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1 Overview

This document gives a guide to using the AccountsMate application with Sage 50.

1.1 Introduction
AccountsMate for Sage 50 allows users to create views of the most common data from their Sage 50
companies to suit tasks that they are doing (e.g. view customer debt details when chasing payment).

1.2 Summary of Features
A summary of the AccountsMate features are listed below.

1. Enquiry into Sage 50 main data (e.g. customer, supplier, products, transactions).

2. Can be installed on a computer with no Sage 50 client installed and requires no extra Sage
50 licences.

3. Supports remote users (e.g. over a VPN).

4. OQverview screen gives quick view of the company debtors, creditors and products and allows
drill down to account details and balance transactions.

5. Primary Enquiry screens show all primary entity information (e.g. customer, supplier and
product) including related information (e.g. communications) and allows drilling to other
functions (e.g. click to view all details, drill to transactions, email, etc.)

6. Secondary Enquiry screens show transactions of primary entities (e.g. customer invoices,
credits, payments, etc.).

7. Enquiry screens can be customised to
a. Add, remove & move fields.

b. Sort
c. Filter
d. Total
e. Group

8. Customised screens can be saved as layouts for future use.

9. Viewed data can be Exported or Previewed using a document designer.

10. Data Analysis functions summarise transactions across period and data elements (e.g. sales
by customer and product over year and month). The Date Analysis screens can be
customised and saved as layouts similar to the other enquiry screens.

11. Other features

a. Select from multiple companies (Top Menu — Home)

b. Start Sage 50 (Top Menu —Home)
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c. Configure roles, menu and look (Top Menu — Configuration)
d. Get Help with application details, activity, remote support (Top Menu — Help)
e. View connection details i.e. company, plan, status & user (Bottom Status Bar)
f.  View and send notifications (Bottom Status Bar — Envelope Icon)

1.3 Premium Features

Some features are only available in Premium editions, this depends on the support subscription you
have (i.e. Premium or Standard). The main features available in premium only are:

All Data Analysis Enquiries.

Nominal Budgets Enquires.
Previewing data in grids/data analysis.
Adding Expressions/Extra fields.
Layout Authorisation.

Notes.

O O O O O O

2 Navigation

AccountsMate is started by clicking its icon on the computer desktop.

There is no need to log in as AccountsMate will take the user from the current Windows user.

AccountsMate starts with a Home Screen which presents a Toolbar of actions at the top and a
Menu on the left side of the areas that can be enquired into.

] AccountsMate Console e x
Home = Configuration  Help

i3 r
Company  Start | Exit

Overview
* Customer
» Supplier

Products

» Data Analysis

& otservices

Company: Demo VM (Sage Dema) Plan: Premium Connection Status: Online User: tom.shields (Administrator) Role: Default
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SOFTWARE

Each enquiry opened will create its own new tab that can be kept open and revisited or closed as
required.

Home Configuration Help | Overview
Gr aq © £ ©
Refresh tof Preview Reset Column Close

> > Chooser

Overview X = Customers Customer Transactions Products

Overview

Customers

Total Bo

2.1 Home Screen
The Home Screen presents a Tool Bar at the top and a Menu down the left-hand side and the user
begins navigating the system from these.

Top Tool Bar

Home Configuration

o5 b O ©

Company Start About Exit

Sage 50 Help

The Tool Bar contains the following action buttons:

e Company - change currently connected company from Sage 50.

e Start - start the Sage 50 application (if it is installed on the computer).
e About - displays the AccounstMate application installation details.

e Exit - exit the AccounstMate application.

Menu

If

»

Overview
» Customer
» Supplier

Products

» Data Analysis

Choose the data area to query from the Menu options below:

e Overview - shows Customer, Supplier & Product totals and aged Debtors & Creditors.
e Customers — query Customer details and transactions.
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e Suppliers - query Supplier details and transactions.

e Products — query Product and stock details
e Data Analysis — analyse & summarise sales and purchase transactional data.

2.2 Overview
The Overview enquiry shows total counts of active and inactive customers, suppliers and products
as well as an aged debtors and creditors position.

Home Configursion Help = Overview
G a © L%
Refrash Preview Reset Column Closa
- Choaser
Overview x
Overview
Customers
Total =
Active k)
Ingciive ]
Debtors
Ags | Debors vaius | [ Customes
30 Days 0 0.00 8@
60 Days 0 0.00  sbEco1
90 Days 0 0.00 =%
STE00!
Older 26 95,241.01 | g1i001
Total 26 95,241.01 | swanos
vioot
Youoot
Creditors
Age Creditors Valus | | Supplier
30 Days 0 0.00/ @
60 Days 0 0.00| [con0at
90 Days 0 0.00 "
Older 11 44,502.68
Total 11 44,502.68
THOS!
uNIoD1

Name
0:

8D Enterprises

The Show Ladge
Stevenson & Smith
Edward Stuart

‘Swan Lessure Centre

The Vistes Rentel Camgany
Pater Young

Nams
0
Concept Statonery Suppies

upplies

eMally Ces

Jpwopx

Suppliers
Tota 15
ctivo 15
Inactive o

Phone
o]
0191837 9835

08976 656 878

Phona
Q
0191 643 4343

01642 222 2343
01825872323
01964 673242

‘Company: Demo VM (Sage Dema)

Email
0

newbusinessadvice@sage.com
newbusinessadvicefsage.com

Contact
0
Jane Scott
Lesley Walton
Sayers

newbusinessadvicesage.com
cegsage.com

newbusinessadvicesage.com

el

EWBUSInesESaVIceQEage.com

1 Plan: Premium

Edward Stuart
John Bl
June Whitshouse.

Peter Young

Molars Dodd

Jil Hendsrson

Connection Status: Online

Products
Total
Active
Inactve
[ 30 Daye
1533068 0.00
148.07 0.00
1,562.7 0.00
2,341.2 000
1598.63 0.00
041.68 000
210684 000
Balanc 0 Day:
161438 a0
273412 .00
3022 .00
250 0.00
916485 .00
176250 0.00
7.1 .00
84076 0.00

Older

15,330 68
714807
1.562.75
234125
1,588.83
204166
2,10684

Oldar

1,644.39
2473412
02z
35250
9,164.85
1,762.50
3371

640.76 +

User: tom.shields (Administrator) Role: Default

The Top Toolbar of the Overview contains the following actions:

e Refresh — load/refresh the data in the Overview from the Sage 50 source data.
e Stop - stops the refresh process.
e Preview - preview the Overview grid data ready for printing or export.

e Reset - reset the column layout of the Overview data grid.

e Close - close the Overview screen.
e Preview - preview the Overview grid data ready for printing or export.

O O O

O

Overview -
© ©

Preview Reset

viey

EY

Customers
Customer Aged
Suppliers
Supplier Aged

Close

Customers - preview only the Customer data grid in document form.

Customer Aged - preview only the Customer aged data grid in document form.

Suppliers - preview only the Supplier data grid in document form.
Supplier Aged - preview only the Supplier aged data grid in document form.

e Reset - reset the column layout of the Overview data grid.
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Reset Close

All
Customers

Suppliers

o All - reset the column layout on all grids.
o Customers - reset the column layout on Customer grid only.
o Suppliers - reset the column layout on Supplier grid only.

