USER MAINTENANCE

Library Master -> Main -> User Maintenance Tab

=F |User Maintenance (ABC) 3/30/2015 - |I:I Iil

User Logan |Bob | 4 4 B Bl [ Copy... ][Eename...]
First Mame |Bob | Last Mame |Builder | IJser Code (BOB

Pazzword 5$$$$$$$$$$$$$| Cantfirm Pazzword Cuzstomization Group | Expires |:
E-mail tklutho@connerash,. com |M Job Title | Accounting b anager/Contraller ﬂ|

1. Maintenance I 2. Preferences ] Qﬁ.utu-Eumplete]

Compary | Fiaole | Start [ ate E xpiration Date |
1 All Companies Levell j ST

z al B

P

[ ] Uszer Account Locked

LCancel I Delete .

User Code: Three character User Code that is used to identify the person who entered various
transactions.

Password: The use of a password is optional but highly recommended. The password is Case
Sensitive, the User Logon is not.

Customization Group: The customization code is used by the Customizer module and user lookups for
group customizations.

Expires: Enter the date that you want the user's account to expire.
Email Address: Enter the Users email address - Optional
Job Title: Enter the Users job title from list - Optional

Company/Role: Select the role to assign to the user for the company selected. If you assign multiple
roles to a user, the least restrictive security permissions prevail.

Start/Expiration Date: Enter the Start date that a user can access the system. Enter the Expiration

date to terminate the users’ login as of a specific date. This feature is Optional and only used to
restrict access.
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User Account Locked: The user's account will be locked automatically if too many incorrect logon
attempts are made by the user or if the date in the user's Expiration Date field has passed. Password
Attempt Lockout is set up in the System Configuration menu on the Security Tab.

Library Master -> Main -> User Preferences Tab

=E User Maintenance (ABC) 3/30/2015 - |I:I |i|
User Logon [Eob Ry [ cops.. | [ Bename..
First Mame |Bob | Lazt Mame |Builder | |Jser Code (BOEB
FPazzword $$$$$$$$$$$$$f| Confirm Pagszword Cuztomization Group | Expires |:
E-mail tklutho@iconnerash, com |M Job Title | <Select Job Tile: ﬂ|

1. Maintenance ] 1 3Auto-Complete ]

Automatic Logoff |:| Automatic Logolf Delay in Minutes I:I
Implied Decimal Point ze Graphic Report Format
Low Speed Connection |:| Partial Lookup Default
Lookup Limit far [nitial Dizplay Ijl Frompt for Compary Code |:|
[EMTER] F.ey Like [TAB] K.ey for Grid Default Report Preview £oom 100% ﬂ
Dizplay Reduction Amounts in Red
Enable Web Services []
|:| Uzer dccount Locked [ Accept 1 LCancel l Delete E] )

Automatic Logoff: Select this check box to log off a user automatically after the number of minutes
entered in the Automatic Logoff Delay in Minutes field has elapsed with no activity. Clear this check
box if you do not want to log off a user automatically.

Implied Decimal Point: Select this check box to use an implied decimal point when entering numeric
values. The system adds the decimal point automatically when you enter numeric values (for example,
123 = 1.23). Clear this check box if you do not want to use an implied decimal point (for example, 123 =
123.00).

[ENTER] Key Like [TAB] Key for Grid: Select this check box to allow the ENTER key to function like the
TAB key within grids. If this check box is selected, the ENTER key advances to the next field in the grid.
Clear this check box if you want the ENTER key to advance to the next line within the grid.

Display Reduction Amounts in Red: Select this check box to display amounts that reduce the balance

in red text. Clear this check box if you do not want to display amounts that reduce the balance in red
text.
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Use Graphic Report Format: Select this check box to print graphical reports. This setting applies only
to standard reports in the Job Cost, Material Requirements Planning, Payroll, Time Card, and Work
Order modules.

Partial Lookup Default: Select the method to display data when performing a partial lookup at a field.
¢ Select Begins with to display only records with matching criteria. For example, if "B" is entered
as the partial lookup, only records that start with "B" appear.
o Select Greater than to display all records that start with the selected criteria. For example, if "B"
is entered as the partial lookup, all records that start with "B" and greater than "B" appear.

