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Welcome to the Getting Started with Excel Integrated Reporting for
Sage 50 Accounts 2008 guide!

This guide aims to introduce you to the basic concepts of integrating
Microsoft® Excel with your Sage 50 Accounts 2008 data. After
reading this guide you will be able to use the Excel Integrated
Reporting features and understand how to manipulate and analyse
your data using some of Excel's more advanced functionality.
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Getting Started with Excel Integrated Reporting for Sage 50 Accounts

What Is Excel Integrated Reporting?

Have you ever needed to produce accounting information in a
worksheet or graphical format and know the data you need is
contained within Sage 50 Accounts 2008, but don't know how to
retrieve the data and generate results in the format you require? Or
perhaps you've tried to produce a Sage report to show the
information you want, but don't consider yourself an expert using
Sage's Report Designer?

The ODBC (Open Database Connectivity) driver supplied with Sage
50 Accounts 2008 has always provided effective integration with
Microsoft® Office applications such as Excel, but ODBC drivers are
not easy to use. With Sage 50 Accounts 2008, it's now much easier
to create Microsoft® Excel worksheets that use data from Sage 50
Accounts.

You don't need to be a Sage 50 Accounts expert to produce useful
results - just start Microsoft® Excel, open one of the supplied sample
workbooks and you're already working with data from your Sage 50
Accounts program.

As you become more experienced, you can go on to create
worksheets of your own and use PivotTables, graphs and other Excel
analysis features.

This guide will help you to get started with Sage 50 Accounts’ great
Excel Integrated Reporting features.

Notes: The screens illustrated in this guide are based on a PC using
Windows 2000 with Office 2000. You may find screen variations
when using other applications.



Getting Started with Excel Integrated Reporting for Sage 50 Accounts

Who Can Use Excel Integrated Reporting?

Whether you're an accountant or bookkeeper, a company director, an
accounts clerk or the owner of a small business, the chances are
you've needed to access financial data from Sage 50 Accounts at
some time. You may be asked at any time to produce information
such as what lines of stock sell best, your top customers over a
certain period or your latest profit and loss report.

Excel Integrated Reporting is perfect for accessing and manipulating
the data you need and can save you time when generating reports,
worksheets, graphs or whatever analysis format you need.

Anyone who is familiar with Microsoft® Excel will soon feel at home
using Sage 50 Accounts Excel Integrated Reporting. Even if you are
a novice with Microsoft® Excel, don't worry - this guide is designed
to help you to understand the basics of Excel Integrated Reporting,
so that you'll feel confident about creating a new Excel workbook
based on Sage 50 Accounts data.

Why Use Excel Integrated Reporting for
Sage 50 Accounts?

How much of your company's time is spent retrieving and processing
information from your accounts so that other people can use it for
their own purposes? Now it's easy for those people to use
Microsoft® Excel to retrieve, analyse and report on your accounts
data and they don't even have to use Sage 50 Accounts to do this.

Sage 50 Accounts comes equipped with a wide range of reports and
summary or analysis screens to help you get the most out of your
accounts data. Sometimes, however, other people will need to get
access to your accounts data and they may want to combine the
data with other information to suit their requirements.

For these users, Sage 50 Accounts' Excel Integrated Reporting
feature means that they can gain access to all of the accounts data
in Sage 50 Accounts, without having to be an expert user of Sage 50
Accounts. Even better, you have the security of knowing that these
users will not accidentally change or damage the accounts data.

With the Excel database driver and workbooks installed on your
computer, you can just start Microsoft® Excel, connect to the Sage
50 Accounts data and go to work using the accounts data. Sage 50
Accounts provides a set of example Excel workbooks, so you can
see just how easy it is to retrieve and analyse your accounts data, but
don't stop there; the Sage Excel Functions and Data Ranges mean
that you can easily create new workbooks to suit your needs and
make use of all the standard Microsoft® Excel features to analyse
your accounts data and present the results of your analysis. You can
also combine your accounts data with any other data you can import
into Microsoft® Excel, so the possibilities for manipulating and
presenting your data are potentially limitless.



How Does Excel Integrated Reporting
Work?

Sage 50 Accounts' Excel Integrated Reporting comprises three basic
components: Sage Functions, Sage Data Ranges and sample
workbooks.

The Sage Functions, along with Excel's native functions, are the
"building blocks" of your worksheet that you can use when you want
to include individual values from your accounts data. For example,
the 'SgAccBankBalance' function allows you to include the balance
of a specified bank account in your worksheet.

The Sage Data Ranges are used as data sources and behave in a
similar way to the Excel Query, only they are immediately accessible
to you as you do not need to understand the Sage 50 Accounts data
structure in order to extract the data you require. Simply select the
Sage Data Range you want to include in your worksheet, for example
'‘Balance Sheet' and Excel inserts the appropriate Sage data starting
from the selected cell.

The sample workbooks, such as the Key Performance Indicators
(KPI) workbook, are included to illustrate how you can manipulate
and present the data you extract from Sage 50 Accounts. The KPI
workbook is made up of separate worksheets: Financial Indicators,
which shows a number of highlights such as the profit and loss
accounts in the form of tables and graphs and Commercial
Indicators, displaying information such as your top five customers
and suppliers.

When you have followed this guide and you are comfortable with
using Excel Integrated Reporting, you can go on to build your own
worksheets and workbooks using the Sage Functions and Sage Data
Ranges.
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Installing

Excel Integrated Reporting is installed along with Sage 50 Accounts
2008, so if you have Sage 50 Accounts 2008 installed on your PC,
you can start using the Excel Integrated Reporting feature straight
away.