2.2.1 Debtors / Creditors Data Grids
The Debtors/Creditor Grids shows a summary of the aged values on the left panel and the list of
accounts that make up this summary in the right panel.

Debtors

Age Debtors Value | | Customer Name 7 Phone Email Contact Balance

30 Days 0 0.00 "B e "B 0 g >
60 Days 0 0,00 SDE0O1 S D Enterprises 0191 937 9836 newhusinessadvice@sage.com Jane Scott 15,339.68
90 Days 0 0.00 SHO001 The Show Lodge 0121 383 0345 newbusinessadvice@sage.com Lesley Walton 7,148.07
STE0O1 Stevenson & Smith 01244 453 232 newbusinessadvice@sags.com Jonathen Sayers 1,562.75
Older 26 9524101 5y004 Edward Stuart 0191 839 3940 newbusinessadvice@sage.com Edward Stuart 2,341.25
Total 26 95,241.01 swaoot Swan Lsisure Cantrs 0191567 2345 newbusinessadvice@sage.com John Blair 1,588.83
VIDOO1 The Video Rental Company 0678 234 5678 newbusinessadvice@sage.com June Whitshouse 2,041.66
YOUO0O1 Peter Young 08976 656 878 newhusinessadvice@sage.com Pater Young 2,106.84

Click on a summary aged value in the left panel to show the list of accounts in the right panel for that
aged value.

2.3 Primary Enquiry Functions - Customers / Suppliers / Products
A Primary Enquiry looks at data from a main entity in Sage 50 e.g. Customers, Suppliers or Products.
These enquiry screens are designed with a consistent layout containing the following parts.

° @ C
1 B L e curtsMase Defoutt -®Dx0 0
Expon Preview  pame o] |Gl Rakesn Reset Close
Dets Crite Layouts Optio

A1D001
A1 Dosign Services
01742 876 234
01742876 235
wn 3
No
8238 3839 38
Gp
1,000.00
Exceaded Crodi Lima
Yos
2010272020
2742018
2,508.00
No
522054
522054
673 Station Rosd
Blackpool
Company; Demo VM (Sage Demo) Connection Status: Online User: tom shields (Administrator) Role: Default

2.3.1 The Toolbar
The Top Toolbar contains actions that can be performed on the data.
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Criteria — optionally enter criteria to extract the data and

o Refresh —load/refresh the data in the data grid from Sage 50 source.

o Clear - clear criteria entered.

Export - provides various formats via which the grid data can be exported e.g. CSV, PDF, etc.
Preview - preview the data grid content into documents ready to print or export.
Layouts - shows the current data view layout and provides a drop down list of others.

Column Chooser - allows additional data columns to be added to the data grid.
Close - close the Customer/Supplier screen.

Note: The data must be loaded initially by using the Refresh button (optional criteria can be

entered).

2.3.2 The Main Data Grid
The Main Data Grid lists the data from the primary entity being queried (e.g. customers, suppliers or

products).
Account Ref ¥ Name Contact Name Telephone

v e e " Alc

4 A1D001 A1 Design Services lan Cairns 01742 876 234
ABS001 ABS Garages Ltd Mike Hall 0191 254 5309
BBS001 Bobs Building Supplies Susan Livingstone 01983 567 123
BRIOO1 Fred Briant Fred Briant 01908 78787878
BROO001 Bronson Inc Paul Guy 001 214 248 8924
BUS001 Business Exhibitions Kenneth Lynch 017684 30707
CASHO001 Cash and Credit Card Sales

CGS001

County Golf Supplies Keith Office 0191 385 6432

E Mail

e
newbusinessadvice@sage.c ©
newbusinessadvice@sage.com
newbusinessadvice@sage.com
newbusinessadvice@sage.com
newbusinessadvice@sage.com
kenneth.lynch@pimbrook.ie
newbusinessadvice@sage.com

newbusinessadvice@sage.com

Credit Limit

1,000.00
450,000.00
2,000.00
0.00
4,000.00
4,000.00
0.00
3,000.00

The Main Data Grid allows the following functions to be performed on the data.

Customising columns

o Add columns (see Adding Data Columns — Column Chooser)

o Removed columns (see Removing Data Columns)

o Moved columns (see Moving Data Columns)

Sort data (see Sorting Data)
Filter data (see Filtering Data)

Finding data (see Finding Data)

Totalling data (see Totalling — Data Grid Columns.)

Grouping data (see Grouping)

On Hold

@
v

v

Inactive Balance
_ P
2,508.00
3,634.91
4,719.63
324.67
0.00
2,066.62
0.00
2,028.03

Drill actions - some columns show a green “Drill” button when they are clicked into

® 3,634.91

Clicking on this button will perform the following actions depending on the column data i.e.
o Drill into the data (e.g. from a balance, drill to show transactions)

Emailing from email addresses.

o
o Phone dialling from telephone numbers.
o

Browse to a URL.

2.3.3 The Property Sheet
The Property Sheet on the right-hand side of the Main Data Grid, shows all the data columns
available from the data entity being enquired on.
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Customer Details d| 8 ©
v Find Clear
Descriptors 3

Address v
Contact Details 2

Name lan Cairns
Address 67a Station Road
Blackpool
Lancashire
BP12 7HT

Delivery Details
Bank Details
Invoice Details
Credit Details
Payment Details
Donor Details
Misc

AEIEAEAEAEAES

The Property Sheet has the following features:

e Data is specific to the record currently selected in the Main Data Grid.

e The data fields are organised into groups.

e These groups can be expanded and collapsed by either double-clicking the group header or
clicking the group buttons at the top of the Property Sheet.

SRS

e The Search option helps to find specific data fields.

2.3.4 The Related Data Grid

A Related Data Grid may be shown at the bottom of the enquiry screen to show data related to the
primary entity. In the customer example above, this shows communication data related to the
currently selected record in the Main Data Grid.

Contact Date  Contact Type Contact Subject Balance  Outcome Promised Payment  Promised Payment Date  Follow Up Date

* B a0c Q- o
» 12/08/2016 Letter, sent Jim Thomas A4 Stat with Tear Off Remit Adv, Grouped & O/S Items Only 0.00 Sent 0.00
12/08/2016 Letter, sent Jim Thomas Payment Reminder (v.1) (with Contact) 0.00 Sent 0.00
18/08/2016 Telephone, made debt chase 0.00 Payment Promised 500.00 25/09/2016

Most of the features of the Main Data Grid are supported in this Related Data Grid (i.e. column
configuration, filter, sort, etc.). Also, when you click on a record in the Related Data Grid all of its
data is shown in the Property Sheet on the right-hand side.

2.4 Secondary Enquiry Functions (e.g. Customer & Supplier Transactions)

The information shown in a Secondary Enquiry is data related to a primary entity (e.g. a customer
transactions). These types of enquires are driven by selecting a record from a primary entity (i.e. a
customer or supplier) and drilling into it to show the secondary related data (i.e. transactions like
invoices, orders, etc.).

