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Agenda 
 
Introductions  
 
MAS 90 / MAS 200 Business Insights Explore – aka BIE  

• Dashboard v/s BIE  
 
• Modifying existing views 

 
• Saving modified views 
 
• Adding and removing fields 

 
• Creating Filters 

 
• Chart data  

 
• Exporting data 

 
 

MAS 90 / MAS 200 Tips and Tricks 
• Perform a negative cash receipt 
• Adjusting an invoice 
• How to credit Sales Tax 

 
Sage Software Online Community 
 
General Questions and Answers 
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Dashboard v/s Business Insights Explorer - BIE 
 
Dashboard  
Provides an financial executive view of the business 
Not able to drill down into the detail 
Able to generate reports from within the dashboard 
Charting 
 
Business Insights Explorer 
The ability to review detail data 
Charting  
The ability to filter the data 
Integrates with Microsoft office  
Customizable 
 
 

Modifying existing views 
New views are created by modifying existing view.  In this example we will use Accounts Receivable 
Module.   
 
Select Accounts Receivable 
Select Explore – this lists the existing views which may be modified.  Additional views are added in 4.4 
Select Customer Open Invoice View 
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Saving modified views 
Once the existing view is modified the next step is to save the view.   
 
In this example we have sorted the Customer Open Invoices by Division 
 
Select File 
Select Save File Setting As 
 
Name – enter the name of the view 
Save as Public Setting – check this box to all others to view the modified view 
Save as Private Setting – check this box for only you to view 
 
 

 
 
Select Ok 
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Adding or removing fields 
Fields may be removed and added from the same table as well as from different tables provided.   
 
Select Edit 
Select Column Settings 
 
Columns – select the check box to add the column or unselect to remove the column. 

 
 
Select the Add button to add fields from other tables 
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Creating Filters 
Filters provide the ability to…. 
 
In this example, the list of invoices has been filtered to only view customers that have a balance of over 
$100.00. 
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Perform a negative Cash Receipts 
A negative cash receipt is performed for the following reasons: 
 

• To account for NSF 
• To reverse a payment and re-open the invoice 
• Move payment from once customer to another 
• Reverse a Credit Card Receipt 
• Reverse a payment applied to the wrong invoice number for the same customer 

 
In this example, we are going to reverse a customer payment which was applied to the wrong account, re-
open the invoice and apply the payment to the correct customer account without hitting the GL. 
 
A payment of $1,000.00 was applied to 01-ABF invoice no. 0000141 which it should have been applied 
to 01-AVENET invoice no. 0000142.  
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Select Cash Receipts 
Select a batch number if using batches 
The deposit amount is 0.00 
 

 
 
Step 1 – select the original customer, enter the original check number, amount posted enter a negative 
amount. 
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Select Accept 
 
Step 2 – select the new customer and enter the check number an amount as a positive number 
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Accept 
Post the Cash Receipt 
The cash account is Debited and Credited therefore causing a wash 
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The payment has been applied to the new customer: 

 
 
Removed from the other customer: 
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Moving a payment from one invoice to another is performed the same way however with a few 
exceptions: 
 
Cash Receipts Entry Amount Received = 0.00 
In the lines section select the invoice to apply the payment to 
On the second line select the invoice to re-open – reverse as shown below 
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Credit Memos 
Credit memos are created in the module where the original invoice was generated.  Invoices created in 
sales order module the credit memo is created from within Sales Order Invoice Data Entry.   
 
Creating credit memo’s in sales order provides the ability to: 
 

• Apply the credit memo to the original invoice 
• Returns inventory items to inventory 
• Provides improved traceability 
• Displays as a Credit Memo against the invoice 

 
IMPORTANT – performing an invoice adjustment in AR Invoice Data Entry does NOT return inventory 
items to inventory.   An adjustment is used for adjusting an invoice generated from AR Invoice Data 
Entry or changing the dates on the header of an AR Invoice.  
 
 

How to Credit Sales Tax 
The instructions below provide instructions on how to credit sales tax only in the event a customer was 
charged sales tax or the incorrect amount of sales tax.  When crediting the sales tax use the module in 
which the original invoices was generated.  
  
The invoice shown below, we will be crediting the sales tax. 

 
 
Select SO  Main  Invoice Data Entry 
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Customer – Select the customer 
Customer PO – Enter the customers PO from original invoice or enter note  
Sales Tax Schedule – Select the taxable sales tax schedule used on original invoice 
 
 

 
 
 
 
 
Select Tab 2 – Lines 
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Item Code – select the item code used on the invoice or you may select any item code. 
Tax Class – Line 1 will be non-taxable and the 2nd line will be taxable as shown below. 
Qty – enter the qty from the original invoice 
Price – defaults in based on sales code used, may be overwritten 
 

 
 
Select Tab 3 for sales tax – Note the tax amount 

 
Accept the invoice 
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The GL posting Debits and Credits the same account therefore causing a wash. 
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Once the invoice is accepted, post the invoice. Once posted a negative invoice is posted to the customer as 
shown below. 
 

 
 
 
Use Cash Receipts to apply the negative invoice to the original invoice.  
 
 
 

Sage Software Online Community 
The Sage Software online community posses a wealth of information, which re-sellers and end users may 
benefit from.   
 
Log into - http://community.sagemas.com/sagemas/ 


