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Notice to Users

Our products are subject to continuous development, and therefore the material contained in this
document might differ slightly from the software it describes. To keep you informed of changes, it is our
policy to issue periodic revision packages and bulletins to supplement this guide.

Disclaimer of Warranty and Liability

No representations or warranties, expressly or implicitly, of any kind are made by or with respect to
anything in this document.

By way of example, but not limitation, no representations or warranties of merchantability or fitness for
any purpose are made by or with respect to anything in this document.

In no event shall Red IT Solutions Limited be liable for any incidental, indirect, special or consequential
damages out of or related to this document or any use thereof, even if Red IT Solutions Limited has been
advised, knew or should have known of the possibility of such damages. Red IT Solutions Limited shall not
be held to any liability with respect to any claim on account of, or arising from, the document or any use
thereof.

This document refers to Red IT Solutions Limited software, which is governed by separate agreements.

Copyright © 2010 Red IT Solutions Limited. All rights reserved.

No part of this document may be copied, photocopied, reproduced, transmitted, transcribed, stored in a
retrieval system or translated into any language or computer language, in any form or by any means,
electronic, machine-readable, mechanical, magnetic, optical, chemical, manual or otherwise, without
prior consent in writing from Red IT Solutions Limited.

UNIX is a registered trademark of AT&T Bell Laboratories

C-ISAM is a trademark of Relational Database Systems Inc.

INFORMIX and ISQL are registered trademarks of Informix Software, Inc.
XENIX is a registered trademark of Microsoft Corporation

Windows is a trademark of Microsoft Corporation
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Initial Setup

1. After installing Excel2Sage you will find two shortcuts on the desktop...

e E2S Connector
(Target:\Excel2SageConnector\Connector\Excel2Sage50Connector.exe)
e E2S Import (Target: \Excel2SageConnector\Excel2Sagelmport.xls)

2. When opening the E2S Connector for the first time you will be prompted by the
following message, stating you need to select the version of Sage you wish to use
Excel2Sage with, this can be done within the ‘configuration’ tab, shown in the
second screenshot below.

Sage Version Missing Lﬁ

l You have not yet selected a Sage Version,
3
Please select a Sage version on the Configuration tab, save using the
'Save Config' button, and restart Excel25age before using the system

= Excel?Sage 150 Connector v.

E’SEE!Q?FJE

| Single Company | Corffiguration | Request License or Support |

Main Corfiguration

Sage Install Folder C:\Documents and Settings*All Users\Application Data“Sage"Accounts 2014 Demodata " ACCDATA"N e (R e 2 T L ST
[ Purchase Orders
[ Sales Orders
[ Product Invoices

[ Product Credits

Sage User connector
Sage Password p@sswird
Log Info? Yes

License Key E07AD-370F0-CAGDS5-51750-FOB00-00614-E0200-0021E [F1] Service Invoices

Connector Install Path  C:\Excel2SageConnector [ Service Credits

Excel File C:\Excel25ageConnectorExcel25ageimport s
Company File C:\Excel25ageConnector\Compary xaml
Delete Excel File on Ext [

Inter Compary Jmis?

~

Email SMTP Configuration Sage Version
Host smtp yourdomain.co .uk
@ 2009
Port 25

info@yourdomain.co.uk © 2010

To accounts@yourdomain.co.uk

Sagmas? [

Configuration Settings Updated
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3. Once you've clicked the version of Sage you wish to use Excel2Sage with from the
configuration tab, click Save Config button followed by the Exit button and re-
launch the E2S Connector application for the settings to take effect.

4. When you login, at the bottom of the application window it will show whether the
license has been accepted and/or how many days of the license remain.

What do | do if my license fails?

e If the license fails, you will need to request a license from the Request License
tab within the E2S Connector.

e Upon receiving a new license key enter this in the Configuration tab in the
License Key and click Save Config.

e Exit the Connector and re-launch the E2S Connector Application.