Secondary Enquiries follow a similar design to the Primary Enquiries with the same 4 areas outlined

as below.
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Customer Transactions

1 ToDers o] |  DuebmeTd ol | rat o | Gear Rskesh Russt Cohan | Closs
Transaction Details Y
L3 L' D 2 o0 = L3 > - - A Find Cloar
o S : s s
| AtD001 A4 Loctger Bosk -5 Celumn oim22018 8 ¥ 0.00 .08 I"’:”“:"" ;
ATD0O1 Sharthand Notebook - BO Sheais 01022019 S Al 0,00 9597 i
A1D001 19 s i Type 51
-
e
Details s Bank Nama:
ML 0 0 ki ud = o = . Dus Date 01022019
— et
4 « | ContsctDat | Follo UpDst | Prorasd Paymt e et | Coecs | Tootoon | Gucoms | Bairce[Sitme e e o
» (12082018 0,00 Jim Thomas 01742 876234 D00 A4 Stat witn Taar Of Rami Ady, Groupsd bz Ha
120872016 000 omas 01742 876 234 .00 Paymern Revwinder (v.1) (with Congaet) :"";““ Y
18082016 250972016 500.00 01742 876 234 0.00 debl chase e o
e
e
s

Company: Demo VM (Sage Demo)

Connection Status: Online User: tom shields (Administrator) Role: Default

However, Secondary Enquiries will usually have multiple tabs of additional information in the 4"
area — the Related Data Grid. The examples below show Account, Invoice and Order details of the

transaction selected in the Main Data Grid:

Account and communication details of the customer of the selected transaction.

[ ]
Details 2
Customer Invoice Order
Account Ref Name Contact Name  Telephone E Mail Credit Limit | On Hold Inactive Balance
v A alc s 3 L3 L= 3 = =] =] =
B SDEO001 @ 8 D Enterprises Jane Scott 0191937 9836 newbusinessadvice@sage.com 5,000.00 15,339.68
Communications
Contact Date  Contact Type  Contact Subject Balance  Qutcome  Promised Payment | Promised Payment Date  Follow Up Date  ©
12/08/2016 Jane Scott A4 Stat with Tear Off Remit Adv, Grouped & O/S Iltems Only  5,939.68 0.00 N
12/08/2016 Jane Scott Payment Reminder (v.1) (with Contact) 5,939.68 0.00 N
e Invoice details of the transaction selected.
Details L
Customer Invoice Order
Invoice Or Credit  Invoice Number | Invoice Type Invoice Date  Taken By  Order Number  Notes 1 Notes2  Notes 3
e = a0c = afe = e e -
B Invoice 67 Product Invoice (from SOP) 27/04/2017
Invoice Lines
Stock Code Description Quantity Unit Of Sale Unit Price Gross Amount
MEMO02 DIMM 64mb 100Mhz 6 Each 52.2 368.01
MEMO04 SIMM 16mb 100Mhz 6 Each 27 190.35
MOTHO003 MTH3000 Motherboard 2 Each 63 148.05
PAPERO05 Lasercopy Paper - Standard Grade 40 1 Ream 22 103.4
PAPEROO7 Coloured Paper - Pastel Green 10 1 Ream 3.42 40.19
e Order Details of that same transaction (if it exits)
Details
Customer Invoice Order
| Order Number ~ Order Date  Cust Order Number  Del Name Despatch Status  Del Address 1 | Del Address 2 Del Address 3 Del Addres... Del Addres...
[= - o e o0 e o e e e
=] 26 21/04/2017 S D Enterprises Complete 6 Portland Way St Michael Estate Heaton Tyne & Wear NES5 3TR
Order Lines
Stock Code  Description Qty Order  Qty Allocated  Qty Delivered « Qty Despatch  Delivery Date
MOTH003 MTH3000 Motherboard 2 0 2 0 27/04/2007
PEN006 Pencil - Chinagraph Black 2 0 2 0 27/04/2007
FMEMOOZ DIMM 64mb 100Mhz 6 0 6 0 27/04/2007 (
MEMO004 SIMM 16mb 100Mhz 6 0 6 0 27/04/2007
PAPERO007 Coloured Paper - Pastel Green 10 0 10 0 27/04/2007
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2.5 Data Analysis Enquiries (premium feature)

The Data Analysis is an advanced feature that allows sales and purchase transactions to be
summarised and analysed using Pivot Grids. A Pivot Grid presents data over two directions (row and
column) supporting analysis across a number of dimensions.

As an example, the Data Analysis Enquiry below shows sales value by customer and product (rows)
across years and months (columns).

(4)

E] Sales - AccountsMate Console =
Home Configuration Help | Sales
H al i | Custamer * 0 Prod Code: * o  Fram Jan 2017 [x]
Type = AccountsMate Default MCEET:) -
Export Preview Chan | cugt Name) o | ProdName o] To [Decap G Columa | Exk
- Chooser
Sales x
Cost Price Customar Lina Valus Product Coda Profit Qry Quarter Weak
T |
Product Dese 5 Mareh  Apl June. August | October O e Crend T
Ad Ladger Book - § Calumn z 0,00 000 0.00 0.00 000 0.00 5072 0.00 6072
Adhesive Tape - Brown (S0 X GBm) 1330 0.00 .00 0.00 000 0.0 1330 0.00 1330
AT Mini Towsr Case 1425 000 0.0 0.00 000 0.00 1425 ono 1425
15.20 0.00 .00 0.00 0.00 0.00 15.20 0.00 15.20
[ 0.00 o 0.00 000 0.0 a0 onn 250
10p (Printing) 18.15 0.0 000 0.00 0.00 000 0.00 18.15 o0 1815
Caleuletor - Printing Fclla 8550 0.00 0.00 0.00 0.00 000 0.00 8550 0.00 8550
Galoured Paper - Pastol Bluo 18.05 0.0 .00 0.0 0.00 000 0.0 1808 0.00 18.05
Copy Paper - Economy Grade 190,80 000 a0 0.00 0.00 000 000 18880 000 1s680
c 2 16.59 0.00 0.00 0.00 0.00 000 0.00 1650 0.00 16.59
17080 000 .00 0.00 0.00 o000 000 17080 oo 17080
152.00 0.00 .00 .00 0.00 0.00 000 152.00 000 15200
550 0.00 .00 0.00 0.00 000 0.00 8550 o0o 550
57.00 0,00 000 0.00 0.00 000 0.00 57.00 000 57.00
1330 0.00 [ 0.00 0.00 000 0.00 1330 000 1330
000 voo  zam 0.00 0.00 000 000 2200 oon 22800
o 000 0,00 55,00 0.00 0.00 000 0.00 95,00 000 3500
Mouse Mat - (241 x 203) Blue 710 0.00 .00 0.00 0.00 0.00 0.00 710 0.00 7.10
PC Comba Pack 000 Do sazso 000 0.00 000 000 52250 o0 szs0
Pencil - HB 711 000 a0 0.00 0.00 000 0.00 7 000 711
Remamber-Me Sticky Notes (Recyeled) 19.92 0.00 0.00 0.00 0.00 0.00 0.00 19.92 0.00 19.92
Scissors - Ecanomy 285 0.00 .00 0.00 0.00 000 0.00 235 0.00 285
Shorthand Notebook - B0 Sheets 8540 0.00 .00 0.00 0.00 0.00 0.00 85.40 0.00 8540
SIMM 54mb 100Mhz 000 000 15200 0.00 0.00 000 000 15200 000 15200
Whiteboard - Drywipa (300 x 1200) 76.00 0.00 0.00 0.00 0.00 0.00 0.00 76.00 0.00 76.00
A1 Design Services Tatal 1,123.04 0.00 §97.50 0.00 0.00 0.00 0.00 212054 0.00 2,120.54
- ABS Garages Lid 10gb Hard Drive 000 .00 000 3825 0.00 000 0.00 3825 ono w25
Company: Demo VM (Sage Demo) Plan: Premium Connection Status: Online User: tom.shields (Administrator) Role: Default

Many of the same features available on the Primary and Secondary functions outlined in the
previous sections are also available in these Data Analysis enquiries, e.g.

e Data load/refresh with optional criteria. (Note: As this works with transactions it is advisable
to include criteria by date to limit the amount of data extracted).

e Column adding, removing and moving.

e Filtering, sorting totalling and grouping.

e Export and preview.

