Sage 200 Accounts v2009 is supplied with a new help system. The new help system is
complemented by a comprehensive search facility across all of the accounting modules.

We have provided this Sage 200 v5.1 Accounting System Manager PDF for your reference
only. All of this information and all new features are described in the help system.
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Software Licence Agreement

1. What this agreement is about

This agreement describes how you may use the Sage software
which accompanies this agreement and sets out the things that each
of us may do in relation to that use. This agreement isworded so
that it can cover all of the parts of software which make up the Sage
200 suite, which are described at www.sage.co.uk, for example
Sage 200 Finance and Commercials, Sage 200 Retail, Sage 200
CRM. However this agreement only appliesto your use of the
software which came with this agreement. In the rest of this
agreement we refer to the software which came with this agreement
as 'Software".

2. How you indicate that you accept this
agreement and when this agreement starts

2.1 Youindicate that you accept al of this agreement by doing
any of the following:

2.1.1 Signing and returning a paper copy of this Agreement to
us (including via your Sage business partner);

2.1.2 Indicating el ectronically that you agree to this agreement,
for example as described during the installation process or by
sending us or your supplier an email; or

2.1.3 Installing the Software, or alowing it to be installed for
longer than 7 days. This agreement also starts from that date.

2.2 |If you don't accept this agreement, you should notify your
supplier as soon as possible and should permanently delete the
Software from all computers it has been installed on as soon as
possible and in any event within 7 days of the date you first
installed the Software. Once you have notified your supplier in
writing that you do not accept this licence agreement, we or they
may need to verify that you have permanently deleted it, and we or
they will contact you to discuss this.
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3. Who this agreement is between and what certain defined words mean

3.1 Thisagreement is between Sage (UK) Limited (company registered number 1045967, VAT
number GB 555909605) whose registered office is at North Park, Newcastle upon Tyne NE13
9AA, United Kingdom (which we refer to as "'Sage", ""we'" or ""us" in this agreement) and you,
the individual or organisation which is registered to use the Software (which we refer to as
"you" in this agreement). We both agree that this agreement is valid because you accept it, in
return for which we will let you use the Software as described in this agreement. Software
Licence Agreement

3.2 Thefollowing words have the following meanings when used in this agreement:

3.2.1 'Documentation’ means the technical and user guides (including guidance as to min-
imum system requirements) or similar documentation (excluding marketing and sales pub-
lications) which we make available for use with the Software;

3.2.2 'Licence" has the meaning given in paragraph 4.1; and

3.2.3 'Replacement Software' means any software we generally make available to all our
customersto replace all or part of the Software. Replacement Software excludes anything
which weinform you is separate software, eveniif it issimilar to the Software, or capabl e of
being integrated with the Software.

4. Your rights to use the Software

4.1 Solong asyou have paid any applicable fee to use the Software and have accepted this
agreement in one of the ways set out in paragraph 2.1, we grant you theright (called a
""Licence') to use the Software in the way described in this agreement.

4.2 Your Licenceis non-exclusive, which meansthat we may grant the same and similar rights
to others.

4.3 Atall timesyou must only use the Software for your legitimate business purposes and with
your own data.

4.4 ThisLicence alowsyou to use the object code of the Software only. Object code is a set of
written instructions that a computer can read, but which is difficult for a person to understand.

4.5 Theduration of your Licence depends on the Software. Your Licence for Sage 200
Finance, Commercials, Retail, Project Accounting (including Web Time and Expenses), Bill of
Materials and Document Manager initially lastsfor one year from the date we send the Software
to your supplier. If your Licence purchase has been financed over afixed period, the period of
your Licence isthe same duration as such fixed period, so long as you continue to pay your
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finance payments. Thereafter, the Licence will be renewed on each anniversary for another year
and the appropriate fee is payable. Subject to paragraph 9.1, if you use the Software after the
renewal date, you indicate your acceptance of the renewal of your Licence for twelve months
from the renewal date. You should note that the Licence may be ended if the circumstances
described in paragraph 9 arise.

4.6 You may permit up to the specified number of usersto use the Software - this number is
normally specified on your invoice but may be communicated to you in another way. By 'user'
we mean a person who inputs information into the Software, or usesit to gain information.
Unlessyou are asoletrader (in which case this sentence does not apply to you), your users must
either be your employees, or contractors who have signed a written contract with you. Some of
our Softwareis licensed with reference to ‘concurrent users' which means that up to the
specified number of users may use the software at any one time. You may reduce the number of
users who have access to the Software at any time, but this will not reduce the fee you have to
pay to use the Software until the next time the Licence is renewed.

4.7 You may use the Software on a network, so long as you use the Software in line with the
rest of this paragraph 4 and 5.

4.8 This paragraph does not apply to Sage Document Manager nor to software owned by
others (see paragraph 5.1.2. for more information about software owned by others). You may let
someone else (for example a managed/outsourced/hosted services provider) install the Software
so that they can provide managed/outsourced/hosted services only to you using your copy of the
Software, so long as: (a) you do not install it aswell, and (b) they have confirmed to you in
writing that they will comply with paragraphs 4 and 5 of this agreement, in particular that they
will only provide and manage access to your own users as described in paragraph 4.6 and, not
useit for any other purpose. If you do let someone elseinstall the Software in this way, you
remain responsible to us for your and their compliance with this agreement. You should be
aware that we have not tested the Software for use other than directly by you in accordance with
our operating instructions. You should note the restrictions in paragraph 5.4.3 about not
allowing others to use or access your installation of the Software.

4.9 Although you have rights to use the Software as described above, we have not passed
ownership of theintellectual property rightsin the Software to you. Intellectua property rights
are, in summary, exclusive rights for an owner to say how certain things, like music, films and
software, may be used. We (or the owner of the Software, if we are not the owner) continue to
own the intellectual property rightsin the Software including any Replacement Software and
any copies of it made by you. The only rights you have to the Software and any related materials
are the Licence and any other rights specifically given to you in this agreement.

4.10 If the Software was provided to you on adisk (or other physical media), you own that disk
or mediafrom the date you pay for the Software Licence. (Note that in this paragraph we are
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talking about the ownership of the disk - in the previous paragraph 4.9, we are talking about
ownership of the Software which is recorded on the disk.)

5. Limitations on use of the Software
5.1 Limitations which apply to particular Software:

5.1.1 Sage 200 Web Time and Expenses. You may install this Software on a single web-
server which may be accessed by the specified number of users who may input time and
expenses remotely viathe web interface provided with the Software.

5.1.2 Software owned by others. With the Software you may receive other software which
is not owned by us (for example database software). If so, you agree to comply with any
licence agreement which accompanies that other software. If thereis no licence agreement
with that other software, this agreement shall apply to your use of that other software. You
al so agree to comply with any other requirements about using that other software which we
tell you about from time to time. The owners of that other software keep all relevant rights
(including copyright and other intellectual property rights) and ownership in their own soft-
ware and all copies of it.

5.2 Genera limitations which apply to all Software:

5.2.1 If your Licenceisfor asingle user, you may only install the Software on one com-
puter, unless paragraph 6.3 applies.

5.2.2 You may transfer a copy of the Software from one computer to another owned by you,
so long as you always continue to use the Software in accordance with paragraphs 4 and 5
and the Documentation. You may need an activation code in order to do this (see paragraph
5.3). Soitisclear, once you have transferred a copy of the Software from one computer to
another, you must permanently delete the Software from the computer on which the Soft-
ware was originally installed. You may not install more than one copy of the Software on
one computer.

5.2.3 You must not change or take apart the Software, nor allow anyone else to do so.
Please contact usif you wish to do this, when we will try to help if you wish to do thisfor a
legitimate reason, and at the very least fulfil our legal obligations.

5.2.4 You must not copy any of the Software, nor alow anyone else to do so. As an excep-
tion to this you may make one back-up copy of it for security purposes. For clarity, we are
not trying to restrict how many copies of your own data you make, asyou are free to make
as many copies of your own data as you like.

5.3 Activating the Software:
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5.3.1 The Software must be activated with an activation code. It may also need to bere-
activated every year. If it isnot re-activated, you will no longer be able to use the Software.
You agree a) to provide your supplier with the information which is reasonably requested
from you to enable re-activation, and b) that your supplier can provide that information to
us. Without this information your supplier will not be able to activate your Software and
you will not be able to useit. We will use thisinformation to manage and administer your
use of our Software and to communicate with you about our other products and services.
We will use any personal data as described in paragraph 10.2 (where we also explain what
'persona data’ means).

5.3.2 The Software may contain technology which ensures that you only use the Software
in the intended manner. You agree that we may include this technology in the Software and
that (if contained in the Software) it will start working once the Software is activated.

Unauthorised use of our Software.

This paragraph isincluded to make clear that certain use of our Software is not permitted.
The following list gives examples of things you must not do with the Software, and you
must ensure that no one else does them with your copy of the Software.

5.4.1 You must not use the Software in any way other than as specifically permitted by this
agreement or in our operating instructions or as permitted by usin writing.

5.4.2 Except as set out in paragraph 4.8, you must not passit on in any way, whether or not
you are paid money to do so. For example, you may not sell the Software, including if
someone buys the assets of your business, nor use it as security for aloan.

5.4.3 Except as set out in paragraph 4.8, you must not make the Software available for any-
one else to use or access, nor give anyone else any right (of any kind) to distribute or
exploit the Software in any way. For example you may not use the Software to provide ser-
vices to others (these services are sometimes called bureau services) nor to permit anyone
else (other than your own users as described in paragraph 4.6) to have remote access to the
Software (these services are sometimes called hosted or ASP services).

5.4.4 You must not use, nor try to use, the Software in away which we have not permitted.
For example you must not try to make the Software work in a particular way if it does not
usually work that way.

5.4.5 The following sentenceisto makeit clear that we do not want anyone to use our Soft-
ware to develop their own software. You must not use or copy (no matter how much is cop-
ied) the whole or any part of the Software's graphical user interface, operating logic or
underlying database structure for incorporation into or the development of any software or
other product or technology.
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6.1

Technical Support and Replacement Software

Technical Support.

You may be able to obtain technical support of the Software and other servicesrelating to it
from your supplier. We will provide technical support for the Software to a Sage accredited
business partner in accordance with the relevant contractual arrangements between us and
that accredited business partner. In relation to that support for Sage accredited business
partners:

6.1.1 we may only provide technical support for certain versions of the Software, in which
case we will communicate this to our Sage accredited business partners;

6.1.2 we do not provide help for problems caused by using the Software in any way not
described in the Documentation (for example making direct changes to the Software's data-
base); and

6.1.3 we do not provide help for problems which do not directly relate to the performance
of the Software itself, for example problems which relate to: (a) the administration and
maintenance of a computer system or network; (b) the database with which the Product
works; or (c) the way in which the Software was set up by your supplier.

6.2 Replacement Software.

If your supplier is a Sage accredited business partner, we will provide them with
Replacement Software, so long as they have entered into the necessary contractua
arrangements with us. You should contact your supplier regarding receiving Replacement
Software.

6.3 If you receive Replacement Software which replaces all of the Software, from the date you
install the Replacement Software, your Licence to use the Software will stop and be replaced
with a Licence to use the Replacement Software. However you may continue to use both the
Software and the Replacement Software for three months from that date, for the purpose of
ensuring that you wish to continue using the Replacement Software.

6.4 We may stop providing technical support and/or Replacement Software for the Software at
any time, although we will give you areasonable amount of notice if we decide to stop
providing this and our doing so will not affect your Licence to use the Software.

6.5 We also reserve the right to introduce separate software which is similar to the Software or
capable of being integrated with the Software.
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7. Sage's contractual promise and disclaimers about the Software

7.1 We make acontractual promiseto you (sometimes called a ‘warranty') that, during the
Licence, the Software will provide the functionality and will perform substantially as described
in the Documentation. This promise only applies so long as you use the Software in accordance
with our operating instructions (for example, the Documentation). If you notify usin writing
during your Licence that the Software does not perform substantially in accordance with the
Documentation and this non-performance is material to your use of the Software, we will try to
replicate and verify that non-performance. If we are able to replicate and verify it, wewill in our
sole discretion either issue Replacement Software to correct the situation, or (if we do not issue
Replacement Software), refund you the fee you paid for the year in which you first notified us
of the non-performance, in which case this agreement will automatically stop with immediate
effect.

7.2 We do not make any promises or give any assurances about any of the following:

7.2.1 that the Software will meet your requirements;

7.2.2 that there will not be any interruptionsin your use of the Software. Thisis because,
despite the fact that we follow good industry standards when testing the Software before it
isreleased, like all software, there may be defectsin the Software; or

7.2.3 that:

- you will be able to use the Softwarein any particular way, or

- you will get particular outputs from the Software; and

- the results of your use of the Software, for example in terms of content, correctness, accu-
racy, reliability or otherwise, will be to a certain standard, in each case even if you told our
representatives about your intended use. This is because the Software is boxed software
that has been developed for use by many different types of users and it is your responsibil-
ity to set up the Software so that you can use it in the particular way you require. Thisis
why we recommend that you engage with a Sage accredited business partner to help you do
this.

8. Our responsibility if something goes wrong

8.1 Our maximum responsibility and liability (including for negligence) in relation to this
agreement will be limited to paying you an amount equal to the total amount of feesyou paid for
the Licence to use the Software, plus the total amount you paid (if anything) to receive
Replacement Software.

8.2 Inno event will Sage be responsible for any:



Welcome to the Sage Accounting System Manager

8.2.1 financial or similar loss of any kind, including for example: 1oss of profits, business,
chargeabl e time, anticipated savings, goodwill, any business interruption or loss of or cor-
ruption to data; in each case however caused and in each case whether caused directly or
indirectly; nor for any

8.2.2 indirect, consequential, incidental or special damage; nor for any

8.2.3 losses you suffer which arise from you using the Software other than as described in
the Documentation, in each case even if we actually knew or should have known about the
possibility you could experience such loss.

8.3 Thefollowing sentence is necessary under English law to help ensure that we benefit from
the protection given by the rest of this paragraph 8. Nothing in this agreement shall prevent or
limit either of our liability for:

8.3.1 fraud;
8.3.2 death or personal injury arising out of our negligence; or

8.3.3 any legally binding promise (which isimplied by law) that we can give you the
Licence or that you can use the Software without interference.

8.4 We both acknowledge that the allocation of liability in this Agreement is reasonable
because it reflects that:

8.4.1itisnot within our control how, and for what purposes, you use the Software;
8.4.2 we have not developed it specificaly for you;

8.4.3 while we follow good industry practice, it is not economically possible for usto
exhaustively test the Software; and

8.4.4 we only receive some of the fees you paid to your Software supplier for the Software
and Replacement Software.

9. How this agreement may be brought to an end

9.1 You may end this agreement at any time by writing to tell us, i.e. giving us notice, three
monthsin advance of the date you want it to end. If you do this, you will not get any refund, and
if any payment is outstanding or you are making payments by direct debit, you will haveto
immediately pay everything you owe by the end date. Therefore, if you know you do not want
to renew your Licence, please make sure you write to tell us at least 3 months before the
renewal date. However, if your three months notice ends at any time up to one month after the
date your Licence was due to be renewed, you can still end it and need only pay a pro rata
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amount of the prior year's Licence fee for any period of your notice that falls after the renewal
date. If your notice ends more than a month after your renewal date, the full Licencefeeis

payable.

9.2 Thisagreement will automatically and immediately end without refund if you become
bankrupt (or something similar happens) or your businessis not able to pay its debts, stops
trading or becomes insolvent (or something similar happens) or, if we are notified that any
finance arrangement you have made with another party in relation to the Software has ended for
any reason other than the finance being paid in full.

9.3 If either of us discoversthat the other has done something which is not allowed by this
agreement, or has not done something which is required by it, the person who discovered the
situation has the option to give the other 30 days' advance written notice that they require the
situation to be remedied. If it isremedied in that time, that will be the end of the matter. If itis
not remedied in that time, the person who discovered the situation will have the option to end
this agreement by giving written notice to the other and the agreement isimmediately ended.

9.4 Within ten working days of the end of the Licence for any reason, you shall uninstall the
Software and return it to us (including any copies you have made of the Software (or any part of
it)) and provide a certificate signed by your duly authorised representative to confirm
compliance with this paragraph 9.3.

9.5 No matter how this agreement ends, the data you store in the Software remains your data
and you are entitled to extract it from the Software before the end of the agreement. However,
your failure to extract it will not prevent this agreement ending.

10. Miscellaneous terms

10.1 Any supplier or business partner (accredited or not) from which you buy the Licenceisan
independent contractor and is not appointed or authorised by us as our servant or agent. No such
person has any authority or right to enter into any contract or provide any representation,
warranty or guarantee with or to you on our behalf, or otherwiseto bind usin any way at al. We
will not be responsible for any modifications or mergers made to the Software by such people
nor for anything they do or fail to do.

10.2 You shall provide us with any information that we may reasonably request from timeto
time, which we reasonably require to fulfil any of our contractual obligations under this
Agreement or any other agreement we may have with any of our licensors, sub-contractors or
agents. Such information may, if necessary, include persona data (being data from which a
living individual can be identified or which when put together with other information we hold
resultsin aliving individual being identified). You acknowledge that we may disclose any such
information to any of our licensors, sub-contractors or agentsin order to fulfil our contractual

10
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obligations under any agreement we may have with such licensors, sub-contractors or agents.
We may also use such information to contact you via your relevant, nominated personnel about
other relevant products and services which we (or other companies in the same group of
companies as Sage (UK) Limited offer and to conduct customer research; if at any time you do
not want usto useit in thisway, please contact us.

10.3 To the extent legally permitted, the controlling language of this agreement is English.

10.4 We own therightsin our Software and any related logos. Other owners own therightsin
their software and their logos. You do not obtain any ownership of those rights or logos, and the
rights you obtain to access and use the Software and other software supplied with it are as
specifically described in this agreement.

10.5 If acourt or similar body decides that any wording in this agreement isinvalid or
unenforceable, that decision will not affect the rest of this agreement, which will remain binding
on both of us. However, if the wording that isinvalid or unenforceable can be made valid and
enforceable by deleting part of it, we will both treat the wording asiif it is deleted, so that the
wording in question becomes valid and enforceable.

10.6 If either of usfailsor delays the exercise of any rights or remedies under this agreement,
we shall not be deemed to have given up those rights or remediesin any way.

10.7 Thisagreement isthe entire agreement between you and us with respect to your use of the
Software, and supersedes all documentation, information and other communications (in each
case whether spoken or written) between us with respect to such access and use.

10.8 From time to time we may modify this agreement by notifying you that it has been
modified. If you do not agree with those modifications, please contact us as soon as possible. By
using the Software after you have been notified that this agreement has been modified, you
indicate your acceptance of those modifications.

10.9 We shall not beliable for and shall be excused from any failure to perform our obligations
in this agreement due to causes beyond our reasonable control.

10.10 The following sentence means that only you, we and the owners of other software owned
by others (described in paragraph 5.1.2), can benefit from the rightsin this agreement. Nothing
in this agreement will give anyone any right or benefit under the Contracts (Rights of Third
Parties) Act 1999, except that the owners of that other software can benefit from paragraphs 4,
5, 8 and any other part of this agreement that is applicable to that other software. However we
both reserve the right to terminate this agreement or change any term of it by written agreement
between ourselves, without the consent of any of those owners.

11
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10.11 This agreement is governed by the laws of England and Wales and we both agree that the
courts of England and Wales will be the only courts that can decide on legal disputes or claims
about this agreement.

12
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Introduction to the Sage 200 Modules

Sage 200 is a.Net accounting system which offers a complete accounting solution to meet your
business needs.

Your Sage 200 Accounting System consists of a number of fully integrated modules. The
Financial modules may be used on their own or alongside the Commercia ones:

Financial Modules

Nominal Ledger - isthe core of the financial system. It allows you to set up your chart of
accounts and updates the accounts for all revenue and expenditure, assets and liabilities,
accumulating the information from the other Sage 200 modules. The reporting facilities
within the Nominal Ledger then provide a comprehensive series of management reports.

Sales Ledger - allows you to set up and maintain details of your customers, record and
monitor your transactions with them and control their debts. It handles foreign currency
accounts and VAT requirements for the UK and the EU.

Purchase Ledger - allows you to set up and maintain details of your suppliers, record and
monitor your transactions with them and control your debts. It handles foreign currency
accounts and VAT requirements for the UK and the EU.

Cash Book - thisis where you can keep track of moniesin your bank accounts and petty
cash account. You can record all monetary transactions using this module, or it will
automatically receive postings from the Sales, Purchase and Nominal Ledgers if monetary
transactions are carried out there. It has functions to handle foreign currency dealing, allows
you to set up direct debits and standing orders and to reconcile your bank statements.

Commercial Modules

Stock - alows you to set up and maintain the details of your stock, whether raw materials,
finished goods or both. You can record all goods received, exactly where items are located,
who supplied them and at what price. You can record goods supplied, to whom, where and
when. A stocktaking routineis provided along with a process to revalue your stock. The
module can be set to automatically update the Nominal Ledger with the value of stock etc.

13
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Sales Order Processing - used to record all goods and services ordered by, invoiced to,
supplied to and returned from your customers (as set up in the Sales Ledger). You can
maintain various different prices for specific customers, product groups or items, and apply
discounts based on quantity ordered etc. The cost of the sale is automatically calculated by
the system and posted to the Nominal Ledger for profit and loss reporting.

Purchase Order Processing - this enables you to record full details of al goods and
services ordered, invoiced and received from your suppliers (as set up in the Purchase
ledger). You can aso keep track of any returnsto your suppliers.

Productivity Modules

14

Manufacturing Suite (contains a Bill of Materials module that supercedes the
standalone BOM module outlined below) - a suite of modules that provide full control of
your manufacturing processes. Directly integrated with the Sage 200 Commercials modules,
the Manufacturing modules provide facilities to create bill of materials (essential if you are
manufacturing in repetitive batches), and produce estimates (essentia if you are
manufacturing one-off jobs). You can plan at various levels of complexity; from planning to
add itemsto stock to planning according to material requirements (looking at stock
projectionsin relation to demand) and generating appropriate recommendations. Works
orders are generated to fulfil demand and are managed in the Orders module. Additionally,
the Operation Times add-on module allows for monitoring of operation times and control of
productivity in the workplace.

Bill of Materials (only applicable if the Manufacturing Suite is not active) - provides a
combined stock assembly and process-costing function. Directly integrated with the Sage
200 Stock Control module, the program provides facilities to specify the structure of a
finished item in terms of subassemblies and components. If process costs are involved in the
make-up of subassemblies, these labour and/or machine costs can be entered against a bill of
materials (or BOM).

The various reports and screen enquiries provide a means to analyse the creation and
alocation of abill of materials.
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Other

@ Accounting System Manager - thismodule allows you to set up certain common
information that will be used across the whole system - for example, foreign exchange rates.
This module also alows you to set up and use the Transaction e-Mail module which allows
you to process orders and invoices sent to you viae-mail.

® Project Accounting - this module provides all the features that you need to maintain
accurate details about projects and to manage your projects effectively. It integrates with
your Sage Financials and Commercials modules and allows cost and revenue transactions to
be alocated to projects.

@ Sage Retail - thismodule providesretail functionality for your Sage 200 system. It provides
the facility to specify the structure of your company by region, areaand stores. It also allows
you to organise your stock itemsin terms of their attributes (such as size and colour) and
product type.

15
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Welcome

Welcome to Sage 200 Accounting System Manager and to
the Sage 200 Accounting System Manager User Guide.

Sage 200 is built on a .Net platform which offersyou a
complete accounts and trading solution to meet your
business needs.

The Accounting System Manager allows you to manage
the four financials modules within your Sage 200
Financials suite and your Sage 200 Commercials
modules.

In this chapter:
Using this Guide

Sage 200 Accounting
System Manager

How Accounting
System Manager
helps financial
operations

Before you start ...

Documentation
summary



Using this Documentation

The Sage 200 Help system and User Guide provide information on
how to use the Accounting System Manager. You can access Help
for each module from the menu bar. You can also press 'F1' on the
keyboard to display help topics for the screen you are currently
working in.

We hope you will find the documentation comprehensive. If you
want to email us with your comments, please email the Sage 200
Documentation Team at SageTechnical Authors@sage.com and
mark the subject line as 'Sage 200 v5'.

Process-oriented approach

These User Guide chapters are written to describe the processes
that you will go through when setting up Sage 200 companies, and
managing central Sage 200 data.

Where the processes comprise of more than one activity, a snapshot
of activitiesis provided in the coloured side panel on the first page
of al chapters. Where it does not, a snapshot of the topicsincluded
in the chapter is provided.

Conventions

@ Referencesto other sectionsin this User Guide, or to other
guides are given in italics.

o Referencesto on-screen items are enclosed in single quotation
marks. For example, on the 'Contacts' tab click 'Save'.

e Navigation to an on-line window isillustrated by the name(s)
you need to choose separated by a symbol >. For example,
Choose System Settings > Tax Rates means choose the System
Settings and then the Tax Rates option.

e Wherethere are prerequisites to performing activities these are
indicated using the v symbol so you can easily identify them.

For detailed information on the operation of Sage 200, see the Sage
200 Operations documentation.
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Sage 200 Accounting System Manager

Sage 200 consists of a number of Financials and Commercials modules and the Accounting
System Manager module.

The Accounting System Manager module provides overall control and system integration of the
business management system and its modules. It allows you to set up certain information that is
used across all the Sage 200 modules, as follows.

Record details about your company or companies.
Produce and Reconcile Intrastat (SSD).

Set up common information that applies throughout Sage 200, such as analysis codes for
reporting, country codes, tax rates, foreign currencies and exchange rates, customer and
supplier analysis codes and transaction analysis codes for reporting.

Run routines that assist you in maintaining the operation of Sage 200, such as maintaining
your transaction audit file, checking your account and ledger balances and viewing the status
of the ledgers.

How Accounting System Manager helps you

The Accounting System Manager hel ps you to manage your accounts by:

Providing you with an integrated system of accounting within which to manage your
accounts and apply your company and Sage 200 settings.

Applying common information.

Providing you with control of your accounting information at several levelswithin this
integrated system.

Providing you with common maintenance routines to balance your accounts and ledgers.

21
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Integration

The main benefit of using an integrated system is that you save time by only needing to enter
information once, in one module. It can then be used el sewhere in the relevant modules for the
same company.

It also reduces the risk of errors as you do not have to enter the same information twice. For
example, the Nominal Ledger automatically receives details of invoice values, from the Sales
and Purchase Ledger.

To pass information between modules, in most cases you only need to:

Ensure that the common information is set up in the Accounting System Manager.

Ensure that your default nominal account structure has been set up in the Nominal Ledger,
and your Chart of Accounts.

Ensure that all your trader and bank account records have been set up in Sales L edger,
Purchase Ledger and Cash Book.

Select the appropriate Month End Routines within each module to update transactional
information.

Control of accounts

You can control your accounts through the definition and application of settings at three levels
within Sage 200.

22

Global level

Define company and common information settings, using Accounting System Manager and
the Nominal Ledger, which apply throughout Sage 200. These settings provide the broadest
level of control within your Sage 200 system. They help you to define the operation of Sage
200 in the best way for your organisation.

Module level
Apply global settings, and define settings using the modules which are applied when you

create new accounts or process transactions in the modules. These alow you to specify your
preferred account information when you create new accounts and process transactions.
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e Account level
Apply global and module settings, and define settings specific to each account when you

create new accounts or process transactions in the modules. These are local and unique to
each account.

Note: Settings applied at a higher level (global/module) also apply at alower level (module/
account) unless you override them at the lower level.

Common maintenance routines
You can use the following common routines to maintain your system.
@ Maintain Transaction Audit File

Sage 200 maintains an audit trail of transactions entered through the financial ledgers. You
can 'Print’, 'Archive' or 'Delete the audit trail transactions on aregular basis.

e Balance Ledgers
You can identify and rectify problems on accounts held in the Financial modules (Sales,
Purchase, Nominal and Cash Book) and the Commercials modules (Sales Order Processing,
Purchase Order Processing and Stock Contral).
Financials modules: when you need to identify if there are actual problems on the account
or ledger, the account balance of each customer account is checked against the total
transactions applied to the account, and if you choose to balance all accounts, the overall
total on the ledger. Depending on the option chosen, the account balance is adjusted or a
report produced which allows you to identify any discrepancies on the ledger.

Commercials modules: Validates stock quantities and order/return line values for sales and
purchases. Identified anomalies can be rectified using this activity.

® Ledger Summaries

You can view the overall status of your ledgers in terms of numbers of accounts, ledger
balance and current period, using the 'Ledger Summary' routine.

@ User Login Status Utility

The User Login Status Facility, provides valuable information to advise on the course of
action required to ensure that uncontrolled disconnection has not affected data adversely.
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The User Login Status Utility enables you to:

o Receive alerts from the Sage 200 Messenger advising of possible issues caused by users
abnormally exiting from the system in the event of a system crash, power cut and so on.

e View the users currently logged on to the system.

e View users who have been disconnected from the system in an uncontrolled way part
way through a session.

24
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Before you get started ...

Read the user documentation

Before you begin to set up and use Sage 200, please take the time to read the information
supplied for each Sage 200 module.

Theinformation provides an overview of what you need to set up within your Sage 200
program, and some understanding of the results you can expect from its use.

Note: Sage 200 help systems are designed to provide additional information to that
contained in the User Guides. Thereis one help system for each module, including the
Accounting System Manager. Please use the Sage 200 help systems to access further
information available about each module and its features.

Familiarise yourself with Sage 200

Familiarise yourself with Sage 200 operation. Work through the menus and options described
while you are sitting in front of the computer. For more information see your Sage 200
Operations documentation.

Setting up a practice company

To ensure you get the best use out of your Sage 200 system, we recommend that you set up a
practice company data set. Thiswill be a separate data set from your live company data set. For
more information see your Sage 200 System Administrator documentation.

Within this company, install the demonstration company data which comes with the system or,
if you prefer, copy the contents of your live data set into your practice company.

Use the practice company to familiarise yourself with the system. Try out routines that you are
not familiar with or just test a routine that you may not have used previously, for example,
foreign account revaluation. This means that you are able to examine the results and get used to
the routine and the outcomes, prior to using it in your live company.

A practice company is aso useful if you need to contact the organisation which provides your
technical support, as this may require a routine to be tested outside of the live data set.

For information about testing routines using your live company data, please refer to the online
Help system for Accounting System Manager, to appreciate the processes you need to follow.
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The Sage 200 Desktop

When you open Sage 200, the desktop window appears. Use this desktop window to run the
accounting options and open the menus available within Sage 200.