If you’re using a networked version of Sage 50 Accounts to access
your accounts data from a server, you can use the Excel Integrated
Reporting feature from your computer to link to the same data.

[t's even possible to use the Excel Integrated Reporting feature on a
PC that does not have Sage 50 2008 installed. For example, your
Sales Director might want to produce reports based on the accounts
data, but doesn't need to install Sage 50 Accounts. A separate,
stand-alone installation is provided for such requirements.

To install Excel Integrated Reporting on a computer that doesn’t use
Sage 50 Accounts, insert your Sage 50 Accounts 2008 CD into your
CD-ROM drive, select the 'Sage Remote Applications' option from
the installation menu and choose 'Install Excel Integrated Reporting'.
Follow the instructions that appear on your screen and the automatic
installer will do the rest for you.
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Getting Started

To start using Excel Integrated Reporting, you need to establish the
link between Excel and your Sage 50 Accounts data. This section
shows you how to set up the link: try this now, so that you can start
to explore the Sage Functions and Data Ranges when we look at
them in the following sections.

Start Microsoft® Excel and choose Select Company from the Sage
menu. Or, if you prefer to use a toolbar, there's a new Sage Integrated
Reporting toolbar included in Excel. To see this, open Toolbars from
the View menu and select Sage Integrated Reporting. You'll see that
the toolbar also contains the Select Company option.

When you click Select Company, a logon window appears:
togon £

@ ‘Welcome o Sage Accounts. op |
Cancel |
Pleaze select a company to lagon to and

enter your logon name and pazsword.

Logon name ||

Password |

Company ISlaliDner_u & Computer b art LK j

Datapath |C:\Program Filesh5 agehdooounts\DemoD atakboodatal
Chart of =
Accounts I J

Laak for ancther compary.

If Sage 50 Accounts is installed on this computer, Excel Integrated
Reporting locates the path used for the latest installation. If your data
is also held on this machine’s local drive, the Logon window’s
‘Datapath' box displays the path to the data directory.

If you have more than one company set up in Sage 50 Accounts and
you want to select a different company, click 'Look for another

company' and use the 'Select the directory that contains your
accounts' window to locate the data of the company you want to use:

Select the directory that contains your accoul 2l
Lok i | €3 ACCDATA x| & &k E-
Images
File name:  [SETUP.DTA Open |
Files of type: ICompany data file [SETUP.DTA) j Cancel
4

When you've located the ACCDATA folder containing the data files of
the company you want to link to, open it and select the SETURP.DTA
file. Click Open to insert the path into the '‘Datapath’ box in the Logon
window. For example, if you link to the data within the COMPANY.001
folder as shown, the 'Datapath' box displays C:\Program
Files\Sage\Accounts\Company.00 1\ACCDATA\.

If you're using Excel Integrated Reporting on a network client
computer, or on a machine that does not have Sage 50 Accounts
installed, you’ll need to use the 'Look for another company' button to
locate your data, as described above.

In the Logon window, enter your logon name and password in the
boxes provided. Use the 'Company' and 'Chart of Accounts' drop-
downs to choose the company information you want to report on,
then click OK.

Note: When you first install Excel Integrated Reporting, the only Sage
50 Accounts user who can access the feature is MANAGER. You
must logon using the MANAGER user name and its associated
password (by default, for example if you have just installed Sage 50
Accounts for the first time, this user name has no password). If you



want others to have access to Excel Integrated Reporting, you must
create a user name for each person and assign full access to this
feature.

TIP: If you intend to use the Sage 50 Accounts Excel features on a
regular basis, you will benefit from creating one or more users in Sage
50 Accounts specifically for this purpose. This means that all your
Sage 50 Accounts users will be able to continue using Sage 50
Accounts, even while other people in your company are using the
Sage Excel features. For full details on how to create users and assign
access rights, see your Sage 50 Accounts online Help.

When you save your worksheet, Excel stores the link to your Sage 50
Accounts data, so that you don't have to specify where your data is
held each time you open the worksheet.

Now that you've set up the link between the worksheet and your
Sage 50 Accounts data, you can start to use the Sage Functions and
Data Ranges described in the next sections. Follow the examples
provided to familiarise yourself with the features and get an idea of
what you can do; we'll start by looking at Sage Functions.

Getting Started with Excel Integrated Reporting for Sage 50 Accounts
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Sage Functions

Excel users will be familiar with its native functions, such as sum(),
average() and count(). Sage Functions work in exactly the same way
as Excel functions, but they operate on your Sage accounts data as
well as information in your Excel worksheet.

Sage Functions can be divided into two main groups:

= List functions - these can be used to place drop-down selectors
on your worksheet.

= Value functions - these return text or number values to your
worksheet.

The best way to understand the Sage Functions is to use them, so
we'll produce a simple customer look-up worksheet that you can use
to retrieve customer account information from Sage 50 Accounts.

First, we'llinsert a Sage list function that provides a drop-down list of
your customer accounts. Start by selecting cell A1 in the worksheet
and typing a label for the customer account reference, such as
‘Customer:'. Now select cell B1 and click the 'Paste Function' button
(fx) from the toolbar, or choose Function from the Insert menu.

The 'Paste Function' window appears:

Function category:

Function name:

Financial ;l Sgicchlternativestack

Date & Time SgaccAlternativeStackList

Math & Trig SgaccBankAccountList

Statistical SgaccBankAccountiame

Lookup & Reference SghccBankBalance

Databass SgaccCategoryaccountBalance

Text SgfcciCakegorydccountList

Logical SgaccCategory TypeBalance

Infarmation SgacciCakeqory Typelisk

User Defined SgaccCompanyMare
SqcciCostCentre LI

SghccAlternativeStock{Stock Code)

Returns the stock code For an items preferred alkernative.

