Custom Office — Customizing Your Screen

Modules\Custom Office\Main\Customizer Selection
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Select the module.
=® Customizer Selection (ABC) 10/22/2013 - IEI Iil

To select a panel, double-click the module, task and panel. To edit a
m cuztomized panel, select the Cuztomized Panels folder and double-click the
appropriate module, tazk and panel. To search for a panel, click Search,
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Select the Menu item.
=@ Customizer Selection (ABC) 10/21/2013 - IEI Iil

To zelect a panel, double-click the module, tazk and panel. To edit a
cuztomized panel, select the Customized Panels folder and double-click the
appropriate module, task and panel To search for a panel, click Search.

El

[ Accounts Papable -
[ Account: Recervable

[ Accounts Receivables Options

[ Bill Ta Customer M aintenance

[7] Cash Receipts Entry

[ Change Accourt:

0= &

[ Comrmission Edit Maintenance ~
[ Credit Card -
[ e ner b ai ce -
[ Divigion M aintenance -
[ Finance Charge Enty s

[ Invaice Diata Enty
[ Irvaice Hiztary [nquing )
[ Payment Type Maintenance U
[1 Price Lewel by Customer Maintenance
[ Repetitive lrvoice Entry

[ Salezperson Maintenance

[ Terms Cade Maintenance

Bar Code

Bill of Materials
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Double click on the Screen you would like to edit.
=EF Customizer Selection (ABC) 10/21/2013 - IEIILI

.y To select a panel, double-click the module, tazk and panel. To edit a
¥ cuztomized panel, select the Cuzstomized Panels folder and double-click the
appropriate module, task and panel. To search for a panel, click Search.

EZ DITCUSTOMER [ Internet Custamer | ;I
EZ] DMAIM [ Customer Maintenance |

Lo

i

-

D -

EEl DSEARCHHIST [ Search For Invoice History |

DSEARCHIMY [ Search For Open Invoices |

DSEARCHORD [ Search For Open Orders | A
EEl DSEARCHTRANS [ Search For Transactions | =

EZ DSHIPTOADDR [ Customer Ship-To Addiess Maintenance | '?1
DEHIPTOLIST [ Customer Ship-To Address Listing ] i
DSPLITCOM [ Cugtomer Split Commizzion Maintenance 1

EE] DTAXEXEMPT [ Tax Exemptions M aintenance |
E=Z] OCOMTACTS [ Customer Contact Maintenance |

EZ PMAIM [ Main Folder |
EZl PORDERS [Open Orders Falder |

el DETATC T Ck-babimn Coaldare 1 j
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Select the User or All Users, Company or All Companies.

er Panel Selection

Module...... Accounts Receivable
Tazk...... Cuztomer Maintenance
FPanel ... FADDL [Additional Folder |

O Modify an Already
Cuztomized Panel

© Create a Mew User sid [Sue] [~
Customized Panel Company | ABC [4BC Distrbution and Service Carp] 7|/ [ ] &l
IES | Company | Last Edit Date |
) i 2013/0ct/21 Mon S.07am ;

The screen will display along with the Custom Office Tool bar.

s R R

155 [C1\5age 2013MAS30V auncher fatmlywelcome. html

2

Tasks | wieb Content |

|MyTa§=s|

tom Office - Main

Cust
= Sage 100 ERP | Up one level..

x|

Information Center
Resources
Feature Tours
H Business Insights Dashboard User/Compary
B Modules All Users
{5 Library Master
{1 Common Information
{=) Business Insights
{5 visual Process Flows
{1 Paperless Office
{1 General Ledger
{1 Accounts Receivable
{5 Customer Relationship Manageme
{7 Accounts Payable
=1 Payroll
{51 Inventory Management
{1 Sales Order

Panel Edt Help

nizer Selection

efinad Fiald and T=hia Maintanans

il =F Customiz: R_CUSTOMER.MAL - PADDL [ Additional Folder ]