However, there are some differences i.e.

1. How the Pivot Grids work when adding columns to an enquiry. This is done by dragging the
required columns to the area they are needed (as indicated in the screen shot above) i.e.
(1) Row Area
(2) Column Area
(3) Value Area
(4) Quick Selection Area

2. Charts can be produced from the analysed data by using the Chart Button in the Toolbar
Data section.
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3 Customising Data Views

How the data is presented in AccountsMate can be customised by the user to suit what they want to
for the task they are carrying out. The following sections outline the types of customisation that can
be performed.

3.1 Adding Data Columns
There are normally many more data fields available to an enquiry than are shown on the Main Data
Grid (the Property Sheet shows all data fields available). To add new columns to a grid,

1. Select the Column Chooser in the Toolbar (see below)

Column
Chooser

2. Select the field required from the list (the search option can be used to quicky find a field by
name). Double click the required field(s) to add them to beginning of the grid OR drag the
required field(s) to the desired position in the column heading area of the grid.
£

Customers

Home Configuration Help = Customers

=] o I i ° 0 WV [ ccountsMate Dofout -®noxo == hoid
Export Preview | Nome ol | Clear Refresh Column  Close
- Al Data Chooser
& Customer Fialds
AccountRet  Nome ContactName  Telophono € Mai CroditLimit | OnHold  Inactive  Balance
* o o 0 o o e - Address 1
A1D001 A1 Design Services lan Caims 01742876234  newbusinessadvico@sage.com  1,000.00 &/ 2,508.00 Address 2
ABS001 ABS Garages Ltd Mike Hall 01912545908  newbusinessadvice@sage.com  450,000.00 3,634.91 Addiend
885001 Bobs Building Supplies Susan Livingstone 01983567123 newbusinessadvice@sage.com 200000 471963 YT
BRI00T Fred Briant Fred Briant 01908 78787878  newbusinessadvica@sage.com 0.00 324.67 Aiess
BRO001 Bronson Inc Paul Guy 0012142488928  nowbusinessadvico@sago.com  4,000.00 0.0 s
BUS001 Business Exhibitions Kennath Lynch 01768430707 kenneth.lynch@pimbrook is 4,000.00 2,086.62 R
CASHO01  Cash and Credit Card Ssles newbusinessadvice@sage.com 0.00 0.00 Analysis 3
CGS001 County Golf Supplies Keith Office 01913856432  newbusinessadvica@sage.com 3,000.00 2,028.03 s Bov Do
COMOGT | Comnion Paskaninn Saanaie  (1811218R78  nawhieinacssrivicafhesnanam 400000 280704

3.2 Removing Data Columns
Data columns can be removed from a grid by either:

a. Clicking on the data column header and dragging the selected column off the grid header.
OR

b. Right clicking on the data column header and then selecting Hide This Column from the
drop-down menu.

3.3  Moving Data Columns
Data columns can be moved by clicking on the data column header and dragging the selected
column to the preferred position in the data grid.
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3.4 Sorting Data
The data in a grid on an enquiry screen can be sorted by any of the columns. This is done by either:

a. Clicking on the column heading, each time you click the header it will toggle the sort mode
on the column between ascending and descending.

OR

b. Right clicking the column heading and choose the Sort option from the menu.

3.5 Filtering Data

Any column can be used to filter the data in a grid by clicking into the Filter Area under the column
heading and entering the value to filter by. The filter type is preselected depending on the type of
data in the column (e.g. contains for text, equals for number). This filter type can be changed by
clicking the icon in the Filter Area as highlighted below.

Stock Code
£l |
= Equals

# Does not equal
A Contains
i@e Does not contain
axc s like
axc s not like
[le-  Begins with
sl Endswith
> |s greater than
2 Is greaterthan or equal to
< Is less than
Is less than or equal to

0204050A
The user can select the filter type they require from the options presented (as above).
Multiple columns can be used to filter the data.
To remove a filter either:

a. Clear it from the column filter area

OR

b. Click the X in the filter display at the bottom of the grid, see below
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Account Ref Name Contact Name Telephone E Mail Credit Limit On Hold Inactive Balance

¢ F‘nl At A e e e > 3,000.00 - =) = i
ABSO001 ABS Garages Ltd Mike Hall 0191 254 5909 newbusinessadvice@sage.com 450,000.00 3,634.91
COMOo01 Compton Packaging Sean Morris 0191 121 9876 newbusinessadvice@sage.com 4,000.00 2,807.04
GRA001 Graham Electonics Clint Peddie 0141 373 2828 newbusinessadvice@sage.com 4,000.00 4,149.09
HAUO001 Hausser GMBH Alistair Leadbetter 00 49 531 3443334 newbusinessadvice@sage.com 4,000.00 1,975.16
MACO001 Macolm Hall Associates Siobhan Winter 01244 343433 newbusinessadvice@sage.com 4,000.00 6,927.16
PIC001 Picture Frame Ltd Ahmed Roumani 01249 2659874  newbusinessadvice@sage.com 9,000.00 311.56
SWAO001 Swan Leisure Centre John Blair 0191 567 2345 newbusinessadvice@sage.com 4,000.00 1,598.83

7
x /| Contains([Name], 'A") And [Credit Limit] >='3,000.00' Edit Filter

Notes:

1. Clicking X will remove the filter totally, unticking it turns it off but leaves the filter there so it
can be turned back on).
2. Click Edit Filter to open a filter editor window to help with advanced filtering.

3.6 Finding Data

The Find Panel can be used to search all of the data in a grid. To bring up the Find Panel right click
on the grids column headers and choose Show Find Panel from the menu. This will show the Find
Panel at the top of the grid, see below.

x al

v Find

Clear

Account Ref Name Contact Name E Mail « Credit Limit  On Hold Inactive  Balance

* Al e "l e < = 2 =

» gABSOO1 ABS Garages Ltd Mike Hall newbusinessadvice@sage.com 450,000.00 & 3.634.91§
CASHO001 Cash and Credit Card Sales newbusinessadvice@sage.com 0.00 0.00
HAUO001 Hausser GMBH Alistair Leadbetter newbusinessadvice@sage.com 4,000.00 1,975.16
MACO001 Macolm Hall Associates Siobhan Winter newbusinessadvice@sage.com 4,000.00 6,927.16
MILOO1 Mile Road Health Centre Tracy Smithson newbusinessadvice@sage.com 2,000.00 2,307.84
SHOO001 The Show Lodge Lesley Walton newbusinessadvice@sage.com 2,500.00 7,148.07
VID001 The Video Rental Company June Whitehouse newbusinessadvice@sage.com 2,000.00 2,041.66

Enter the search text required, AccountsMate will return all records in the grid where a match is
found on the data in any of the columns and will highlight these matches, as shown in the above

example.