@I Ok I Cancel |

Find and select the 'Sage Accounts' function category in the list - this
could be towards the bottom of the category list, so you may have to
scroll down. When you select the 'Sage Accounts' category, the
right-hand 'Function name' pane displays all the available Sage
Functions. Select SgAccCustomerList - you'll see that a description
of the function appears at the bottom of the Paste Function window
to help you choose the function you need.




Click OK and the Formula Palette appears:

rSgAccCustomerList

Choose the Help button For help on this function and its arguments.,

This Function takes no arguments.,

@I Formula result = K | Cancel |

Click OK again and cell B1 in your worksheet now displays the
Customer List drop-down:

E3 Microsoft Excel - Book1
J File Edit Wiew Insert Format Tools Sage Data  Window
IDEEHS ERY (bR T v o
J Line 50 Accounts-v11l = Stationery & Compuker Mart UK
B1 j =| =SgAccCustomerList()
A B c | b | E |
CustornerfA10001  [+]

m‘w‘m|m‘h‘m‘m|d

Click the drop-down button and you will see a list of all the customer
accounts that exist in your Sage 50 Accounts data. Select a different
customer account - you'll notice that as you select an entry in the list,
the contents of cell B1 are refreshed.

Next, we'll add a value function to retrieve the name of the customer
account currently selected in cell B1. Click in cell A2 and type a label
for the customer name, then move into cell B2. To insert the value

function, just click fx again, or choose Function from the Insert menu.
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This time, select the SgAccCustomerName function from the list of
Sage Accounts functions.

When the Formula Palette appears, you need to tell the function
where to find the customer account reference. Simply type B1 in the
argument box, or click on the B1 cell. Click OK to insert the function
into the worksheet.

TIP: If you want to click on a cell and the Formula Palette is covering
the one you need to select, you can move the palette. Click and hold
down the left mouse button anywhere on the palette and drag it away
from the cell you need by moving the mouse and then releasing the
left mouse button.

You'll see that cell B2 now contains the name of the customer
account that appears in B1:

EA Microsoft Excel - Book1

J@ File Edit Yiew Insert Format Tools Sage Data  Window
DEEHa S8Ry | tar g v o
Line 50 Accounts-v11 » Stationery & Computer Mark LK
B1 j =| =SghccCustomerlist()
A B c | b | E |
CustornerfA1D001 [+
Marme: Al Design Services

—

EEEEEEEE

We'll finish the customer look-up worksheet by adding two more
value functions to retrieve the customer's telephone number and
credit limit.
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Type labels in cells A3 and A4, such as 'Phone:" and 'Credit Limit:".
Now insert the SgAccCustomerPhone function into cell B3 and the
SgAccCustomerCreditLimit function into cell B4, as you did before.
Remember to type the cell reference for the cell containing your
customer account drop-down when adding these new functions.

Your worksheet should now look something like this:

4 Microsoft Excel - Book1

J@ File Edit Wiew Insert Format Tools Sage Data Window Help Adobe Pl

J Line 50 Accounks-w11 = Skationery & Computer Mark LK + Balance
B4 | =| =SgAccCustomerCreditLimit(B1)
A [ B | ¢ | o [ E |
| 1 |Customer:  A10001
| 2 |Mame: A1 Design Services
3 |Fhone: 01742 876 234
| 4 |Credit Limit: 10001
=N
B
7
| B |

Try changing the customer reference in cell B1 by clicking the drop-
down list. When you select a different customer reference, you'll see
that the name, phone and credit limit information automatically
updates. By creating a simple worksheet using just one list function
and three value functions, we can quickly look up customer
information held in Sage 50 Accounts, directly from Excel!

Try some of the other Sage Functions to become familiar with the
information available. You'll notice that some of the functions require
more than one argument, for example
SgAccCustomerAgedBalance. In these cases, simply enter the
criteria you want Excel to return the result for, for example the Year
and Period.

Sage Functions provide a simple way to access Sage 50 Accounts
data from Excel, but you may be wondering whether there's an easy
way to get larger amounts of data from Sage 50 Accounts into Excel.
It's time to move on to Sage Data Ranges.



Sage Data Ranges

Sage Data Ranges provide an easy-to-use way of getting large
amounts of data from Sage 50 Accounts into your Excel worksheet,
including standard Sage reports or your own custom reports.

Some Sage Data Ranges invite you to enter parameters, or criteria,
so that you can specify exactly what data you want to appear. For
example, if you choose to insert the '"Nominal Account Totals by
Month’ data range, you can specify the range of nominal codes for
which you want Excel to return your data.

Let’s add the 'Top Customers by Sales' data range to the worksheet
you’ve been working on.

Toinsert a Sage Data Range, start by selecting the worksheet cell you
want the range to start from. Select cell A6 in your worksheet.

Next, select Sage from the menu bar. From the drop-down menu,
choose 'Insert Sage Data Range':

’E Data ‘Window Help Adobe PDF
Select Sage Application. .,
Select Company...

ﬂ Insert Sage Data Range...