The Sage 200 desktop window comprises a variety of navigational methods: the menu bar, the
toolbar and the tree menu. It is a matter of finding the way you are most comfortable with and
using that. The desktop also comprises the display areawhich is where Sage 200 online
windows are displayed for you to work with. For more information see the Sage 200 Operations
documentation.

Windows settings

Refer to your windows operating system documentation for assistance in changing the colour
and size of your windows, including your Sage 200 desktop window.

Getting Started
Before you begin to work live in Sage 200 you need to do the following.
1. Define and set up your company details. See Set Up Company Details on page 33.
2. Define and set up common information.
For more information see Manage Common Information on page 65.

3. Set up the number of accounting periods you require and also specify the maximum number
you want to allow open at any one time during your financia year.

4. Set up the Chart of Accountsinthe Nominal Ledger in aslittle or as much detail asyou
require. This can include cost centre and department codes to provide detailed financial
analysis for segments of your organisation. For more information see the Sage 200 Nominal
Ledger documentation.

5. Set up the Cash Book if you intend to use the Cash Book to manage your cash transactions.
The Cash Book also provides the opportunity to make el ectronic bank payments and
reconcile your bank statements online. For more information see the Sage 200 Cash Book

documentation.

6. Set up the Sales Ledger. For more information see the Sage 200 Sales Ledger
documentation.
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7. Set up the Purchase Ledger. For more information see the Sage 200 Purchase Ledger
documentation.

8. Set up the Commercials modules, if you are using these. For more information see the
Commercials documentation.

9. Set up Transaction e-Mail if you intend to send orders and invoices generated from Sales
Order Processing and Purchase Order Processing to your customers and suppliers.

The following diagram may help you in getting started.

Note: The Accounting System Manager isloaded and run at the same time as the Sage 200
Financials modules. Some of the features of the modules are affected by settings you
define in Accounting System Manager. For this reason, you may not be able to make
changesto Accounting System Manager settings if the other modules arein use.
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Documentation Summary

The following section provides a summary of the remaining chaptersin this guide.

Appendices, if applicable, may hold detailed examples or other required technical information.
Record and Set Up Company Details

This section will guide you through the setup process for a company in Sage 200.

A company isidentified in Sage 200 by its name. For each company that you create, separate
company details and modul e parameters are stored. The data files of the individual companies
are stored in independent subdirectories. For more information see the Sage 200 System
Administrator documentation.

This section in the documentation describes how to enter company details and other system
settings. It also describes how to change between companiesif you are working with multiple
companies. If you are working with multiple companies, consolidation of company accounts
can be achieved. For more information see the Sage 200 Nominal Ledger documentation.

See Enter System Settings on page 35.

Manage Accounting Periods

This section guides you through setting up your accounting period structure and advises you
how to maintain that structure.

You can also perform the final stage of a month end process and close periods, or, change the
period end dates as you require.

See Manage Accounting Periods on page 45.

Manage Common Information

This section explains how to set up and manage common information across the modules. This
includes transaction analysis codes, customer and supplier analysis codes, tax rates, country

codes, foreign currencies and exchange rates.

See Manage Common Information on page 65.
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Transaction e-Malil

This section describes the process of sending and receiving orders using e-Mail.

See Transaction e-Mail on page 99.

Produce and Reconcile Intrastat (SSD)

Companiesinvolved in the sale or acquisition of goods within the EC, need to submit intrastats
(supplementary statistical declarations or SSDs) if the value of their exchanges exceed a
threshold value.

This section describes how to produce and reconcile SSD within Accounting System Manager,
athough you must confirm the entries within the appropriate order processing module (sales
order processing or purchase order processing).

See Produce and Reconcile Intrastats on page 135.

Maintain Sage 200

This section describes the activities you can use to maintain your Sage 200 data.

See Maintain Sage 200 on page 149.

Sage 200 Reporting

This section describes the processes involved with producing, previewing and spooling reports
and discusses Microsoft® Excel Integration.

See Sage 200 Reporting on page 167.
Glossary of Accounting Terms

This section contains definitions of frequently used Sage 200 accounting terms and their
meanings.

See Glossary of Accounting Terms on page 181.
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Activities:

Record and Set Up Company
. Set up company
Details details

Enter system settings

This chapter will guide you through the setup process for
acompany in Sage 200.

A company isidentified in Sage 200 by its name.

For each company that you create, separate company
details and module parameters are stored. The database
for each individual company is stored in an independent
subdirectory. For more information see the Sage 200
System Administrator documentation.

The information describes how to enter company details
and system settings.

If you are working with multiple companies,
consolidation of company accounts can be achieved. For
more information see the Sage 200 Nominal Ledger
documentation.

Note: Thereisaview only version of the settings
window incase you need to contact Sage Support and
provide details of the ledger settings. You can open this
window when working in other areas of the program.



Before you begin...

You must have:

v Suitable security privilegesto perform these activities. See your
system administrator for more information.

Remember ...
Use your help system for further definition of the on-line windows.

For more information on using the help system, see the Sage 200
Operations documentation.



Chapter 2 Record and Set Up Company Details

Set Up Company Details

The 'Company Details window enables you to enter information about your company such as
your 'Tax registration number' and company contact details.

Note: Thisinformation isrelevant for each company, so if you are working with multiple
companies, you need to set up a separate set of company details for each company.

To set up company details

® Choose Settings > Company Details.

il

Company

Mame: Homestyle Kitchens Ltd

Address: Urit 126
‘Western Park
Bishopthorpe
York YOZ3 665

Post code:

Country cade: GB - Great Britain hd

Tax reqiskration no: 376652594

Contact details

Telephone number: 01904 477134
Fax number:
E-mail address: Info@bomestylekit, con

Web address:

These contact details may be added to
documents using the Report Designer.
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Enter the company details and tax related trading information

Specify the full company name which will then appear on reports and at the top of the Sage
200 window. This section also requires you to enter your 'Country code' and 'Tax registration
number'.

If the company's home country is a member of the European Community, specify the
'‘Country code' here. Thisis required for European tax calculations. If you operate outside
the EU you should select the Non-European option from the list.

If your company is registered for VAT (if you are a UK business), you need to enter a 'Tax
registration number'. You must enter the 'Tax registration no.' for your company here
because of arequirement to print thison all invoices. Thisis especially important if you deal
with companiesin other EU member states.

Enter the contact details

34

To ensure your company can be contacted, enter postal and e-mail addresses of the company,
and the telephone number. These details also appear on some reports.
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Enter System Settings

The 'System Settings window enables you to set up and maintain the parameters that are
required by the company. The following information provides you with more details about each

of the setting options.

Operational settings

£5 ASM - System Settings

Operational settings | Transaction settings

Operational settings

Mumber of open accounting periods
permitted:

Mext Unique Reference Mumber
(URMN) used to identify transactions:

Split postings between cost centres for bal
sheet accounts:

Update the Mominal Ledger immediately
transactions are entered:

Enable Intrastat Consolidation:

Consolidate Intrastat entries with a value
less than:

Use period exchange rates:

Invoices and credit notes

Mexk invoice number:

Mext credit note number:

() Use the same sequence of numbers For both invoice numbers and credit notes

(%) Use separate sequences of numbers for invoices and credit notes

lance

|

£ 130,00

Cancel

Number of open accounting periods permitted

Sage 200 enables you to have more than one accounting period open at atime. This means you

no longer have to complete the ‘Month End' rou

tine before opening the next period. The

transaction date is compared against the start and end dates for the open periods to confirm
which period the transaction should be posted into.

For more information about the structure and m
see Manage Accounting Periods on page 45.

aintenance of accounting periods in Sage 200,
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e Usethisoption to specify how many open periods are permitted in the current year. You
must have at least 1 period open but can enter up to a maximum of 20.

Next Unique Reference Number (URN)...

When you enter atransaction into Sage 200, a unique reference number (URN) is automatically
allocated to it. This URN consists of information about who entered the transaction, the module
the transaction was entered into and a unique sequential number relating to this transaction only.
The URN is used for auditing purposes to trace the double entry of the transaction through all
the relevant Ledgers, and is also printed on your Transaction Audit File'.

The next available URN isthe last seven digits representing the unique sequential reference
number. This normally starts at 1 with leading zeros. When you first install Sage 200 you can
change this number to start at any number if you have no transactions posted. Once transactions
are posted this number cannot be changed.

The URN is split into three sections. The first three digits represent the user number. The fourth
and fifth digits represent the source (the modul e the transaction was entered through) and the
remaining digits are the sequential reference number. It is this sequential reference number
which is the number which should be entered in the ‘Next available URN' box. For more
information see What is a URN? on page 216.

e Enter the number from which all subsequent unique reference numbers will follow in
increments of one digit.

Split postings between cost centres for balance sheet accounts
You should read the following information in conjunction with the main description for cost
centre breakdown provided with your Nominal Ledger. Examples of cost centre breakdown are

provided there also.

Cost centre breakdown for balance sheet postings determines how the cost centre elements of
the balance sheet nominal accounts are derived for any one transaction.

Not set (check box isclear) No cost centre breakdown occurs for balance sheet accounts.
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Set (check box isselected)  Sage 200 applies the cost centre and department set on the
customer, supplier or bank account to the balance sheet items of
the transaction in the Nominal Ledger. This helpsto increase
your reporting range with the existing summary or detailed
analysis reports, using cost centres and departments in the
Nominal Ledger.

The system always applies cost centre breakdown for profit and loss accounts.
Update the Nominal Ledger immediately transactions are entered

You can choose to update the Nominal Ledger on-line. In this case the transactions that are
dated within accounting periods that are either 'Open’ or 'Closed’ will be posted directly to the
accounts. Those transactions dated for periods that are 'Closed’ will be posted to the next nearest
open period. Transactions that are dated within 'Future’ periods will go to the deferred postings
file.

If you do not select this setting, all transactions dated within 'Open’ or 'Closed' periods are
placed into the current postings file and those for 'Future' periodsinto the deferred postings file.
Those transactions in the current postings file can then be posted (using the same rules
described above) to the accounts by running the 'Update Waiting Postings' routine in the
Nominal Ledger. For more information see your Sage 200 Nominal Ledger documentation.

When a'Future' period is opened (see Manage Accounting Periods on page 45), the transactions
in the deferred postings file, dated within that period, will be posted to the accounts.
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Enable Intrastat Consolidation (UK users only)

Your company becomes liable to produce an Intrastat return for goods that it sends to other EU
countries once the value of those goods exceed a value that is set by the government. Your
company also becomes liable when you receive goods from another EU country if it exceeds a
given value.

If you are generating an intrastat, selecting the Enable Intrastat Consolidation option alowsyou
to enter asingle value for your low value goods, osted under a single common code.

Enable Intrastat Consolidation:

Consolidake Intrastat entries with a value ¢ 130.00
less than:

Selecting the option, allows you to specify the value of transactions that can be added together.
Use period exchange rates

Selecting this option will enable you to set up more than one exchange rate per currency. The
multiple exchange rates are set up to be used in accordance with date ranges. For more
information see Foreign Currency Exchange Rates on page 75.

Invoices and Credit Notes

Choose whether to 'Use the same number sequence for both invoices and credit notes, or 'Use

separate number sequences. Then enter the number(s) that you want to use on the next invoice
or credit note. All subsequent documents will be incremented from this number.

Note: Once you have raised invoices you will not be able to change this number. As
invoices are processed, the system increases the number automatically.
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Transaction settings

£5 ASM - System Settings

Operational settings

Transaction analysis

Allow additional transaction analysis:

Mame of analysis heading:

Transaction date validation
(%) Mo transaction dake validation
(O Use calendar based validation

Pre (days)

Marmal

Acceptable

Previous financial years

Future financial years
Closed accounting periods
in current financial year

Future accounting periods
in current financial year

() Use accounting period based validation

Transaction Analysis

Post {days)

Cancel

Allow additional transaction analysis

Select the 'Allow additional transaction analysis' check box to initialise the first level of
transaction analysis across the Sales Ledger, Purchase Ledger and Nominal Ledger modules.

Select this option to enable the following:

e The 'Transaction Analysis Codes window can be opened from System Settings >
Transaction Analysis Codes which will enable you to set up the codes.

e The'Allow additional transaction analysis option within the Sales, Purchase and Nominal
Ledgers becomes available for selection. This setting can be found in Utilities > Ledger Set
Up > Ledger Settings for each of the modules specified here. Thisisthe second level of
activation and enables each ledger to use transaction analysis.

For more information see Set Up Transaction Analysis Codes on page 91.
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Name of analysis heading

The heading for transaction analysis codesis set up by default to use 'Transaction Analysis. It
appears either as an additional column heading in a Sales Invoice or within the Invoice header
section of a Free Text Invoice. You can change this as you reguire.

e Edit the heading description as necessary. Enter a description up to 20 characters.
Transaction date validation

The date validation options give you additional confidence when recording transactions by
enabling the system to validate accounting transaction dates. You set up which type of date
validation you want the system to use and the system validates the dates by using the following
categories: 'Normal', 'Acceptable’ and 'Unacceptable'.

Before you select the type of date validation for your transactions, read through the following
overviews which define each of the date validation categories.

Normal Thisisatransaction date that is entirely consistent with the
current status of the system you are working on. A date with a
"Normal" category is accepted by the system without any further
confirmation required by you.

For example, atransaction entered with a date of the 17th
February 2007 when the system date is 22nd February 2007 and
the accounting period for February 2007 is open for the
transaction type.

Acceptable Thisis atransaction date that falls outside the boundaries of
normal recording but is still accepted by the system. The field
will be given an orange warning status on-screen, but the
transaction will still be posted by the system without further
confirmation.

For example, atransaction dated 17th January 2007 when the

system date is 22nd January 2007 but the company are yet to run
the year end for the year ending 31st December 2006.
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Unacceptable A date will not be accepted by the system when it falls outside
the boundaries of normal recording, so there are no
circumstances where it can be correct.

For example atransaction dated 17th February 2016 would not
be valid when the system date is 22nd February 2007.

To select the correct type of date validation
® Select the type of validation you require.

e |If you do not want to validate the date of transactions, select the following option:

No transaction date The system operates as it has done for previous versions of
validation Sage 200 and does not validate transaction datesin the
context of the accounting system.

e If you want the system to validate transaction dates, select from the following types of
validation:
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Use calendar based
validation

Use accounting period
based validation

Select this option to activate the 'Normal' and 'Acceptable
pre and post day ranges. Specify the number of days either
side of the system date that will act as the boundaries for the
validation of 'normal’ and 'acceptabl e’ transaction dates.

For example, you might enter the following:

Pre {days) Posk {days)

Marmal ] 20

Acceptable &0 fi

If the system date was the 17th September 2007, these
settings would mean that:

e Normal datesfall into arange of the 19th July - 6th
October 2007.

o Acceptable datesfall into the range 20th May 2007-18th
July and then 7th October-5th December 2007.

o Unacceptable dates would be transactions dated before
20th May 2007 and after 5th December 2007.

Select this validation option to enable the system to
recoghise when dates are 'normal’, ‘acceptable’ or
‘unacceptable’ as you post transactions within the system.
You can use the following as the validation criteria:

e previousfinancia years

e futurefinancia years

e closed accounting periodsin the current financial year

e future accounting periodsin the current financial year
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View System Settings

Thisisaview only version of your system settings. You cannot edit any of the settings from this
window. You will typically usethis option if you need to provide details of your system settings
to the support team whilst you are working in a different window.

Access the window

e Choose Settings > View System Settings.

® Click 'Close' to exit from the window.
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Manage Accounting Periods

This chapter will describe how to set up and maintain the
accounting periods used by Sage 200.




Before you begin ...

By default, Sage 200 is set up to use 12 period accounting. Default
periods are not created for converted data or for future data (future
data being year 3 onwards).

If anew company dataset is created, the system automatically
creates 12 accounting periods, corresponding to the calendar
months. The 'end date' of the first accounting period is 30th April
and the 'end date' of the last accounting period is the 31st March.
The year of the accounting periods are taken from your PC system
date.

However, your financial year can contain more or less periods. Use
the 'Maintain Accounting Periods settingsto set up the number of
accounting periods that you need in your financial year. For
example, you might operate quarterly accounting, in which case
you would set up four accounting periods.

In addition to these accounting periods, the Sales and Purchase

L edgers can be configured to have an unlimited number of trading
periods. By doing this, you can keep an eye on your daily, weekly
or monthly sales trading. You can also analyse your trading figures
over different timescalesto your accounting periods.

For more information about setting up your trading periods, see the
Sage 200 Sales Ledger and Sage 200 Purchase Ledger
documentation.
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Set Up User Permissions

Before the accounting periods can be set up or amended, each system user must be set up with
permissions specifying the extent to which they can amend the system's accounting periods.

For example, the Administrator is likely to have all levels of permission. This enablesthe
administrator to globally add, amend and delete periods and at a source module level, open
future periods, close periods and re-open closed periods.

The setup of user permissionsis separated into two stages. The first stage enables you to set up,
edit or remove the users who will manage the system's accounting periods.

Add, Edit and Remove System Users
You can only add users that have already been set up in System Administrator.

e Choose Accounting System Manager > Accounting Periods > Maintain Accounting Periods
User Permissions. The 'User Permissions for Accounting Periods window appears.

giASM - User Permissions for Accounting Periods x|

Usgers

| Mame

JUSTIN
CHRIS

| add || Edt || Remove |

e Usethiswindow to 'Add' a new user, 'Edit' the details of an existing user or 'Remove' an
existing user from the User Permissions list.
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e To add anew user name to the User Permissions list, click '‘Add'. The 'Add User
Permissions window appears. Select a user name from the drop-down list, set up the
permissions and click 'OK". For more information see Set Up or Edit User Permissions
on page 49. Thelist of available user names is taken from the Sage 200 System
Administrator settings.

@ To edit an existing user name, select the user name required from the User Permissions
list and click 'Edit". The 'Edit User Permissions window appears. Amend the user
permissions as you require and click 'OK".

-ioixd

User

User name: MEI

User permissions for accounting periods

Add [ amend [ delete periods

User permissions for source modules

Ackion Sales Purchases iZash Book Skock, Mominal Adijs.
Open future periods
Close Periods
Re-open closed periods
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Set Up or Edit User Permissions

The second stage of the setup involves the allocation of permissions to the user names. The 'Set
Up User Permissions window is separated into the following areas:

@ User permissions for accounting periods.

Select this check box to enable a user to add new periods, amend periods by changing
their date or delete periods.

@ User permissions for source modules.

Set up or edit the Sage 200 source module permissions for the user, referring to the
following information for guidance.

'Open future periods': Select this check box on a module by module basis if you want
the user to be able to change the status of 'Future’ periods to 'Open’. This status change
enables the Nominal Ledger to receive transactions into specific periods from the
selected module.

'Close Periods': Select these check boxes to enable a user to close periods marked with
an 'Open' status. This closes the periodsin the Nominal Ledger to transactions from
specific source modules and is usually the last stage in a set of month end tasks. This
action causes the system to open the next period if it is not already open.

'Re-open Closed Periods': Re-opening a closed period changes the status of the
accounting period so the Nominal Ledger can receive postings for this period again. A
period can only be re-opened if it has a'Closed' status and if you have not already
reached the maximum number of open periods set up in your 'System Settings. For more
information, see Re-open Closed Periods on page 64.
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Maintain Accounting Periods

Once the user permissions are set up, maintenance options associated with these permissions
become available in the Accounting System Manager > Accounting Periods > Maintain
Accounting Periods window.For easy management and control, all the ledger periods are
displayed in the period table and the 'Maintain Accounting Periods window is split into the

following tabs:

giASM - Maintain Accounting Periods

Accaounting periods

This Financial Year | hext Financial Year | Period Control History

Petiod Mo
1

== V- R S )

End Date
30/04/2006
31/052006
30/06/2006
31072006
31/08/2006
30/092006
31/10/2006
30112006
31/12/2006
314012007
2a/02/2007
31032007

Sales
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Purchases
Open
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Add Mew Period.. ] [ Change Period Date... ] [ Delete Period..

Cash Book
Open
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Stock
Qpen
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

=lolx|

Mominal Adjs
Qpen
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future
Future

Change Period Status...

This Financial Year

This tab displays the period table for this current financial year. The table details the period
numbers, the end date of the period and the status of the periods for each source module. From
thistab, you can add new periods into the financial year, change the period end dates, remove

periods completely and alter the status of periods.

Note: Itispossible to have afinancial year longer or shorter than a calendar year, if for
example you are changing when your year starts.
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Next Financial Year

This tab displays the period table for the next financial year following on from the final period
of the previous financia year. The period maintenance options are also available on thistab,
athough the 'Change Period Status' option does not become available for these periods until the
previous financial year has gone through a"Year End' routine. All periods will therefore show a
'Future’ status. Transactions can be posted into future accounting periods but are held in the
deferred postings account until the year end has been compl eted.

Period Control History

Thistab provides a history of any additions, closures, date changes and other alterations made to
the accounting periods. You can, for example see which source module was affected, what was
done, which username made the change and the date of the maintenance. It is particularly useful
for troubleshooting issues such as Aged Balance Discrepancies. For example, if a period end
date has been changed, causing transactions to move into the future and therefore appear on the
'‘Aged Debtors report but not the "Trial Balance' report, you could identify this here.

Selection criteria enables the list to be filtered so the actions can be viewed by the module they

affect, the type of action or a combination of both filters. Thistab also offers the option to print
the audit trail details.
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Use the Period Table

The period table holds the details of each accounting period during the year. Thistable controls
and displays the accounting periods you specify and the dates that relate to the periods.

Ledgers controlled by the Period Table

The following Sage 200 modules are controlled by the period table:

Sales All Sales Ledger type transactions that do not affect the
Cash Book such as Sales Invoices, Sales Credit Notes and
Discounts.

This module also covers transactions that are created by the
Sales Order Processing module such as Invoices and Credit
Notes.

Purchase All Purchase Ledger type transactions that do not affect the
Cash Book such as Purchase Invoice, Purchase Credit Notes
and Discounts.

This module also covers transactions that are created by the
Purchase Order Processing module such as Invoices and
Credit Notes.

Cash Book All transactions that affect a Cash Book account such as
Sales Receipts, Purchase Payments, Direct Debits and
Standing Orders.

Stock All stock movement transactions that create a journal
adjustment and all entries created by Bill of Materials.

Nominal Adjustments All direct nominal adjustments such as Journals,
Prepayments and Accruals.
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Period Status

The period table displays the status of each accounting period. The status of the accounting
periods can be amended. For example, an open or future accounting period can be closed and a
closed period can be re-opened depending on the number of open periods alowed by the
'Number of open accounting periods permitted’ setting in the 'System Settings. The following
information provides an overview for each type of accounting period status.

Future Periods marked with a'Future' status cannot receive any
postings. Any transactions posted onto the Nominal Ledger
with adate in the future are deferred until the period is
opened.

Open This status allows the Nominal Ledger to receive
transactions from the source modules chosen. If more than
one period is open at the same time, Sage 200 uses the date
of the transaction to determine which open period will
receive the posting.

Closed Closing an accounting period for a source module means
that the period cannot receive any postings. A period can
only be closed if it is previously marked with an '‘Open'
status. For more information about the steps you need to
take before closing a period in each of the source modules,
see Close Accounting Periods on page 57.
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Maintain the Period Table

The following procedures are available on the 'Maintain Accounting Periods window
depending on the user permissions set up within 'Maintain Accounting Periods User
Permissions. For more information see Set Up User Permissions on page 47.

The conditions for adding a new period
The option to add periods is most frequently used when you first set up your accounting periods.
You can add a new period with the following conditions:

v The end date you are entering for the new period is not already in use by a period in this or
the next financial year.

v The period directly after the period you want to add, does not have a status of 'Closed'. The
period would need to be re-opened first.

v The period prior to the new one does not already contain transactions.
To add a new period
o Click'Add New Period'.

e Enter the end date for the period and click 'OK'. If the date meets all the conditions specified
here, a new accounting period is added to the financial year.

The new period is set up with the same status as the period that follows it and for each
Nominal account marked as storing budgets, the system inserts a zero budget value for the
new period.

If the date of the new period falls after the last period of the financial year, the financial year
can be extended to include the period or the period can be added into the next financial year.
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The conditions for changing a period date

You can change a period end date with the following conditions:

v The period has an 'Open’ or 'Future' status.

v The period you want to amend has had no transactions posted to it.
v The date you want to use has not already been used.

v The date you want to use is not overlapping with another period.

Asthe start date of aperiod is always the day after the end date of the previous period it is
not possible for accounting periods to overlap.

To change the period date
e Select the date to be amended and click 'Change Period Date'.
e Enter anew period end date and click 'OK". If the new date meets all the conditions the

period end date is amended and the amendment is recorded in the 'Period Control History'
tab.
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The conditions for deleting a period

Deleting periods is most commonly used if, for example, abusinessis started up part way

through the financial year they want to use. The system would set up an April to March

financia year, but the business may not start until August. In this scenario thefirst 4 accounting

periods could be deleted from the financia year.

You can delete a period with the following conditions:

v The period to be deleted does not contain transactions.

v All the source modules are marked as 'Future' or ‘Open’ with no transactions for the period.

v Theperiodisthefinal period of the financial year. Sage 200 provides a prompt to ensure that
the previous period is marked as the last period automatically before the deletion can take
place.

To delete an accounting period

e Select the period to be deleted.

e A message prompt appears confirming the period end date. If this period is correct, click
'Yes to confirm. The period is deleted.

Deleting an accounting period aso has an effect on the budget profiles.

e |f the budget percentage for the deleted period is not zero, the system adds the budget
percentage value to the last remaining budget in the year. If the period deleted happensto
be the last period in the year, the budget percentage valueis added to the previous period.

e |f the period removed is on an account that uses an annual budget, the period budget
values are updated by the stored annual budget divided by the new number of accounting
periods. If the budget for the period removed is not zero, the budget value for the period
is deducted from the stored annual budget.
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Change Period Status

The period tables control the status of the accounting period. The following information
provides more detail about changing the status of periods.

Open Accounting Periods

The following conditions must be met before you can change the status of an accounting period
to 'Open'.

v There must be at |east one open period for each ledger unless aperiod end is about to be run.
v Itisnot possible to open a period when an earlier period is still marked with a'Future' status.

v Each timeaperiod is marked as 'Open', Sage 200 updates the appropriate entries from the
deferred postingsfile.

Close Accounting Periods

You will close a period most commonly at the end of the month or current working period
(quarterly periods for example) in order to tidy up your system and move forward into the new
month or working period. When you close a period in the Accounting System Manager >
Maintain Accounting Periods window it means that the Nominal Ledger will no longer receive
transactions from the chosen source module for that particular period.

Note: Before closing a period, it isessential that you back up your database. Do not carry
out a close period procedure if any other user islogged on to Sage 200.

The close period facility within the Accounting System Manager is designed to perform the
following essential period end functions:

@ Printsan 'Order Summary' report detailing the number of transactions, the turnover, credit
limit and balance of each account. All values are printed in the base currency.

e Provides additional account maintenance opportunities for the Sales and Purchase Ledgers:
'Open item' accounts and fully allocated transactions not under query are removed from the

files. This depends on your setting for 'Keep transactions for' in the Ledger settings of each
source module.
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‘Balance forward' accounts and transactions later than the current period are carried forward
unaltered. Transactions for previous periods are accumulated into overall outstanding
balances to be carried forward for the start of the following period.

'‘Automatic allocation' accounts are maintained so that all credits will be allocated to debits
asfar as possible. Remaining debits/credits that are not allocated, are carried over into the
new period, leaving partly alocated transactions where values do not exactly match.

Opensthe next period if it is marked as 'Future'.

The table of turnover valuesis updated for each account on the Sales and Purchase L edgers
so the next period value is moved to the current period, the current period value is moved to
the previous period, and so on.

If the period being processed isthe last onein the financial year, the year to-date turnover
figures are reset and period 1 of the new financial year will reflect the turnover in the current
period.
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Close Period Preparation Check Lists

Before closing off individual periods for the Sales, Purchase, Cash Book and Nominal
Adjustments in Accounting System Manager you need to complete avariety of tasks within the
Sage 200 source modules. The documentation that accompanies each appropriate Sage 200
module provides information detailing the steps you need to take to complete the period
(month) end routines before you close a period.

Important Note: It is essentia that you follow the task lists before closing a period.

Sales Ledger

For more information please see the Maintain Sales Ledger chapter in your Sage 200 Sales
Ledger documentation.

Purchase Ledger

For more information please see the Maintain Purchase Ledger chapter in your Sage 200
Purchase Ledger documentation.

Cash Book

For more information please see the Maintain Cash Book chapter in your Sage 200 Cash Book
documentation.

Stock

For more information please see the Determine Your Stock Control Needs chapter in your Sage
200 Stock documentation.

Nominal Adjs

For more information please see the Maintain the Nominal Ledger chapter in your Sage 200
Nominal Ledger documentation.
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The conditions for closing an accounting period

Before closing an accounting period, make sure you have followed the period (month) end
routines for each of the modules and that the period complies with the following conditions:

v Pending transactions for all modules have been added and updated before closing a period.

v Unprocessed standing orders and direct debits for the period have been processed before the
period can be closed for bank transactions.

v It will not be possibleto close aperiod for nominal adjustments if the period is still open for
entries from the subsidiary ledgers.

To close an accounting period

@ Back up the database before closing a period.

e Go to Accounting System Manager > Accounting Periods > Maintain Accounting Periods.
o Select aperiod marked as 'Open'.

Note: If you have not run through the task list appropriate to the source module for the
period you are closing see Close Period Preparation Check Lists on page 59.

Click 'Change Period Status. The 'Close Ledger' window displays differently depending on
the source module you have selected to close the period for.

e The Salesand Purchase Ledger display the following window:
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giASM - Close Purchase Ledger Period o ] 5

This routine will close the current period ko Purchase Ledger transactions and
& open the next period,

Please ensure that you have backed up your data before running this
routine.