To clear the find, click Clear in the Find Panel.

To hide the Find Panel click the X in the panel.

3.7 Totalling.

Columns in a data grid can be totalled by right clicking into the area at the bottom of the column, as

indicated below.

KINOO1 Kinghorn & French

MACO001 Macolm Hall Associates

MIBOO1 Mikes Insurance Services
30

John Bell
Siobhan Winter
Mike Bradford

0191 676 5656
01244 343433
01754 234 895

newbusinessadvice@sage.com 6,000.00
newbusinessadvice@sage.com 4,000.00
newbusinessadvice@sage.com 1,000.00

7,398.35
6,927.16
3,597.16

SUM=95,241.01
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A number of total options will be presented (see below) and the user can select the one they require
for the column.

] ]
0 0

3.8 Grouping

Data can also be grouped in a data grid as shown below:

Group Area Analysis 1+
Account Ref Name Contact Name E Mail 4 CreditLimit  On Hold Inactive Balance
t afc e Aflc Alc < @ = =
Group2 Header » Analysis 1 : Cash (count= 1)

v Analysis 1 : Public (count= 4)

BRI001 Fred Briant Fred Briant newbusinessadvice@sage.com 0.00
Expanded Group STE002 Steven Stephenson Steven Young newbusinessadvice@sage.com 0.00
STUO001 Edward Stuart Edward Stuart newbusinessadvice@sage.com 0.00
YOUO001 Peter Young Peter Young newbusinessadvice@sage.com 0.00

324.67
0.00
2,341.25
2,106.84

> » Analysis 1 : Trade (count= 25)

The above example has grouped the customers by analysis code 1 (in this case account type). The
group headers (indicated) show the value of the group (i.e. cash, public and trade) and the count of
records in each. The group can be expanded or collapsed by clicking on the arrow beside the group
header.

To group data, either

a. Dragthe field you want to group by to the Group Area (indicated by the red arrow in the
above example). A field can be dragged from the grid column headers or from the Column
Chooser.

OR

b. Right click the column header and select Group by This Column from the menu.
To remove the grouping, either.

a. Dragthe grouped field out of the Group Area.

OR

b. Right click the group field in the Group Area and choose Ungroup.

Data can be grouped by a number of fields to give multiple layers of grouping, see example below
which groups by 3 fields (Country, Analysis 1 and Analysis 2).
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Country Code =~ Analysis1 =~ Analysis2 =

Account Ref  Name Contact Name E Mail ~ CreditLimit
+ ol e e it <
~ Country Code : GB (count= 3)
~ Analysis 1 : Cash (count= 1)

» Analysis 2 : Malcolm (count= 1)

» ~ Analysis 1 : Public (count= 1)

~ Analysis 2 : Malcolm (count= 4)

B... Fred Briant Fred Briant newbusinessadvice@sage.com 0.00
S... Steven Stephenson Steven Young newbusinessadvice@sage.com 0.00
S... Edward Stuart Edward Stuart newbusinessadvice@sage.com 0.00
Y... Peter Young Peter Young newbusinessadvice@sage.com 0.00

» Analysis 1 : Trade (count= 2)

3.9 Adding Extra Columns (premium feature)

Extra columns are defined as columns in the main grid that has associated data in a detail grid. An
example of this would be in the Customer Sales Order enquiry where the main grid displaying the
sales order details can have extra customer columns added to it from the customer details grid. This
allows users to produce enquiry lists with more related information (e.g. a sales order list with
customer detail like address, email, phone, balance, etc.).

Sales Orders - AccountsMate Console

Home Configuration Help SEIESNOIGES

H @ From Order | @] | |01/01/2017 .o lect Custom o o @

) AccountsMate Default bl
Export Preview Order | @ 31/12/2017 . PS Customer Otder No o Clear Refresh
- All Data
Data Criteria Layouts
-
Order No | Order Date | Account Ref Name 4 | Invoice Gross | Allocated | Despaiched Printed
v | = = Al e = e afc sl ~
5 24/01/2017 BROO00O1 Bronson Inc 4,176.20 Complete
14 01/03/2017  BROO001 Bronson Inc 12,369.05 Complete
4@ 20 29/03/2017 © | Business Exhibitions 2,168.61 Complete

4 17/01/2017  STUOO1 Edward Stuart 1,770.15 Complete
® 21 03/04/2017  FGLOO1 F G Landscape & Design 11,260.26 Complete
25 15/04/2017  GRAODO1 Graham Electonics 4,149.09 Complete
24 11/04/2017  HAUO001 Hausser GMBH 1,975.16 Complete
1 02/01/2017 KINOO1 Kinghorn & French 11,218.33 Complete
16 07/03/2017  KINOO1 Kinghorn & French 1,077.93 Complete
3] 2 05/01/2017 MACO001 Macolm Hall Associates 4916.51 Complete
18 17/03/2017 MACO001 Macolm Hall Associates 3,319.95 Complete "

Details L]

Customer Invoice & Credit  Despatch

Account Ref Name Contact Name | Telephone E Mail Credit Limit | On Hold Inactive | Balance

v |nDc [ e e [ = . . =

= BUS001 @ Business Exhibitions Stephen Kiszow 017684 30707 newbusinessadvice@sage.com 4,000.00 2,086.62
Communications
Contact Date | Contact Type | Contact Subject Balance | Outcome | Promised Payment | Promised Date | Follow Up
COIU mns fr‘om 12/08/2016 Stephen Kiszow A4 Stat with Tear Off Remit Adv, Grouped & O/S ltems Only ~ 2,086.62 0.00
h b 12/08/2016 Stephen Kiszow Payment Reminder (v.1) (with Contact) 2,066.62 0.00
ere can be 03/09/2016 debt chase 2,066.62 500.00 12/09/2016

added to the
sales order grid
above
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3.9.1.1 Toaddan Extra Column
o click into a row on the grid you want to add the column to (e.g. a sales order row)
o click on the “Columns” tab to show the following screen.

Configuration Help Sales Orders Columns

= == =
i T
Add Add  Manage

Extra Expressicns

Order Mo a | Order Date | Accourd Ref Name Irvoice Gress | Alocaled | Despabched
F| = - L1 10c - Afc ac
F1= 1 02/01/2006 &3 Kinghom & French 1121833 Complete

o Click on the “Add Extra” button (if available see note below), the following screen
will appear, showing the fields available to add.

_
oK

Cancel

From| Customer |

Options
Column i | Include |
adc "~
Account Ref
Address 1
Address 2
Address 3
Address 4
Address 5
Analysis 1
Analysis 2
Analysis 3
Average Pay Days
Bacs Ref
Balance

I o N

o select the from where the related columns will come from (e.g. Customer above).

o select which columns to display by selecting the check box in the Include column.

o the “From“ drop down list allows the selection of different master data that can be
applied.