Refresh All Sage Data Range

about Sage Integrated Reporting. ..
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A list of available Sage Data Ranges appears:

Insert Sage Data Range x|
Inzert I
Cancel |

Select Sage Report to populate Sage Data Fange:

Aged Creditors Summary “
Aged Debtors Summary

Balance Sheet

Balance Sheet [detaied)

Eank Acoounts

Budget Repaort

[

L
Customer Summary

Cusgtomer Turnover

Nominal Account T otals by Month
Marninal Activity

Mominal Ledger Departmental Analysiz
Product Movement

Product S ales

Profit and Loss

Embed Sage
Feport into v
T Woarkbook

Now, select the range you want to include in your workbook from the
list. In this example, select Customer Orders in the list and click
Insert.

TIP: Select 'Embed Sage Report into Workbook' if you are going to
send the finished Excel worksheet to someone who does not have
the selected Sage Data Range (report file). The report file is attached
to the worksheet providing a full working copy of the report.
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This Sage Data Range requires you to enter parameters, so the
Criteria window appears: |E) Ble Edit Yiew Insert Format Iools Sage Data Window Help Adobe PDF

DEEa Ry Re|o @z A4l E 3w - -|mz]u|=
Criteria i j _‘
A | B ] C o ] E [ F T & T H T 1 [
[ 1 |Custormer. A1D001
Fram Ta | 2 |Name: A1 Design Services
3 |Phone: (01742876 234
Order Number 1] 5 | EEEEE ] | {4 |Credit Limit_ 1000
5
Customer Ref £ £ 6 |CustomerlValue  Number of Orders Credit Limit Balance |Custom 1 Custom 2 |Custom 3
— — 7 |BBS001 3681.60 1 20000 430977 Trade George Morthumberland
it iz I/mnse0 s Prizems s |8 [BRODOT 1474239 2 4000 OTiade  Malokn tematons
[ 9 |BUS001 184353 1 4000 206662 Trade George Curnbria
10[FGLODT | 858320 1 1000/ 11,260 26 Trade  Malcolm | Norfolk
Preview a sample report for 2 | 03] (leave as O'to ses all records) [11|GRa00T | 414909 1 4000 4,149.09 Trade George  Scatland
specified number of records or [12 [HaUOD1 | 1687 27 1 4000 197516 Trade  Malcolm | Intemational
fransactions [13 [kiNDD1 | 10 504.03 2 5000 0/ Trade George  Tyne & Wear
| 14 |MACO01 7 51984 2 4000 6927 16 Trade George Cheshire
[ 15 | MIB001 70843 1 1000 3,597.16 Trade George  Yorkshire
[ 16 |MILO01 916218 1 20000 172253 Trade George | Tyne & Wear
Help Cancel |17 |PATOOD1 241261 2 10000 915,24 Trade George | Scotland
| | |18 |ROBOOY 826 61 1 8000 455020 Trade  Malcolm  Middlasex
[ 19 |SDECOT 4 066,98 2 50000 123968 Trade George  Tyne & Wear
[20|SHOOOT | 6,70063 2 2500 714807 Trade  Malcolm  Midlands
Simply enter the criteria you want to use, and click OK when you are e l A\ SEATE e Ssane_ineshre
: 23 [STUDD1 | 151214 1 a 0Public  Malcolm  Marth East
ready to Contlnue ZVIDDM 252042 2 2000 204166 Trade George Yorkshire
) , . . | 25 | vouoo 903.07 1 0 210684 Public  Malcolm |Wales
Excel inserts the 'Customer Orders' data range, starting at the [22] 86,274.11 % 55,572.19

currently selected cell. Your worksheet should now look something
like this: By simply selecting a Sage Data Range from the list, you’ve inserted
a summary report of your customers’ orders into your worksheet.

If you want to view the details of any of the customers listed, select

their account reference using the drop-down in cell B1. The functions
you entered earlier display the customer’s full account name, phone
number and credit limit.

TIP: You can modify the criteria of a data range such as the selected
date or transaction range. To do this, select the data range and right-
click, choose Sage from the menu option, then select 'Sage Data
Range Properties'. Click Modify Criteria on the displayed 'Sage Data
Range Properties' window to change the data range’s criteria.

Sage Data Ranges link dynamically to your Sage 50 Accounts data:
if your Sage data changes, you might want your workbook to reflect
those changes, or you might not.

10



You can control how your workbook responds to changes in your
Sage 50 Accounts data using the Refresh feature. You can refresh:

= The whole workbook.

To do this click Refresh on the Sage Integrated Reporting
toolbar. You can also select the Sage menu and choose 'Refresh
Sage Data'.

= Asingle data range within the workbook.

To do this select the data range, right-click using the mouse and
choose 'Sage' from the menu options, then select 'Refresh
Sage Data Range'.

If you choose not to refresh the Sage data in your workbook, it will
remain unchanged, regardless of any amendments you make in Sage
50 Accounts.

When you open a saved workbook that contains Sage Data Ranges,
Excel displays a message:

Sage Integrated Reporting 5[
@ This workbook contains Sage Data Ranges.,
‘hould vou like them to be refreshed?

Again, you can choose to refresh the data ranges in your workbook

by clicking Yes, or to leave the data ranges unchanged by clicking No.

You've seen how Sage Functions and Sage Data Ranges can help
you to access your Sage 50 Accounts data. Let’s look now at the
Sample Workbooks included with Excel Integrated Reporting, to see
what type of results you can produce by combining the functions and
data ranges with Excel’s native functionality.

Getting Started with Excel Integrated Reporting for Sage 50 Accounts
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Sample Workbooks

Excel Integrated Reporting for Sage 50 Accounts comes complete
with a set of sample workbooks. These illustrate the type of results
you can produce by combining Sage Data Ranges and Sage
Functions with Excel's native functionality.

