Sage 100 Tech Tuesday — Did You Know!

Select Background Color for each Company:

Click on Library Master -> Main -> Company Maintenance. Click on the Theme Tab.
=g/ x|

Company Code  |DR0D O\J 4 4 b B

Compary Name | Demo Company |

1. Main I 2 Preferences] 3. Credit Eards] 4. E-mail I 5. Fax

Compary [nformation

Address 1175 Red Brick ‘Way Telephone [314] BER-1212
St. Louig, MO 63141 Fax [314) 5551111
Federal ID No.
State ID No.
URL Address [
E-mail Address Bt
Trade Mame

Activated Modules

todule | Data Level |_=

Accounts Payable R.30

Accounts Receivable 5.30

Bark Reconciliation 5.30

Comman Information 5.30

General Ledger R.30

Inventary Management 530

eBusiness Manager 530 —
Purchase Order 530

Payrall 5.30 |

[ Use as Default Company for Server Settings [ Accept I Lancel l Delete

Click the magnifying glass at the ‘Theme Code’ field and select CLASSIC.

Cormpany Code | DRD O\J 4 4 b Bl

Company Mame  |Demo Comparny |

1. Main ] 2 Preferences] 3. Credit Eards] 4 E-mail ] 5 Fax ]

ol
et [ Q

Enable Company Specific Background Calor E

STNDAHD tandard Blue Theme
STANDARD-GREEN Standard Green Theme

Search | Theme Code ﬂ| |Begins with ﬂ| | | Find

[ Custom... Il:ookup Wizard...l

|F0und 3 records | | |
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Click the down arrow at the ‘Enable Company Specific Background Color’ field. Select the
option to set the background color for the Background, Frame or Both.

=E Company Maintenance (DMO) 9/6/2016 - |EI|1|
Company Code | D0 O\J 4 4 b Bl
Company Marme | Dermo Company |
1. Main ] 2 Preferences] 3. Credit Eards] 4 E-mail ] 5 Fax ] E. Theme I
Theme Code |CLASSIC |Q, Classic Theme
Enable Company 5 pecific Background Color Mo ﬂ Color @
Background
Frame
Bath
[] Use as Default Compary for Server Settings [ Accept I LCancel I Delete m

Choose ‘Background’ to change the background of the Window. Then click the color pallet

button and select a color. Click Ok. Then click Accept.

=101 x]
Company Code  |DMO O\J 4 4 b B
Company Name  |Demo Company |

1. Main l 2 F‘references] 3. Credit Eardsl 4 E-mail I 5 Fax l E. Theme I

Theme Code |CLASSIC ' Clagsic Theme
Enable Company Specific Background Colar m Colar @
Color x|
Basic colors:
RN E
A e |
| _BmEel § oy |
EMEEEENN
EEEEEEEN
C 0 AL Cl Al e
Custom colors:
EEEEEEEN
EEEEEEEN

Define Custom Colars > |

0K | Cancel

|:| Use as Default Company for Server Settings [ Accept I LCancel I Delete
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Click the ‘Define Custom Colors’ button for more color options. Select a color in the ‘Basic color’ box.
You can move the bar on the right to lighten or darken your selection. Click OK. Then click Accept.

x|
Basic colors: B
FErErEEE :
__ AR i
C_ AEEE B Rl § |
EFEEEEEN
EEEEEEEN
HENNNT .
Custom colors
EEEEEEEN T
EEEEEEEN T
Define Cugtarm Colors = | ColoriSelid |- Iﬁ Blue: Iﬁ
oK | Cancel | Add to Custom Colors |

The Background on the window will now have the color selected.
= Customer Maintenance (DMO) 9/13/2016

