to
display optional fields information.

Project and Job Costing (P/M) Inquiry

If you use Sage 300 ERP Project and Job Costing, you can view or modify
Project and Job Costing contracts within the context of a company from
the P/M Inquiry screen.

For a customer, the P/M Inquiry screen displays the following options:

P/M Inquiry Menu |

[Menu Selection ______[Description _|
@ all Contracts List all Contracts.

New Contrac: Create a New Contract,

EEL R e s List all Transactions.

For a vendor, the P/M Inquiry screen displays only the Transaction
History option.
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==l Drill down to
contract summary

Creating a New Contract

To create a new contract:

1.

2
3.
4

Select a customer.
On the P/M Inquiry tab, click New Contract.
Complete the form.

Click Add.

Viewing and Editing Contracts

To view and edit contracts:

l

On the P/M Inquiry screen, click All Contracts.

A list appears with all contracts for a customer.

Notes:
§ If a contract does not have any projects, then the contract will not
appear in the list.
§ If a contract does not have any projects set for the contract
customer, then the contract will not appear in the list.
 If a contract has projects that have been assigned multiple

customers, you will see that contract displayed in the list when you
choose to view all contracts for any of the associated customers.

You can do the following on this form:

l

To refine the list of contracts displayed, enter search criteria in the
filter and click Filter in the right sidebar. For example, you can
choose to display only the documents that fit the contract status you
specify, or that fall within the range of dates that you specify.

Click New on the right sidebar to create a contract. This opens the
Contract Maintenance form in a new window. Complete the form and
click Add.

Click the Contract link to view or edit a contract. This opens the
Contract Maintenance form in a new window.

Click the Customer Number link to view more customer
information. This opens the Sage 300 ERP A/R Customers form.

1 Click the Drill Down icon to view a summary of a contract. This opens

the Contract Summary form, which displays contract information, and
a list of projects associated with the contract.
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Contract Information \ / Edit
Contract Customer Humber Customer Name Description Contract Status
120-1200-10 1200 Mr. Ronald Black Set up office for Ronald Black  Open » e
| Start Date Original End Date Projected End Date Closed Date Contract Manager ol
30/06/2020 31/10/2020 Cervantez, Freddy Daniel
Z " P/M Inquiry
Total Orig. Cost Est. Total Cur. Cost Est. Total Actual Cost Total Cost Recognized » Mesar
£42,534.39 §27,802,50 §9,543.65 §4,225.35
Total Orig. Revenue Est. Total Cur. Revenue Est. Total Actual Revenue Est. Total Revenue Recognized Optional Fields
§54,134.23 §27,755.51 £904.12 §204.12 Yes
Projects |
2 = ’; Total Total|
[Customer - .. |Project jected |Projected urrent rrent End
Name Description| g e art Date |End Date tart Date |Date Actual Actuall
Cost evenue|
1001 1200 Mr. Ronald Design office Open 30/06/2020 15/07/2020 30/06/2020 15/07/2020 $2,272.88 $ 0.00
Black
1002 1200 Mr. Ronald Install white Open 30/06/2020 31/07/2020 30/06/2020 31/07/2020 $ 600,94 $ 700.00
Black melamine
board
1003 1200 Mr. Ronald Custom wall Open 30/06/2020 31/08/2020 30/06/2020 31/08/2020 $ 3,963.75 $ 0.00
Black unit/book
shelf
1004 1200 Mr. Ronald  Stock office Estimate  30/06/2020 31/10/2020 $0.00 $ 0.00
Black supplies
1005 1200 Mr. Ronald  Set up Estimate 30/06/2020 31/10/2020 $ 0.00 $ 0.00
Black credenza in
boardroom
1006 1200 Mr. Ronald Flace filing Open 01/07/2020 31/07/2020 01/07/2020 31/07/2020 $ 0.00 $0.00
Black cabinets
1007 1200 Mr. Ronald Install desk Estimate 30/06/2020 31/10/2020 $ 0.00 $ 0.00
Black light
1008 1200 Mr. Ronald  Chair Estimate  30/06/2020  31/10/2020 $0.00 $0.00
Elack placement

On the Contract Summary form, you can do the following:

f  Click Edit in the right sidebar or the Contract link to view or edit
the contract. This opens the Sage 300 ERP Contract Maintenance
form.

