Sage 100 History — How to Purge

INVENTORY:

Retaining Inventory Transaction history is turned on by default in Inventory. This allows you to
successfully print the Inventory Valuation by Period report correctly, among others. The history can be
accessed through Iltem Maintenance or from the Reports menu.

Where Are The Transactions?

Click on Item Maintenance -> Transactions Tab. The system will automatically display the transactions
that correspond to the Current Period and Year in the Inventory Options. Click on the binoculars to
select a different Transaction Date range.

=@ Item Maintenance (DMO) 5/31/2020 - |E||5|
ltem Code [1001-HON-HZ52 o U | Copy From.. | | Renumber.. | | Mare... E]
Description |HOM 2 DRAWER LETTER FLE w0 Lk @
IMain | 2Addtional | 3 Quanty | 4 Histoy 6 Oiders | Z CostDetal |
warehouse (000 [}, [Fal] CENTRAL WAREHOUSE
Wihze | Description I Tranz D ate | Tepe | Fef Mo. | E!uantitl..ll Ll i Costl EHtensionl Item Eostl Al
nan CEMTRAL ...  5M/2020 IR 00000003 2,500.00 34,280 85,625.00 34.260
Qoo CEMTRAL ... BMA2020 IR 3 oo .ooo oo .oao
ooo CEMTRAL ... 54342020 IT  TH-E45 41.00- 33E4E 1.379.43- 33646
] CEMTRAL ... BAFA2020 IT  TH-78E8 25.00- 34250 A5G, 25- 342680
ooo CEMTRAL.. 5A5/2020 IP PHYSC. 2.00- 34.250 £8.50- 34,2580
] CEMTRAL ... B/29/2020 I 00000009 200 34250 ga.A0 34280
Qoo CEMTRAL ... B/31/2020 l&4 0000000z 200.00 34250 £.850.00 34280
ooo CEMTRAL.. &/31/2020 IR 00000007 10.00 34.250 34250 34.250
] CEMTRAL ... B/3142020 IR 1 oo .0oa oo .0ao
ooo CEMTRAL.. &/31/2020 T 0O030010 10.00- 34.250 34250 34,2580
] CEMTRAL ... B/31/2020 IT 50070 oo .0oa oo .0ao
ooo CEMTRAL .. B/31/2020 PO GOO10a7 10.00 34.250 34280 34,2580
<] | 2
Beqinning Gty Received Adjusted/Saold lzzued | Ending Qty |

33.00 252000 124.00 oo 2EFF.00

(,T_’:l [ Accept l Cancel ] Dielete m
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=xe Search for Transactions

=10 x|

Tranzaction Type |AII

4]

Select Field | Operand | Walue |
Tranzaction Date Fange j 1/1/2M39 CRAA 2020
Reference Mumber All j

Unit Cost Al -]

[ Ok l LCancel .

el
Itern Code  (1001-HOM-H252 O\_, ol od bR [Eopy From... ] [ Renumber... ] [ More... B
Description |HOM 2 DR&WER LETTER FLE w/0 LK @
IMan | 2Addtionsl | 3 Quantty | 4 Histoy | 6 Oiders | 7 CostDetail |
Warchouse 000 |G CENTRAL WAREHOUSE
‘wWhee | Description | Trans Date | Tupe | Refio. | Duantity | Urit Cost | Estersion | Item Cost | — H
aon CEWNTRA&L ... 1/31/2M3 Il COMW H... 3.00- Ruii] .00 Ruii] i
aon CEWNTRAL ... 143172019 15 COMWH.. 217.00- Ruii] .00 Ruii] I
aon CENTRAL ... 1/31/2019 [ COMWH. 3.00 RuLuli] .00 RuLuli] G
aon CENTRAL ... 1/31/2019 [ COMWH. 18.00 RuLuli] .00 RuLuli]
non CENTRAL ... 1/31/2019 £ COMWH.. 217.00 oo .00 oo
aao CENTRAL ... 1/31/2019 S50 COMWH.. 18.00- 000 .00 000
aao CENTRAL ... 2/28/2019 1l COMWH... 2.00- 000 .00 000
aon CEWNTRAL ... 2/28/2M19 15 COMWH.. 257.00- Ruii] .00 Ruii]
aon CENTRAL ... 2/28/2019 [ COMWH. 2.00 RuLuli] .00 RuLuli]
aon CENTRAL ... 2/28/2019 [ COMWH. 23.00 RuLuli] .00 RuLuli]
non CENTRAL ... 2/28/2019 £ COMWH.. 28700 oo .00 oo
non CENTRAL ... 2/28/2019 S0 COMVH. 23.00- oo .00 oo
aao CENTRAL ... 3/31/2019 1l COMWH... 8.00- 000 .00 000 -
e S o - LI_I
Beqinning Oty Received AdiusteddSald lzzued | Ending Clty |
2,520.00 201.00 44.00-

[ Accept ] Cancel [ Delete .
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The transactions can also be printed from the Reports menu using Inventory Detail Transaction

Inventory Detail Transaction Report
Sorted by ltem Code

UnitCost to Use for Standard Costltems: Historical

From 1/1/2019To 12/31/2020

Demo Company (DMO}

Item Code Transaction Descripfion Reference
Date Vendor Humberf Customer Humber Type Number Date LotiSerial Mumber Quantity Unit Cost Extension
1001-HON-HZ2 HOMN 2 DRAWER LETTER FLE WiD LK Product Line: WF24  Unitof Measure: EACH
Warehouse 000
13172018 I CONVHIET

D1-A8F

01-A2F

U1-AEF

01-A8F
01-A8F
D1-A8F
D1-A8F

D1-A2F

ni-ARF

How to Purge Transaction History:

15 CONVHIST
Ix CONVHIST
X CONVHIST
Ix CONVHIST
50 CONVHIST
n CONVHIST
1= CONVHIST
I CONVHIST

I CONVHIET
I CONVHIET
S0 CONVHIST
] CONVHIET

15 CONVHIET
Ix CONV HIST
Ix CONVHIST
Ix CONVHIST
30 CONVHIST
1= CONVHIST
Ix CONVHIST
I CONVHIST
50  CONVHIST

] CONVHIET
1= CONVHIST
I CONVHIET
I CONY HIET

Click on Inventory -> Utilities and select Purge Item History.