=0l x|

Cugtomer Mo. [01-4EF |% E‘.}; 4 4 kK % [Egpy From...l [Flenuml_:er...l [ Mare... B
M arne Amenican Business Futures |
1. Main I 2. Additional ] 3. Statistics ] 4 Summary I & Histomy I B Invoices ] 7. Tranzactions ] £ S/0s I
Address 2131 N. 18 Street € | | Tems Code E% Met 30 Days
Suite 100 Primary Contact  [ARTIEJOHN |G Artie Johnson
Accounting Department Ship Code IIPS BLUE %
ZIF Code 532051204 | Primary Ship To Z% #mernican Business Future
City Filvauk e | State
Coutry %Q@ United States Tax Scheduls Q@
Residential Addr [ Milwaukee
Salesperson W‘Ck Jim Kentley Split Comnm...
Telephone (414) 5554757 Ext[213 | e el O
e Credit Limit
E-mail Address | artief@zage. sample. com [eA] Paperless...
URL Address vy, abf com @
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Choose ‘Frame’ to change only the frame edge around the Window. Then click the color pallet
button and select a color. Click Ok. Then click Accept.

oMo QL 14 4 B B

Company Code

=10 %]

Company Mame | Demo Comparny

1. Main ] 2 Preferences] 3. Credit Cards ]

4 E-mail ]

| (e (o]

5. Fax ] E. Theme I

Theme Code |CLASSIC
Enable Company 5 pecific Background Color

|Ck Classic T

Frame

x

heme

cao @

&
g.
8
i

HEEET
EE NEEREAT
HEE NEEET
EE "THENEN
HEE HEEEENT

EEEENET
EE HEENET

TT

3
TH
TL

Define Custom Colors >

Cancel

I:‘ Uze as Default Company for Server Settings

[ Accept I Lancel I Delete .

The Frame on the window will now have the color selected.

ﬁ Customer Maintenance (DMO) 9/6/2016

Custamer Na. |01-4EF

RS

4 4 b M E

=0l x|

[Egpy From... ] [ Henumlger...] [ More... B

3, 5/0s ]

Mame American Business Futures |
1 Main ] 2. Additional ] 2. Statistics ] 4. Summary I 5. History I E. Invoices ] 7. Tranzactions ]

Address 2131 N. 14th Street &y || Temns Code 01 |G, Net30Days
Suite 100 Prirnary Contact @I% Artie Johnzon
Accounting Department Ship Code LIPS BLUE Ck

ZIP Code 532051204 | Primary Ship Ta - [2 |Q - American Business Futun

City Milvaukze | State

Country %% Urited States Tax Schedule Ck

Residential addr [ ] Milwaukes

Salesperson W‘Ck Jim Kentley Split Carnm...

Telephane [414] BBh-4737 Ext |219 | Credit Hold ] Q

e Credit Limit

E-mail Addrezs | artie@sage. sample.com [bef] ‘ Paperless...

URL Addiess | wwv.abf.com ©

Aocept

Cancel I Delete .:
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How to Save a Report Setting

Any Standard report can be saved with default settings. They will be saved into the Report Setting
lookup window for future use.

Click on General Ledger Detail Report from the General Ledger Reports Menu. Click the Print
Condensed field. Click the down arrow next to the Save Button and select Save As.

s=E General Ledger Detail Report (DMO) 9/13/2016 - |EI|5|
Repart Seting | STANDARD 1@, e

\

Description General Ledger Detail Report
Setting Options
Type Public =l Prifit Repart 5 ettings ] Mumber of Copies
Default Report Three Hale Punch ] Collated
Sort Repart By |Accounl Number ﬂ|
Optiohz
Selection Criteria | By Period | =) Summarize D etail []
Fizzal Wear 2020 ﬂ Source Tupe All ﬂ

Starting Period 05 641/2020 hadl Print Commerts Partial ﬂ
Ending Period 05 543122020 Print Posted Ey/D ate

L

4

£ nsed | I
Selections
Select Field Operand YWalue | =
Account Mumber All 2]
D ezcription Al 5]
I ain all 5]
[epartment Al 5] i
Location All 5]
Group Code Al el -

F.eep Window Open After

HP Lazer et P2055d UPD PCLE j| Prirt [ ] Preview [ Pririt I Pregiewl Sehup _

Enter the new Report Name in the Report Settings window. Click Default Report check box to make
this your default report.