The sample workbooks included are:
= Key Performance Indicators

= Balance Sheet

= Profit and Loss

= Trial Balance

= Sales Analysis

The sample workbooks are installed in the form of Excel templates,
allowing you to open the files to view, or to use them as the basis for
your own customised workbooks.

To open a workbook template, open Excel’s File menu and choose
New. From the New window, click the Sage tab:

hew 21|
General' Spreadsheet Solutions  Sage I
9] 8] §] BE
X
KPIs.xt Profit and Sales T
Loss, xlk Analysis, It

Trial
Balance. «dt

Select an icon ko
SEE 3 Preview,

o I Cancel
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Select the workbook template you want to view or edit, for example
'KPIs.xlt" and click OK.

Note: The sample workbook templates install into Excel’s default
Templates directory, within a new folder called 'Sage'. Each individual
Windows user name has its own Templates folder. For example, the
user 'john.smith' might access Excel templates from C:\Documents
and Settings\john.smith\Application Data\Microsoft\Templates. If
more than one user needs to access the templates on a single
machine, you must copy the 'Sage' folder into the Templates
directory for each user.

Because the sample workbooks contain Sage data, a confirmation
message appears, prompting you to refresh the data. Click Yes to

refresh the data, or click No to view the sample data as it currently
appears.

The sample workbooks demonstrate the type of results you can
achieve using the Excel Integrated Reporting technology. The
information they display is based on the data contained within Sage
50 Accounts’s Demonstration company, 'Stationery & Computer
Mart (UK)'. To apply any of the workbooks to your own business, you
may need to modify the nominal report categories that the
workbooks are built on using the appropriate queries and data
ranges.

For example, you might have a different set of 'key performance
indicators' than those shown in the sample Key Performance
Indicators workbook that you would like to report on, perhaps using
other parts of your accounts data and using alternative table and
simple chart formats. You might even choose to employ some of
Excel's more advanced native technologies, such as Charting and
PivotTables.

If you’re already familiar with extracting data from other Sage
applications or third-party programs into Excel, you could combine



Getting Started with Excel Integrated Reporting for Sage 50 Accounts

this with your Sage accounts data to produce your own consolidated
reports from multiple data sources.

13
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Key Performance Indicators Workbook

The Key Performance Indicators (KPI) workbook is an accessible
summary of real-time management information. It takes headline
information from your accounts and presents it in a format that is
accessible, portable and easy to understand.

You can use the KPI workbook illustratively, as an 'at-a-glance' guide,
to share with others an understanding of how the organisation is
performing overall. Alternatively, you can use the workbook
diagnostically, as a tool to check and measure the 'vital signs' of the
financial health of the organisation.

The KPI workbook presents two types of key performance indicators
in separate worksheets. Both sheets use simple data ranges,
functions, tables and charts.

= The Financial Indicators worksheet presents headline
information and charts based on the financials of the
organisation. For example, you can view summaries and charts
for the profit and loss accounts and the total balances on each
of your bank accounts:

Key Financial Performance Indicators for Stationery & Computer Mart UK
Far year to date 2006 # .

Profit & Summary
Categary Name Balance| L Profit & Loss Sumsary
Sales

Catogory Namo  Balance] |
Fized Assels
Cumenl Agsets
Current Liabilities
Long Term Liabilities
Capital & Roserms £96 332
Imbalance of €44 207

| T —T —_—

[Accourt Name Balance|
Bank Currert Accourd £12.443]

Bank Deposit Account £3510]
lding Sotiety Account |
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= The Commercial Indicators worksheet presents headline
information on some of the commercial aspects of the
organisation, showing, for example, the top five customers and
suppliers, in order of value, in tabular format and supplemented
with pie charts:

)

ChF
CABNNT

Walue  Bree Sock
7,500 &

EXE ] 13
1800 1
1440 1]
1350 15

1@ o 1 D0ME
4 dugh Heang Difve

In addition to the Financial Indicators and Commercial Indicators
worksheets, the KPI workbook also contains a Criteria worksheet
that enables you to select a different financial period to view.

Like all the sample workbooks, the KPI workbook is based on the
data in Sage 50 Accounts’ Demonstration company, but you can
configure and extend it as you require to fit the needs of your
organisation.



Balance Sheet Workbook

The Balance Sheet workbook provides you with a series of sample
report layouts that you can use in your business.

The workbook is made up of six separate worksheets. The Criteria
sheet enables you to select a different financial period to view data for.
The remaining worksheets display a number of different Balance
Sheet report formats for you to choose from:

= The Horizontal layout displays all your balance sheet
information in a single view:

Balance Sheet for Stationery & Computer Mart UK

Report Details ] &I figures rounded to the nearest unit
Financial Year 2006
Month o

Fixed Assets Long Term Liahilities
Account Name This Morth 7D Account Mame This Month o
Property 0 1] Creditors : Long Term (14,855) (14,855)
Plant and Machinery 46,515 46,515
Office Equiprnent a 0
Furniture and Fixtures 16,807 16,807
Motor Wehicles 18,208 18,208
Total 81,530 81,530 Total (14,855) (14,855)

Current Assets Current Liabilities
Account Name This Manth YTD Account Marme This Month NTD
Stack 35,000 35,000 Term (43,207 (43,207
Debtors B2 645 B2 B45 Taxation (7,404) (7,404)
Deposits and Cash 5,148 5148 Wages (1200 (120)
Credit Card {Debtors) a 0 (Creditors) 8,350 9,359
Bank Account 12443 12,442 Bank Account 12,443 12,443
AT Liability (5,222) (6,222 VAT Liability (5,222 (6,222
Total 109,015 109,015 Total (35,151) (35,151)
[Total Assets 190,545 190,545 | [Total Liabilities {50,006) {50,006)
[Total Assets Less Liah 140,539 140539 |

Capital & Reserves

Aecount Mame This Manth YTD
Share Capital 96,332 96,332
Reserves 1] 0
[Caital 06,332 06,332 |

= The Sage 50 Accounts worksheet replicates the existing Sage
50 Accounts Balance Sheet report layout.

