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When you use customer and supplier records in Sage Accounts, some 
information and settings may apply every time a record is used.

There are two options in which you can apply defaults: 

• Applying defaults within the customer or supplier record. 
- This can done if a particular customer has specific posting requirements. 
- Customers > Select record > Defaults tab

• Applying defaults from within customer or supplier defaults window this is 
then applied to all new records going forward. 
- Settings > Customer or Supplier Defaults

Customer & 
Supplier 
Defaults.

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112206534
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• Saves you time manually changing the information when creating new records. 

• Information can be overwritten when required within the record. 

- Batch changes can be used if using professional variant of the software

Customer 
Defaults 

Supplier
Defaults 

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112317633
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112318713
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• Record – Enter country, tax code, nominal, departments and discount.

• Statements – Change default statement text on grouped statements. 

• Ageing/due date – Specify how you want to age your customer transactions.

• Discount – set invoice value discount percentages 

Nominal codes Departments Tax codes

Settings > Customer Defaults

https://www.youtube.com/watch?v=0tacpW-sCG4
https://www.youtube.com/watch?v=IiFOIIJbGmQ
https://www.youtube.com/watch?v=DjBpOSfoVqs
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• Record – Enter country, tax code, nominal, departments and discount.

• Ageing/due date – Specify how you want to age your supplier transactions.

Nominal codes Departments Tax codes

Settings > Supplier Defaults

https://www.youtube.com/watch?v=0tacpW-sCG4
https://www.youtube.com/watch?v=IiFOIIJbGmQ
https://www.youtube.com/watch?v=DjBpOSfoVqs


© 2023 The Sage Group plc, or its licensors. All rights reserved.© 2023 The Sage Group plc, or its licensors. All rights reserved.

Bonus Tips

Page 10

• Bank default tax codes 

• Batch Changes Option 

• Email and Custom fields

• Add/remove column headers

• How to hide options on the toolbar
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• Settings > Customer or Supplier defaults applies default posting details to new records.

• You can overwrite the defaults by going directly into the record and changing the defaults 
manually 

• If you have batch changes option you can use this to change multiple records at once

• When creating a new transaction you can manually change the tax code and nominal code.

• Bank defaults for tax code pulls from the customer/supplier defaults. 
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Extra Support

Useful tips & 
Resources 

Time saving 
tools

Regular tasks 
50 Accounts

Help Centre

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112550680
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200629114524875
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200629114524875
https://my.sage.co.uk/public/help.aspx#/customer/support/accounts
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Key Topics

Company Archives
Wednesday 22 March 2pm

In this webinar you'll learn what a company archive is, how and when they're 
created, how to access and use one.

Year End
Tuesday 4 April 2pm

This webinar explains the year end process from start to finish, including 
how to prepare for and run your year end and the optional post-year end 

tasks.

Running reports to reconcile VAT 
return

VAT return

Clear Audit Trail

Inactive records

Upcoming

Webinar Registration

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553
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We know that running a business can be tough and at Sage 
we want to help you and your business with the many 
challenges you face.

That’s why Sage goes beyond great software solutions

As a valued Sage customer and member of the Sage 
community, you'll enjoy benefits that help you and your 
business by connecting with brilliant experts and industry 
peers.

Sage is here to help you grow and your business flow.

More than just great software
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A member of the Sage community
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All included as a member of Sage – FREE

Being a Sage member you get great software 

solutions, expert advise to get the most from 

your solutions and more help with the business 

challenges you face.  All wrapped in the human 

touch of Sage’s community of customers, 

partners and colleagues.

Exclusive member benefits include:

Find out more about these exclusive benefits.

https://www.sage.com/en-gb/membership/
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If you want to keep up to date with Member Masterclass, why 
not have the latest talks and articles delivered to your inbox 
by subscribing to the magazine.

Member Masterclass
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As a Sage customer or partner you have automatic access to exclusive benefits, which 
includes expert human advice in Member Masterclass.

We asked customers what the most pressing issues 
and problems are that they face in their business 
and have built Member Masterclass to support you 
with the challenges you face and help your 
businesses grow.

Season 1  looks at finding and keeping great 
people, while Season 2  focuses on unlocking 
productivity.

Each season includes a keynote talk, plus new 
talks published each week alongside short articles 
providing a range of insights, advice and 
inspiration. Talks are around 15 minutes long and 
bitesize articles are only a 5-minute read.

https://www.sage.com/en-gb/blog/members/unlocking-productivity/#gate-34fe7a87-32ae-4678-87f1-13a5d4b43783
https://www.sage.com/en-gb/blog/member-masterclass/
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Thank you!
Please take a minute to complete the short exit survey as you leave.

You’ll receive a follow-up email with links to register for future webinars
and watch recordings later today.
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