21 x|
Report Setting  |PORTRAIT |

Dezcription General Ledger Detall Repart |

Setting Option

Type Public =]

Default Report

Office terge Optian
Always uze thiz template D

Template | |O\J
u]4 I Cancel
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How to Preview a Report in a Larger Screen

Go to the Library Master Main Menu and click on User Maintenance. Enter a user code and click on
the Preferences tab. At the Default Report Preview Zoom field, enter the desired Zoom Percentage or
choose from the Drop Down list.

sxe User Maintenance (DMO) 9/13/2016

=lolx|

| Copp. | | Bename.. |

User Logon | =d |O\J 4 4 & Bl

First Hame | Sue Last Mame | Uzer Code |SJD

Pazzword —| Confirm Pazzword Customization Group | E xpires |:
E-mail = Job Title | <Select Job Title> ||

1. Maintenance I 2. Preferences I Q.ﬂnuto-Complete]

Automatic Logaff

Implied Decimal Point

Low Speed Connection

Lookup Limit for Initial Display
[EMTER] K.ey Like [TAB] Key for Grd
Dizplay Reduction Amounts in Bed

Enable ‘Web Services

DIHQD!D

Automatic Logoff Delay in Minutes
IJze Graphic Repaort Format
Partial Lookup Default

Frompt for Company Code

Default Beport Preview Zoom

Retain Madule on Company Chanae

[ ]

L]
125% -

]

Theme Code  |CLASSIC

|Q§ Clazzic Theme

Pre:

[] User Account Locked

Accept

Cancel l Delete m .

When you Preview your reports, they will default to a larger screen.

-loix)
&2 & B @] Fa » W1 e g @ -
Main Report ‘
“
General Ledger Detail Report
Demo Company (DMO)
Detail Postings for Period 05 Ending 5/31/2020
Account NumberDes cription
Period Date Journal Comments Beginning Balance Debit Credit Net Change Ending Balance
100-00-00 Cash on hand 500.00
05 5/31/2020 CD-000001 0001005 053003 Patty Cash 90654 1.408.34
500.00 505.84 0.00 508.54 14084
101-01-00 Cashin bank-Reg. checking 46.457.71
05 5/1/2020  CR-000005 Cash Recaipts 10.00000 56,457.71
05 5/6/2020  CR-000002 Amernican Business CHK: 25471 32420 56,781.91
05 5M12/2020 PR-000085 P/RPAYROLL JOURMAL PE:05/120 16,35266 40,42825 ||
05 5/15/2020 (CD-000002 AJP CHECKREGISTER/DIV: 01 615000 3427925
05 5/19/2020 (CD-000003 A/P CHECKREGISTER/DIV: 01 125100 33.02825
05 5/20/2020 CD-D00008 A/PCHECKREGISTER 22500 32,80325
05 5/29/2020 CD-D00005 AP CHECKREGISTER 196000 3064325
05 5/30/2020 CD-D00006 AP CHECKREGISTER 406.01 3043724
05 5/31/2020 CD-000001 AP CHECKREGISTER 8387338 53.436.15-
05 5/31/2020 CD-000001 AP CHECKREGISTER 17.057.11 70.49326-
05 5/31/2020 CD-D00001 Cash Disbursements 986525 80,358 51
05 5/31/2020 CD-00004 A/P CHECKREGISTER/DIV: 01 354050 §3,889.01
05 5/31/2020 CD-000004 AJP CHECK REGISTER/DIV: 02 75.00 83.974.01
05 5/31/2020 CD-00004  CheckCharges 15.00 83,989.01
05 5/31/2020 CD-000005  Cash Disbursements 65.00 54.054.01
05 5/31/2020 CD-000007 AJPCHECKREGISTER 19.49668 103.55067-
05 5/31/2020 CD-D00058 AP CHECKREGISTER 286677 106.41744-
05 5/31/2020 CD-D00060 A/P MANUAL CHECK REGISTER 92500 10734244
05 5/31/2020 CD-D00066  APPAY iMonthiy A/P Paymant 192,90257 300.245.01
05 5/31/2020 CD-D00068  CENEXP/Monthly Cant Warehouse 5342 52 30558753
05 5/31/2020 CR-D00001 American Business Fu CHK: 223 864.25 30472326
05 5/31/2020 CR-D00001 AvnetProcessing Cor CHK: 683 1,00000 30372328
05 5/31/2020 CR-000001  Cash Receipts 15,48863 288,23365 =
o e o |>|J