= The Vertical layout is similar to the Sage 50 Accounts
worksheet.

Getting Started with Excel Integrated Reporting for Sage 50 Accounts

= The Separated sheet keeps assets and liabilities clearly
separated:

Stationery & Computer Mart UK

Balance Sheet

Alfgures rounded fo e nesrest urd

This Marith ‘fear to Drate
Assets
Flxed Assets
i) i}
46515 46,515
]
u 16807 16,807
Motor ek 18208 18,208
Tkl Fined Assets 18,208 18,208
Current Assete
Stotk 35,000
62,635
5148
'}
12443
AT Listaity (8.232) (6.323)
Tokal Cument fosels 108,05 109,015
Total Assets 127,223 127,223
Shareholder's equity and liabilities
Caplial & Reserves
Shiare Capital 9B,332 96,232
Ressrres o 0
Total Sharehwider's equiy 96,332 96,332
Long Term Liahilities
Cradeors - Long Tarm 14 855 14 855
14855 14855
Current Liabilities
Crediors . Short Term 43,207 43,207
Tanatan TAM TAM
Wages 120 170

Credit Card (Credioes)
Bark Arcoun
WAT Listelity

Tetal Cument Listilfes 35,151 ELAL]
Profi &L oss a 0
Total Shareholder's equity and liabilities 242670 242,670

There is no "right" layout for you to use - the format you choose
depends upon your business and on how you want to represent its
financial information on paper.

As each worksheet is amendable, you can use these sample layouts
as a starting point to deliver customised balance sheets that exactly
match your business requirements.
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Profit and Loss Workbook = The Sage 50 Accounts worksheet replicates the existing Sage

50 Accounts Profit and Loss report layout.
Like the Balance Sheet workbook, this provides you with a series of

sample Profit and Loss reports that you can apply to your business. The Vertical format is similar to the Sage 50 Accounts

worksheet.
The workbook comprises four separate worksheets. The Criteria

sheet enables you to select a different financial period to view the
information for. The remaining four sheets provide a number of
different Profit and Loss formats for you to choose from:

Again, there is no "right" layout for you to use - choose the one that
fits your requirements.

Use the sample Profit and Loss formats as a basis to create your own

= The Horizontal layout provides all your profit information in a repart that is perfectly tailored to your own business’s needs.

16

single view:

Report Details

Financial Year 2006
Month 0

Alfigure rounded to

the nearest unit

This Month

Year to Date

Sales

Product Sales
Export Sales

Sales of Assets
Credit Charges [Late
Other Sales

Total Sales

165.237)
|
o

o
430}
166,227

165,297}
of
of

of
A30)
166,227

Purchases

Purchazes
Purchase Chages
Stack

Total Purchases

[75.236)
Ul

(5.710)
(80.947)

(76.236)
Ul

15,710
(80.947)

Direct Expenses

Labour

Commissions

Sales Promation
Miscellaneous Expenses
Total Direct Ezpensd)

[
[
[1650)

11
(1.680)

[
]
1680
0
(1.680)

FPiofit Before Ouerheads

83,600]

FEE00]

Overheads

Gross Wages

Rient and Fiates

Heat, Light and Fawer
Mator Expenses
Travelling and

Printing and Stationery
Frofessional Fees
Equipment Hire and
Maintenance

Bank Charges and
Depreciation

Bad Debts

General Expenses
Suspense & Mispastings
Total Overheads

[EE]
[6.500)
(202)
[261)
[242)
[2a1)

1

[

1501
[#4]
(1010

T36.162)
(.600)
(502)
(261)
(282
(291)

1

Het [Profit)/Loss

37.985]

37.985]
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Trial Balance Workbook = The Extended Trial Balance draws on the Simple Trial Balance

and also provides an opportunity to make adjustments to the
This workbook provides you with a series of sample Trial Balance ledger balances, to carry the combined figures through to
reports and includes PivotTables to illustrate the type of results you summary Profit and Loss and Balance Sheet accounts and
might achieve if you apply some of Excel’s more advanced native make balancing entries on those accounts.

functionality. As with all the sample workbooks, select the layout that most closely

The workbook contains five separate worksheets and includes relates to your business needs.
(together with the Criteria sheet) the following different Trial Balance
formats:

= The Simple Trial Balance uses PivotTable technology to
present the total ledger balances in a standard two-column debit
and credit format, with grand totals and balance checking:

Stationery & Computer Mart UK

Simple Trial Balance
All values rounded 1o nearestunit
All currency values shown in base currency Balanced

Data

Accfg Name g0 [ oot - ARIE %] 1 @@
0010|Freehald Properry 1]

0011]Leasehald Property [i e et - - &
0

|
0020|Plant and Machinery bUUUUl Balsrce...  Balawe.. Balwwe.. Balaws..  Ralwee...
0021 | PlantMachmnery Depreciation e [t Balwce..  Bawcs..  Balwe...  Bawcs..  Badawe.. W

5
0030[Office Equipment 0
0031 [Otfce Equipment Depreciabon 0 i
0
3

0040 Furniture and Fedures (LY
0041 |Furniture/F isture Oepreciation g 0
0050 Motor Vehicles I 203001
0051 Mator Vehicles Diepreciation 20919 0
1001 | Stock 25000}
1002 |Wark in Progress nl
1003|Finished Goods 0f
1100| Debtors Contral Account B2B45 46|
1101|Sundry Debtars 0f

1102 Other Debtors 0 0f
1103]Prepayments i 0
1200|Bank Current Account 0 1244305
1210|Bank Depost Account o 3810
1220|Building Society Account 1] 507.53
1 an sl (et Tl lngs e s {53/ 1

= The Monthly Trial Balance analyses the ledger balances into
the brought forward balance, monthly balances and carry
forward balance, this time presenting debits and credits as
negative and positive values respectively.

