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Customer and Supplier Address List

The method for generating and printing Customer and Supplier Address Lists
from the Customer and Supplier reports sections was detailed in book 1.

Other Reports — per module

Sage has a number of preloaded reports that can be printed from the various
modules. Each module will contain the preloaded reports for that module, for
example: Customer Reports from the Customer module, Bank Reports from
the Bank module etc. Open the Bank module and click on the Reports icon,
the left side shows a number of headings for reports that can be printed from
this module as shown in the screenshot below.
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Report Browser

Select a report to run or edit
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Edit Delete Preview Print  File Email Add Favourite Remove Favourite

| - L. Bank Payments and Receipts Report | Name File Name Last Run Date
] . Bank Paymfems Reports |i<| Day Books: Customer Payments (Detailed) BNKSPD report
| -~ Bank Receipts Reports 7| Day Books: Customer Payments (Summary) BNKSPS report
N g: PREV'"?SRHeD‘:'S || Day Books: Customer Receipts (Detailed) BNKSRD report
| B el Bl Backs oo Fecets Somman) _———___BNGS ot |
. Credit Card Payments Reports I:] Day Books: Customer Receipts (Summary) BNKSRS report
- Credit Card Receipts Reports
- . Customer Reports
- .. My Bank Reports

. Purchase Payments and Bank Payme
- . Reconciled and Unreconciled Transz
- . Reconciled Transaction Reports

- . Sage Pay

_ Sales Receipts and Bank Receipts R
- . Supplier Reports

- 1. Unreconciled Transaction Reports

Step 1

Click on the ‘Customer Reports’ on the left and then highlight ‘Customer
Receipts (Summary)’ report on the right and click on Preview or Print, the
Criteria Values screen will open.

Step 2
Enter the following details in the transactions boxes.

From: 04.01.11
To: 28.02.11
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1% screenshot

Customer Record Wizard @

Customer Information

o
Entering your customers opening balance.

If your hew customer has any outstanding invoices or credit notes, you may wish to enter
them as an opening balance.

You can enter the balance as one block entry or as individual transactions,
Do you wish to post an opening balahce?

(O Mo, there is na opening balance to enter.
() Yes, as individual transactions.

(O Yes, as one value.

[ cancel || Hebp | | Back |[ Nex |

2" screenshot

Customer Record Wizard ﬁ
Customer Information
/ 1
Customers opening balance.
Enter the individual transaction details in the grid below.
Ref Date Type | Gross
I
NOTE: The transactions that will be posted will automatically be given a description of
'‘Opening Balance'.
| cancel || Hep | [ Back |[ Nex |
[S A4
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Criteria Values

Enter the values to use for the criteria in this report

Supplier Ref [Between finclusive) v | [BCO5 Brawlers Cars v | and |YGO7 Yates Garage v |
B o Dot [Between nciusive) | [04/01/2011 _v| and [28/02/2011 ~|
Il Transactiono [Between fnclusive) +] [1 =] and [99999999 B
| Department | Between finclusive) ~| |0 -+ and |999 ~
Nominal Code [Between (nclusive) ] | | and [99999999 =
Inc B/Fwd Tran [

Exc Later Paymenis J_

Preview a sample report for a specified number of records or transactions (0 for all) |0| 3:

Help [ ok | cancel |

Click ‘OK’ to run the report. Your report uses the same headings as the Audit
Trail Report. It will list each entry in transaction number order per Supplier.
The column called ‘O/S’ shows the outstanding amount. The report will also
give you the contact name and telephone number for each Supplier as well as
the amount outstanding, paid and the credit limit on the account.

Check your supplier activity report with the student handout ‘D’ in the
Resource File to ensure it agrees.

Computer Produced Invoices

As discussed earlier in the course there are two methods for dealing with
Sales invoices in Sage, the 1% method was when invoices were produced
outside of Sage and the details are then entered into Sage through the Batch
method, this was shown in Book 1. The 2™ is where the invoice is actually
produced by Sage. The difference is that the 1% method is for data entry only
and the 2"¥ method is for producing the invoice to be sent to the customer as
well as posting the information to Sage.