Current Page No.: 1

rToial Page No.: 1+

Zoom Factor: 125%
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Shortcut to Preview Reports in Larger Screen

Click on the maximize button to make the preview full screen. Then click the magnifying glass oy the
Preview screen and choose Page Width.

sxe General Ledger Detail Report
General Ledger Detail Report
Demo Company (DMO)
Detail Postings for Period 05 Ending 5/31/2020
Account NumberDescription
Peried  Dak Joumal Gommants Beginning Balance Dbt Gradit HetChangs Ending Balance
100-00-00 Camsh an hand 500.00
[ S0 CO-000001 0001005053003 Pemy Cash EEn 140884
500.00 B M B 140884
101-01-00 s in i - Flag, checking 2845771
[ S1EE0 CROME  Cash Recsms 10,000.00 5845771
[ S8R0 CRODOE  American Susness CHEC 2541 820 5878151
[ S12200  PRAODIGES  FR PAYROLLJOURNAL PE08120 1835265 2042325
05 5150020 CO-00002 AR CHECK REGISTER D01 615000 375
[ S13200  CD-000003 AR CHECK REGISTER DO 125100 3302825
[/ 520200 CD-00000E AP CHECKREZISTER a0 R EA2E
[ 529200 CD-000005 AP CHECK REZISTER 138000 3084325
[ 530200 CD-000006 AP CHECK REGISTER 40801 3043724
[ 530 CD-00000 AR CHECK REGZISTER ELETII 534315 -
[ 530 CD-00000 AR CHECK REGZISTER 17.057.11 7043328 -
05 5312020 CO-000001  Cash Dishurssmens 988525 8035851 -
[ S32IN CD-0D00M AR CHECK REGISTER DO 354050 8389301 -
[/ SEN CD-0000M AP CHECKREZSTER DN 7500 BT -
[ S0 CO-0000M  Check Charges 1500 B3O -
[ 5320 CD-000005  Cash Disburssmems 8500 BL05401 -
e
éﬂ%\ﬂ%g\"‘ Rt e g & - & |
Main Report |
General Ledger Detail Report
Demo Company (DMOQ)
Detail Postings for Period 05 Ending 5/31/2020
Account Number/Description
Period Date Journal Comments Beginning Balance Debit Credit Net Change Ending Balance
100-00-00 Cash onhand 500.00
05 5/31/2020 CD-000001 0001005053003 Petty Cash 908.84 1.408.84
500.00 908.84 0.00 908.84 1,408.84
101-01-00 Cash in bank - Reg. checking 4645771
05 5172020 CR-000005 CashReceipts 10,000.00 56,457.71
05 5/6/2020 CR-000002  American Business CHK: 25471 32420 56,781.91
05 5M12/2020 PR-000085 P/R PAYROLLJOURNAL PE:D5/12/0 16.352.66 4042925
05 5152020 CD-000002 AP CHECK REGISTER /DIV: 01 6.150.00 3427925
05 5/19/2020 CD-000003 AP CHECK REGISTER /DIV: 01 1.251.00 3302825
05 5/20/2020 CD-000008 AP CHECK REGISTER 22500 3280325
05 5/20/2020 CD-000005 AP CHECKREGISTER 1.960.00 3084325
05 5/30/2020 CD-000006 AP CHECKREGISTER 406.01 3043724
05 5/31/2020  CD-000001 AP CHECK REGISTER 83,873.39 5343615
05 5/31/2020  CD-000001 AP CHECK REGISTER 17.057.11 7049326
05 5/31/2020 CD-000001  CashDisbursements 9,865.25 80,358 51
05 5/31/2020 CD-000004 AP CHECK REGISTER /DIV: 01 3.540.50 8389901
05 5/31/2020 CD-000004 AP CHECK REGISTER /DIV: 02 75.00 8397401
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How to Print a Report with Multiple Values

To print a report for multiple values at the same time, enter the values separated by a comma in the
Selection field.

Open the report; double click in the field that you want to enter multiple values. Enter the values then
click Print or Preview.