17
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Sales Analysis Workbook = This information is also illustrated in the form of a chart in the

Sales Value by Customer Chart worksheet:
This workbook provides you with several sample configurable Sales

Analysis reports that you can use within your business from day one. Fermam o N L e

As in the Trial Balance workbook, the worksheets contained within Sales Value by Gustomer Ghart
the workbook use PivotTables and PivotCharts. 12000

The workbook contains eight worksheets. Together with the Criteria 10000

sheet and the Data sheet, which displays the raw data from which the
other worksheets are compiled, it contains the following Sales
Analysis formats:

000
000

annn

= The Sales Value by Customer worksheet provides an analysis

—_—————

of customer sales by value per month: 2000 Il

. “_I]_.Iluﬂ | T
Stationery & Computer Mart UK SERHEHHE
Sales Value by Customer FIRIBIEIRIR
O Coprerght M, Sage (LK) LS Feb

K01 Wy e

WAL 4@ HEE2 7

AT 10067

STEN 291955

ST 151214

VDO a7 0145
Fan Total JA70B.09 260133 360304
Fab

MILCO! 916218 0 1833

ROB00! ABE E2I3 1MET

SR 119 0 s

SHOO0H [ o

STEI [T

¥OLOO! 015408
Fab Tetal [P IR
Har

BROC0H 3391 180266

BUS oW W

HINCO! B23 1571

MACE 675 D

MIEC0N [

PATOON 0 18

SHOOD! WEE 045 6
Mar Tetal TET8__ 30368 17756
Apr

] %915 [N

GLOOY

SRADL

HALOT

S0ECON

DooH

Bt
Grand Total
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The Sales % Value by Customer worksheet provides a similar
analysis, by percentage:

Stationery & Computer Mart UK

Sales % Value by Customer
& Copyrighl 2004_ Sage (LK) Lid

AT cumpncy valu

BRO001 07%  48% 0.0%
KINDDT 50% 111%  33%
MACODN 61% 49% 321%
PATO0N BO0%  17% 0.0%
STE002 47% 34% 0.0%
STUONY 0 18% 00%
D001 45%  10% 00%
Jan Totsl 0%  8E% 41.351
o
MILOO1 4% 106% 0.0%
ROBOOT B0%  10% 10%
SDEM1 E1%  15% 00%
SHO00T DA% 3% 00%
STEDN 4% 08% 0.0%
¥OUOO1 | 0a%  10% 0.0%
[Fob Total 16E%  206% 0%
Mar
BRO0OT 6% 122% 05%
BUSI 5% 2% 08%
HINOO1 49%  11% 11%
MACD 0E%  38% 1.1%
MIB0O1 6%  08% 0.0%
PATION 05%  11% 00%
SHOO01 49%  41% 1.4%
[Miar Tatar JIE%  254% l.B!i
At
BESMI £3%  43% 0.0%
FGLONY 50% 111%  33%
GRAND 08%  40%  136%
HALT 0o%  20% 0E%
SDEMN 55%  12% 0.0%

The Sales Value by Category worksheet provides an analysis

of the top ten sales by value, per month, per category:

Stationery & Computer Mart UK
Sales Value by Categary

B Coprmight 004, Sage (UK) Lid

All currency values shown in base currency

Business Machines 1 125 [}
Computer ACCEEEONEE k<] 9 1.03
Compuler Hardware B4 2B5432 7
Emlupes and Mailing 92 53
Office Supgles * 8 1345
Crganising and Filng 3 1BSd (1
Faper Producis I wesr 90.09
Presentation Supphes 4  BeEl4 BTG
Telecomunications 4 WIS 17244
Wiriting Equipriont MR85 i

(Jom okl 675 2470009 7601 32

Feb
Business Machines 1 B2X% 499
Computer Ace Orie 19 18267 0.5
Computer Hardware 3B 145534 o
Envelopes and Mailing 48 WD G
Office Supphes 2 11043 or
Organssing and Fibrg 3 155% 8B4
Paper Products 2% BE3E 1451
Presentation Supples 40 S4B13 »om
Telecomunications 4 s 0
Winting Equiprient B 1BES

Feb Total AX)

Mar
Business Machines 1 6278 472
Computer ACCEEEONEE %2 Mmxn 4%
Compuler Hardware 50 1854 121,89
Emlupes and Mailing 83 3EI 4349
Office Supplies % 14077 7.22]
Crganising and Filng 2 9B 4m
Faper Producis XA e -4
Presentation Supphes 3B 4539 4725
Telecomunications 4 1216 0
Wiriting Equipriont 15 M 17

W Total 7310770 e

ARt
Business Machines 1 7S 0
Compuler Accessones ¥ 3BEE3 16,52
Computer Hardware =i