1 Click the Optional Fields link (where available) to view the
optional fields associated with the contract.

1 Click the Customer link to view customer information.

Project Details To view more details about a project, click a link in the Project column to
open the following screen:

Erafect Il ommation BP contract Information
Contract Project Description Project Status Proj
120-1200-10 1002 Install white melamine board Open Time and Materials
Customer Customer Name P Al contracts
1200 Mr. Ronald Black
Projected Start Date Projected End Date Current Start Date Current End Date Date Closed BP PMmauiry Meru
6/30/2020 [31/2020 5/30/2020 7/31/2020
Total Orig. Cost Est. Total Cur. Cost Est. Total Actual Cost Total Cost Recognized
$344.00 $344.00 $600.94 $0.00
Total Orig. Revenue Est Total Cur. Revenue Est. Total Actual Revenue Total Revenue Recognized Optional Fields
§ 700.00 § 700.00 $ 700.00 s0.00 No

-

Filter Wi Fiter

Category: Resource: Application: o
Al -

Sage 300 ERP Transactions for Mr. Ronald Black Page 1 of 1 Go to page |1

INSTLABOR Labor 200310 PM-Cost. Posted CE00000000000001 6/15/2020 $207.50

= INSTLABOR Labor 200310 AR-Invoice Posted IN000D0000000000000002 6/30/2020 $300.00
= PRCHWHTERD Material A1-460 PO-P/O Receipt Posted RCPODOD0OST 6/5/2020 $226.50
@ PRCHWHTERD Material A1-460 AR-Invoice Posted INO00D0000000000000002 6/30/2020 $400.00
@' PRCHWHTERD Material A1-460 PO-Purchase Order  Posted PO000000023 6/24/2020 $226.50
= PRCHWHTERD Material Al-460, PM-Material Usage  Posted MTRLODDL 7/2/2020 $185.49

PRCHWHTERD Material A1-460 PM-Materizl Return  Posted RETO01 7/16/2020 -$ 18,55
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=1
Drill down to

Transaction Details

Click the Optional Fields link (where available) to view the optional fields
associated with the project. You can also click the Contract or Customer
link to view contract or customer information.

The Project Detail form also lists transaction documents associated with
the project.

To list only certain documents, specify filter criteria and click the Filter
button. For example, to list only Accounts Receivable documents, select
“A/R Only” in the Applications field.

You can view some documents, such as Accounts Receivable invoices, in a
Sage 300 ERP form. To view these documents, click any active link in the
Document Number column.

To view a summary of a transaction, click the Drill Down button to open
the following form:

Transaction Information | .

\ Projiect InFormation
Contract Project Category Cost Class Resource
120-1200-10 1001 MGTLABOR. Labor 100010 Contract

Informati
Customer Number Customer Name nrermatien

1200 Mr. Ronald Black
= " HonsBlac Al Cantracts
Source Madule Dacument Number TransactionDate  Posting Date Fiscal Year Fiscal Period
M oooz Jul 5, 2010 Jun 30, 2010 2010 &

T ¥ ECE

RJM Inquiry Menu
Document Type Transaction Type Reference Document Reference  Document Billing Type
Timecard Posted Document Saminc standard contract Description Billable

weskly hourly

Quantity I/C Unit of Measure A/R Item No. A/R Unit of Measure Location Location Name
] HOLR

Extended Amount Amount Received Amount Paid Functional Retainage
(Functional) (Functional) § 0,00 Amount
$ 0,00 $ 0,00

vendor vendor Name Batch Number Batch Entry Number Posting Sequence  Billing Worksheet
z Number

Optional Fields

On the Transaction Information form, you can click any link to view more
details. For example, you can click the Contract or Customer links, or
the Document Number link (if available).

