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Introduction

• Keep your accounts tidy and more manageable.

• Flag records individually or multiple records simultaneously

- Batch change not available in Essentials

• Simple check box - Easily turned on/off

• Filter your lists

• Availability

– Customers / Suppliers / Nominal / Bank accounts / Products

Inactive Records.
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Inactive Records

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112304471
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Why flag records as inactive?

• When records can’t be deleted

- Customer has transactions on the activity

- When clear audit trail doesn’t remove all transactions

- You don’t want to clear your audit trail

• Don’t want to delete record

• Historically renamed an account to ‘Do Not Use’ then applied a filter.

• Records must meet specific criteria

Inactive Records.
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Demonstrations.

Flagging customers as inactive
- Single records
- Multiple records simultaneously

Show/Hide
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Criteria > Customers

• Account balance must be zero

• All transactions must be allocated

• No active recurring items in:

- Bank accounts

- Invoices and credits

- Sales orders

• Opayo (formerly Sage Pay) - must not be the default customer

• Accountant link - must not be in recording mode - v28 and below only

Inactive Records.
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More information

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=220124151355137
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Criteria > Bank account (common query)

• Message appears when set as a ratio account

1. Nominal codes > Ratio

2. Click the relevant account > Delete > Yes > Save

3. Flag record as inactive

• Full criteria available in Help Centre

Inactive Records.
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More information

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=220124151355137
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Reactivate a record

• Edit record > Remove the inactive flag

- Single

- Multiple

• Use the record

Demonstration

Inactive Records.
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What’s included as a Sage member?
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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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Upcoming Webinars
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Recordings availableUpcoming Key Webinars

Clearing  records – Customer, Suppliers and Nominal codes
Thursday 13 April 2pm

Clearing records – Stock records
Wednesday 19 April 2pm

Clearing records – Invoices, Orders and Quotations
Tuesday 18 April 2pm

Company Archives
Tuesday 2 May 11am

V29 – What’s new

Business dashboard

Emailing Invoices and 
Statements

VAT Reports

VAT Return

Year End
Your follow-up email will include links to

register for future webinars and watch recordings

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

Live Webinars Recorded Webinars
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