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Introduction

Sage, a recognized leader in accounting software for mid-size
businesses, welcomes you to Sage 500 ERP, business software
that provides superior power, flexibility, and integration with
your existing line of business applications.

In this chapter

About ThisGuide. . ....... ... ... .. . . . .. 2
Prerequisite Knowledge . .......... ... . ... . ... . .... 3
Sources of Information ........... ... ... ... .. . ... . ... 4
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Introduction

About This Guide

Overview The Getting Started guide provides an introduction to your
software, including explanations of system components and
features and the sources of information available to you.

Information Use this guide to learn the following:

provided

Sources of information

Basic system components

How to log on to the system

Common processing elements

How to perform basic tasks and navigate the system
How to use reporting features

How to use the Help system
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Introduction

Prerequisite Knowledge

Understanding of This guide assumes you have a basic understanding of
Windows-based Microsoft Windows.
products

Sage 500 ERP interfaces with Microsoft Windows-based
products, such as Microsoft Excel and Microsoft Word, and it
is assumed that you have an understanding of these products.

Knowledge of This guide does not attempt to teach accounting, but

basic accounting describes the overall system and accounting features of the
software; an understanding of accounting concepts is,
therefore, required.
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Introduction

Sources of Information

Introduction

Introductory
system and setup
information

As a user of the software, you have access to many sources of
information, both printed and online, as well as customer
support services. The following tables explain the
information provided by each of these resources.

Introductory and system setup information is provided in the
following documents.

Resource Information Provided

Getting Started o  Qverview of system components and
guide features

e Sources of information

e Explanation of common processing
elements

e Batch processing

* Logon procedures

e Methods of navigation
* Using the Help system

e Reporting features

Release Notes Explanation of enhancements and issues
for the latest release.
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Introduction

Configuration Installation and system configuration information is
and installation provided in the following resources.
Resource Information Provided
Compatibility e Compatibility information matrices
and Resource e System requirements
Guide

System configuration

Installation and
System
Configuration
guide

Business Insights
Dashboard guide

System requirements

Database and client installation
procedures

General installation setup procedures
for the Business Insights Dashboard

System security
Software registration

Procedures and reports for the
System Manager module

Site hosting, installation and
configuration, Web site customization,
and troubleshooting

Business Insights Dashboard
How to install and configure Business
Insights Dashboard

Getting Started 5



User guides

Software
Development Kit

(SDK)

Introduction

User guide resources include the following documents.

Resource

Information Provided

Web Reports

Sample Reports
guide

Module PDFs

Requirements, configuration, and
installation of the Web Reports
module

Server installation and configuration

How to run, view, and print Sage 500
ERP reports in Microsoft Internet
Explorer

This guide provides samples of reports.

These guides include the task Help for all
tasks accessible from the Desktop. For
more information, see Procedure Help on
page 126.

Information on customizing your software is provided in the
following documents.

Resource Information Provided
Software How to customize modules and develop
Development custom applications, including:
Kit (SDK) ' e The programming techniques used to
gnglopers support Sage 500 ERP standards

uide

Techniques required to customize the
Help system

This guide is available when you
install the SDK.
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Introduction

Resource Information Provided
Software * How to install the Application
Development Framework or any of the modules'
Kit (SDK) source code.
Insjcallatlon e Hardware, software, and database
Guide .
requirements

e Using a version control tool

This guide is available when you install

the SDK.
Software e Data Migrator architecture
D.e velopment e How to use Data Migrator APIs to
Kit (SDK) Data . .

; load data on an ongoing basis

Integration

Services Guide

Software
Development
Kit (SDK)
Release Notes

How to customize migrations

Enhancements
Issues

How to upgrade from a previous
release

How to use Prestos

This guide is available when you install
the SDK.
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Resource

Introduction

Information Provided

SDK Reference
Documents

The following documents provide
supporting SDK information:

Software Development Kit (SDK)
Programming Components

Software Development Kit (SDK)
Development Utilities (used to
maintain system tables)

Enter Sales Orders and Quotes
Customization Procedures

Design Documents

API Specifications (stored procedures,
triggers, and tables)

Schema Browser (used for reading the
data model)

This guide is available when you install
the SDK.

Help system

The Help system contains the following types of information.

For more information, see Using the Help System on page 124.

Resource

Information Provided

Sage 500 ERP
Help system

Overview Help for each task and
related links

Procedural steps for Sage 500 ERP tasks
F1 Field-Level Help
Access to the Help Center

Record layout tables and pre-import
procedures for importing data into the
General Ledger, Accounts Receivable,
Accounts Payable, Inventory
Management, and Cash Management
modules

Module PDFs that you can print as a
reference

Getting Started 8



Support

How to contact
Sage

Introduction

These resources provide additional support.

Resource

Information Provided

Sage Customer
Portal

Internal research database, which includes:

e The Sage Knowledgebase for quickly
locating the information you need

¢ Downloads, hot fixes, and numerous
other support services

The Support area of the Sage Customer
Portal provides information on the
following:

e Service plans and support topics

e Installation/configuration support
¢ News groups

e Support phone numbers and hours

Sage welcomes your comments and suggestions. Contact us

at:

Sage

6561 Irvine Center Drive
Irvine, CA 92618-2301
Phone: (800) 854-3415
Fax: (949) 753-0374
http://na.sage.com

Getting Started 9
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System
Components

This chapter provides an overview of the products and
components.

In this chapter
Components. . . ...t e 11

Component Features . ............ ... ... ... ..... 13
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System Components

Components

The following table shows the components that make up the

software.

Component Features

Base system e Desktop

components e System Manager
e Explorer
¢ Common Information
e Sage 500 ERP Office
e DataPorter
¢ Data Import Manager
e Sage 500 ERP Alerts

Financials e General Ledger

e Accounts Payable

* Accounts Receivable

e (Cash Management

¢ Intercompany Transactions
e National Accounts

e Credit Card

Advanced financials Multicurrency

Distribution e Sales Order
e Purchase Order
¢ Inventory Management

e Inventory Replenishment

Getting Started 11



Component

System Components

Features

Manufacturing

Project Accounting

Report writers and
data analysis

Customization
tools

e Light Manufacturing

e Advanced Manufacturing

e Shop Floor Control

e Engineering Change Management

¢ Advanced Planning and
Scheduling

e Material Requirements Planning
e [Estimating

e Product Configurator
e Project Accounting

¢ Crystal Reports

* Business Insights Analyzer

e Business Insights Explorer

e Business Insights Dashboard
e Web Reports

e Application Framework
e (Customizer
e Source Code

Getting Started 12



System Components

Component Features

Overview The following tables describe the main features of each
component.

For descriptions of associated documentation and additional
information resources, see Sources of Information on page 4.
Complete descriptions of module features and integration
capabilities are provided in the Help system.

Base system These are the components of the base modules.
components

Component Features

Desktop Provides a starting point for all system

tasks. Use the Desktop to:

* View menus and launch tasks
* Change the company

e Access the Help Center

e Perform system inquiries with
Explorer

For more information, see Using the Sage
500 ERP Desktop on page 35.

Getting Started 13



Component

System Components

Features

System Manager

Explorer

Common
Information

Sage 500 ERP
Office

Use System Manager to:
e Register modules

e Create companies and security
groups

e Define system options, users, and
passwords

* Set user preferences
e Print reports

e Use Assisted Company Setup to set
up Sage 500 ERP. It includes the
data entry and import utilities
available for each step.

e Use Data Migration to insert data
into the system and, if converting
from a supported Sage 100 ERP,
extract the data from the old
system.

Use Explorer to access system-wide
inquiries.

Set up and maintain options and
information that are common to one or
more modules. This information
sharing allows you to update data for
multiple modules automatically from
one place.

Information on Common Information
is provided in the Help system.

Sage 500 ERP Office is a set of utilities
that allows you to integrate financial
information with the Microsoft Office
suite of applications to create
documents and spreadsheets. Sage 500
ERP Office takes information from, and
attaches files to, Sage 500 ERP entities.
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Component

System Components

Features

DataPorter

Data Import
Manager

Sage 500 ERP
Alerts

Move data between spreadsheets
and Sage 500 ERP forms

Bring setup data into the system
during conversion or load data on
an ongoing basis

Import pre-defined data entities
into Sage 500 ERP databases

Import entities supported by the
Assisted Company Setup (ACS) task

Import data from SQL Server, Sage
100 ERP, XML, comma-delimited,
text, and Microsoft Access and Excel
files

Automatically monitor your system
for alert conditions and send
automatic e-mail notification to
selected recipients

Customize alert parameters, e-mail
notifications, and scheduling

Predefined base alerts are defined by
the system

Getting Started 15



System Components

Financials These are the financial components.

Component

Features

General Ledger

Accounts Payable

Set up accounts, account structures,
fiscal calendars, budgets, financial
reports, and journals

Accept transactions created in other
applications

Enter and post transactions,
including allocations and recurring
entries

Set up, enter, and post
intercompany transactions

Set up and print financial
statements

Set up vendors and vendor classes

Automate many vendor-related
tasks

Process Accounts Payable - Accounts
Receivable settlements

Enter and post invoices and
adjustments

Select invoices for payment
automatically

Maintain and track detailed invoice
and check histories for each vendor

Print checks

Merge two existing vendors into
one vendor

Getting Started 16



Component

System Components

Features

Accounts
Receivable

Cash
Management

Intercompany
Transactions

Set up customers, customer classes,
salespersons, and sales teams

Automate many customer-related
tasks

Process invoices, cash receipts,
finance charges, and commissions

Print invoices and statements

Set up and maintain national
accounts

Merge two existing customers into
one customer

Consolidate multiple shipments as a
single invoice from the same sales
order

Process bank transactions, generate
deposits, and reconcile bank
accounts

Determine cash flow projections

Integrate with Accounts Receivable
to generate automatic deposits and
with Multicurrency to set up bank
accounts in foreign currencies

Integrate with Accounts Payable to
reconcile checks

Process transactions between
companies

Getting Started 17



Component

System Components

Features

Credit Card

National
Accounts

Set up and configure credit card
processing behaviors

Receive credit card payments in
sales orders, invoices, and cash
receipts

Capture credit card funds during
shipment processing

Daily credit card transaction
settlement integrated with Cash
Management

Refund credit card payments

Secured storage of credit card
account data

Maintain national accounts, which
allow you to group customers into a
two-level relationship consisting of
a parent customer and subsidiary
customers

Advanced
financials
Component

This is the advanced financial component.

Features

Multicurrency

Manage multiple currencies,
exchange schedules, and rate
fluctuations

Automatically post realized and
unrealized gains and losses to
general ledger accounts assigned
to the currency

Getting Started 18



Distribution

Component

System Components

These are the distribution components.

Features

Sales Order

Purchase Order

Enter sales orders, price quotations,
and blanket orders

Delete sales orders based on security
settings

Automatically update all open order
lines in a sales order with entry
made in the order header controls

Create pick lists and ship lists

Generate invoices, obtain invoice
totals, and print Accounts
Receivable invoices prior to
committing the shipment

Process customer and interbranch
transfer shipments

Process customer returns
Track sales history

Customize the Enter Sales Orders
and Quotes data entry grid and
Favorites tab

Set up buyers, tolerance codes, and
departments

Delete purchase orders based on
security settings

Enter and print requisitions and
purchase orders

Process receipt of goods from
vendors or other warehouses

Process receipt of invoice and
returns

Getting Started 19



Component

System Components

Features

Inventory
Management

Inventory
Replenishment

Set up inventory items, item classes,
buyers, warehouses, kits, and bins

Set up pricing structures for
products and customers

Track transaction history and on-
hand quantities

Process physical inventory

Process inventory transactions
Process customer returns and RMAs
Analyze your inventory investment
Transfer goods between warehouses

Recalculate inventory quantities

Calculate replenishment parameters

Process replenishment orders

Getting Started 20



System Components

Manufacturing These are the manufacturing components.
Component Features
Light '  Create routings/bills of material
Manufacturing with backflushing (automatic
issues)

e Enter all production information
on one screen, which backflushes
all production components

Advanced  Create and track work orders
Manufacturing

Shop Floor Control

Engineering
Change
Management

Track outside processor
transactions and job costs

Produce co-products, by-products,
and disassembly operations

Make employee assignments

Log employees on and off jobs
Make labor assignments

View real-time labor and
production online

Process engineering change
approvals on routings and work
orders

Notify by e-mail and define
approval sequence
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System Components

Component Features

Advanced Pl.anning e Create phantom schedules from

and Scheduling estimating, work orders, sales
orders, and manufacturing
inquiry

* Run production schedules with
finite or infinite capacity

e Automatically schedule and view
work orders

e Schedule MRP planned work

orders
Mate.rial e Use system calculations of supply,
Requqements demand and replenishment of
Planning finished goods, raw materials and

manufactured components

¢ Create planned and actual
purchase orders for purchased
items

e Create planned and actual work
orders for manufactured items

Estimating e Produce detailed estimates using
routing techniques

e Convert estimates to sales orders
or customer quotes with sales
price overrides

Product e Create items and routings

Configurator e Create new routings and bills of

material within the configuration
definition

Getting Started 22



Project
Accounting
Component

System Components

These are the Project Accounting components.

Features

Project Accounting

Track actual versus estimated costs
through forecast completion

Monitor project details, including
estimates, change orders, purchase
orders, timesheets, and billing

Select from multiple project types

Choose from six GAAP-compliant
profit recognition methods

Seamlessly integrates with the
Accounts Payable, Accounts
Receivable, Purchase Order, and
Inventory Management modules

Report writers and
data analysis
Component

These are the report writer and viewer tools.

Features

Crystal Reports

Use standard, preconfigured
reports, choosing detailed or
summary information

Customize reports with a
configurable, user-friendly report
customizer

Create bar graph and pie chart
reports

E-mail reports for efficient
distribution

Export report data to multiple
formats, including Word, Excel,
ASCII, and dBase

Create and modify business forms
such as checks, invoices, and
statements

Getting Started 23



Component

System Components

Features

Business Insights
Analyzer

Business Insights
Explorer

Business Insights
Dashboard

Web Reports

e Display data in a Data Grid, pivot
table, or chart

e Refine data sets using filter tools

e Port data to the Crystal Report
Wizard

e Export data to Microsoft Excel,
Microsoft Word, PDF, or
eXtensible Markup Language
(XML)

e Navigate through data

e View related data

¢ Refine and save customized data
sets using filters

e Group or subtotal data

This browser-based application allows
you to consolidate information and
instantly view critical business data.

e Create a personalized view of Sage
500 ERP data, including sales,
product, and customer analyses

e View e-mail, calendars, and
contacts

e View company intranet and
Internet Web sites

This add-on report viewer enables you
to run, view, and print Sage 500 ERP
reports in Microsoft Internet Explorer.
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System Components

Customization These are the customization tools.
tools
Component Features
Application  Build custom applications with
Framework the same look and feel as Sage 500
ERP

e Work with Visual Basic controls,
wizards, and utilities to solve
housekeeping issues, including
concurrency, user interface,
security model, and data handling

e Work with information on the
database structure and an
interactive data schema viewer

Customizer Enables you to customize window
interfaces and functionality by:

e Adding industry-specific features
without making changes to source
code

e (Customizing text and fields that
appear on forms and changing
form layout

e Adding new fields to forms and
new buttons to the toolbar using
scripts

e Adding VBScript and Java Script
programming logic to any form
developed with the Sage 500 ERP
framework

Getting Started 25



Starting Sage
500 ERP

This chapter provides the procedures for logging on to your
software, including the use of authentication options.
Additionally, you will learn how to use the Client
Configuration Utility to change your logon settings.

In this chapter

Logging On ...... ... 27
Authentication Options. .. ........... ... ... ...... 28
Using the Client Configuration Utility . . ............... 31
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Starting Sage 500 ERP

Logging On

Procedure After you obtain a user name and password from your system
administrator, start Sage 500 ERP. You can log on by doing
either of the following:

e From the Windows Start menu, select Sage 500 ERP
Desktop.

e Right-click the Sage icon in the Windows System Tray
and select Login into Sage 500 ERP Desktop.

e FEither method opens the logon window.

=xSage 500 ERP Login x|

[T Use'windows Authentication

User Mame: Iadmin

Pazzward: I

Company: ISDA - Syetems of America j

V¥ advanced Options oK I Cancel |

Server / Database
[ Change Server / Datahase

5L Server [C4I514933 =l Refiesh |

Diatabasze: IApr22_ap|:| j

= | Save Sefting &z Default
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Authentication Options

Starting Sage 500 ERP

Introduction

Option types

Access rights

The first time you log on to the software, you must select the
type of authentication you use for logging on. Your system
administrator should be able to provide this information. The
authentication type you use determines how you log on, as

described below.

Use the following table to determine the authentication type

to use.

To use... Do this... To get this result...

SQL Server Clear the Use Each time you start the

authentication Windows software, you are
Authentication prompted for a logon
check box. name and password on

the logon window.

Windows Select the Use  Your Windows user name

authentication Windows and password are used to
Authentication log on. The first time you
check box. start the software, the

logon window appears, so
that you can select the
server, databases, and
company. After that, the
software starts directly
and uses the last server,
databases, and company
you selected.

For information on granting access rights for Windows
authentication, refer to the Installation and System
Configuration guide.
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Logging on with

SQL Server
authentication

Starting Sage 500 ERP

To log on to the software for the first time with SQL Server
authentication, complete the logon window as follows:

1

Clear the Use Windows Authentication check box (if it
is not already cleared).

At the User Name field, enter your SQL Server user
name.

At the Password field, enter your password. (Passwords
are required only if specified in System Manager Set Up
Options. For more information, refer to the Installation
and System Configuration guide.)

Select the Advanced Options check box if it is not
already selected. This expands the logon window with
fields for selecting the server and databases.

Verify that the server and database fields indicate the
server and system and application databases you want
to use. To change the server and database fields, select
the Change Server/Database check box. This enables the
server and database fields and allows you to make your
selections.

If you do not see the server or database selections you
want, click Refresh. This lists the SQL Servers in the
domain and the databases in the selected SQL Server.

At the Company field, select the company to use.

To log on to the same server and database each time
you start the software, select the Save Setting As Default
check box.

Click OK to log on. The Sage 500 ERP Desktop appears.
For more information, see Using the Sage 500 ERP Desktop
on page 35.

The next time you start the software, you will be prompted
again for your user name and password.
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Starting Sage 500 ERP

Logging on with If you are logging on to the software for the first time and
Windows you have access rights to use Windows authentication,
authentication complete the logon window as follows:

1 Select the Use Windows Authentication check box. This
disables the User Name and Password fields.

2  Select the Advanced Options check box and the Change
Server/Database check box. This enables the fields for
selecting the server and databases you want. If the
options you want do not appear, click Refresh to update
the options.