Prompt for Company Code: Select this check box to prompt the user for a company code when logging
on to the system. Clear this check box if you do not want to prompt the user for a company code when
logging on to the system.

Default Report Preview Zoom: Enter the default zoom setting to preview reports, forms, and listings.
You can type a value between 25 and 400 percent, or select a zoom setting from the list.
o Select Page Width to display the entire width of the report page in the Report Preview window.
e Select Whole Page to display the whole page of the report in the Report Preview window.
¢ Note: Reports, forms, and listings will preview at the zoom setting for the selected user in all
modules except Job Cost, Material Requirements Planning, Payroll, TimeCard and Work
Order.

Library Master -> Main ->Auto-Complete Tab

=E User Maintenance (ABC) 3/30/2015 - |EI |i|
zer Logon |Eob | JE I I Y [ Copy.. l [ Bename... ]
First Hame |Bob Last Mame |Builder | User Code |BOB
Pazpword | $335355588%8%:|  Confirm Passward Cuztomization Group | Expires Z
E-mail tkluthot@connerazh. com ||\_/| Job Title | <Select Job Title: ﬂ|
1. Maintenance ] 2 Preferences ] I
Record Type | Drescription | Enahle | % -

1 Cuztomer Custamer

2 | Item [termn [

3 | Wendar Wendar [
[ ] UserAccount Locked [ Accept ] LCancel l Delete E]
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Enable: Select this check box to enable the auto-complete feature for this type of record. Clear this
check box to disable the feature. This feature can be enabled for this user only if the Enable Auto-
Complete check box is selected in System Configuration -> Preferences Tab.

sxF System Configuration (ABC) 3/30/2015 - |EI |£|

Reqistered Customer |I:|:|nner Azh P.C |

Uninstall...

1. Security ] 2 Modulez ] 3. Registration I 5 ODBC Driver ]
__——
Enable Aute-Complete /
—W'eb Service:
Enable \Web Services ]
15 *irtual Directory Location | [ _]

Configure Services..

[ Accept I LCancel :

Conner Ash, P.C. © 2015

Page 4


mk:@MSITStore:C:\Program%20Files%20(x86)\Common%20Files\Sage\Common%20Components\Help\5.10\LM.CHM::/LMSetup/SYSTEM_CONFIG_OVR.htm

Navigating the Menus

Detail View — Shows entire desktop and provides access to features such as Tasks, MyTasks and Web

Content.

Click the Folder next to the Menu item you would like to open.

| Information Center

Connect with Sage for information that helps you
get the most out of Sage 100 ERP.

My Sage

ety on My Sage for the Elest
DrOUCE News and business
management lps:

My Seon

Bage Business Care

Gain access 1o the Sage Cusiomer
Forts whers you can gel suppar,
upgraces, critical updates, and
mare

Bbeyt Swae Huningss Care

Cannect with your peers and
product experts. o see what others.
are up o

Sags Chy

Lesam Brom beginning and
advanced training offered in 3
vty of TOrmats o meel yous
needs.

Sage Universiny

Share your ideas

Share your ideas 1or mproving
Sage 100 ERP, see ideas posted
by oihers, and wabe for your
favorkes.

ldnms Sily

See more
What's New
Henourcos
Esatuse Tours

Y

The menu item list will appear on the right side of the screen. Click on the menu item that you want to

open.

Bl My WiTsts Yew teo || Men Gmon Seuo Usee
oyl T R 7 1 H]F -]

=]
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Collapsed View — Hides the Tasks, My Tasks and Desktop Web pages. It frees up your desktop space.
Click on the Detail View button to collapse the desktop.
=F Sage 100 ERP

Fle Modules MyTasks View Heip |J Heports Setup Utilities

% % || [ customer Maintenance

Ghﬂl]l]luf | Find Task |

Address IC VSage 2014\MASS0 YL auncher thimlywelcome. himl

J
="
]
]

2 w.eb::ontent|
Tasks |M~;Tasks|

=-{—7 Sage 100 ERP
g Information Center

Re=znirces

The Sage Desktop will be minimized to the top of the screen, showing the Windows Desktop in the

background.
== Sage 100 ERP =l
| Fle Modues MyTasks View Hep || Main Reports Sewp Utiities
g e~ @ @ H [] Customer Maintenance  [=] Vendor Maintenance [ <] Tnventory Sales History Report [ ] Inventory Receipts History Report
X1 IBREl e | FndTask | =D
J,Qddeg IC:\SagE 2014\MAS90VLauncher‘himlwelcome. html j‘ &

ABC Distribution and Service Corp. (ABC) Library Master s [ 3pyz1s | N
A o - -
Computer Defalt.rdp Fh

POF i

14029 pdf

TB
@ a
PDF

age 100ER. ..