We will now go through the 2" method.

Step 1

Open the customer module and from the Customer Process screen click the
‘New Invoice’ Icon. Alternatively you can go to the main customer screen and
click on ‘New Invoice’ under the Tasks section. Either way the Product
Invoice screen below will open.
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Details | Order Details Footer Details Payment Details |
Type | Invoice B Product Invoice |
Fomet | SENGNNNN L InvNo. [<AutoNumber> |
Date  [10/11/2010 [ owerbo [ |
AT @\ Q\ Item No. No Items
Product Code Description Quantity Price £ [Net & VAT E
W
|
| Total GBP £ 0.00 oool |
Carriage GBP £ 0.00 0.00 l
Gross GBP £ 0.00
Less Deposit GBP £ @ 0.00 L
Amount Due GBP £ 0.00
r [ Save ] [ Discard ] [ Print ] [ Profit ] 2
= |
- — = ——Y|

Ensure that the Type box shows ‘Invoice’ and the Format box states ‘Product’.
The basic layout of the invoice is the same whether producing a Product or
Service.

Sage supplies invoice stationery and this template is designed to fit that
stationery, however the layout can be modified to suit other stationery as
required using the Report Designer wizard, this facility is not covered in this

course.

Step 8
Click Save and the following message will appear.

] Confirm & i

'0' Credit Limit for this account will be exceeded.

Are you sure you want to continue?

oy J_ % ]

The owner of Motorworld has decided to allow the order to proceed so click

‘Yes'.
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Another warning will appear advising you of how much the account will
exceed its limit; it will also ask you if you want to put the account on hold.

T 22 aenma

Details ] Order Details Footer Details Payment Details
Blackwells Type jrlnvoice LJJ \ Product Invoice
10 Harrow Way — -
Format  Product Inv.No. |28
Chorley Date  [03/06/2011 [ | OrderNo |BW127
CH2 4LE AlC @ (010 ) ttem Mo, ltem 2 of 2
Product Code Descrip i g D Net £ VAT £ |
51 wWindser Warning @ EO 1102.00 220,40
S1 Roof Ra 0 2180.25 436.05|
Ivo.‘ Account will exceed credit Limit: | 1

Previous Balance: £0.00
Credit Limit: £3000.00
New Balance: £3958.70

Do you want to put the account on hold?

[ Yes ] [ No ]
| Total GBP £ 556 45
Carriage GEP £ 20.00 0.00 ‘I
GrossGbEE 3958.70
Less Deposit GBP £ @
Amount Due GBP £
' = T . >

As the owner has authorised the order click ‘No’ and then ‘Close’. The invoice
will just save at this point just in case you need to go back and change it for
any reason.

If you return to the main customers screen and check the account for
Blackwells you will see that the invoice have not been posted to the account,
this is done separately.

Once the invoice is printed it should be checked against the Purchase Order
carefully to ensure that all the details entered are correct and nothing has
been missed.

Posting the Invoice

Step 3

The invoice has not yet been posted to the accounts, only created and
printed; therefore it has had no effect on the ledgers as yet. To post the
invoice click on ‘Post invoices’ shown under ‘Tasks’ on the left of the screen.
Currently you will see the invoice as shown below has ‘Yes’ under the
‘Printed’ column to advise that the invoice has been printed, however there is
nothing under the ‘Posted’ column.

V1.0 6



file Bdit Yiew Mgoules Settings Jook Jyetlinks Dlews Feedi  Help
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* | Welcome to Sage batant Acco..  Customers | [mvoscing

See Iratant Accounts Lt Inv/Cret 28 10/11/2010 Januery 011

NOTE: Once an invoice has been posted you cannot change the details of
the invoice. You would need to delete the invoice from both the corrections
screen and the invoice listing screen. If you do not delete the invoice from
both screens you will not be able to enter an invoice with the same invoice
number.