Envelapes and Mailing 4N
Office Supghes = se q

Organising and Filng
Papir Froducts

.
g
i

Prasentation Supples 40 5472 o
Telecomunications. 2 BE2 4 1656/
nting Equipment 27 ST 0
Apr Tolal 1 X
Grand Total 3 4
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= The Sales Value by Department provides a similar analysis by = The Sales Value by Product worksheet provides an analysis of
department: sales by product category and product per month:
Stationery & Computer Mart UK Stationery & Computer Mart UK
Sales Value by Department Sales Value by Product
@ Copyright 2004, Sage (UK) Ltd T

All currancy valugs shown in base currenc:
Public / Trade Al x
Salesperson =
Territory =

y
inegt Machegs L
Butness Machios Total
ata ) Computir Accastens [MOUSEILZ
Period uantity Value Disc MOLESETS

Jan G675 24708.09  2601.32
Jan Tatal B75 24708.09  2801.32
Feb [Sales 420 1778793 62.23
Fab Toal 430 17787.93 6223 [amta pcaspones o
Mar [Sales 467216778 30368
Mar Tatal 487 2168778 30368
Apr ‘SalES B71 2130029 3280.04

Apr Total 671 21900.29  3280.04
Grand Total 2253 86274.11  6247.27

[Ermelopes and Miler

Es and M
Ofice Supphies

Organising and Fing Total
Papar Presucts PAPERLIT
PAFPERDIZ
PAPEROD3
PAFERIG
PAPERITE
PAPERDOT

[Paptr Products Total
Presentabon Suppies |FLFO01
FLI02

LA
[Pragéntation Suppls Total
Tescomunicatans  |F

FAI

lT_ Totsl
[Wiitiee Equigevetnt El

As with each of the sample workbooks, the layout you choose
depends on your business needs and the information you want to
display.
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Getting Support on Excel

Many of our customers use Microsoft® Excel for financial analysis,
forecasting, scheduling, expenses and so on in conjunction with their
Sage software. Most of these customers are self-taught, or rely on
colleagues for help.

For people who use Excel every day, this means you have to learn
everything by trial and error, which may take you twice as long and
even then you might not be making the best use of your software.

Put simply, 'Excel Support - Powered By SageCover' provides expert
telephone and online advice. It helps you to get the best from your
software, cutting the time it takes you to complete your task,
increasing your productivity and giving you the skills and knowledge
you need to meet your objectives.

Powered By SageCover?

'Excel Support - Powered By SageCover' is available whether you
have a SageCover contract or not, but for those who are already
supported by SageCover it has many familiar features. These include
technical help from dedicated Microsoft® certified consultants, 'Ask
A Question' web solutions and online technical support guides.

It's worthwhile knowing that you are supported by an award-winning

support service. Sage’s Technical Support helpdesk has achieved the

following awards:

= Winner: North East Contact Centre of the Year, North East
Contact Centre Awards 2004

= Runner Up: Best Call Centre of the Year, European Call Centre
Awards 2004

Getting Started with Excel Integrated Reporting for Sage 50 Accounts

From Less Than £10 per Month

You don’t need to know everything Excel can do in order to use it
effectively, but if you want to improve your productivity, then ‘Excel
Support - Powered By SageCover' can show you the way to do it.

'‘Excel Support - Powered By SageCover' provides:

= Expert advice to help you solve your Excel problems more
quickly.

= Help to make workbooks look more professional.

= Advice on hidden tips and tricks. For an excellent example of this
see the section, Technical Tip on page 22.

= Support in making you more proficient and introducing you to
new solutions.

= Recommendations and suggestions to help you use Excel more
efficiently and reduce repetitive inputting.

= Specialist guidance to improve the overall level of your Excel
skills.

‘Excel Support - Powered By SageCover' can offer specific advice
on:

= Formulas and functions

= Charting and graphs

= Management and analysis of data

= Data consolidation from several worksheets

= Collaboration on workbooks by multiple users

Call 0800 33 66 33 to sign up for support so you can benefit from
professional advice and gain access to frequently-prepared tips and
techniques.
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Technical Tip

Excel’s conditional formatting feature offers an easy way to apply
special formatting to cells if a particular condition is met.

For example, you can apply conditional formatting that checks the
value of one cell (or range of cells) and changes the appearance of
another cell, or a range of cells, based on that value. So, if you were
using a table, you could colour the entire row in the table if the values
in column B are over a value that you specify.

For details about how to apply conditional formatting, see Excel’'s
online Help - or why not contact 'Excel Support - Powered by
SageCover' for a helping hand?
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Further Information

If you ever want to get even more information out of Sage 50
Accounts, there’s still a powerful ODBC driver available. Instructions
on using the Sage 50 Accounts ODBC driver are outside the scope
of this guide, but help and advice is available by e-mail from Technical
Support. For assistance with ODBC issues, send your query to
support@sage.com.

We’re sure you'll find the new Excel Integrated Reporting for Sage 50
Accounts features useful in your business, but if you have any
questions or suggestions, please don’t hesitate to contact Sage
Technical Support during your warranty period, or when you’ve
subscribed to SageCover for your Sage 50 Accounts product or our
Excel Support service.

Getting Started with Excel Integrated Reporting for Sage 50 Accounts

Contacting Sage

For Technical Support (within your Warranty period, or if you have
subscribed to SageCover for Sage 50):

UK: Phone 0845 111 55 55
Fax 0845 111 55 11
e-mail support@sage.com

ROI: Phone 01 642 0877
Fax 01 642 0895
e-mail support@sage.ie

For Customer Care (for general enquiries):

UK: Phone 0845 111 66 66

Fax 0845 111 55 11

e-malil customer.care@sage.com
ROI: Phone 01 642 0800

Fax 01 642 0867

e-mail customercare@sage.ie
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