SAGE 2010+ DATA
IMPORT/EXPORT
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Import Customers

In Sage 50 Accounts 2010+ when you go to import the Customers file, you now have to map
the fields in the file to the fields in Sage.

Click File

Eile | Edit VMiew Modules Settings Tools Favourites Weblinks MNews Feeds Help

New bL
b,.

Open

SF

Close Ctrl+F4

Welcome to Sage 50 Accounts

¥ Maintenance.,

Er  Import..
Office Integration
Send 3
Log Off I1‘L—: What should I do first?
Exit U Mot sure where to start? Have a look through our sug

some ideas.

Select Import and the Data Import Wizard will emerge

Data Import Wizard

Sage 50 Accounts - Data Import

e

Welcome Welcome to the Data Import wizard.

Uzing thiz wizard, you can import data from Escel waork sheets [7 sls; «lzx] and files Q
Data type caontaining comma-separated values [*.cav).
Diatz source

Field mappings

Finish

W RMIMG: Thiz operation iz HOT reversible.

W'e gtrongly recommend you take a backup of your data before

proceeding.

[ Cancel ][ Help ] Ment

b

Click on Backup to make a backup of your data first.

Click Next once the backup is complete
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Select Customer Records from the list

-
Data Import Wizard

[

Sage 50 Accounts - Data Import ! (
]
o Welcome Select the type of data you want to mport. 7
(st Tood Wansachons ]
Cusshormss recodds
Data type Hominal account
Product reconds
Project reconds
Fata source Stock bansachons
Supphes recouds
Feld mappings
Fnigh
[conca | [ e |

Click Next to continue

Select the Comma-separated (*.csv) option

Data Import Wizard
|
Sage 50 Accounts - Data Import :
| o Walcome Select the fomat of the data wou wall be | ing:
i = m-mml‘.csv&
9 ek lype O Estcsl workshest [ " ]
Data source Select the fla Lo mport
| C:\customers.csv
Field magpings
First row contains headings 7
Feish
I

Ensure that No Tick is present in the First row contains headings option
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Click on Browse to select the Customers file that you wish to import

NOTE: Ensure the CSV filename is all in lowercase (Example - customers.csv)

Click Next to continue.

Sage 50 Accounts now wants you to set up the field mappings. Start at the top of the list and
select A then for the next line down select B and so on until you reach | which should be

Telephone Number.

Example Below

i_ilj customers = = x
A B C D E F G H |
1 ZIP001 ZIPZAP  UNIT C2THWEAWVER FLINCOLN LINCOLMNS LNG3TD 01522 68470.
2 ZIP001 ZIPZAP  UNIT C2THWEAVER FLINCOLN LINCOLMS LNG3TD 01522 68470.
3 ZIP001 ZIPZAP  UNIT C2ZTHWEAVER FLINCOLN LINCOLMS LNG3TD 01522 68470¢
4 ZIP001 ZIPZAP  UNIT C2THWEAWVER FLINCOLN LINCOLMS LNG3TD 01522 68470
5 | |
M 4 » M| customers %] IK m [l .

CSV format for the example above would be:

Column A = Account Reference
Column B = Account Name
Column C = Street 1

Column D = Street 2

Column E = Town

Column F = County

Column G = Postcode

Column H = Contact Name
Column | = Telephone Number

NOTE: For the customers file, you should only map fields A to | (Telephone number
being the last field)

Select each column you require to the correct Sage field
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[ Data Impert Wizard Jr— -
Sage 50 Accounts - Data Import i
o Welcame Map the fields in pour data to the helds in Sage S0 Accounts.
'Requied | Imported Field Sage Field Al
e Dats type u _ |||.d Account Reference =
B Account Mame
o Data source c Chrest 1
i- \ Field mappings D Slesl 2
. E Town
Fnish F Courity
G Postcode
H Contact Hame
_ | Telephone Number |
Map file in uze: [none]
[ clearMap | [ Load Map... | [ Save Map... |
Come ) (oo Cox ) re ]

Once you are done, click on the Save Map button to make a copy of the map you have just

created.

Click Next to Continue

Data Import Wizard

Sage 50 Accounts - Data Import : (
o Welcomne “You are now ready to import your data.
The fallowang is & summary of the opbions you have chosen | vou need o change any
o Dats type of them, clhick the Back button now.
Data type: -
o Data source Customer records
Data zounce:
o Field mappings Customes.csv
Heades rowm:
Finish No

All fields have been mapped.