{1 Purchase Order
{51 Return Merchandise Authorizatior

{1 Bill of Materials

{1 Wark Order

{5 Bank Recondiliation
{7 Electronic Reporting
{=) Bar Code

—Printing

All Comparies Fomment ‘ I e ]
DOpen ltem Customer [ Inlemet Enabled [ | | Customer Type [ ]
(~ fdd an ltem —— Customer Status = Statement Cycle :I
(Inactive Reasn) ‘ |L‘ ‘ | Prirtt Dur Message [
~DalaEnt Batch Fax ]
Price Level :l Primary Credit Card Informatia
DIt Pyt Type = | ||| CadiD a
Discount Rate Payment Type | |
Fin Charge Fate Cardholder Name
Item Code | |Ck Last Four Digits :l
| Expiration Date :l
Default Cost Code | |q ‘ ‘ P———
Default Cast Type = Sage CAM Comparg l:lck

AddButton (87.8) [1x1]

[T

= TimeCard

) Material Requirements Planring
{1 visual Integrator

{51 Fixed Assets

[ eBusiness Manager

B Custom Office

{E]] Customizer Selection
[E]] user-Defined Field and Table Mainten:
E| User-Defined Script Maintenance

=) UDT Maintznance

Conner Ash P.C. © 2013

Page 3



Select the field you would like to edit by Double clicking or Right clicking the field.

1. tain l 2. Optionsz

l

Text |m

Fort | [Defaul]

~l[A]

Size  |FulSize 7

Text Colar | [Drefauilt]

~l[&)

Background | [Crefauilt]

~l[@]

— Aftributes
[ | Bold
[] Aeadize
[ ] Underline

— Justification

e 2] & ]

Preview....

| ok | cancel | el | @ |

You can edit the field name, font and font size, text color and background color.

1. Main l 2. Optionz

I

Test | Territary

Font | [Defaul]

=l[A]

Size | FullSize ¥/

Text Colar |Fh3|:|

~l[@]

B ackground | Wihite

~l[e)

— Attributes .
Bold Ho
|:| SEadine |:| Wwiord-

[ ] Underline wrap

— Juztification

LEd B ] 2 ]

Presview....

[ oK. ] (- ] Delete ]@]
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You may need to increase the Width of the field. Click on the Options tab to increase the width. Click
OK when done editing the field.

1. Main ] 2. Optionz I

— Pozition & Size ———— — Froperties
Calurnm [ ] Hidden
B 1.75 =
war
Height 1.00 £

Fresigw.. ..

Territory |

| ok | cancel | el | @ |

Click the Save button on the Tools panel to save the changes to the screen.
x|
Fanel Edit Help

— Uzer/Company —
all Uszers
All Comparies

— Add an [kem

(ala)
— Group/dndo ———
| |
— Toolz
EaE

(%]

b E -
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The changes will now appear on the panel. Note: Once a panel has been customized an * will appear
in the upper left hand corner.

s=F * Customer Maintenance (ABC) 10/21/2013 - |EI|£|

Cuztamer Mo, | 01-45F | S 4 b oEE [I:gp_l,l From... ] [ Ferurnber. .. ] l Mare... E]
Mame American Business Futures |
1. Main ] 3. Statigtics I 4. Summary ] 5. Histan I B. Invoices ] i Transactinnsl 8. 5/0=

. —Printing

Carmment |Ea|| Ed for credit approval | [ i W‘
Open lterm Custormer Internet Enabled Cuztomer Type a2 C%
Customer Status Active ﬂ Statement Cycle EI
Inactive Reazon :I 3 Print Dun Message

“Data Entry I Batch Fax ]
Bz Lzl Zl —Primary Credit Card Infarmation

Cflk Pyrat Type MOME R Card ID Q,
Dizcount B ate 000 2 Payment Type

Fin Charge Rate 1.500% Cardholder Mame |
Item Code |W|D|3ET |C% Last Four Digits

8" % 10" Widgets Expiration D1ate Credit Cards...

@ [ Accept 1 Lancel I Delete .

