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Data Entry Tips in Sage 50 for Windows
1.  For Batch data entry:

a.  The F6 key repeats the value in the box above

b.  The [Shift] F6 key increments the value in the box above by 1.
c.  The F7 Key inserts a new Line.
d.  The F8 key deletes a line.
e.  A Field of Text/Data which is highlighted by the cursor may be Cut/Copied and Pasted, as in a Word Processor.
f.  If posting a large batch of data with the same posting Date, the default Program date (under Settings) may be changed to avoid having to alter the default date for each new item being entered. 
2.  Invoices and Journals may be Memorised (Line 50 only).
a.  Invoices which repeat at certain intervals (e.g. rentals) or repeated invoices for the same product(s) can be Memorised and recalled to the screen.  This automatically enters the Invoice details

b.  Similarly, Journals can be memorised and recalled for repeat entries at certain intervals (wage journals, stock journals etc.)
When a Journal or Invoice is complete and ready to be Posted or Printed, it may be Memorised by clicking on EDIT from the Menu line and selecting Memorise from the drop-down list.  To recall a previously memorised transaction, select Recall from the same drop-down list.  (In more recent Versions the Memorise and Recall functions are available as buttons at the foot of the data entry screen

3.  Quick Search (Account Codes and Product Codes):

a.  The F4 key provides a Quick Search Facility similar to clicking on the Magnifying glass

b.  By entering the first few characters of the code and then clicking the Magnifying Glass (Or pressing the [TAB] Key), the search is limited to codes beginning with the entered characters.  (Note: Ver. 7 and 8 now include an automatic Pop-up search.

4.  What does the Month-End Do?

a.  The Month-end routine is only necessary if you want to:

· Post Prepayments set up in the Prepayments Section

· Post Accruals set up in the Accruals section

· Post Depreciation's set up in the Fixed Assets option.

· Clear the Monthly turnover for Customers, Suppliers and Stock Items.

5.  What does the Year-End Do?

a.  It zeroises those Nominal Accounts designated as Profit/Loss accounts in the Chart of Accounts (Nominal Ledger COA Dialogue Box).

b.  It posts the balance (Profit or Loss) to the P/Loss Account in the Balance Sheet (Usually Nominal Code 3200).
c.  It moves the Financial Year one-year forward.
NOTE:  1. The Year-End and the Month-End should not be run without taking a backup as a precaution.

2.  Do not run the Year-end twice in the one-year or your Data Files will be one year in advance of your current postings.

3.  The Year-End and the Month-End routines are located close together on TOOLS|PERIOD END  menu, so be careful that you select the correct routine.

4.  Prior to running the Year-End procedure make sure to change the Program date to the same date as your Year-End.

Send to Excel/Word

In Line 50 Version 7 and later, under the menu item File|Send you now have the option to send on-screen lists directly to an Excel Spreadsheet (Excel 97 or later). This works with any screen lists but not with Reports.

Under the same menu you can use 'Send' to Word to create a Mail Merge between Sage Line 50 and Microsoft Word (Word 97 or Later)
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