By default, each column is added to the end of the grid and its name is preceded by a 4-digit code
that indicates where it came from for easy identification.

In the above example the Customer Address 1 will be added to main grid once the OK button has
been selected.
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Therefore, the above would generate a column as detailed below

Customers

Crder No 4 | Order Date | Account Ref Name [B Cust Address 1 Injoice Gross | Allocated | Despatched
7| = = aflc e e = aflc 64
3 1 02/01/2016  KINOO1 @ Kinghom & French 58 Cathedral Gardens 1121833 Complete

NoTE: Not all grids support Extra Columns as the data must have a one-to-one relationship between
the main and detail grid (e.g. sales orders only have one customer so this is supported. However,
invoice data cannot be displayed as there could be more than one invoice per order.).

3.10 Adding Expression Columns (premium feature)
Expression columns are defined as columns that are made up of an expression based on other
columns via the expression builder. An example could be a new customer column that concatenates

the Account Ref to the Account Name.

3.10.1 Add A New Expression Column
Select the “Columns” tab as in 3.9 to show the following

Help Sales Orders Columns

Add Add  Manage
Exira Expressions
Order No a | Order Date | Accourt Ref Hame Invoice Gross | Allocaled | Despatched
L . W 1fc [s]d ac
1 0201206 | (NN (&3] Kinghom & French 121833 Complete

Select the “Add — Expression” toolbar to start the “Expression Builder”, see below.
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Mo

Save Cancel

Columns

Expression Details
MName | Account Ref Extended
Data Type | Sting -

Display Format

Expression

Show Expression Editor

Enter the column name, data type and format. These are important to display the correct result of
the expression.

Click the “Show Expression Editor” to generate the expression as below.

Expression Editor X
[Account Ref] + ' - ' + [Name]
Columns Enter text to search £| string Account Ref
Constants Order No P
Operators Order Or Quote
4 Functions Crder Date
DateTime Despatch Date
Logical Allocated
g Despatched
Math Account Ref
String Name:
Address 1
Address 2
Address 3 v
QK Cancel
o The top area indicates the current expression
o The bottom left indicates what type of entities can be added
o The bottom middle indicates what entity can be added
o The bottom right gives some formatting help of the entity selected

Page 19 of 31



AccountsMate for Sage 50
€ pimbrook User Guide

SOFTWARE

o The above example has created an expression that concatenate the account
reference with the name separated by a hyphen

o Selecting OK will return to the column definition screen below and populates the
expression details.

H o

Save Cancel

Columns

Expression Details

MName | Accourt Ref Extended
Data Type | String v
Display Fomat
Expression | [Account Ref] +°- "+ [Name]

Show Expression Editor

Selecting Save will add the column to the end of the grid. The column name is in bold and preceded

by @ for easy identification, as seen below.

Order No a | Order Date | Account Ref MName Account Ref Extended
v = = ofle Wfe e
3 1 02/01/2006  KINDO1 @ Kinghom & French KINDD1 - Kinghom & French
2 05/01/2016 | MACOD1 Macolm Hall Associates MACO0T - Macolm Hall Associates

3.10.2 Manage Existing Expression Columns
Existing expression columns can be amended or deleted via the “Manage” button. Once selected the
following screen is displayed
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Home

(LA
s
Delete  Save

Columns

Name - Expression Details
v | ol

Accourt Ref Extended Name | Account Ref Extended

Data Type | String -
Display Fomat
Expression | [Account Ref] + - "+ [Name]

Show Expression Edtor

This allows the user to select the expression column and amend its details or remove it from the
grid.

4 Layouts — Saving a Customised View

4.1 Overview

A view of any data enquiry can be customised as described in Customising Data Views above. This
specific view can be saved and recalled and applied to the same enquiry at any time in the future to
show the same columns, sorting, filtering, totals, etc.

Layouts fall within 4 categories

e User — A layout created by a user will be available only to that user. User layouts will work in
the same way as layouts created in previous versions.

e Role —If alayout is assigned to a role category, then all users within that role can use it. All
users within that role can also change that layout.

e Organisation — A layout assigned to the organisation category allows that layout to be used
by all users within that organisation but can only be changed by an organisation
administrator

e System — A layout assigned to the system category indicates that all users within all
organisations can use the layout but only application administrators, Pimbrook can amend it
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4.2 Creating a new Layout

Each form within AccountsMate that facilitates layout maintenance will have a layout page on the
ribbon bar as per below

Select Layout g D)

Layouts

Save

Once data has been populated in the grid and the layout has been amended as required, selecting
the new layout button displays the layout details form

Home
X
= %/
Save Cancel
Options
Details

Name MNew Layout Type

Note

®) User User

Role [Select Role

The new layout can be assigned a name, a note and a category type.

The types available will depend on whether the user is an Organisation Administrator. If they are
not, then only the User category is available. If the user is assigned to a role then the Role type will
also be available.

If the user is an Organisation Administrator, then the following types will be available.

e Users Category — All Users
e Role Category — All Roles
e Organisation — This organisation

If the user is a System Administrator, then the above types as per the Organisation Administrator wil
be available and also the System category

Select Save to continue.
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4.3 Changing a Layouts Data View
Further changes to the Data View of a layout (i.e .grid columns, filtering, sorting, etc.) can be made
and saved by selecting the layout save button.

Mew Layout - K o D ——
Column

Chooser

Layouts ]

Save

4.4  Amend a Layouts Details
To make changes the layout details e.g., name, first select layout caption button.

Mew Layout A H 0 D ——
Column

Chooser :! Caption
Layouts I,

Once selected the existing layouts are displayed in the layout maintenance form

Maintain Layouts - NominalCode

B Y% ¥ O

Change Copy Delete  Authorise Close

Options
Details x
Entity MName Type |Created By |Created On Last Changed Changed By | Status
¥ | e Afc Afc Afc = = Afc Al Enter text to search - Find Clear
3 éNcminaICo.. Column User  Administrator  09/08/2021 @ 17.41:... 09/08/2021 @ 17:41.... Administrator  Active D = 7S
MominalCa . New Lay User | Administrator | 09/08/2021 @ 17-42: | 09/08/2021 @ 17-42:_ Administrator | Active Organisatio. | PTS
Ref ID 0008827a-101f4bc4-ad67cba. ..
Name: Column
Type User
User Name = Administrator
Status Active

Created On | 09/08/2021 & 17:41:31
Created By  Administrator

Last Changed 09/08/2021 @ 17:41:31
Last Chang .. Administrator
Puthorisatio...

Authorised By

Mote Created via Upgrade to version 10

By selecting the required layout and then selecting the Change button, the Layout details form is
shown as detailed previously, from which the user can amend as required and save.

To copy or delete a layout use the Copy or Delete buttons.
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4.5 Selecting Existing Layouts
To select a new layout of the data view, click the Existing Layouts selection box on the Layouts
toolbar of an enquiry screen.

Mew Layout - H O D ——
Column

Chooser

Layouts ]

Existing
Layouts

Once selected a list of existing layouts is displayed for selection

AElc
4 & User

& Column

£ New Layout
4 '@ Role

# No Layouts Defined
4 H Organisation

4 No Layouts Defined
4 |55 System

|53 AccountsMate Default
4 ®3 For Authorisation

®4 None Defined

X

They are grouped into the 4 categories User, Role, Organisation and System.