3 Click OK to log on. The Sage 500 ERP Desktop appears.
For more information, see Using the Sage 500 ERP Desktop
on page 35.

The next time you start the software, the logon window will
not appear. The program starts directly using the server and
database you last used.
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Using the Client Configuration Utility

Introduction

When to use

Use the Client Configuration Utility to change logon and
other Windows Registry settings used by the client software.
Use this program instead of changing registry settings
manually.

Situations for using the Client Configuration Utility include:

Changing logon options when using Windows
authentication. When you are using Windows
authentication, the logon window does not appear after
the first time you log on. The Client Configuration
Utility enables you to change to another server and
databases, log on as a different user, or change to SQL
Server authentication.

Resolving logon issues. If you get errors when you try to
start the software, it may not have been configured to
log on to a valid SQL Server and database. Use the
Client Configuration Utility to select a SQL Server and
database and try logging on again.

Turning off the startup logo. This reduces network
traffic when you use Windows Terminal Server.

Viewing the paths of program and Help files.
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How to use

Procedure

Starting Sage 500 ERP

Before starting the Client Configuration Utility, shut down
Sage 500 ERP. Select Windows Start menu > All Programs >
Sage > Sage 500 ERP 2013 > Utilities > Client Configuration
Utility. The Client Configuration Utility window appears.

E= Client Configuration Utility

Apply To

Uze Windaws Authertication [

(%) Cument Usger ) 2l Uzers
SOL Server Mame | Shasta -
Database Mame  |M&5_app v

Show Startup Logo

Laocal Path ... C:\Program Files'Sage Saoftware'Sage MAS 5
C:\Program Filez\Sage Software\Sage MAS &
Help Path ... C:\Program Files\Sage Software®Sage MAS §

[ Ok H Cancel ] @

Complete the window as follows:

1

Select whether to configure settings for all Windows
users or only for the user that is currently logged on.

Select the SQL Server and database to use. If you do not
see the server or database options you want, click
Refresh. This lists the SQL Servers in the domain and
the databases on the selected SQL Server.

To log on with the user's Windows logon, select the Use
Windows Authentication check box. When the user
starts the software, that person's Windows logon is
used, along with the rights assigned to it. To prompt for
a logon name and password, clear this check box. Users
can then log on using a SQL Server logon name and
password.

To prevent the startup logo from appearing each time
you start the software, clear the Show Startup Logo
check box. Select the check box to display the logo each
time.
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Do not change the Local, Remote, or Help paths in the
Client Configuration Utility. This can cause errors when
running the program.

Click OK. The new settings are used the next time you
log on to the software.
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Common
Navigation
Features

This chapter begins by explaining the Sage 500 ERP Desktop:
the starting point for the entire system. You then learn to
navigate the software using the common system and
processing elements.

In this chapter

Using the Sage SO0 ERP Desktop . . . ................... 35
Customizing the Desktop .......... ... .. ... ... ... 41
Common Menus .............uiiiiiiniiniunneennnnn. 49
Search Features. .. ........ ... ... ... . . ... . ... 52
System Buttons. . ........ ... 64
FunctionKeys. . .......... . i 73
Grids. . ... 74
Dates. . ... . e 86
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Using the Sage 500 ERP Desktop

Purpose

When you log on to Sage 500 ERP, the Sage 500 ERP Desktop
appears. The Desktop provides a starting point for all system
tasks and enables you to do the following:

Navigate through installed modules and their menus
Launch Sage 500 ERP tasks
Add and launch non-Sage 500 ERP tasks

Use the My Tasks pane to customize a task menu structure
to fit your daily business needs

View tasks in the Recently Accessed Tasks pane
Access the Help Center (see Help Center on page 128)

Access information on the latest Sage 500 ERP
enhancements

Change the business date or log on with a different user or
company

Launch system inquiries with Explorer
Move and customize toolbars

Add and run custom reports (refer to the Installation and
System Configuration guide).
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Example

Standard
toolbar

Common Navigation Features

Following is an example of the Desktop. For an explanation
of each component, see Components and Navigation on page 37.

Main menu Company

toolbar
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Components and Navigation

Component
functions

Component

Common Navigation Features

The following table describes the function and navigation of

each Desktop component.

Function

Navigation

Tasks panes

My Tasks pane

Recently
Accessed Tasks
pane

Lists the tasks that enable you
to navigate throughout the
software and launch tasks.

Only those tasks for which you
have access rights are enabled.
Only users with rights can
customize the Tasks pane. For
more information, refer to the
Installation and System
Configuration guide.

This customizable pane enables
you to add frequently used
tasks, shortcuts, URLs, task
groups, and folders for quick
access.

Provides a list of recently
accessed tasks. You can drag
and drop tasks that you have
access to into the My Tasks
pane.

e Expand a task group or
menu to display its
contents.

e Based on your computer's
settings, single-click or
double-click a task name to
launch the task.

e Right-click and select Add to
My Tasks to add task groups
or tasks to the My Tasks
pane.

e Right-click to add a shortcut
to the Windows Desktop.

¢ Right-click and select New
to add a task, menu,
shortcut, custom report, or
URL. The right-click menu is
also used to copy, delete,
and rename tasks.

e Right-click to add a shortcut
to the Windows Desktop.

e (Customize the order of
items using drag and drop.

* Right-click to clear the list
of tasks.

e Set up the number of tasks
to display on the Tools
menu.
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Function
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Navigation

Content page

Main menu
toolbar

Standard
toolbar

Provides a display area for any
Business Insights task or any
Web page selected from inside
the Desktop.

Provides access to functions
through the following menus:

File, Edit, View, Tasks, My Tasks,

Recently Accessed Tasks, Tools,
Window, and Help.

Includes the Dock Desktop,
Tasks, My Tasks, and Recently
Accessed Tasks buttons.

Based on your computer's
settings, single-click or
double-click a task name to
launch the task.

To open a Web page in a
new window, press
SHIFT+Click inside the
Content page. For more
information on keyboard
shortcuts, see System Buttons
on page 64.

Click a menu to see a list of
that window's menu
options.

Select the Find option from
the Edit menu to perform a
search in the Content page.

Dock the Desktop to the top
of your Windows desktop.
For more information, see
Moving and Docking the
Desktop on page 40.

Click the Dock Desktop
button to hide the full
Desktop and dock the
Standard toolbar, My
Toolbar, and Status bar at
the top of your Windows
desktop.

Click the Tasks, My Tasks,
or Recently Accessed Tasks
buttons to select from a list
of the available Sage 500
ERP tasks.
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Component Function Navigation

Company Use the buttons on this toolbar ¢ (Click the Open Company or

Management to open a company or Change Change User button to open

toolbar the currently logged on user. the logon window.

Web Provides the standard Internet

Navigation Explorer navigation buttons,

toolbar including Back, Forward, Stop,

Refresh, and Home.

Menu Use the buttons on this toolbar

Maintenance to create, save, and open task

toolbar menus, if you have access rights
to do so.

Task Use the buttons on this toolbar

Maintenance to add, move, change, and

toolbar delete tasks on a menu, if you
have access rights to do so.

My toolbar A blank toolbar where you can
add your own buttons.

Status bar Contains information on the  Right-click the Status bar to
status of the Desktop, change the user, company,
including: or business date.
¢ License type
e Task menu type
e Current user and company
e Business date

Desktop Displayed only when the * Click the Show Full Desktop

toolbar Desktop is docked. Includes the button to return the

Standard toolbar and My
toolbar buttons, Status bar
information, Exit, and Help
buttons.

Desktop to its maximized
state.

e C(Click the Help button to
open the Help Center.

e See Moving and Docking the
Desktop on this page.
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Moving and Docking the Desktop

Docking When docked, the full Desktop is hidden and the Standard
toolbar is docked at the top of your monitor, providing more
free space on your desktop. In the docked mode, you have
access to the following:

e Tasks, My Tasks, and Recently Accessed Tasks menus

e Options for opening, closing, and selecting companies
e Logon window for changing users

* Business date selection window

e Help Center

e Buttons on My toolbar

To dock the Desktop, click the Dock Desktop button on the
Standard toolbar.

&

Example The following window shows the Desktop in the docked
mode at the top of the Windows desktop.

Click the Show Full Tasks My Tasks Change Help
Desktop button to | company Change Center
undock the

Recently I user
Accessed Exit

Desktop.

-

@ - Eﬁ [r\:gj | @ Change User | Business Date | ]} | 0 -
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Customizing the Desktop

Overview

You can customize the Desktop in the following ways:

* Move Explorer bars, including Tasks, My Tasks, and
Recently Accessed Tasks.

* Add and change tasks in a menu.

e Customize toolbars, including changing their location,
showing and hiding them, adding or removing buttons,
and changing toolbar attributes.

Sage 500 ERP administrators can perform additional
customizations. For information, refer to the Installation and
System Configuration guide.

Locking the Desktop

Description

Procedure

Before performing customizations, unlock the Desktop.
When you lock the Desktop, you cannot perform these
customizations. Consider locking the Desktop to prevent
accidental changes.

To lock or unlock the Desktop, from the Tools menu, select
Lock Desktop. The icon next to the Lock Desktop command
indicates the present state of the Desktop and what selecting
the command will do.

Icon Description

The Desktop is currently locked.
Lock Deskiop .
Select this command to unlock the

Desktop.

The Desktop is currently unlocked.

] Lock Deskiop Select this command to lock the

Desktop.
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Moving Explorer Bars

Moving bars

Returning bars to
docked positions

Moving Task
panes
independently

When the Desktop is unlocked, drag and drop to move the
Explorer bars to another part of the Desktop or to your
Windows desktop.

Double-click the title bar to return the Explorer bars to the
previously docked position.

Double-click the top of the Tasks, My Tasks, or Recently
Accessed Tasks pane to move the three Tasks panes
independently.

Tip: When moving the Tasks panes to a position
inside the Desktop, place the tip of your mouse
pointer to the edge of the location in which you want
to “drop” the Tasks panes.

Adding, Changing, and Grouping Tasks

Description

Commands for
customizing tasks

You can customize the Tasks panes by reorganizing task
groups and tasks and by adding tasks, custom reports, URLs
for Web sites, and documents created with other programs,
such as Microsoft Excel and Word.

Use My Tasks for adding and arranging the tasks you want to
use. The Tasks pane can be changed only by users with
appropriate access rights. For more information, refer to the
Installation and System Configuration guide.

Commands for customizing tasks are available by right-
clicking the Tasks panes or by using the Task Maintenance
toolbar. To access the Task Maintenance toolbar, select the
View menu > Toolbars > Task Maintenance.
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Adding tasks To add a task

1

Right-click the Tasks or My Tasks pane where you want
to create the task.

2 From the menu that appears, select Create New Task,
then select whether you are adding a shortcut (to a file
or program), task, custom report, or URL. Complete the
window that appears by doing the following:
> For a shortcut to a file or program, type the location
of the file you are adding or click Browse. Type the
name that you want to appear in Tasks or My Tasks.

> For a task, select the module and task. Type the
name that you want to appear in Tasks or My Tasks.

> For a custom report, select the module and custom
report. Type the name that you want to appear in
the pane. Type a name and description for the
report and select if the report is Web enabled.

> For a URL, type the Web site address and a name
that you want to appear in the pane.

3 Click OK.

Adding from the You can also add task groups and tasks from the Tasks pane
Tasks pane to the My Tasks pane. Do either of the following:

Right-click the task group in the pane. From the menu
that appears, select Add Task Group to My Tasks.

Right-click the task in the pane. From the menu that
appears, select Add to My Tasks.

Drag and drop the task from the Tasks pane. To separate
the Tasks panes, unlock the Desktop and double-click
the My Tasks pane. You can then drag the My Tasks
pane anywhere on the screen. Drag and drop tasks from
the Tasks pane to where you want them to appear in the
My Tasks pane. To dock the My Tasks pane again,
double-click the My Tasks pane heading.
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Adding from the
Recently Accessed
Tasks pane

Grouping tasks

Using folders to
organize tasks

Arranging menu
items

Common Navigation Features

You can add tasks from the Recently Accessed Tasks pane to
the Tasks and My Tasks panes. Do either of the following:

Right-click a task in the pane. From the menu that
appears, select Copy and paste to the pane.

Right-click a task in the pane. From the menu that
appears, select Add to My Tasks.

Drag and drop tasks to the desired pane.

You can add and insert a group of tasks to the Tasks pane.

1

Right-click a group of tasks.
From the menu that appears, select Add Task Group.

In the Add Task Group window, type the name for the
group, the path of the content to display, and select the
icon to use for the new group.

Click OK.

You can use folders to organize tasks in the My Tasks pane.
To create a folder

Right-click where you want a folder to appear.

From the menu that appears, select Create New Task,
then Folder. A folder appears in the My Tasks pane
ready for you to type in a name. Type the name of the
folder and press ENTER.

You can rename a folder by right-clicking it and selecting
Rename from the menu that appears.

To change the order of menu items and to place items in
folders, do either of the following:

Drag and drop them to the desired location.

Use the arrow buttons on the Task Maintenance toolbar
to move items up and down the list or move them to
the left up one level or to the right down one level.
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Deleting menu
items

Common Navigation Features

To delete a task group or menu item, right-click it, and select
Delete Task Group or Delete Task from the menu that
appears. If a task group or menu item is deleted, you will need
to re-create it.

Customizing Toolbars

Description

Moving toolbars

You can customize toolbars by doing the following:

e Move toolbars any place on the screen.

e Select which toolbars appear.

e Add or delete your own custom toolbars.
e Add or remove toolbar buttons.

e Set toolbar options.

When the Desktop is unlocked, a bar appears on the left side
of each toolbar.

Bar for moving toolbar

=10 v@v@avf
Toolbar Options button

To move a toolbar, click the bar and drag the toolbar to the
desired location, including outside of the Desktop window.
To dock a toolbar, drag it to the desired location near an
inside edge of the Desktop window.

-
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Opening the
Customize
Toolbar window

Creating a new
toolbar

Common Navigation Features

Use the Customize window to select toolbars to appear, add
and delete custom toolbars, change toolbar buttons, and set
toolbar options.

Open the Customize window for toolbars by doing either of
the following:

Select Tools menu > Customize Toolbars.

Click the Toolbar Options button. From the menu that
appears, select Add or Remove Buttons and then
Customize Toolbars.

The Customize window appears:

Customize

Toolbars | Commands | Options

Toolbars:

Company Managemenkt
Standard

[] Menu Maintenance

[] Task Maintenance

[ My Taalbar

X

Mew. ..

Keyboard. .. ] [ Close

To create a new toolbar

In the Customize window, click New.

In the New Toolbar window that appears, type a name
for the toolbar and its initial location.

Click OK. An empty toolbar appears in the Desktop
window.

In the Customize window, click the Commands tab.
This tab lists the available commands for Desktop
toolbars including all tasks.
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Changing custom
toolbars

Changing buttons
on toolbars

Common Navigation Features

5 Drag the button from the Commands tab to the desired
location on the toolbar.

6 Click Close.

You can rename or delete toolbars you have created. On the
Toolbars tab in the Customize window, select the custom
toolbar. Click Rename or Delete.

Note: You cannot rename or delete a toolbar
provided with Sage 500 ERP.

You can add or remove buttons on custom toolbars and those
provided with Sage 500 ERP.

Adding buttons

To add buttons to a toolbar

1 Open the Customize window.

2 In the Customize window, click the Commands tab.
This tab lists the available commands for Desktop
toolbars, including all tasks.

3 Drag the button from the Commands tab to the desired
location on the toolbar.

4 When you are finished, click Close.
Removing buttons

To remove buttons from a toolbar

Open the Customize window.

2 Drag the button off the toolbar. The Customize window
can be open to any tab.

3 When you are finished, click Close.
Hiding buttons

To temporarily remove buttons from a toolbar, you can hide
them. You can show the buttons again if you want to use
them later.
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Resetting toolbar
customization

Setting toolbar
options

Common Navigation Features

Follow these steps:

1  Click the Toolbar Options button. From the menu that
appears, select Add or Remove Buttons and then the
name of the toolbar. A menu appears with the buttons
on the toolbar. A check appears next to the buttons that
are showing.

2 Select the button to hide. It is hidden from the toolbar
and the check is removed.

3 To show the button again, select it again.

To return a toolbar to its default settings, click the Toolbar
Options button. From the menu that appears, select Add or
Remove Buttons and then the name of the toolbar. A menu
appears with the buttons on the toolbar. Select Reset Toolbar.

The Options tab on the Customize window enables you to set
options for toolbars and menus, including the size of icons
and appearance of menus.

Setting Keyboard Shortcuts

Description

The Customize window also allows you to assign keyboard
shortcuts for commands and tasks. Perform the following:

1 Click the Keyboard button on any of the Customize
window tabs.

2 In the Categories and Command boxes, select the
command or task to which you are assigning a shortcut.

3 Select the key combination in the Specify a Shortcut
field. If it is already assigned to a shortcut, it is
indicated below the field.

Note: If you need to return keyboard shortcuts to the
defaults, click Reset All.

For more information about keyboard shortcuts, see System
Buttons on page 64 and Using Keyboard Shortcuts in a Line Entry
Grid on page 84.
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Common Menus

Introduction

Detail
information

Menu functions

This section provides an overview of common menus and
their respective tasks. Setup tasks are also included on the
Maintenance menu.

Detailed information on tasks is provided in the Help system.

The following table describes the function of each common
menu.

Menu Function

Maintenance e« Establish settings and define
information about your companies,
users, and security groups.

e Revise or update information. For
example, in the System Manager
module, use Maintain Companies to add
a new company.

e Use Set Up Options to perform various
functions automatically. These settings
are system wide and affect all users. For
example, you can print user IDs on
reports, require users to enter passwords,
and retry failed data updates to the
server at specified intervals.

Activities Perform common tasks. For example,
register new modules, purge activity logs for
any module, enter/process transactions,
perform period-end processing, or print
forms.

Reports Print reports that show what activities have
taken place in your system or in your
companies.
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Menu Function

Insights * View activity/history in your system or
in your companies.

e Retrieve related data.

e View details of data you currently have
in a summary field.

Tools e Available only in the System Manager
module.

e DPrimarily used by the system
administrator or person responsible for
the setup and configuration of the
system.

e Settings generally affect all users on the
system; however, the User Preferences
menu options affect only the user that is
currently logged on. For more
information, see Setting User Preferences
on page 51.

For more information on using the Tools
menu, refer to the Installation and System
Configuration guide.
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Setting User Preferences

System Manager
settings

In System Manager, the User Preferences task on the Tools
menu allows you to select settings that affect only the user
that is currently logged on. The preferences you can set
include the following:

Enable the ENTER key to function like the TAB key
during data entry.

