Back to Basics — Library Master

User Preferences can be accessed from several places which include the Logon screen, the Change
User Settings or User Maintenance from the Library Master menu. The user must be given security rights
to access the settings.

Note - Users should be restricted from User Maintenance menu access.

There are multiple ways of accessing the User Settings. When logging in, click on the Settings button.

E Sage 100 User Logon ? >

@ Enter vour user logon name and password.
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From the Home menu, click the Change User Settings icon.
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From the User Logon Menu, click the Settings button. From the Home menu, click Change User Settings.
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Prompt for Company Code — the system will prompt for the company code when the user when logging
in. This is helpful in a multi-company environment.

Retain Module on Company Change — the system will remain in the module that the user has open when
changing companies. If this is not checked, the module will revert to Library Master.

Implied Decimal Point — the system will automatically add the decimal point when this is checked, 123
will be 1.23. If the box is cleared, 123 will be 123.00.

Partial Lookup Default — use “Begins With” to list only records that begin with the criteria entered. Use
“Greater Than” to list records that start with the entered criteria.

Default Report Preview Zoom — used to set a zoom setting between 25 and 400 when previewing
reports, forms and listings.

Desktop - Choose Standard or Classic. The Standard version has the new modernized menu layout.

Theme Code - Select Classic, Standard or Standard-Green. A custom Theme can also be created.



From Library Master\Main\User Maintenance, click on the Preferences tab.
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Automatic Logoff — automatically logoff the user after the number of minutes specified of inactivity. If
the user is in a Data Entry window the system will prompt to Save unposted entry.

Automatic Logoff Delay in Minutes — enter the number of minutes to wait before the user is
automatically logged off.

Auto-Complete Tab
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Enable Auto-Complete - If this check box is selected, when you start typing a customer name, vendor
name, or item description in a customer number, vendor number, or item code field, a list of records
matching your entry appears, and you can select a record from the list.

*Note — Auto Complete must be turned on in System Configuration in order for this feature to function.



Theme Maintenance

To design a custom theme, from Library Master Main menu, select Theme Maintenance. Enter a new
Theme code and Description.

You can customize the Font size, colors and row height. Themes can be assigned to each Company and
to each User. Click on the color pallet next to the field to select the color for buttons and tabs. Select the
drop down next to Row Height to adjust the height of the grid row.

E Theme Maintenance (ABC) 3/6/2019 — -4

Theme Cade DEFAULT O 14 4
Description Default

Default Font Arial -
lcon Set Classic -
Window Color
Background [+ ‘ Sample ‘
Frame (74 ‘ Sample ‘
Tabs
Font Color @ [ Sample ‘ Sample
Primary Buttons
Button Color (4
‘ Sample ‘
Font Color 3
Secondary Buttons
Button Color ¥4
‘ Sample ‘
Font Color [+
Grid
Row Height Expanded < Line 1
Alternate Line Color @ Line 2
Preview. . Accept Cancel Delete =] G




Standard Desktop

cH

o E L A

Change  Change Chenge  Chenpe Lsst
Compary  Daba Lz Satings

i@ Bank Recondiation
f Bar Cocle
i Bl of Materiak

E Busrus Insights

Halp

=
o ey vl

Master  [efered  Busnes nsghis
Dok =4 Dbz

+ Man
+ Chack Printing and Badtr

+ Pre-fate Printing

+ Reports
' Comman Infomation
& cstom ofee + Pefiod End
o Cust .
M Customer Relaborship Hanagen + Setup
B eEusress Manzger
i Foed ssets + Utlities
i3 Cereral Ledger
— + Extphone
B Ywsniory Managanant -
& Wb Content
B Moduks | — Content Groups
& Favorites

g £ 0

Launch Sape  Launch Hep
Fesad Acoals  Sage CRM

Information Center

Connect with Sage for tools

and information that halp you
get the most out of
=age 100,

Sage Payment Solutions

k4
~
L Ribbon
.
— | Dasktop
browser

Actnvate payment management
wilhin Sage 100 to gain reaktime
Wiy inid your cashn ow and
simglify vour AR workfiow

Sage Payimedt Soliitong

Sage Payroll Sarvices
How nizgrated with Sage 109,
Sage Payioll Senices affers a
<

Status bar

Ribbon — allows the user to change company, date and user. You can access other integrated products
and customize the appearance of the program.

Navigation Pane — allows switching between modules, web content and Favorites.

Task Pane — allows access to the selected module.

Status Bar — displays the current company, module, user and accounting date for the current module.

Desktop Browser — Displays web pages to access links to information and guides for the program.



Ribbon

Home Menu - Quick access buttons to change Company, Users or User Settings.
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¢ Change Company — select the company code that you would like to access.

e Change Date — allow you to change the date for the module currently selected. Note — the
Library Master date defaults to the computer date and cannot be changed.

e Change User — quickly change from one user logon to another without exiting the system

e Change User Setting — provides access to the users default settings. Note - The user must be
given security rights to this menu item in order to access it.

e Master Console — shows all users that are currently logged in and what modules that they have
open.