Period to close

Petiod no: z
Period end date: 29/04/2006
Order summary report by: w
Select account maintenance routing to mn
DArchive transactions for Open Ikem accounts
Archive up to: (21| Maintenance has not previously been run
[CIrun period maintenance for Balance Forward accounts
Run as at (21| Maintenance has not previously been run
[Jauto allocated
Run as at: (21| Maintenance has not previously been run

@ Check the date on which the accounting period ends and specify the order you want to see
period end information on the 'Order Summary' report. Thisis required on the ‘Month End'
report.

e For Sales and Purchase accounting periods, perform account maintenance as required by
selecting any combination of the following options:

e Archive transactions for Open Item accounts.
For open item accounts, fully allocated transactions not under query are removed from
the files, depending on your setting for 'Keep transactions for' in the Ledger settings of
each source module. Specify the date the transactions should be archived up until.

e Run period maintenance for Brought Forward accounts.
For balance forward accounts, transactions later than the current period are carried
forward unaltered and transactions for previous periods are accumulated into overall

outstanding balancesto be carried forward for the start of the following period. Specify
the date the transactions should be archived up until.
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e Auto Allocated

For automatic allocation accounts, all creditswill be allocated to debits asfar as possible.
Remaining debits/credits not allocated, are carried over into the new period, leaving
partly allocated transactions where values do not exactly match. Specify the date the
transactions should be archived up until.

These settings can also be accessed from each Financials module > Period End Routines.

@ Click 'OK'to close the period. If the close period routine finds that the next period has not
been opened, the process will open the next period automatically.

If the period being closed is for Cash Book, Stock or Nominal Adjustments, the 'Close Periods
window does not offer the maintenance options. Check the period number and end date and
click 'OK" to close the period.
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View Closed Period Balances

View and Print Closed Balances

Once an accounting period has been closed for Sales and Purchase Ledger transactionsin the
‘Maintain Accounting Periods window, the period end balances for the closed periods can be
viewed and printed. This enables you to compare the balances against the ‘'Nominal Control
Total' values to identify discrepancies.

To view and print closed period balances

e Choose Accounting System Manager > Accounting Periods > View Closed Balances.

giASM - ¥iew Closed Period Balances (=] 3]
Sales Ledger Closed Balances | Purchase Ledger Closed Balances
Closed period details
Period Mo, Period End Date Closed  User Sales Ledger Tatal  MNominal Contral Takal Difference

e Select the'Sales or 'Purchase Ledger' tab to view the balances.

Both lists display the closed periods for the current year and all previous years and show the
most recently closed action, where, for example, a period has been closed more than once.

e To print the'Sales or 'Purchase Ledger Closed/Reopened Period Balances report (detailing

the period number, period end date, total core balance on Customer/Supplier Accounts, total
balance on Debtors/Creditors Control Accounts), click 'Print'.
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Re-open Closed Periods

Sage 200 offers you the option to re-open closed accounting periods to enable transactions from
the source modules to be received by the Nominal Ledger once again.

The conditions for re-opening a 'closed' period:

v You must have appropriate permissions set up in the 'Maintain Accounting Periods User
Permissions table.

v The period after the one you want to re-open is marked as 'Open'.

v The period you select is also marked as 'Open’ for nominal adjustments.

v There are at least 2 open periods and the number of open periods has not reached the
maximum number you specified in the Accounting System Manager > Settings > System
Settings.

To re-open a closed period

e Fromthe'Maintain Accounting Periods' table, select the 'Closed' period you want to re-open.

@ Click 'Change Period Status. The 'Confirm Re-opening Period' message window appears.

o Click'Yes to re-open the period.

Once the re-opened period is closed, the system shows the accounting periods for the current

year displaying the totals for the ‘out of period' transactions for each transaction type. A report

which displays the transaction date, transaction type, posted date, user ID, source module, URN,
reference and goods value is also available.
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Theinformation in this section explains how to set up and
manage common information across the modules. This
includes tax rates, country codes, exchange rates,
transaction analysis codes, customer and supplier analysis
codes and credit information.

Activities:

Manage:

tax rates

country codes
exchange rate details
customer and
supplier analysis

codes

customer and
supplier roles

document types

transaction analysis
codes

credit information

CRM Integration
Settings



Before you begin...

You must have:

v Suitable security privilegesto perform these activities. See your
system administrator for more information.

Remember ...

For more information on using the help system, see the Sage 200
Operations documentation.
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Tax Rates

Tax rates (normally used for VAT Rates for UK businesses) are accessed by the Sage 200
modulesin order to analyse the various rates to Nominal Ledger codes and to the VAT Return,
and also to read associated percentages for calculations in transactions.

You can define up to 99 rates. Each rateis referenced by anumber code beginning with O (zero).
Some are aready set up as defaullts.

CodeO Exempt VAT, set at 0%.

Code 1 Standard VAT, set at 17.5%.

Code 2 Zero rated VAT, set at 0%.

Code4 EC zero related sales of goods and related services.
Code 5 EC sales of non related services

Code 6 EC purchase of non related services.

Code 7 EC zero rated purchase of goods and related services.
Code 8 EC standard rate purchase of goods and related services.

Note: We strongly recommend that you do not amend the default codes, but instead add
other rates of tax for analysis purposes if you need to.

You also need to identify and set up which tax (VAT) rate codes are to be used for accumulating
values for the EC sales or purchase boxes on the VAT Return for transactions between EC
member states. Sage 200 uses default codes 4, 5, 6, 7 and 8 for such purposes.

If you are using Reverse Charge VAT, you will also need to set up these codes too.

Of particular note is the input and output tax nominal account you can specify for each rate.

This overrides the default input and output tax nominal accounts you specified when you
defined the company's default nominal accounts.
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To maintain tax rates

® Choose System Settings > Tax Rates.

=3 ASM - Tax Rate Details

Tax rate details
Code Tamme
Exempk
1 5tdRate
Zero Rated
EC Zero 5L

[ B - N

EZ Service

=

EC Service

-~

EC Zero PL

[=1]

EC Std PL

VAT Rekturn EC Terms % Input Acc, MNa,
Mot Applicable 0.00 15100
Mot Applicable 17,50 15100
Mot Applicable 0.00 15100
Sales Goods & Related Services 0.00 15100
Sales Mon-Related Services 0.00 15100
Purchase Mon-Related Services 0,00 15100
Purchase Goods & Related Services 0.00 15100
Purchase Goods & Related Services 17.50 15100

=10l x|

Qutput Acc, Mo,

26100
26100
26100
26100
26100
26100
26100
26100

Cancel

Create tax rates

® Seectablank lineor click 'Add'.
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In the boxes avail able, enter the details.

Code

Name

VAT Return

Enter a number between 0 and 99 to identify the VAT

Rate.

Enter aname of up to 10 charactersto identify the VAT

Rate. For example, 'Std Rate' or 'Export’.

Select the check box if you want to include the value of tax

accumulated under this code in the VAT Return.

Note: If you clear the 'VAT Return’' check box and post
vatable transactions to this code, the results relating to this

code are included in the 'Non Trading Vatable

Transactions' report when you produce your VAT Return.
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EC Terms Specify how the tax rate isto be treated for purposes of EC
processing, selecting from:

e Not applicable.

Thisisthe default and should be specified when there
isno EC processing involved for the specified tax code.

@ Sales Goods and Related Services.

Thisisused for EC processing for salesto EC state
customers (outside the UK). Values are included in the
total on box 8 on the VAT Return. Related services are
those that are directly associated with the supply of
goods, for example, freight charges.

@ SalesNon-Related Services.

Thisisused for EC processing for sale of servicesto
EC state customers (outside the UK). Non related
services are services in their own right, for example,
legal services, and are not related to the supply of
goods.

Note: Any postings made to tax codes for sales non

related services are not included in the EC saleslist.

For more information see the Sage 200 Sales Ledger
documentation.
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@ Purchases Goods and Related Services.

Thisisused for EC processing for purchases from EC
state suppliers (outside the UK). Values areincluded in
the total in boxes 7 and 9 on the VAT Return. Related
services are those that are directly associated with the
purchase of goods, for example, freight charges.

@ Purchases Non Related Services.

Thisisused for EC processing for purchases from EC
state suppliers (outside the UK). Non related services
are servicesin their own right, for example, legal

services, and are not related to the purchase of goods.

% (Percentage rate) Enter the tax percentage for this line within the range 0 to
999.99. You do not need to enter the percentage sign, nor
trailing zeros after the decimal point. For example, the
entry 17.5 suffices to define 17.50%.

Input Acc.No Enter the Nominal Ledger account to which tax (VAT)
amounts relating to purchases at this particular rate will be
directed. Thisis optional (see note below).

You can choose to set up different nominal details, for
example, to record separate tax (VAT) rates for purchases,
or analyse such values to one destination only.

Output Acc.No Enter the Nominal Ledger account to which tax (VAT)
amounts relating to sales at this particular rate will be
directed. Thisis optional (see note below).

You can choose to set up different nominal details, for
example, to record separate tax (VAT) rates for sales, or
analyse such values to one destination only.

Note: Nominal account codes, which you may enter for
the input and output account numbers, take precedence
over the default tax input and default tax output codes as
set up in the default nominal accounts. If you choose not to
enter nominal account codesin thisroutine then the default
nominal account codes are used.

If you direct both input and output tax (VAT) to the same nominal destination (both sales and
purchase tax) then, provided your company is registered for VAT purposes, the balance of
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this account will reflect the outstanding net VAT (excluding companies operating VAT cash
accounting which Sage 200 does not support).

® Repeat as often as you need to, up to 99 times, and then click 'OK'".
Note: Most organisations do not use this number of tax (VAT) Rates.
Apply tax rates

Once you have set up the tax rate codes, you need to apply the rates to your transactions within
the individual modules.

You can set up adefault tax code for an entire module as well as default tax codes on your
individual customer and supplier account records. For more information on setting up default
tax codes within the ledgers and individual accounts, see the documentation provided with each
Sage 200 module.

If you do not set up adefault tax code for your account or for your ledger, the first tax rate code
defined here will be used by default when you enter a transaction. This can be overridden.

The conditions for applying a tax rate

v Prior to applying the rates to transactions within the individual modules, ensure you have set
up all thetax rate details for each individual tax code which you intend to use. Thisincludes
EC terms for those values which are for the EC sales or purchase boxes on the VAT Return,
described previoudly.

v You should also ensure that apart from the VAT registration numbers that relate to your own
organisation, including those that may apply in other EC countries, each customer and
supplier in the EC with whom you trade who is registered for VAT, must supply you with
their VAT registration number. These are then entered on the trader account records.
Customer VAT registration numbers must be shown on invoices.

For more information see EC VAT Implications on page 226.
Amend tax rates

@ Sdlect therate that you want to amend.

e Make the required changes.

® Repeat as often as you need to, and then click 'OK".
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Note: Any transactions already on the system will not be changed in any way by
amending the rate of tax applied to atax code. Only subsequent transactions will pick up
the new rate by default.

72



Chapter 4 Manage Common Information

Country Codes

Sage 200 uses two character country codes to identify members based within the European
Community, for the benefit of EC VAT accounting requirements.

A table of codesis maintained by the system and default entries are made in the software when
it isinstalled, so generally you do not have to use this facility. However, on the occasion that
new countries join the EU, you may have to add entries.

To maintain country codes

@ Choose System Settings > Country Codes.

== ASM - Country Codes

Country codes

Code MName EL Company Tax Mo, S
_ <Mon-European= r
Al Andarra [
AE United Arab Emirates ™
aF Afghanistan -
aG Antigua and Barbuda ™
Al Anqguilla -
AL Albania -
Al Armenia r

anl Natherlands Antillas — hd

(o I em ] (e J[om ]

Create country codes

® Select ablank item or click 'Add'.

e Enter a'Country code' of up to 2 characters.

@ Enter a'Name' of up to 20 characters.

e Selectif thiscodeisfor acountry that is part of the European Union.

e Enter atax registration number if you have registered for tax in the country. This may be

necessary if your salesin that country to non-registered customers exceed the country's
distance selling threshold.
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Repeat as often as you need to, and then click 'OK".

Amend country code details

Note: You cannot amend the two character country code itself asit may be associated with

records in the accounting system, but you can amend the country name or tax number.
Thisis not recommended however as these are set by the EC.

Select the country code that you want to amend.
Make the required changes to the country name or tax number.
If the country has newly entered the European Union, select the EU check box.

Repeat as often as you need to and click 'OK".

Delete country codes

Note: You can only delete a country code if it is not used by an existing customer or
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supplier.
Select the country code you want to delete, and click 'Delete'.

Repeat as often as you need to and click 'OK".
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Foreign Currency Exchange Rates

Setting up foreign currency processing in your Sage 200 system can be broken down into the
following key tasks:

Enabling the use of exchange rates set up in the Accounting System Manager.
Setting up each currency and the exchange rate settings in the Accounting System Manager.

Setting up and altering exchange rate values for each currency in the Accounting System
Manager.

Tracking the changesin the Accounting System Manager.
Processing using foreign currency in all the Sage 200 Modules. For specific information on

foreign currency processing within the Sage 200 modules, please see the documentation
accompanying each Sage 200 module.

The following overviews and procedures will inform you about each of these stages.

Activate Period Exchange Rates in Sage 200

The 'Use Period Exchange Rates option allows you to control when an exchange rate should be
used. This means you can set up multiple exchange rates for the same currency and specify the
start and end dates of their application within the system.

To enable period exchange rates

e Choose Accounting System Manager > Settings > System Settings.
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== ASM - View System Settings

ransaction setkings

Operational settings

Mumber of open accounting periods
permitted:

Mext Unique Reference Mumber

(URMN) used to identify transactions: 00D0002555

Split postings between cost centres for 0
balance sheet accounts:
Update the Mominal Ledger immediately 0
transactions are entered:
Produce Intrastat declarations:

| Use period exchange rates: [F |

o Select the 'Use period exchange rates' check box to enable you to specify date ranges for the
application of the exchange rate.

If you do not select the check box, the system will use just one exchange rate.

Set Up Currencies

The next step requires you to set up the base currency and other currencies that your company
dealsin.

To set up currencies

@ Choose Accounting System Manager > Settings > Currencies and Exchange Rates >
Settings tab.

=
Exchange Rates | Settings | Yiew Currency History

Symbol | Name 150 Base Amendability Rate Type Used for Mew AfC's  Mom AJCNo | %)

£ Pound Sterling GBP True Mot Amendabls Period
-—
US Dallar amendable - Al Single & Period 39100
Japenese Yen Py Mot Amendable Sinale 39100 —

DIR. United Arab Emirates  AED Amendable - Cash Postings Only Period 39100 -

DLL Armenian Dram AMD Fixed to Euro Single 39100 ¥

Add Currency

Change Base Currency

Cancel

76




Chapter 4 Manage Common Information

Add Currencies
You can enter up to 99 currenciesin the foreign currency exchange rate table.
To add currencies

@ Click 'Add Currency'. A new line appears ready for you to enter the currency details.

Note: You can enter up to 99 currenciesin the 'Settings tab' of the 'Currencies and Exchange
Rates window.

e Enter the details using the following guidelines.

'Symbol' - A symbol for the currency to be used in Sage 200 when entering values in that
currency.

‘Name' - The name of the currency to be used in al currency drop-down lists.

'ISO'- The International Organisation for Standardisation code must be assigned from the list
generated by Sage 200.

'‘Base’ - Set thisto 'True' on the base currency only. The base currency isthe currency
normally used by your company to carry out business transactions.

Note: Once the system has transactions and accounts using the base currency, you cannot
change the base currency and the 'Change Base Currency' button no longer appears
on the 'Settings' tab.

'Amendability'- The rowsin this column offer adrop-down list providing options to control
when and where a currency can be changed within the Sage 200 system. You can select from
the following options:

e 'Not Amendable': On entering a transaction the exchange rate cannot be manually
changed. The value always comes from the exchange rates table.

e 'Amendable- Cash Postings Only': Therate can only be changed when entering payment
or receipt postings through the relevant ledger in the Cash Book module.

e 'Amendable-All": The rate can be changed when entering any transaction type.
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e 'Fixedto Euro': Therateto Euro is specified on the 'Exchange Rates' tab, the currency
will then fluctuate whenever the Euro rate changes. Thisis only normally used prior to a
country joining the Euro.

'Rate Types - Choose the rate type you want to assign to a currency from the following list:

e 'Single’: One amendable rate is associated with the currency.

e 'Period’: A list of rates can be assigned to the currency, each with an expiry date. When a
transaction is entered, the system uses the transaction date and the exchange rate expiry
date to select which period exchange rate to use. If atransaction date falls after the last
exchange rate set up, the transaction uses the latest period exchange rate available.

e 'Single & Period: When aSales or Purchase Ledger account islinked to a currency using
thisoption it enables the 'Single or 'Period’ option to be selected on the customer or

supplier account details. Customer/Supplier Account > Company tab.

'Used for New A/C’s- If you clear this check box on any currency line, the associated
currency will not be available for selection when setting up new accounts.

‘Nom A/C No' - A nominal code can be specified per currency to allow for exchange gain/
loss postings.

Repeat as often as you need to.

Print Currencies

The print facility offers you a different report depending on the which tab you have selected on
the 'Currencies and Exchange Rates' window.

To print the currency reports
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Click 'Print' to print information contained by the 'Exchange Rates and 'Settings tabs, to
print alist of the stored currencies. The report will include the currency name, abbreviation,
exchange rate type, current rate(s) to base and current rate(s) to euro. Where period rates are
used, the report will aso include the expiry date for the rate.

Select 'Print' on the 'View Currency History' tab to include the exchange rate history for the
currencies. You will be prompted to specify a date range for the history entries you want
printed. When printing out historical information, the report will aso include event date,
event user |D and the event details.
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Delete Currencies

Note: You can only delete acurrency if it is not used by any existing customer or supplier.

To delete currencies

Select the currency you want to delete, and click 'Delete'.
Repeat as often as you need to.
Click 'OK".

Further information is available on triangulation and dealing with euro currencies. For more
information see Triangulation via base currency on page 232.

79



Sage 200 Accounting System Manager

Maintain Exchange Rates

Once the currency information is set up, the exchange rate values should be entered. The
'Exchange Rates' tab appears slightly differently depending on the type of rate you have chosen
on the 'Settings' tab for each currency.

To set up and alter exchange rates
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Click the 'Exchange Rates' tab.

For 'Single Rate Types you can specify the (1£ Equals) and the Euro currency (1 Euro
Equals).

il
Symbol Marme 1 £ Equals 1 Euro Equals
£ Pounds sterling 0.610865
=3 U Dllar 1454720 Lo
cap Canadian Dillsr 2285930 1. nnaan
NZD Mews Zealand Dollar 3.408570 1.000000
MM Mexican Pesa 12930400 1000000
EUR European Currency 1 gz Lo
FRF French Francs 1 aaaaan 1. nnaan

For 'Period Rate Types you cannot enter asingle rate and the fields described previously
show a status of not applicable (N/A) in both the base and euro column.

Period exchange rates involve you setting up arate, and a date for the expiry of thisrate. To
add a new period exchange rate and expiry date row, click onto the next line down, use the
TAB keysto move down arow or click 'Add'.You can add as many period exchange rates as
you need.

To delete a period exchange rate, select the row, click 'Delete’ and confirm the deletion.
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=E|AsM - Currencies & Exchange Rates o [ 3]

Exchange Rates | Settings || View Currency Histary

Name 1£Equals 1 Euro Equals
Mendican Peso 12930400 1.000000

Canadian Dollar 2.265930 1.000000

NZD Mew Zealand Dallar 3,408570 1.000000
st 1S Dallar WA M
£ Pounds Sterling A 0.610885
Period Exchange rates to £ Period Exchange rates to Eura

Expiry Date 1 £ Equals ad Expiry Date 1 Euro Equals ad

12/05/200% 1520000 Mo period rates have been set up

27/09/2005 1.800000

250y 2005 | (6] 1.810000

Altering the exchange rate at transaction entry stage will not affect the values stored in this
exchange rate table. To keep the table up to date, you must make the change within System
Settings > Exchange Rates.

Note: The most up-to-date exchange rates are available on the Internet (for example, from
www.xe.com). Exchange rates may change on adaily basis so you will need to
identify your own best method of updating them regularly within Sage 200.
View Currency History
As currency and exchange rate information is added, updated and deleted, the system retains an
archive of the changes. This enables you to track changes to the exchange rate value, identify
who made the change and the date it was amended.

e From the'Name' drop-down list, select the currency you want to investigate. The changes
made to that currency appear in the 'History' pane below.

® To print the history information, click 'Print'.
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Set Up Customer and Supplier Analysis Codes

Customer and Supplier Analysis codes offer away to group transactions on sales and purchase
accounts according to a defined common attribute. This means you can use these in report
selection criteria

The 'Customer and Supplier Analysis Headings window is separated into headings, usage and
values.

e Headings enable you to specify the type of analysis you want to use.

@ The usage columns determine whether Customer and Supplier accounts can use the
Customer and Supplier analysis codes.

e Values offer you the ability to specify how you want to analyse the data.

You set up Customer and Supplier Analysis Codes in the Accounting System Manager.
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Example 1

You have avariety of different sales regions and want a breakdown of the sales by region.

Within the Accounting System Manager you can set up an analysis

heading called

'Region’ and then specify that this analysis code can only be selected on Sales L edger
accounts. With the heading identified you then add each specific region asavalue. In this
example, you might set up values for the South East, South West, Midlands, North East,

North West and so on.
=
Analysiz headings & usage Walues
Heading Sales Purchase Value -~
Acct Mgr Yes Mo MID Midlands
Cus Type s Mo ME Marth East
Pur Mar Mo Yes ' Morkh Mest
Region es Mo OHD UtilityfCrrhead
Yes RAYY Raw Materials
Sup Type Mo Yes RCN Richard Cairns
ROW Rest of World
SCOTScotland
SE Sauth East
SW South West
TYO Tom Yo
WALEW ales
WHT Whitevare »
[(add [ Ede |[ el |[ P | Close

You apply the analysis codes within the Sales or Purchase L edger accounts depending on
the L edger usage sel ected when you set up the analysis codes. By applying the code set up

in Accounting System Manager you are able to produce reports that
code, used in this example, to compare regional performance.

T Il

Company Tradng Paymert  Dotuments | Attachments | Mamo | Trandaction &-mal

Tiading detals

Courkry codde: B - Great Bricain

Doefak tae code: 1« Srandard Rate

Kineps braractiors for: 30 colerler months Finarcn charges: |7- 0% -
ey

Anytis code

Heady Vihar

Riegon Koeth Ezst

Save Clea [ Ciose

analyse sales by the
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Add Customer and Supplier Analysis Headings and Usage
@ Toinsert anew heading, click ‘Add'.

The'Add New Analysis Heading' window appears.

ST
Analysiz usage & heading
Heading: |Cus Type
Sales Ledger Purchase Ledger []

Walues

Yalues

AKR.

COM

e Enter adescription for your heading (up to 15 characters). If the descriptionisalready in use,
Sage 200 prompts you to change the heading. Use the TAB key to move between fields.

o Select the appropriate check box to make this code available for your Sales Ledger and/or
Purchase Ledger accounts.

e Enter the associated value(s) for your Heading. For example, if you set up your analysis
heading as'Region', the values you set up relate to each specific region such as Birmingham,
Liverpool, London, Manchester, Newcastle and so on.

Repeat as often as you need to, up to 200 times, then click 'OK". Thelist is automatically

sorted into alphabetical order. If you use numbers for your headings, these are sorted before
letters.

Note: Most organisations will not need as many as 200 analysis headings.
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Edit Customer and Supplier Analysis Headings and Usage

® Select the analysis heading you want to amend, and click 'Edit’. The 'Edit Analysis window
appears.

;EiASM - Edit Analysis Heading: Region = | [m] il
Analpsiz usage & heading
Heading: |Region
Sales Ledger [] Purchase Ledger
alues
values -
OHD UtilieyjOvrhead &
A
RAW Raw Materials
RCM Richard Cairns
ROW Rest of World
SCOT5cotland
SE South East
SW South West
TH0 Tom Yo
WALEWales 2
; ¥
WHT wehit
itewmare 3

® Make the required changes to the heading, usage or values.

® Repeat as often as you need to and then click 'OK".

Delete Customer and Supplier Analysis Headings and Usage

@ Onceyou delete the heading (and values associated with the analysis heading), it will no
longer be available as selection criteria on reports. We recommend that you run the 'List of
Accounts report for the analysis code you want to delete, in both ledgers, to identify any
accounts that have this applied, before you delete the heading.

e Select the analysis heading that you want to delete and click 'Delete'.

e Confirm that the correct heading is about to be deleted.

® Repeat as often as you need to and then click 'OK".
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Apply Customer and Supplier Analysis Headings and Usage

You assign customer and supplier analysis codes to customer or supplier accounts within the
Sales or Purchase Ledger. When printing reports you can choose to include a range of accounts
that match the analysis codes you specify.

For more information see the Sage 200 Sales Ledger and the Sage 200 Purchase Ledger
documentation.

Print Customer and Supplier Analysis Headings and Usage
o Click the 'Print' option on the 'Customer and Supplier Analysis Headings window to

produce a report which lists the analysis, heading, usage and values you have set up in the
Accounting System Manager.
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Set Up Customer and Supplier Roles

When you set up customer and supplier accounts, you are able to specify multiple contact names
and contact details for each account. Each of these contacts can also have their role title
specified as part of the contact information, making it easy for you to contact the correct person
if the need arises. The contact roles need to be pre-defined in the Accounting System Manager
before you create or edit the customer and supplier records.

Before you start, it isimportant to note that the system supplies three mandatory roles -
'‘Account’, 'SendRemittanceTo' and a 'SendStatementTo' role. Each contact you create will have
these roles. Subsequent customer and supplier records will have a default contact with these
roles added to their record details. You cannot delete these roles, but you can rename them as
you require.

For more information about statements, please refer to your Sage 200 Sales Ledger
documentation.

For more information about remittances, please refer to your Sage 200 Purchase Ledger
documentation.

If you are using Sage Document Manager in association with Sage 200 you will see additiona
role 'Use with Documents' in the list of roles. All newly created roles will be selected to use

Sage Document Manager by default. For more information about Sage Document M anager
please contact your Business Partner.

Note: If you assign aroleto adocument type and then modify the report layout criteriato
use that role, only traders with that role will be printed. Use the 'Use with
Documents' check box to ensure that all accounts are printed.

To enter a contact role

@ Select Accounting System Manager > Settings > Customer and Supplier Roles.
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“= ASM - Customer and Supplier Roles

Roles
Mandatory Role Sales Purchase = Use with Documents
‘fes Account v v v
Yes SendRemittanceTa I~ v v
‘fes SendStatementTo v r v
(o) () (e

e Click'Add to position the cursor on anew line.
e Typeinthe name of therole. You can use up to 50 characters.

e Usethe'Sales and 'Purchase’ check boxes to identify whether thisrole should be available
for you to select from, when you add contacts to your customer and supplier accounts.

For example, if you only want arole to appear for selection when you add contacts to
customer accounts, you would select the 'Sales' check box and |eave the 'Purchase’ check
box clear.

All newly created roles will be selected to use Sage Document Manager by default (i.e. the
'Use with Documents' option is automatically selected).

o Click 'OK'to savetherole(s).
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Set Up Customer and Supplier Document Types

If you use the Document Manager program with your Sage 200 program, the Document Types
screen alows you to specify the roles associated with each type of document that is produced.
When a specific type of document is printed, this controls the person that receives the document

when it is printed.

If you have set up rolesin the Customer and Supplier roles window, you can assign the

documents that will be created for those roles. For more information about creating roles, see

Set Up Customer and Supplier Roles on page 87.

To enter a document type

e Select Accounting System Manager > Settings > Customer and Supplier Document Types.

“= ASM - Customer and Supplier Document Types

Documents
Document ID0 | Mame Module Associated Role
] 0 Sales Account
1 Sales Invoice Sales Account
2 Purchase Order Purchase Account
3 Purchase Invoice Purchase Account
4 Customer Statement Sales SendsStatementTo
5 Sales Credit Motes Sales Account
6 Customer Debtors Letters Sales Account
7 Sales Despatch Motes S0P Account
8 Sales Quotations SOP Account
2 Purchase Credit Notes Purchase Account
10 Purchase Remittance Purchase Account
11 Purchase Return Purchase Account
12 Sales Proforma Sop Account
13 Draft Bil Project Accounting Account
14 Biling Invoice Project Accounting Account
15 Biling Credit Mote Project Accounting Account

e Click'Add'. The DocumentlD number will be assigned by default.
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Note: By default, the next highest number will be the next free number from 1000 or
higher. Numbers below 1000 are reserved for use by your Sage 200 system.
Deleted numbers will not be reused.
e Enter the name of the document type. You can use up to 50 characters.

® Select the module that the document is found from the drop-down list.

e Sdlect the associated role. The list displayed relates to the module being used and those that
have the 'Use with Documents' setting entered in the Customer and Supplier Roles screen.

o Click 'OK'to savetherole(s).
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Set Up Transaction Analysis Codes

Transaction analysis codes can be applied to any ledger transaction that resultsin a nominal
posting. The transaction analysis codes offer another level of analysisin addition to those
already available such as type of transaction, cost centre or department. Analysis codes offer the
following key benefits:

o They arewell suited for short term transaction analysis needs in the system. For example,
transaction codes are commonly used where companies want to track transactions that have
arisen from a particular marketing campaign.

@ You can add new analysis codes whenever they are needed and easily remove the codes
from the Accounting System Manager when the analysisis no longer necessary. This
prevents lists of unused redundant analysis descriptions remaining.

e Transaction analysis codes offer more flexibility for transactions of a similar nature.
Add Transaction Analysis Codes
e Enablethe Transaction analysis optionsin the System Settings window first.

® Select Accounting System Manager > Settings >Transaction Analysis Codes.

giASM - Transaction Analysis Codes 10l =|
Code Description Active
Mew - 1 Advertisement
Mew - 2 Race keam promotion
Mew - 3 word of mauth
Mew - 4 Internet
Mew -5 Cther
Mew - 6 Mot Active
(o) (Crar ) Comme)

@ Toinsert anew code, click 'Add’. A blank line appears.
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@ Enter a'shorthand' analysis code to help you to quickly choose analysis codes from drop-
down lists within the Ledgers later. Use the TAB key to move between fields. You can aso
use the TAB key to move onto a new analysis line, enabling you to add another analysis
code.

e Enter text to help identify the type of analysisin the 'Description’ box.

@ Select the'Active check box to enable the analysis code to be used in the system. If the
check box is clear, the analysis code is not available for selection within the system. If the
code has aready been used and you subsequently clear the check box, the code will still be
in use where you have applied it, but it will no longer be available for future use.

® Repeat as often as you need to, up to 200 times, and then click 'OK'. Thelist isautomatically
sorted into alphabetical order. If you use numbers for codes, these are sorted before letters.