How to Customize the Columns on a Screen

e * Cystomer Maintenance (ABC) 10/21/2013 = |E||£|
Customer Mo, |01-4EF | - [ B [ Copy From... l [ Renumber. . l [ More. .. B /
Marme American Business Futures |

1. Main l 2. Additional l 3. Statistics I 4. Summary I 5. History 7. Tranzactions l 8.5/0s l

Invoice Mo Ihvaice Type Iy Date 5 | Iy Due Date | Disc Date Aot | Digcourt | B alance I Customer PO Mo, | Cormnmert - Gﬂ
0000191 Invoice 5/31/2010  B/30/2010 2.416.25 0.00 n.oa Monthly supply on .
0100041 Invaice 5/31/2010  B/30/2010 38.20 0.00 3820 789
0100048 Invoice 5/30/2010  B/23/2010 130.00 0.00 130,00 789 i
000 es Invaice 5/29/2010 /2872010 241625 0.00 0.oa Manthly supply an —
0100011 Invoice 5/28/2010  B/27/2010 265.86 0.00 0.oa &
o1ooot 2 Invaice B/28/2010  BA27/2010 BBE.53 0.00 0.oa RUSH
0100009 Invoice 5/23/2010  B/22/2010 2.032.54 0.00 0.oa FUSH
0100042 Invaice 5/21/2010  B/20/2010 864.25 0.00 0.00 Ship same day.  —
0100033 Invoice 5A15/2000  BA14/2010 1.113.05 0.00 £13.05 »-830200
0100034 Invaice 5A8/2010  BA14/2010 2487 61 0.00 246761 AJ-B90123
0100055 Credit Memo 541042010 a1.48- 0.00 81.48- 3456
00040 Invaice 4/30/2010  5/30/2010 85.00 0.00 85.00 -
4 | »
TransDate | Trans Type | Trans Amaunt | Pay Date | Check o, [ Payment Fef | Crcad | AMANG |

Balance Current 30 Days B0 Dayz a0 Daps 120 Days %

5,732.36 0.00 0.00 0.0 0.00 £,732.36
@ [ Acoept I LCancel I Delete :
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Right click on screen, choose Panel Settings, Customizer. Chose User or Company to do the
customization for or modify an existing panel.

=F Customizer Panel Selection 2| x|
Maodule..... Accounts Recervable
% Task...... Custamer M aintenance
FParel....... Custamer M aintenance
@) Create a Mew User sid [Sue] hd R
Customized Panel Compary  [ABC [ABC Distibution and Service Carp) | [ Al
Ll zer | Compary | L azst Edit [ ate |
[l [ 201340ctf21 Maon 9:21am

@ todify an Already
Custormized Fanel

| Cancel | 6‘]

The Panel and Customizer Tool bar will display.
:u 5I View Help |J Main Reports Period End Setup Utiities Custom Reports Explore Custom Process Flows
| Panel Edit Help EREN ] | @ »|J [E] ttem Inquiry [E] Sales Order Entry

| User/Company — [l = Customize: AR_CUSTOMER.MA4L - FINVOICE [ Invoices Folder ]| 5'

All Users hso o

All Companies

— Add an lem ——

-
LA al|["
— Group/Undo ——  ht=

NN

— Tools

Bste
nifc
nisi
es

: |
F.ei
Lish

st [Add Button [0.0) [1#1] [ 50 | BT | 10/21/2013
VOIS TS IOT Y T Tguan Y ‘ “

El Repetitive Invoice Entry
[E] Repetitive Invoice Selection
El Invoice Data Entry

E Invoice Printing

-[=] Sales Journal

-[E]] Cash Receipts Entry
[ rach Darsinte Troenal |
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Right click on the panel. The List Box Definition box will display.

=¥ | ist Box Definition [LB_OPEN_INVOICES] 2x|

1. Main |
Il

2. Format

] 3. Optiohz ]

Iritial List  |[Program-Defined]

Default W alue | j| |

Hat key

Status Meszage |

ToalTip | |
Help Code |#700 |

Preview.... ['fidth and Height Mot to Scale]
[Fvoice Mo | |nvoice Type | [ D ate | I Due Date | Dizc Date | Sold To

| Ok | Cancel | Dele [ @

Click on Format Tab.

= |ist Box Definition [LB_OPEN_INVOICES] 2|

1. Main ] 2. Foimat I 2. Options I
~— Ligt Box Format
Column Title width | Pasition Hide ||
11.00 Left - _
- 5
Invoice Type 12.00 Lett il _ -
Inw Date 10.00 Lett h _
Inw Due Date 12.00 Lett h _
Disc Date 000 Lk < |
Sald Ta 12.00 Left = _ -
Prewview. . . [tfidth athd Height Mot to Scale]
Irwvoice Mo. | Invoice Type | Inw Date | I Due Date | Dizc Date | Sold To

I LCancel I Lelete
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Select the fields you would like to hide. You can rearrange the fields by choosing the up or down
arrows. Click Ok when done.

