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Introduction & Benefits.

SC\SG © 2023 The Sage Group plc, or its licensors. All rights reserved. Page 4



Introduction.

& Customer Record - Al Design Services

When you use customer and supplier records in Sage Accounts, some

information and settings may apply every time a record is used. 1l BB S O
(f:lear New NZW Hewt Delete  Skype C;gogle
orm invoice orger projec aps
There are two options in which you can apply defaults: Detals Custom Fields
Region North East Analy
* Applying defaults within the customer or supplier record. Bank A:fi Ana:v
. o o e o . Analysis Analy
- This can done if a particular customer has specific posting requirements. Alerts
ricing and iscountan
- Customers > Select record > Defaults tab © I — E——
. . . . . L. Additional Discount  No additional v
* Applying defaults from within customer or supplier defaults window this is o T
then applied to all new records going forward. Orders dthara Code 4000 ;
- Settings > Customer or Supplier Defaults o Use Default Nominal Code for Saes 00  Department
Default Tax Code T1 20.00 v Reporting Pass'
Use Default Tax Code for Sales O Incoterms
Customer &
Supplier
Defaults.
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https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112206534

Benefits.

« Savesyou time manually changing the information when creating new records. BEGZEIN Tools  Favourites  Weblir
Configuration...
« Information can be overwritten when required within the record.
- Batch changes can be used if using professional variant of the software

Company Preferences...
Invoice Payments...

OneDrive Document Settings...

Invoice Finance...

Customer Defaults. ..

Customer Supplier supplier Defaults. ..
Defaults Defaults

Bank Defaults ...

Product Defaults...

Invoice & Order Defaults. ..

Email 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

Defaults.
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Customer Defaults

Customer Defaults >
o © Help
Settings > Customer Defaults s e T
Defaults
* Record — Enter country, tax code, nominal, departments and discount. Country United Kingdom GB h
Currency 1 Pound Sterling
« Statements — Change default statement text on grouped statements. StdTaxCode  T120.00 « Def. N/C 4000 v
Fund W
« Ageing/due date — Specify how you want to age your customer transactions. Department® 0 v Default
Incoterms W
« Discount —setinvoice value discount percentages
Discounts
Discount % 0.00  Type Mo additional W
Price List W
Account status
Default 0 Open w
Nominal codes Departments Tax codes Terms Agreed [
K | | Cancel



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

Supplier Defaults

Supplier Defaults X
Settings > Supplier Defaults Ao Due dat e
Defaults
* Record — Enter country, tax code, nominal, departments and discount. Country United Kingdom GB v
Currency 1 Pound Sterling
« Ageing/due date — Specify how you want to age your supplier transactions.
Std Tax Code T1 20,00« Def. NfC 5000 w
Fund | v
Department™® 0  w || Default
Incoterms w

Account status

Default 0 Cpen w

Terms Agreed Fl

Nominal codes Departments Tax codes

QK Cancel



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

Bonus Tips

« Bank default tax codes
« Batch Changes Option
e Ematland Custom fields

* Add/remove column headers

« How to hide options on the toolbar




Summary.

« 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

« Ifyou 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.




Extra Support

Useful tips &
Resources

Regular tasks
50 Accounts

Sose

Time saving

tools

Help Centre
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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

Upcoming Webinars.
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Upcoming Webinars.

T T

Company Archives Running reports to reconcile VAT
return
Wednesday 22 March 2pm
VAT return

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

Inactive records

Year End
Tuesday 4 Apri_]_ 2pm D

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.

Webinar Registration



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553

What’s included as a Sage member?

PPPPPP



More than just great software

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.

SQSG © 2023 The Sage Group plc, or its licensors. All rights reserved. Page 16



A member of the Sage community

All included as a member of Sage — FREE

Being a Sage member you get great software T a @
solutions, expert advise to get the most from PO e S

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.

Talks from the world's leading experts

Busy (s the new lazy: The power of pause

WATCM THE LATEST

Exclusive member benefits include:
[ Member ] [ . ] [ community ] ::::;m Renowned productivity consultant
Learning el e
Masterclass Forums i | e The world-famous way to get

things done

Award winning . . Software
Business Advice cps o as
support Certification

Find out more about these

SQSG © 2023 The Sage Group plc, or its licensors. All rights reserved. Page 17


https://www.sage.com/en-gb/membership/

Member Masterclass

Season 2: Learn how to unlock the power

We asked customers what the most pressing issues of productivity
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

‘ N

businesses grow. ‘Q

Season 1 looks at finding and keeping great e iioasia i R i
eople, while Season 2 focuses on unlockin The world-famous way o Never leave a player

p p ’ . . g to get things done Busy is the newlazy: The behind: Lead your own

prOd UCthlty. R power of pause unstoppable team

Go to Member Masterclass —»

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.

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.

SQSG © 2023 The Sage Group plc, or its licensors. All rights reserved. Page 18


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/

Thank you!

Please take a minute to complete the short exit survey as you leave.

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

Sage SREEsEmImas
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