4

To begin importing your data, clhick Finish.

L_crcd Jol_te |

{

If you are happy with the summary that you are presented with, click on Finish and your file

will be imported.

NOTE: Next time you use the routine it will remember the mappings that you have used

previously.
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Import Audit Trail Transactions

In Sage 50 Accounts 2010+ when you go to import the Audit Trail Transactions file, you now
have to map the fields in the file to the fields in Sage.

Click File

Eile | Edit VMiew Modules Settings Tools Favourites Weblinks MNews Feeds Help

New bl
b,.

Open

SF

Close Ctrl+F4

Welcome to Sage 50 Accounts

¥ Maintenance.,

Import...

Office Integration

Send 3
Log Off I1‘L—: What should I do first?
Exit U Mot sure where to start? Have a look through our sug

some ideas.

Select Import and the Data Import Wizard will emerge

Data Import Wizard

Sage 50 Accounts - Data Import

__..:-""’
Welcome Welcome to the Data Import wizard.
Uzing thiz wizard, you can import data from Escel waork sheets [7 sls; «lzx] and files G
Data type caontaining comma-separated values [*.cav).
Diatz source
Field mappings
Finish

W RMIMG: Thiz operation iz HOT reversible.

W'e gtrongly recommend you take a backup of your data before

proceeding.

[ Cancel ][ Help ] Ment

b

Click on Backup to make a backup of your data first.

Click Next once the backup is complete
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Select Audit Trail Transactions from the list

Data Import Wizard

]

Sage 50 Accounts - Data Import
o Welcome Select the type of data you want to mport. 7
Ltuacht Teal Iransactions
Cusshormss recodds
Data type Mommal sccounts
Product reconds
Cakn source F‘ru:-pctremds_
Stock hanzachons
Supphes recouds
Faeld mappings
Fnigh
[conca | [ e |

Click Next to continue

Select the Comma-separated (*.csv) option

#

Data Import Wizard

Sage 50 Accounts - Data Import

o Welcoms Select the format of the data you will be igyparting:
N () Comma-separated [*.csv]ﬁ
Data
e fype () Excel warksheet [* sls:* xlzx)
Data source Select the file to impart:
|E:'\trans.csv | [ Browse... ]
Fizld mappings
[ First row containg headings 7
Finish
[ Cancel l [ Help l [ Back l [ Mend l

.

Ensure that No Tick is present in the First row contains headings option
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Click on Browse to select the Audit Trail Transactions file that you wish to import

NOTE: Ensure the CSV filename is all in lowercase (Example - trans.csv)

Click Next to continue.

Sage 50 Accounts now wants you to set up the field mappings. Start at the top of the list and
select A then for the next line down select B and so on until you reach J which should be Tax
Amount. The last 5 Sage 50 Accounts Fields should have no field or letter associated with it.

Example Below

8.75
8.75
8.75

El;]trenz

A B C D E F G
1 sl ZIP0O01 4000 1102010 5062 Monthly Support
| ZIF001 A000 1052010 5063 Monthly Support
3 |51 ZIPOOL A000 1082010 5064 Monthly Support
4
&
M 4+ M| trans %1 o |

CSV format for the example above would be:

Column A = Type

Column B = Account Reference
Column C = Nominal A/C Ref
Column D = Department Code
Column E = Date

Column F = Reference
Column G = Details

Column H = Net Amount
Column I = Tax Code

Column J = Tax Amount

NOTE: For Audit Trail Transactions map fields A to J (Tax Amount being the last field)

Select each column you require to the correct Sage field

Prepared by and Copyright of ZiPZAP Computers Limited © 2010

Page 10 of 14




Data Import Wizard A . -
Sage 50 Accounts - Data Import
o Welcoms M ap the fields in pour data to the fields in Sage BO Accounts.
Required | Impaorted Fisld Sage Field -
2 el © —
® B Account Reference
o Data source i =
[ Mominal &/C Ref
Field mappings b Department Code
E Date
Finish F Reference
G Dretails
H Met Amount
| Tax Code b’
Map file in uze: AuditTrailT ransactions.map
[ Clear Map l [ Load Map... ] [Save Map...
[ Cancel ] [ Help ] [ Back l [ MNexd l

Once you are done, click on the Save Map button to make a copy of the map you have just
created.