Use flat toolbar buttons in all windows.

Maximize report windows.

Show the Customizer, DataPorter, and Sage 500 ERP
Office buttons on task window toolbars.

>

The Customizer button launches the Customization
window, which allows you to customize task
windows.

The DataPorter button launches an Excel window
with a DataPorter toolbar, which allows you to
import data to and export data from Excel.

The Sage 500 ERP Office button launches the Sage
500 ERP Office window, which allows you to
generate merged documents in Word and Excel.

Use the same business date for all modules.

Use the system date for the business date.

Use the transaction date for the post date for batchless
transactions.

Use the system date as the default business date.

Define or change passwords.

Select a default printer for picking and invoices.

Select a default sales order entry warehouse,
salesperson, and delivery method.
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Search Features

Overview

Search types

Search features help you locate the information you need,
without the need to scan long lists of information.

The software employs several search features, which are
discussed in the following sections:

* Lookup and Navigator
e GL Account
e Business Insights

Lookup and Navigator

Purpose

Example

The Lookup (the magnifying glass) and Navigator (the
flashlight) buttons are query tools that allow you to access a
database table or view information linked to the current field
of your open window.

For information about administering the customization of
Lookups, refer to your Installation and System Configuration
guide.

The following window displays the Lookup and Navigator
buttons.

= Maintain Users

vd X 8@ @ R

% — Navigator button

User

|
Mame [
|

Default Security Group E — Lookup button
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Functions The following table describes the functions of the Lookup
and Navigator search tools.

Search Keyboard
tool shortcut Function

Lookup FS e Field search

e Retrieves data only for the field
next to the Lookup button

e Each Sage 500 ERP task window
can have several fields with
Lookup buttons

Navigator F4 e Record search

e Retrieves the complete record
for the selected item

* Only one Navigator button is
available on any task window

e After you select an item, the
selected data is inserted into all
fields referenced in the record

Search engine By clicking the Lookup or Navigator button, you open a
capabilities database search engine that allows you to:

e Conduct broad or narrow searches per the conditions
you define.

e Drag and drop to change the row and column order.

e Specify filter criteria to display only the data you have
selected.

e Perform a quick search of data on a single field.
e Easily locate a general ledger account.

e Customize the appearance of Lookup windows,
including the columns that appear.
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e Copy the grid data to other programs such as Microsoft
Word or Excel using the Copy button in Lookup
windows.

* Reset the filtered criteria to view all the data in the grid.

e View detailed information for the Lookup and
Navigator controls in the Help system.

Searching for data Click the Lookup or the Navigator button at a data entry field
to start a search. For more information, see Search in the Help
system.

The Lookup window displays the options for the field that
you have defined in your system. Double-click a row to select
an option. The Lookup window closes and the field is
populated automatically with your selection.

Use the Filter tab Click to open or close the Filter tab.
to search for items
by several fields. Drag the border
See Filtering your between the Filter
search on page 55. C. | pokup Win dow, .

pag M CcTER UEXIRL| o0 tab and grid to

change the size.
ig Standard ~| I~ Save Fiter

Eiter |

Up/down arrows

identify ascending T =
or descending sort Company Mame B

order. X

]
!
0 Click a column

Company Company Name

. Conzultants fAmen:a header to Sort the
Double-c!lck a row — Systens of Americs grid by this
to select it. column.
Quick Search
[Company =] [Baing with | [ seach f— Use the Quick
e [ 08 500 [B Search fields to

search by a single
field. See Using
Quick Search on
page 55.
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Search

Filtering your
search
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Quick Search enables you to search for data by a single field.
Select the field and search criteria in the Quick Search fields
and click Search. The results appear in the grid.

Select the field Selectthe search  Type the text to search for. (If you

for the search. condition (such select Is Between or Is Not
as Begins with). Between, both fields are
enabled.)

Quick Search
[ Company | [Begins with | [ Search

Click to begin the search.

To search by more than one field, use the Filter tab. If the
Filter tab does not appear, click the Filter On/Off button.

In the Filter tab, select the search condition and text for each
field. If you select Is Between or Is Not Between, two fields
open to the right of the condition so that you can set the start
and end of the range. When you have selected the search
criteria, click the Refresh button.

The results appear in the grid.
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Searching for Click the Lookup button next to a general ledger account
account numbers field to locate an account number using the Advanced tab.
“ 4 Lookup Windowy |Z|EJ El
2e/CTER BEX HN|lo@
Wiew |Standard | ¥ ™ SaweFiler
Biler | Advanced |
You can enter a — _ _
natural account, e T
a ShortCUt |D, Diescription All
Acct Type Description Al
and segment Status Al
criteria to filter
the account } GL Account Mumber ¢ Description -
numbers. 0000-00-00-00 Othe
0000-00-00-54 Suspense-Corp-Corp-5w Other
1010-00-00-00 Corparate Checking Cash
1011-0-00-00 Canadian Checking Cas> hd
Quick Search
| GL Aocount Mumber | |Begins with || [ Search
|273 10w [acmin [s0a (6500 [,
Using the Record After you have closed the Lookup window, you can still use
Filter the selection criteria you made to browse through records in
the form.
Use the Record Filter button on a form to retain the most
recently defined search criteria you selected in a Navigator
Lookup window.
When the Record Filter button is selected, only the records
that meet the conditions last defined in the Navigator
Lookup window will display. The filter allows you to toggle
on and off the most recently defined search conditions. If
you turn the filter off, any data that you access is selected
from the entire database.
Search shortcut Quickly perform a search based on text you enter in a field

with an associated Navigator or Lookup button. When you
enter text in the field and then select the Navigator or
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Lookup button, the search criteria on the Lookup window's
Filter tab automatically populates with your entry, and all
related records appear in the grid.

Example

In Accounts Payable Maintain Vendors, select only those
vendors beginning with the letter "A" by typing "A" at the
vendor field before clicking the Navigator button.

= aa
vUH @X & & E 820 @ mR B

Vendar [4 Name [

Main D3Rults

Vendor

Yendor Class BRI CTEPNEEX D o@

Status

Hold Paprent Wiew | Standard * I Save Filter
Our Customer Mo, | Eiter ]
Ve Field Condition -]
B Vendor Begins with ~a
Credit Limit Wendor Hame Al
ACH Tran Code Eonlact Al L
Wendor DBA Al
Custom Figlds Our Cust Nbr All -
Prefverdor | I |
“endor Name: Contact
Sollions Hs. Cindy Fopteck
AdwCons Adwantage Consulting Ms. Kathryn Riatitt
Alfred Tabasco Alfred Tabasco
Atlantic Trade Shows Ms. Eileen Stuber
o]
Quick Search
[vendor _~|[Begins with = [ Search
] 4] p[m] 2 et |
[41awe. [admin [508 [ 6572020 [2
Saving filter To save filter settings, select the Save Filter check box. The
settings settings appear the next time you use the window.
Changing the Lookup Window
Description You can customize the appearance of Lookup windows by

selecting the columns that appear, their order, and column
widths. When you have made the changes, save them so they
are used each time you open the Lookup window.
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Changing
columns
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To change the columns that appear in the grids for the Filter
tab and search results, click the View Columns button in the
Lookup window toolbar.

The Lookup View Columns window appears.

Lookup ¥iew Columns 5]

Select the columnz to dizplay in the lookup.

[~ Display only selected columns

Wendar

“endar Mame
Contact

‘Wendor DB,

Our Cust Mbr
Status

O Bank et

O Bank &cct Description
O Bank &cct Name
[ Bank &cct Mbr
O Bark Name

O Buyer

O Buyer Mame

O Compary

O Contact Phone
O curr

g

Move Down

il

Hide

bt Help
¥

Column width: BH=

Column Caption: |Vend0r

Original Caption: |\"'end0r

1] 4 Lancel

Use the window as follows:

e To select which columns appear in the grid, select the

check box to the left of the column name. Selected

columns appear in the grid and cleared columns do not.

You can also click the Show/Hide button to select or clear
columns. If you select a cleared column, the button
changes to Show so that you can click to select it. If you

select a selected column, the button changes to Hide so
that you can remove it from the grid.
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Changing
columns in the
grid

Saving views

Common Navigation Features

e To change the order the columns appear, use the Move
Up or Move Down buttons to move the selected
columns. To help you set the column order, select the
Display only selected columns check box to show only
the columns you have selected for the grid.

e To change the default column width, use the Column
Width field. Set the number of characters in the
column.

e To change the title for the column as it appears in the
grid, type the new name in the Column Caption field.
The original column name appears in the Original
Caption field for reference. If you have administrator
rights, you can change the original caption.

When you have finished making your changes, click OK. The
grid changes according to the settings you made.

In the Lookup window, you can change the appearance of
the columns in the following ways:

* To change the position of any data column, click the
column heading to highlight it and drag it to another
position.

e To resize columns, click and drag the column borders
within the heading to adjust the column width.

When you close a Lookup window, the column changes you
make are retained and appear the next time you open the
Lookup window.

If you plan to use the column format changes frequently,
save them as a view. Views can include filter settings. When
you open the Lookup window, you can select a view, and it
applies the grid layout and filter settings you saved. You can
save multiple views for a Lookup window. One of the views
must be set as the default.
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Resetting views

Deleting views

Common Navigation Features

To save a view, click the Save As button.

[l

The Save Lookup View As window appears.

Save Lookup Yiew As

Lookup Yiew |
[~ SetAs Default I~ Save Filter

Ok LCancel

Type a name for the view and select whether it is the default
view for the Lookup window, and whether to save filter
settings with the view. Click OK.

Note: To change an existing view, type the view
name at the Lookup View field. You are prompted to
overwrite the view.

To restore a view to the settings defined by the administrator,
click the Reset button.

To delete a view, click the Delete button. This button is
disabled for views created by the administrator.

GL Account Structured Search

Purpose

The GL Account Structured Search provides an additional
method for locating general ledger account numbers. Unlike
the Navigator or Lookup search, which organizes general
ledger accounts by number, the structured Search window
uses a hierarchical tree view that organizes the accounts by
account category and account group. This type of search is
useful in finding a particular account number when you
know the account function or type.
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Example

More information

Common Navigation Features

Click the Structured Search button to open the GL Account
Structured Search window.

ks

=F GL ficcount Structured Search Window ‘;Hﬁlgl

FBcled

Accaunt Mumber ‘ Description

hgset
& Liahility
& Equity
@ Revenue
& Costof Sales
@ Other Income and Expense
& Income Tax
@ Expense
@ NonFinancial

] [ ] o

S
| [acmin [s0a [6/5/2020 (2

For more information, see the Help system.

Business Insights

Purpose

Business Insights
Options

Use Business Insights features to view and edit stored
information as you work. For example, you might want to
view a customer's account aging and their latest payment
information. You can access this type of information by
right-clicking the selected fields for which details are
available or by selecting a task from the Business Insights
menu.

There are five ways to view or edit related information while
you are processing a transaction:

* Explore

e Previews
e Drill Into
* Analyze

e Manage
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Right-click a field
to display a menu
that lists Business
Insights options.

Explore

Previews

Common Navigation Features

To edit or view historical information, right-click a primary
field and select the appropriate option.

== Enter, Journal Transactions [Batch: GLG.J-0000102]

vl @K|

Pasting Date:  06/02/2008

Sales Journal

QD mR|B

dounal [51 S| EntyMurber [q00287 G4 | %

Rewersing Date:

Net Balance: $0.00

ety |

Header Detaif
Compary [S04 _+| Systems of America
Acsourt | - - AL Reference N
] Explare GL Accounts
Previsws 3
Debit Dl Inko 3 50.00 [ 0.0000
Analyze »
i3
e ' x|
What's This? Unda
Compary Account Feference Debit
4 | »
] 4[> [m]Y| acmin [s0 [6/502020 [,

Explore options allow you to view data in the context of a

selected field. For example, if a general ledger account field is

selected, you can view data for the selected general ledger

account.

Previews options allow you to quickly view grids of related

data.
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Drill Into

Analyze

Manage

More Information

Common Navigation Features

Drill Into options allow you to view related data, such as

general ledger transactions.

File Edit view Preview

= Preview

7 Drill Into

= 5 Accounts
Y Standard

1 Analyze

Fi Manage

== Explore - GL Transactions

Dril Inta Analyze Manage Insights Taools

window Help

EE-ElBIE- 7=z mEm0

i-5

O setting

GlAcel GL Account PostDate | FPostémt | Fiscal Period | Baich Jounal
1010-00-00-00 | Corporate Checking 1/2/2007 | 500000.00[ 2007 - 1 | CMCM-0000 | Cash Manageme
mmnnnuruu Coiporate Checking /2072007 | (16.268.79)] 2007 - 1 GLGJ00003 | Joumal Entiy
| [ "O000000 | Corperate Checking 2/19/2007 | (16,256.79) 2007 - 2 | GLGJ-00004 | JoumalEntiy
| [ 1070.0000:00 | Corperate Checking 32172007 | (16,256.79) 2007 3 | GLGJ-00005 | JoumalEnty
| [ 010000000 | Corparate Checking 422/2007 | [(16.256.79] 2007 - 4 | GLGH-00006 | JoumalEntiy
[ ["00000:0 | Coporais Checking 5/13/2007 | [16.256.79] 2007 - 5 | GLGJ-00007 | JoumalEntiy
| ["0000000 | Coporas Checking 6/20/2007 | [(16.256.79] 2007 6 | GLGJ-00008 | JoumalEntiy
| [ 1070.0000:00 | Coperate Checking 702342007 | (16,256.79) 2007 - 7 | GLGJ-00003 | JoumalEnty
|| 010000040 | Corparate Checking 8/19/2007 | (16.256.73] 2007 - B | GLGN-00010 | JoumalEntiy
| [ 1010000000 | Corparate Checking 9/20/2007 | [(16.256.79] 2007 - 3| GLGO00TT | JoumalEntiy
[ ['00000:00 | Corporas Checking 10/20/2007 | (16.256.79)| 2007 10 | GLGJO0013 | Jowmal Eniiy
| [ "00000:00 | Coporata Checking 11/21/2007 | (16.25879)| 2007 11 | GLGIO0014 | Joumal Eniiy
| [1070.0000:00 | Corperate Checking 12/17/2007 | (16.25679)| 2007 12 | GLGJO0DS | Joumal Entiy
|| 19100000400 | Corparate Checking 1/31/2007 | 400.000.00( 2007- 1 | CMCM-DDDD | Cash Manageme
[ [1O000000 | Coperais Checking 173172007 1 | ARCR-O000 | Cash Receipts
| [ "00000:00 | Coporas Checking 173172007 1 |ARCR-0000 | Cash Receipls
| [1070.0000:00 | Corperate Checking 173172007 1 |ARCFO000 | Cash Recelpts
| [ 1070.0000:00 | Corperate Checking 173172007 1 |ARCF-O000 | Cash Recelpts
1010-00-00-00 | Corporate Checking 173172007 1 | ARCR-0000

Cash Receipts .-

Analyze options allow you to view pivot tables and charts for
related data.

Manage options allow you to perform tasks related to selected

data.

For more information, see the Help system.
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System Buttons

Button functions The following tables define the system buttons used
throughout the software. Use keyboard shortcuts to initiate
many of the same functions provided by these buttons.

Toolbar buttons

Button Name
[keyboard shortcut] Function
= Sage 500 ERP Office  Opens Sage 500 ERP
x__,-l [CTRL+SHIFT+E] Office.
Cancel Clears the currently
@ [CTRL+L] entered, unsaved data
and keeps the task
window open.
n Cancel and Exit Clears the current
L [CTRL+SHIFT+L] window and returns you
to the Desktop or to the
main window of the
current task.
Cancel Process Cancels the current
2@ Business Insights process.
— Change Business Changes the system
Il Date business date.
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Button

Name
[keyboard shortcut]

Common Navigation Features

Function

Change User

Close
[CTRL+Q]

Commit
[CTRL+T]

Copy
[CTRL+C]

Customizer
[ALT+F3]

DataPorter
[ALT+F7]

DataPorter Metadata
[ALT+F8]

Click to change the
currently logged on user.

Closes the window.

Commits a shipment or
customer return.

Copies the selected
information or graphic to
the clipboard.

Opens the Customization
window, which allows
you to modify the
window.

Opens Microsoft Excel
with the DataPorter
toolbar, which allows you
to import data from and
export data to Microsoft
Excel.

Opens the DataPorter
Metadata window, which
allows you to create the
infrastructure DataPorter
requires to create the
spreadsheet, and import
or export data.

Getting Started 65



Button

Name

[keyboard shortcut]

Common Navigation Features

Function

Defer
[CTRL+F]

Delete

[CTRL+D]

Dock Desktop

Export Report
[CTRL+SHIFT+X]

Finish
[CTRL+F]

Finish and Exit
[CTRL+SHIFT+F]

Help
[CTRL+H]

Delays printing of the
current report/list, saves
it, and places it in the
repdata folder in System
Manager. For more
information, see Deferred
Printing on page 119.

Deletes the selected
record.

Hides the full Desktop
and docks the Desktop
toolbar at the top of your
Windows desktop.

Exports the report to a
third-party package, file,
HTML, or e-mail, such as
Excel, Word, Exchange,
or Outlook.

Saves the current entry
and clears all data from
the window; the window
remains open.

Saves the current entry
and closes the current
task window.

Opens Form-level
(overview) Help. See
Using the Help System on
page 124.
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Name

Button [keyboard shortcut] Function

Help Center Opens the Help Center.
O See Help Center on

page 128.

e Memo Allows you to enter a
J [CTRL+M] memo for the current

record. After the memo is
saved, the Memo icon
changes to indicate a
memo exists for the
record.

— Memo Allows you to enter a
j [CTRL+M] memo for the current

record or change an
existing memo. Indicates
a memo already exists for
the selected record.

S Memo Allows you to enter a
o [CTRL+M] memo for the current

record or change an
existing memo. Indicates
a priority memo already
exists for the selected
record.

My Tasks Displays the My Tasks
g [ALT+M] pane.

— Next Number Assigns the next available
I [CTRL+N] number in an

— automatically numbered
field.
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Button

Name
[keyboard shortcut]

Common Navigation Features

Function

B

B

Open Company

Preview
[CTRL+W]

Print
[CTRL+P]

Proceed
[CTRL+O]

Refresh
[CTRL+SHIFT+R]

Rename ID
[CTRL+R]

Recently Accessed
Tasks

Click to change the
current company.

Displays the current
report or list

on the screen. For more
information, see
Previewing Reports on
page 117.

Prints the current report
or list.

Begins processing.

Refreshes data in the
current window.

Assigns a new ID to the
current record. All
historical information is
tracked under the new
ID.