‘asks | My Tasks |

lasks | Web Content |

Inventory Management - Utilities |

= Sage 100

----- 4| Information Center

----- & | Resources

@ Feature Tours
4:2 Business Insights Dashboard
1= Modules
G- Library Master
¥-[==1 Common Information
#-— Sage Inteligence Reporting
{1 Business Insights
{—h Visual Process Flows
H-—) Paperless Office
¥-{=) General Ledger
H-—) Accounts Receivable
{1 Customer Relationship Management
{1 Accounts Payable
- Payrall
EHE| Inventory Management
-0 Main
{1 Physical Count

¥\ Period End

£ Setup

= Utiities

~{—) Custom Reports
=) Explore

‘i Custom Process Flows

(- Sales Order
L. Dorrhses Mrdare

Conner Ash P.C. © 2016

E|F'.emlculate Item History

E|Item Valuation Change Selection

ElItem Valuation Change Maintenance
E|Item Valuation Change Register /Update
E|Autcmatic Cost and Price Change
ESEndard Cost Adjustment Selection
ESEndard Cost Adjustment Entry
Esmndard Cost Adjustment Register/Update

Report.
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Enter Purge Through Year. Note: Purge date cannot be the prior year.

s Purge Item History (DMO) 5/31/2020 e ]

Remove [kem History D ated on or Before Year 2019

| Procesd | Cancel

System will provide a warning prompt with Date. Click on Yes to remove the transactions.

x

& Dopou want bo remove ikem history dated on or before 20197
\._"()

e )]

The Item will now show that the prior year transactions have been purged.

= Item Maintenance (DMO) 5/31/2020

=101]

Item Code  [1001-HON-H252 G |49 b RE

[Cop_l,lfmm...l [Henuml_:er...] [ More... B

Description |HOM 2 DR&WER LETTER FLE W/D LK |59
1. Main ] 2 Additional ] 3. Quartity ] 4 History ]E.Transactionsl E. Drders ] 7 CDstDetaiIl

Warchause CENTRAL WAREHOUSE
on

ooa CEMTRAL .. 1./31/2020 I COWWHIST 3.00- ] oo .ooa

ooa CEMTRAL .. 1./31/2020 15 COWWHIST 340.00- 1,38E.57- 3991 .ooa

oon CEMTRAL .. 1./31/2020 [ COWWHIST 300 oa juin] .ooo

oon CEMTRAL .. 1./31/2020 [ COWWHIST 3500 29232 1.02313 29232 .ooo =
oon CEMTRAL .. 1./31/2020 [ COWWHIST 340,00 3991 1.386.87 399 .ooo

oon CEMTRAL .. 1./31/2020 50 COMY HIST 36.00- 29232 1.02313 29232 .ooo

0o CEMTRAL .. 2/28/2020 I COWWHIST 3.00- 0o oa Ruil] Q]

0o CEMTRAL .. 2/28/2020 15 COWWHIST 5149.00- 4988 257826 4958 Q]

0o CEMTRAL .. 2/28/2020 [ COWWHIST 300 0o oa Ruil] Q]

0o CEMTRAL .. 2/28/2020 [ COWWHIST 21.00 29607 £21.74 29807 Q]

0o CEMTRAL .. 2/28/2020 [ COWWHIST 519.00 4.968 257826 4958 Q]

0o CEMTRAL .. 2/28/2020 S0 COMY HIST 21.00- 29607 £21.74- 29807 Q] =

Beginning Gty Fieceived Adjuzsted/Sold |zzued Ending I.T!tyl
252000 17300 16.00-

G o g

[ Aocept I LCancel I Delete ,:
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PURCHASE ORDER:

** GREAT NEWS! Purchase Order History can now be retained as of Version 2015!! **

The Purchase Order module can now retain Purchase Order history in a separate file and can be
accessed through Purchase Order History Inquiry menu or from the Reports menu.

Purchase Order Setup Options:

Click on Purchase Order Setup -> Purchase Order Options. Click on the History Tab. Confirm that the
Retain Purchase Order History is checked.

=E Purchase Order Options (DMO) 5/31/2020

2l =10]x]
1. Main ] 2. Additional ] 2 Generate ] 4. Entry I 5. Line Entry I E. Printing ] . Histary ]
Fetain Purchase Order Histony: | Furge Purchase Order Recap at Period End
Retain Deleted Orders Prampt = |
Retain Deleted Lines for Orders Prampt = |

Years o Retain Purchaze Histom by Iterm and Yendar

Retain Receipt Histary es hd

Retain Comment Lines in Feceipt Histoy

e | tova |5]0)

Note: During the upgrade to the 2015 version, the conversion process will prompt to turn this feature

on. If No was selected you can create the history from the Utilities menu using the Create Purchase
History menu option.
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To access the Purchase Order history, click on Purchase Order Inquires -> Purchase Order History
Inquiry. All the Purchase Orders will be retained in the history file until manually purged.

s Purchase Order History Inquiry (DMO) 5/31/2020

Order Mumber l:lck 4 4 b B E

=101x]

Beceipts...