-iBix]
Report Setting | STANDARD Q, save |+
D ezcription Account: Receivable Aged Invoice Flepart |

- Setting Dptions
Type Public ﬂ Print Repart Settings D Murnber of Copies
Default Report Three Hole Punch ] Collated
Sart Fepart By | Custorner Number ﬂ|
- Options
Aaing D ate @Ij Include Paid Invoices D
Fiepart D etail Option |nvoice ﬂ Age Credit Memos
Aaing Option ta Print All Open Invaoices ﬂ Print Tranzaction D ate []
Future Transactions Exclude by Invaoice Date ﬂ
Transaction D ate el Frint Condensed
- Selections
Select Field | Operand ey | 1=
Cuztorner Mumber Equalta + |O1ABF,01AVNET DTHILLSE
Customer Mame Al B
Salesperzon All B —
Cuztomer Type Al B
State Al N
1P Cinde All T -
HP LaserJet P2055d UPD PCLE || Eﬁsf wﬁdm\;ii?;wm | Pint | Preview | Setwp _
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To Save this setting for future use, click the Save button, then select Save As and enter a report name

in the Report Setting field. Uncheck Default Report.

Report Setting JIMS CUSTOMERS |

D escription Accounts Receivable Aged Invoice Report |

Setting Option
Type Public =]
e I

Office Merge Option
Alwaps uze thiz template D

Template | |O\J
[ OF I LCancel

Keep Window Open After

This feature allows you to keep the window open after you Print or Preview. Therefore you can print

the report multiple times without having to click on it again from the Reports Menu.

= Accounts Receivable Aged Invoice Report (DMO) 9/15/2016

=101 x|

Report Setting | STANDARD (=N save |-
Dezcription Accountz Feceivable Aged lnvoice Fepart |
Setting Options
Type Print Report Settings D Mumber of Copies =
Default Repart Three Hole Punch ] Collated
Sort Report By | Custorner Mumber ﬂ|
Options
Aging D ate B4a/2020 : Inchude Paid Invoices |:|
Report Detail Option |Fvoice ﬂ age Credit Memos
Aging Option to Print All Dpen lrvoices Ad Print Transaction Date []
Future Transactions Exclude by Invoice Date ﬂ
Tranzaction Date ez Frint Condenszed
Selections
Select Field | Operand Walue | =
Cusgtamer Mumnber All I
Customer Mame All I
Salesperzon All hd —
Customer Type All i
State All A
P Code Al T hd

Keep Window Open After = =
HP Laselet P20SSI UFD PCLE  wl| i Prsvion Brint ] Fraviews [ o _
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Sales Order — Redisplay Source Document

When clicking on Quick Print for a Sales Order or Sales Order Invoice, with this feature turned on, the
source document remains open.

EEETIEM

Conner Ash P.C. © 2016 Page 10



Move Fields from Bottom Grid to Top

To move fields from bottom grid to top grid, click on the field in the bottom grid, hold mouse down

until paper icon appears and drag to top grid. Move fields most often used to the top grid.

sae Sales Order Entry (DMO) 5/31/2020 O] x|
Order Mumber (0000182 CL 4 4 & @ ] [Enpyfmm ] [ Defaults l lEusLurnEr ] [ Ciedit ]
1 Header | 2 Addess | 3lies ] 4 Tods | 5 CreditCard |User [sid | =}
‘% mmv0 - |Quickﬂow B | ] L'_j | :‘=>'\,‘ :?v
Item Code Ordered | Back Ordered | Uit Price Extension | Comment |
1 | 2851-350 1.00 .on 23702 2370
2 | 1001-HOM-H254 200 .o 131.000 262.00
L2 Y w L 000 w
Description =
W arehouss
Urit OF Measure
Shipped .aa
Price Level 57
Tatal Amount 286.70
lPrint Order. I Print Pick.. Hecalc Price] [ Accept ] LCancel I Liglete @E
=€ Sales Order Entry (DMO) 5/31/2020 - |EI|1|
Order Mumber 0000155 Q Id 4 B Bl = [Cnpy Erom...] l Diefaults... ] [Cus;omar...] [ Credit. ]
1. Header I 2 Address I 3 Lines l A Tatals l 5. Credit Card ]USEI |Sid | Q
|% @MW~ - | Qukhow [ 3@ ] & (S EE
Item Code Desciiption Ordered | Back Oridered | Unit Price | Extension | Comment]
1 | 2551-360 DESK FILE 31/2" CaP 50 1.00 .on 23702 2370
2 | 1001-HOM-HZ254 HOM 4 DRAWER LETTER FLE ‘w0 LK 2.00 an 131.000 262.00
3 an an ooa an
| | 3
Warchouse M =
Unit Of Measure
Shipped 0o
Frice Level
Tax Cla =