Note: Most organisations will not need as many as 200 transaction analysis codes.
Apply Transaction Analysis Codes
Apply the codes when entering a transaction. When printing reports you can choose to include a
range of accounts that match the transaction analysis codes you have applied. For more

information see the Sage 200 Nominal Ledger, Sage 200 Sales Ledger and the Sage 200
Purchase Ledger documentation.

Amend Transaction Analysis Codes
Note: You cannot amend the shorthand code on a transaction analysis code as it may be

associated with records in the accounting system, but you can amend the analysis
code description.

To amend transaction analysis codes

® Select the analysis code you want to amend.

® Make the required changes.

® Repeat as often as you need to and then click 'OK".

Delete Transaction Analysis Codes

To delete transaction analysis codes

e Select the analysis code that you want to delete, and click 'Delete'.
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® Repeat as often as you need to and then click 'OK".
Print Transaction Analysis Codes
To print transaction analysis codes

e Select 'Print' to produce areport which lists all the transaction codes available within the
system.
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Set Up Credit Information

If your business regularly uses a credit checking bureau to assess your customer credit risk and
you are connected to the Internet, you can set up thisinformation in the 'Settings' area of the
Accounting System Manager module.

The'Credit Bureaus' tab allows you to set up the bureau's web site details. The 'Credit Positions

tab allows you to set up some credit statuses that can be applied to a Customer and Supplier
record.

Add New Credit Bureau

e Select Accounting System Manager > Settings > Credit |nformation.

== Credit Information g@[z|
Credit Positions
Bureau Mamne Bureau Web Site Checking URL Defaulk
Dun & Bradstreet win dunandbradstreet.co.uk  htkp:ffunaw. dunannd.... v
’ Add ] ’ Delete ] i Set as Default

e Click'Add.

e Enter the 'Bureau Name', '‘Bureau Web Site." If you want to go straight to the credit checking
page of the bureau's web site when you launch it, enter the URL in the '‘Checking URL'
column. Then for example, if you have internet access on your PC, you can launch the
website from the Customer Record window.

e If youwant thisbureau to always appear as the default on Customer/Supplier records, select
the bureau row and click 'Set as Default'. Once you have confirmed the default credit bureau,
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a'Yes appears next to your selection. You can change the default at any time, but you can
only have one default bureau selected at any one time. The default is selected for new
customer and supplier accounts only.

@ Click 'OK' to save the details and close the window. Alternatively, select the 'Credit
Positions' tab to enter anew 'Credit Position' value.

Add a Credit Position

e Select Accounting System Manager > Settings > Credit |nformation.

g Credit Information

Credit Bureaus

Credit Position Yalue Default

Legal ¥es
Warning
Remainder

Good

’ Add ] I Delete ] ’ Set as Default

e Click the'Credit Positions tab.

e Click'Add.

@ Enter the credit position value in the blank line.

e If you want this credit position to always appear as the default on Customer/Supplier

records, select the credit position value row you require and click 'Set as Default’. Once you
have confirmed the default credit position, a'Yes appears next to your selection. You can
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change the default at any time, but you can only have one default credit position selected at
any onetime.

@ Click'OK' to save the details and close the window.
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CRM Integration Settings

If you have integrated your Sage 200 Accounts with Sage CRM, you can change the integration
settings in the CRM Integration Settings window.

You set thisinformation when you first integrate your Sage 200 Accounts program with Sage
CRM. For more information, please refer to your CRM Integration documentation.

View your CRM Settings

® Select Accounting System Manager > Settings > CRM Integration Settings.

“= CRM Integration Seitings

Provide Connection information khat will be used to automatically
update information in Sage 200 CRM from Sage 200 Accounts

Web Server Mame |net02

CRM Instance Mame |CRM

Usetr Marne |SageZDDuser

Passward |************

Your integration settings are displayed. You can change any details by overwriting the
details.

@ Click OK to accept any changes and close the window.
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Transaction e-Malil

This chapter describes the process of sending and
receiving orders using e-Mail.




Transaction e-Mail Overview

Transaction e-Mail is amechanism for sending and receiving order
documentation using e-mail to support the order process.
Transaction e-Mail is designed to work with Microsoft® Outlook
and Sage 200.

Within Transaction e-Mail the orders and invoices you receive via
e-mail are checked and prepared so that they can be successfully
moved into Sage 200. The key order processing activities are
completed in the relevant Sage 200 order processing modules.

Note: Transaction e-Mail works in base currency only and it
does not support returns or credit notes.

Transaction e-Mail supports the sales order process and purchase
order process within Sage 200. Using Transaction e-Mail you can:

@ Send purchase orders to your suppliers. For more information
see on page 129.

@ Receive purchase invoices from your suppliers. For more
information see Process incoming messages on page 121.

® Receive salesordersfrom your customers. For more
information see Process incoming messages on page 121.

@ Send salesinvoicesto your customers. For more information
see on page 129.

@ Send status messages to indicate the progress made on orders
and invoices received. For more information see Maintain
status messages on page 112.

Thefollowing diagramsillustrate the activities performed within
Sage 200 and those within Transaction e-Mail.
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Integration with Sales Order Processing

Customer You

Create and print
order

Accept request

Send request e-Mail

(e-Mail)

e-Mail

acknowledge receipt (optional)

Convert to sales
order
(SOP)

Receive
acknowledgement

Complete goods
received

Despatch goods
(SOP)

Create and print
invoice

(SOP)

Send invoice

Receive invoice (e-Mail)

Post invoice
(SOP)
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Integration with Purchase Order Processing

You,© O Supplier

Create and print
purchase order
(POP)

Send order

(e-Mail) e-Mai

Accept order

Complete goods
received
(POP)

Despatch goods

Receive invoice

(e-Mail) e-Mai

Prepare invoice

e-Mail

acknowledge receipt (optional)

v

Receive
acknowledgement

Process invoice

(POP)

Integration with Sage 200

To use Transaction e-Mail effectively your Sage 200 records must be set up to support the
service. This reduces the need to manipulate transactions manually before moving them into
Sage 200. This means:

e The suppliersyou intend to place orders with using this method must have avalid e-mail

address specified on their account record in the Purchase Ledger, and the account record
must be enabled for Transaction e-Mail.

102



Chapter 5 Transaction e-Mail

@ The customersyou intend to deal with using this method must have avalid e-mail address
specified on their account record in the Sales L edger and the account record must be enabled
for Transaction e-Mail.

It is also worth considering the compatibility of your customer/supplier account codes and your
stock item coding structure with those used by the suppliers and customers you intend to deal
with using Transaction e-Mail. If you are setting up Sage 200 for the first time, it may be worth
developing a code structure in line with your customers and suppliers.

Security

Transaction e-Mail incorporates security features to determine if transactions have been
tampered with during transmission.

Warnings are displayed if transactions have been changed during the transmission. If this does
occur we recommend that you contact the originator of the transaction to determine the
differencesin the transaction details.

Note: Anincorrect date or date format will invoke this message each time you send or
receive a Transaction e-Mail. We recommend you check the system date on your PC
before contacting the originator.
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Set Up Transaction e-Mail

Setting up Transaction e-Mail involves integrating the service with the e-mail system on your
PC. This must be done before you can send or receive transactions. There are also several
settings you can choose to help tailor Transaction e-Mail to work in different ways. These
settings can be amended at any time.

Note: You must use Microsoft® Outlook asyour e-mail system if you intend to use Transaction
e-Mail.

Integrate Transaction e-Mail with your e-mail system

Use this activity to ensure your e-mail system works with Transaction e-Mail. You set
Transaction e-Mail to:

o Collect e-mailsfrom aparticular mail box when transferring transactions and messages into
Transaction e-mail.

If you receive a high number of e-mails during aworking day we recommend you set up a
folder in Outlook specifically for Transaction e-mail messages. You should also set up arule
in Outlook to move all messages sent from a customer's or supplier's Transaction e-Mail
system to that folder. All transaction e-mail messages are prefixed 'T-eMail' to make it easy
to recognise transactions and to make it easier for you to create arule in Outlook.

e Warnyou if you receive messages that cannot be used (non XML messages).

o Leave, delete or move the e-mailsyou receive in your Inbox when the information is copied
into Transaction e-Mail.

® Retrieve messages from your e-mail system at set intervals. The minimum freguency isfive
minutes.

Note: Each time Transaction e-Mail is accessed, the system checksto ensureit is
integrated with Sage 200. If some of the settings are missing the configuration
screen is displayed for you to compl ete the setup.
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To integrate Transaction e-Mail with your e-mail system

o Choose Transaction e-Mail > Configuration.

Sage 200

e-Mail Processing | Tax Rates | Wiews | Pricing | Status Messages
e-Mail configuration

change the settings, click on the 'Configure e-Mail' button,

Microsoft Qutlook,

Prafile:
Exchange.

Oplions:
Collect mail from 'Inbox’ Folder,
Don't warn if non-xML messages in folder,
Do nothing with processed items,
Do not aukomatically check For new messages.,

e-Mail Address:

Biase CUFrency: | =]

Transaction e-Mail is currently configured to use the e-Mail system shown below, To

Configure e-Mail

Cancel

e Enter the'e-Mail address' (account) you want embedded in the transactions you send.

® Select the operating currency for the system using the '‘Base Currency' drop-down.

e Click 'Configure e-Mail' on the'e-Mail’ tab. The 'Outlook Configuration Assistant' appears.

@ Click 'Next' to continue.

o If thereis more than one e-mail profile on the PC, select the e-mail profile you want to use

with Transaction e-Mail and then click 'Next'.

o If you use a password to access your Outlook system, enter the password and click 'Next'.

e Specify thefolder you want the messages collected from. To change the selected folder click

'More' and select the required folder from those displayed.

® Select the required option for non XML warning messages, then click 'Next'.

Note: Transaction e-Mail only recognises XML messages.
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Specify what you want to happen to the original messages once they have been retrieved
from your e-mail system and then click 'Next'.

Specify the frequency you want messages retrieved from your e-mail system and then click
'Next'.

Click 'Finish'.

Click 'OK' to save the setup.

Processing

Depending on the degree of control you want to impose on outgoing invoices and orders, you
can choose to:

Deposit the transactions into Transaction e-Mail before they are sent viae-mail. Whilein
Transaction e-Mail the invoices and orders can be viewed, deleted or printed. You can aso
change the e-mail address applied to atransaction so that it can be sent to an alternative
e-mail address.

Allow the transactions to flow directly to your e-mail system once they have been generated
in Sales Order Processing or Purchase Order Processing. This means the transactions are not
placed in Transaction e-mail.

Note: Processing settings do not affect status messages. For more information about
status messages see Maintain status messages on page 112.
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To maintain processing
o Choose Transaction e-Mail > Configuration.

o Click the'Processing' tab.

Sage 200

Tax Rates || Views | Pricing | Status Messages
5

Al incaming and outgoing Transaction e-Mail messages are skored in a message
queus, The messages are then processed individually and either released to yvour e-
Mail system, or imported into wour accounts system. You can optionally choose to
process messages automatically by checking the boxes belaw:

Send outgoing purchase orders via e-Mail immediately

Send outgoing sales invoices via e-Mail immediately

@ Select the 'Send outgoing purchase orders/salesinvoices via E-mail immediately' check
boxes to enable the transactions to flow directly to your email system.

L eave the check boxes clear to deposit the transactions into Transaction e-Mail before they
are sent viae-mail.

® Click'OK'to save.
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Maintain Transaction e-Mail tax rates

Before transactions received from suppliers or customers can be added to Sage 200 they must
include avalid tax code. As the transactions are received, Transaction e-Mail attemptsto match
the tax codes on the transaction with those stored in Transaction e-Mail. The tax codesin
Transaction e-Mail represent those stored in your Accounting System Manager.

There are several tax rate codes stored in Transaction e-Mail.

o Exempt: default tax code T2.

e Higher: for tax codes higher than the standard 17.5%.

e Lower: for tax codes lower than the standard 17.5%.

@ Other: for tax codes that are not covered by other codes.

e Standard: default tax code T1.

e Zero: default tax code TO.

e Outside of Scope (UK): for tax codes that are not covered by other codes.

If you receive a transaction with an unknown tax rate, Transaction e-Mail automatically marks
the transaction as 'Matching Required'. You will need to match atax rate manually to the
transaction before it can be added to Sage 200.

If you add new tax rates to the tax rate table in Accounting System Manager the system
automatically sets up the tax rate in the Transaction e-Mail when you restart the service.

However, changes to existing tax rates in the Accounting System Manager are not updated in
Transaction e-Mail; you will need to amend the tax rate manually in this instance.
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To maintain transaction e-Mail tax rates
o Choose Transaction e-Mail > Configuration.

® Click the 'Tax Rates tab.

Sage 200

e-Mail || Processing Views | Pricing | Status Messages

Tax Rates

To ensure that orders and invoices are allocated ko the correct Tax rate you must

define the type of the Tax rates seb upin vour accounting system.

Code Mame % Rate Type

0 Exempt 0,00 Exempt
1 5td Rate 17,50 Standard
2 ZeroRated 0.00 Zero
4 EC Zero 5L 0.00 Other
5 EC Service 0.00 Other
& EC Service 0,00 Other
7 EC ZeroPL 0,00 Other
g ECSkd PL 17,50 Other

o Click the 'Rate Type' column of the tax rate you want to change.

® Click'OK'to save.
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Maintain views

You can choose whose product codes, if any, are displayed when viewing orders and invoicesin
Transaction e-Mail. This could be your product codes or you can choose to display your product
codes with your customer/supplier codes.

To maintain views

o Choose Transaction e-Mail > Configuration.

@ Click the'Views tab.

Sage 200

e-Mail | Processing || Tax Rates
Message views

| Pricing || Status Messages

Transaction e-Mail can display product codes on vour Orders and Invoicesin a
nurber of different ways, Select your preferred way of displaving product codes
fFrom the options below:

(%) Do not show any product codes on orders of invaices
(") Show buyers' product codes on orders and suppliers' produck codes on invoices

(") Show both buvers' and suppliers' praduct codes on arders and invaices

® Select the required viewing option.

® Click'OK'to save.
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Maintain price tolerances

A pricetolerance provides a means of checking the item prices your customers and suppliers
have stipulated in the order documentation, against those you charge or would expect to pay.

When dealing with an order the item price specified in the order is checked against the
customer's price and any discounts held in the Price Book are applied. When dealing with an
invoice, if the items are from your usual supplier, the last buying price for each item is used.
Otherwise the standard cost or average buying price is used. Thiswill depending on the item's
costing method. For more information see your Sage 200 Stock Control User Guide.
documentation.

Order and invoice price discrepancies are indicated as the transactions are processed.

You can set the system to allow amargin of tolerance when checking prices, or to allow no
tolerance at all.

To maintain price tolerances
o Choose > Transaction e-Mail > Configuration.
o Click the'Pricing' tab.

Sage 200

e-Mail || Processing || Tax Rates || Views
Price tolerance

Status Messages

When imparting custormers arders, Transaction e-Mail always uses the pricing
information From the order, ¥ou can choose whether wou want to be informed of
pricing differences. It will check For vou that the supplied unit prices are within a
specified percentage of the seling price held in the accounting svstem.

If a price is outside the tolerance, the order will still be saved, but flagged For your
attention, Please choose from the Following options:

(=) Only warn me if prices differ by more than 0.00 | %

() warn me if prices differ at all
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e Select the required price tolerance.

e Toremove aprice tolerance, select the 'Only warn me if prices differ by more than' option,
enter the percentage of 0%.

o Click'OK'to save.
Maintain status messages

As part of the process of accepting orders and invoices Transaction e-Mail can be set to send a
status message automatically to the originator of the e-mails you receive. The messages keep
your customers and suppliers informed of the progress made.

The messages can be triggered when orders and invoices are received, rejected and deleted
within Transaction e-Mail. Acceptance messages can also be triggered when transactions are
moved into Sage 200. You can choose to:

o 'Create and send": creates a message on completion of an order process activity and then
sends it to the Outbox of your e-mail system.

e 'Create’: creates amessage on completion of an order process activity and placesit in your
Outgoing Message folder in Transaction e-mail. The message is ready to be sent to your
e-mail outbox when you choose.

e 'Don't create”: status messages are not created on completion of order process activity.

These messages also update the status of invoices and orders that have been e-mailed. When an
order or invoiceis e-mailed, the transaction is placed in the 'Sent Item' folder with the initial
status of 'Released’. As atransaction is processed by your trading partner and, provided status
messages are sent by your trading partner, the status message can update the original
transaction. The status applied can be 'Received’, Accepted', 'Deleted by Remote' and 'Rejected
by Remote'.
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To maintain status messages

e-Mail | Processing | Tax Rates | Views || Pricing
Skatus message opkions

L

Transaction e-Mail generates status messages as orders [ inwoices are received, and
processed, These messages are sent back to the ariginatar of the message toinform
them of the progress of their order [ invoice. You can choose which messages you
want to send to wour customers | suppliers, using the options below:

Order [ Invoice received:
Order | Invoice accepted:
Crder | Invaoice rejected:
Order [ Invoice deleted:

® Select the message options for each order/invoice process.

e Click'OK'to save.
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Maintain Customer and Supplier Matchings

The 'Maintain Customer/Supplier Matching' windows will most commonly be used by you to
update change of address details or remove customer and supplier information. It is periodically
necessary to update the matching information to ensure the automated matching process runs as
efficiently as possible.

To maintain customer matchings

® Choose transaction e-Mail > Maintain Customer Matchings.

[ze] Maintain Customer Matchings E]|§|@
Sent Customer
Sent Customer: || E]
MM Customer
AJC ref: |
Short name: |
Fostoode: |
Address:

e Fromthe'Sent Customer' drop-down, select the customer whose 'match’ you want to change.
The customer details boxes display the information currently matched to that customer.

e |f youwant to match to anew customer, click the'A/C ref' drop-down and select a customer
from the drop-down list.

o Click 'Save' to accept the new match.
o Click 'Delete' if you want to remove the match completely.
e Click 'Product' to change the matching on the products associated with that customer.

@ Click 'Close' to return to the main desktop.
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To maintain product matching

e Choose Maintain Customer/Supplier Matchings > Products. The 'Product Matching for
Customer/Supplier' window is displayed showing all the product codes in your Sage 200

system and the eguivalent codes from the selected customer or supplier.

Maintain Customer, Product Matching

Account: |

Mame: |

EEX

20002
20003
20020
20021
20022
20023
20024
20025
30001
30002
30003
30005

Edit

Product Code
20001

20001
20002
20003
20020
20021
20022
20023
20024
20025
30001
30002
30003
30005

| Delete | Delete Al |

Matching Code

IMatching Description
Jezcription 1
Description 2
Description 3
Description 4
Description 5
Description &
Description 7
Description §
Description 9
Description 10
Description 11
Description 12
Description 13

-
¥
Close

e From this window you can change your matched code in your Transaction e-mail system,
change the nominal code that the product will be posted to, or you can clear the match

completely.

e Click 'Save' to save the changes you have made.

e Select aproduct code and click 'Delete’ to remove a single match.

@ Click 'Delete All' to remove al matchesin the list.

To maintain supplier matchings

o Choose transaction e-Mail > Maintain Supplier Matchings.
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Maintain Supplier. Matchings

Sent Supplier

Sent Supplier: || E]

M3 Supplier

aJC ref: |

Short name: |

Postoode: |

Address:

Mominal Postings

e From the'Sent Supplier' drop-down, select the supplier whose 'match’ you want to change.
The supplier details boxes display the information currently matched to that supplier.

e Select how you want to match products to your nominal accounts. You can either match each
individual product lineto a nominal account or match all invoices to a single nominal
account.

If you choose to ‘Match ALL invoices to the following nominal account' you must select a
nominal code in the drop-down list. This option is useful if you only sell a single product
that is posted to a single sales nominal code.

e If you want to match to anew supplier, click the 'A/C ref* drop-down and select a supplier
from the drop-down list.

o Click 'Save' to accept the new match.
e Click 'Delete' if you want to remove the match completely.

e Click 'Product' to change the matching on the products associated with that supplier.
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Click 'Close' to return to the main desktop.

To maintain product matching

Choose Maintain Customer/Supplier Matchings > Products. The 'Product Matching for
Customer/Supplier' window is displayed showing all the product codes in your Sage 200
system and the eguivalent codes from the selected customer or supplier.

Maintain Customer, Product Matching E]@@
Account: | Marme: |

Product Code Matching Code IMatching Description 2
20001 20001 Description 1

20002 20002 Description 2
20003 20003 Description 5
20020 20020 Deszcription 4 b
20021 20021 Description 5
20022 20022 Description &
20023 20023 Description 7
20024 20024 Description §
20025 20025 Description 9
30001 30001 Dezcription 10
30002 30002 Description 11
30003 30003 Description 12
30005 30005 De=cription 13

-
¥
Edit | Delete | Delete Al | Close

From this window you can change your matched code in your Transaction e-mail system,
change the nominal code that the product will be posted to, or you can clear the match
completely.

Click 'Save' to save the changes you have made.
Select a product code and click 'Delete’ to remove a single match.

Click 'Delete All' to remove all matchesin the list.
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Manage Messages

M essages cover:
e 'Transactions: orders and invoices received from your customers and suppliers using e-mail.

e 'Statusmessages: received from your customers and suppliersinforming you of the progress
made on orders and invoices.

Incoming messages

Transaction e-Mail retrieves messages and transactions (XML format only) from your e-mail
system automatically when you access Transaction e-Mail. While Transaction e-Mail is active
the incoming messages are retrieved according to the frequency that has been set for the system.
M essages and transactions can a so be retrieved manually by clicking 'Check Mail' when
viewing incoming messages.

Transaction e-Mail validates all transactions and messages retrieved from your e-mail system.
Those that are corrupt or with attachments that are not in XML format are moved into
Transaction e-Mail but are marked 'Invalid XML". Invalid transactions cannot be processed
further, it is only possible to print or delete them from Transaction e-Mail. To process such
transactions you need to print the details and then enter the information by hand into Sage 200.
You can then link the order/invoice to the message in Transaction e-Mail. See Link transaction
to manually entered order or invoice on page 129.

Matching

Once atransaction (order or invoice) has passed the validation processit is then subject to an
automatic matching processing. Transaction e-Mail attempts to understand and recognise the
transaction details.

The matching process is achieved using associations between the codes your suppliers and
customers use and the codes you use. Initially, it is unlikely that Transaction e-Mail will
successfully match these details. For example, you may buy bolts from a supplier that have a
code on your Sage 200 program BOLTQ001, whereas the supplier that buys the bolts from you
may have the same bolts listed on their system with a product code BOLTSL. It takes time to
build the associations, which in time automates the matching process. The matching process
will be made easier if you contact your suppliers and customers who also use Transaction
e-Mail and agree to use the same reference codes.

Maintaining your matchings hel ps keep the associations current. This ensures a smooth
automated matching. You can edit or remove matches using the '‘Maintain Customer/Supplier
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Matching' windows in Accounting System Manager. For more information see Maintain
Customer and Supplier Matchings on page 114.

Sales orders

A matchis required for the customer and the goods/services (order lines) specified in the order.
Transaction e-Mail supports all order line types within Sage 200.

e 'Standard order line': amatch isrequired for the product code. If the item uses multiple units
amatching selling unit is also required.

o 'Freetext order line': no match isrequired. The details specified from your customer are
used.

e 'Additional charge': the details specified from your customer can be used or you can map the
charge to a charge setup in your system.

e 'A comment": no match isrequired. The details specified from your customer are used.

Incoming sales orders with multiple delivery addresses are split into individual orders for each
address when the order is added to Sage 200.

Purchase invoices
A match isrequired for the supplier. Theinvoice lines can be matched to:

@ 'Product codes: thisisthe matching process you would use in most circumstances. The
invoice is prepared for transfer into Sage 200 Purchase Order Processing. The invoice lines
are matched to product codes and, if appropriate, charge codes. Free text and comment lines
can be accepted.

Aninvoice must match outstanding order linesin Purchase Order Processing beforeit can be
moved into Sage 200. When you attempt to move the invoice into Sage 200, the system
automatically matches the invoice lines to outstanding order lines for you. If amatch is not
found, awarning is displayed. This can be resolved by amending the order in Sage 200 or
entering the invoice by hand.

e 'Nominal account': this provides a means of adding an invoice to Sage 200 when thereis no
outstanding order for the entire invoice. The invoice is prepared for transfer into Purchase
L edger, thisremoves the need to map the invoice linesto outstanding order linesin Purchase
Order Processing.
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During the matching process a price check is performed for orders and invoices in accordance
with the price tolerance setting for Transaction e-Mail. Price discrepancies are displayed during
the matching process. As the transaction is moved into Sage 200 awarning will be displayed if
the transaction has a price discrepancy. You can choose to view the discrepancy, accept the
difference or cancel the transfer of the transaction into Sage 200.

Depending on your processing setup, the retrieved transactions that have been successfully
matched are automatically moved into Sage 200 or they are displayed in your 'Incoming
Messages folder ready to be added to Sage 200. Transactions that fail the mapping process are
placed in the 'ITncoming Messages folder and must be mapped manually before they can be
processed further.

All transactions are assigned a status to indicate issues or further action required.

Regardless of the status applied to an incoming transaction, Transaction e-Mail may generate a
status message for the originator of the transaction. This depends on your status message
settings. For more information see Maintain status messages on page 112.

Outgoing messages

Depending on how Transaction e-Mail is set up, orders and invoices either circumvent
Transaction e-Mail and are passed directly into your e-mail system or they are transferred into
Transaction e-Mail, where they can be manipulated. This means you can edit the e-mail address
atransaction will be sent to, put atransaction on hold or deleteit, beforeit is sent viae-mail.
Outgoing messages are placed in the 'Sent Items folder once they have been processed.

Sent messages

Orders and invoices you have sent to your customers and suppliers are stored in Transaction
e-Mail. They are displayed in the 'Sent Items' folder marked 'Released'. While they are stored,
they can be resent, printed or deleted from Transaction e-Mail.

Note: Status messages that have been sent are not stored in Transaction e-Mail.

Processed messages

Details of orders and invoices added to Sage 200 are stored in Transaction e-Mail. Processed
orders and invoices are displayed in the 'Processed Items folder marked 'Accepted’. While they
are stored they can be printed or deleted from Transaction e-Mail. You can also link a manually

entered invoice or order to the message in Transaction e-Mail. Thisis particularly useful in
maintaining an audit trail for manually entered transactions.
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Note: Processed status messages are not stored in Transaction e-Mail.

Process incoming messages

To move an order or invoice into Sage 200 you need to check the status applied to the
transaction as it was retrieved from your e-mail system. This will determine what you need to
do next. Transactions marked:

e 'Invalid XML'": cannot be processed further. You can print and delete the transaction. You
can use the printed transaction to enter the details manually in Sage 200. You can then create
alink between the manually entered details and the transaction in Transaction e-Mail. See
Link transaction to manually entered order or invoice on page 129.

e 'Mapping Required’: must be manually matched. Transaction e-Mail was unable to prepare
the order for Sage 200.

e 'Pending Acceptance': the transactions can be moved into Sage 200.

Once atransaction is successfully added to Sage 200 it is marked 'Accepted’ and moved into the
'Processed Item' folder within Transaction e-Mail.

If a problem occurs while attempting to add the transaction to Sage 200 a message is displayed.
Repeat the activity to add the transaction. If it continues to fail you can enter the transaction
manually.

Orders and invoices can be rejected or deleted from Transaction e-Mail.

e 'Delete: ordersand invoices marked 'Invalid XML', 'Mapping Required' or 'Held In Out
Box' can be deleted from Transaction e-Mail.

Deleted transactions are removed from Transaction e-Mail. A status message may be sent to
the originator if your system is set to do this.

o 'Reject”: orders and invoices can be rejected regardless of their status. The transactions are
removed from the system. A status message may be sent to the originator if your system is
set to do this.

Depending on your 'System Settings, orders and invoices that have been successfully mapped

by Transaction e-Mail can be automatically moved into Sage 200 for you. See Processing on
page 106.
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To process incoming messages

@ Choose Transaction e-Mail > Incoming Messages.

Transaction e-Mail - View Incoming Messages Q@@
Transaction e-Mail messages
| Company Mame Type Subject Sent [ Received Skatus

Homestyle Kitchens Lkd Invoice Transaction eMail: Invoice Mo, 216 from Home... 02f09/2005 14:06  Mapping...

Crder Transaction rder Mo, 0000 Pending A...

Homestyle Kitchens Lkd Status In... Transaction eMail: Status of wour Invoice o Ho.. 02/09/2005 14:08  Received

Selected Message
From: JO=SAGE/OU=5AGE_DOMAIN/CN=RECIPIENTS/C Received: 02/09/2005 14:22 Trader: BETOO1
Subject: Transaction eMail: Order Mo, 0000000273 from Ho o Status: PendingAcceptance Products: Al lines matched

HomeStyle Kitchens Ltd
Unit 128

Western Park Purchase Order
Bizhopthorpe
York Y023 6BS

Your Reference |2001/p

Your VAT
Humber

|AII Amounts in  |Pounds Sterling

Order To:
[ John Mokaney |order Date 02 Sep 2005

Standard View | History View

Chesk

@ To print an order or invoice, select the transaction from those displayed, and click 'Print'.

Determine the status of each displayed transaction and decide the action required.

@ Toregect anorder or invoice, select the transaction from those displayed in the 'View
M essages window and then click 'Reject'.

@ To delete an order or invoice, select the transaction from those displayed in the 'View
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Match order details
@ Select the message to be matched from those displayed in the 'View Messages' window.
o Click 'Match or Check Details.

e |If the order contains atax rate not recognised by Transaction e-Mail the 'Match Tax Rate'
window is displayed for you to match the tax rate.

e To match thetax rate click the 'Rate Type' column, from the drop-down list, select the tax
type you want to match the tax rate to. Click 'OK' to save the information.

e To add the tax rate to Sage 200, click 'Add Rate'; the 'Tax Rate Details window is
displayed. Click 'Add' and enter the details of the new tax rate; then click 'Close’. Map
the new tax rate to a rate type in Transaction e-Mail by clicking the '‘Rate Type' column
and selecting a rate type from the drop-down list. Click 'OK" to save the information.

Sage 200 —[ox

Account Selection Incoming Meszage Details

AIC ref: ABBOOL v MName:  [HomeStyle Kikchens Lkd

Address: | Unit 128
shart name: | Abbey b/ western Park
Eishopthorpe

Postcode:  |EH1Z 1WE i ark Y023 665

Marne:
Match Lines
Line Product Code Description Quantkity Unit Price Tatal

1 Professional Blender 5 Speed 4,00 135.11 540,43

@ To match the customer to an account record in Sage 200, use the 'A/C ref' drop-down. To
view more details about the customer, click 'Details. You can also use this to select and
match an account.
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® To match order linesclick 'Match Lines.