1. Header I 2 Addiese | 3 lines 4 Tetale | User | |
sa¢ Order Number List o m] 4|
Order Date
P 0. Mumber | P. 0. Date | Order Status Yendor Mo, Purchaze Mame N
‘andar Mo, Qo003 BANA2020 A 1-IB+ 1BM CORPORATION
0010014 BANS2020 0 A o-5TEY STEVEMS SUPPLY
Hame Q0100317 BA0A2020 A 01-COMT Container Corporation Of Uza
aooos B/29/2020 A 1-5wiak Southwest Armalgamated Distribution, Missi
——— Q010019 B/28/2020 X 02-CORFEIS Corporate Enterprize Infrastructure Solution
Order Status —— [Unknewn | no1onz2o 5/29/2020 A 02CORPEIS  Corporste Enterprise Infrastructure Solution
Required Date Q01002 /2942020 A 01-S'wiah Southwest Amalgamated Distribution, Las F
Q010022 B/25/2020  C 07-5'wiak Southwest Amalgamated Distribution, Missi
0010023 BA30/2020 A 01 -AlRWAY Ainway Property
Q010024 RAS2020 [1-ALLCLIM Allclimate Maintenance
Q010025 BA30/2020 A M-AMDERS Anders Auto Repair
0010026 BA30,2020 A 01 -alRwWAT Ainway Property
Sales Ta Q010027 B/30/2020 A 01-COMPAR Compag Computer Corporation
aoiooze B/as2020 01-COMT Container Corparation OF Uza |
Schedule hd
1| | 3|
Use Tax ]
Search [P 0. Number || Begins with =] | || Eind

[ Custam... ILDDkup Wizard...]

st | oo [R]B]0)

@]

|Found 23 records
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You can click on the Receipts button once the Purchase Order is selected. The Receipts window will

show Receipt of Goods and Receipt of Invoices against the PO with drill down capabilities.

saF Purchase Order History Inguiry (DMO) 5/31/2020
Order Number [0010028 [CL 14 4 B BI

=10l x|

Receipts. ..

1. Header 2 Addrase ] 2 | inee ] A Tatale ] zer |$Id
=¢ Receipts for Purchase Order

OiderDate [ pypetinse Orler No. [0010028

2| -0l x|

vl | Couliobe [0 day |
N [ “endor Mame Container Corporation OF Usza
ame
[ Order Status Feceipt Number | Date | Feceipt T otal | n
. ooroms RA3T/2020 208,37
Required [1ate
ooy 543172020 208,37
Sales Taw———
Scheduls
Default Tax Scl
Uze Tax
Cammment |
On Haold []

Conner Ash P.C. © 2016
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Since the Purchase Order history is now retained, the user no longer has to keep completed Purchase
Orders for the maximum number of days. To reduce the number of days, click on Purchase Order
Setup -> Purchase Order Options. Enter the number of Days to Retain Completed Purchase Orders.

i -1
1. Main l 2. Additional ] 3 Generate ] 4 Entry I 8. Line Entry I E. Printing ] £ History ]
Purchase Order Calendar Month
Dayz to Retain Completed Purchase Orders 120 Current Calendar Year 2020 tll:
Automatically Cloge Partially Received Purchase Orders |:| Current Period 05 j
Feceipt Yariance to Cloze Purchase Order Lines 00z
Integrate with
General Ledger
Post Accounts Payable nvoices Inventory Management
Job Cost ]
Bank Reconciliation
“fark, Order []

Conner Ash P.C. © 2016 Page 8



How to Purge Old Purchase Orders:

Click on Purchase Order\Utilities and select Purge Obsolete Purchase Orders.

Purchase Order - Utilities

= Sage 100
@] Information Center
Resources
Feature Tours

Business Insights Dashboard

E|{E| Modules
F#-{) Library Master

{E| Common Information
H-{1 Sage Inteligence Reporting

--{E| Business Insights

--{E Visual Process Flows

(- Paperless Office
-1 General Ledger

- Accounts Receivable
- Customer Relationship Management

--{E Accounts Payable
- Payroll

--{E Inventory Management

--{E| Sales Order
=+ Purchase Order
- Main

& Inguiries
{E| Reports
- Period End
- Setup
IR tiities

--{E| Explore

{E| Mat. Req/Return

i Custom Reports

----- { Custom Process Flows

T R R L b

[@ Up one level,..

E|Purge Completed Purchase Orders
E|Purge Expired Master Repeating Orders
E|Purge Completed or Cancelled PO Recap
E|Purge Obsolete Purchase Orders
E|Purge Purchase Order History

E|Purge Purchase Order Receipt History
E|Purge Purchases History by ItemVendor
E|Create Purchase Order History

The date entered will purge Purchase Orders dated on or Before that date that have not had a Receipt

of Goods or Receipt of Invoice AFTER that date.

=¢ Purge Obsolete Purchase Orders (DMO) 5/31 /2020

2 =10 ]

Remove Obsalete Purchase Orders Dated on or Before  |B430/2015 :

Selechan

Select Field

Purchaze Order Mumber

Operand | W alue |

[ Proceed l LCancel I@l

Conner Ash P.C. © 2016

Page 9



The system will prompt for a Cancellation Code, then the Purchase Orders will be removed. The
Purchase Orders that have not been removed can be accessed through the Main menu, Purchase
Order Entry.

2]

Cancellation Code Q@ [tem obzoleted by werndaor
ok LCancel [ @ ]

Conner Ash P.C. © 2016 Page 10



SALES ORDER:

The Sales Order module will retain Sales Order history in a separate file and can be accessed through
the Sales Order and Quote History Inquiry menu or from the Reports menu.

Sales Order Setup Options:

Click on Sales Order Setup -> Sales Order Options. Click on the History Tab. Confirm that the Retain

Sales Order/Quote History is checked.