If the error on the invoice is identified after the invoice is sent to the customer
then you will have to issue a Credit Note for the incorrect invoice and issue a
new corrected invoice.

Service Invoices
Enter the details for Invoices 29 & 30 - ensure you change the Invoice format
to ‘Service'.

When entering a ‘Service’ invoice you need to type in the details of the service
provided first and then click on the arrow at the side of the box to open the
‘Edit Item line’ screen where you can complete the relevant details.
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.
Edit Item Line S

Ietails

(o}

Description 8y Basic Valeling

Details '8 % Basic Yaleting A
Values

Oty/Hours ‘ 8.00 "] Discount % ‘ 5.0000 7] NetGBPE 342.00
Unit Price GEP £ 45.00 J Disc. GBP £ 18.00 A VAT GBP £ £4.93

Posting Details
Nominal Code 4006!

Tax Code 37T17 27[].[][]7

[ 0K ][ Cancel ]

NOTE: No postage is charged on ‘Service’ invoices and no changes have
been made to the settlement terms, therefore the details in the ‘Footer
Details’ tab do not need to be amended.

Unlike when we enter invoices using the ‘Batch’ method the correct VAT
charge has been automatically calculated. Click ‘OK’ and then ‘Save’ the
invoice.

Enter all the remaining invoices but do NOT print or post the invoices as this
will be done separately later in the lesson.

Open Blackwell’s Activity list and it will be shown as below.
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i Activity T 0 TTEE—_—_—_— (oG )

AJT ] [+] Balance 3804.80
MHame Blackwells Armount Paid 510,00
Credit Limit 300000 Turmewver ¥TD 3599.00
Show: Date: | 01011930 to 31/12/2099 Type: |4l 045 Only [ || Trane: 110147
Mal Type Date Fief Dretails Amaount 045 D ehit Credit
7SIl 03032011 IMNWA3 Cleaning Accessones BE0.00
BE5C 10/03/20017 CRAMVIZ  Over ordered 150.00
119 5R 510,00

05

S alez Receipt

scresn W

Returnof 14 R

147 5C 18390 1832.90

—

Ex Ref Armount D ehit Credit Trans. Balance |

1322.40

4000

137 5l 3938.70
138 51 03/06/2011 28 4305 Cariage 20,00 20.00 3958.70
|
|
Future Current A Days B0 Days 0 Days Older - -
| Hide Detail
4314.80 n.o0 n.o0 0.oo 0.oo 0.o0
I
1 Prewvious M ext Print List ] [ Yigw

NOTE: As invoice 28 has more than 1 item on the invoice, the top half of the
screen will only show the first line description. However if you highlight the
entry a breakdown will be shown on the lower half of the screen.

Enter the following customer receipts together with any discounts
allowed. The cheques are usually banked on the date of receipt.

Customer Date Ref Value
Ratchet Trading 01-06-11 019 £250 part payment on account
Wilson Factory 09-06-11 020 In settlement of INV21 & 25
Towbrook Garage 15-06-11 021 In settlement of INV19
Blackwells 21-06-11 022 £2000 part payment on account

When you click on ‘Print’ or ‘Preview’ in the Report Browser the Criteria
screen will appear as shown on the next page. The layout is the same as
previously seen but with fewer options. The screen below is for invoices
produced for Blackwells during the period 4" January 2011 to 30" June 2011.

The statement will be produced as at the date in the second box, in this case
30" June 2011.
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Critelia

Criteria Values

Enter the values to use for the criteria in this report

Customer Ref [Between {nclusive) ] [010 Blackwells _v| and [010 Blackwels |
Transaction Date [Between finclusive) v | [04/01/2011 _>| and [30/06/2011 ~|
Exc Later Paymenis I
Preview a sample report for a specified number of records or transactions (Oforall)  |p 2

Help [ ok | cancel |

P

Below shows the statement layout when using A4Stat with Tear Off Remit
Adv, Individual & O/s Items. The Remittance Advice is the right hand side of

the report.
Predew, o e
r ; ~ >~ n
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