Displays the Recently
Accessed Tasks pane.
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Button Name
[keyboard shortcut] Function
Reset Resets the entry and all
E [CTRL+SHIFT+R] data displayed in the
window.
= Save Saves the current entry,
LE.tl [CTRL4+S] and all data remains
displayed in the window.
Search Text Searches for specific
ﬁ information on a report
or list. Used in
conjunction with the
adjacent text entry field.
Stop Halts printing of a
multiple page report. This
button is enabled only
when printing a multiple
page report.
Tasks Displays the Tasks pane.
[ [ALTT]
= Tree View Toggles the tree view to
o the left of the report
preview window on or
off.
Zoom Resizes the page in the
2% v Hs

display window. Use the
down arrow to select Page
Width, Whole Page, or a
percentage.
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To view buttons that can be added to toolbars, use the
Customize Toolbar command in the Tools menu when the
Desktop is unlocked. For more information, see Customizing
Toolbars on page 45.

Additional buttons

Button Name
[keyboard shortcut] Function
— Export to Excel Export data to Microsoft
57 [CTRL+SHIFT+E] Excel.
Filter (On) Toggles the display of the
? [CTRL+B] filter criteria in a Lookup
window.
When selected in a
Lookup window, displays
the Filter tab to limit the
information that appears.
If filtering on a general
ledger account field,
displays the Advanced
tab to further limit the
information.
Filter (Off) Cancels the filter criteria
IE] [CTRL+SHIFT+C] in a Lookup window.
Go to First Record Opens the first record in
l'i [CTRL+SHIFT+U] the database or

Navigator, depending on
the Record Filter mode.
For more information, see
Using the Record Filter on
page 56.
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Button Name

[keyboard shortcut] Function

Go to Last Record Opens the last record in
PH [CTRL+SHIFT+O] the database or

Navigator, depending on
the Record Filter mode.

Go to Next Record Opens the record
P [CTRL+SHIFT+P] following the current

record loaded in the
window in the database
or Navigator, depending
on the Record Filter

mode.
Go to Previous Opens the record
i Record preceding the current
[CTRL+SHIFT+I] record loaded in the

window in the database
or Navigator, depending
on the Record Filter
mode.

— Map Displays a map for the
F#” ¢ [ALT+Q)] address displayed in the
= window.

More Opens a window where
you can enter additional

information.
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Name
[keyboard shortcut] Function

Y

Record Filter On/Off When used in

[CTRL+T] conjunction with the
Navigator, limits the
search information
available for display. For
more information, see
Using the Record Filter on

page 56.
Structured Search Enables you to select an
[SHIFT+FS5 when item from a heirarchical
next to a Lookup, list, such as general ledger
SHIFT+F4 when next accounts and payments
to a Navigator, or and inventory items.
CTRL+SHIFT+T
when it appears by
itself]
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Definitions Use your keyboard function keys to perform the following
actions:
Key Function
F1 Displays help for the current field while in a task.

F3

F4

FS

F12

ALT+F3

ALT+F4

ALT+F7

You can also right-click > What’s This? in the
current field of each task.

Updates (or refreshes) the field with data added
since opening the window.

Opens the Navigator search window to retrieve
data for all related fields in the current window.

Opens the Lookup search window to retrieve data
for the current field.

If account shortcuts have been defined in General
Ledger Maintain Account Shortcuts, use the F12
key when in the Accounts field to enable the
shortcut, which automatically enters the full
general ledger account number. For more
information, see the Help system.

Opens the Customization window for the current
Sage 500 ERP window. For more information, see
the Help system.

Closes the current Sage 500 ERP task window.

Opens DataPorter. For more information, see the
Help system.

You can define additional keyboard shortcuts. For
information, see Setting Keyboard Shortcuts on page 48.
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Populating a Grid

Entering data

To populate the grid, enter data in the required fields above
the grid. In the following example, you must enter data in the
Company and Group fields. Press ENTER or click OK to
transfer the data to the grid.

=F Maintain Users EI[E'E'
vd @X s @ BB
| 2]
Hame |Jnhn Smith
Default Security Group |public E
Group Description |
Tazk Menu |Standard j
Menu Description |
Roles
Usze Application Role [ Im
Dl Pagkage User r
DI Package Administrator [~
Company E oK
Group | % Undo
Group Description |
Company Group Description
1 [504 |SysAdm\n |SystemAdminist|ator
2 CDA ARMagr Accounts Receivable Manager
2
< | 3
IKIIN adrin [508 [6/5/2020 [2
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Editing Text in a Grid

Options for
editing

Select a row in the grid
to display the

information in the fields
directly above the grid.

Common Navigation Features

Depending on the type of grid you are working with, there
are two ways to edit text in a grid:

* Click the grid line to select it. This causes the fields
above the grid to populate with information. You can
then change the data in these fields and click OK to
update the data in the grid.

= Maintain Users

vd@X 30 @ R&R

User |

HName |Jnhn Srmith

Default Security Group |public

Group Description |

Task Menu |Standa|d

Menu Description |
Raoles

Use Application Role r

DI Package User r

DI Package Administrator [~

Company

S04 % Systems of America

Group | Systdmin

a

Group Description |

Dezcription

»

IRINCIN

I
[t 508 [B0572020 [25
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* Select the grid line and make the changes to enabled
fields inside the grid.

== Maintain Security Groups Q@E|

v eX £ @ BR
Securty Group | ﬂ Copy From ‘
Description |Acn:uunts Receivable Manager
ModulelD  [8M | Spstembanager
Tasks T Security Events ]
M odule Task Description . Permission =
1 St | Lookup View Maint Mormal -
2 S| Maintain Lookups Mormal s
3 | 5M _|Menu Upgrads Utiity Homal
4 | _SM_|Set Up Business Insights Configuration Evcluded
] Sh | Maintain Business Insights Views / Contest Menus Ercluded
E SM | Task ToTable 5ecurity Ercluded
7 SM | Local Object Infarmation Ercluded
g S |User Maintenance Ercluded hd
Deefault Pemission
CIRINER | aciin [50a [B/50200 [,

Customizing Columns in a Grid

Ways to Columns in a grid can be customized in the following ways:

customize e Click and drag the edge of the column heading in some

grids to resize the column width.

e Sort the order of column lines in some grids by clicking
the column heading.

e Click the column heading and drag the column to
another location.

Note: When you resize columns in a grid, the new
sizes are not saved when you close the window.
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“ 4 Lookup Window:

2B eTER BRAX KN o@
. i Standard ~| ¥ [~ SaveFilt
Up or down arrows in—}—— JStanda =l el
the column heading Eier |
identify an gscendlng Foid Candition
or descending sort Company Al -
order Company Mame All
) Y
Company 2 Company Mame
== System Status E|§\@
. . 2eloD RR
Resize the width of —— i - .
. Dptions and Settings Connections
each column in the Prosess D 5 U Blocked b C Host N WIS C W15 1D Command
. . ioGess tatus ser locke esciiption ompan st Mame. jent ommant
grid by dragging the TR N — :
7 decpng_ admin 0 Managed Gession SOA CAIS00202 EWAITING COMHAND
edge of the column 68|sleeping  admin 0 Object Manager CAIS002E2 AWAITING COMMAND
. 69 desping  admin 0 System Status Monitor 504 CAIS00282 AAITING COMMAND
to the I'Ight or left. 70/ slesping admin 0 Application CAIS00282 AWAITING COMMAND
| ,
[Last Rrests 517/2009 11350284 Nest Refieshy Marud [scmin [s0a [ 6rmv2men [F

Selecting a Row in a Grid

Ways to select Rows in a grid can be selected in two ways:

Select each row by clicking the row numbers that
appear at the left of the grid.

Select a range of rows by clicking a row number, and
then clicking another row number while holding down
the SHIFT key.
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Working with Lines in a Grid

Line options

Export and print
options

Moving lines

When you click a line in a grid and then right-click, a menu
appears that allows you to:

e Add aline.
e Delete a line.
¢ Select Business Insights tasks.

Some grids also allow you to right-click to:

e Export the data in a grid to an Excel (.xls) file format.

e Export the grid data to a template (for more information,
see Exporting Grid Data to a Template on page 79).

e Print the data in the grid to the default Windows printer.

In some grids you can move a line by clicking the row
number and dragging the row to the desired location.

== Maintain Customer ltems g@@l

vdHd @ L0 |0 B
Customer  [Aldebin %] Aldebaran, Inc
Customer ltems
ltern Explore Ttems tion Customer Itel
[288Modem | previews p D3BKAA44KY
Cable100 Drill ko v C100F
Cable200 tndlves K C200F
Cable50 " i , CO50F
Cable500 aneas CE00F
UPs ply
1000 Wiper
Export
| | 3
Print
CIRINATN hak's This? adin [508 /5200 [5
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Exporting Grid Data to a Template

Overview

Template
selection

Creating an Excel
template

The Export to Template feature enables you to export data
from a grid to an existing Excel file. This file may contain
preformatted views of the exported data, such as pivot tables
and graphs. It is assumed you have some familiarity with
Microsoft Excel.

The Export to Template option appears on right-click menus
associated with grids. At least one template must be
associated to the form for this option to be enabled. To
associate an Excel template to a form, see Template association
on page 81.

When you select Export to Template:

* An Excel export template is selected.

e If no template is selected, a new Excel workbook is
created.

e Contents of the grid are exported to the selected Excel
template.

e The Excel workbook created using the template is
displayed.

If there is only a single template associated with the form,
then it is used, providing it exists. If more then one template
is associated with the form, you select a template or browse to
a template from the Export Template Selection window.

Each Excel template created to use the Excel Export to
Template feature must be formatted to use the latest exported
data. To create a new template:

1 Select the task for which you want to create a template.
The window must contain a grid.

2 In the task window, select the desired options to
populate the grid with data.
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Right-click the grid and select Export. This option
creates an Excel spreadsheet that contains the raw grid
data.

Rename Sheet 1 to Source. This worksheet will be
refreshed each time you export to this template.

From the Excel Insert menu, select Name and then
Define.

(] Bl Edt Vew Insert Format ook Data  RoboPDF  window  Help Typeaquestionforhelp [+ 2 @ X
NEHRGSRTEI S DB 08 =S E g s @fis ] E
Al - A& ltem
] A B T C o T & T F T & —<
1 [ltem i Customer (tem Number
2|25 hhodem Courer 25.8Y E vething S
3 |Cableiti 0 Standard Cable Define Name @
| 4 |Cebled00 ... Z0 StandedCable e workbooks
5 |Cablebl 6 Siandaid Cable it ]
6 [Cett0 | Sndad oy | urcerte L ]
|7 [FS i Fower Supy| | EEENE
8 |vi000 Yipe! 1000
9
0
n Delete
r
13
14
:: st
T |=sourcetgasngiess
18
13
20
LT /|
H 4« » H]\Source,/ I< Bl |
Reeady )

Notice the named range called Sourcelnfo that includes
all columns and rows. The named range is updated each
time the template is used to reflect the correct number
of columns and rows. Any references made to the
source worksheet from other worksheets should
reference this named range. This ensures that when the
template is opened and the worksheets are refreshed, it
will reference all rows and columns generated in the
source worksheet. (Excel does not recognize when new
rows are added to a worksheet that may affect a named
range.)

Create additional worksheets that reference the source
worksheet. Include pivot tables and graphs, as desired.
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Template
association

Adding a template
to the template
list file
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8 Save the template to an Excel file. Use the naming
convention defined in Template association on this page.
Additionally, you can save multiple templates per task.
In this scenario, use a name that reflects the given task
and add it to the template list file, as defined in Adding a
template to the template list file on this page.

Each form can have multiple Excel export templates
associated with it. These templates are located in the
GridTemplates folder under the client installation folder. A
template can be associated to a form in two ways:

e The template is located in the GridTemplates folder,
and the filename and form caption are the same.

e The template is associated to the form by an entry in
the TemplateList.xIs file.

The template list file TemplateList.xls can be used to associate
one or more Excel templates to a specific form. When using
the Template List file to publish templates for a given form,
the actual template can reside in any folder; however, the
TemplateList.xls file must be located in the GridTemplates
folder.

If you do not have a folder called GridTemplates in your
client folder (default - C:\Program Files\Sage Software\Sage
MAS 500 Client), you must create this folder, as well as an
Excel file named TemplateList.xls (located under the
GridTemplates folder) to proceed.
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Example Template List spreadsheet

B3 Microsoft Excel - TemplateList. xls

{d] File Edit  View Insert Format  Tools Data  RoboPDF  Window  Help  Adobe PDF Type aquestionforhelp [+ _ & X
PN E e 3K b F9 B E SR M0 - @ Wi - O
G [Rr W e M 1i2, 34 g2 | ¥ Reply with Changes,.. EndReview... [l
AB - A
A [ B T c [ b =
| 1 |[Form Caption Template File Template Descrigtion
| 2 |Maintain Customer ltems MaintainCustomerlterns. xls Empty Maintain Customer ltems template
| 3 |Enter Sales Orders and Quotes | EnterSalesOrdersandQuotes.xls  Enter Sales Orders and Guote template
4 |Maintain lterm MaintainitemUOM. xls Maintain ltern Unit of Measure
| 5 [Maintain ltern i uls Maintain ltem Images
= 1
[ 7 |
| B |
EN
10
[ 1]
2]
| 13 |
(4]
15
o]
17
o]
13 2
M 4+ M]\Sheetl {Shest2 { Shesta / 3 £
Ready MM
Guidelines

Use the following guidelines to add a template to the
TemplateList.xls file:

The template must contain a single worksheet; the
worksheet name is not significant.

The worksheet must contain three columns, in this
order:

> Form name (not case sensitive).

> Excel export template file name. May contain path
information. If no path information is included, the
default path to the GridTemplates folder is prefixed
to the file name.

> Template description. This description appears in
the Export Template Selection window.

The columns must have a header row. The first non-
blank row is considered the header. The text on the
header row is insignificant.
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Using Grids to Select Report Criteria

Purpose Report grids allow you to define and sort multiple selection
criteria for each report.

Sort grid The items in the Sort grid determine the order in which items
are sorted on the report, if subtotals are used, and whether to
insert page breaks after selected fields. Fields on which you
can sort depend on the type of report you are printing.

Example The Print System Activity Log includes sort options for the
event date and event time.

= Print System Activity Log, glilgl
SBEL UK @ @
Seffing By Date ~| [~ Print Report Settings
Main | Options
M sot
Field Sort Order Subtotal Page Break -]
Sort grld _ Event Dats [Ascending - r r
I I fe
r r
r r
LD r r -
T seect
Field Al
. Company All
Select gnd— Event Date Al
Evvent Description 21l
Event Program |5 equal to 5|
DlEvEngl Progiam - \sezua\ o 1?|
User All
(s 508, /200 [ 5
Select grid The items in the Select grid determine which records appear

on the report, based on the criteria you enter. For example,
you can right-click an item in the Field column, which
enables you to select a range of values for your report. And
indicates required inclusion; Or indicates optional use of the
specified value.
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Using Keyboard Shortcuts in a Line Entry Grid

Shortcut
definitions

Keyboard shortcuts are described in the following table.

Keyboard shortcut

Function

ALT+HOME

ALT+END

SHIFT+END

SHIFT+HOME

HOME

END

Up or Down arrow

CTRL+Up or Down
arrow

CTRL+Up or Down
arrow

ESC

ENTER

PAGE UP

Moves the cursor to the first field
above the grid

Returns the cursor to the row
previously highlighted in the grid

Displays the far right column cell in
the grid

Displays the far left column cell in
the grid

Displays and highlights the first line
or first column cell in the grid

Displays and highlights the last line
or last column cell in the grid

Moves the cursor from row to row

Repositions a highlighted row to a
new position in the grid

Drags the current grid line entry up
or down one line

Cancels the current entry and moves
the cursor from a data entry field to
the grid below

Moves the cursor from a highlighted
grid line up to a data entry field for
editing

Moves the cursor to the first line
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Keyboard shortcut Function

PAGE DOWN Moves the cursor to the last line

CTRL+G Displays the Goto Line window,
which allows you to position the
cursor at a line number in the grid

Using a Mouse to Edit Data in a Grid

Options To use your mouse to modify or edit data in a grid, you can:

e Right-click the grid to display a menu that allows you to
add, delete, insert, or go to any row.

e Click and hold (drag and drop) a row or column
heading on the grid to move it to a new position in the
grid (if the grid supports reordering).
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Dates

Common Navigation Features

Definitions There are several different types of dates used by the software,
which are described in the following table.

Date type

Description

Business date

Transaction date

Posting date

Run date

The default transaction and posting
date.

Each module can have its own
business date.

Defined in System Manager.

The date of the actual transaction.
Used to age invoices and vouchers.

The date the transaction was
posted.

Some reports include information
based on this date (for example,
Trial Balance).

The current system date.
Appears on reports.

Does not affect postings.
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Viewing and
Analyzing
Data

This chapter provides information and procedures for using
the Business Insights Analyzer, Business Insights Explorer,
and Business Insights Dashboard.

In this chapter

Using the Business Insights Analyzer .................. 88
Using the Business Insights Explorer. . ................. 95
Using the Business Insights Dashboard. ................ 98
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Using the Business Insights Analyzer

Purpose

Accessing the
Business Insights
Analyzer

Business Insights Analyzer allows you to identify, analyze,
display, and report different types of data, such as projects,
sales activities, or general ledger activity. Use the Business
Insights Analyzer to perform the following functions:

e Display the data set in a Data View grid, pivot table, or
chart.

Note: If you have the supported version of
Microsoft® Office installed on your PC, the pivot
table and chart are used interactively. For
information on supported versions, refer to the Sage
500 ERP Compatibility and Resource Guide.

e Refine data sets using filter tools.

e Add columns or remove columns that do not apply to the
data search.

e Group or subtotal data.
e Print the Data View grid and chart information directly.
e Port the data to the Crystal Report Wizard.

e Export the data to Microsoft® Excel®, Microsoft® Word®,
PDF, or the eXtensible Markup Language (XML).

e Save multiple settings for each Analyzer task.

There are several ways to access Business Insights Analyzer,
depending on your workflow needs. You can access Business
Insights Analyzer directly from a window in the software or
from the Tasks pane located on the Desktop. You can also
access the Analyzer from a Business Insights Explorer task.
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To access Business Insights Analyzer from the software:

1

In any window in the software, right-click the field that
has the Business Insights Analyzer feature available.

On the right-click menu, select Analyzer, select the task,
and then select the filter setting name.

Note: If no customized filter settings have been
saved, Standard is the only filter that displays.

The Business Insights Analyzer window appears with
the data for the selected task and filter in view.

To access Business Insights Analyzer from the Desktop:

1

In the Desktop, on the Tasks pane, click the Business
Insights task group.