= Sales Order Options (DMO) 5/31/2020

2| =101 %]

1. Main ] 2. Enty ] 3. Line Entry ] 4. Forms ] 5. Printing ] E. Quick. Print ] 7. History I 8. Job Cost ]
Retain Sales Orders/Quote Histary Retain Customers’ Lazt Purchaze Hizton Yes j
Retain Deleted Orders/Quotes Prompt ﬂ Retain Backordered Lines in lmvoice Histary []
Retain Deleted Lines for Orders/luotes Prompt ﬂ Retain Ship-To Detail in Custarmer 5 ales Higtory
r'earz to Retain Sales Histoy Purge Sales Order Recap at Period End
Retain Lot/Serial ltem Salas Histary Both Lot & Serial ﬂ

fAocept LCancel

Conner Ash P.C. © 2016
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To access the Sales Order and Quote history, click on the Sales Order and Quote History Inquiry from
the Inquiries menu. All the Sales Orders will be retained in the history file until manually purged.

s Sales Order and Quote History Inguiry (DMO) 5,

Order Mumber na & bt e .
s

=101 %]

_[ol x|
1. Header I 2 Address I
Sales Order Mumber  # | Order Date | Order Status Customer Mo Bill Ta Mame -
OderDate | | | [ooootse BAGR020 A DZA0TOCR  Autocralt Accessores
aoao el BA4/2020 A 01-HILLSE Hillsboro Service Center
Customer Ma. aoao g2 222020 A 02-AMERCON  American Concrete Service
— aonoes /29720200 K 02-BavPYRO  Baw Pyrotronics Corp.
(Custtaven [ 0000164 5/31/2020 A 020RANGE  Orange Door & Window Co,
aon0 g5 RAs020 2 -SHEF&RD  Shepard Motonworkz
— | |0o0d1EE 5/30/2020 C 01-SHEPARD  Shepard Motorworks
Status aoam ev Rf3A2020 C 02-GREALAR  Greater Alarm Company
Cancelled Code aono es Bf3/z2020 C 02-0RAMGE Qrange Door & Window Co.
. —— 0ono1e9 BAI0A2020 C 01-4BF American Business Futures
Last Irwaice Date 0000170 44172020 C D1-4BF Arnerican Businsss Futures
Lazt Invoice Mo, aoao # 512020 I 01-4BF Amenican Business Futures
- | aono 74 2i222ME A 01-MavRE Maverick Papers
GaesTan— | |ooomer 5MT7A020 C O -MAVRE Maverick Papers |
Schedule ad
I: 1| | ]
Search |Sales Order Nurnber ﬂ| |Begins with ﬂl | | Find
[t [t ot | v [2[8]0)
D |Found 16 recards | | | o

—

You can click on the Invoices button once the Sales Order is selected. The Invoices window will show

any Invoices for this Sales Order with drill down capabilities.

s=af Sales Order and Quote History Inguiry (DMO) 5,
Order Mumber (0000177 (CL 04 4 B B

1. Header I 2. Address I

Order Date | 5/17/2020 Rk Mo. |:|<>

=101 %]
[ Invoices... l l Credit... ]

2 Lines I 4. Totals I Lzer |$id

Master/Fepeating Ma. I:I

: 1
Cugtarner PO
Sales Order Mumber | 0000177

Ctatus Complate Order Cuztarner Mumber 01-MaVRE | M averick Papers
Cancelled Code
Last |rvoice Date |5/31 /2020 Irecice Mumber | Date Irvegice T otal | wr
Last Invoice No. 10100053 0100058 BAa/2020 173,98

0100053 R431/2020 30032

Salez Ta

Schedule Wl LRI
bihvaaukes

Conner Ash P.C. © 2016
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How to Purge Sales Order and Quote History:
Click on Sales Order -> Utilities and select Purge Order/Quote History.

e I L =" LMII.CHLI
sks | My Tasks I
Sales Order - Utilities
El{E| Sage 100 [@ Up one level,..
Information Center [ElPurge Expired Orders/Quotes
;& | Resources [Flpurge Obsolete Sales Orders
:~#&| Feature Tours ~_|Purge Order/Quote History
i~ Business Insights Dashboard IPurge Lot/senal Histary
1 Modules

- Library Master
[T Common Information
--{E| Sage Inteligence Reporting
#-IC) Business Insights
- Visual Process Flows
- Paperless Office
#-IC General Ledger
#-IC Accounts Receivable
--|E| Customer Relationship Management
#-IC Accounts Payable
&-IC Payrol
--|E| Inventory Management
1) Sales Order
E- Main
[+-I) Shipping
B Inquiries
- Reports
- Period End
- Setup
(SR g L tlitics
E| Purage Expired Orders/Quotes
-] Purge Obsolete Sales Orders
: [E] Purge Order/Quate Histaory
E| Purage Lot/Serial History
E| Purge Sales History
--[=] Purge Sales Order Recap
...[E] Create Sales OrderjQuote Hist

T e s -

The date entered will purge Sales Orders dated on or Before that date.

=E Purge Order/Quote History (DMO) 5/31

E|Purge Sales History
E|Purge Sales Order Recap
ElCreate Sales Order fQuote History

2| =10 =

Remove Order/Quote History Dated on or Befare 12431423 Z

I LCancel IOI

Proceed

Conner Ash P.C. © 2016



The system will give a warning prompt before it purges the orders.

s Sage 100

\‘:) Do you want ta remove arderdquote kistory dated on or before 12/31 /200137
Ty

Yes

|

Mo

l

X

Conner Ash P.C. © 2016
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ACCOUNTS PAYABLE:

The Accounts Payable module can retain Invoice and Payment history. The history can be accessed
from Invoice History Inquiry and Payment History Inquiry located on the Main menu and it can be
printed from the Reports menu.

Accounts Payable Setup Options:
Click on Accounts Payble Setup -> Accounts Payable Options. Click on the History Tab. Confirm that
the Track Detailed Invoice/Payment History is checked.