The extra ‘For Authorisation’ group will be explained later under the Authorisation heading.

4.6 Authorisation Layouts (premium feature)
As part of creation of new layouts, an Authorisation step has been introduced.

Authorisation will allow any layout created by a user where the layout is assigned a Role or
Organisation category to be reviewed by an Authoriser before it can be used by users.
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4.6.1 Switch On/Off

Authorisation can be switched on or off at the Organisation level via a new System Settings
parameter as detailed below. This new parameter is off by default and can only be changed by an
Organisation Administrator.

4.6.2 Users

Users can now be set as requiring authorisation or as an authoriser via User Maintenance =>
Authorisation. Once selected the authorisation screen is displayed, see below. Note if a user is set as
an authoriser no new layouts will require authorisation even if authorisation is switched on.

Home

H o

Save Close
Options
Authorisation required for
Login Machine MName 4 | Authorisation? Authoriser?
7 [ o e = =
1 | PTS-SRVD1 Administrator |

Each user can then be set as requiring authorisation or as an authoriser.

4.6.3 First Time Setup
To setup for the first time, set each user in the organisation and then switch on authorisation via
system parameter.

4.6.4 Layout Authorisation
The layout authorisation process is for an authoriser to review the layout and once it has been
confirmed as ok, to mark it as authorised at which point it becomes available to the required users.

4.6.5 Review Layout
To review a layout from each enquiry first display some data and then from the layout group, select
existing layouts and then select the required layout from the “For Authorisation” category group
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Mew Layout - H 0 D R
Column
Chooser

This will load the layout into the grid for review. Required changes can be made and saved at this
point, as normal.

Existing
Layouts

Layouts

4.6.6 Authorise Layout (Entity)
To authorise a layout, select the caption button which will display the layouts maintenance form for
this entity e.g., Customer Sales Order.

Maintain Layouts - CustomerSalesOrder

B % 6 Q

Change  Copy Delete  Authorise Close

Options
Details L}
Mame Created On Last Changed Status
# | ABc = = aflc Enter text to search M Find Clear
» £ Column 05/08/2021 @ 17:20:53 05/08/2021 @ 17:20:53 Active D
New Layout 05/08/2021 @ 17:23:35 05/08/2021 @ 17:23:35 Active Organisation Name| PTS
Ref ID 395e271e-4a23-4181-8c35-cdf 9aedddc83
Name Column
Type User
User Name Administrator
Status Active
Created On 05/08/2021 & 17:20:53
Created By Administrator

Last Changed 05/08/2021 & 17:20:53
Last Changed By ~ Administrator
Authorisation Date

Authorised By

Mote Created via Upgrade to version 10

Highlight the required layout which should have a status of “RequiresAuthorisation” and select the
Authorise button.

4.6.7 Authorise Layout (All)
Once reviewed, layouts can be Authorised via the main menu => Configuration => Sage50 => Layouts

This will display the Layout maintenance form again but for all entities. The required layout can be
selected and Authorised via the authorise button. Care needs to be taken as the layout name may be
there more than once but for different entities.
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When authorisation has taken place the new layout will only become available once the user has
logged out/in to AccountsMate.

4.7 Notifications
During the layout creation/amend processing, notifications are sent to users for information
purposes as detailed below.

4.7.1 For Authorisation
If a layout goes for authorisation a notification is sent to all authorisers indicating that a layout
requires authorisation.

4.7.2 Authorised
Once a layout has been authorised a notification is sent to the applicable users indicating that a
layout is now available

4.7.3 Changed
If a layout is amended a notification is sent to all applicable users indicating that a change has been
made to a layout they use
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5 Exporting Data
Data viewed in AccountsMate can be exported in the follow ways.

5.1 Export Button from an Enquiry Toolbar
The Export Button in the top Toolbar of an enquiry allows a user to export the data in the Main Data
Grid.

% Clicking the buttom gives a list of export formats supported
Home  Configuration and the user can select which one they wish to use.

@ | ;< Cus!

When a format is selected, AccountsMate will export the data
as shown in the main data grid to that format and open the

Export| Preview | noo

= Csvme, ‘ default program to show the data.
@@ DOCX File x
;J; :;:4;2'8 ‘ e.g. Notepad for CSV
y RTF File e Word for DOCX
R Adobe for PDF
W XSFilei | Excel for XLS
@ XLSX File [
T BRIOOT Etc.

5.2 Preview Button from an Enquiry Toolbar (premium feature)
The Preview Button on an enquiry toolbar can be used to export data on the Main Data Grid to
AccountsMate built-in Document Designer.

Preview

The Document Designer allows a user to create simple documents with the viewed data.
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. Preview = & x
= = = — » oo )= O x A - -
mRA e e B B0 B 0O 4 80 > bl B a Qe » (%]
Open | Save | Prnt Ouick Opbons HeaderFooter Scale Margins Orientaton Sze | Find  Thumbnails Next  Last Many Pages ZoomOut Zoom Zoomin | PageColor Wetermark | @ . | Close

Print - - - - Page Page | & - . - S

Customer List

Account Ref Name Contact Name Telephone E Mail Credit Limit OnHold Inactive Balance
A1D001 A1 Design Services lan Caims. 01742 876 234 newbusinessadvice@sage.com 1,000.00 v O 2,508.00
ABS001 ABS Garages Ltd Mike Hall 0191 254 5909 newbusinessadvice@sage.com 450,000.00 f r 3,634.91
BBS001 Bobs Building Supplies Susan Livingstone 01983567123 newbusinessadvice@sage.com 200000 [ O 471963
BRIOOT Fred Briant Fred Briant 01908 78787878  newbusinessadvice@sage.com 000 [ m 324,67
BRODOT Bronson Inc Paul Guy 0012142488924  newbusinessadvice@sage.com 400000 [ m] 0.00
BUS001 Business Exhibitions KennethLynch 017684 30707 kenneth lynch@pimbrook i 400000 [] O 2,066.62
CASHO01 Cash and Credit Card Sales newbusinessadvice@sage.com 0.00 ] 0.00
€GS001 County Golf Supplies Keith Office 01913856432  newbusinessadvice@sage.com 300000 [ [ 2,028.03
COMO01 Compton Packaging Sean Morris 01911219876 newbusinessadvice@sage.com 400000 [ ] 2,807.04
0STOD1 Johnson Design & Build Partners Peter Quigley 0191234 567 newbusinessadvice@sage.com 200000 [] ] 0.00
FGLOOT F G Landscape & Design David Bradford 01603 354564 newbusinessadvice@sage.com 100000 [ O 11,260.26
GRADO1 Graham Electonics Clint Peddie 01413732828 newbusinessadvice@sage.com 400000 [] O 4,149.00
HAU0O1 Hausser GMBH Alistair Leadbetter 00 49 5313443334 newbusinessadvice@sage.com 400000 [ O 1.975.16
458001 John Smith Studios John Smith 01327617542 newbusinessadvice@sage.com 100000 [] ] 1.228.34
KINOO1 Kinghom & French John Bell 01916765656  newbusinessadvice@sage.com 6.000.00 [ 7.398.35
MACO001 Macolm Hall Associates Siobhan Winter 01244 343433 newbusinessadvice@sage.com 4,000.00 O 6,927.16
MIBOO1 Mikes Insurance Services Mike Bradford 01754 234 895 newbusinessadvice@sage.com 1,000.00 ‘ 3,597.16
MILOO1 Mile Road Health Centre Tracy Smithson 01981674234  newbusinessadvice@sage.com 2,000.00 ] ] 2,307.84
MOR001 Morley Solicitors John Bampton 01789 656 556 newbusinessadvice@sage.com 4,000.00 ] [m 392,67
PATO001 Patterson & Graham Garages  Simon Bilington 0987 678 234 newbusinessadvice@sage.com 100000 [ O 915,24
PICO01 Picture Frame Ltd Ahmed Roumani 012492659874  newbusinessadvice@sage.com 900000 [] O 311.56
ROB0OT Robertson Joinery Stephen Baker 01817892323  newbusinessadvice@sage.com 800000 [] O 4,550.20
SDE001 S D Enterprises Jane Scott 0191937 9836 newbusinessadvice@sage.com 500000 [] [i) 15,339.68
Printed on 16112020 ot 1357 by tom shields Page 102