Note: Click the Add button to select additional fields that you would like to display. If you have added
User Defined Fields (UDF’s) they will be listed here.

1. Main I 2. Format ] 2. Options I

~— List Bos Format
Column Title Width | Postion | Hide |4
Sald To 12.00 et~ _I
Amount 1200 Right -| _| add
Discount 12.00 Right = o
Balance 12.00 Right =  _|
Customer PO No. 1500  Let | _|
Comment 15.00 et~ S ~|

Preview. ... [wfidth and Height Mat ta Scale]
Invoice Mo. | Invoice Tupe | I Date | I Due Date | Dizc Date | SoldTo

[ ok l Lancel l Delete

Click on Options Tab to see additional features for the field. You can hide fields or disable them from
users entering data into that particular field.

=P | jst Box Definition [LB_OPEN_INVOICES] 7| x|

1. Main ] 2. Format ] 3. Options ]
— Puozition & Size — Properties

Columh Tab Stop
Bow : [ Disabled
width ] Hidden
Height 11.25 = D Fixed Font

Presvigw. ... [idth and Height Mat to Scale]
Invoice Mo. | Invaice Tepe | [ D ate | Inw Due Date | Digec Date | SoldTo

Cancel I Delete
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Click the Save button on the Customizer Tool bar when done.

. Panel Edit Help

— Uzer/Company —
All Users
All Companies

— Aadd an ltem ———

(a]lO]

— Group/Undo ——

B < Customi LI

View

Help

|J Main Reports Period End Setup Utilities Custom Reports Explore  Custom Process Flows

0w e

J E| Ttem Inguiry EI Sales Order Entry

Il == Customize: AR_CUSTOMER.M4L - PINVOICE [ Invoices Folder |

hog Lt

Edg

Lish

Hst |FHAME_‘I -Frame [0,0] [94x%22]

| si0 | aBC | 1042172013

!

VOITE TS 0Ty INTgun Y

[E] Repetitive Invoice Entry
[E] Repetitive Invoice Selection
[ Invoice Data Entry

o Al Trumica Drinbnn

The fields will no longer appear.

=E * Customer Maintenance (ABC) 10/21/2013 = |EI|£|
Customer Mo, | 07-4EF | R | [ Copy Fram.. ] [ Renurnber. . ] [ Mare... IE]
Mame Amencan Business Futures
1. Main ] 2. Additional ] 3. Statistics ] 4. Summary I 5 Hiztoy 7. Tranzactions ] 8 5/0z ]

Invoice No. Invoice Type I Date | Inv Due Date Amountl Balancel Customer PO Mo, | Tems | Slzprsn | - @
0000191 Invoice 5/31/2010 /3072010 2.416.25 0.00 [i]] man .
0100041 Invaice 5/31/2010  B/30/2010 38.20 38.20 789 n)| 0100
0100048 Invoice 5/30/2010  B/23/2010 130.00 130,00 789 m o1oa &
000a1es Invaice 5/29/2010  B/28/2010 2416.25 0.00 n)| 0100
0100011 Invoice 5/28/2010  B/27/2010 265.86 0.00 m o1oa &
0100012 Invaice B/2a/2010  B/27/2010 BBE.53 0.00 n)| 0100
0100009 Invoice 5/23/2010  B/22/2010 2.032.54 0.00 m o1oa
0100042 Invaice 5/21/2010  B/20/2010 864.25 0.00 n)| 0100
0100033 Invoice 5A8/2010  BA14/2010 1.113.05 £13.05 »x-830200 m o1oa =
0100034 Ihvoice BARS2000 BA4/2010 246761 2467 61 AJ-830123 o1 o100
0100055 Credit Memo 54042010 a1.48- 81.48- 3456 m o1oa
00oa 40 Invoice 4/30/2010 543072010 85.00 85.00 m o100
APROOOT Finance Charge  4/30/2010 473042010 43.89 43.89 ;I
Trans Date | Trans Tupe I Trans Amount | Pav Date Check No. Payment Ref CrCard | FibdA Mo,

Balance Current 30 Days B0 Days 90 Daps 120 Days %

B.73236 0.00 0.0o 0.00 0.00 B73236
[ Accept I LCancel I Delete I & I o ]
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How to Customize Tab Stops

Right click on the screen, choose Panel Settings, then Customizer.
Company or All Companies OR Modify an Already Customized Panel.