= Accounts Payable Options (DMO) 3/2/2016 Jcd P ]

1. Main ] g.ﬁl‘-.dditiunall 3 Entry ] 4 Printing ] 5. Histary I B ACH ]

Wendor Audit Purchazes Hiztary
Wendor Changes to Track Mone ﬂ ears to Retain Yendor Histamy =
Track Additions in Detail [] Include Sales Tax and Freight
J F Hiztor
m Track Detailed lnvaices/Papment Histony “earg to Retain 1093 Payrment Higton -
‘ Retain Comment Lines for lhvoices [w]

L decept | Concel [ S @)]

Conner Ash P.C. © 2016 Page 15



To access the Accounts Payable Invoice history, click on the Invoice History Inquiry from the Main
menu. All the vendor invoices will be retained in the history file until manually purged.

sxe A /P Invoice History Inguiry (DMO) 3/2/2016

Invoice Mo. |

Q14 4 b B

1 Main I

2 Lines

Wendor Mo.

Source Journal

Terms Code
Prepaid [nvoice
Frepaid Date
Prepaid Check
Separate Check
Hold Payment
Carmment

1099 Faorm

[

e

—

Drate

=T
[

R

Q000105019 I R/272020 01-ALLCLIM Allzlimate Maintenance

0000 0e020 Irwe BABAZ020 O1-AIRMWAY Ainway Property

00001 06145 Irwe BATA020 O1-AlRWY Ainway Property

Qoo oa040 Irwe BABA2020 0-ALLCLIM Allclimate Maintenance

0000112384 Irwe 5/2/2020 n-4MDERS Anders Auto Repair ]
0000118495 Irwe 5415/2020 O-AMDERS Anders Auto Repair

0000118863 Irwe BAT2020  O-AMDERS Anders Auta FRepair

Q001050190 [ BA/2020 O -AlRwAAY Ainaay Property

0001050150 Adj 552020 01 -4 Ry Ainway Praperty

0001050130 Adj B/A1./2020 -l Rty Binsay Property

1050130 I R/1/2020 01-ALLCLIM Allclimate Maintenance

1080190 Adj 5/A1./2020 [1-ALLCLIM Allclimate Maintenance

1080190 Adj 5/1./2020 1-4LLCLIM Allclimate Maintenance

1 'II2384D Irve 5/1./2020 -4MDERS Anders .t’-\utol Repair _I;I
4 »

Search | Invoice No

ﬂl |Begins with jl |

[ Custom... ll:ookupWizard...l

|Found 32 records

Conner Ash P.C. © 2016
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To access the Accounts Payable Payment history, click on the Payment History Inquiry from the Main

menu. All the vendor payments will be retained in the history file until manually purged.

sae Payment History Inguiry (DMO) 3/2/2016

Bank Cods
Deszcription

Check Mumber

R W 4

well: Fargo Checking

=131 %]

=10l x|

Q%

00007 Iy

Wendor Mo
M ame

Commett

S

Southwest Amalgamated Distribution, Inc.
Qoooo3 Auto 01-AlRwWAY Airway Property
T aooond At 1AL LCLI Allclimate Maintenance
ooo0s Auto M-COMFAR Compag Computer Corparation
Qooooe At 01-IMACTI Jaohnzton Postal Supplies

coooo Credit Card 02-AIRTRAY  Aiport Service Travel

Caaooz Credit Card 02-0FFICE Officetd ax

Irrwoice Mo.

Con0o3 Credit Card 02-COMSULT  Tawx Consultants, Ine.
| Irvoice D ate I Dizco

< |

2l

Search |Eheck Ma ﬂ| |Begins with ﬂ| |

|| Eind

[ Cusgtom... anokupWizald...l ’ Select I Lancel glel

|F0und 9 records |

Conner Ash P.C. © 2016
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Other A/P History:

Invoice history can also be seen from Vendor Maintenance or Vendor Inquiry. The number of days to
retain this data is set in the Accounts Payable Options screen on the Additional tab.

= Accounts Payable Options (DMO) 3/2/2016

1. Main ] 2.Additinnal|

3

Entry ] 4 Printing ] 5. History ] E ACH ]

Pozt to General Ledger

Invoice Regizter in Detail

tanual Check/Payment Register in Detail

Check and Electronic Payment Reaister in Detail

Jd P8 [ -3

Days to Retain Paid |nvoices

Account for Digcountz Earned or Lozt

[1&] <]

Apply Changes to Bemit to Address

Eamed -

Mo =

Farmat for Posting Comments to General Ledger

|nwoice Commerts Wendor Mame + Invoice Mo, ﬂ
tanual Check./Payment Comments Vendor Mame + Check Mo ﬂ
Check/Electronic Payment Comments | %endor Mame + Check Mo, ﬂ
Aocept LCancel m

=e Vendor Maintenance (DMO) 3/2/2016 =(of x|
YWendor Mo, | 01-A1FWwWAY O\J 4 4 b kB E [Cgpyme...] [Benumber...][ oare... B

Mame Ainway Property

1. Main I 2 Additional | 3. Statistics ] 4. Summary I E Histomy | EI'WUiCBS I 1. Tranzactions I 8. Checks | 9 P/0s
Irvaice Ma. | Iny Date Tl Inv Due D ate | Dizc Date | Amountl Discountl Balancel Caomment ‘l ﬂﬂ
JUME-4913 B/31/2020  B/3042020 25,000.... 0.00 25,000.... Q‘b
M&r-4573 54312020 25.000... n.an Rt}
ER3E735 RS30/2020  BA3042020
00a010&E145 BAY2020 53042020 1.600.00 0.00 1.600.00 -
0000108020 BA5/2020 543042020 1.750.00 n.an 1.750.00
0000105014 RA242020 R430/2020 350000 n.an Rt} =
Trans Date  / | Tranz Type | Trans .t‘-\mountl Discountl Check Date | Check Mo. | Cleared | Cleared D ate |
R431/2020 Ireenice 1.216.80 Rt} Mo
R431./2020 Payrient 1.216.80- oo 543152020 Qooaa3 Ma
Balance | Current | 30Days | 45 Days | B0 Days | 90 Days |
31.850.00 31.850.00 0.aa 0.aa 0.aa 0.aa