Viewing Contract Transaction History

Contract with
multiple customers

To view contract transaction history:
1 On the P/M Inquiry tab, click Transaction History.
The Transaction History screen appears.

For a contract with projects that have been assigned multiple customers,
you can view the transaction history of that contract or project for any of
the associated customers.

You can do the following on this form:

f  To display only transactions of your choice, specify filter criteria and
click the Filter button. For example, to display only transactions
which originated in Purchase Orders, select P/O Only in the
Application field.
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! Click a Drill Down icon for more information about a transaction.
This opens the Transaction Information form.

f For more information about a contract, click the link in the Contract
column to open the Contract Maintenance form in a new window.

f  For more information about a document, click an active link in the
Document Number column to open a Sage 300 ERP form in a new
window.

f  For more information about a resource, click an active link in the
Resource column.

Return Material Authorization (R/A) Inquiry

If you use Sage 300 ERP Return Material Authorization (RMA), you can
view or modify return authorization documents within the context of a
company on the R/A Inquiry screen.

For a customer, the R/A Inquiry screen provides the following options:

R/A Inquiry Menu |

= ) List all Return Authorizations.
L AllReturn Authorizations

. Create a Mew Return Authorization,
Mew Return Authorization

Note: The R/A Inquiry screen does not provide the option to create
a new return authorization for a vendor.

Creating a New Return Authorization
To create a new return authorization:
1. On the R/A Inquiry screen, click New Return Authorization.
The Return Authorization form opens in a new window.
2. Complete the form and click Add.

You can also create a return authorization from the screen that lists return
authorizations.

Viewing or Editing Return Authorizations
To view or edit return authorizations:
T On the R/A Inquiry screen, click All Return Authorizations.

A list of return authorizations appears.
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=1
Drill down to

RA summary

You can do the following on this form:

f  To refine your list of displayed transactions, enter search criteria in
the filter and click Filter in the right sidebar. For example:

- To include completed transactions in the list, select Include
Completed Transactions.

- Display only the transactions that fall within the range of dates that
you specify.

 Create a return authorization for a customer by clicking New on the
right sidebar to open the Return Authorization form in a new window,
completing the form, and clicking Add.

Use a Sage 300 ERP form to view or edit a return authorization by
clicking the contract’s link in the All Return Authorizations
column. This opens the Return Authorization form in a new window.

Click the Drill Down icon to view a summary of a return
authorization. This opens the Return Authorization Summary form,
which displays the return authorization’s general information and
detail lines.

Return Authorization Information | Y S b By
" I Adbeies

o

Pl Al Retin Authorastions

Bl RiA Ty Mar

Raturm Authorization Details |

ustamer Discounted
: ’ Repalr | Entended nal (5
Driginal 0 [stat Ewt. ORI
INOOO000000026 AL S00 Mewark, 1 Ea. £ #4112 §141.12 Ne Ho Na
% How 1412

Haw
Accessories doriny

Tmaye 1!
{MAGE- Serres Desl
ASO0HG

On the Return Authorization Summary form, you can do the following:

- Click Shipping & Billing Addresses on the right sidebar to view
shipping information.

- Click Edit on the right sidebar or the RA Number link to view or
edit the return authorization.

- Click links in the Return Authorization Information section of the
form to view more details about the customer or a document (such
as the return authorization document, last customer order,
customer credit note, or vendor return).

- Click the Optional Fields link (where available) to view optional
fields for the return authorization.

- In the detail section of the form, click any links in the Customer
Original Invoice column or Vendor Original Receipt column.
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- In the details section of the form, click the link in the Item
Number and Location columns to open a form that displays more
item information, and the locations where the item can be found.

Now You Can...

View and modify company and opportunity information in Sage CRM.
Import national accounts.
Change customer and vendor numbers.

Create and work with O/E quotes and orders.

= =4 . _—a A

Use Sage 300 ERP Inquiry features to view and edit documents and
transactions.
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