J &% YO | @ 7| EltemInguiry | Sales Order Entry

1@ || Find Task | =2

2013YA530Launcherthtmlwelcome. himl
saE Sales Order Entry (ABC) 10/21/2013

g (= 3

I Order Nurnber l:lck@ I 4 b B[

’Cop}l[rom...] ’ Defaults... ] ’Cusﬁomer...] ’ Credi... ]

ERP
nation Center 1 Header ] 2 Address I 3 Lines ] 4. Totals ] 8 Credit Card ]USB[ |

=

Irces

ire Tours Order Date l:l_
=235 Insights Dashboar -

Customer Ma. | il
brary Master Cust PO é

les
ommen Information — - e
Jsiness Insights Customizer Panel Se ion

sual Process Flows Module...... Sales Order

aperless Office % Task........ Sales Order Entry
eneral Ledger Ship Date |: Panel........ Sales Order Entry
coounts Receivable

=1

d b1

3 Main

User zjd [Sue)

O] &

3 Reports Statusz | Mew ﬂ Hzasn ® Create a New

% Period End Whae

Customized Panel Company  |ABC [ABC Distibution and Service Caorp.)

O] &

7 Setup

3 Utilities ~Sales Ta

7 Custom Reports Schedule

% Explore Lser | Campany

% Custom Process Flo Mone

ustomer Relationship i
ceounts Payable Frint Order []

ayroll Frint Pick Sheet: [
wentory Managemen
ales Order

= Main

O Hodify an Already
Customized Panel

Guick Prirt ‘ithaut Display

& Shipping (Pint Q.| Pint Pck... [ 1
3 Inguiries

7 Reports

) Period End
% Setup
% Utilities
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Click on the Tab Definitions button on the Customizer Tool bar.
PhogelO0RRF =~ - == -~ -~ - -~ = == == =

|J Main Shipping Inquiries Reports Period End Setup Utilites Custom Reports Explore Custom Process Flows

T )
8 - Customizet 1| Rl
I Pamel Edit Help s @ Gﬁ | 9 i

J E| Item Inguiry E| Sales Order Entry

.~ User/Compaty —

F Customize: SO_SALESORDER.M4L - PHEADER [ &1. Header ]

T

All USB[S_ Eg Order Date l:lck

Quick Print'without Displaving Printing Window [

All Companies
[ Customer No. | [ [ |
— Add an ltem
Cust PO
Last Order Date [ Ship To Addr | |Q@ | |
Last Order Mo. M} :Ick | |
ShpDate | | Ship Via |9, Foe
Confirm To |q§
Status ﬂ| Feason | |Ck E-mail Iﬁ
Whse EIQ@ Fax No. | Batch Fax [
Gales Ta Comment
bdc | Exemplion # l—l— Salesperson |Ck |
| | Split Carnm. 7| | 5plt Comm... | ™ Sage CRM Customer ™
Fritit Order [ #prirted Job Ma. |Q§ | |
Frint Pick Shests [ ] *printed IT User ID il | =17 Order =
Mo, of Ship Labels I:I Sage CRM User Sage CRM Oppartunity = -

. |Add Button [0,0) [1x1]

[ 80 | 4BC | 10/21/2013

H-—1 Payroll

- -

The Tab Definitions panel will appear. To see the existing Tab stop, click the Preview button.