&

cept l LCancel l Deelete _:

Conner Ash P.C. © 2016
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How to Purge Accounts Payable Invoice and Payment:
Click on Accounts Payable -> Utilities and select Purge Accounts Payable History

Accounts Payable - Utilites

] Sage 100
42| Information Center
42| Resources
-iE| Feature Tours
42| Business Insights Dashboard
{1 Modules
- Library Master
-1 Common Information
--{E| Sage Inteligence Reporting
- Business Insights
- Visual Process Flows
- Paperless Office
--{E| General Ledger
|E| Accounts Receivable
iE| Customer Relationship Managemen'
= Accounts Payable
--{E| Main
#-[C Check Printing and Electronic Pz
- Pre-Note Printing
--{E Reports
- Period End
E-C Setup
1= Utilities
----- E| Delete and Change Vendars
----- [E] Assign Vendor Tax Scheduls
----- E| Remove Temporary Vendor
----- E| Remove Zero Balance Invoi
----- [E] Purge Accounts Payable His
----- [E] Purge Vendor 1099 Paymer
----- E| Purge Sales Tax History
----- [E] sales Tax Calculation
----- [E] Remove voided Checks
----- [E] Purge Electronic Payments
----- E| Purge Vendor Electronic Pay
----- E| Remove Inactive Vendors

Purge Accounts Payable History |
=

[é Up one level...
E|Delete and Change Vendors
Enssign Vendor Tax Schedules

E|F‘.emwe Temporary Vendors
[ - S~ I ST s

Purge Vendor 1099 Payment History
E|Purge Sales Tax History
[E]sales Tax Calculation
E|F‘.emu'u'e Voided Checks
[EPurge Electronic Payments
E|Purge Vendor Electronic Payment Histary
ERemwe Inactive Vendors

The date entered will purge Invoice/Payment history dated on or Before that date.

sx¢ Purge Accounts Payable History (DMO) 3/2/2016 il - | Ellil

Remave nvoice/Payment Histor

Remaove Invoice/Payment History Dated Before 1243172016 :

Hemove Yendor Purchases Histom!

Fizcal Year to Femove Histary By

L]

[ Proceed l LCancel

Conner Ash P.C. © 2016
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The system will give a warning prompt before it purges the history.

Femove invoice/payment history dated before 12431 /20167

Remove vendor purchases hiztory dated on or before fizcal year Mot Selected.

*NOTE - once the history is purged, the drill down from Vendor Maintenance -> Invoices tab is no
longer available.
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ACCOUNTS RECEIVABLE:

The Accounts Receivable module can retain Invoice and Deposit history. The history can be accessed
from Invoice History Inquiry and Payment History Inquiry located on the Main menu and from the

Reports menu.

Accounts Receivable Setup Options:

Click on Accounts Receivable Setup -> Accounts Recievable Options. Click on the History Tab. Confirm
that Years to Retain Cash Receipt History is set to more than 1 and that Retain in Detail is set to Yes for

Invoice History.

=¢ Accounts Receivable Options (DMO) 5/30/2020

1. Main ] g.AdditinnaI] 3 Credit ]

4. Entry ] . Printing I E. Histary I 7. Mational ]

2 =101 ]

Cuztomer Audit

Salez Histony

Cuztamer Changes o Track Mane ﬂ
Track Additionz in Detail

‘rears bo Retain Customer Histary
‘fears to Fetain S alezperson Histary

Include Sales Tax and Freight

Cazh Receipts History
“rears bo Retain Cash Beceiptz History

]

Retain Deposit Tranzaction History |,.f_-.,|| Transachions ﬂ|

nvoice Histony

Fetain Deleted Invoices

Retain Comment Lines

Retain in Detail Ve

Search fiar Imvoice by Lot/S eral Mumber 0| Invoice Histary |+

<] [<]]®

Accept Lancel m

Conner Ash P.C. © 2016
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=® AR Invoice History Inguiry (DMO) 5/30/202

Invaice Mo, I:Ick% 4 4 B Bl " Tepe ’—| Date

To access the Accounts Receivable Invoice history, click on the Invoice History Inquiry from the Main
menu. All the customer invoices will be retained in the history file until manually purged.

=0l x|

|—| [ Current... ”TaﬁDetail...l

.
1. Main I 2. Li

Bill to Address———
Eustormer 0100034 541542020 American Business Futures 24E7.61 AJ-390123
Mame mooo3s  5A5/2020  O1-BRESLIN Breglin Parts Supply 14913
Address o003y 5452020 02-CUSTOM Cusztom Craft Products 1560, 30 Ral001
000038 5A6/2020  DZ-JELLCO Jellco Packing 116.08 WVERBAL
0100033 - 5AES2020  O1-4BF Amencan Business Futures -47.56
oooo40  B/27/2020 0 O1-BRESLIM Bresglin Parts Supply 9596, 76 [
o004t 5/31/2020 0 O1-ABF American Business Futures 38.20 783
ZIP Code: oooo4z2 - 5/21/2020 0 O1-ABF American Business Futures 864,25
Ci mooods 552172020 0 O1-AWMET Avnet Processzing Corp 1935.25
g oooo4d  5/21/2020  O1-BRESLIM Breszlin Parts Supply 1646.13
Country oooo4s /3172020 O1-SHEPARD  Shepard Motorworks 28380000 2233
ooo0de  BA31/2020  0Z-GREALAR  Greater Alarm Compary 825,50
— | |0M0o0d7 84312020 02-0RAMNGE Orange Door & Window Co, 263,37 9832
Source Journal 01000438 5/30/2020  O1-ABF American Business Futures 130.00 7839 hd
c mt N EY| | v
chedule
Apply To
Search |Irw Ma j| |Begins with ﬂ| | | Find

[ Cusztam... ILnokupWizard...l [ Select

I LCancel m

|F0und 27 records | | |

@

The Invoice History can also be accessed from Customer Maintenance or Inquiry by clicking the More
button and selecting Invoices Inquiry.