DrderLineMapping o [ 4
Order / reecice details from Transaction e-pail
=
Cust, Prod. Code Description Quantity Unit Price VAT Rate
ACSHBLEMDER Professional Blender 5 Speed 4.00000 13510818 Standard
Size & Colour Product Dimensions Pack Size & Guantity
Size: Length: Width: VYolume: Pack Size: Each
Colour: Height: Depth: Weight: Amount: 4.00000
-]
Line type
(¥)standard item (OFree text item (O additional charge () Comment line
Product details from Accounting Spstem
Code:  |BCS/BLENDER | Skatus: Ackive Quankity: 4.00
Mame: |Professional Elender 5 Speed Unit price: 256.50000
Group: 1415 Seling Unit | Each
Type:  |Skock Pricing unit: |Each Free stock: 1900000

@ Select the order line type you are matching.
e 'Standard’: usethe '‘Code' drop-down to match your product code to that detailed in the
transaction. If the item uses multiple units, select the required selling unit using the
drop-down. You can also change the line type to 'Free text item'.

e 'Freetext': no matching isrequired, or you can change the line type to 'Standard' and use
the 'Code' drop-down to match the description to a product code.

e 'Additiona charge': the line type 'Free text item' is automatically selected for you. You
can accept this or select 'Additional charge’ and use the 'Code’ drop-down to match your
charge to that detailed in the transaction.

e 'Comment’: no matching is required.

Note: Price warnings are indicated if discrepancies have been found which are outside
the price tolerance setting. A line displayed in green indicates that the price discrepancy
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isinyour favour. A line displayed in red indicates that the price discrepancy isin your
customer's favour.

o Click 'Next Line' or 'Previous Line' if you are dealing with multiple order lines.
e Click 'OK' to save the mapped product information.
o Click 'Save' to record the matched transaction.

Hints: Before saving the information you can clear the mappings you have made; to do this
click 'Discard'.

Match invoice details
® Select the message to be matched from those displayed in the 'View Messages window.
o Click 'Match or Check Details.

e If theinvoice contains atax rate not recognised by Transaction e-Mail the 'Match Tax Rate'
window is displayed for you to match the tax rate.

e To match the tax rate, click the 'Rate Type' column, from the drop-down list, and select
the tax type you want to match the tax rate to. Click 'OK' to save the information.

e To add the tax rate to Sage 200, click 'Add Rate'; the 'Tax Rate Details window is
displayed. Click 'Add' and enter the details of the new tax rate and then click 'Close'.
Map the new tax rate to arate type in Transaction e-Mail by clicking the 'Rate Type'
column and selecting arate type from the drop-down list. Click 'OK' to save the
information.
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[ Sage 200 (=1
Azcount S election Incoming Mezzage Details
AJC ref: v Name:  |HomeStyle Kikchens Lid
shart name: | Atlas v Addresst | Unik 128
Western Park.
Postcode:  (MMW1G 31U - Bishopthorpe
‘ork Y023 685
Mame: Atlas Fanges Ltd

I atching Option
(CIMatch ALL Invoices From this Supplier to Mominal Account:
(CIMatch this Invaice only ko the Following MNaminal Account:
(CIMatch each line an this Invaice ko a different Nominal Account within the accounting system.
(Z)Match each line on this Invoice ko a different Product Code within the accounting system.

Match Lines

Line Product Code Description Guantity Unik Price Total

1 Professional Blender 5 Speed 5.00 256.50 1282.50

@ To match the supplier to an account record in Sage 200, use the 'A/C ref' drop-down. To
view more details about the supplier, click 'Details. You can also use thisto select and match
an account.

Prepare invoice for Purchase Order Processing

e Select 'Match each line on this Invoice to a different Product code within the accounting
system' from the matching options and then click '‘Match Lines.

Note: Pricewarnings areindicated if discrepancies have been found which are outside
the price tolerance setting. A line displayed green indicates the price discrepancy
isin your favour. A line displayed red indicates the price discrepancy isin your
customer’s favour.
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InvoiceLineMapping - | O |1|
Order / Invoice details from Transaction e-h ail
[
Cust. Prod. Code Description Quantity Unit Price VAT Rate
Professional Blender 5 Speed 5.00000 256 50000 Standard
Size & Colour Product Dimensions Pack Size & Quantity
Size: Length: Width: Volume: Pack Size: Each
Colour: Height: Depth: Weight: Amount: 5.00000
=
Line type
(®)standard item (O)Free text item (Oadditional charge () Comment line
Product details from Accaunting Syster
Codet | ACS/BLEMDER + | Status: Active Quantitys 5.00
Name: |Professional Blender 5 Speed 1nit: price: 135.11
Group: 1415 Buying Unit |Fach
Type:  |Stock Pricing unit: |Each Free stock: 19.,00000

o Sdlect the line type you are matching.

e 'Standard': usethe 'Code' drop-down to match your product code to that detailed in the
transaction. If the item uses multiple units, select the required buying unit using the
drop-down. You can also change the line type to 'Free text item'.

e 'Freetext: no matchingisrequired, or you can change the line typeto 'Standard' and use
the 'Code' drop-down to match the description to a product code.

e 'Additional charge': the line type 'Free text item' is automatically selected for you. You
can accept this or select 'Additional charge' and use the 'Code' drop-down to match your

charge to that detailed in the transaction.

e 'Comment": no matching is required.

e Click 'Next Line' or 'Previous Line' if you are dealing with multiple invoice lines.

o Click 'OK' to save the mapped product information.
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Click 'Save' to record the matched transaction.

Hints: Before saving the information you can clear the mappings you have made; to do this
click 'Discard'.

Prepare invoice for the Purchase Ledger

Select the required nomina account matching option.

Select the nominal account from the drop-down. If you have chosen to map each line of the
invoice to a different nominal account, click 'Match Lines and then select the required
nominal account for each line.

Click 'Next Line' or 'Previous Line' if you are dealing with multiple invoice lines.

Click 'OK' to save the mapped product information.

Click 'Save' to record the matched transaction.

Add order or invoice to Sage 200

Select a transaction marked 'Pending Acceptance’ from those displayed in the 'View
Incoming Messages window and click 'Add to Accounts.

If thereis a price discrepancy for the transaction, awarning is displayed. You can choose to
accept the discrepancy, view the difference or cancel the transfer of the transaction into Sage
200.

If you are dealing with an invoice prepared for Purchase Order Processing and the system is
unable to match all invoice lines to outstanding order linesin Sage 200, awarning is
displayed. An invoice cannot be moved into Sage 200 unless it can be fully matched to
outstanding order lines. Identify the discrepancies and take remedial action. See Purchase
invoices on page 119.

If the e-mail address on the incoming transaction is different to that stored for the customer/
supplier in Sage 200, you can update the address stored in Sage 200 when prompted to do
0.

The details are moved into Sage 200 and the source transaction is moved into 'Processed
Items
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Deal with status messages

e To update the status of the original order/invoice in your 'Sent Item'’ folder, select the
corresponding message and then click 'Update’.

o To delete the status message without updating the status of the original order/invoice
updated, select the message and then click 'Ignore Message'.

Link transaction to manually entered order or invoice

Incoming orders or invoices that fail to be moved into Sage 200 can be printed and then
manually entered into Sales Order Processing or Purchase Order Processing where appropriate.
You can then create an association between the manually entered order or invoice and the
transaction received in Transaction e-Mail for completeness.

@ Select the transaction from those displayed in the 'View Incoming Message' window and
click 'Enter by Hand'.

Drder Enter By Hand — =] x|

Enter the Order Mumber that was
assigned ko this Order by your accounting
system,

Order Mo, v

Cancel

e Select the manually entered order/invoice using the drop-down.

e Click'OK".

Process outgoing messages

Depending on your Transaction e-Mail settings, once orders and invoices have been generated
in Sage 200 they are either:

e Moved into Transaction e-Mail ready to be sent to your customers and suppliers.
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The messages are placed in the 'Outgoing Messages folder and marked 'Pending Release'.
Before these messages are sent they can be put on hold or deleted. You can also change the
e-mail address of a message before sending it via e-mail.

To send atransaction it must be marked 'Pending Release’. You can also use this activity to
resend a message. You cannot send transactions marked 'Held In Out Box'.

e Moved directly into your e-mail system.

Messages that are sent to your e-mail system are moved into the 'Processed Messages folder
and are marked 'Released'.

To process outgoing messages

@ Choose Transaction e-Mail > Outgoing M essages.

Transaction e-Mail - ¥Yiew Outgoing Messages - IDIﬂ

Transaction e-M ail meszages

Company Mame Twpe Subjeck Sent | Received Skatus

Hornest: litchens Led Invoice Transaction eMail: Invoice Mo, 214 from Home.. 01f09/2005 10:31  Pending F...
HomeStyle Kitchens Lkd Invoice Transaction eMail: Invoice Mo, 214 from Home.. 01)09/2005 10:32  Pending F...

Selected Meszage

To: brian@betkit. com.uk Received: 01/09/2005 10:31 Trader:
Subject: Transaction eMail: Invoice Mo, 214 from HomeStyle  Status: PendingRelease Products:  alllines matched
- Send Message

Edit e-t4ail Address
HomeStyle Kitchens Ltd
Unit 128 | _H old or Releasze Meszage

\Westorn Park Sales Invoice Delet
Bizhopthorpe
York ¥C23 685
Your Reference
VAT Humber:376 6523 94 Your VAT 575 6324 74
Humber

All Amounts in  |Pounds Sterling

Invoice To:
Better Kitchens Invoice Ho. 214
212 Wiesterfield Road Invoice/Tax Date |01 Sep 2005 =
P [Py

Standard View | History Wiew

Cloze

e To send amessage, select the message and click 'Send Message'.
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@ To change the e-mail address for a message, select the message, and click 'Edit e-Mail
Address.

o To stop amessage from being sent, select the message and click 'Hold or Release Message'.
To reverse this action, select the message again and click 'Hold or Release Message'.

e To delete amessage, select the message and click 'Delete’.

Manage processed messages

Details of orders and invoices added to Sage 200 remain stored in Transaction e-Mail. While the
transactions are stored they can be printed. Oncethey are no longer required they can be deleted
from Transaction e-Mail. You can also link a manually entered invoice or order to the message
in Transaction e-Mail. Thisis particularly useful in maintaining an audit trail for manually

entered transactions.

To manage processed messages

IE Transaction e-Mail - View Processed Messages

Transaction e-Mail messages

Company Mame Type Subject | Sent [ Received | Status + |
Bakers Ltd COrder Transaction eMail: Order Mo, 0000000154 fro... 26/07/2005 15:35  Accepted ﬂ
Bakers Ltd Order Transaction eMail: Order Mo, 0000000156 fro... 0S5/09/2005 15:34  Accepted
Bakers Ltd COrder Transaction eMail: Order Mo, 0000000158 fro...  O7f09/2005 11:05 Accepted |
Bakers Lid Crder Transaction eMail: Order Mo, 0000000160 Fro.. 03/09/2005 10:29  Accepted -
E'a|ker3 Ltd Order Transackion eMail: Order Mo, 0000000161 fro...  08/0%9/2005 10:31 AcceptedA‘z‘
4 3

Selected Message
From: JO=MMDMNET-EXCHANGE/OU=FIRST ADMINISTRATIVE Received: 05/09/2005 15:34 Trader: [uulululululu}}
Subject: Transaction eMail: Order Mo, 0000000156 From Status: Accepted Products:  all lines matched

a Print Order
Enter by Hand

Bakers Ltd

Unit 10, M. Park Business Cen Delete

Ryton Wy

M. Park Industrial Estate Purchase Order |
Mewecastle ME1S 944

Your Reference

Your VAT
Humber

All Amounts in  |Pounds

Order To:

Order Date 05 Sep 2005
Order Ho. 00000001 56 w

Imit & 29

Standard Wiew | History View

Close
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e To print an order or invoice, select the message from those displayed and click 'Print Order/
Invoice.

e Tolink amanually entered order or invoice, select the message from those displayed and
click 'Enter by Hand'.

[mo]Order Enter By Hand o ] 4

Enter the Order Mumbet that was
assigned ko this Order by your accounting
syskern,

Order Mo, v

Cancel

e Select the manually entered order/invoice using the drop-down list and click 'OK".

e Toremove an order or invoice you have added to Sage 200, select the message and click
'Delete’.

132



Chapter 5 Transaction e-Mail

Manage sent messages

This covers the invoices and orders you have sent, not the status messages. While the messages
are displayed in the 'Sent Items' folder they can be resent, printed or deleted from Transaction
e-Mail.

To manage sent messages

® Choose Transaction e-Mail > Sent Items.

=

Tranzaction e-Mail meszages

Companry Name Type Subject Sent | Received Status

Kitchens Ltd Invoice Transaction eMail: Invoice Mo, 214 from Home... 017092005 10:31 eased

Selected Meszage
To: brian@betkit. com. uk. Received: 01/09/2005 10:31 Trader:

Subject: Transaction eMail: Invoice Mo, 214 from HomeStyle  Status: Released Products: Al lines matched

-
Eﬁﬂ;gme Kitchens Ltd Delete Message

Western Park Sales Invoice |
Bishopthorpe
York Y023 685
Your Reference
VAT Humber:376 6523 94 Your VAT 673 5324 T4
Humber

All Amounts in  |Pounds Sterling

Invoice To:
Better Kitchens Invoice Ho. 214
212Westerfield Road Invoice:Tax Date |01 Sep 2005 d|
P

Standard View | History View

Cloze

e Toresend an order or invoice, select the message from those displayed and click 'Resend ...".
e To print an order or invoice, select the message from those displayed and click 'Print ...".

e Toremove an order or invoice, select the message from those displayed and click 'Delete
Message'.
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Produce and Reconcile
Intrastats

Companiesinvolved in the sale or acquisition of goods
within the EC, need to submit intrastats (formerly known
as supplementary statistical declarations or SSDs) if the
value of their exchanges exceed a threshold value.

This section explains how to produce an I ntrastat
Declaration and reconcile its values within Accounting
System Manager.

Activities:

Generate I ntrastat

Intrastat M aintenance

Produce | ntrastat

Reconcile Intrastat



Before you begin...

You must have:

v Suitable security privilegesto perform these activities. See your
system administrator for more information.

v Enabled Intrastat by selecting the 'Produce Intrastat
declarations' option within the System Settings. For more
information see Enter System Settings on page35.

v/ Set up one or both of the order processing modules to generate

intrastat entries. This depends on your need to generate a
declaration for sales and/or purchases.

Remember ...
Use your help system for further definition of the on-line windows.

For more information on using the help system, see the Sage 200
Operations documentation.
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Manage Intrastat

What is an intrastat?

Following the formation of the single European Market in the 1990s, away was nheeded for the
different EU governments to compile their trade statistics. The Intrastat (also known asthe
Statutory Statistical Declarations or SSD) was the agreed method that companies should use to
record goods traded between companies within the EU.

How is the Instrastat used?

The Intrastat must be sent to the relevant authorities, depending on where your businessis
based.

e Great Britain (GB): HM Revenue and Customs. For more information see the HM Revenue
and Customs website at www.hmrc.gov.uk.

e Ireland (IE): Irish Revenue Commissioners. For more information see the Irish Revenue
Commissioners website at www.revenue.ie.

These declarations provide information about all goods moving between EU countries. The
document uses agreed standard 'commodity codes' to describe the goods, the purpose of the
movement and details of the weight and value of theitems.

Who needs to produce an Intrastat?

The government sets monetary limits whereby a company is liable to produce an Intrastat
return. Please check with HMRC or the Irish Revenue Commissioners for details on these

limits.

A company isliable to produce an Intrastat when the value of goods sent to, or recieved from,
another country in the EU exceed that limit set by the government where the company is based.

When is the Intrastat produced?
Reports are normally produced per calendar month.

In the UK a company has the choice of declaring goods based on the date of the goods arrival/
despatch or based when VAT was applied to the charge of the goods.

In Ireland, a company must declare goods based upon when VAT became chargeable on the
goods.
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How is an Intrastat submitted?

In the UK, you can submit via:

Paper submission on HMRC forms.
Internet keying of the values, directly onto an online form.
Posting on the internet using a CSV file.

EDI.

In Ireland you can use:

For more information, please check with HMRC or the Irish Revenue Commissioners.

Plain paper.

Paper submission on Revenue Commissionars forms.
Internet keying of the values, directly onto an online form.
CsV file.

Fixed format file.

EDI.

How does Sage 200 record Intrastats?

The collation of thisinformation for sales and purchases, is handled for you when using the
Sales Order Processing and Purchase Order Processing modules.

Sage 200 supports the generation of an Intrastat Declaration in CSV format only. The CSV file
layout compliesto rules defined by the relevant Government department responsible for import
and export. Sage 200 bases the required declaration layout on the country code specified for

your company on the Company Details tab.

Generally, Intrastat are produced for entries in a calendar month. The intrastat entries are
exported to afilein CSV format, which can hold up to 999 entries. Depending on the number of

entries several CSV files may be generated.
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If you are an agent generating the declaration on behalf of an organisation, you can specify your
agency details to appear in the declaration.

Before generating the final declaration you can produce a printed version of the declaration
available as adraft. You can also reconcile the intrastat values for a period to the associated
values for VAT. These activities may identify anomalies.

Call up and display System Settings

@ Choose Accounting System Manager > Intrastat (SSD).

Generate Intrastat Entries

Use this option to create the intrastat entries from the information entered in your SOP and POP
modules.

To produce a draft intrastat declaration

® Choose Intrastat (SSD) > Generate Intrastat Entries.

£2 ASM - Generate Intrastat Entries

Ledger Type [restination
(OF] (3)Bath
[)=e:] (") Despatches
CIpoP () arrivals

Drake

Date ko generate entries up bo: i

o Select whether you want to generate the intrastats for your SOP or POP modules, or whether
you want to generate the intrastats from both.

e Select whether the intrastats are for goods that you sell or receive (Despatches or Arrivals).
You can also select to do both.

e Select the date to generate the Intrastats up to, in the Date box.
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e Click OK. The processwill begin. The first time that you run this process, the following
warning appears:

Ensure settings are correct

i The method of reporting Intrastat {despatch/receipt or invaice/credit) cannat be changed once Intrastat generation
\4_) has been run, It is recommended that vou check the SOP and POP Intrastat settings prior to generation.

Do vou wish ko continue?

e |If you are satisfied that your SOP and POP settings are correct, click OK to continue. (If you
are not sure, click No and review the settings in your SOP and POP modules.)

Once the process is complete, the list of intrastat entries can be viewed in the Intrastat Entry
Maintenance window.

Intrastat Entry Maintenance

The Intrastat Entry Maintenance window allows you to update any intrastat entries listed on
your Sage 200 Accounts system. From the window, you can:

e Edit anintrastat entry

® Addanew intrastat entry ‘on the fly'
o Delete anintrastat entry

e Update batches of intrastats.

To maintain Intrastat Entries

@ Choose Intrastat (SSD) > Intrastat Entry Maintenance.
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= ASM - Intrastat Entry Maintenance g@

Intrastat entry details

Eal Order | Return No: Ttem code! F commodiy code: | Bekcode [
Cisor Batch: Unsubmitted entries. AiCref: Gonds vals Froms £ | | o] |
()" Status: Short name: Invaice { Despatch date: [ f w iy
Intraskak sntries
Ref.No  Inv/Dsp.D.. CrbyCode  NOTC  Del. Terms  MebMass  GoodsWalue  Country  Supp. Units
Despatch  D0DDDOD133 17/05(2005 e E

Despatch 0000000267 01/04/2006 10 El

o 3401 ES o
0000000295 SOP Despatch 0000000272 05/04/2006 10 =10 o 851 ES o
0000000322 SOP Despatch 0000000301  18/07/2006 10 =10 o 974 ES o
0000000322 SOP Despatch 0000000301  18/07/2006 10 =10 o 3401 ES o
0000000337 SOP Despatch 0000000319 29/08/2006 10 =10 o 6931 ES o
1 items selected
(s fview | [ gateh Update | [ addentry | [ petete | [ select a | [ show Coluns > |

The window displays all intrastat transactions, based on the details selected in the 'Intrastat
entry details area of the window.

Select the settings to hide and show specific intrastat entries, based on module, batch type and
item type. Click Display to view the list. Select one of the links below for more information.

You can see more details in the window by clicking Show Columns.

Editing Intrastat Entries

It ispossible to edit certain details of existing intrastat entries that are listed after running the
Generate Intrastat Entries option.

Note: You cannot edit the date or reference details.

Use the following instructions to find out how to edit an existing intrastat entry.

To edit an intrastat entry

e Choose Intrastat (SSD) > Intrastat Entry Maintenance.

e Enter your Intrastat entry details criteria and click Display.

e Select an entry, or multiple entries, from the list.
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e Click Edit/ View. If you have selected a number of entries aleft and right arrow buttom will
appear on teh screen. Click on the arrowsto scroll through the intrastat entries.

S5 ASM - Edit Intrastat Entry

Intrastat Entry Header

Destination Type: OrderfReturn no:

Enitry Source: Account ref:

Intrastat Entry Details

Stock Code: Commodity Code: |
Goods Yalue! a74 Net Mass: 0
Statistical Yalue: Supplementary Units: 0
Reference Mo 0000000301

Intrastat Entry Delivery Details

Mature of Transaction: [y = Destination Country: |ES - Spain [«

Terms of Delivery: Exy v Country of Origin: |

Mode of Transport:

Inkrastak Enkry Dabes

Tax Monkh:
Tax fear:
Entry Date: 3
’ Save ] ’ Wigw Account ] ’ Wiew Stock Item ] i Wiew Order/Return

e Edit any incorrect details.
o Click Save.

It isalso possible to view the account, stock item and order/return by clicking on the
appropriate button at the bottom of the window.

Adding Intrastat Entries
If necessary, it is possible to enter intrastat entries directly into the Intrastat Entry maintenance
window. This allows you to enter specific details on the intrastat return.

For example, you may need to do thisif you need to record stock movements outside of the SOP
or POP modules (e.g. in the Manufacturing module).
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Use the following instructions to find out how to create a new intrastat entry.

To add an intrastat entry

® Choose Intrastat (SSD) > Intrastat Entry Maintenance.

e Enter the Intrastat entry details and click Display.

e Sdect an entry fromthelist.

e Click Add Entry.

<= ASM - Add Intrastat Entry

Inkrastat Entry Header

Destination Type: (®)Despatch () Arrival

Entry Source:

Intrastat Entry Details

Stock Code:
Goods Value!

Statistical Yalue:

Il

Reference Mo

Intrastat Entry Delivery Details

Mature of Transaction: [4q =]
Terms of Delivery: Exy v
Mode of Transpart:

Inkrastak Enkry Dakes
Tax Month:
Entry Date: 15112007

Order/Return no:

Account ref:

Commodity Code:

Met Mass:

Supplementary Units:

Destination Country:

Country of Crigin:

[ ]

[ ]
[
[

EEX

Cancel

o Enter the Intrastat Entry Header information.

Select whether the intrastat entry isfor goods that you have imported or you have sold, along
with the order / return reference number and account reference code.
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e Enter the entry details.
e Enter the delivery details.
o Enter the date of the intrastat.

e Click Saveto record the intrastat entry details.

Produce a Draft Intrastat Declaration

This activity produces areport, which is a draft version of the Intrastat Declaration. This can
then be checked and verified before you produce the final declaration at which time the data
held in the system will be marked as printed. No updating occurs during the activity and thereis
no limit to the number of reports you can produce.

To produce a draft intrastat declaration

e Choose Intrastat (SSD) > Produce Draft Intrastat Declaration.

ASM - Produce Draft Intrastat (=] ]
Produce draft declaration for
(&) Artivals
(C)Departures
Intraztat details
Tax month: January M
Tax year: 2005 w

e Specify whether you want to produce the intrastat report for 'Arrivals (purchases and sales
returns) or 'Departures (sales and purchase returns).

e Sdlect the 'Tax month' to be covered in the report.
@ Select the 'Tax year' to be covered in the report.

e Click 'Print' to produce the draft report. Depending on your chosen output mode this will
either be spooled, previewed or sent directly to your printer.
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Produce Final Intrastat Declaration

Thisactivity exportsintrastat entries, for agiven period, toaCSV file format for submission via
theinternet. This process also updates the database so that the transactions cannot be included in
another declaration.

When generating the declaration, the intrastat entries are marked as printed and you can request
any previously exported entries marked as printed to be removed from the system. It is aways
best to produce the draft report first and reconcile it to make sure that no entries have been
missed or are inaccurate. Then produce the final declaration and update the database. The
number of entries exported to a CSV file are displayed when the activity completes.

To produce afinal Intrastat declaration

e Choose Intrastat (SSD) > Produce Intrastat Declaration.

55 ASM - Produce Intrastat Declaration g@@

Produce declaration For

() arrivals
O Departures

Inkrastat details
Tax month: January B
Tax year: 2007 e
Tax number:
Branch ID:
Agent narme:
Agent kax no:

Agent branch 10y

e Specify whether you want to produce intrastat for arrivals (purchases and sales returns) or
departures (sales and purchase returns).

o Enter the 'Tax month' to be covered in the report.

o Enter the 'Tax year' to be covered in the report.
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Confirm the organisation's 'Tax registration number' beginning with the value held in the
company details.

Enter text to act asthe '‘Branch ID'. Thisis optional and is useful if you have more than one
branch with the same VAT registration number.

Enter text to act asthe 'Agent name', 'Agent tax number' and 'Agent branch ID'. Thisis
optional.

e Click 'OK"to display the standard Windows 'Save As window.

saveas 2|

Save in; |Desktop V| - £

""4* My Documents
-: My Camputer
[ My Metwork Places

V| [ Save ]

File: name: | Intraztat Declaration

Save az type: | Comma Separated Values [*.cav) v| [ Cancel ]

o Click 'Save' to export the intrastat entries to the designated file. A confirmation is displayed.
x|

@ Intrastat declarations produced successfully,

6 entries were created,

Reconcile Intrastat Declaration

This activity compares the intrastat values for a given period against the associated values for
VAT. It can be used to find variations which may require further investigation to identify the
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cause. For example, variations can occur if sales or purchases have been made but not recorded
in the order processing modules.

To reconcile an intrastat declaration
Choose Intrastat (SSD) > Reconcile Intrastat Declaration.

ASM - Reconcile Intrastat Declaration 10l =|

Tax periods ta reconcile

Tax month: | RENNEIEY Tax year: | 2005 A4

Sales & purchazes from tax analysiz

Code Mame EC Terms S Sales Yalue  Purchases Yalue

4 EC ZeroSL Sales Goods & Related Services 1] 0.00 0.00

5 EC Service Sales Non-Related Services ] 0.00 0.00

Totals 0.00 | 0.00
Total no, of Intrastat entries: ] Intrastat totals: ] ]

@ Select the 'Tax month' and 'Tax year' to be covered from the drop-down lists.
The vaues are displayed for the specified period.

For each tax rate of the type EC, the EC terms and sales value and purchase value are
displayed.

The total salesvalue and total purchase value for the stored intrastat entries are displayed
and the number of intrastat entries used to compile the totals.

@ Click 'Print' to print the values.

e Compare the values to those generated by the VAT Return within the Nominal Ledger. For
more information see your Sage 200 Nominal Ledger user guide.
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Maintain Sage 200

This chapter describes the activities you can use to
maintain your Sage 200 data. Working through these
activities will improve the processing speed for Sage 200
and will perform checks on the integrity of your data if
you have had any system problems.

Activities:

Maintain transaction
audit file

View ledger status
Check balances

User Login Status
Facility



Before you begin...

You must have:

v Suitable security privilegesto perform these activities. See your
system administrator for more information.

Remember ...

For more information on using the help system, see the Sage 200
Operations documentation.
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Housekeeping Activities

Use the following activitiesto validate data and improve the processing speed for Sage 200.
Several activities can be used to resolve any data anomalies found.

Manage the transaction audit file

Sage 200 maintains an audit trail of transactions entered through the Financials and
Commercials ledgers. You should use this option to print, archive or delete the audit trail
transactions on aregular basis. How often you do this depends on the nature of your business
and the volume of transactions you accumulate, however we recommend printing or archiving
and deleting stored entriesis carried out as part of your regular housekeeping routines, at least
once a month.

Use this routine in conjunction with your ‘Nominal Ledger URN' report or the drill-down
available in each module to obtain more detailed information on individual transactions if
required. For example, if you need to know which type of transaction generated a particular
posting, make a note of the URN and the source. Return to the module (for example, Sales
Ledger), use 'Transaction Enquiry' to locate the transaction and use the drill-down to view the
transaction type.

The activity changes the printed (Ptd.) status of the audit trail entriesto 'yes' if the entries have
been archived or printed. Entries selected for deletion are deleted from the audit trail.

Note: Nominal Ledger postings are only displayed once they have been updated to the
Nominal Ledger. Pending and waiting postings are not displayed in this routine.
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To manage the transaction audit file

@ Choose System Utilities > Transaction Audit File.

-ioix]
Transaction selection
Source module: Al v From: To:
Printed status: ] Transaction date: 04{04j2005 @) | o4jo4izo08 ]
User number : Transaction URM:
Transactions
AlC Mo, Trans. Type Date Reference value  User Source LR Prd,

Enker transaction selection and choose Display ko show kransactions.

Tax iznsactions
AiC No, Trans. Type Date Reference value | User Source URN

Mo items ko display

Nominal ransactions
AJC No, Trans. Type Date Reference valus | User Source URN

Mo ibems ko display

Close

o Specify the module you want to select, or all modules.
o Specify adate rangeto select.

® Select the status of the entries to be processed. This may be ‘printed’, ‘'unprinted’, or both.

Note: If you want to delete entries, the printed (Ptd.) status must reflect that the entry has
been printed or archived. You can either filter the entries here selecting only those
with a printed status, or display both and then select the ones you want to delete.

e Specify asingle URN or a URN range or leave the range blank if you want to report on all
URNSs.
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e Specify the user number you want to select. If you do not specify this, transactions processed
by all userswill be displayed.

o Click 'Display".

e Select the entry you want and specify whether you want to 'Print’, 'Archive' or 'Remove' the
entry. If you want to print entries then select the printer you want to use. If you want to
archive entries then specify the file name to save the archive entries to.

Check ledger data integrity using Balance Ledgers

Usethe 'Balance Ledgers routineto ensurethat al your data stored for your Financials modules
isintact and has not become corrupt in any way.