View Menu — Change font settings, colors and menu sort order.
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e Application Scaling - allows you to select the screen font text size. Choose between Default,
Medium, Large or Extra Large.

e |tem Arrangement — allows you to set the sort order of your module lists or menus.
Module List — sorts all modules in alphabetical order
Module menus — sorts the menu items within a module in alphabetical order

Module menu tasks — sorts the task items within a menu item in alphabetical order

o Desktop Default Themes — select a theme from the list to change the color of your desktop



Navigation pane

Provides quick access to Modules, Favorites and Web Content menus.
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Company Maintenance
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Sage 100c benefits

Simplify payment processing, get paid faster, and gain real-time visibility into your cash flow
with our payment solutions.

Sage Payment Solutions

Sage Payroll Services
Now integrated with Sage 100, Sage Payroll Services offers a broad array of cloud based
payroll and HR services fo power your company’'s sUccess.

Sage Payroll Services

Sage 100 Direct Deposit Service

This secure connected service makes paydays hassle free. Eliminate costly bank charges,
trips to the bank, and re-entry of payroll data into the general ledger. If you've got payroll,
apply today.

Leamn more

An easier way to managed fixed assets

Beat hidden costs by easily tracking all your fixed assets in the newly modernized fixed
assets module available in Sage 100 premium in addition to Sage 100 standard and
advanced. Learn more about how Sage Fixed Assets can help your business
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e Modules — displays modules that the user has security rights to. Click on a module to display the

menu items in the Task pane.
Favorites — allows user to add shortcuts to tasks, files and folders and websites.

Web Content — contains hyper links that open in the embedded browser.



Favorites

To add menu item to Favorites
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Click on Modules on the Navigation pane. Select a Module, the menu options for this module will appear
on the Task pane. Locate the task that you would like to add to the Favorites menu, right click and select

Add to Favorites.
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To add a Folder to Favorites

Transaction Journal Entry
Transaction Journal

Daily Transaction Register
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Right click in Favorites pane and select Insert Folder. Enter a Name for the folder. Double click on the
folder to open it. Then click the Change Current Module button from the Ribbon. Right click the task that
you want to add to the folder and select Add to Favorites.



To insert a separator
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On the Favorites panel, position your mouse directly below the menu item that you would like the
separator. Right click and select Insert Separator.

To add an external program to Favorites
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Click on the shortcut icon for the External program you would like to add and drag it to the Favorites
pane.



To add Favorites to the Ribbon
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Right click on the Ribbon and select Show Favorites on the Ribbon.
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Company Maintenance

Preferences

E] company Maintenance (ABC) 4/18/2019 - O X
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e Print user Login on Reports — select this box to print the user Logon information on reports and
lists.

o Allow External Access - select this check box to allow the company to be accessed externally
through the company's objects, such as VBScript, JavaScript, or other programs that are not
based on Sage 100.

e Display Inactive Customers in ALE Lookups — select this box to display Customers in the lookup
lists that are marked inactive.

o Display Inactive Vendors in ALE Lookups — select this box to display Vendors in the lookup lists
that are marked inactive.

o Display Inactive/Restricted Warehouses in ALE Lookups - select this box to display Warehouses
in the lookup lists that are marked inactive or restricted.

e Prompt for Accounting Date — prompts users for the accounting date when they access a module
in a session.

¢ Restrict Accounting Date to Current and One Future Period — this feature restricts users to
current and one future period. A warning message will appear if they select a date outside the
criteria. Under Role Maintenance, Security Events, a security privilege can be granted to bypass
this restriction. The restriction does not apply to General Ledger.
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Company Maintenance

Themes
E company Maintenance (ABC) 4/19/2019 - O x
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Company Mame  |ABC Distibution and Service Cormp. |
Pe...
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Therme Code |CLASSIC |Q, Classic Theme
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e Theme Code — select from the default themes. Classic, Standard or Standard-Green or select a

custom designed theme code. If Classic is selected, then company background and frame colors
can be modified.

¢ Enable Company Specific Background Color — select No, Background, Frame or Both. Then click
the color pallet to select the background color.
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How to Create a Copy Company

Select Company Maintenance from the Library Master Main menu. Enter the company code you want to

Create or Copy To.
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Compary Cade [/ O\J 4 4 ¢ M Activate... Convert...
Compary Mame  |Copy of ABC Distribution Company |

2. F'referenc‘.es] 3. Paymem] 4. E-mail ] 5. Fax 1 6. Theme 1

Company Infarmation

Address Telephone []
Fax []
Federal ID MNo.
State 1D Mo

Click the Copy button. A integration warning will prompt, click Ok.

] sage 100 X
i wiarning: Copying individual modules that are integrated with other modules may cause unexpected results.

Integration with any copied module should be reviewed.

If this is a new company code the system will prompt to Save the company. Click Yes.
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Enter the Source Company to copy From. Select all the modules you want to copy. Click Proceed.

Note — Common Information and General Ledger will automatically be selected when you choose any

module. They cannot be unchecked.
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2 | GA General Ledger M N
3 AR Accounts Receivable M N
4 AP Accounts Papable M N
5 |PR Payrall [ N
E | I/M Inventary Management M N
750 Sales Order M N
g F/0 Purchase Order [ M
9 R Return Merchandise Authorizatiol  [Wf  NA&
10 | B/R Bank Reconciliation M N
11 14T eBusiness Manager 8 M A
(et | v |©)
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