¢ Customer Maintenance (DMO) 5/30/2020 =100 x]

Cugtomer Mo, |01-48F |O\J 4 4 & B El Copy Fram... tenuml;er... I Mare... |:
Mame American Business Futures |
L | 2 Adsior [ 2l _inix]
Address 2131 N 14 Invoice Moo/ | OrderMo. | Order Date | Inw Date_| Customer PO Mo, | shipTo | Invoice Amk m
Suite 100 00033 0000153 411/2020 415742020 *-830200 B1205 | o
Accaunting 100034 0000155 5/15/2020 5/M15/2020  AJ-B30123 2467 1
ZIF Code 53205-120 0100033 BME/2020 47 56-
City Wilwaukes 0100041 B/31/2020 0 789 2 38.20
Country Eq& 0100042 B/21/2020 864.25
L 0100048 0000183 5/430/2020 R/30/2020 789 2 130.00
FResidential Addr ||
& lesnerson e 0100053 0ooo17a 44172020 4/1/2020 3456 2 0.00
. 1 0100054 oooo1ya 34142020 3142020 3456 2 407.40
sephene 141555 A pggoss 00070 5002020 /1072020 3456 2 £1.48-
e 0200086 5/31/2020 173.30-
E-mail Address | artiei@:an:
URL Address v, abf o

] |
Accept I Caricel I Delete ‘:
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Customer Payments can be seen easily on the Transactions tab. They will also display on the Invoices

tab.

=E Customer Maintenance (DMO) 4/30/2020 - |EI|5|
Customer Mo, | 07-4EF |O\, M a bk E [Egpy Frarm... l [ Rerumber... l [ Mare... E]
Mame Amercan Business Futures |
1. kain I 2. idditional I 3. Stabishics ] 4. Summary I 5. Higtory | B Invoices ] L. Transactions | 8 5/0¢
Ivoice Mo, | Trans Date © | Trans Type | Trans Amount|  Inv. Balance | PayDate | Check Mo, | PaymentRef | C
Qoo es 543142020 Payment 2.236.95- 000 5/21/2020 100297 I
Q000 BAAT/2020 Payrment 2.416.25- 000 B/2/2020 100297 ,@_l
0100003 BA31/2020 Payment 2032 54- 000 BA21/2020 0 100297 —
oo BAA1/2020 Payment 2B5.86- 000 52142020 100297 =
oooom ez 543142020 Papment BEE.53- 000 5/21/2020 100297
o003 543142020 Payment 500.00- 613.05 5A15/2020 010255
o004z 543142020 Payment g64.25- 000 B/21/2020 223431
Q000 o BA5/2020 Payment A50.00- 000 BMERA2020 0 122581
000se 443042020 Payment B00.00- 000 4/30/2020 B48
1| | i

@ [ Accept I Cahicel I Delete ‘:

=E Customer Maintenance (DMO) 4/30/2020 - |EI|5|
Cugtomer Mo. | 07-4EF |O\J M 4 kB E [Egpy Frnm...l [Henumlger...l [ are... B
Mame Amercan Business Futures |
1. Main I 2. Additional I 3. Statistics ] 4. Surmarny I 5. Higkary | E. Invoices l 7. Tranzactions I 8 5/0s
Ireoice Mo. | Iroice Type | Inw Date '\_l I Due Date | [i... | Amuuntl Discauntl Balancel Eustc*l Gﬂ
01000324 Irvoice BARS2020  BAM4/2020 24E7.E1 0.oo 246761 AJ-89 {'%
01000ss Credit Memo BA0/2020 21.4a- 0.oo a1.48- 3456 QJ
Q0001ao Irvoice BA3042020 25.00 0.00 25.00 =
EI:I'I on&s ice [} o HO0.0o0 0.0a 0.0o0 El
APROOM Finance Charge 4/30/2020  4/30/2020 43.89 0.00 43.89 |
Q000 41 Irvoice AS2020 0 443072020 1.226.25 0.00 1.178.69
D1IDDI354 Irvoice 342020 44172020 4D?.4DI 0.00 40740 34f|;|
4 3
Trang Date / | Trans Type | Trang f—'«mu:uuntl Pay Date | Check Mo. | Payrnent Fef | Cr Card | Fikdd Mo |
443042020 Irvaice R00.00
443072020 Papment 500.00- 4/30/2020 648
Balance | Current | 30 Davs | B0 Draps | 90 Days | 120 Days | %
B732.36 488236 850.00 000 0.aon 0.00

@ [ Aocept I Cancel I Delste ‘:
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There are multiple reports that can access history from the Reports menu.

| e

Accounts Receivable - Reports |

El{E| Sage 100 [@ Up one level...
@] Information Center [ customer Listing
Resources (& customer Listing with Balances
Fea.mre Tuu_rs [ Customer Mailing Labels
Business Insights Dashboard ECustomer Memo Printing
Bl Modules

E.ﬁ.ccounts Receivable Aged Invoice Report
Encmunts Receivable Trial Balance
ECash Expectation Report