If there is a possibility of data corruption, (for example, you may have experienced network or
computer failure while posting transactions), you should run this routine immediately to check
the integrity of the data.

It is also good practice to run this routine on aregular basis to prevent any problems being left
undetected for any length of time. If problems are not discovered, your daily processing and
backups will be affected.

Note: You must ensure there are no other users operating Sage 200 when you run this
routine.

Once you have run the '‘Balance L edgers' routine you may want to verify the ledger balance by
checking your ledger status. The 'Ledger Summaries' routine provides you with the overall

status of each ledger in terms of number of accounts per ledger, ledger balance and the period
you are currently working in.

Balance ledgers

'‘Balance Ledgers carries out various validity checks. The checks differ depending on the ledger
selected for validation from either the Financials or Commericals modules.

153



Sage 200 Accounting System Manager

Balance Financials Ledgers
Sales and Purchase Ledger

@ Theroutine checks that the balance on each account agrees with the total transactions
applied to each account, and also that the total values on all accounts agree with the total
central value stored for each ledger. It also verifies transactional information to ensure that
correct transaction types are held and that there are no invalid period numbers or tax
numbers.

You can run the routine choosing to validate and report anomalies only. You could do this
first to establish whether there are problems on the ledger. If there are no problems, the
message will report OK for all accounts; if there are problems a relevant message will be
reported alongside the entry description.

If you want to check only one customer or supplier account rather than the whole ledger, you
can do this by selecting a single account in the Sales or Purchase L edger. The routine can
reset the current balance on an account to the correct value in the event of the system
reporting an error on the account. You may want to do thisif, for example, you have
experienced a computer failure when entering transactions for a particular account. This
routine does not revalue the account and it does not produce a report.

Note: The option to balance a single account is not available to Nominal Ledger and
Cash Book.

If you find discrepancies on a customer or supplier account, you should continue to run the
'‘Balance Ledgers routine for the Sales or Purchase L edger as awhole to check the integrity
of the data.

Note: If running Balance Ledgers for one ledger shows discrepancies then you should
run the routine for all the other ledgers to check their integrity.

Cash Book

@ Theroutine checks that the total values on all bank accounts agree with the total central
value stored for the ledger. It verifiestransactional information for standing orders and direct
debits to ensure that transaction types are valid. If there are any Cash Book balance
discrepancies these are amended and reported.

Nominal Ledger

e Theroutine checksthat all transactions on each account agree with the account balance. It
checks that the total month to date and year to date values balance for all accounts and that
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the values on all accounts agree with the central value stored for the ledger. It also checks
that previous years balance figures for all accounts balance. Any Nominal Ledger

imbalances are posted to suspense.

If the report does inform you of any discrepancies, you should inform your Business Partner (or
the organisation which provides your technical support) who can then advise you of the best
method of resolving the problem. Thiswill normally be either to run the routine again choosing

to correct any discrepancies or to restore from a clean backup.

To balance the Financials ledgers

o Before starting this activity ensure there are no other users operating the Sage 200 system

and take a backup of your datafiles.

o Choose System Utilities > Balance Ledgers > Financials.

ASM - Balance Ledgers {Financials)

This routine checks and optionally adjusts data stored for the sales and
purchase ledgers, nominal ledger and cash book to ensure the inkegrity of

the information held.
‘fou can cancel the process at any time but in order to ensure data
! consistency it may not stop immediately,

Please ensure that you have backed up your data before running
this routine and that all other users have logged off the system.

Ledger Account selection

Sales hd (Osingle account () All accounts

Single account

AfC ref: AfC balance:
Shaort name: Credit Limit:
Paost code:

Walidate data options
(®)Walidate and report anomalies

(Owalidate, report and correct anomalies

e Select the ledger you want.

e For the Sales Ledger and Purchase Ledger, confirm if you want to balance al accounts.
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From the 'Validate data options' section (Sales Ledger and Purchase Ledger) confirm if you
want the anomalies found to be reported on or the anomalies corrected in addition to the
report. We recommend to report and correct.

Click 'OK" and confirm that you want to proceed.

Reset account balance

Select the Sales or Purchase ledger as you require.

Confirm that you want to balance a single account.

Select the account that you want to revise the balance for.

From the 'Validate data options' section, confirm if you want the anomalies found to be
reported on or the anomalies corrected in addition to the report. We recommend to report and

correct.

Click 'OK" and confirm that you want to proceed.

Outcomes

If the option to correct anomalies is requested, areport is produced showing:

e The number of accounts stored on the ledger.
The number of accounts stored on the ledger is counted and the figure compared with the
central record figure for the number of accounts. If the number does not agree, the
central record figure is adjusted.

e Each account has been validated.
The following entries on each account are checked: transaction type, period number, tax
period, total value on the account, and the total value on al accounts equals the central

value for the ledger.

If errors have occurred, a message is printed on the report relevant to the problem. If there
are no discrepancies the message prints 'ok’.
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Note: If transactions are removed from aledger as part of the necessary adjustment
process, they may need to be posted again. You may need to refer to a previous
backup or hard copy of your accounts to establish which entries have been
removed. Please contact the organisation which provides your technical support to
establish the best method of posting such entries again, and resolving the situation.

e If you have chosen to report anomalies, areport is produced but as adjustments are not
made, discrepancies are reported instead of adjusted.
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Balance Commercials Ledgers

This activity validates key quantities within the Commercials modules. The focus of these
checks are the stock quantities and the order/return line values for sales and purchases.

Discrepancies are displayed in an error log which can be printed. The activity includes an option
to make corrections when discrepancies are found. Such corrections do not generate
transactions.

The names of users currently logged onto Sage 200 are displayed when you try to run '‘Balance
Ledgers. They must log off Sage 200 for you to complete the activity. Once in progress the
system prevents other users logging onto Sage 200.

The following values are checked in each Commercials module. Using the correction option,
updates are made to the embol dened quantities when discrepancies are found; however not all
discrepancies generate corrections.

Sales Order Processing
e The'order line total for each order line, using the order quantity and discounted unit price.

e The'quantity despatched' for each order line, despatched either in full or part (quantity is not
zero), using the despatch entries linked to the order line.

Corrections only involve a decrease to the quantity despatched as aresult of finding alesser
value on the linked despatched entries. Discrepancies that indicate a potential increase, such
as finding no linked despatch entries or the despatch entries exceeding the order line
despatch quantity, are only reported; no correction is made.

'‘Batch/serial numbered items only': the total quantity of items linked to the despatch entries
is aso checked. Discrepancies do not generate corrections.

The 'quantity invoiced' for each order line, invoiced either in full or part (quantity not zero),
using the invoice entries linked to the order line.

Corrections only involve a decrease to the invoiced quantity as aresult of finding alesser
value on the linked invoice entries. Discrepancies that indicate a potential increase, such as
finding no linked invoice entries or the invoice entries exceeding the order lineinvoiced
guantity, are only reported; no correction is made.

e The'quantity allocated' for each order line that has been allocated stock (quantity is not
zero), using the allocation entries linked to the order line.
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Corrections only involve a decrease to the allocated quantity as aresult of finding alesser
value on the linked allocation entries. Discrepancies that indicate a potential increase, such
asfinding no linked allocation entries or the allocation entries exceeding the order line
allocated quantity on the order line, are only reported; no correction is made.

'‘Batch/serial numbered items only": if Sage 200 is set to assign batch/serial numbered items
to an order when alocating stock, the total quantity of items linked to the all ocation entries
is aso checked. Discrepancies do not generate corrections.

e The'order quantity' for each order line, to check it is greater than or equal to the quantity
allocated plus the quantity despatched. Discrepancies do not generate corrections.

® Additional charge lines marked as invoiced are linked to asingle invoice entry.
Discrepancies do not generate corrections.

e The'total goods' value for each order equals the total value of its order lines.
Purchase Order Processing
e The'order linetotal' for each order line, using the order quantity and discounted unit price.

e The'quantity received' for each order line, received either in full or part (quantity not zero),
using the receipt entries linked to the order line.

If the item on the order line is traceable, the total quantity of traceable items linked to the
receipt entries is also checked. Corrections are not made if discrepancies are found.

e The'quantity invoiced' for each order line, invoiced either in full or part (quantity not zero),
using the invoice entries linked to the order line.

e The'total goods value' for an order equals the total value of its order lines.

Stock Control

e The'quantity allocated' for each stock item, using allocations held for sales orders and stock.
e The'quantity on order' for each item, using quantities held for purchase orders.

e The'total quantity in stock’ for each stock item at each warehouse using the location
quantities (bins/shelves) within the warehouses.
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e The 'free stock quantity' for each stock item, using total quantity in stock and the quantity
allocated.

Note: Checks are made for item type 'stock’ only.
To balance the Commercials ledgers

® Choose System Utilities > Balance Ledgers > Commercials.

ASM - Balance Ledgers {Commetrcials) 5'

This routine checks and optionally adjusts data stared For stock,
items, purchase orders and sales orders to ensure the integrity of the
Fd ’ information held.
. ¥ou can cancel the process at any time but in order to ensure data
consistency it may not stop immediately,

Please ensure that you have backed up your data before
running this routine and that all other users have logged off
the system.

Walidate data options
(#)¥alidate and report anomalies

(ivalidate, report and correck anomalies

Select modules ta validate
[(Jsales order Pracessing
[Jrurchase Order Processing

[skock Contral

e Select therequired option (validate only or validate and correct).
@ Select the module you want to validate and then click 'OK'.

If there are other users currently logged onto Sage 200 their names are displayed. The users
must log off the system before you can continue.

e Check the error log to identify quantity issues that require investigation.
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Determine ledger status

This routine provides you with the overall status of the system in terms of number of accounts
per ledger, ledger balance and the period you are currently working in. The window is designed
for viewing purposes only, therefore you cannot make any changes to the ledger using this
routine.

Before starting this activity ensure there are no other users operating Sage 200.

To determine ledger status

o Choose System Utilities > Ledger Summaries.

e

Ledger
Sales Ledger v
Conbral totalz
Mumber of accounts: 41
Current ledger balance: £ 154954.93
Open pernods
Period End Date

3 31/10/2006

Cloze

e Specify the ledger you want.
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User Login Status Utility

In exceptiona circumstances such as aclient crash part way through entering an order, the User
Login Status Facility, provides valuable information to advise on the course of action required
to ensure that the disconnection has not affected the data adversely.

The User Login Status Utility enables you to:

o Receive derts from the Sage 200 Messenger advising of possible issues caused by users
abnormally exiting from the system in the event of a system crash, power cut and so on.

e View the users currently logged on to the system.

e View users who have been disconnected from the system in an uncontrolled way part way
through a session.

Thisinformation advises on the date and time of the login and the number of windowsthat were
open at the time of the session disconnection. More detailed information is available as
required, i.e. the feature areas that were in operation at the time of the disconnection and action
advice provided to make sure the datais validated and checked before users continue to operate
the system.

Use the Sage 200 Messenger

The Sage 200 messenger regularly checks your system to detect issues with user login records.
If uncontrolled system disconnections occur, it isimportant that these are detected and action
taken to ensure dataremainsin avalid state.

The messenger is enabled on a per user basis determined by the System Administrator.

® Choose auser and then select the 'Run Messenger' check box within System Administrator
to enable a user to view the messenger and associated messages.

The status area on the Microsoft Windows desktop taskbar displays the two states of the Sage
200 Messenger icon.

Al OPRHE o
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The Messenger has not detected any user login issues or an existing issue has

l__'sl been resolved.

—  'he Messenger has detected an issue and displays a message that advises on the
|: f={  course of action that needs to be taken. Click on the message to remove it from
view.

Sage 200 Messenger is part of the User Login Status Facility and presents amessage if it detects
an issue with user login status. This message advises you of the issue and the best course of
action to resolveit.

E

Please run prove ledger balances

On receiving a message that advises a course of action, Sage recommends that you check the
'User Login Status' within the Accounting System Manager. From here, you can detect the login
status of all system users, work out where the issues have occurred and follow the action
information to validate the data.
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Use the User Login Status Facility

® Choose Accounting System Manager > System Utilities > User Login Status.

ASM - User Login Status Summary

Summary:

Data at:  08/02/2007 14:15:07 Refresh this screen every mins

User login information

Disconnected Logins | Users

ID | User Mame Login Time Open Windows
5 STEPHEM 03 February 2007 10:47:37 1

Action required:

ISSLE:
The login record is no longer walid.

ACTION:

Although this user login record did not have any Feature areas open at the point of
disconnection, we recommend you use Log OFf’ to remove the login record.

e The'User Login Status window is separated into 2 sections.

Summary This area of the window provides information about the last

refresh or start and enables you to specify or view thetime
frequency used to refresh the information.

164



Chapter 7 Maintain Sage 200

User summaries (User This area of the window is separated into 2 tabs:
Login Information)
e Disconnected Logins

Displaysalist of the user logins that have been disconnected
from the system in an uncontrolled way and the number of
windows each user had open when they were disconnected.
The 'Action Required' pane provides information about the
suggested course of action to rectify any issuesthis
interruption may have caused.

For more detailed information about a specific session
disconnection, select the user login you want more
information on and click 'Show Details. The 'User Login
Feature Area’ window appears and displays the feature area
names that were in use at the time of disconnection and the
action required to resolve possible issues caused by the
disconnection.

Important Note: Sage strongly recommends that you follow
the action information provided in the'Action Required' pane
at all times to maintain the integrity of your data.

® Users

Displays alist of usersthat have successfully logged in and
out of the system without issue.
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In this chapter:

Sage 200 Reporting

Producing Reports
Previewed Reports

Spooled Reports

Comprehensive reporting facilities are available in each .
module. Excel Integration
These provide printable reports of the records and

transactions in each module.

Many reports can be run at your own request, and are
available under the Reports menu option in each module.
Some routines will generate reports to show exactly what
the routine has done. Some windows contain a 'Print'
button to allow you to create areport pertaining to the data
you can see in the window.

Reports often allow you to enter criteriato ensure the
report only contains data from those records you require.

Where Sage 200 automatically produces pre-printed
stationery reports, such as cheques with remittances, you
can choose the report layout file appropriate to the report
type to ensure that the report prints out on the type of pre-
printed stationery you use, for example, single sheet or
continuous.



Producing Reports

Reports can be produced in three ways. Firstly there are the reports
that are requested from the main module menus (e.g. Sales Ledger
> Reports > Account Analysis > Day Book Report). Secondly there
are ones that are requested on the application windows (e.g.
‘Transaction Drilldown' - Print Drilldown button). Thirdly there are
reports that are automatically produced by the system when you
carry out certain processes (e.g. ‘Month End').

Choosing your Default Output Mode

The system will automatically handle your report output according
to the default output mode you select.

@ Click File> Choose Output Mode. The following options
appear.

Choose Output Mode @

Cukput Mode

O Printer

@ Preview

3 Spooler

The modeswill operate on all reports produced in the system. They
operate as follows:

'Printer": If you select this then when the system produces reports
they will be sent directly to your default Windows printer.

'Preview": If you select this, reports will be automatically shown in
the Preview window (see Previewed Reports on page 174).

‘Spooler': Thiswill send the report file to your spooler (Spooled
Reports on page 175).
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Choosing your Stationery

Sage 200 automatically produces pre-printed stationery reports, such as cheques with
remittances, according to the layout you choose before generating the report.

e Choose layouts by clicking File > Choose Layouts. The following window appears.

ﬂ
Report Key | ETEREnE ~
FileM ame Purchasze Ledger Cheque [Single).zly [:]

[ oK J [ Cancel l

'Report Key': Select the type of report, for example, cheque only, or cheque with remittances.
This appliesto reports that are printed on pre-printed stationery.

'File Name': Select the report layout file ((SRT/.SLY) you want to use, for example, continuous
or single sheet layouts.

Entering Report Criteria
When you request reports you will often be presented with the 'Criteria’ window if it is relevant
to the report. You can accept the default criteria selection, which will usually select all possible

records, or you can restrict the output for this run of the report by selecting certain criteria.

The criteria offered will depend on each report but an example window is shown here.

x
Criteria
Adcref: All v
Currency: All b
Adc description: All w
Preview a zample report for a specified number of records or transactions All Records
Help ] [ Save... ] [ Load... ] [ Defaults ] [ QK J [ Cancel
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For each criterion there is a drop-down box to set the option for the criterion, against the options
available will depend on the criterion:

'All" - will pick records with any value in the field

'From’ - set the first value you require and the system will pick records with that value and
greater than the criterion value (e.g. to select a minimum balance).

'‘Between' - set a starting and finishing value, the system will choose everything between these
valuesinclusively (e.g. to select arange of accounts).

"To' - set afinishing value, the system will choose records with values up to and including the
criterion value (e.g. to select a maximum credit limit)

'Is (equals)' - set the exact value that you want to include - only records with this value will be
chosen (e.g. 'A/C Ref'is'12345' - will select only account 12345). There is sometimes a drop-
down box showing the possible values that you can choose from.

Sometimes the selection box is greyed out which means that you cannot change the selection
type, thisis often the case with criteriawhere you have to set a specific value - such as:

Accaunt type: E3 5] v

Here you must indicate what the account type is and nothing else.

When there is a check box next to the criterion and the options available are only 'All' and 'ls,
this means you have just 3 choices. Use'All' to select accounts both with and without the
criterion set. Choose 'l s' and select the check box to select only records that have the criterion
set. Leave it blank to choose only records that do not have the criterion set.

There are some special criteria such asthe 'Query Flag'. In this case the options are 'All' and 'l s,
however this can be used in severa ways.

'All" will select all records regardless of the value of the field. Choose 'ls' and leave the box
blank to choose al recordswith ablank in thefield. Enter avaluein the box such as'U' and only
records with a matching value in the field will be chosen. You can also enter a'? in the box and
thiswill return records that have any character (other then blank) in the field, and enter a string
of letters e.g. '"ABFRT" and the report will select records that have any of the values you have
specified in the relevant field.
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By setting a combination of the criteria offered you have great flexibility in producing a report
that givesyou just the detail s that you require. The criteriathat you have chosen will be shown
at the bottom of the last page of each report.

Note: Within each 'Criteria window, if you are using the '‘Preview' output mode, you can specify
whether you want to preview a sample report for anumber of records or transactions or for all
records or transactions.

Preview & zample report for a specified number of records or transactions All Records

Saving Criteria

The lower section of the 'Criteria window looks like this:

Preview a sample report far a specified nurber of records or transactions Al Records

[ Help ] [ Save... ][ Load... ][ Defaulty ] [ )8 ][ Caticel ]

When you have entered all the required criteria (you may of course leave everything asthe
default), you can do severd things:

'Help': Display help window.

'Save': If you have entered criteriathat you will re-use possibly many timesin the future you can
save the settings using this option. This 'Save Report Settings window will appear:
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Save Report Settings x|

Ewisting Feport Settings:

h ame:

Enter aname for the particular report with its settings, so that you can recogniseit in the future,
and click 'Save'.

'Load’; this allows you to re-load previously saved criteria settings into the report. The 'Load
Report Settings' window will appear:

Load Report Settings x|

Report Settings:

S0P Sales Orders for CAT 1 Customers

[ Load ] [ Cancel

Select the file you want to use and click 'Load'.
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'‘Defaults: will restore the criteria settings to the default for this report, i.e. those shown when
you first select the report.

'OK": depending on your default output mode (see Choosing your Default Output Mode on page
168) the report will now be printed, spooled (see Spooled Reports on page 175) or previewed
(see Previewed Reports on page 174). If you only want to process afew records, enter the
number of recordsin the box before you click 'OK', otherwise al records selected will be output
to the report.

'‘Cancel': will close the 'Criteria’ window and return you to where you were before you selected
the report.
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Previewed Reports

When the report preview window opensit will show the report in WY SIWY G. The following
buttons appear at the bottom of the page:

“ Save Az H Spool H E-mail ][PageSetupHPrintSetup][ Frint H Stylex H Zoom ][ Cloze l|

'Save As': thiswill open a standard Windows 'Save' window. The report can be saved using any
file name you want and in avariety of formats, CSV, XML, Text, HTML or the standard SRD
(Sage Report Designer) mode.

'Spool': thiswill send the report file to the spool queue (see Spooled Reports on page 175). This
isparticularly useful if you do not want to print the report at this time, but do not want to loseit.
The report will stay in the spool queue, available for printing, until you choose to deleteit.

'E-mail': this enables you to email the report to someone. It will open your normal e-mail facility
for you to choose the destination in the usua way.

'Page Setup': this allows you to change the margin settings, size and orientation of the paper and
select the tray from which the printer will select the paper for printing this report. Note: If you
change the page settings the report may not alwaysfit the page correctly.

'Print Setup': this enables you to choose the printer on which the report will be printed, from
those already available to you.

'Print": will send the report to your chosen printer.

'Styles': allows you to change the font for various parts of the report. Note: If you change these
you may find that certain aspects of the report no longer fit correctly.

'Zoom': this allows you to increase/decrease the size of the report image on your screen.
'Close’: will close the preview window and the report.

Note: The 'Open’ button is for use with the Sage Report Designer product - please refer to Sage
Report Designer User’s Guide. documentation for further information.
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Spooled Reports

Adding reports to the spooler

The spool queueis set up when your Sage 200 isinstalled. The standard installation will create
adirectory called C:/Sage/Svnspool where the report files will be placed, however you can
configure this yourself.

There are two ways to spool your reports. Firstly you can choose the default output mode (see
Choosing your Default Output Mode on page 168) of ‘Spooler'. With this selected all reports
will automatically be sent to the spool queue. Or if you have chosen 'Preview' as your default
output mode, you can send the report to the spool queue by clicking 'Spool’ in the 'Preview’
window (see Previewed Reports on page 174).

Working with the spooler

To access the spool queue, click 'File' on the main menu then 'Print'. The 'Print Spooler' window
opens showing alist of all the reports in the queue.

~lox
Mo, Repart Mame Uszer Status Time Size
E Cash Book Account Details Report 2 Unprinted 0504,/ 21 10:10:05 32
5 Cazh Book Account Details Report 2 Unprinted 10:09:05 26
4 Cazh Book Account Details Repart 2 Unprinted 0E/D4/2005 10:09:.05 32
3 Cash Book Account Details Report 2 Unprinted 0E/D4/2005 10:09.05 32
2 Cash Book Account Details Report 2 Unprinted 0B/04/2005 093:59.05 32
1 Cash Book Foreign Revaluation Posti... 2 Unprinted /0342005 133330 1
[ Mg ] [ Print ] [ Delete ] [ Refrash ] [ Cloze ]

Once the report isin the spool queue you can select areport by highlighting it and clicking:

‘View': thiswill take you to the 'Preview' window (see Previewed Reports on page 174) to look
at the report in WYSIWY G
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'Print": thiswill send the report to your designated printer. The report will still remain in the
spool queue so you can print it as many times as you want.

'Delete’: thiswill delete the report from the spool queue. Use this only when it is no longer
needed. It isgood practice to delete old reports from the spool queue regularly to prevent thefile
getting too large which will affect the speed of accessto the information.

'Refresh’: thiswill re-build the list of files, useful if you have been deleting some.

'Close’: closes the window.
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Excel Integration

Sage 200 provides away to analyse your accounting data and generate reports using
Microsoft® Excel 97, 2000, XP and 2003. The reports are created by applying functionsto an
Excel spreadsheet. The function retrieves information from Sage 200 and displays this
information in Microsoft® Excel.

In addition to the standard Excel functions, there are several Sage 200 functions, specifically
designed to | ocate and retrieve account information. For example, if you want areport to display
the balance of abank account, you can apply the Sage 200 function 'SgAccBankBalance'. As
you apply the function to the spreadsheet, you must enter the name of the bank account, as
defined in Sage 200.

Once you have prepared a spreadsheet, any changes to the structure or account names within
Sage 200 will affect the report.

Values for bank accounts, nominal accounts and stock items are returned in the base currency.
Customer and supplier account values are returned in the currency specified on the individual
record. Nominal account values are returned as atotal. This means that you cannot break down
by cost centre, even if you are using the cost centre breakdown facility.

A number of sample reports are provided in Sage 200, such as 'Profit and Loss, 'Balance Sheet'
and 'Key Performance Indicators. The sample reports provide examples of how to develop your
own Excel spreadsheets.

Access to Excel is provided within Sage 200 and is controlled by the user's login and password
maintained within the System Administrator module.

Note: It is not possible to import data from Excel into your system using this mechanism.
Analysing accounts using Excel Integration

o Choose 'Excel Integration'.

e Select the required report.

e Choose to enable or disable macros in the report when prompted to do so.

Note: If you choose to disable macros, the report values will not be displayed.
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Integrate Sage 200 Excel functions with Sage 200. Thistask isonly required once when you
first use Excel with Sage 200.

e Todo this, choose Tools > Add-Ins > Browse.

@ Search for the 'Sage200_Excel .xla. At installation the 'Sage200_Excel.xla is stored in
tShae(;e > Excdl directory. If you are using Sage 200 on a network, specify the network
path.

e Click'OK'. Sage 200 Excel is added to the 'Add-Ins.

e Select the check box to the left of the Sage 200 Excel add-in and then click 'OK'".

Select the appropriate spreadsheet tab to view the report in the format required.

To update the values choose Sage > Refresh.

Note: If you are a multiple company user and want to change to another company, close Excel
and log out of Sage 200. Open Excel, select the required report, click 'Refresh’ and then log back
into Sage 200. Select the required company when prompted.

To create a report

Open Excel and open a spreadsheet to be developed.
To add a Sage Function choose Insert > Function.
Select 'Sage Functions from the 'Function Category' list.

Select the required function from the 'Function Name' list. A description of what the
function does is displayed in the window.

Depending on the selected function, you may need to enter the name of the account or value
that you want to use. If prompted, enter the exact name of the value or account as specified
in Sage 200.

Click 'OK".

Continue to devel op the report, adding Sage 200 functions and formatting where required.
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e Savethereport. We recommend that you save the report in the same directory used to store
the Excel reports supplied with Sage 200.

Note: You can customise your Sage 200 menu to add a new report to the structure, using the
System Administrator module.

Excel Integration Parameters

Use the functions list within Microsoft Excel to customise the information seen on your
spreadsheet. Sage have created a number of special functions for use within Excel so that you
can retrieve additional accounts information from your Sage 200 program.

Please use your Accounting System Manager Help system to view alist of al the available

functions which includes any additional parameters that you can add to that function (both
mandatory and optional) as well as a brief description of what that function does.
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Glossary of Accounting
Terms

Definesfrequently used accounting terms and terms found
in Sage 200.




Remember ...

... the Sage 200 help system also contains glossaries.

A

Account The generic term for a set of
information relating to a
supplier, customer, bank or
nominal account record.

Account Balance Thetotal value of money
outstanding on an account at
any onetime.

Account Code The account code is made from
three parts: the account number,
the Cost Centre (CC), and the
Department (Dep).

Account Name The account name associated
with anominal account code, as
set up when you enter a new
account. Thiswill be displayed
on certain windows by the
system when you select a
nominal account.

Account Number The unique identifier that
relates to a specific account.
This can constitute numerical
or aphabetic charactersor a
combination.

Account Type There are three types of
account: automatic allocation,
balance forward and open item.
Selecting an account type
determines how the
transactions on the account are
processed and stored.
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Accounting Equation

Accounting Period Status

Accounting Periods

Accounting System Manager

Accounts Payable

Accounts Receivable

Accruals

Accumulated Profit Account

Actual Cost

Additional Charges

The equation at the heart of double entry book-keeping,
which states that the liabilities of abusiness subtracted from
its assets equalsits capital. It is the reason a Balance Sheet
exigts.

The accounting periods set up within the Accounting
System Manager can have a'Closed’, '‘Open’ or 'Future'
status. This accounting period status determines whether the
Nominal Ledger can receive postings into the period.

The divisions of the financial year, usualy 12 or 13. The
periods of time used by the business to process accounting
entries when producing certain reports, such as the Profit
and Loss and the Balance Sheet. See Open Accounting
Periods

The Sage 200 Accounting System Manager module allows
you to set up common controls for applications across
modules.

See Purchase Ledger.
See Sales Ledger.

The process of matching expenditure or income to the
accounting period in which it was incurred rather than paid;
for instance, arent cheque or utility charges.

Thisnominal account iswherethe Year End process putsthe
sum of the Debit-YTD and Credit-YTD figures from the
Profit and L oss accounts before setting them to zero. On the
'Year End' report, the Account/CC/DP and Name is shown
and the final debit or credit amount calculated by the
process.

The price paid for an individual item asitisinvoiced in
Purchase Order Processing and used to calculate the cost of
stock. Only applicable for batch/serial numbered items.

Extra charges placed on an order, such as carriage and
insurance.
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Adjustment Period

Aged Creditors

Aged Debtors

Aged Creditors Report

Aged Debtors Report

Ageing Date

Allocation Date

Allocation

Allocation Status

Analysis Codes

Appropriation Accounts
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A period opened after the Nominal Ledger year end has
been run, to enter transactions to adjust the previous year's
figures. When the adjustment period is closed, the
transactions in this period are included in the opening
balance for the current year.

Aged Creditors are creditors to whom the business has owed
money for a defined period of time.

Aged Debtors are debtors who have owed money to the
business for a defined period of time.

The Aged Creditors report analyses amounts owed to
suppliers according to the length of time those amounts have
remained unpaid.

The Aged Debtors report analyses amounts owed by
customers according to the length of time those amounts
have remained unpaid.

Thisisthe date applied within the ageing reports. These
reports provide details on the trader's account transactions
for a specific ageing date.

Thisisthe date atransaction is alocated. You enter the
alocation date when you enter the transaction.

The process by which payments are matched against
purchase invoices and receipts against sales invoices raised.

See Transaction Status.

Analysis codes are used to indicate common sales or
purchase accounts. Assigning an analysis codeto asales or
purchase account allows you to group transactions for
payment or for reporting purposes.

These show how net profit is distributed between partnersin
a partnership or between share holders and reserve fundsin
acompany.
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Assets

Attachments

Auditor

Authorised Share Capital

Automatic Allocation

B

Back to Back Order

Bad Debt

Balance

Balance Forward Accounting

The resources of a business; items it owns and uses, or
amounts owed to it. Examples of assets are property, stock,
cash and money held in the bank.

Any type of file (graphic, text, spreadsheet) associated with
an account.

A person qualified to inspect, correct and verify business
accounts.

The total value of shares that the company could issue, as
distinct from the called up and paid up share capital.