Click Next to Continue

P
Data Import Wizard -

A e -
Sage 50 Accounts - Data Import (
vz ]
o Welcoma “r'ou are now ready to import your data.
The following is a summary of the options you have chosen. If you need to change any
o Dats type of them, click the Back buttoh now.
Data type: i
o Dtz source Audit Trail tranzactions
Data source:
o Figld mappings trang.csv
Header row:
Finish Mo

Al fields have been mapped.

4 b

To begin importing vour data, click Finish,

(s ) ()

If you are happy with the summary that you are presented with, click on Finish and your file
will be imported.

NOTE: Next time you use the routine it will remember the mappings that you have used
previously.
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Errors When Importing
Be Aware:

If when importing data into Sage an error occurs or a warning emerges, this does not always
mean the data has not been imported. Before re-attempting an import, please check the Sage
records as duplicates could occur otherwise.

If errors do occur, they will need to be corrected in the CSV file before attempting an import
again.

Deleting data from Sage is difficult, so it always best to perform a backup before running any
import.

Exporting Customers from Sage 2008
Open Sage
Select Customers
A2 Customers
Select Customer List

Links
&S| Customer List
|~ | Quatations List
|| Ireeicee List
¢§>ﬁcnwn
iﬂl Aged Balance
{ﬁ Late Payment Charges
|E| Batch Invoice
|| Batch Credi
{@:} Cugtomer Defaults
{@:} Irvoice Defaults
|| Reports

Select Reports

E=2|
Feports
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Collapse Customer Details Reports by clicking on the Plus sign

.
i " Customer Reports

- =E] =& N

.y

Description

[77 &sged Debtors Reports

(27 agents Commission Feports
B [ Credit Control Feports
B (Z Customer &activity Hepolts

3 Customer .-’-‘n.ddless Llst
[23 Custarner Bank Details
(23 Custorner List
[23 Customer Record C5Y
23 Customer Record C5Y [Extended]
. [23 Custamer WAT Fegistration List
[23 Customer Invoice Feports
(23 Daily Tranzaction Feparts
[£7 Day Book Reports
23 Departmental Feports
(23 EC Sales Reports

File: M ame ~

CSTADDL.report
CUDEBFK. report
CSTLIST.report
SI_Ledg.report
SI_Ledg2 report
CSTVATL. report

Generate Report Preview

MHew Edit Delete Expand ] [

Tidy

Close

Select Customer Record CSV

" Customer Reports

Deszcription

(27 Aged Debtars Feparts
(77 &gents Commission Fleports

(23 Credit Control Feparts

H (23 Customer Sctivity Fleports

E| I:I Customer Detailz Reports
(23 Customer Address List
(27 Customer Bank Details
(27 Custorner List

(Ea Customer Recard C5Y [Extended)
[23 Customer VAT Flegistration List
(23 Customer Inwoice Reports
[Z3 Daily Transaction Feports
(27 Day Book Reports
[£7 Departmental Feparts
[779 EC Sales Reparts

File: N arne: e

CSTADDL report
CUDEBK. report
CSTLIST. report

5|_Ledg.report
SI_Leda? repart
CSTYATL. report

[ Generate Repart ] File:

Prirter
Preview

[ MNew |[ Edi

Tidy

Cloze

Select File from the pull down by click this button H
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Generate Aeport ]

Click Generate Report

- — -
Sawve Report As — R — u
— - g
I Lo node (hapolle) (Q:) » Debbie » sage - &,.| [ D

N

Wy Organize ~ g2 Views ~ [ Mew Folder

el MName Date modified Type Size
Documents U customers
More | Mominal
= Sl_Ledg
Folders v | El suppliers
i | Documentation =
| 1. Documents
L Ebook
" J Images
" . Loadrmaster
! 1. Loadmaster E:d:remH
! 1 Mew Logo
' 1 Mew Statements
\u sage

-
TrhRLTE

| File name: | customers ﬂ
Save as type: | &ML Files (*xml] g

ML Files (*xml) i
Portable Docurmnent Files (7.pdf)
HTML Files {*.htrn,*.html)

= Hide Folders

% Rich Text Format Files (*.rtf) ﬂ
_ Microsoft Excel Files (*.xlz)

it Text Files (*txt)

Tefaults OEM Text Files (*.b)

Faults Comma Separated Value Files (*.csv)

Delimited Files (*.cav)
Irnage Files (*.bmp)
Data Files (*.datareport)
Print Spoal Files (*.prn)

Enter a Name for the file

NOTE: Ensure the CSV filename is all in lowercase (Example - customers.csv)

Select Comma Separated Value File from the pull down by click this button H
Choose a Location to save the file too.

Click Save
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