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Introducing Sage 100 ERP

Sage, the recognized leader in accounting software for small- and
mid-size businesses, welcomes you to Sage 100 ERP. The product
lines offer accounting, distribution, manufacturing, and
industry-specific applications for virtually every business need.

About This Guide

The Getting Started Guide is for first-time users and users upgrading
from previous versions of the software. This éuide assumes you have
a basic understanding of Microsoft Windows™. For more information,
refer to Help from Microsoft. Before you begin using the software,
read this guide for a general overview of system features, common
procedures, and other important information.

Screens used in this guide reflect the Sage 100 Advanced ERP
product; similar screens appear in the Sage 100 Standard and
Premium ERP products. Some sections of this guide reference
Business Insights Reporter and the eBusiness Manager, Electronic
Reporting, Fixed Assets, Job Cost, Material Requirements Planning,
Payroll, TimeCard, and Work Order modules, which are not available
for Sage 100 Premium ERP.

This guide contains the following information:

e An introduction to the software, including its toolbars, views,
windows, and navigation tips

e How to get help while you work

* Hands-on lessons that demonstrate common system-wide
procedures

¢ Troubleshooting information
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GETTING TO KNOW YOUR DESKTOP i

== Sape 100 ERP

File Modules My Tasks View Help Dashboard Reporter  Explarer

BERE L% W @/

YL T — )

 Address |C:\Sage\5age 100 Standard ERPMAS90YLauncherihtmliTutorials. htm v‘ o

= wieh Content

Tasks | My Tasks | M I =
Information Center 2l||| Feature Tours il
Resources
Feature Tours
Business Insights Dashboard Use the library of feature tours on this page to

B0 Modules learn more about Sage 100 ERP and view
I Library Master additional tours on the Web
(= Common Information
{1 Business Insights | Access
13 Paperless Office -
1) General Ledger
[ Accounts Receivable
(= Custamer Relationship Mana =
[ Accounts Payable
15 Payrol Library of Available Feature Tours
[ Inventory Management
S sales Ordr Click a link below to go o a specific library of feature tours. The latest Adobe Flash Player is
19 Purchase Order oo ! !
{5 Return Merchandise Author required to view the feature tours. For optimal workstation performance, close all other
tasks before beginning a tour
(= Job Cost g 9
19 il of Materials
15 Wiork Order
{5 Bank Recandiiation A Tour of Sage 100 ERP
{1 Electronic Reporting
|1 Bar Cade This tour introduces you to the basic concepts and features of Sage 100 ERP including how to
=1 TimeCard navigate and customize the software, enter data. create a memo. perform a lookup, use inquiry
|1 Material Requirements Plann features, print reports and forms. create a custom report, and access other Sage
0 visual Integrater 100 ERP resources
[ Fixed Assets
15 eBusiness Manager Instant Point and Click Reporting
(= Custom Office
(= Development Studio & .
s Learn about the powerful Business Insights Explorer that provides data-centric views into your
< | ) business. Use the Business Insights Explorer intuitive interface with drag and drop, sort, filter, ~
ABC Distribution and Service Corp. (ABC) Business Insights jwsmith 5i31/2010

Feature Tours Page

From the Feature Tours page, you can watch videos that demonstrate how to perform various Sage 100 ERP
tasks such as entering data, using the inquiry features, and creating custom reports. The page also includes
a series of tours on Business Insights Explorer.
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BECOMING FAMILIAR WITH MAINTENANCE AND DATA ENTRY WINDOWS

Sample Work Order Line Entry Window

This sample Work Order Entry window shows common line entry features
shared by data entry windows in the Job Cost, Material Requirements
Planning, Payroll, and Work Order modules.

== Work Order Entry Qlil@
Work Order Mumber | 0035073 Ck

1. Header l 2. Additional l 3 Dperations l 4 Materials W 5. Scheduling l

The data entry

L Item Nurber Flevision Step Sk whee Click OK to accept
section is US?d to BOARD-04230 Q, oo @ oma| [oon Q,| the data for a line.
enter and edlt data Description 1 L/w Gty Parent Extended Oty
for each line. ———— EACH @ 1.00 7.00 =

Description 2 Cost Cost Tppe Procurement Type Unda
FIFD Make )
| Click Undo to cancel
. . Line _ltem Numb £ Step Scrap%  Whee  Qlu/Paent  Estendsd Ot i
The list box is used ) BOARD-01230 W0 00D o0 000 S changes for a line.

’ 2 CPUSE-B3088-16 [T [I] 1.00 700
to display and select
entries.