Expand the Analyze folder.

Double-click an Analyzer task. The Business Insights
Analyzer window appears with the data for the selected
task and filter in view.

To access the Analyzer from a Business Insights Explorer task:

1

In the Business Insights Explorer window, select the
Analyze menu or the Analyze group in the Explorer bar.

Expand the folder for the data that you want to view.

Select the type of setting to use. Standard is the default
setting unless you create a new setting and designate it
as the default.

The Business Insights Analyzer window appears with
the data for the selected task and filter in view.
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Using the Business Insights Analyzer Toolbar

Example The illustration below provides more information about the
features available on the Business Insights Analyzer toolbar.
BV IE- BB & @E S it & &-E B E ¢ setngswndrd :
Use the buttons on the Analyzer
toolbar to modify settings and filters, Use the Setting drop-down
and select options for the Data View list to select a saved
grid, pivot table, and chart. setting or the Standard
setting for the Analyzer
“Use the Filter pane to “fine task. You can save
tune” the data set for the multiple settings for each
Analyzer task for improved Analyzer task.

analysis and performance.

More information For more information, see the Help system.

Viewing Data in the Business Insights Analyzer

Overview After entering a filter and clicking the Refresh button, the
resulting data set initially displays in the Data View grid for
the Analyzer task.

Example You can view data in a Data View grid, pivot table, or chart by
clicking the tabs located in the lower-left corner of the
Business Insights Analyzer.

More information For more information, see the Help system.

Getting Started 90



Creating Filters

Procedure

More information

Viewing and Analyzing Data

Use the following steps to enter one or more filters that can
be applied to any column in the data set.

1

On the Analyzer toolbar, click the Show Filter button.
The Filter pane appears.

At the Column field, select a column to apply the filter
to. The Column field lists every column included in the
SQL view. The column selected does not have to be one
of the columns displayed on the Data View tab.

At the Operator field, select the operator to use to
compare the data in the column to the value entered at
the Value field. For operators that require an upper and
lower value, a second value can be entered.

Note: You can also create Boolean searches by
selecting And or Or at the And/Or field to join
multiple filters.

At the Value field, enter a value to search on.

Click the Refresh button on the Analyzer toolbar to
display the filtered data set in the data view, pivot table,
or chart.

Note: You can clear a filter by clicking the Clear Filter
button. This removes any filters entered regardless if
they are either saved or unsaved.

For more information, see the Help system.

Using the Data View Grid

Overview

Use the Data View tab in Business Insights Analyzer to view
the current data set for an Analyzer task in a grid format. The
data view grid allows for grouping and summarization of any
column by sum, average, count, minimum, or maximum.
Rows of data can be selected and copied to the Windows
Clipboard.
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Example The following illustration shows the data view grid for the
Sales History Analyzer task.

== Sales History Analyzer
File Edit “iew Tools Help

CT|EE-EEEIE @E MM @ -5 D E i st

Custamer Class Mame Custormer Mame Praduct Line Item Class Mame Cust Svc Rep Item Cost of Sales Amount
South ‘West Territary Business Insights Dashboard | Computer Spstems Hardware 1.44 Flappy 44.80( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 28.8 Modem 10.00( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 28.8 Modem 40.00( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 2wap Radio B4.60( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 2wap Radio 218.40| F
South ‘West Territary Business Insights Dashboard | Computer Spstems Hardware Graphic Station 440.80| &
South ‘West Territary Business Insights Dashboard | Computer Spstems Hardware Graphic Station 1,763.20| &
South ‘West Territary Business Insights Dashboard | Computer Spstems Hardware 1.44 Flappy 5.60| F
South ‘West Territary Business Insights Dashboard | Computer Spstems Hardware 1.44 Flappy 22.40( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 104100 Adapt 48.91( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 104100 Adapt 195.62| F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 28.8 Modem 30.00( F
South ‘West Territary Business Insights Dashboard | Peripheral Hardware/Companents Hardware 28.8 Modem 120.00|
@ DataView (A
(= dmin | 2~

More information For more information, see the Help system.

Creating a Pivot Table

Overview Use the Pivot Table tab in Business Insights Analyzer to create

a pivot table based on the data set for an Analyzer task. This
tab contains the Pivot Table control from the Microsoft®
Office Web® component, providing you with ways to
dynamically display and organize data from a field list,
display filtered data from the data set, customize summary
and report total options, and export the data to Microsoft®
Excel®. Click the Field List button to select and drag fields
from the PivotTable Field List dialog box to columns within
the pivot table.

Note: If Use Pivot Table as Chart Data Source is
selected from the Business Insights Analyzer Tools
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Example

More information

Viewing and Analyzing Data

menu > Options Menu, data displays based on
changes to the chart. Likewise, changes made to the
chart affect the pivot table (such as changes to data
and axes).

The following illustration shows the pivot table view of the
Sales History Analyzer task.

== Sales History Analyzer FEX
File Edic ‘iew Tools Help
€TV ITIE-EBILEIE-E» FEE W @ &6 B ¢ setngstndard v
2l FiE Y He 0
Geographic Sales
Years ¥ | Quarters
2007 2008
e e
Ship To Country = Ship To State = |Ship To City ~ |Ship To Postal Code ~ MNet Sales Surn of Prafit Profit Pent Met Sales Surn of f
B CAN EBC 2 §1,986,269 26 56
[ely 2 $796,995.00 20
Total 2 $2,793,264 26 $76()
BUSA ECA * §77843,22804  $19295912.79 24.79% $323,681,119.74 §136 B0
®CO E $20763 58564  $4 357
E GA * $4,186,174.77 $964,140.09 2279% §6,127 66248 §1 363
& NY E $3527 0B4.40  §1,13¢
@ PA 2 $31,711,207.00  §6 B9E
Total * §62,029,402.82 $20250,052.88 24 B9% $366,740 659 26 §1562 190
Grand Total * §62,029,402.82 $20250,052.88 24 B9% %$368,633 913654 §152 95
< >
TR

For more information, see the Help system.

Creating a Chart

Overview

Use the Chart tab in Business Insights Analyzer to create a
chart based on the data set for an Analyzer task. This tab
contains a chart control from the Microsoft® Office Web®
component, providing you with ways to view and organize
data from a field list, display filtered data from the data set,
and customize the format of the chart.

Note: If Use Pivot Table as Chart Data Source is
selected from the Business Insights Analyzer Tools
menu > Options Menu, data displays based on
changes to the pivot table. Likewise, changes made
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to the pivot table affect the chart (such as measures
and dimensions).

Example The following illustration shows the chart view of the Sales
History Analyzer task.

==* Sales History Analyzer ‘;“EHX|
File Edit Wiew Tools Help

B < IE-EIL A E- g e 7= E @ E-E L E) S setng standard

LIS ElETE AT HIEETE

More information For more information, see the Help system.
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Using the Business Insights Explorer

Purpose

Business Insights Explorer allows you to navigate through
data, preview and drill down into related data for the selected
data row, and customize and save filter settings for future
use. You can also use the Business Insights Explorer to
perform the following functions:

e Display the data set in a Data View grid.

e Refine and save customized data sets using filter tools.

e Save multiple settings for each Explorer data view.

e Add columns to or remove columns from the Explorer
data view.

e Group or subtotal data directly in the Data View grid.
e Print the Data View grid information.

e DPort the data in the Data View grid to Business Insights
Reporter.

e Export the data to Microsoft® Excel®, Microsoft® Word®,
PDF, or the eXtensible Markup Language (XML) formats.

Accessing the Business Insights Explorer

Overview

There are three ways to access Business Insights Explorer,
depending on your workflow needs. You can also access a
Business Insights Explorer task directly from a window in the
software or from the Tasks pane located on the Desktop.

Note: Many inquiry tasks have been replaced by
Business Insights Explorer. For more information on
the inquiry tasks that have been replaced with
Business Insights Explorer, see Business Insights
Explorer FAQs in the Help system.
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Viewing and Analyzing Data

To access Business Insights Explorer from the software:

1

In any window in the software, right-click the field that
has the Business Insights Explorer feature available.

On the right-click menu, select Explore, or select Drill
Into, select a data set, and then select the filter setting
name.

Note: If no customized filter settings have been
saved, Standard is the only filter that displays.

The Business Insights Explorer window appears with the
selected data set and filter in view.

To access Business Insights Explorer from the Business
Insights task group in the Desktop:

1

In the Desktop, on the Tasks pane, click the Business
Insights task group.

In the Business Insights folder, expand the Explore
folder.

Double-click an Explore task. The Business Insights
Explorer window appears with the data set for the
selected task in view.

To access Business Insights Explorer from a module task
group in the Desktop:

1

In the Desktop, on the Tasks pane, click the task group
for any module that has the Business Insights Explorer
feature available.

In the module folder, expand the Insights folder.
In the Insights folder, expand the Explore folder.

Double-click an Explore task. The Business Insights
Explorer window appears with the data set for the
selected task in view.
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More information

Viewing and Analyzing Data

The illustration below shows the Data View grid for the
Explore Customer task.

= Explore - Customers.

File Edt View Preview Dril o Analyze Manage Insights Took Window Help
COFNCYEEBME ZHE ¥ O & EEE s

3 preview

Standard v

Cust Customer Credt Lirit Balance Highest Bal | Highest Bal Date | Ava Das Past Due | Aug Days To P

© Open Quotes

) Open Orders Aldebaran, Inc. 000000000 80.98935| 14.316,137.99] 3172008 1655 38
©) Open Invoices Alcia Garage Doors 00| 22632846 208074483 3172008

©) Open AMAs Business Insights Diashboard 0000000 54,405,171 66| 54,406 415,66 B/30/2008 [

) Open Prajects

Blackwel Emuleion Co, 00| 1202975 272450 W1/20E
( ERAREED Campbel Electic 7500000 07| 69936123 /208
- :m"' R Colier& Sars, Inc 00| eomnid3 6603143 E/12/aN0E
S Computer Repai and 5aies 00 532500) 29601299 37172008
) Addresses
© Aot Memos Compound Sowons 0| 29528378] BUB/651 84| 37172008
5 Lastsctiviy Complete Tax Services 75,000.00 00| 17485236  3//2008
Saved Crecit Cands l Consclidsled Buldsrs Supples | 100.000.00 00| an/2008

Credit Card Transactions

Guote At | Guote Dats | Status | Customer | Sispsn | Expiration | Sales Sourcs | Contact | Pt Tems | Sales | Sales Tax | Freight | Trads Disc| Comment

o Analyze

P Manage

For more information, see the Help system.
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Using the Business Insights
Dashboard

Purpose

Business Insights Dashboard includes a series of key business
data components (also referred to as Web Parts) that generate
summary information and charts from your financial
information. These components appear in the user’s Web
browser and can be customized. This Web site provides
executives with the ability to view and customize key
business data for a selected company. You can also use the
Dashboard Web site to view Business Insights Explorer data,
as well as set links to commonly used sites.

Business Insights Dashboard requires ASP.NET and AJAX
extensions, both of which are installed automatically if your
system currently does not have these installed.

Business Insights Dashboard requires Windows
authentication and cannot be configured for anonymous
access. To access the Business Insights Dashboard, a system
administrator needs to set up the Web site for executive
access. For more information, refer to the Installation and
System Configuration Guide.

To learn more about using the Business Insights Dashboard,
access the Business Insights Dashboard tutorials by clicking
Tutorials on the Sage 500 ERP Desktop Home pane.

Accessing the Business Insights Dashboard

Procedure

To access Business Insights Dashboard:

Open a Web browser window.

2 At the Address field, type the Web address for the
Business Insights Dashboard. For example, http://
www.mycompany.com/BusinessInsightsDashboard
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The illustration below displays the Business Insights

Dashboard:
o —rma|
B eesmuvais et TaTx o =
(e [t Yoew fpeortm  Joch el
dr frerhes | g @ Seppetnd Sam = ] Web S Gabery =
P T N —"— B-8-0 @ bw- ey k- @ "
s Systems of America Boetno.

Dashieard u
& Dashboard A nccontet ) et Dottt I Arset 98 Shured v [ Paved Do

More information For more information, refer to the Business Insights Dashboard
Guide.
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Batch
Processing

You can process transactions in batches. The Batch Processing
feature allows multiple users to enter transactions at the same
time using unique batch numbers. One batch can contain
either a single transaction or hundreds of transactions.

One advantage to batch processing is the ability to print the
registers, review the reports, and make corrections before
updating the modules.

This chapter describes how to set up batches, enter batch
information, and the options for posting.

In this chapter

Setting Up Batch Options .......... ... . ... ...... 101
Entering Batch Information. .. ...................... 102
Posting Batches . ....... ... .. .. .. ... . . 106
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Setting Up Batch Options

Setup options You can select various batch-related settings in your module's
setup options task. For example:

e Allow the creation of private batches, which limits
access to a batch.

e Enter batch override segments for general ledger
accounts.
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Entering Batch Information

Purpose

Use batch entry windows to create batches, enter additional
data in existing batches, print batch registers, and post
batches. For example, Accounts Payable has the following
batch processing tasks:

Process Vouchers, where you enter invoice, credit
memo, and debit memo information.

Process Invoices for Payment, where you select which
invoices to pay and print the checks for these invoices.

Process Manual Checks, where you record information
for checks that you wrote manually. You can also print
manual checks using the Quick Print feature.

Apply Payments and Memos, where you apply
previously posted unapplied payments, credit memos,
and debit memos to open vouchers or memos.

Post AP Batches, where you can select, print, and post
multiple batches. This task also gives you an overview
of the status and totals of all unposted batches in your
payables system.

Process Settlements, where you generate and enter
settlements of Accounts Payable vouchers and Accounts
Receivable invoices, print settlement reports, and post
registers.

A batch entry window appears when you select these tasks.
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Entering
information

Batch control
amounts

Batch Processing

To enter information, create or reopen a batch in a batch
entry window; this is the first window that appears in a batch
processing task. You can then enter information for
individual transactions. For example, you might enter 20
invoices in Accounts Payable Process Vouchers. When you
exit the data entry window, the batch entry window appears
again so that you can verify batch totals.

=¢ process Vouchers Q|E|E|

vhHex |2 @ @
Batch ﬂ Desc |March 93 Statug: Balanced

r Posting Date |06/21/2020 - Select Recuring...
[ OnHaold Hold Reason '7

Begister/Post...
Department % —}

,7_ Tran Type | Count Amount
Cortral Art $0.00 m | Sl 4355563
Batch Total $49,558 63
weoee v adrin [50A [5/5/2020 [Z

The batch control amount must equal the total of all
transactions in the batch. If the batch total is negative, due to
debit memos, the batch control amount must also be
negative. If the batch is out of balance, the variance amount
is displayed in the batch entry window and restricts posting.

Tip: You can optionally enter a control amount to
double-check data entry totals to a separate adding
machine tape result.
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Unposted batch For each batch, the current status of the batch appears in the
statuses batch entry window. The status for any unposted batch can
be one of the following:

e In Use

> Indicates another user is currently accessing the
batch.

> Assoon as you generate or begin to work in a batch,
its status automatically changes to In Use.

> Additional users can still open the batch, unless it is
marked as private.

e On Hold

» Indicates a user selected the Hold check box in the
batch entry window for the batch.

>  You cannot post a batch that is on hold.

e Out of Balance

» Indicates financial amounts in the batch are not in
balance with the control amount.

>  You must correct the balance before you can post
the batch.

> An Out of Balance status applies only if you enter
an amount in the Control Amt field on the batch
entry window.

e Balanced

» Indicates transactions in the batch are in balance,
and the batch is not in use.
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¢ Posting

> Indicates the batch is currently being posted. This
status displays only during posting.

> After posting, the batch no longer appears in the list
in the batch entry window.

e Interrupted

> Indicates that during the posting process, an
unrecoverable error occurred (for example, a power
failure).

> No general ledger account balances are updated on
an interrupted batch.
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Posting Batches

Purpose

Verifying batch
information

The batch posting process summarizes and applies batch
amounts to specified general ledger accounts. You can post a
single batch in a batch entry window, such as Process
Vouchers, or post multiple batches using a Post Batches
window, such as Post AP Batches. When you are ready to post
multiple batches, you can sort batch information by batch
number or posting date by clicking the applicable column; or
you can display only those batches with a status of Balanced.

Note: Only balanced batches can be posted.

Before posting batches, verify batch information in one of
the following ways:

* Review totals information in the batch entry window.

e DPrint the register for the task and review it.

You can then make corrections, print, and review the register
before beginning the actual posting.

=F Ppst AP Batches Q@@

P e @
Show Only Balanced Batches v
Print. Post Proc Status Batch Past Date Status Created By | Priv ~
r r AP C-0000007 03/20/2008  [Balanced admin r
r r APPA-0000001 06/04/2008  |Balanced sufreder r
I~ r APSC-0000033 06/05/2008  [Balanced adriry I
r r APY0-0000078 06/22/2008  [Balanced adrin I
r r APY0-0000031 06/12/2008  |Balanced klkarls I
r r APY0-0000094 06/30/2008  [Balanced admin r
r r APYO-00036 06/21/2008  |Balanced kcratlf I
r r AP0 -00064 06/16/2008  |Balanced kcratif I
‘ v
admin |S04 | B/5/2020 E 4
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Posting options

Posting to a future
period

Posting to a closed
period

Batch Processing

When you click Register/Post in a batch processing task, a
window similar to the following appears. Use this task to
select additional options, such as the number of registers to
print and register format.

The following printing and posting options are also available:
e Print and then post
e Print and then prompt for post

e Print and do not post

e Preview only

e Post only
= Repister/Post [Batch: APY0-00035] =3
(-7 R
Beport Destination |Network Printer ﬂ Properties..
. . ’—J Register Options
(Bt o Pt L =l " Print, then Post  Preview Only

+ Print, then Promet for Past
Fieqgister Format Summary - " Print, Do Mot Post

r

Report Meszage |

| m’a £/5/2020 @

To post transactions to a future accounting period, enter the
future period date as the posting date in the batch entry
window.

The posting date is used to post transactions and check them
against the current period, which is defined in the module's
setup options.

To post to a closed fiscal period, you must reopen the period
in both General Ledger and the module from which you are
posting.
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Overriding
account number
segments

Additional
information

Invalid accounts

Batch Processing

You may want to track certain expenses by department or
region—assuming your general ledger account structure
includes validated segments for these categories. However
your general ledger account is structured, the concept is the
same. The batch override option gives you the flexibility to
easily track and report departmental or similar subcategories
of expenses.

Note: You cannot select the same override segment
for vendor class and batch.

If, for example, you are tracking departmental expenses, in
Set Up AP Options, you define the override option for the
department segment of the general ledger account. When
you subsequently enter invoices, you can select the
department from a Lookup window in the batch entry
window. The department code then overrides the default
account segment for all transactions in the batch.