ECustomer Sales Analysis

ECustomer Sales History by Period

- Library Master

- Common Information
--{E| Sage Inteligence Reparting
- Business Insights

- Visual Process Flows

"{EI Paperless Office ESalespersun Sales History by Period
- General Ledger [#sales Analysis by Salesperson
|_:_|{E| Accounts Receivable ESalespersun Commission Report
G- Main [ Accounts Receivable Sales Tax Report
--{E.' _EMnnmly Sales Repart
[+ Period End [cash Receipts Report
"{EI Setup [ Accounts Receivable Invoice Hist Report
"{El Utilities 1 TEOUNTE HECEi anle AnaTyes
{EI Custom Reports [ Accounts Receivable Analysis Report
{E' Explore EGeneral Ledger Posting Recap
""" i Custom Ii;ruFes:hflnws [ Invaice History Printing
- Customer Relationship Management ECustomer Pudit Report
-0 Accounts Payable ) )
EDeposut Transaction Report
G- Payroll :
ECredlt Card Settement Report
-3 Inventory Management E -
- Sales Order Customer Pricing Report

Conner Ash P.C. © 2016 Page 24



How to Purge Accounts Receivable Invoice and Cash Receipt History:
Click on Accounts Receivable\Utilities and select Purge Accounts Receivable History

Accounts Receivable - Utilities

= Sage 100

¢&] Information Center
#2| Resources

@] Feature Tours

i Business Insights Dashboard
Bl Modules
- Library Master
- Comman Information
- Sage Inteligence Reporting
- Business Insights
- Visual Process Flows
[T Paperless Office
[T General Ledger
== Accounts Receivable
- Main
- Reports
[#-[= Period End
{E| Setup
B-&

E| Delete and Change Custom
E| Global Customer Field Chan
E| Remove Temporary Custom
E| Remove Zero Balance Invai
E| Recalculate Customer High
E| Salesperson Commission Pu
E| Purge Accounts Receivable
[ Purge Sales Tax History
[ sales Tax Calculation
[ Internet Customers Enable,
--[E] Clear Credit Card Informati
[ Recalculate Open Crder Ar

Conner Ash P.C. © 2016

[@ Up ane level,..
E|De|ete and Change Customers

E|Global Customer Field Change
E|Remmre Temparary Customers
E|Remove Zero Balance Invoices
ERemlmlate Customer High Balances

E|Purge Accounts Receivable History
e s T T
E|Sales Tax Calculation

E|Internet Customers Enable/Purge
E|Clear Credit Card Information
E|Remlculate Open Order Amounts
E|Remmre Inactive Customers
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Check the box to remove Invoice History. The date the entered will purge Invoice history dated on or
Before that date.

Check the box to remove Deposit History. The date the entered will purge Invoice history dated on or
Before that date.

=E Purge Accounts Receivable History (DMO) 4/30 Jicd I ] |

Remoyve Invoice Histon

L[]

Remove Deleted Invaices Only

Remove Invoice History Dated on or Before | 12/31/2016 :

Remove Depozit Higkon W
Remowve Depozit Hizgtorp Dated on or Before | 12/21/20016 :

Hemaove Customer Sales History!

Remove Salesperzon Histony
Remove Cazh Receipts Histam

Fizzal Year o Remove Histary By 2018 j

[ Proceed ] Cancel

IDDD II

The system will give a warning prompt before it purges the history.

2]

Remove invaoice history dated on ar before 12431 /20167

Remove deposit history dated on ar befare 12431 20167
Femove customer sales histary dated before fizcal pear Mot Selected.
Remove zalezperzan hiztony dated before fizcal vear Mot Selected.

Remove cazh receiptz history dated befare fizcal year Mot Selected.

Yes |[ Ha ]

*NOTE - once the history is purged, the drill down from Customer Maintenance -> Invoices tab is no
longer available and the Invoices will be removed from the Invoice History Inquiry screen.
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BONUS ROUND:

HOW TO MAKE A COPY OF A COMPANY
Click on Library Master -> Main and select Company Maintenance. Enter a NEW company code and
Company Name. Then click on the Copy button.

s=¢ Company Maintenance (DMO) 3/2/2016 [ m] 4|

Company Code  |215 O\J 4 4 B B ’.&cﬁivate... ] ’ Convert... l
Comparny Mame | Archive ABC company as of 12/31/15 |

[ Remove... ] Copy...

1. Main I 2 Preferences] 2. Credit Eards] 4. E-mail ] B Fax I E. Theme ]

Company Informatior

Address Telephone [ ]
Fax [ ]
Federal 1D Mo.
State D Ma.

URL Address &

E-mail Address [

Trade Mame

Activated Modules

td odule | Data Level |

[ ] Use as Default Campany far Server 5 ettings ’ Accept l Cancel l Delete [&[@]

Click OK on the Warning.

x

i YWwharning: Copping individual modulez that are integrated with other modules may cauze unexpected results.

[ntegration with any copied module zhould be reviewed.

ak
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Click Yes to Save the Company.

e Sage 100

» | The company record must be saved before data can be copied. Do pou want to save now?
\.."()

| Ve

f

Mo

l

Enter the Company Code that you would like to copy. Select All the modules, then click Proceed.

Source Compary ABC % ABC Dizgtribution and Service Caorp.
Destination Company  |Z£15 Archive ABC company as of 1243115
Dption
Modules | Data | Forms |

1 C/ Corman |nfarmatian [wl P £, @_

2 |G General Ledger o M

3 | AR Arccounts Receivable [wl P £, @

4 AP Accounts Payable W A

5 F/R Paurall [wl P £,

B I/ Irwentary Management W A

Fi 5/0 Sales Order [wl P £,

g | P/ Purchase Order W A

9 R f Fieturn Merchandise Suthorization  [wf P £,

10 [B/R Bank Reconciliation W A

11 1T eBuginess Manager [wl P £,

Proceed LCancel l O l
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