Click Ins to insert a
new line, ——————+—{ins [ 0z]

A

(o JS[0)

s | HYE 5314200

L Click Del to delete The Accept, Cancel, Delete, Print, and
aline. Browse buttons function the same way,
regardless of which tab is being viewed.
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HOW TO USE THE HELP SYSTEM

Using the Help System

After you access the Help system, the following tools help you to locate
information:

¢ Using the Contents Tab on page 46

¢ Using the Index Tab on page 47
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LESSON 7 - CUSTOMIZING THE CUSTOM BUTTONS TOOLBAR

Lesson 7 - Customizing the Custom Buttons Toolbar

The Custom Buttons toolbar can be customized by adding or deleting
buttons to fit your needs. You can create buttons to access tasks or external
programs (for example, Word, Excel, or Calculator). There is no limit to the
number of buttons that can be added to the Custom Buttons toolbar. When
you resize the toolbar, click the More Options button to access the hidden
toolbar buttons.

Adding Buttons

To add buttons

1 Use any of the following methods to add a button:
¢ Select View menu > Toolbars > Customize.
¢ Right-click any toolbar, and click Customize.

¢ Right-click the Custom Buttons toolbar, and select Add > Task or
Add > Program and proceed to step 3 if you are adding a task or step
4 if you are adding an external program.

2 On the Customize Custom Buttons tab, click New Task to add a button

for a task.
Customize E]
| Toolbars | Custom Buttons |

[#]5how Captions
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LESSON 11 - USING THE LOOKUP'S ADVANCED FEATURES

Creating a Numeric Lookup Field

You can create numeric fields to add to the Selected Columns list box in the
second Lookup Customization Wizard page. Numeric fields are created by
combining two or more fields together using arithmetic operators.

To create a numeric lookup field

1 In the second Lookup Customization Wizard page, click New Field to
create a new numeric field using simple arithmetic functions.

2 In the Lookup Customization Wizard - New Field window;, in the
Heading field, type the name for the column/field.

3 Type the width and select the justification.

4 Type the mask.

==* | ookup Customization Wizard - E|§‘@

Heading <new field>

width

Justification Right hd

Mask Hi Y S 00.00-

Caloulsted field
T N )

5 Click the Calculated Field button to enter simple arithmetic calculations.

Getting Started Guide 75


https://www.acutedata.com/











































acutedata

LESSON 12 - PRINTING REPORTS, LISTINGS, OR FORMS

Sending Faxes

To send a fax from the software, a fax driver must be loaded in the
Windows workstation environment. The fax driver acts as a printer driver
in the software.

To send a fax in a module other than Job Cost, Material Requirements
Planning, Payroll, TimeCard, or Work Order

1 Access the report and set the report options.

2 In the Printer field, select the fax driver.

3 Click Preview.

4 In the report preview window, click the Print Report button.
5 In the Print window, click OK.

6 A wizard or window applicable to your fax software appears. Enter the
necessary information, such as the recipient’s fax number, and send the
fax.

To send a fax in the Job Cost, Material Requirements Planning, Payroll,
TimeCard, and Work Order module

1 Access the report and set the report options.
2 Click Printer Setup.

3 In the Printer Setup dialog box, in the Name field, select the fax driver
and click OK.

4 In the report window, click Print.

5 A wizard or window applicable to your fax software appears. Enter the
necessary information, such as the recipient’s fax number, and send the
fax.
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LESSON 14 - CUSTOMIZING FORMS

® Select the Print Descriptions check box to print headers individually
for each field. If this check box is cleared, all header printing is
suppressed and cannot be changed.

¢ Select the Print Compressed check box to print wide forms that
exceed the standard 80-column format.

® Select the Form Feed check box to force a form feed at the end of each
form to prevent creeping on subsequent pages. This makes setting
the length of the form unnecessary.

¢ In the Length of Form field, set the length to 63 or 64 for Laser and
Desk Jet Windows printers. If you are printing to a dot matrix printer
or a Device Configurator Physical device, set the length to 66. An
incorrect setting may cause the form to creep if the Form Feed check
box is not selected.

® The Top Margin field setting is used only for forms printed using
Windows printer drivers. Changing the top margin moves the entire
form up or down vertically.

7 On the Forms Customization Detail tab, specify the data to print and the
print positions of each available data field for the form.

=r Forms Customization El@

Forms Code | A& Chk, Stub, Stub

1, Header | 2 Detai ]

NET EARMINGS THIS CHECK
Data Print  Line 039 | Tab | 022 | Misc Flag Undo

=
=

Description |:| Frint  Line Tab Description

Field Description Frint? Line Tab Frint? Line Tab Description Misc

024 003 EARNINGS
0zZ4 015 HOURS b

COLUMN 1 DESCRIFTION
COLUMN 1 HOURS HEADING

EMPLOYEE HEADING ¥ 021 004 ---EMPLOYEE--- -
SOCIAL SECURITY NUMBER b4 02z 032 Y 021 031 SOCIAL SEC NO
DAY RATE ¥ 0zz 045 ¥ 021 04& PAY RATE
PAY PERIOD ENDING DATE b4 02z 080 Y 021 055 PERIOD END
CHECE NUMBER ON STUB ¥ 0zz 071 ¥ 021 070 CHECE NO.
EMPLOYEE NUMBER b4 02z 001 N
EMPLOYEE NAME ¥ 0zz 01z N
PAY METHOD ¥ 0zz 05¢ N
DAY CY¥CLE ¥ 0zz 057 N