Total Amount 285.70

[Prinlgrder IPlintPicl_< HecaIcPrice]
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How to Add Carriage Returns on the Comment Line

To add a carriage return to a comment on the Item line or a /C comment line, hold the Ctrl key and

press enter. This will force a carriage return into the comment field.

Page:
Sales Order
Demo Company Order Number: 0000188
1175 Red Brick Way Order Date: 5/31/2020
St Louis, MO 63141
(314) 555-1212
Salesperson: 0200
Customer Number: (Q1-HILLSB
Sold To: Ship To:
Hillsboro Service Center Hillsboro Service Center
200 Union Street 200 Union Street
Upper Level Upper Level
Hillsboro, WI 53151 Hillsboro, WI 53151
Confirm To:
Pam Wampler
Customer P.O. Ship VIA F.0B. Terms
UPS BLUE 2% Ten Days, Net 30 Days
Item Code Unit Ordered Shipped Back Order Price Amount
2551-3-50 EACH 1.00 0.00 0.00 23.702 23.70
DESKFILE 3 1/2" CAP 50 Whse: 001
This is a comment that does not have a carmiage retum in it.
T1001-HON-H254 EACH 2.00 0.00 0.00 131.000 262.00
HON 4 DRAWER LETTER FLE W/O LK Whse: 001

This is a comment that
does have camiage retlums
initso you can control

the paragraph

It can be done with the
/C line also
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The Power of the Right Click

Right click in the data entry fields of the Lines tab to see what programs are available to you!

3
B hombe dons sth be € lne sho
®
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How to Reprint a Quick Print Check

To reprint a Quick Print check that has not been posted, click the magnifying glass and select the check
previously printed. Click the Printer icon.

=xe Manual Check and Payment Entry (DMO) 5/31/2020 - |EI|5|
Bark Code EIO\J E Y|
Payment Type | Check ﬂ
CheckMo.  |"FRNT=  [C ] &

Cash Account |101-01-00 |

1. Header I 2 Lines ]

Check Date 5020 [T

Check Amount 50.00

Wendor No. 01-POSTMST |G ™ |L.5. Postmaster
Cornment

. Accept | Cancel I Lelete .

Click Yes if you are using the same check number. Click No if you are using a different check number.

x

\:}/' Are you reprinting the zame check number?
-

L res J| Mo ]

If you click No, then select the button for what you want to do with the old Check number.

x

\‘\?{) After reprinting, do pou want to void ar delete check number 0000707
-

| W oid |[ Delete H Cancel ]
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Click Print to Reprint the check.

= Manual Check Printing (DM0) 5/31/2020

Form Code | CHECK. Q,

Dezcrption | Flain |

Mult-Part Form Enabled [ ]

Check Date 53172020 e
Check Number ao1ooz

Check Form Type | Stub, Check, Stub = |
Stub Lines ﬂ

Frint Bemit Tao Information
Print GAL Digtribution
Frint in AMSI Farmat

LTI

HP Laserlet P2055d UPD PCLE |

Alignment

’ Frrirt I Prewvigw I Setup IG]

2|

Print the check register and update.

Manual Check and Payment Register
Journal Posting Date: 5/31/2020
Register Number: MC-000005

Demo Company (DMO)

Bank: D Wellz Fargo Checking

Check Number/ Check Date  Vendor Number Distribution
Invoice Number Invoice Date Invoice Amount Discount Amount Check Amount
ooi001 “\loid Check™
001001 5/31/2020 *Vioid Check™
001002 5/31/2020  01-POSTMST 1.8, Postmaster 50.00
CKDO100201
53112020 50.00 0.00
G/L Account:  770-00-04 Postage & other freight 50.00
Bank D Total: 50.00 0.00 50.00 50.00
Report Totak 50.00 0.00 50.00 50.00
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