The user can change page settings, add headings and footers, preview, print and export the
document.

6 Application Status

The AccountsMate current application status is shown in the Status Bar at the bottom of the screen.

Company: Demo VM (Sage Demo) < Plan: Premium Connection Status: Online User: tom.shields (Administrator) Role: Default

6.1 Status Bar Information
The following information is shown on the Status Bar:

e Company — the current connected Sage 50 company
0
¢ Notifications — The envelope icon ' = will show the number of unread notification

messages available for the user. Clicking this will bring the user into the Notification area
(see Notifications below).

e Plan —the active AccountsMate plan, this effects the features that are available.

e Connection Status — the state of connectivity to the AccountsMate Cloud Service.

e User: the logged in user, this is taken from Windows.

e Role: the role attached to the user; this controls access to AccountsMate features.

6.2 Notifications

The Notification area is entered by clicking the Notifications icon - in the Status Bar. The
Notification Area shows all notification messages sent to the user. These notifications can be
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messages sent from other AccountsMate users in the organisation or software and service updates
and information from the AccountsMate provider (i.e. Pimbrook/PTS).

S Notifications . -
Home
(= P |lan Q
=y BN
Read / Unread
Receive New | Unread Close
Inbox Notifications Inbox| Sent A new version of the AccountsMate plugin is available
Subject Sent By Created On ~  Todownload restart the application and the new version will be automatically installed
* D 0 o This version contains the following
« Created On: Last Week 1. Fixes the older balance value for customers and suppliers bsing displayed
2. Viewing customer/supplier transactions via the balanc column now filters to show only outstanding transactions
Mawtonance pts on PTServicos-01 10/11/2020 @ 10:45:05 3. Sales Analysis has new Order No, Cust Ord No, Invoice No, Invoice Date fields for selection via the column chooser
- Created On: Oider 4, Purchase analysis has new Order Date, Order Number, Order Reference, Cust Order No fields for selection via the
- column chooser
2| New Plugin Version 1.0.1 available pts on PTServices-01 06/08/2020 @ 14:27:54
New Version pts on PTServices-01 04/08/2020 @ 18:33:00

In the Notification Area, a user can

1. Receive and read messages.
2. Create new messages and send to other users in the organisation.
3. Mark messages as read/unread.

7 Notes (premium feature)

Notes can be entered against entities (i.e. customers, suppliers, products and transactions such as
orders, invoices, etc.). These allow users to store information about an entity that they are working
with (e.g. extra details about a customer or a product or a note about a specific order or invoice). If
the note is entered it will be highlighted as shown below and the user and time it was created will be
displayed.

Customers - AccountsMate Console
[T N D Customers.

E’ &l s “  Age by Account Terms ) 7 1 G )

Age by Due Date AccountsMate Default He

Export Preview Clear Refresh Column ~ Close
. Age by Tran Date Al Data Chooser
Data Criteria Layouts
Customer Details g o

Account Ref | Hame Contact Name | Talephone E Mail Credit Limit |OnHold  Inactive | Balance

v e e 0 e 0 - 0 s = - +|| rnd Clear

+ [A1D001 Al Design Services Tan Cairns 01742876 234 newbusinessadvice sage.com 1,000.00 .00
ABSODL ABS Garages Ltd Mike Hall 0191 254 5609 newbusinessadvice @sage.com 4,000.00 25331
BBS001 Bobs Building Supplies Susan Livingstone 01083 S67 123 newbusinessadvice @sage.com 2,000.00 430077
BRICOL Fred Briant Fred Briant 01906 78767678 newbusinessadvice@sage.com 0.00 0.00
BRODOL Bronsan Inc Paul Guy 0012142488924 newbusinessadhice@isage.com 4,000.00 0.00
BUS00L Business Exhibitions Stephen Kiszow 017684 30707 newbusinessadvice @sage.com 4,000.00 2,066.62
CASHDOL Cash and Crecit Card Sales newbusinessadvice @sage.com a0 0.00
CGS001 County Golf Supplies Keith Office 0191 385 6432 newbusinessadvice @sage.com 3,000.00 2,028.03
comony Compton Padkaging Sean Morris 0101 121 0876 newbusinessadvice(@sage.com 4,000.00 2,807.04
D5TO0L Johnson Design & Build Parmers Peter Quigley 0191 234 567 newbusinessadvice@sage.com 2,000.00 (5] 0.00
FGLOOL £ G Landscape & Design DvidBradford 01603 354564 newbusinessadvice(@sage.com 1,000.00 11,260.26
GRADDI Graham Electanics Ciint Peddlie 0141373 2828 newbusinessadvice @sage.com 4,000.00 414000
HALDOL Hausser GMBH Allstair Leadbetter 00 49531 3443334 newbusinessadvice@sage.com 4,000.00 1975.16
185001 John Smith Studios John Smith 01327 617 542 newbusinessadvice@sage.com 1,000.00 07207
KINDOL Kinghom & French John Bel 0191 676 5656 newbusinessadvice @sage.com 6,000.00 730835
MACDDL Macoim Hall Assodiates Siobhan Winter 01244 343433 newbusinessadvice@sage.com 4,000.00 6,927.16

30

Communications

Contoct Dote | Contact Type | Contact | Subject Balnce | Outcome Promised Payment | Promised Date | Follow Up | Notes1
- 0 [ [ - 0 - - - . Note Deals Y
+ | 12/08/2019  Letter,sent  Jim Thomas A4 Stat with Tear Off Remit Adv, Grouped & O/5 Items Onty 0,00 Sent 600 Hotes ha
12/08/2019 Letter, sent Jim Thomas Payment Reminder (v.1) (with Contact) 0.00 Sent 0.00 Motes ha
16/09/2019  Telephone, made debt chase 0.00 Payment Promised 500.00 25/09/2019 Notes ha Note | Test note 1

Updated By | stephanie. davies on 10/03/23 @ 09:58.23

These notes are also available in the Column Chooser so they can be added to the views main grid
which allows them to be used in sorts, filtering and exports.

These notes are only available in AccountsMate and are not seen in Sage 50. This is to maintain the
integrity of the Sage 50 data and the read only access of AccountsMate.
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