Automatic alocation is atype of accounting that combines
the features of open item accounting with an automated
alocation routine, which is activated at month end. During
the month end process, any payments are allocated to
invoices on the basis of the oldest outstanding invoices
being alocated first. If aninvoiceisin query, thenitis
ignored.

Settings that trigger the generation of purchase ordersto
satisfy sales orders when using the 'From supplier via stock'
fulfilment method.

A debtor who is not expected to discharge his debt. Bad
debts must be written off and hence reduce profit.

Thetotal amount of money outstanding on an account at any
onetime.

Balance forward accounting is a type of accounting where
all transaction details remain on the ledger in full until the
period end routine is run. During the month end procedure
all transactions (except those in query which are dealt with
separately) are cleared from the file and only a brought
forward balance is displayed for the new month. Each
period'stotal creditors balanceis carried forward asasingle
balance figure. The number of balances carried forward
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Balance Ledgers

Balance Sheet

Bank Account Type

Bank Charges

Bank Payment

Bank Receipt

Base Currency
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depends upon the number of months aged debts you specify
for the Purchase L edger.

When transactions, such as receipts, are posted for a
previous month's transaction, they are allocated by month
number, so that the appropriate balance is reduced at the
month end. The advantage of thistype of accounting isits
economical use of disk space, which if short on your
computer, may influence your choice of accounting method.
Balance forward accounting cannot be used for foreign
currency accounts.

A routine that ensures al data stored for a Sage 200 module
isintact and has not become corrupted in any way.

A report that details the various assets and liabilities of a
business at a point in time, usualy the end of an accounting
period. A Balance Sheet must always balance; debits must
aways equal the credits.

Bank accounts may be deposit or current. Deposit accounts
are for holding monies longer term, when transactions are
not made as regularly asthey are for current accounts.
Standing orders and direct debits cannot be set up on deposit
accounts.

If trading in foreign currency, you may incur charges asa
result of the conversion to the bank account's currency. You
may enter these in the Sales/ Purchase Ledger and Cash
Book transaction entry routines. These charges are then
posted to abank charges account (profit and loss) within the
Nominal Ledger.

A transaction posted that reflects the payment for goods or
Services.

A transaction posted that reflects the receipt of money for
goods or services.

The currency normally used by the Sage 200 user's company
to carry out business transactions.
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Base Unit

Batch Numbered Item

Batch Processing

Bill of Materials (BOM)

Bin

BOM

Budget

Buying Price Unit
Buying Unit

C

Call

Called Up Share Capital

Capital

Used to determine the ratios that are applied to calculate the
guantitative relationships between an item's units of
measure.

A standard stock item assigned batch numbers, enabling a
group of stock itemsto be traced from purchase through to
sales.

A method of accumulating and processing transactions
together in a batch.

A stock assembly and process costing system, which
provides facilities to specify the structure of finished items
in terms of sub-assemblies and components.

Secondary location point where a stock item is stored. The
bin isthe default secondary location provided with Sage 200
when using multiple locations.

See Bill of Materials.

An estimate of expected income or expenditure for expected
activities over a specified period of time.

The measure in which a purchased item is priced.

The measure an item is bought in, such as metre, litre, case.

When shares areissued only part of their cost isusually paid
at the time of application and allotment. A call isademand
by the company for part or al of the outstanding sumsto be
paid.

The face value of sharesfor which payment has been called,
although not necessarily made.

Amounts owed by a business to its owners, being the
amountsinjected in cash by the owners, together with any
movement in the value of the business not made up by
further cash injections or withdrawals.
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Capital Employed

Capital Expenditure

Capital Gain

Capital Gains Tax

Capitalisation

Cash Book

Cash Flow

Cash Flow Forecast

Cash Payment
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Capital generally defined as the money invested in the
business. Shareholder's capital employed refers to share
capital and reserves only, whereas total capital employed
includes long term loans.

Money spent on the acquisition of an asset, such as
premises, motor vehicles, plant or machinery that are used
within the business over a period of years.

Profit made on selling an asset for more than its original
purchase price.

Tax paid on the capital gain (profit) made on selling an asset
for more than its original purchase price.

The accounting process by which expenditures of the
business relating to more than one accounting period are
created as assets, so that they can be released to the Profit
and Loss report in instalments over the accounting periods
to which they relate.

A book used to record details of cash moving in and out of
the bank accounts.

The Cash Book module lets you post cash transactions to
nominal bank accounts and appropriate revenue and
expense accounts.

A measure of theliquidity of abusinessthat concentrates on
cash in and out rather than accounting profits and |osses.
Profitable businesses can fail if customers pay more slowly
than the business pays its suppliers, and so cash flow, as
well as profitability, should always be measured.

A forecast of the liquidity or cash in and out of a business.

A transaction posted that reflects the payment for goods or a
service where there has either been no invoice (for example,
buying petrol for a car where the money is handed over
immediately the goods have been received), or theinvoiceis
paid as soon as it is received thereby removing the need to
post an invoice through the ledger. Instead of the money
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Cash Receipt

Chart of Accounts

Closed Accounting Period

Closing Balance

Commercials Modules

Contra Entry

Control Accounts

being paid directly out of the bank, the money is paid out of
either the petty cash account or till account.

A transaction posted that reflects the receipt of money for
goods or a service where there has been no invoice (for
example, selling goods over the counter, the money is
handed over immediately the goods have been received) or
theinvoiceis paid when it is received thereby removing the
need to post it through the ledger. Instead of the money
being paid directly into the bank the money is paid into
either the petty cash or into the till account.

A list of al the categories abusiness usesto analyseincome,
expenditure, assets, liabilities and capital, together with the
way such categories are assigned to the Balance Sheet or
Profit and Loss financial statements.

The 'Closed’ status means that the Nominal Ledger is not
able to receive transactions from specific source modules
for the accounting period that has been closed.

The balance of an account at the end, or close, of an
accounting period.

Commercials modules within Sage 200 comprise the Stock
Control and Sales and Purchase Order Processing modules.

An adjustment made to balance transactions in one ledger
with another. For example, outstanding purchase ledger
transactions may be balanced against outstanding sales
ledger transactions where you sell to and buy from the same
company.

For example, you have sold goodsto XY Z of the value of
£200. You have bought goods from XY Z to the value of
£100. Overal they owe you £100 (i.e. what they owe you
less what you owe them). A contra entry matches up the
£100 you owe them against £100 they owe you.

Accounts to which single balances analysed elsewherein
the accounting system are posted. Often the balances are
posted from other ledgers. For example, the debtors control
account records the amount of sales recorded in Sage 200. It
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Consolidation

Cost Analysis

Cost Centre (CC)

Cost of Sales

Cost Plus

Cost Variance

Country Codes

Credit

Credit Control

Credit Limit
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is reduced by receipts from customers as they are posted
into the system.

The process of combining the Nominal Ledger information
for aset of different companies, where oneisthe main
company and the other(s) subsidiaries.

A review and evaluation of costs.

A segment of an organisation for which costs are required to
be collected and formally reported on separately; for
example, acompany division such as sales or production.

The direct costsincurred as aresult of making sales. For a
retail company, this may mean the cost of purchasing goods,
net of carriage and purchasing discounts, less the movement
in the value of the stock. For a manufacturing company, it
may mean the cost of producing the goods sold.

A job charged as the value of materials and labour uplifted
by a percentage.

The difference between the actual cost paid for an item and
the declared standard cost specified on the stock item.

EC countries each have a specific code to identify accounts
that belong to that country. These have implicationsfor VAT
processing. The VAT implications of trading in EC countries
are described in the Sage 200 Accounting System Manager
User Guide.

One side of the double entry process, representing negative
figures on the Balance Sheet (reductionsin assets; increases
in liabilities and capital), and income on the Profit and Loss
financial statements.

The process of monitoring and reporting on accounts where
money is owed to the business.

The amount an account is alowed to owe at any one time.
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Creditors

Criteria

CSv

Current Account Balance

Currency Adjustments

Current Asset

Current Liability

Current Postings

Current Transactions

Third parties to whom money is owed by the business.

Allow you to narrow down the amount of data displayed on
a Sage 200 report. When you request areport, you will often
be presented with the 'Criteria window if it isrelevant to the
report. You can accept the default criteria, which will
usually select al possible records, or you can select the
output for the report by entering selections. The criteria
offered will depend on each report.

Comma Separated Value file format. Sage 200 can import
and export datain the CSV file format.

The total value of money outstanding on an account at that
time.

A gain or loss which emerges as aresult of the differencein
exchange rates between the time an invoice was issued on
foreign currency accounts and payment was made.

An asset which can be easily realised. It can also be termed
aliquid asset; for example, money in the bank or in petty
cash, debtors or stock.

A current liability is a debt owed by the company; for
example, creditors, accruals or an overdraft that will be
cleared in the short term.

These are postings that are waiting in the Nominal Ledger
current postings file, ready to be updated to the accountsin
the 'Update Waiting Postings routine. These postings have a
transaction date earlier than the current Nominal Ledger
period end date.

These are the transactions that have not yet been removed
from the account by closing the period. The length of time
these remain on the account depends on the 'K eep
transactions for' setting in the Sage 200 modules ‘L edger
Settings.
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Customer and Supplier
Analysis Codes

D

Data File

Day Book

Debit

Debtors

Debtors Control

Default Values

Deferred Postings

Delivery Note
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Codes used to group transactions on sales and purchase
accounts according to a defined common attribute which
can subsequently be used as report selection criteria.

Synonymous with company in Sage 200. A Sage 200 data
fileis a Sage 200 company.

A book that lists al the transactions in the order that they
arise. Thereisaday book for different types of transactions,
for example, a sales day book and a purchase day book.

One side of the double entry process, representing positive
figures on the Balance Sheet (increases in assets; reductions
in liabilities and capital), and expenditure on the Profit and
Lossfinancial statement.

Third parties from whom money is owed to the business.

Thisisthe balance sheet account to which postings are made
when transactions are added to the Sales L edger. For
example, when you post an invoice, the total value of the
invoicesis debited to the debtors control account, while the
sales analysis account is credited with the net goods value
and the VAT output account is credited with the VAT
amount.

Settings that are used for all accounts unless specifically
overridden at account level.

Postings whose transaction date is after the current Nominal
Ledger period end date. These are stored in the deferred
postings file and will not be updated into the ledger during
the 'Update Waiting Postings' routines, as current postings
are. Closing the period moves postings from the deferred
file to the current one when their transaction date becomes
earlier than the new period end date.

Sent to the customer with goods to show what should be on
the order. Therecipient will normally sign to prove the order
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Department (DP)

Direct Debit

Direct Delivery

Direct Expenses

Discount

Dispute Codes

Distributable Profits

has been fulfilled. The document is retained in case of any
future dispute.

A subdivision of a cost centre where costs are required to be
collected and reported on separately; for example, asales
area or a manufacturing depot.

A recurring bank transaction. Thefirst and last payment
amounts may differ from the regular payment. They may be
subject to VAT and the frequency of payment may be
weekly, monthly, quarterly or some other specified period.
Aswith standing orders, the necessary payment or receipt
transactions are automatically posted using either adaily or
monthly routine.

The ability to deliver goods directly to the customer based
on the sales orders they raised, or deliver to a customer,
supplier or other location not related to an initial sales order.

Those expenses that are incurred in the actual manufacture
and sale of the product or the sale and provision of the
service (the expenses incurred by the business actually
trading).

For example, the wages of machine operators, the power to
run the machines, the wages and commission of sales staff,
the cost of advertising and any sales promotions.

The amount by which abill is reduced. Discounts can be
given for avariety of reasons. buying in bulk, spending
large amounts, being a preferred customer or settlement
discount.

Codes used to mark purchase invoices as disputed.

In company accounts these are the sums that are available
for dividends to shareholders. While based on the net profit,
they may be increased by undistributed profits from the
previous year or reduced by the need to retain some for the
reserves.
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Dividend

Double Entry

Drawings

Due Date

E

EC Country

Equity

Euro Currency in Transition

Exchange Differences
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The amount paid out per share. Usually described asa
percentage of the face value (the original price) of one share.
So a 10% dividend on a £1.00 share would be 10p.

A system of book-keeping in which every transaction of a
businessis entered as a debit in one account and as a credit
in another. As every transaction must have an egual or zero
effect on both sides of the accounting equation, every
positive amount entered (debit) must be mirrored by a
negative amount or amounts (credit).

Cash or goods taken from the business for the owners
personal use. Drawings only apply to sole traders and
partnerships. Drawings do not count as an expense in the
Profit and Loss financial statement and must be included in
the 'financed by’ section of the Balance Sheet.

The date by which an invoice should be paid. Thisis used
for the Aged Creditors or Aged Debtors reports.

A country that isin the EC trading area, identified by its
country code. These countries are required to follow specific
trading procedures. The VAT implications of trading in EC
countries are described in the Sage 200 Accounting System
Manager User Guide.

The money invested in abusiness to get it started, together
with any subsequent cash investments net of withdrawals
(the interest of ordinary shareholdersin a company).

Thisisacurrency which hasjoined the euro butisina
period of transition. During atransitional period both the
euro and the country's currency may be used to trade
simultaneously.

When trading in foreign currencies, changes in exchange
rates may affect the profit and loss on atransaction. These
exchange differences are posted to the Nominal Ledger
‘Exchange Differences account.
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Expenses

F

Factor House

Factored Pricing

FIFO

Finance Charges

Financials Modules

Fixed Assets

Fixed Price

Foreign Currency

Expenses are those items that the company buys which do
not go to actually create that company's product or service.
For example, stationery, petrol, promotional goods.

A third party company that collects a supplier's debts on
their behalf.

Allows one stock line to be bought, sold and held in stock
varying units.

For example, aluminium wire could be bought in 2000m
lengths, sold in lengths of 100m, 200m and 300m but may
be held in stock in 1000m coils. Factored pricing allowsyou
to convert the buying and selling prices from one unit to
another, where required.

FIFO, or First In First Out, is an assumption that enables the
cost of stock to be calculated. When sales are made the
items sold are assumed to be the earliest purchased, so the
cost of items in stock always reflect the most recent
purchases.

Charges are applied to customers who fail to pay within the
time agreed. The charges may escalate depending on the
length of time bills are unpaid.

Financials modules within Sage 200 comprise Sales,
Purchase and Nominal Ledgers and the Cash Book.

Assets which the business intends to retain for the coming
year rather than convert into cash. Typical fixed assets
include property, office equipment and motor vehicles.

The cost of the job is decided up front and is not based on
what it has actually cost to complete the job.

Any currency other than base currency, in which an account

operates. Currency processing implications are described in
the Sage 200 Accounting System Manager User Guide.
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Free of Charge Issue

Free Stock

Free Text Item

Full Order Entry

Future Accounting Period

G

General Ledger

Goods Received Number
(GRN)

Goodwill

Group Accounts

Gross

196

Issuing stock to customers where no charge is made for the
goods.

The amount of unallocated stock available at a given place,
where place can be alocation, warehouse or warehouses.

Items that have not been defined in the Stock or Sales Order
Processing module, and which may have lengthy descriptive
text to be included in a quotation, pro forma invoice or
order.

Orders for account customers in Sage 200 Sales Order
Processing system. Goods ordered in thisway are
despatched from the warehouse with a despatch note, and an
invoice for payment is generated separately. Such orders
may be subject to discount. Some payments may be received
and entered at the same time as the order.

Periods marked with a'Future' status cannot receive any
postings. Any transactions posted onto the Nominal Ledger
with adate in the future are deferred until the period is
opened.

See Nominal Ledger.

The Goods Received Number, also known as GRN, is
assigned to arecord when goods or services are confirmed
asreceived. It is aso applied to arecord when goods are
returned to a supplier during the Confirmed Goods Returned
activity.

An intangible asset of abusiness reflecting its commercial
reputation and customer connections.

These are used to group Nominal Ledger accounts for
reporting purposes only.

The amount before any deductions are made.



Chapter 9 Glossary of Accounting Terms

Gross Margin

Gross Profit

H

Held Journal Entry

Historical transactions

Honorarium

Intangible Assets

Internal Issue

Intrastat

Inventory Management

Invoicing

A measure of the profitability of a business by which the
gross profit isdivided by the sales. It isusually expressed as
a percentage.

The difference between total revenue from sales and the
total cost of purchases or materials, with an adjustment for
stock.

Journal entries that have not yet been completed are called
held. They are stored in a special file until such time asthey
are completed, when the postings within each journal entry
will be moved either to the current or deferred postingsfiles
depending on their posting date. Entries may be held for
severa reasons; for example, the entered postings do not
balance and further investigation is required, or
authorisation is required from another user.

These are transactions that have been transferred to the
historical transactions file which is controlled by settings
within each module.

A voluntary fee paid for aservice that is usually free.

Assets, especially fixed assets, can be considered astangible
and intangible; tangible assets are physical entities, whereas
intangible assets are conceptual . Intangible assets include
copyrights, patents, goodwill. They are saleable but do not
contain any intrinsic productive value.

Issuing stock items requested by an internal department.
Supplementary Statistical Declarations (SSDs) are
necessary for VAT registered businesses with a value of
despatches of goods to other EC countries or of arrivals of
goods from other countries exceeding a threshold.

The process of managing your stock control.

The process of billing for payment.
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J

Job Costing

Journal

Journal Entries

L

Landed Costs

Ledger Date

Ledgers

Liabilities

Liquid Asset

M

Margin
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A cost accounting system, which allocates costs to specific
jobs.

A record that holds one or more transactions for posting.
Synonymous with batch in batch processing.

Double entry transactions that can only be entered directly
in the Nominal Ledger module. These can be correctionsto
postings from the other ledgers or additional transactions
that do not relate to the other ledgers.

The costs incurred in shipping and handling products can be
calculated separately from the product costs and logged to a
separate Nominal Ledger account. If you chooseto do this
in Sage 200 you can maintain and track your shipping,
handling and any importation costs independently.

This dictates the end of the current period being processed.

The principal book in which the transactions of a business
arerecorded. The details of customers and their transactions
are recorded in the Sales Ledger; purchasers and their
transactions are recorded in the Purchase Ledger. All ledgers
are amalgamated in the Nominal Ledger by the posting of
balances from the individual ledgers. The Nominal Ledger
al so receives postings from the Cash Book and directly from
journal entriesfor al other accounting transactions.

Amounts owed by a business to third partiesincluding
suppliers, banks, tax authorities and employees.

See Current Asset.

The purchase and sale of a goods item may be shown as
Cost Price + Profit = Selling Price. The profit when
expressed as a fraction or percentage of the selling priceis
known as the margin.
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Mark-up

Memo

Memorandum Accounts

Module

Month End

Multiple Locations

Multiple Units

N

Net

Net Book Value

Net Profit

Net Realisable Value

The purchase and sale of a goods item may be shown as
Cost Pricet+Profit=Selling Price. The percentage added to
the cost price to provide a profit is known as the mark-up.

Free format text entered against a specific account.

Whenever you are posting transactions to the Nominal
Ledger using the journal entry facilities, the total of al
postings in the batch needs to balance to ensure accurate
double-entry book-keeping. However, any value associated
with a memorandum account does not affect either the debit
or credit total of the journal. This enables you to analyse
values in more than one way without affecting the balance
of accounts or the ledger asawhole.

A term which denotes features based in and around an area
of accounting. For example, sales are described and
contained within the Sage 200 Sales L edger module.

A specific processing routine available for each Sage 200
Financials module.

Used when stock is stored in several different places; for
example, warehouses and hins.

Used when stock is bought, stored and sold in different
measures; for example, cases and bottles.

The amount that remains after all deductions have been
made.

The original value of the asset |less any depreciation charged
to date.

Thisis calculated as gross profit less expenses.
The amount that would be received for the immediate sale

of stock, after accounting for any costs associated directly
with the sale.
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Net Worth

Nominal Account

Nominal Ledger

Non-productive

Non-trading

Non Traceable Item

O

On Hold Flag

Open Accounting Periods

Opening Balances

Open Item Accounting
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The value of abusiness as represented by subtracting its
liabilities from its assets.

An account within the Nominal Ledger used to collect costs
or revenue for inclusion on the Profit and L oss and/or
Balance Sheet financial statements.

This ledger is updated by most of the transactions posted in
al ledgers. It isthe core of the accounting process. The
balances on all of the nominal accounts make up the Trial
Balance and therefore the Profit and Loss and the Balance
Sheet financial statements.

Thejob is not invoiced to anyone. The cost is recorded for
the company's own reference only.

This refers to nominal accounts and transactions that do not
relate to the Sales or Purchase accounts.

Any stock item not set to use batch/serial numbers and
therefore cannot be traced from purchase through to sales.

Anindicator that an account isin a query status for some
reason. This prevents certain processing against this account
until the flag is cleared.

Sage 200 now enables the system to have up to 20
accounting periods open at the sametime. This statusallows
the Nominal Ledger to receive transactions from the source
modules chosen. If more than one period is open at the same
time, Sage 200 uses the date of the transaction to determine
which open period will receive the posting.

The balance of an account when it isinitially opened, or the
balance carried over from the previous accounting period
(the closing balance).

Open item accounting is probably one of the most widely
used methods for computerised accounts. It enables all

outstanding transactions to remain visible on the account
record, until such time as they are allocated and removed
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Operating Profit

Operating Currency

Order Acknowledgement

Order Line

Order Processing

when the period is closed. Transactions, such asinvoices,
paid when payments are posted to the ledger, can be
specifically alocated to the individual transaction to which
they relate.

Provided the whole outstanding transaction is allocated in
this way, the Month End routine removesiit, freeing disk
space for new transactions. The details of the transactions
however, remain on file until month end. All outstanding
amounts, whether they are part all ocated payments, disputed
transactions or unpaid or part-paid invoices, remain on the
ledger from one month to another, showing full details, until
such time as they are fully allocated, and have exceeded the
time limit denoted in the ledger setting 'Keep transactions
for'. For more information see your Sales Ledger
documentation and Purchase Ledger documentation.

Thisis calculated from gross profit, less the expenses
incurred in trade. It will be the same as the net profit unless
the business has other income from investments or
expenditure on loan interest. These items are not considered
in calculating the operating profit.

Although the Nominal ledger only operatesin your base
currency, the trading accounts and bank accounts can
operate in other currencies, aslong astheseare set up in
your currency tablein the Accounting System Manager. The
currency each account uses is called their operating
currency.

Raised once an order has been received to confirm with the
customer that you are able to fulfil the order. An order
acknowledgement will show the items along with
confirmation of prices.

The requested goods or servicesin an order, covering
standard items, free text items, additional charges and
comments.

Activities based around administrating orders and seeing
them through to shipment or production.
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Overdraft

Overheads

Overtrading

P

Paid Up Share Capital

Payment Method

Payment Terms

Pending Transactions

Period

Period End Routines

Phantom Item

Picking List
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A bank facility that allows customers credit with the bank so
that the customer can use money that they do not currently
have available.

Business expenses, such as rent, that are not attributable
directly to any department or product and can therefore be
assigned only arbitrarily.

Engaging in more activities than can be properly financed
by the company. This can often lead to bankruptcy and
liquidation.

That share capital for which all payments have been called
up and made.

Used to define the payment types and capture payment
values made at the point of sale within Sales Order
Processing.

These are the number of days agreed with a customer or
supplier before an invoice must be paid.

Transactions that have not yet been posted to the ledgers. If
atransaction is on hold (has an on hold flag entered against
it) it remains pending until it is released for payment.

The accounting period associated with atransaction. Thisis
usually a calendar month within a year.

Specific processing routines required for each Sage 200
module, such as the 'Month End' routine.

Anitem created from abill of materials (BOM). They are
finished items that you would not sell to your customers or
keep in stock. They are typically used to segment large
BOMsand to assist in planning how to build afinished item.

A list that can be printed to support the sales order despatch
process. The list details the stock items and where they are
stored.
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POP
Posting

Posting Accounts

Posting Date

Prepayments

Pre Receipt

Price Band

Price Book

See Purchase Order Processing.
The processing of an accounting transaction.

These are the only types of account to which a posting may
be made which isreflected in the trial balance and other
financial statements. Thisincludes all the accounts of the
profit and loss and balance sheet.

Thisisthe date you post atransaction to the ledger or to the
posting file. For example, if atransaction is posted to the
waiting or pending posting file on one date and then updated
to the ledger on another date, it isthe first date which is
classed as the posting date.

Generally thisisthe same as the alocation date but if you
give transactions an allocation date that is different from the
system or today's date (for example, allocate the
transactions retrospectively or put an account on hold), the
posting date is the system date when the transaction is
physically posted and so will be later than the allocation
date.

The process of deferring expenditure and income to the
accounting period in which it isincurred. This usually
involves setting up an asset on the Balance Sheet for bills
paid in advance, and then releasing that asset by instalments
to the accounting periods in which the serviceis actually
provided.

Specific to batch/serial numbered itemsthat are set to permit
negative stock levels, allowing theitem to be alocated when
thereisinsufficient stock available. A prereceiptis, in
effect, a shortfall for the item that is satisfied when more
stock is recorded into Sage 200.

A way of offering different sales prices on itemsto different
groups of customers. You define the price bands and then
specify which customers belong to each band.

A part of the Sage 200 Sales Order Processing module

which allows extensive flexibility and control over prices
and discounts.
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Primary Location

Product Group

Profit

Profit and Loss on Exchange

Profit and Loss Financial

Statement

Pro Forma Invoice

Provision for Bad Debt

Purchase Credit Notes

Purchase Discounts

Purchase Invoices

Purchase Ledger
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Primary location point where astock itemis stored. The
warehouse is the default primary location provided with
Sage 200 when using multiple locations.

A group of stock items of similar type and processing
requirement.

The excess of revenues over outlays and expensesin a
business.

See Currency Adjustments.

A report that categorises the income and expenditure of a
business over an accounting period. The profit (or loss) of a
businessisitsincomelessits expenditure; profit isanalysed,
along with gross profit (saleslessthe cost of those sales) and
net profit (all income less al expenditure, before and after
tax has been deducted).

A request for payment before a service has been carried out.
Most commonly used for new customers or those who are
potential bad debtors.

An amount put by for those debts which may not be paid. It
appears as an expense on the Profit and L oss financial
statement and is deducted from the debtors control account.

These are issued by suppliersin order to cancel purchase
invoices either in full or in part. They are normally issued
when goods or services are faulty or when the purchase
invoice was incorrect.

Purchase discounts may be given for a variety of reasons:
buying in bulk, spending large amounts, being a preferred
customer or settlement discount.

These are issued by suppliers as arequest for payment in
respect of the supply of goods or services.

The Purchase L edger keepstrack of all invoices, credit notes
and discounts sent to you by suppliers. It can be quickly
referred to if you want to find the current status of any of the
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Purchase Order Processing

Purchase Payments

Q

Quick Ratio

Quotation

R

Rapid Order Entry

Ratio Analysis

Reconciliation

Recurring Journals

supplier accounts. The total balance outstanding should
equal the balance of the creditors control account in the
Nominal Ledger.

The administrative functions based around processing
purchase orders. Purchase orders are documents that state
the quantity, description and price of goods and services
ordered, agreed terms of payment, discounts, delivery and
all other agreements pertinent to the purchase and its supply.
The Sage 200 Purchase Order Processing module is where
you can manage and track your purchase orders.

Payments made to suppliersin respect of invoices for the
goods and/or services supplied.

Theliquid or quick ratio is current assets less stock to
current liabilities.

A statement of the current market price of a security or
commodity.

A fast track method of order entry in Sage 200 Sales Order
Processing system. Orders are quickly keyed into the system
using default prices and discounts for the customer, which
you can change if you have the appropriate user permissions
to alow you to do this.

Technique for analysis of the business by comparing
selected figures from the accounts.

The process of agreeing accounting entries from one source,
with entries from another source. The most usual
reconciliation is a bank reconciliation, which matches
transactions posted against a bank account with the
statement received from the bank.

Journals set up once in the Nominal Ledger, which run
automatically each financial period thereafter, according to
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Report Category

Reserves

Retention

Retrospective Aged Creditors/
Debtors Reports

Returns

Revaluation

Reverse Transaction

S

Sale or Return

Sales Credit Notes
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the financial period specifications which have been set for
thejournal.

For final accounts production, thisis used in conjunction
with the category. A single character code determines
whether the account isaprofit and lossitem (P) or abalance
sheet item (B).

Movementsin the value of a business not made up directly
from cash injections and withdrawals. Principaly, they
reflect the net profit or loss of abusiness, together with any
unrealised changes in the value of its assets.

An amount of money retained by a customer for a specified
period of time after a service has been provided, to ensure
that if anything should subsequently go wrong then it will be
rectified.

The Retrospective Aged Creditors and Debtors reports show
outstanding balances on each account, aged over the periods
specified, compared with a specific ageing date.

Goods returned to the business by a customer, or by the
business to a supplier.

A calculation to find the current base currency value of a
transaction carried out in adifferent currency. This
calculation produces different results at different times
because of fluctuating exchange rates.

A method of removing atransaction to correct an error, for
example.

Goods supplied on the understanding that if not sold on (by
the customer/retailer) they may be returned without charge.
Such transactions are best not recorded in the accounts, until
the actual salesfigures are known.

These are issued to customersin order to cancel sales
invoices either in full or in part. They are normally issued
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Sales Discounts

Sales Ledger

Sales Order Invoice

Sales Order Item

Sales Order Processing

Sales Receipts

Secondary Location

Serial Numbered Item

when goods or services are faulty or when the sales invoice
was incorrect.

Sales discounts may be allowed for avariety of reasons; for
example, buying in bulk, spending large amounts, being a
preferred customer or settlement discount.

The Sales Ledger keepstrack of al invoices, credit notes
and discounts sent to customers and all receipts received
from customers. It can be quickly referred to if you want to
find the status of any of the customer accounts. The total

bal ance outstanding should equal the balance of the debtors
control account in the Nominal Ledger.

VAT invoice sent to the customer, usually after goods have
been dispatched. It lists the items received, including
guantity, prices and any discounts.

A simpletype of stock item, created and maintained in the
Sales Order Processing module. Thereisno concept of stock
guantity or stock level control associated with these items,
and it is not possible to allocate these items.

The administrative functions based around processing sales
orders. Sales orders are documents that state the quantity,
description and price of goods and services ordered, agreed
terms of payment, discounts, delivery and all other
agreements pertinent to the sale and its supply.

The Sage 200 Sales Order Processing module is where you
can manage and track your sales orders.

These are made when invoices are paid off by the recipient
of the goods or services.

Secondary location point where a stock item is stored. The
bin isthe default secondary location provided with Sage 200
when using multiple locations.