¥

¥

JwS | ABC 5/31/2M0
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LESSON 17 - UNDERSTANDING HOW SALES TAX IS CALCULATED

Example 1 - How Sales Tax is Calculated in Accounts
Receivable

This example shows how sales tax is calculated on Accounts Receivable
invoice 1000158-IN. Invoice 1000158-IN has the following settings:

® On the Invoice Data Entry Header tab, the WI tax schedule is selected.
® On the Invoice Data Entry Lines tab, line item 1 (Standard Gadget) is

$145 and is assigned to the TX tax class, indicating that this item is
taxable.

=F A/R Invoice Data Entry (ABC) 5312010

oo tunber (11001 |1 14 4 6 9 e |

1Heade | 2lines | 3Toals | 4 CretitCad |

Customer Mo, 01-RSSUPPL q E% =] R %S Supply Carp

Irevoice Date 54312010 Z Tems Code Elck MNet 30 Daps
Due Date 64302010 Z Ship Method UPS RED |Ck
. i Dizcount Date 5/31/2M0 &= Salesperson 0200 Q Shelly Westland
Wi (W|SCOnS|n) Net Invoice Amt Comment
sales tax schedule
: Soles Tax
is selected. — Schedule Ck Prinit Invoice
Wisconsin

== /R Invoice Data Entry (ABC) 5/31/2010 CEEx

Inwaice Murmber l:l 14 4 b Bl = Eatch

1. Header } 2 Lines ] 3 Totaks ] 4 Credit Eard]

QuickRow | 7| = =T
Itern Code Buartity Price Amount Comment
1| 10044 1.000 145,000 14500
2 000 00d .
< >
Description | Standard Gadget ~
. GL Account | 400401-00
TXtax class is selected i S0
for the Standard Gadget. TanClass | TX =

B0
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ACCOUNTS RECEIVABLE

Conversion Process

Complete the following process to ensure that your current accounting
system is in balance. These steps should be performed after completing the
setup wizard and after adding all your customers to the Customer file. If
you maintain Accounts Receivable customers using a balance forward
method, it is not necessary to enter each invoice. For balance forward
customers, total all unpaid invoices for each aging category, and enter an
invoice for each aging category for each customer.

To convert your existing accounts receivable system
1 Identify all unpaid invoices as of your last closed accounting period.

2 Prepare an adding machine tape totaling the invoices. This amount
should equal the account balance for Accounts Receivable in your
general ledger.

3 Set the posting date to the last closed accounting period.

4 Using Invoice Data Entry, enter the invoices using the original invoice
dates. During the distribution process, post the entire distribution
balance to your Accounts Receivable general ledger account number.
These invoices are already posted in an accounting period, and to post
them again would duplicate the postings.

By posting to the Accounts Receivable general ledger account, both a
credit and an automatic debit are generated in the same amount to the
Accounts Receivable general ledger account. The two amounts offset
each other and there is no effect on the general ledger.

After the conversion process, you will not normally post to the
Accounts Receivable general ledger account, but will post to individual
general ledger accounts, as appropriate.
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PAYROLL

7 In Period End Processing, select Quarter End Processing. The Current
Quarter field in Payroll Options increments to the current quarter.

If you are converting your payroll at the beginning of the current
quarter, proceed to step 5 in the procedure below.

If you are converting in the middle of the quarter, you must record each
check issued during the current quarter using the following procedure.

To record current quarter checks

1 Enter each check issued during the current quarter as a manual check in
Payroll Data Entry (that is, in the Pay Cycle window, clear the Print
Checks check box and select the Manual Taxes check box). Enter the
earnings, deductions, and tax information exactly as written on the
original checks. You can enter a combined total of the checks issued for
each employee. This method, however, does not provide the full detail
and complete audit trail facilitated by a detailed entry of each check.

2 Print the Payroll Data Entry Audit Report and verify the accuracy of all
entries. If necessary, make any corrections using Payroll Data Entry and
reprint the Payroll Data Entry Audit Report.

3 Print the Check Register and perform the Check Register update.

4 Print the Daily Transaction Register and perform the Daily Transaction
Register update.

5 Print the Quarterly Tax Report and the Payroll Check History Report,
and verify all employee information.

6 Print and verify the Benefits Register. If adjustments are necessary,
access individual employee records in Employee Maintenance.

7 In Payroll Options, select the General Ledger check box. This allows all
future payroll processing to post to the general ledger.

You are ready to begin using the Payroll module.
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Software Consulting Services

800.761.3037
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