For additional information on account segment overrides, see
the Help system.

The system handles amounts for invalid accounts in the
following ways:

e Invalid accounts are detected during data entry.
Accounts are also verified during pre-posting
processing. You cannot post a batch with invalid
general ledger account information.

e If you have enabled a batch or class override for a
general ledger account number segment, and you have
enabled the allow addition of new accounts feature, a
new account number can be created. If the override
fails, you receive a warning, and the system reverts to
the original account.

e Invalid accounts are noted in the printed error log. You
can either create an additional account in Common
Information Maintain Accounts, or correct the voucher
or check information with the correct account.
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Generating
Reports

Sage 500 ERP includes sophisticated reporting capabilities
that allow you to produce numerous reports and lists.
Reporting features can assist you in managing and planning
your business. This chapter describes the different report
types and features, and indicates how to print, preview, defer,
and customize Sage 500 ERP reports.

In this chapter

Reporting Features . . ........... ... ... ... .. ... 110
Report Types. . ... 111
Standard Report Elements . ......................... 112
Generating Reportsand Lists. . . ..................... 114
Previewing Reports. . ....... ... ... ... i i i 117
Deferred Printing . . ......... ... i 119
Customizing Reports . ........ ... ... .. 121
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Generating Reports

Reporting Features

Purpose Sage 500 ERP reporting features enable you to:

Specify the content and format of reports.

Preview a report on screen before printing a hard copy
or sending it to a file.

Defer reports to a print queue to print at a later time.

Define multiple report settings for the same report, and
save each under a different name. This allows you to
create several versions of the same report and to quickly
and routinely print them.

Save report settings for future use.

Print lists containing data and system settings from
many of the maintenance tasks.

Change report fonts, colors, and other format features
within Sage 500 ERP.

Create and customize reports and forms using Crystal
Reports for Sage 500 ERP.

Supported Sage 500 ERP supports only laser printers. You cannot use
printers dot-matrix or ink-jet printers to print Sage 500 ERP reports.
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Generating Reports

Report Types

Purpose

Reference reports
(lists)

Audit reports

Analysis reports

Financial activity
reports

Reports provide you with reference information, transaction
records, and a variety of analytical assessment tools. There
are four report types:

e Reference reports (lists)

e Audit reports

* Analysis reports

e Financial activity reports

Reference information is available in lists that include system
settings and enumerations of data groups. Lists allow you to
verify the organization of the system and review data in the
database. Lists are accessed primarily by clicking the Print
button in maintenance tasks. The System Manager User List is
an example of a reference report.

As you add, change, or delete records, Sage 500 ERP stores
this information. Registers are preposting reports that allow
you to verify transactions before you post them. Most
registers can be viewed in summary or detail form. You can
also generate reports to check information on posted
transaction activity.

Analysis reports help you analyze activity that occurs within
the system, such as aging and statistical summaries and
comparisons or current and closed accounting periods. The
System Manager System Activity Log is an example of an
analysis report.

Financial reports provide a picture of financial activity over a
selected period of time and your current standing. These
reports allow you to review expense totals and outstanding
invoices, plan for future cash needs, and track information
required for governmental reporting.
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Generating Reports

Standard Report Elements

Report elements Reports are preformatted to include the following standard

elements.

Report section
content

Data included

Page Header
Company bar

Report title
Report subtitle
Report message
field (optional)

Report Body
Report Summary
User ID

Selection criteria
Sort criteria

Page Footer
Run date/time

Business date

Company name

General report title

Specific report title

User-entered description of sort
and/or selection criteria (if any) for
report data (optional)

All report data

The person who generated the report
Conditions for data selection

Key fields designated for ordering data
(last page of the report—not shown)

Date and time derived from the
operating environment

Date derived from System Manager

You can change the appearance of these elements as shown
in Changing Report Formats on page 121.

Report detail The Help system provides module-specific report
explanations and samples.
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Example report

Header:
Company Name
Report Title/Subtitle

Report Body ———

Footer:
Run/Business Dates

Generating Reports

Following is a Sage 500 ERP report sample.

Report Message

Systems of Americal
Purchase Order
Options List
(I This is where your text would be if you typed a
— message in the Message text box for a summary
or detailed lst.
General
Current AP Fiscal Period 6 Transactions Yes
Current AP Fiscal Year 2020 Posting Register Format Detail
Allow Private Batch No - dccounts
Warn for Duplicate Purchases Yes  Drop Ship 4015-00-00-00
Print Purchase Orders Yes  Purchases Clearing 2001-00-00-00
Track Deleted Purchase Orders Yes  Purchase Price Variance 4570-00-00-00
Default Cost at Purchase Order Entry Yes
Use Same PO Num for Blankets Yes  Account Override Segments
Use Blanket Release Num Yes  Vendor Class
Activate Change Order Processing No  Batch Department
Check Vendor Credit Limit Yes  Department
Integrate with AP Yes
Inteorate With IM Yes  Postin Detail
Track Sales Tax on Purchases Yes  Accounts/Payable Yes
Freight Charges Yes
Invoicing Purchases/Expenses Yes
Invoice Complete Yes  Sales Tax Yes
Blind Invoicing No  Discount Earned/Lost Yes
Purchase Price Variance No
Data Retention Purchases Clearing No
Purchase Orders 24 Months
Requisitions 24 Months  Apply Dept Override
Revr Retnt 24 Months  Freight Charges No
Purchases/Expenses No
Sales Tax No
Yes
Mateh Invoices to PO Yes  dpply Class Override
Purchase Order Default five  Freight Charges No
Purchase Order Line Item Default five  Purchases/Expenses No
Sales Tax No
Control Charact
Change Orders C Apply Batch Override
Release Num R Freight Charges Yes
Purchases/Expenses Yes
Sales Tax Yes
No  Discount Earned/Lost Yes
Yes
Yes  Default Receiving Address
Default Receipt Days Early 0 Systems of America
Blind Receiving Off 165 Pacific Highway
Ticket Method Expected ltems  Malibu, CA 90263
Receiver Item Volume Update (none)
Receiver Item Weight Update (none)
Run Date; 6/12020  11:43:59 AM Page 1
Business Date 6/52020
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Generating Reports

Generating Reports and Lists

Overview

Common printing
options

Each module provides a Reports menu that contains that
module's report options. Additional lists can be generated
from within tasks on the Maintenance menu.

Task report windows display common printing options,
which are shown in the following example.

Deferred Print
Select to print the report

Save report settings settings on the last page
Preview for future use. of the report.
Pit —8R3L UX| @ @
The IDs of report— setting [Cunrent Dptians ~| I Print Report Settings

settings that you save
appear at this field.

Sort and selection
criteria

Multiple print
settings

Most report setup windows have two tabs that are used to
specify sort and selection criteria:

e Main
e Options

The selection criteria and sort order define the information
that appears on the report.

You can define several print settings for the same report and
save each setting with a different name. This allows you to
create several versions of the same report that can be printed
quickly.
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Using the Main
tab

Columns determine the
order of items on the
report, if subtotals are
added, and where to
insert page breaks.

Generating Reports

The Main tab is used to define the sort and selection criteria
for the report. Multiple sort and selection criteria can be

defined on one report.

The available information depends on the type of report you
are printing. For example, Accounts Receivable reports
include sort options for customers and customer classes.

= figed Receivables (3[=13]

SRR IX @ @B

Setting |[None) | [~ Print Beport Seffings
Main Optians
Sort
Field Sort Order Subtatal Page Break -
r r
T T -
r r
- -
T - e

Determines the records
that appear on the report,
such as Is equal to, Is
greater than, and All.

Right-click a field and

Select

I

Field

Condition

Nalional Aceount Deserption

Al

Balance Home Curency

Al

Bil To Customer Addiess

Al

Billing Type

Al

Commission Payment Method

Al

Credit Limit

Al

Customer Class Name

Al

Customer

Al

select Insert Line for

additional selection criteria.

Or Customar

il

CostomarCL

[acinin [s0a [ £/5/2020 [ =

Note: To speed up searches, use the "Is equal to" or
the "Begins with" filter type instead of the "Contains"

option.
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Generating Reports

Using the Options The Options tab is used to determine the overall report
tab format and is generally report-specific. Available options
vary, depending on the type of report.

Note: Not all reports have an Options tab.

Examples of options include:
e Detail or summary format
e Date criteria

e Message field contents

= joad Receivables Eﬂﬁ\g\
SRS X @@
Setting [ (None) | I™ Fiint Beport Settings

Man | Options

Fomat

" Custarner Summary
 Invoice Summary
 Invoics Detsi

Options Include
AgehsDiDate  [06/30/2008 = I Application Detsi
Age Based On Invaice Date - [~ Invoices Closed in Cument Perind

Inclusian Date Dated OnorBefore [~ Future Applications
Aging Categary  [al - ~

Disputed Invoicss [

Message

Messages entered
here print in the
header of the report.

Jacnon [s0a | er572020 |5
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Generating Reports

Previewing Reports

Purpose Use the Preview feature to display a report on your screen. If
the report does not require modification, you can either send
the report to a printer, export it in your choice of file formats,
or e-mail it to another user.

Export Group Tree Search for specific

Print Zo0om information in a report or list.

= Venclor Fayment Activity 1)

& & #%=[00 - 11 » M Pl “Trystalee

) Preview |
ltems in the GrOUp —APMc-0000003 a

APSC-0000018

Tree window reflect APSC-0000018
sort options with the escomon |

APSC-0000022
Subtotal check box‘ st oz Accounts Payable
selected on the Main :Ezggggggi Vendor Pavment Activitv-Summarv

tab in the report “eaconnonzs
APSC-0000029 Tranlo Batch TranDate  Vend

setup window. The APSC-000003L

APSC-0000032

Group Tree window Aoac o000t Batch: APMC-0000003

can also contain jsgzﬁgggg 0000000262 APMC-0000003 622000 Tophat Top Hat Productions

additional system- arscooé Batch: APMC-0000003

defined levels. APSCO0008 Batch: APSC-0000018

APSC-00003
ApsC-00010 0000000223 APSC-0000018 122/2020 SmartQF Smart Offics Sotutions

APSC-00011
APSC-00012 Batch: APSC-0000018

APSC-00013

APSC-00014 Batch: APSC-0000019
APSC-00015

APSC-00016 0000000229 APSC-0000019 3122020 SmartQOff Smart Offics S olutions
Batch: APSC-0000019 ~
< >
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Generating Reports

Preview features Additional preview features:

Using the toolbar at the top of the preview window,
scroll through the report pages and change the view
magnification.

Export in several formats, including Text, Crystal
Reports, Excel, and Microsoft Word.

Export information to a file or an e-mail message.

Group Tree window information can be grouped by
subtotaled sort options.

As you select items in the Group Tree window, the
corresponding information displays automatically in
the Preview window.
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Generating Reports

Deferred Printing

Overview

Deferring a report

You can postpone printing a report and store it as a file to
print at a later time. The Deferred Printing task in the System
Manager Tools menu is then used to select and print the
stored report. This feature allows you to create multiple
reports from various modules and print them all at the same
time.

1  Select the appropriate printer for the report you want to
defer. (The destination printer cannot be changed when
printing the report in System Manager Deferred
Printing.)

2 Click the Defer button on the report setup window. The
Create Deferred Print File window appears.

Create Deferred Print File @@
Savein [ Sege MAS 500 ~| e B~
LY =730
My Recent
Documents
?—E}
Desktop
My Documents
59
My Conmputer
M N;g K [ =l 5
Iy Netwar File name: Vendar Payment Activity. RPT hd 24ave
Places
Save as type: [Crystal Freponts | Cancel

3 Enter a file name, or accept the file name that
automatically defaults to the report name.

4 Click Save to create the file. The report is automatically
saved in Crystal Reports file format and cannot be
changed.

5 Close the report setup window.
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Generating Reports

Printing a Select System Manager Tools menu > Deferred Printing. The
deferred report Deferred Printing window appears, which includes:

* The module from which the report originated

e Title, date, and time deferred

e UserID

e Destination printer

=¥ Deferred Printing Q@El
&8 Xc¢leld

Company |S04 hd

Module Title Copies| Puige? Path to File: Defer Date” =
1 [Po |Purchase Order Status | 1| ™ |C\Documents and Settings\ddministrator] 2005-06-14 10:28
2 AP [Vendor Papment Activiy | 1| T |EDocuments and SettingshclgonzalvApg 2009-05-05 0310
Only the Copies
and Purge

columns can be
changed on this =

. \ [
window.

admin (S04 | 6/5/2020 | = 4

1 To automatically delete the report after printing, select
the Purge check box; otherwise, the report remains in
the Deferred Printing window until you delete it
manually.

Enter the number of copies to print.

Click the Print button to print the report, or click the
Preview button to preview the report.
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Generating Reports

Customizing Reports

Overview You can customize reports using Maintain Report Formats in
the System Manager module.

Changing Report Formats

Overview You can change format features of reports. These include
changing the font, content, and format of headers and
footers. Format changes can be applied to all companies
within a database, or different formats can be used for
individual companies. The format changes you make will
apply to all reports for a company regardless of who generates
the report.

Using the Select System Manager Maintenance menu > Maintain Report
Maintain Report Format. The Maintain Report Format window appears.
Format form
==F Maintain Report Format E\
2B X D e
Company | (A1) |
[ Mz Lines T Report Body T Foater T Loga
Company | Modle |  Tile |  Sublile e
Compary Bar §
Pint Color Title
& Defaul © Yes © Mo I Default . J Subtitle
Message Lhe 1
Company Name Meseage Lhe 2
Fiint
(* Defaul © ‘Yes © Mo Caption
- Customer Sales COGS Prafit
Alignment Ahedefy 999.99 ARNRT] 588.88
& Default " Left " Center " Right Abcdefy 99949 11114 655.68
= Abcdefg 999.99 111 558.88
Abcdet W88 1M1 BI85
& Defaut  © Name 1D " Both Sbodety 999 93 1111 838.88
Fort
Nane | [Defaul) x| Size [[Dafau] =]
Color
¥ Default l:l
Bold
@ Defak O Yes Mo
iz
& Defal O ves © Ha
Undering RN DFE: SGEIR 21445 4
Defaul - Yes . Ne Biglhess DR GAATR Page 1
adin [504 [ 67502000 [
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Companies and
format changes

Default settings

Generating Reports

Use the tabs on the left to set the format of a section of a
report. You can also click a section of the preview to switch to
the appropriate tab. Changes you make to the format appear
in the preview.

When you have completed changing report formats, click the
Save button. The changes appear the next time you run a
report.

Note: If a report is open or in progress when you
change the report format, you can apply the format
changes by rerunning the report.

The Company field enables you to apply changes to all
companies or individual companies.

If you select a company in the Company field, the format
changes apply only to that company. You can make different
settings for each company.

If you select (All), the format changes you make become the
default for all companies. You can still make settings for
individual companies.

For example, if you wanted the text for the company bar to
be centered and have a caption of "Company: " and each
company to have a different colored company bar, do the
following:

e For (All), set the alignment to center and type
"Company: " as the caption.

e For each company, set the company bar color.

The Default setting for each option enables you to revert the
format as follows:

e For a company, Default reverts to the format of (All), if
a custom setting was made. If there is no custom
setting, the format in the report definition is used.

e For (All), Default reverts to the format in the report
definition.
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Fonts

Clearing format
changes

Generating Reports

Sage 500 ERP reports use the fonts on a user's workstation.
When you select fonts for a report, select a font that all users
have. If you select a font that is not on a user's workstation,
Arial is substituted for it.

To clear all the formats for a company, click Delete. You are
prompted to confirm the deletion.

If you select (All) and click Delete, the settings are cleared as
defaults for all companies. If you set up settings that are
specific for a company, they are not cleared. To use the
previous example, clearing (All) resets the alignment and
caption to the format in the report definition, but keeps the
company bar color settings you made for each company.

Designing Reports with Crystal Reports

Overview

Features

Crystal Reports
documentation

Sage 500 ERP comes with the powerful report generator,
Crystal Reports, which includes templates that allow you to
produce professional reports.

Crystal Reports has the following features:

e Use a predefined report template or design your own
template.

¢ Include information from one database or from several
data sources, do extensive calculations, and merge text
with data.

e Produce mailing labels and form letters that draw from
your data sources.

*  Modify Sage 500 ERP reports, lists, and analyses.

Crystal Reports for Sage 500 ERP comes with documentation
that guides you through its installation. For instructions on
using Crystal Reports to redesign report templates, refer to
Crystal Reports' documentation and the Help system.
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Using the Help
System

The Sage 500 ERP Help system provides information and
assistance in all aspects of the software, including system
basics, step-by-step instructions for individual tasks, and
field-specific help. The Help also includes module PDFs that
describe the tasks you can access from the Desktop.

In this chapter

Typesof Help .. ... ... 125
HelpCenter . ...... ..., 128
Viewing the Contents Tab. ... ...................... 130
Viewing and Printing the Module PDFs ............... 131
Viewing theIndex Tab. .. ........... ... . ... ...... 132
Understanding a Help Topic .. ........... ... . ..... 133
Usingthe Tutorial ........... ... .. .. .. .......... 134
Quick Reference . ... ..... ... 135
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Using the Help System

Types of Help

Introduction

The Help system includes the following types of Help:
e Overview Help
e Procedure (How Do I...) Help
e F1 Field-Level Help

Overview Help

Overview

Accessing

The Overview Help provides a functional overview of each

task. Links to procedures and related topics are also provided
in Overview Help.

To access Overview Help, click the Help button (or press
CTRL+H) from any task window.

== User List

CLEEAITRS @
Sefting -
Main E2 Help Center

el

[ Fiint Repart Settings:

Users window, click the Print button

Overview

Fields

s e
Field Sort Off Show Back Print Sage
User [Ascending
User List
Window Details
Select ¥ Mavigation
Field Condll| 5 yerview
User Al
> Fields
User Name ]
How Do I...
> Print & Report or List > Defer a Report or List
> Preview a Report or List > Print a Deferred Report ar List
Related Topics
> Maintain Users > System Status
> Maintain Security Groups » Settings

Access this window sing one of the follawing methods
~ Select System Manager Reparts renu > Other Lists > User List

« Select System Manager Maintenance menu > Maintain Users. In the Maintain

Use User List to produce a list that shows user cades, user names, and the security
groups that have been established for the users. You can set up users in Maintain
Users and secuity groups in Maintain Security Groups

Setting Print Report Settings 4
Main
Field (Son) Condition

3
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Using the Help System

Procedure Help

Purpose

Accessing

Click a Shortcut button
to open the task. This
allows you to complete
a task while following
the step-by-step
instructions in the
Procedure Help
window.