A standard stock item assigned serial numbers enabling

single stock items to be traced from purchase through to
sales.
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Settings

Shortfall

SOP

Source Modules

Standard Item

Stock

Stock Unit

Subcontractor

Supplementary Statistical
Declarations
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Settings that control the way your Sage 200 modules
operate.

An item's stock level that falls below zero. This can occur
when the item permits negative stock levels, allowing the
item to be deployed when there is insufficient stock
available.

See Sales Order Processing.

The Sales Ledger, Purchase Ledger, Cash Book and Stock
modules are al referred to as source modules because they
are a source for the transactions accepted by the Nominal
Ledger.

Stock, miscellaneous, or labour or serviceitem, used to
specify goods or services required on an order.

The total goods or raw materials held by a business for the
purpose of resale. Stock isvalued in the balance sheet at the
lower of cost or net realisable value.

The Sage 200 Stock Control module is where you record
stock details and track stock levels.

The unit of measure used to count the quantity of anitemin
stock.

Anindividual who works on ajob but is not employed
directly by the company. There are two types of
subcontractor: those who hold a certificate entitling them to
handle their own income tax, and those who do not. Those
with acertificate would not be set up on the company's
payroll but would invoice the company direct and normally
appear asasupplier in the Purchase Ledger. Those without a
certificate would have their income tax deducted at source
viathe company's PAY E scheme. In both cases the cost of
employing a subcontractor is charged directly to the job.

See Intrastat.
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Surcharge

Suspense Account

Tax

Time and Materials

Traceable ltem

Trade Counter Entry

Trade-ins

Trading Account

The opposite of discount, resulting in an increase in order
value.

The nominal account automatically updated when aninvalid
account is specified for atransaction. It is aso used when
you are unsure what to do with avalue. The suspense
account can be used as a holding account until you decide
what to do with the value. The balance on the suspense
account should ultimately be zero.

Tax, normally referred to as Value Added Tax in the UK or
Irish VAT in the Republic of Ireland, may be applied to sales
and purchase transactionsin certain circumstances. These
circumstances are described in the Sage 200 Accounting
System Manager User Guide.

The cost of the job is the value of materials and labour
attributed to the job.

A batch/serial numbered item enabling stock itemsto be
traced from purchase through to sales.

Simple order entry in Sage 200 Sales Order Processing
system. Thisis associated with over the counter sales. The
customer picks the goods, paysimmediately and you then
ship the product.

An asset part-exchanged for another asset. Thisinvolvesa
sale and a purchase. The asset being sold has a net book
value at the time of sale. If the selling priceis more or less
than thisvalue, aprofit or loss on sale is accounted for in the
Profit and Loss financial statement.

The selling price of the asset being disposed of is offset
against the asset being acquired, the difference being paid to
the supplier of the new asset.

Compares sales, stock used, and direct expenses to find the
profit or loss made by simply buying and selling.
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Transaction

Transaction Analysis Codes

Transaction e-Mail

Trial Balance

Triangulation

Turnover

U

Unique Reference Number
(URN)
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A record of an exchange between one party and another,
normally between your company and another company,
usually a customer or asupplier.

Codes used to group items for reporting analysis.

A mechanism for sending and receiving order
documentation using e-mail to support the order processin
Sales Order Processing and Purchase Order Processing.

A list of al the nominal accounts at a given time, together
with their net balances, shown as either adebit or a credit
balance. The double entry book-keeping system, if
completed correctly, requires that the total of all debits
equalsthetotal of all credits. The balances should always be

equal.

If you are using aforeign bank account but the payment or
receipt currency is different to both the bank currency and
your base currency, triangulation has to take place, viayour
base currency, to determine the exchange rate to be used for
the transaction. The rate from each currency to the base
currency is amalgamated to produce an overall conversion
rate that is then used to convert the transaction amount.

When atransaction involves atransitional euro currency (a
currency that has agreed to move to the euro but has, for
example, three years grace to phase out the country’s own
currency) the conversion must always be viathe euro. The
rate from each currency to the euro will be amalgamated to
produce an overall conversion rate that is then used to
convert the transaction amount.

(1.) Thetota salesfigures for acompany for a set period.

(2.) Therate at which stock is sold and replaced.

The unique reference number assigned to a complete
transaction to assist in tracing the progress of the transaction
through Sage 200. This number is 12 digits long and
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Unit of Measure

Unit Price

Unpresented Cheques

Unquoted Investments

V

Valuation

VAT

VAT Invoice

VAT Outputs and Inputs

VAT Receipt

VAT Registration Number

VAT Return

comprises of: 3 digits for the user number, 2 digits for the
source module in which the transaction was created, and a7
digit sequential reference number.

The quantity in which astock item is measured for purchase,
sale or storage.

The price paid per unit of item purchased, or charged per
unit of item sold.

Cheques paid out, which are passing through the bank
clearing system, but have not yet been presented to the bank
where the account is maintained.

Investments not dealt in on arecognised stock exchange.

Formal assessment of worth, for example, valuation of
property.

Vaue Added Tax is applied to sales and purchase
transactions in certain circumstances. These circumstances
are described in the Sage 200 Accounting System Manager
User Guide.

Aninvoiceissued by a supplier registered for VAT showing
the supplier's VAT registration number, the date of issue and
the tax point.

The HM Revenue and Customs department requires all
businesses registered for VAT to account to them for all
amounts of VAT charged on invoices (outputs) net of
amountsincurred on purchase invoices (inputs).

A receipt showing the amount of VAT as a separate item,
together with the issuer's VAT registration number.

All businesses registered for VAT are given aregistration
number. This number must be printed on al invoices.

The form on which input and output VAT is declared to HM
Revenue and Customs or your local tax authority.
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VAT Tax Point The date on which VAT €ligible sales are completed.
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W

Waiting Postings

Warehouse

Working Capital

Write Off

XML

Yield

Z

Zero Rated

Transactions that have not yet been posted to the Nominal
Ledger. These can be updated using the Nominal Ledger
‘Update Waiting Postings' routine.

Primary location point where astock itemis stored. The
warehouse is the default primary location provided with
Sage 200 when using multiple locations.

The excess of current assets less current liabilities.

(1.) To cancel abad debt or obsolete asset from accounts.
(2.) To consider atransaction as aloss or set off (aloss)
against revenues.

(3.) To depreciate an asset by periodic charges.

(4.) To charge a specified amount against gross profits as
depreciation of an asset.

Extensible Markup Language file format. Sage 200 can
import and export datain the XML file format.

The annual income provided by an investment.

Denoting goods on which the buyer pays no VAT (tax)
athough the seller can claim back any VAT (tax) paid.
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Appendix: URN and Periodic
Routines

This appendix provides information about the unique
reference number (URN).

It also provides useful descriptions and an outline of the
routines that you would carry out regularly, to maintain
the integrated data files associated with your financialsto
also ensure you get the best use out of your system.

In this appendix:
What isaURN?
How isit constructed?

What can you identify
fromit?

Further information
Periodic Routines

Daily or Weekly
Routines

Monthly Routines

Yearly Routines



The Unique Reference Number (URN)

What is a URN?

Asyou enter transactionsinto Sage 200, a unique reference number
(URN) isautomatically alocated to it. This URN consists of
information about who entered the transaction, the module the
transaction was entered into and a unique sequential number
relating to the individual transaction. The URN number is used for
auditing purposes to trace the double entry of the transaction
through all the relevant Ledgers.

What is it for?

The URN is essential for tracking postings through the system into
the Nominal Ledger. There is a specific report within the Nominal
Ledger called the 'Unigue Reference Number' report that shows al
the postings for each URN that you specify.

Within the financials modul es the "Transaction Enquiry' option lists
al the transactions relating to the chosen account. Select one of the
transactions and the lower half of the window displays detailed
information about it, including its URN. Then if you run the URN
report within the Nominal Ledger and specify the URN applied to
the transaction, al the postings resulting from that transaction are
shown (unless they have been deleted because of the account
history settings specified during the ledger setup process).

The reports produced when you update pending or waiting postings
to the ledger aso print the URNSs for each transaction. Thisis
useful for determining whether a transaction has been posted to the
ledger or not.

The Transaction Audit File' option in Accounting System Manager
aso includes the URN on screen and in the printed report. By
viewing or printing the audit file and making a note of the URN for
aparticular transaction you can then trace the entry in the Nominal
Ledger.
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How is the URN constructed?

The URN is split into three sections. The first three digits show the user number. The fourth and
fifth digits represent the source (the module where the transaction was posted) and the
remaining digits are the sequential reference number.

For example, URN 002010000168, has been created by user number 002, posted in module 01
(Sales Ledger) and has 0000168 as the unique sequential number.

What can you identify through the URN?
You should be able to identify who entered a transaction and where it was entered.
e User number

To identify a user number you need to look at the user details. For more information on
identifying user numbers see the Sage 200 System Administratordocumentation.

@ Source module
To identify the source module:
e Make anote of the fourth and fifth digits of the URN. (In the above example thisis 01.)

@ Match thiswith anumber listed below to identify the module in which the transaction

was entered.

Number Module

01 Sales Ledger

02 Purchase Ledger

03 Nominal Ledger

04 Payroll (n/a)

05 Job Costing (n/a)

06 Stock Control

07 Sales Order Processing

08 Purchase Order Processing
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10 Cash Book
11 Bill of Materias (n/a)
12 Fixed Assets (n/a)

Unique sequential number

To view the next available URN see earlier in this guide. For more information see Next
Unique Reference Number (URN)... on page 36.

Additional URN Information

Certain routines may generate URNSs themselves such as 'Foreign Account Revaluation' and
'‘Balance Ledgers.

If you are consolidating Nominal Ledgers, a unique reference number is supplied by the
receiving company and there will be one per consolidation run.

Cash Book transactions in the Nominal Ledger are given one unique reference number for
the set of postings.

Prepayments and Accruals are given one URN per set of postings, and if you have set update
with batch total on accountsin the Nominal Ledger then one URN is given for the single
posting which is created.

URN information can be viewed for pending Nominal Ledger postings. For more
information on viewing pending postings see the Sage 200 Nominal Ledgerdocumentation.

URN information is detailed on the 'Report Pending Transactions' report available within
Salesand Purchase L edgers. For moreinformation see your Sage 200 Sales Ledger and Sage
200 Purchase Ledgerdocumentation.

URN information is aso printed as part of other ledger reports, for example, transaction
reportsin the Sales and Purchase Ledger.

URN information is displayed and printed as part of the 'Transaction Audit Trail".
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Periodic Routines

Sage 200 isafully integrated system and information is automatically passed between the
modules.

This provides an outline of the routines that you would carry out regularly, to maintain the
integrated data files associated with your Financials and to aso ensure you get the best use out
of your system.

An option to update pending postings can be used at the end of each day to post any pending
transactions. For more information see Transfer of Postings on page 222. At the end of each
accounting period, you need to run the Month End routine to prepare your data files before you
can close the period. You do not have to close a period before opening the next one however.

Daily or Weekly Routines

Use this as a guide for routines to run on aregular basis and add the items on thislist into your
own routine. Read in conjunction with the recommended monthly routines. For more
information see Monthly Routines on page 220.

e Create or update customer and supplier records via the Sales and Purchase L edger, using
Sales or Purchase Accounts > Account Details.

e Ensureall routine transactions are completed in the Sales and Purchase Ledgers and in the
Cash Book.

e Ensureall Nominal Ledger transactions are completed.

e Choose Period End Routines > Report Pending Transactions in the Sales and Purchase
Ledgers and the Cash Book, and then 'View Waiting Postings in the Nominal Ledger, and
check all the reports.

e Choose Period End Routines > Update Pending Transactions in the Sales and Purchase
Ledgers and the Cash Book, and then 'Update Waiting Postings in the Nominal Ledger. (For
more information see Transfer of Postings on page 222.)

e Print al reports required from the appropriate ledger reports menu, for example, choose
Sales Ledger > Reports > Account Analysis > Day Books Report.

e Choose Accounting System Manager > System Utilities> Balance L edgers, and run Balance
Ledgersfor all modules to ensure the integrity of the system is maintained.
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e Updatetheforeign exchange rate table by amending the rates manually within Sage 200. For
more information see Foreign Currency Exchange Rates on page 75.

e Takeabackup of your datafiles and store this somewhere safe.

Note: Only run Update Pending Transactions and Balance Ledgers routinesif no oneelseis
logged onto the system.

e If you are using the Commercials modules you should also consider the following routines
as part of your daily or weekly processes.

e Create any new stock records using Stock Control > Stock I1tem Maintenance.
@ Update any stock level adjustments using Stock Control > Transaction Entry.

@ Raiseand process any sales orders using Sales Order Processing > Order File
Maintenance.

@ Raise and process any purchase orders using Purchase Order Processing > Order File
Maintenance.

e If raising invoicesor credit notes through Invoicing or Sales Order Processing remember
to print copies and post them.

Monthly Routines

'‘Month End' routines, found in the 'Period End Routines' options of each module, provide
essential routines for tidying up the modul€'s database. Descriptions of the 'Month End' routine
(which are dlightly different for each module) are provided in the documentation for each Sage
200 module. However we recommend you use the following list as a guideline and add the
items on the list into your own routine.

e Ensureall transactions have been entered for the current period to be closed.

e Ensureyou have set up any template journals required for month end processing.

e Enter any monthly journals (prepayments, accruals, for example).

@ Reconcile the bank account to your bank statement using the Bank Reconciliation option
within the Cash Book.
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Run all other Period End Routines in the appropriate ledgers, for example, Report Pending
Transactions, Payment Processing (Purchase Ledger only), Finance Charges (Sales Ledger

only).

Print all relevant module reports required for the end of month routines and check them.
Take abackup of your data files and keep this at least until the next month end.

If you are using the Commercials modules you should consider the following as part of your
monthly procedures.

@ Accruetothe Nominal Ledger for invoices not yet received from the Purchase Order
Processing module.

e Reconcile your 'Stock Valuation' report, to your stock account in your Nominal Ledger.

e Runyour 'Stock Month End' and consider whether to delete the stock history (if the
option is activated).

e Run your 'Intrastat (SSD)' report, if applicable.

@ Consider deleting purchase and sales order and invoice history, if the option is activated.
If you want to close the accounting period, go to the Accounting System Manager and close
the period you require for the Sales and Purchase L edgers and the Cash Book.

The period in the Nominal Ledger must be closed off last. For more information see
Transfer of Postings on page 222. For more information about closing a period, see Close
Accounting Periods on page 57.

Print and reconcile the VAT Return.

Print and store your Transaction Audit file for the month. For more information see Manage
the transaction audit file on page 151.

Choose Accounting System Manager > System Utilities > Balance L edgers, and run Balance
Ledgersfor all modules to ensure the integrity of the system is maintained.

Choose to tidy up transactions on accounts in all modules by deleting transactions.

Note: Only run the Month End routines if no one else islogged onto the system.
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Yearly Routines

For more information see the Sage 200 Nominal Ledgerdocumentation.

Transfer of Postings

The transfer of postingsis carried out in each module via Period End Routines > Update
Pending Transactions or Update Waiting Postings. Information contained in these filesis as

follows:

Module File Description of content

Sal es/Purchase Pending Transactions Thisfilenormally contains Direct Debit and

L edgers Standing Order postings from the Cash
Book module. It may also contain
transactions from external sources. If you
are using commercials modules the file will
il so contain invoice and credit note
postings from Sales Order Processing and
Purchase Order Processing.

Cash Book Pending Transactions This file may contain transactions from
external sources.

Nominal Ledger  [Current Waiting Postings These files contain all types of transactions

Deferred Waiting Postings

from all other financial and commercial
modules. They may also contain
transactions from external sources.

Note: You may have chosen to update your
Nominal Ledger on-line during your
ledger setup processes. For more
information see your Sage 200 Sales
Ledger and Sage 200 Purchase
Ledgerdocumentation.

Updating the Nominal Ledger on-lineisaway of bypassing the waiting postingsfile. If you
enter daily transactions (such asinvoices, credit notes, receipts and payments) which are dated
on or before the current Nominal Ledger period, these are posted to the nominal accounts at the
same time as they are posted in the source modules. Any future dated transactions will be held
in the deferred waiting postings file if the period they are being posted to has a 'Future' status.
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Postings may be transferred from the deferred waiting postings file to the current waiting
postings file as part of the Nominal Ledger 'Month End' routine. To update these postings you
need to run the 'Update Waiting Postings routine in the Nominal Ledger.

If you are not updating the Nominal Ledger on-line, then you must run the 'Update Waiting
Postings' routine on aregular basis.

The 'Update Waiting Postings routine in the Nominal Ledger looks at each individual
transaction date prior to posting it to the ledger. Current month transactions are updated to the
nominal accounts. If thereis only 1 accounting period open, transactions that are dated later
than that period are not taken into the nominal accounts during the update, and are held in the
deferred postings file. Consequently the transactions and bal ances taken during the update and
shown in the nominal reports, reflect the latest position of your Nominal Ledger.

Nominal accounts that have 'Update with Batch Totals' activated are updated by asingle
transaction amount, otherwise all individual waiting postings are added to the accounts
separately and can be viewed on the account history. For more information see the Sage 200
Nominal Ledgerdocumentation.

Note: We recommend that all update routinesin all modules are performed on aregular
basis. If an update has not been carried out and there are outstanding transactions the
‘Month End' routine warns you that postings are pending. You then need to run the
'‘Update Waiting Postings and 'Update Pending Transactions' routines.
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Appendix: EC VAT
Implications

This appendix provides information about EC VAT
accounting.

In this appendix:

EC VAT
Implications:

Acquisition of Goods
Supply of Goods

Statistical Information
Requirements

Special
Circumstances



EC VAT Implications

Since 1 January 1993, the formality of customs control over goods
moved between member states of the EC has been removed,
shifting the responsibility for accounting for duties and VAT, to
companies and individuals acquiring or selling such goods. Please
refer to the documentation published by your local authority (at the
time of this publication, HM Revenue and Customs for the UK and
the Irish Revenue Commissioners for Ireland).

You need to identify which VAT rate codes are to be used for
accumulating values of the EC sales or purchase boxes on the VAT
Return. If you have not already provided VAT rate codes for
transactions between EC member states, you should set up codes
for this purpose. For more information see Tax Rates on page 67. In
addition, for selling goods, an extrareturn to the tax authoritiesis
reguired, the EC saleslist. Thisis produced by the Sales L edger >
Reports > Account Analysis> EC Sales List option, however the
VAT rates applied to transactions must be correctly set up along
with the VAT registration Number.

The following will explain the basic requirements and how your
Sage 200 system can handle acquisition of goods and supply of
goods for you.

Acquisition of goods

If you are registered for VAT, acquisitions from EC suppliers are
dealt with by a system of postponed accounting or reverse
charging, where the VAT that would otherwise be paid at import is
accounted for by way of areverse charge on the VAT Return.

It isimportant to provide proof of VAT registration to the EC
supplier, otherwise VAT will have to be charged on the goods by
the supplier. Where the VAT registration number is given, the
supplier can zero rate the goods. For example, if ABC Importers
Ltd, who are VAT registered in the UK, acquire goods from a
French company, provided the French supplier has the VAT
registration number of ABC ImportersLtd, the goods are zero-rated
and are transferred directly without customs control. ABC
Importers Ltd then accounts for the VAT by way of areverse
charge on the VAT Return; it effectively chargesitself VAT.
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The VAT is accounted for by declaring it as output tax, with the tax point date being either the
date of invoice or the receipt, whichever is the earlier, or the 15th of the month following the
month in which the goods were received. The rate that is charged will be the rate generally
accepted for those goods in the UK. For more information see Tax Rates on page 67.

Provided the goods are allowable for input VAT, the VAT for the acquisition is treated as input
VAT on the same VAT Return, the effect being to cancel the output VAT. Consequently, for all
goods that are allowable for both input and output VAT, afully taxable company’s VAT
accounting will be self cancelling in respect of EC acquisitions. This means that goods are
charged with the tax rate applicable to the destination country.

Your Sage 200 system can handle thisfor you if you apply a VAT rate code to these acquisitions.
This must be set up in the Tax Rate table as follows:

VAT Return | EC terms VAT rate

Yes - Purchase Goods & Related Services | Prevailing rate in your country
Select the

VAT

Return'

check box.

The supplier's account details within the Purchase Ledger must be set up with the relevant
country code and their VAT registration number. The result is the value of the VAT appearsin
both boxes 2 and 4 on the VAT Return and the value of the goodsin boxes 7 and 9.

No nominal postings for VAT are made as the VAT element of the transaction is notional; it is
self cancelling.

Supply of goods

There are several variations of situations when supplying goods to other EC countries. For
further information refer to the documentation published by your local authority.

When it isgoods that are moving across borders there are times when an EC saleslistisrequired
to be completed. This does not apply for services which are not related to the supply of goods.

By using the correct combination of the setup of the trader's account and the VAT rate applied to
the transaction, your Sage 200 system will handle the situations for you.
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Example 1

Supplying goods to VAT registered customers in other EC countries when zero rating
conditions are met.

You are able to zero rate these goods but you must apply a VAT rate code to these
transactions that is set up as follows.

VAT Return EC terms VAT rate
Yes - Sales Goods and Related Services | 0.00%
Select the 'VAT

Return' check box.

The customer's account record must be set up with the relevant country code and their
VAT registration number. This resultsin the value of the goods appearing in boxes 6
and 8 of the VAT Return. The details are included on the EC sales list.

Example 2

Supplying goods to VAT registered customers in other EC countries when zero rating
conditions are not met.

In this case the prevailing rate of VAT in the country of supply must be charged. You may
use the same code as for supplying these goods to a customer in the same country as yourself.

VAT Return EC terms VAT rate

Yes- Not Applicable Prevailing rate for the
Select the 'VAT goods

Return' check box.
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The customer account details must have the relevant country code set up and their VAT
registration number must be blank. This resultsin the value of the VAT appearing in
box 1 on the VAT Return and the value of the goodsin box 6. No EC saleslist entry is
required.
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Statistical information requirements

Statistical information regarding transfer of goods is obtained from the following sources:
VAT Returns

All relevant boxes are updated on the VAT Return for goods moved between members of the
European Community. For more information on obtaining an analysis of transactional
information posted to the VAT Return, see your Sage 200 module documentation.

EC sales listings

All VAT registered companies that deal with another registered organisation or individual in the
EC, either must complete EC sales listings quarterly if they:

e Supply goods.

@ Send goods for processing, or return goods from processing.

@ Transfer their own goods to another EC country.

For more information, see the Sage 200 Sales Ledger

Intrastats

Companies involved in the sale and/or acquisition of goods within the EC, the value of which

exceeds aset annual threshold of £221,000 (at the time of printing) per calendar year (January to
December), are required to submit monthly Supplementary Declarations (SSDs).

Note: To complete your Intrastat you need to be using the Commercials modules and also

activate the 'Produce Intrastat declarations' option within the 'System Settings
window. For more information see Produce and Reconcile Intrastats on page 135.

Special Circumstances

When there are more than two countriesinvolved in trading, this can affect the way in which the
transaction is dealt with regarding EC VAT accounting.
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e If acompany orders goods from another company in a different country, but requests that
they be delivered to its customer in yet another country, this should be dealt with asfollows.

Example

In the following diagram, three companies are represented by the letters A, B and C and
each one operates in a different country.

B (Sweden)

A (France) C (UK)
The French company A supplies goods to the UK company C, at the request of a Swedish
company B. Company A invoices company B who, in turn, invoices company C.

From company A's point of view, the invoice to company B should appear on their EC
saleslist and the supply transaction to company C would appear on their supplementary
statistical declaration.

From company B's point of view, the invoice transaction to company C would appear on
their EC saleslist.

From company C's point of view, the transaction from company A is an acquisition and
therefore subject to reverse charging on their tax return.

If, in the above example, company B was not in the EC (for example was a company in
the USA), it would haveto register for VAT in the UK.
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Appendix: Triangulation of
Currencies

This appendix describes and illustrates the principles of
triangulation and examines implications for foreign
currency trading.

If you are using aforeign bank account but the payment or
receipt currency is different to the bank currency,
triangulation has to take place, via your base currency, to
determine the exchange rate to be used for the transaction.
Thisis because the system only holds exchanges rates
from foreign currencies to your base currency.

In this appendix:

Triangulation viabase
currency

Entering transactions

Euro Case Study



Triangulation via base currency

If you are using aforeign bank account but the payment or receipt
currency is different to the bank currency, triangulation has to take
place, viayour base currency, to determine the exchange rate to be
used for the transaction. Thisis because Sage 200 only holds
exchange rates from foreign currencies to your base currency.

The rates from each currency to your base currency will be

amal gamated to produce an overall conversion rate that isthen used
to convert the transaction amount.

£

Exchange rate Exchange rate
from Mexican Peso from base currency
payment to base GBP to US Dollar
currency GBP bank account

MXN ( 1. USD

Overall conversion rate

The following explains how currencies are converted via the base
currency and shows the three steps of triangulation.

1. Convert from the receipt or payment currency into base
currency, dividing by the conversion rate.

Note: Conversion rates used in this example should not be
taken asindicative. You must check up-to-date rates
for conversion between UK pounds and other
currenciesin the normal way.

For example, to convert 45,000 pesos into pounds sterling, you
would:

e Divide 45,000 by 12.930400 (conversion rate peso to pound
sterling) to give 3,480.170760.
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e Round, in this case, to 4 decimal places (3 or more decimal places are allowed).

2. Next, convert the result of step 1 above into the bank currency, multiplying by the
conversion rate.

e Multiply 3,480.1708 by 1.454720 (conversion rate US dollars to pounds sterling) to give
5062.674066166.

3. Finaly, round the result to the nearest sub-unit of the second denomination, US Dollars.

@ Round to the nearest cent, to give aresult of $5062.67.
Note: The result of step 1 can have alarge number of figures following the decimal point.
You can round up the figure, but to no less than three decimal places (0.123456789
may be rounded to 0.123, 0.1235 or 0.12346 and so on, but not to 0.1 or 0.12).

These steps can be explained using the triangulation diagram, as follows.

£

3480.1708

Bank Currency
Exchange Rate
1.454720

Payment Currency
Exchange Rate
12.930400

MXN ) USD

45,000 5,062.67

Overall conversion rate

8.888583
Overall Conversion _ Rate From / Rate to Target
Rate Original Currency Currency
8.888583 = 12.930400 / 1.454720

——p which results in 45,000MXN / 8.888583 = $5062.67
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Entering transactions

Sage 200 incorporates an on-line conversion window to cater for triangulation. This window
appears whenever you click on the icon beside the 'Exchange Rate' box on the transaction
window. The conversion window differs depending on the nature of the transaction and
currencies involved. Following the previous example, Sage 200 would allow you to display the
following pop-up window:

i Alter Exchange Rate x|

r—Conversion from Mexican Peso to US Dollar
Rate from Mexican Peso to Pounds o I 12.930400 = £1
Rate from US Dollar bo Pounds uso I 1.454720 = £1
Crverall conversion rate: [ I 88555583 = UsDl
Yalue to convert From: kA | 45,000,00
Converted value: usD I 5,062.67

a4 | Cancel |

@ Rate from Mexican Peso to Pounds.

Thisisthe rate between the currency of the recei pt/payment itself and the base currency.
o Ratefrom US Dollarsto Pounds

Thisisthe rate between the currency of the bank account chosen and the base currency.
o Overdl conversion rate

Thisisthe direct rate calculated between the Mexican Peso and the US dollar (USD).
e Vaueto convert from

Thisisthe value of the receipt/payment in Mexican Peso.
e Converted value

Thisisthe value of the receipt/payment in US dollars (USD).
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Euro Case Study

The case study provides a number of pointers about what to expect when you move into dealing
in euros.

Good Wood, set up in 1948, provides quality garden furniture at reasonable prices. It started off
asasmall concern and now employs over 100 people in the UK. It expectsto expand again
soon.

Initsday to day business, Good Wood uses Sage 200. Their local Sage Solutions Centre has
written an add-on to Sage 200 for the management of their expanding production facility.

Although aware of the European Monetary Union and the euro, Good Wood turned down initial
seminar invitations from their bank in the mid to late 90s. The company believed they would be
unaffected by the euro because at the time they did not export to, or import from Europe.

However, their main timber supplier based in Birmingham was since taken over by amajor
German timber supplier, who then informed all subsidiaries that from 1 January 1999, it would
be adopting the euro as its main accounting currency. Consequently they expected all
subsidiaries to be able to trade in the euro, whether or not they operated in an EC member state.

So the Birmingham subsidiary will be invoicing Good Wood in the euro, and will expect
payment in the euro from their customers, including Good Wood. The Birmingham subsidiary
advised their customers and suppliers of this move and expect them to comply; if not, they may
not be able to trade with them.

Good Wood now hasto consider how they can:

e Accept euro invoices and make payments in euros. Their bank has informed them that they
can carry out euro conversion on their behalf. Good Wood has to set up a euro account and
the bank may charge for each euro transaction.

To do thiswithin Sage 200 you need to set up a euro bank account within the Cash Book.
For more information see the Sage 200 Cash Book

e Convert the euro amount to base currency (£) to allow them to post these transactions into
their Sage 200 accounting software.

Within Sage 200 you need to duplicate the existing supplier account details choosing to
make a euro duplicate. This copies the account details and creates a euro supplier account
for you. It does not, however, copy existing transaction details for you. For more
information see your Sage 200 Purchase Ledger
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Asaresult of moving into trading in the euro, Good Wood is now al so investigating the prospect
of selling their products into mainland Europe.

Considerations when you begin to trade in the euro

There are anumber of important factors to be considered by a company when it introduces
trading with the euro.

Product pricing The pricesin the sales brochures and price lists need to
be changed to show pricesin sterling and euro.

Competitive pricing How do your prices compare with those of your
European competitors?

Competition With the introduction of the euro, are there
opportunities or threats from competitors taking
advantage of reduced exchange rate risks and
transaction costs?

Accounting Software, change over timetable, budget planning,
invoicing and payments.

Legal aspects Continuity of contracts, new EC legidation.

Purchasing Currency of transactions with suppliers, choice of
suppliers, price transparencies.

Marketing Pricing strategy, new business opportunities, dual
pricing.

Staff Training and education issues.
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For further information on the euro

You can obtain further information relating to the euro and the Economic Monetary Union
(EMU) from the following websites:

WWW.sage.com For up-to-date information on how Sage products can
help you with the euro.

www.bankofengland.co.uk/euro.htm The Bank of England's euro website.

WWW.euro.gov.uk The official UK Government's website for the euro.

You can also obtain links to other information sources through Sage at www.sage.co.uk.
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