Click on the Module code field on the status bar to change modules.

ke Sage 100 ERP =] x]
| File Modules MyTasks View Help |J Msin Reports Setup Utiities

RN E s %W e |J [E] Customer Maintenance [] Vendor Maintenance [ Inventory Sales History Report [ ] Inventory Receipts History Report /

EEIEEIRE |/ Tk EI[ES

Jmegs |c‘\‘>‘age 2014WMAS90Y auncher himl\welcome. himl / ﬂ\ g
aBC Dstrbuboﬂ and Service = Corp. (ABC) Library Ma [ s [ 3py:is | ]

\roba:
Computer

-
B

14039 pdf

‘Eﬁ

Sagel00ER...
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The menu will change at the top to the module menu that you have selected.

i View Help |J Main Reports Budget Period End Setup Utiities Custom Reports Payroll Services Explore  Custom Process Flows
LS| e e |J [ ] Customer Maintenance  [=_| Vendor Maintenance [ ] Inventory Sales History Report [+ Inventory Receipts History Repor

B Bhe
AS90'Launcher\hitmlwelcome. html

» Corp. [ABC) General Ledger

Click on the menu item that you would like to access.

=¥ Sage 100 ERP =12l
| Ble Modules MyTasks iew Help |”_E Reports Budget PeriodEnd Setup Utiities CustomReports Payroll Services Explore Custom Process Flows

=N e Y IR = - ccount Maintenance [E-] vendor Maintenance [ Inventory Sales History Report [ Inventory Receipts History Report

FSIEEIR: | 1 seuneimany =5

JAdd'mIC:\SEge2014WA590Vjund’\Er\hml\El Allocation Entry e

[E] General Journal Entry
General Journal

[E] Recurring Journal Entry
Recurring Journal

[E] Transaction Journal Entry
Transaction Journal
Daily Transaction Register

[ABC Distribution and Service Corp. (ABC) General Ledger s [ apfos | ]

Dsae| 0| 5 @ & @ W|o| A= @SR Deskiop |2 [ 1) sasam
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Cascading View — Click Modules from top menu, then scroll to the menu you would like to select.
Scroll to the right to select the menu items.

Note: This view can be used with full screen Desktop or with a minimized Desktop.

=¥ 5age 100 ERP =] x|

[ Library Master
.

Main

| e [Modes MyTasks Wiew Hep || Man Reports Setp Utities
= Switch To... H [E] customer Maintenance  [F-] Vendor Maintenance [ Inventory Sales Histary Report [-:] Inventory Receipts History Report
1@ vy taster [ =l 2
JAddre Common Information e himi =l
— Sage Inteligence Reporting asks. IWEbContmt
" BusinessInsghts Modules
=0 visual Process Flows @ Up one level....

»
v
»
»
v
»
»
| > Reports YE Inquiry.
3 Budget » [ Allocation Entry
> Period End ¥ [E] General Journal Entry
v setp ¥ [5] General Journal
> Utiities. * [ Recurring Journal Entry
> Custom Reparts [ Recurring Journal
»  Payroll Services ¥ [£] Transaction Journal Entry
Return Merchandise Authorization b Explore ¥ [] Transaction Journal
Job Cost 3 Custom Process Flows  [] Daily Transaction Register
ElerzeiEs ¥ [ 30b Cost
Work Order ¥ | (=il of Materials
s T > Work Order
= Bank Recondiliation
v
Bar Code =18ar Code
TimeCard ¥ | i Tmecard
Material Requirements Planning + | Material Requirements Planning
(=1 Visual Integrator
Visual Integrator >
e | Fixed Assets
Frlimas ¥ | =i eBusiness Manager
eBusiness Manager ¥ | =i Custom Office
Custom Office >

{1 Custom Office

R —
/ABC Distribution and Service Corp. (ABC) Library Master s EEEI [

f!shrtgmﬂ @gl@@lili"ﬁ Desktop | % ZZ B¢ @ () 430PM B

Minimized View — allows you to minimize your Desktop but still access most of the software functions.