Procedure Help provides step-by-step instructions for
completing a specific task.

Access Procedure Help from the How Do I... links in the
overview topic.

E? Help Center

H e & [

Show Back Print Sage

Change Security Groups

Haome | Fe Troub

To change security groups

1. Click here gtu start Maintain Security Groups.

2. In the Maintain Security Groups window, at the Security Group field,
enter the security group to change. For mare information, see Maintain
Security Groups - Fields

3. At the Module ID field, select the module to change.

4. Fuoreach task, at the Permission field, select the appropriate setting
for this security group. To apply the default permission setting, select
the setting at the Default Permission field and then click Apply.

5. Click the Security Events tab. For each security event, at the
Permission field, select the appropriate setting for this security group
To apply the default permission setting, selecting the setting at the
Default Permission field and then click Apply.
NoTte Security Events are available only for some modules.

6. Click Finish.
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Using the Help System

F1 Field-Level Help

Purpose F1 Field-Level Help provides information that is specific to a
selected field, button, or tab.

Accessing Access field-level Help by pressing F1 at each field or by right-
clicking and selecting What'’s This?.

Example The following window shows an example of F1 Field-Level
Help for the Status field.

=* Maintain Salespersons
vHdOX ERD &0 @ BR

Salesperzon ‘ E |Jﬂhﬂ Smith

Address
Status Active A

Sheel Ad
Sales Marager EZ Help Center E|@|E\

Commission Plan JSMJ & @

Cornmn Pt Methad | Manual Show Back Print Sags

Vendor ’7 Status ~
To set the cument status of a salesperson, select:

User ID

= Active to include the salesperson in all normal processing and to enable
the salesperson to have access to eSalesforce. Primary members of a
Custom Fields sales team must be set to active status.

Inactive to exclude a salesperson when invoices or customers are entered
(they can be paid a commission on existing posted invoices). Inactive
salespersons cannot be selected during invoice entry or assigned to new
customers; however, they are eligible for commission payments on existing
posted invoices. Inactive salespersons rernain in the system until you
purge them

ZIRINER

Deleted to bypass a salesperson during processing, but retain them in the
software until history is purged.
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Help Center

Using the Help System

Introduction The Help Center provides links to the documents, Help
system, online resources, and technical support information
available.

Ways to access Access the Help Center three ways:

On the Desktop, select Help menu > Help Center

Click the Help Center link on the Desktop Resources

page

Click the Help Center button on the docked Desktop

toolbar

Content The Help Center provides access to the following sources of
information:

Installation guide

Help system

Reference information, including sample reports
Module PDFs

Technical support
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Example

Using the Help System

The following window shows the Help Center options.

5 Felp Cerer
e &6

S

@ welcome

@ Navigating Thiough the Softwars
@ Using the Sage 500 ERP Desktop
@ Fiinting Reports and Lists

@ References

@ Using the Help System

@ Module Help

@ toduls PDFs

@ Technical Support

Click the corresponding buttons to access the Help, FAQs, and Sage Support
Resources

Resources
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Using the Help System

Viewing the Contents Tab

Purpose

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

== =

When you first — g < & 3

access Help, Sage 500ERP Help System
the Contents
tab is hidden.
Click Show to

use the a9 o e . FA md e S
Contents tab.

@ welcome o

@ Navigating Through the Software
@ Using the Sage 500 ERF Deskiop
Printing Repotts and Lists
@ References
@ Using the Help Spstem
) Module Help Click th ding buttons the Help, FAQs, and Sage Support
® s einis ck the corresponding buttons to access the Help, s, and Sage Suppo
@ Customizer Resources
@ Datalmport Manager
| G Ledger
) General Ledger

The Contents tab @ o o

displays Help ey

‘topics Organized ange Account | _

by key subjects. 8ot
[

iange Accaunt |
iange Fiscal Per

[2] Disable General Ly
[2] Enable Intercomp.
1 Up Data Rete
+Up the Curren
= ing Data

@ Exporting Data
@ working with.
@ Printing Reports and Lists
@ Flowcharts
@ Mulicurrency
@ Project Accounling
@ Puichase Order L
@ Sales Order
@ Sage S00ERF Office
. binciule PDEs N
Ll |

Resources
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Using the Help System

Viewing and Printing the Module PDFs

Purpose

Accessing

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

Use the links located under the Module PDFs book on the
Contents tab to access and print the PDF files for all modules.

&2 Help Center

= = [
-
Hide Back Pint Sage
-] m \H-\ [ c + o
Contents | Ipdes | Search =5 38 & Folie " €| ES [ |
[@ Welcome =
@ Navigating Thiough the Saftwars ag'j Collaborate ~ / R B l:l'
@ Using the Sage ERP MAS 500 Desktop
@ Piinting Reports and Lists ~
@ Ficlerences Sates Order Overvew Document
@ Using the Help Systemn
@ Module Help
() Module FDFs SO setup
(2] Accounts Papable Set Up SO Options
7] Accounts Recsivable
[7] Cash Management e Deiats s IO
£ a1 b Naugaton » SetUp ltem Sussiiution n Picking
2] Common Information b Overview ¥ Set Up StarShip Infegration
2] Credt Card ) Feics > Use DataPorter with Enter Sales Orders and Guotes
7] Customizer Relatad Topics
[7] Data Import Manager D =i DI TS
) Maintenance Fiowehart » Assisied Company Setup
2] General Ledger
o Havigation
2] Inventory Management
Select Sals Order Maktznance menu » SO Selup > Set Up 50 Option.
7] Manufactuing o
[2] MAS 500 Office
Use Set Up 50 Options t cust s orermodue ey ng
2] Multicurrency requrEmEnts. You can s,
" ecEatig a5t I B SFES, S13SEh U S48 e, B3, e TR
(2] Product Configursior Seing. ou can 30 S5 e 10 s 36 Gt
7] Proiect Accounting Youcan mmm the general lsdger account to use a& drop-ship, sales cearing, and
[ Purchase rder rsling charge szaurs. Vo an sl e 3 generd g sl e
CoQem ORI 103 SpecTc ECSAT. T ACEOAT! SEGERE e SerRURE T S Up AR
2] Sales Order Gptans and o be 9t 1 he e Crder e
z System Managsr You can select sNpping and picking optians, mnemmpsmp Ifarmation, 3na set up Integraton
@ Techvioal Suppot Wi 3n extemal sipping system, sich as SiarShi
sehnicalsupport You can establish data retention imits. am.mel‘aunwzmhmse ‘You can aiso enter a character
0590y 2 changs orger numbar and rseas numar.
For customer retums, you can define detauls s restictons, 3nd ener optons. You can also
designate when and fRtum Materal Auhorzations (RMAS) are requirsc.
Hore Company Setp for s ang a1 maues.
Flalas b
.50 % 11.00in < >
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Viewing the Index Tab

Accessing Use the Index Tab to search for specific words and phrases.
Each Help topic has keywords associated with it. You can
search for a topic in the Index by entering keywords. The
following illustration explains the common features of the
Index tab.

2 Fielp Cemer [
i+ & 9

- _

Type inthe keword to find

import emor messages
mpor ecord layout Click the corresponding buttons to ascess the Help, FAQs, and Sage Support
overvion

109 B Resources

fields
overview
1033 Forms
fields
overview
setting up
1038
beginning balances, impatt error messags
beginning balances. import record layout
beginning balances. importing
conecting data
ediing data
enteting vendar information
ertor messages
excluding dats from voucher
foms, setting up
import emor messages
import record lapout
setting up foms
setting.up vendor classes
settmhu wendors
vendor information, erteting
sccess
assianing users (o access levels
setting up access levels
Access Level Lis
fields
overview
access levels
assigring users
setting up

Resources

Display

| )
|

Select a topic, and then click

Display to view the topic. Or,

double-click a topic in the list

box to view it.
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Using the Help System

Understanding a Help Topic

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

Click FAQs &
Troubleshooting Help Center
to view frequently & [8]
asked questions Show Back FPrint Sage
grouped in 5 , = —
categories, such ustomize a Form
as Budgets or Home | FAQs & Troubleshooting
Checks. | Shaw/Hide Al
- Click the +/-
. ) ) Overview [
This section lists —F- = Before You Begin graphlc link to
items that must be Before you customize a form, make sure data is not being maintained. expand or
i olla I

accompllshed To customize a form ; na‘:ﬁii ZFO
be:fore performlng 1. Open a task to customize. d}olwn links inp
this p_rocedure_', or 2. Press ALT + F3. The Customization window appears. this tOpiC
SpeCIaI conditions 3. With both windows open, select a control to moedify. You can either ’
that may affect the select a control on the form or at the Name field, select the control
result of this name-

note To customize a control on a tab not in view on the form you are
procedure. customizing, click the tab and then use the Tab Page arrows in the

Customization window to move from tab to tab.

Handles appear on the selected control. The Customization window

updates to display the name of the control you selected and displays

tab pages with the customizable attributes for the control type. =

4. Enter fields on the Properties, Color & Font, SOTA Mask Edit, SOTA

Mumber, and SOTA Currency tabs to customize the current control.

For more information, see Customization Control Properties - Fields.

Note For toolbar controls, only the Properties tab appears. The SOTA

Mask Edit, SOTA Number, and SOTA Currency tabs appear only for

the controls to which they apply.

5. To move a control, enter the Top and Letft fields. To resize a control,

enter the VWidth and Height fields.

NOTE Use caution when moving standard controls to different tabs or

containers. The task may no longer function logically or properly after

this type of change has been made. -
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Using the Tutorial

Using the Help System

Select Help > Tutorial to take a quick tour through the
software. The tutorial is a multimedia introduction to the
software's basic concepts and features. Use it to become
familiar with basic concepts, such as navigating the software,
customizing your Desktop, and printing reports.

Note: You can also access the tutorial from the
Desktop Tutorials page.

= Sage 500 ERP Deskiop Entesprise Edition

Use the lor
avallable in

5 Cosh Management.

[ prosect Accounting
2 Purchose arder

< Manufacturing
.5 Product configurator
| sales order

| Data Tmport Manger

Library of Available Tutorials

Click 3 lnk below to 9o to a speclfi lbrary of utorials
tutoria

« 20 Introduction to Sage 500 ERP

This liary of

« Business Insights Dashboard

7 Navigating.the_Desktop.
An Introduction to S:
0 ERP

lick 3 ink belaw ta faur

Navigating the Desktop
Navigating the Deskion

For optimal warkstation performance, close al other tasks before beginning

|- Credit card Customizing the Desktop)
] Entenng ats Welcome to the Navigating the Desktop
tutorial.

Desktop ide to installed
modules and allows you to perform global
functions, such as selecting a company or

. ‘searching for Help topics.
To begin, Inafon, the Desitop Web pges prvide
. . you with
click a topic. Understanding e basi fearesof the

Desktop allows you to navigate throughout
the software.

Click the Forward button to learn more
‘about navigating the Desktop.

SIDICION Y

Tutorial topics contain short movies that demonstrate visual tasks
in the software. To play the movie, click the Forward button. You
can stop and rewind the movie at any time. You can also click and
drag the bar that appears to the right of the Forward button to view
the movie forward or backward at your own pace.
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Quick Reference

Using the Help System

Help features

The following table provides a quick reference to the Help
system components and features.

Graphic Component Located Description/How Accessed
- Overview Mostwindows On windows, provides a functional
G Help and and Desktop description of the task and links to

5

Help Center

Sage 500
ERP task
shortcut

Task Help

related information. For more
information, see Overview Help on
page 125.

On the Desktop, opens the Help Center.
For more information, see Help Center
on page 128.

Opens the Sage 500 ERP task, allowing
you to complete a task as you follow
the step-by-step instructions in the Task
window.
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Glossary

The glossary is applicable to all modules.

absolute
pricing

access
permissions

account

account
category

Pricing based on a fixed dollar amount for each price level.

The right given to display, add, change, or delete information. You
give this right when you assign the user a password or assign the
user to a security group. Permissions include Excluded, Display
Only, Normal, and Supervisory for tasks, and Yes and No for
security events.

A type of record that contains business transactions affecting the
same item, such as a record containing all charges to Cash or
Telephone Expenses.

A group of accounts that are treated similarly for financial
reporting. The five basic account categories are assets, liabilities,
capital, revenues, and expenses.
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account group

account
number

account
segment

account type

accounting
cycle

accounting
equation

accounts
payable

accounts
receivable

acknowledge-
ment

actual costs

Glossary

A range of account numbers defined during account setup that
provides the basis for the subtotal on financial reports.

An account's identifying number.

A group of numbers or characters within an account number that
carries specific meaning for the account. For example, the first five
numbers might identify the account category as asset.

Account categories are broken down into smaller groups called
account types. For example, for the category asset, you can have
the account types cash, inventory, and prepaid expenses.

The series of steps performed during each accounting period to
classify, record, and summarize financial data for a business and
produce the necessary financial information.

Assets = Liabilities + Owners' Equity. The relationship between the
worth of a business (assets) and the claims to that worth held by
creditors (liabilities) and owners (equity).

Amounts owed to others (a liability) for goods or services
purchased on credit.

Amounts owed to a business (an asset), usually by customers who
purchased goods or services on credit.

A formal declaration of the sales order by a customer.
Acknowledge dates are required to change the status of a sales
order to Open.

The total of all costs incurred on a job. Sage 500 ERP calculates
this figure by totalling all charges relating to a job.
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adjustments

aging

allocations

asset

audit trail

available
quantity

back orders

bad debt

balance
forward

Glossary

In the General Ledger module, journal entries required at the end
of an accounting period to record an internal transaction and to
bring the ledger up to date. Adjustments can also be made to
invoices with credit or debit memos and to inventory quantities.

The act of analyzing accounts receivable or payable according to
how long they have been outstanding. The invoice date is
generally used as the base point for determining age. Many
businesses age receivables and payables in 30-day increments.

Amounts distributed from one or more source accounts to one or
more destination accounts.

A property or economic resource owned by a company. Typically,
assets include cash, marketable securities, accounts receivable,
inventory, land, buildings, equipment, and prepaid expenses.

A method of tracking transactions through each sequence of their
history so that all financial information can be traced. Certain
reports, such as AR Trial Balance and AP Trial Balance, should be
kept as part of your permanent business record for the audit trail.

The quantity of an item that is deemed to be available for sale or
use. This is the quantity on hand adjusted by the quantity on
order. Users can control whether quantities on sales orders,
purchase orders, or transfer orders affect the quantity available.

Orders placed by customers that have been at least partially
shipped, but are temporarily unfillable due to stock shortages. See
committed.

An uncollectable account receivable.

In the Accounts Receivable module, a method of computing
customers' statements that carries forward the previous month's
balance in total. See open item method.
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balance sheet

base pricing

bid

bill of lading

billings

bin

bin ticket

blanket order

blind picking

blind
receiving

book quantity

Glossary

In the General Ledger module, a standard financial report that
takes a snapshot of your business as of a specific date, showing a
company's assets, liabilities, and capital.

A pricing method that uses a base price (a standard amount on
which you base the actual part prices) and percentages based on
that price.

An estimate of the steps, price, and schedule to complete a job.
Bids are the first stage in job completion. Customers often request
one or more bids (estimates) before giving their approval to begin
a job.

A receipt for a freight company displaying the shipment and
delivery address.

The amount for which a customer is invoiced for a job. Billings are
based on the established price of the job.

A location in your warehouse for storing inventory items.

A parts list helpful in returning parts to inventory after
disassembling an assembled Kkit.

A shortcut method of ordering or selling large quantities of items,
and receiving or delivering those items over a period of time.
Blanket orders can be contract or noncontract.

Requires that you manually enter the picked amount of an item
on a pick list.

Requires that you manually enter the picked amount of an item
on a receipt.

The quantity of an item you have recorded in your books as being
on hand. A physical inventory count may reveal shortages or
overages.
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build-to-order
kit

business date

capital

caution box

change order

charges

chart of
accounts

close

committed

Glossary

An item containing many components that are bundled into a
single inventory item at the time of order.

The default transaction and posting date. Appears as a default on
many reports and screens. You can change this date for reporting
purposes. Defined in the System Manager module.

See owner's equity.

A box that appears when you enter data incorrectly or when Sage
500 ERP wants to bring a point to your attention. Caution boxes
can contain error messages, notes, and warnings.

The document created when a modification is made to an existing
purchase order or sales order.

The actual costs incurred during each phase of a job.

In the General Ledger module, a list of all of a business' accounts,
usually grouped by account type.

The act of advancing the system to the next accounting period.
Each module has specific close functions. For example, a close in
the General Ledger module posts all earnings for the month to
year-to-date earnings.

Items that have been ordered by your customers, but have not yet
been fully or partially invoiced.

You can also commit sales order shipments, transfer shipments,
and customer returns if you want to perform all of the functions
of posting except the update to the general ledger. Inventory
quantities and cost tiers are updated, pending invoices and credit
memos are created, general ledger accounts and entries are
determined, and the Inventory Management module history is
updated. See back orders.
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commodity
codes

company ID

completed

components

controls

cost method

cost of
carrying

cost of goods
sold

cost of
ordering

cost tier

count card

count cycle

count item

Glossary

A means to classify items for tax and other regulatory purposes.

A code that identifies a company's records.

The status of a job indicating that all charges have been made
against the job.

Parts used to build a subassembly or finished item.

Items that make up the Sage 500 ERP windows. Examples of
controls include text boxes, option buttons, check boxes, window
or dialog box titles, and toolbar buttons.

The method used for determining the cost of the inventory items.

The overrhead costs incurred due to keeping items in inventory
over a period of time (for example, warehouse rent, insurance, and
shrinkage).

An account that tracks the costs of inventory sold.

The costs associated with each purchase order, other than the
vendor cost.

The cost and pricing structure for items in a company.

A printed card to facilitate the manual counting of inventory
items.

The period in which an item is included in a physical count. See
physical inventory count.

An item that has been selected to be physically counted.
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credit

credit memo

cross-rate
derivation

current asset
current
liability

custom field

customization

Glossary

An entry that decreases an asset or expense account or increases a
liability, capital, or revenue account.

A method of decreasing a customer's liability to you or increasing
your liability to a vendor. For example, a credit memo is issued if
the vendor undercharged you for invoiced items.

The method of using two sets of currencies with a common
currency in each set to calculate the rate of exchange between the
other two currencies. For example, you need the rate of exchange
between the Hong Kong dollar and the Australian dollar and you
do not maintain an exchange rate between the two currencies.
You can calculate the rate if you have a rate between the US dollar
and the Australian dollar and you have a rate between the US
dollar and the Hong Kong dollar.

Assets that are cash or expected to be converted into cash within a
one-year period.

Liabilities that will be due within a one-year period.