H-[ Customer Relatonshlp Management
+-[1 Accounts Payable

H-[=1 Inventory Management

=E Tab Definitions

2]

EIHDEHTYF'E
CyCLECODE
MASTERREPEATINGORDERMI
ML_CUSTOMER
CRMFROSPECTID

SHIF1A

T ab Sequence

Availlable Controls

BT ELISTEIMEFINEI

’ Rermove Tab ]

ML_PROSPECTMNAME
ET_CUSTOMERMEMO

’ Remove Al “]

ML_CUSTMAME
BT_MEXTCUSTOMER

j ’ * Move Down

CUSTOMERPONO BT_SHIPTO
e U N i
VL WAREHDUSECODE [ Append Tab | M--PHF- B NAME
TAHSCHEDULE LASTINVOICEORDERNO
TAXEXEMPTHO — BT _TERMSCODE
SHIPTOCODE ’ DA ] ML_TERMS_DESC
TERMSCODE ] BT_SHIPVIA

ML _DATE_LABEL

2/

|

1 /
I Cancel I Beset IF‘regiewI @ ]
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The Preview Screen will show the Tab sequence.

=E * &1. Header x|
OderDate ] S Order Type H vl vEeeRdaeeEll 000 | Q)
CustP0 [ |
Last Order D ate Mﬂ:l%
Lazt Order Mo. Mﬂj%
Ship Date 2| Q, Ship¥ia [ S FoE
4 Confirm To E |%
T =
'W'hc% Fax Mo, E | ElEatch Fax [ |
—Sales Ta Comment E |
E xemption # 13 _- Emﬂ |Q@
Split I:Dmm.ﬂ‘ ﬂ Split Carnm... | ™ Sage CRM Custarner =
EX Pk Order |:| “printed Job Mo E %
FIHPrint Pick Sheets [ | *printed IT Usger 1D | “IT Order *
Ma. of Ship Labelﬂ:l Sage CRM Uzer Sage CRM Opportunity |Q§ E—g

BFEl Quick Print ithout Disolaving Printing Window [

Highlight the field you would like to remove, then click the Remove Tab button. You can also edit the
sequence by using the Move Up and Move Down buttons. Click OK when done, then click the Save
button on the Customizer Tool Bar.

= Tab Definitions

T ab Sequence

ORODERDATE

ORDERTYPE

CYCLECODE
MASTERREPEATINGORDERMI
ML_CUSTOMER
CRMPROSPECTID
CUSTOMERPOMO
SHIPEXPIREDATE

CAMCELREASOMCODE
ML_WAREHOUSECODE
TaxSCHEDULE
TaxExEMPTHO
SHIPTOCODE
TERMSCODE

SHIF1A

N

B

Remove Tab

»

Remove Al

]
ﬂ(}ﬂ Append Tab

Inzert Tab

. Move Up

* Move Down

L

ML_PROSPECTMAME
BT_CUSTOMERMEMD
ML_CUSTMAME
ET_MEXTCUSTOMER
ET_SHIFTO
ML_LAST_DATE
LASTINVOICEORDERDATE
ML_SHIP_TO_NAME
ML_LAST_MO
LASTINVOICEORDERND
ET_TERMSCODE
ML_TERMS_DESC
BT_SHIFvIA
ML_DATE_LABEL

Avallable Controls

[]

[ ok I Cancel I Reset IF'regiewI @ l
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Bonus Round!

If you would like your customizations only for a specific Group of Users, you can assign your Users to a

Customization Group in User Maintenance.

= User Maintenance (ABC) 10/21/2013

User Logon | bob B T

=10l x|

[ Copy... ][ﬂename...]

First Mame |Bob Last Mame

| User Chde

OB |

Password | $553 Confirn Pazsward | 5555 Custamiz§tian Graup |SLS | Expire:

1. Maintenance l 2. Preferences l

Company | Role | Start Date

| Expiration Date |

[I

1 Al Companies acct

2 q | J

b

[T] User Account Locked

[ Accept l LCancel l Delete E .

When you go to Customize your panel you will now see the Group in the drop down list for Users. Any
Group that you choose will have that specific customization. This is a great feature for Managers vs

regular users.

=F Customizer Panel Selection llil
\ Module...... Salez Order
E Task. ... Sales Order Entry
Parel....... PHEADER [#&1. Header ]
© Create a Mew User sid [Sue] ﬂ| L] an
Cuztomized Panel Company  |bob [Bob [ ]
[Group 'SLE'
Ll zer | Compary | Last Edit Date |
[l1] [M] 2013/0etf21 Mon 10:04am I

© Modify an Already
Customized Fanel
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