Click on the Minimize button in the upper right-hand corner.

S =12 ]
ks View Help |J Main Reports Budget PeriodEnd Setup Utiities CustomReports Payrol Services Explore Custom Process Flows -
HE SN B 7 ) ||E |J [ Customer Maintenance [] Vendor Maintenance 3] Inventory Sales History Report [ Inventory Receipts History Report
b || P sk | =R
MAS90Y auncher \htmlwelcome. himl ﬂl ﬁ

A Tags Web Content |

Information Center

1 Center

s
sights Dashboard
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Right click on the Sage icon in System Tray. Then navigate to the menu item you would like to access.

R RA

pdf DEFAULT.DAT

MAS 50 4.1

£14039.pdf

b Change Date (4/1/2015)
@ Change User (S1D)
Modles
My Tasks

Baef 0 v @ ¢ @ o] =@l

Desktop |4 [z ) () =:s8aM B

My Tasks:
Click on the My Tasks tab to create new tasks or access existing tasks.
e Sage 100 ERP

My Tasks View Help |J Main Reports Budget PeriodEnd Setup Ut

| 0

|Z R @ L% | @| % || Ecustmer Mantenance [F] vendor
]

J

QEIKE| % | Find Task | ~|
Address |c: |Sage 20 14\MASS0 Launcher himlwelcome. himi
|

"Tasks Web Content |

Right click in the blank white area. Click on New and select either the Public or Private folder.
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e Moddes MyTasks Vew tep || Man meports sewp utines

P R =T 5] Werdor Maintenence [ imientory SaesHistory Report (53 nventory Receipts Hiory Report

COIHBA[®m || e Tas | Bl

Address [C:\Sage 2014\MAS30\ auncherthtmlelcome. himl =l &

= Tasks l

Tas My Tasi |

ion Cent
i publerdde |
Joad My Tasks Private Folder
/] Task
[2] Program
T— " . :
Connect with Sage for information that helps you
get the most out of Sage 100 ERP.
My Sage Sage City Sage University
Rely on My Sage for the latest Connect with your peers and Leamn from beginning and
product news and business product experis to see what others advanced fraining offered in a
management tips. are up to. variety of formats to meet your
needs.
My Sage Sage City Sage University
Sage Business Care Share your ideas See more
Gain access to the Sage Customer Share your ideas for improving What's New
Portal where you can get support, Sage 100 ERP, see ideas posted
upgrades, critical updates, and by others, and vote for your Resources
LA favorites. Feature Tours
About Sage Business Care Ideas Site
[aBC Distribution and Service Corp. (ABC) Library Master ) aj1j2015 Ei

veskop »[2 B3 7 0 ) o B
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e Modies MyTadis Vew leb

| Man peports genp ysiser

.y

TRE QL7 B0 o] = [
QO] o || P Task | Pl
Adkess [erEsae DAV O omc -

e

Tasiy My Tais |

" Dhstrbubon and Servce Corp, (AK)

Lrsma| ol = @ Bl @ El el 3| RIE

Bl Moddes MyTasks Yew tep
ey ol e

Information Center

Connect with Sage for information that helps you
get the most out of Sage 100 ERP.

My Sage

Sage City

Sage University

Rely on My Sage for the latest
proguct news and business

management tips.

My Sage

Connect with your peers and
product expens to see what others
are up 1o,

Sage City

Leam from beginming and
advanced iraining offered m a
vanely of formats to meet your
needs.

Soge University

Sage Business Care
Gain access 1o the Sage Customer
Paortal where you can get support,
upgrates, crtical updates, and
maore.

About Sage Business Carg

Share your ideas

Share your Keas Tof IMmproving
Sage 100 FRP, see ideas posted
by others, and vole 10 your
favores,

See more

What's New
Resources
Eeature Tours

Man Beporss Gehp anes

To add a Task to the Folder, right click on the Folder, click on New, then click on Task.

|12 | Elows

[l vend or|

E

L IIDEEAE

e Tone [

=

| Aekdness [C-Gage 20 14MASHOY suncher il pveicome. himl

BC Distribuion and Serviee Corp. (ABC)
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Information Center

Connect with Sage for information that helps you
get the most out of Sage 100 ERP.