Field you can establish to further define and sort information in
reports.

See form customization.
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customization
level

debit

debit memo

demand

department

Desktop

detail

Glossary

The set of attributes that determines whether a customization
displays for a user. The customization level specifies user-, group-,
and company-ID criteria that must be met for the customization
to display. The heirarchy of customization levels is, from lowest to
highest:

1 Forms shipped with Sage 500 ERP (no customizations)
2 Site-level (all users)

3 Company-level (all users in a specific company)

4

Group-level (all users that are members of a specific group
as their default group)

a

User-level (specific user)

User- and company-level (specific user in a specific
company)

When a user opens a window that has customizations, the
customization with the highest level for that user is activated.

An entry that increases an asset or expense account; or decreases a
liability, capital, or revenue account.

A method of increasing a customer's liability to you or decreasing
your liability to a vendor. For example, a debit memo is issued if
the vendor overcharged you or you returned merchandise to the
vendor.

The projection of the usage of an item for a future period.

Used to set up contacts and ship-to addresses on blanket purchase
orders, purchase orders, and requisitions. Departments consist of
an address and a department.

The user interface that appears when you start Sage 500 ERP. The
Desktop is the starting point for all tasks.

The detailed information (quantity, unit cost, unit price, and
priority) assigned to a job code for a phase of a job. Job codes are
used to break down the charges required to complete a phase.
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discount

distribution

double-entry
accounting

drill around

drill down

drop ship

earnings

emergency
purchase
order

EOQ

equity

estimated cost

Glossary

A deduction from the invoice price of goods. An early payment
discount is offered for payment made within a specified time
frame. An invoice discount reduces the charges to the customer
for a line item or the total invoice (such as for quantity purchases).
You can take advantage of discounts offered by other vendors with
the Accounts Payable module and offer discounts to your
customers with the Accounts Receivable module.

The process of selling goods from a warehouse to a customer.

A system for recording transactions that requires the accounts to
be in balance at all times, so that debits always equal credits.

Retrieving additional data of a greater detail for a specific entry
(usually retrieves related data or transactions for a specific
transaction).

Retrieving more detailed data directly related to a specific entry.

Purchase order items that are shipped directly from the vendor to
the customer.

The difference between revenues and expenses.

A recommended purchase order for a purchase product line that
meets the vendor's target purchase requirements, but contains
only those items that are in need of replenishment.

The Economic Order Quantity. This is the most economical
quantity of the part for you to buy based on factors such as
quantity breaks you may get from the vendor, overhead, etc.

The rights or financial claims of owners, stockholders, or creditors
to the company assets.

The projected cost of a job based on the quantities of resources
defined as job codes.
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exchange rate

expenses

expiration
date

exposed
objects

finance
charge

fiscal year

form
customization

free on board
(FOB) point

freeze count

freight class

grid

Glossary

The term used for the rate at which one currency can be
exchanged for another. For example, one British pound may be
equal to $1.50 USD.

The amount of assets consumed or services used in the process of
earning revenues.

The date on which a quote, lot, or price will no longer be
honored.

Obijects, such as properties and methods, that Sage 500 ERP allows
you to access. See script.

A charge assessed to an account because of past-due invoices.

A time span used for accounting that you can divide into distinct
accounting periods. A fiscal year does not necessarily coincide
with the calendar year. See period.

A collection of edits made to a form in Sage 500 ERP. See
customization level.

The point at which the title of ownership for items ordered is
transferred. The FOB point determines the tax schedule. For an
origin FOB, the shipping warehouse's tax schedule is used. For a
destination FOB, the customer location's tax schedule is used.

A process that records the current inventory totals for use in a
physical count.

A shipping classification that determines the amount to apply for
the cost of shipping.

Tables appearing in the bottom half of many task windows to
simplify line entry with mouse and keyboard shortcuts. Grids
contain column and row format.
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gross profit

hard override

home
currency

immediate
picking

in house

in progress

income
statement

inquiry

inventory

invoice

issues

Glossary

The sales amount minus the cost of goods sold amount.

The act of manually removing a link from a voucher line to a
purchase order line during matching.

The currency in which the company conducts business and
reports their financial condition.

The act of gathering the items needed to fill a simple sales order in
Process Sales Orders immediately after it is entered in Enter Sales
Orders and Quotes. Orders with complex picking requirements
must be processed in Create Pick List.

A job set up for internal company use for tracking expenditures
for projects such as product research and development, marketing
campaigns, or office remodeling. In-house jobs do not have a
price, and billings and payments cannot be posted against them.

A job status indicating that job-related transactions (change
orders, charges, billings, credit/debit memos, and payments) can
be processed.

A standard financial report that reflects sales, expenses, and the
resulting net income or loss for a given period.

A means of accessing stored information.

Material or items owned by a company that will be supplied to
other companies or individuals.

An itemized statement of goods bought and sold; also called a bill.

The process of relieving inventory (usually for internal purposes).
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job codes

journal

journal entry

kits
lead time
liability

limit tolerance

line pricing

lookup

lot number

maintenance

Glossary

Codes used to identify the different types of costs for a phase,
including labor, materials, subcontracting, equipment, overhead,
or miscellaneous items.

The place where you originally record transactions. Detail or
summary journal information is posted to the General Ledger
module.

A transaction recorded in a journal.

Groups of parts, labor, miscellaneous charges, or comments that
are often ordered together.

The number of days it takes to receive an item after generating a
purchase order.

A debt owed. These usually include accounts payable, notes
payable, income taxes, and dividends paid to stockholders.

An amount in your home currency that a customer can exceed its
credit limit before issuing a warning.

Pricing based on the method (Margin, Markup, or Base) you have
entered.

A query tool to conduct information searches according to
conditions you define. With Lookup, you can retrieve and insert
data into the current field. The magnifying glass button appearing
to the right of any field invokes Lookup.

A unique code that usually identifies a batch of an item for
tracking and identification purposes.

The act of adding, changing, or removing data.
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matching

minimum
purchase
requirement

module

national
account

natural
currency

Navigator

noninventory
item

nonstock item

offsetting
account

Glossary

The process of comparing the purchase order amount or quantity
against the invoice amount or quantity.

A minimum order requirement for a purchase product line
specified by a vendor.

An individual accounting system of Sage 500 ERP that handles a
specific area of accounting, such as General Ledger or Accounts
Payable.

A grouping of customers into a two-level relationship, consisting
of a top-level parent customer and an unlimited number of
subsidiary customers assigned to the parent customer. A national
account parent can be authorized to pay the invoices of the
subsidiary.

The currency in which a document is entered.

A query tool to conduct information searches according to
conditions you define. With Navigator, you can retrieve a
complete record of information from any database linked to the
current field. The flashlight button appearing next to any field
invokes Navigator.

Items that are not part of your inventory, such as freight, sales tax,
or consulting fees.

Items that are not part of your regular inventory. See noninventory
item.

The account used in the General Ledger module to balance a
transaction.
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open item
method

open period

order point

owner's equity
packing list
partial receipt

partial
shipment

password

password
access

path

payables

payment

period

Glossary

In the Accounts Receivable module, a method of producing
customer statements that lists prior month's invoices individually.
See balance forward.

The time span to which you are currently posting transactions.

The quantity of an inventory part that, when reached, marks the
point at which you wish to order more.

Assets minus liabilities.
A list of the items included in a shipment.
Created when not all of the items ordered are received.

Created when all of the items ordered are not shipped.

A security code word used to gain access to software and
databases. Both the network and Sage 500 ERP have password
protection. You must enter the correct password before you can
access any of the tasks. Passwords are set up in the System
Manager module.

The tasks available to a particular password.

The location of a file in relation to a drive and directory.

The money owed to vendors for goods and services purchased on
credit.

Money received from a customer to pay an outstanding debt.

A segment of a fiscal year. See fiscal year.
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phases

physical
inventory
count

pick list

pick ticket

posting

preassembled
kit

preferred bin

price sheets

priority

probability
percentage

product line

Glossary

Phases are the steps involved in completing a job. A job must have
at least one phase. A phase may include detail, in which case you
can assign job codes to break down the charges required to
complete the phase.

The process of counting your inventory to compare actual
quantities with the quantities you have recorded in your books.

A list used for gathering the components needed to assemble a
subassembly.

A list used for gathering the items needed to fill an order.
The act of applying transactions to general ledger accounts.

Items that are combined to make a single inventory item. See
build-to-order kit.

The favored location for an item within a warehouse.

A list containing the base prices used when pricing customer sales
orders.

A whole number between 1 and 999 that you assign to job code
line items. Priority is used to determine the order in which detail
items appear on reports. More than one detail item in each phase
can have the same priority.

The likelihood of a quote being converted to an order.

A grouping of related items that can be analyzed for sales or
purchasing purposes.
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purchase
order

purchase
product line

quantity on
hand

quote

rank

realized gain
or loss
(RGOL)

receiver

receiving
ticket

reconcile

record

recurring
journal entry

Glossary

A document used for purchasing both inventory and
noninventory items, which defines the quantities, prices, and
vendors from which the items will be purchased.

A group of items that can be purchased together from the primary
vendor with a cost benefit for higher quantities ordered.

The quantity of a stocked product that is owned by the
distributing company. This quantity is normally maintained “on
the shelf” in the distributor's warehouse.

An estimate of the price of goods or services, usually requested by
a customer. See bids.

The process of sorting and assigning percentages to items based on
the cost of goods sold, gross margin, quantity sold, and hits.

The loss or gain due to changes in the exchange rate when a
transaction is completed (paid) in a currency other than the
currency of the company (home currency). RGOLs are included in
the determination of net income. See unrealized gain or loss.

A statement that shows a shipment of goods. Also called a receipt.

Used to record items received, quantity received, receipt unit of
measure, and associated weight and volumes on receipt of goods.

The method used to balance a bank account against a bank
statement.

A collection of related items of information or “data elements,”
such as customer or vendor information, stored together in a file.

In the General Ledger module, a type of transaction that needs to
be posted on a regular basis, such as rent or depreciation.
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replenishment

replenishment

source

requested
date

requisition

retained
earnings

returns

revaluation

revenue

safety stock

sales order

script

Glossary

The process of restocking items in a warehouse.

The means of restocking an inventory item; it can either be
purchased or transferred from another warehouse, or assembled in
the same warehouse.

The date by which an order is needed.

A formal request for goods or services to be purchased.
Requisitions are not typically created to replenish normal
inventory, and are not required to create a purchase order.

Earnings accrued from prior years' operations. In the General
Ledger module, Sage 500 ERP automatically tracks year-to-date
earnings for you and posts them to the retained earnings account
at year end.

Items that are returned to inventory.
The process of computing the unrealized gain or loss.
Income produced by the company; also called sales.

The quantity of an item that is maintained in the warehouse
above the demand projection to avoid unforeseen stock-out.

A customer request for merchandise or services.

A collection of statements that performs calculations, modifies
data on a form, or interacts with other desktop applications. Using
the Customizer Forms Customization task, scripts are associated
with controls (for example, custom toolbar buttons), so that the
script runs when the user selects the control.
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scrolling

seasonal item

security event

security group

serial number

ship label

shipment

shrinkage

soft override

source

spot rate

Glossary

To move through text using scroll bars or arrow keys (up, down,
left, or right) in order to see parts of the file or list that do not fit
in the window.

Any category of a stocked item.

Tasks, mostly overrides, predefined by Sage for which permission
is defined in System Manager Maintain Security Groups. Events
are application specific. Permission level is either Yes (user
permitted to perform the security event) or No (permission
denied).

A group of users who have access to the same companies, menus,
tasks, and events. Defined in System Manager Maintain Security
Groups.

A unique code assigned to an item for tracking and identification
purposes.

A label with a customer's name and address that a vendor attaches
to a package.

The cargo that a vendor sends to a customer.

The loss of inventory items due to factors such as faulty
manufacturing or deterioration, or theft during production,
storage, or transit.

The act of allowing a voucher line causing a match failure to be
posted without changes.

A code used to identify how a vendor acquired a customer.

The exchange rate at the time of the transaction. Also known as
the daily rate.
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standard cost

subassembly

subsidiary
company

subcontract-
ing

substitute
item

target
purchase
order

target
purchase
requirement

task

terms

third currency

Glossary

A cost stated in terms of the stocking unit of measure.

An item listed as a part in your inventory that is made up of
component parts.

A company having its own set of accounts, but which combines
its account balances with those of the parent company for
reporting purposes.

Hiring a nonemployee or company to complete some portion of a
job.

A replacement for an ordered item that is unavailable.

A recommended purchase order for a purchase product line that
meets the vendor's target purchase requirements.

A purchase requirement for a purchase product line specified by a
vendor in order to get some cost benefit.

Any choice listed on a menu or found on the Desktop that allows
the user to perform an activity. Tasks are predefined by the system
and have permission levels defined in System Manager Maintain
Security Groups.

Payment terms on an invoice. For example, terms of 2/10, net 30
means that a bill paid within 10 days receives a 2% discount;
otherwise, the undiscounted amount must be paid within 30 days.

A currency that is neither the home currency nor the natural
currency.
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tolerance

transaction

trial balance

unit of
measure

unrealized
gain or loss

usage

use tax

vendor

Glossary

The degree to which a voucher quantity, cost, or receipt quantity
can deviate from the purchase order quantity or cost. Tolerances
also determine the action that results from a failure that falls
within the specified allowances.

An entry made in any of the Sage 500 ERP modules that increases
or decreases an account in the General Ledger module.

The general ledger report that lists the balances of all accounts in
the General Ledger module. Used to verify that all debits equal
credits in the accounts.

The method by which an individual item is stocked, purchased, or
sold.

When a transaction is completed (paid) in a currency other than
the currency of the company (home currency), the loss or gain
due to changes in the exchange rate is called a realized gain or
loss. An unrealized gain or loss is the amount of the gain or loss if
the transaction were completed at the current exchange rate.

Total consumption of an item by the means of sale, transfer, or
assembly.

Excise taxes taken for items purchased in one jurisdiction (for
which you do not pay sales tax) and used in another jurisdiction
(which obligates you to pay a use tax).

A company from which you purchase goods or services.
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warehouse

wave picking

write-off

zone

Glossary

The location in which the inventory is physically located.

Picking for a group of orders in one pick list. During wave picking,
the picker makes one round of the warehouse and picks each item
once for all orders requiring that item. In wave summary picking,
the sorting and packing of items occurs after picking as a separate
step. In wave detail picking, the sorting and packing of items can
occur while picking is being performed. Wave picking is also
referred to as group picking or batch picking.

The portion of a customer's unpaid invoice or billing balance that
is forgiven.

Groups or ranges of bins in a warehouse. Zones can correspond to
how inventory is segregated in the warehouse by such factors as
storage type, geographical area, product line, supplier, customer,
or traffic pattern. Zones can be set up for warehouses only if the
Warehouse Management module is activated.

Getting Started 156



Index

A

account numbers, searching for 56
Activities menu 49
Alerts, Sage 500 ERP 15
analysis reports 111
Analyze 63
Analyzer
creating filters 91
purpose 88
using the toolbar 90
viewing data 90
audit reports 111
authentication options, logon 28

B

batches
entering information 103
posting 106
setup options 101
statuses 104

Business Insights 61
analyze 63
drill into 63
explore 62
manage 63

Business Insights Analyzer
accessing 88
creating a chart 93
creating a pivot table 92
creating filters 91
Data View grid 91
using the toolbar 90
viewing data 90
Business Insights Dashboard 5, 24, 98
Business Insights Explorer 95
buttons, definitions 64

C

chart, creating in Business Insights
Analyzer 93
Client Configuration Utility, using 31
common menus 49
components, features 11, 13
contacting Sage 9
customization
reports 121
search window 57

D

Data View grid 91

dates, types used by Sage 500 ERP 86
deferred printing 119
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Desktop
components and navigation 37
Help Center 128
keyboard shortcuts 48
locking 41
moving and docking 40
toolbar customization 45
using 35
drill into 63

explore 62
Explorer bars
customizing 42
using 37
exporting grid data to template 79

F

filtering searches. See search filter

filters, creating in Business Insights
Analyzer 91

financial activity reports 111

function keys, definition 73

G

grids
customizing columns in 76
editing text in 75
exporting to template 79
overview 74
populating 74
printing and exporting from 78
selecting report criteria in 83
selecting rows in 77
using keyboard shortcuts in 84
using the mouse in 85
working with lines in 78

H

Help
features 135
Help Center 128
overview 125

Index

Help (continued)
quick reference 135
Task 126, 130, 133
What's This? 127

Installation and System Configuration 5
invalid accounts, posting for 108

K

keyboard shortcuts 64, 70
line entry grid 84
setting 48
system buttons 64, 70

keys, function 73

L
lists, generating 114
Lock Desktop 41
logon
and Client Configuration Utility
setup 32
authentication options 28
SQL Server 29
Lookup feature 52

Maintenance menu 49
Manage 63
Manufacturing 21
menus, common
Activities 49
Maintenance 49
Reports 49
Tools 50
module PDFs 6, 128
modules, base system components 13

N
Navigator 52

o
Overview Help 125
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pivot table, creating in Business Insights
Analyzer 92
posting
batch status 105
batches 106
for invalid accounts 108
preferences, setting user 51
prerequisite knowledge 3
previewing reports 117
printing
deferred 119
grid information 78
options, common 114

Q
Quick Search 55

Record Filter, using 56
reference reports (lists) 111
release notes 4, 5
reports
analysis 111
audit 111
common printing options 114
deferred printing 119
designing with Crystal Reports 123
features 110
financial activity 111
fonts 123
format customization 121
previewing 117
printing options 114
reference 111
sample 113
Sample Reports guide 6
standard elements 112
supported printers 110
writers and viewers 23

Reports menu 49

S

Sage, contacting 9

sample reports 6

search engine capabilities 53
search features

changing data search displays 57

column customization 58
filtering 55

GL Account 60

Lookup and Navigator 52
overview 52

Quick Search 55

Record Filter 56

searching for account numbers 56

searching for data 54
shortcut 56
views 59
search filter
saving 57
using S5
Select grid 83
shortcuts
keyboard 84
search 56
Software Development Kit 6
Installation guide 7
reference documentation 8
sources of information
configuration and installation 5
contacting Sage 9
Help system 8
introductory system and setup 4
Software Development Kit 6
support 9
user guides 6
SQL Server authentication 29
support 9
system buttons, definitions 64

Index

Getting Started

159



Index

T U

Task Help 126, 130, 133 user guides

Tasks, customizing 42 features of 6

Toolbars information provided 6
customizing 45 user preferences, setting 51
description 38

Tools menu 50 Vv

tools, customization 25 views, search window 59

tutorial 134
w

Web Reports 6
What's This? Help 127
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