My Sage

Refy on My Sage for the latest
product nEws and business
management tips

My Sage

Sage Business Care

Sage City
Connect with your peers and

product expens to see what others

are up o

Sage City

Share your ideas

Sage University

nesds
Sage Universily

See more

Leam from beginning and
advanced fraining offered in a
variety of formats to meet your

Gain access o the Sage Cusiome
Fortal where you can get suppon.
upgraces, critical updates, and
more

About Sage Business Com

by others, and vote for your
Tavorites.

Ideas Site

Share your ideas for improving
Sage 100 ERP, see ideas posied

What's New
Basourcas
Feature Tours

Right click on the folder and select Rename. Enter a folder name to identify the tasks within the folder.
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A Browse window will appear.

Location: I Modules

R < Xz

Bl =

Library Master Payroll =hTi

1 Common Information Inventory Management Ma

1 Sage Inteligence Reporting Sales Order Visl

1 Business Insights =1 Purchase Order I Fix

1 Visual Process Flows Return Merchandise Authorization eBi

1 Paperless Office Job Cost cu

1 General Ledger Bill of Materials

1 Accounts Receivable Work Order

I Customer Relationship Management Bank Recondliation

[ Accounts Payable Bar Code

1] | o
Task Mame: I Cpen I

Cancel

Double click on the Module, another Browse window will appear.

Location: I Sales Order

oo

Shipping
Inguiries
Reports

Period End
Setup

Utilities

Custom Reports
Explore

Custom Process Flows

Task Mame:
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Select the Menu, and then double click on the Task. You can select multiple tasks to add by repeating
this process.

el
Location: IMain - O rgE

EAuto Generate Invoices Selection
ESEIES Order Printing E.ﬁ.uto Generate Orders Selection
EPids:ing Sheet Printing ESE|ES Order Batch Authorization
[“ shipping Label Printing

EDE“? Drop Ship Report

E|Ir1'uui::e Data Entry

Elnuuice Printing

[#]coD Label Frinting

IZZIE|i|1,-I Sales Reports/Updates

Daily Transaction Register

TaskName:  [Sales Order Entry

| Oeen |
_ Cond |

e sage 100 ERP

| Fie Modues MyTasks View Hep || Mein Reports Setup Utiities
]Ehﬂ| PLLE @@ HE |J [E] Customer Maintenance  [F] Vendor Maintenance [] Inventory Sales History Report [ 2] Inventory Receipts History Report
EEIENEIEE |JFina Task =2

I Address IC:\Sage 2014\MAS90YLauncher |himlwelcome. html

B | [ WebConbentl

Tasks My Tasks |
D 2D s O ey Information Center
: El Invoice Data Entry -

-] Item Maintenance
El Transaction Entry

: Transaction Register
B AR

.[E]] Customer Maintenance
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To set the My Tasks tab as your default when opening Sage, click on View, select My Tasks from the

drop down list.

| He Modes tyTasks [View tep || Man Repors Setup Utites
| @@ % Toobas -'
|QO|EE ] v seussar EH|®
| Address [c:\sage 2014pa: v Detal View =&
v ShowTasks
Tasks MyTasks | Auto Hide Tasks |
& AR Tasks 0 atio o
&M
&3 50
GoTo »
2 s ‘-
2] Refresh F5 =
— —— i
Start Minimized C ’
Skip Information Center Page
=
onne ge fo 0 DS VO
g e most out o ge 100 =
My Sage Sage City Sage University
Rely on My Sage for the latest Connect with your peers and Learn from beginning and
product news and business product experis to see what others advanced training offered in a
management tips. are up to. variety of formats to meet your
needs.
My Sage Sage City Sage University
Sage Business Care Share your ideas See more
Gain access to the Sage Customer Share your ideas for improving What's New
Portal where you can get support, Sage 100 ERP, see ideas posted
upgrades, crifical updaies, and by others, and vole for your Resources
more. favorites. Feature Tours
About Sage Business Care Ideas Site
fHY
|ABC Distribution and Service Carp. (ABC) Library Master 5] [ apfis | T

Drsan| Ol 5 B 2] @ Wl A=

Bonus Round:

e Undock menus
e Add menu items to top screen
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