Request License Tab - Populate Your Details and click Request Licence

excelesaqge

wWww.exce ZSBQG.CD u

Single Company | Inter Compary | Company Control I Log File I Configuration | Request License or Support

Please fill in the boxes below and then click the request license or support button to create an email
Ifthere is a problem with creating the email automatically then simply copy the text created in the box into an email addressed to 'support@excel2sage.co.uk'

Machine Name YOURMACHINENAME

05 Version Microsoft Windows NT 6.1.7601 Service Pack 1
Compary Name YOUR COMPANY NAME

Mo of Sage Companies NO. OF SAGE COMPANIES

Your Name YOUR NAME

*Your Email YOUR EMAIL ADDRESS

Cortact Phone No YOUR CONTACT TELEPHONE NO |

For support only you can enter further information here (gtematively type directly in the email created)...

e

License accepted - Multi Company - Permanent license - WARNING: We recommend you back-up your Sage data before importing E
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5. Before clicking Connect to Sage

a. Go to the Company Control tab
b. Click Read Sage Companies

i. This will try and read your registry to identify Sage companies from
local installs of Sage and populate the cells with the appropriate
information.

ii. If this doesn’t find the companies you require (maybe they're on a
network) you can double-click on the fields and manually enter them.

c. Click Save All Changes.
d. Select your Default Company
i. Highlight the name of the company you will eventually want to connect
to and click the Select Default Comp button.
ii. Once done you'll notice this comment at the bottom of the Connector:
Default Sage Company Information Updated
6. Then check the following before clicking Connect to Sage
a. Enable 3rd Party Integration from within Sage50 (Tools\Activation)
b. Setup a new Sage User called: Connector with Password: p@sswOrd (NOT
case sensitive) from within Sage50 (Settings\Access Rights)

7. Open the E2S Connector and click Connect to Sage

a. This should then light up each of the available import modules.

Please continue to read the following sections “Excel2Sage - How It Works”

Excel2Sage - Initial Setup & User Guide v2.0
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How It Works

* Before testing this product you MUST ensure Sage companies have been backed up *
E2S Connector

The Connector application connects Excel to Sage and once connected uses a Sage
license.

When the Connector is connected to Sage, it holds a lock over the E2S Import spreadsheet
and uses a Sage license; therefore it is important to remain disconnected until ready to
import.

How can | use Excel2Sage if | only have a Single User Sage License?

e You can change the user that the E2S Connector connects to Sage with from within
the Configuration tab, the benefit of giving the E2S Connector a unique username,
is so the imported transactions can be identified from within Sage.

Each transaction type button is colour coded to a section and correlates to those in the
E2S Import Spreadsheet.

excelasage )

S oy | v Campay | Gampary Gonto | Lo e | Cirtigurston | R Lest o Sippen

e
;N,S» ‘a,‘ uqe @
rner Compary | Campary Cored | Log Fie | Conbguraton Ploquee Loarss o Sppor —

1. Log onto Sage. 1 Logon to Sage
Py Connct Io Sage

==

excel

Sege Comcany

2 Upload 1o Sage ‘ 2 Uplaad 1o Sage

Bank

3. Log ol of Sage/Exi 3 Log 0wt of Sage/Exit
Disconnect Disconnect and Exit Discannedt Disconeet and Exit

oo - ARG We cammendyoy backp o Sage da Bk octod . e ready o o
S Company - Pormament cer Fou ane coracied o Exce2Sage esiand sft e

Licanse acorpied

Not Connected Connected

By clicking any of these transaction type buttons, the E2S Connector will attempt to
import any data from that corresponding tab within the E2S Import Spreadsheet into
whatever Default Company you have selected.
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E2S Import Spreadsheet

The spreadsheet contains a variety of tabs all relating to a specific transaction type; it
should be populated with the data you wish to import without amending column
headings.

The spreadsheet below shows just some of the fields from the Customers Import tab.

J Q
Add3 Add4 Add5 ContactName Email Website Telephone Fax Analysisl Analysis2 Analysis3 Terms Find Nominal Code DefNomCode
PAIREDIT1 Red-IT Customer 1  The Street The Town UK BN2 8WH Red Customer 1 info@red-it co uk http: /i red-it.co uk 11111 11112 Analysis10 Analysis1l Analysis12 30 Days 4000 - Sales Type A 4000
[ENIREDIT2 Red-IT Customer 2 The Street The Town UK BN2 8WH Red Customer 2 support@excel2sage.co. UK www excel2sage co Uk 11111 11112 Analysis10 Analysis1l Analysis12 30 Days 4400 - Credit Charges (4400

Customers SalesCredits SalesOrders ~ SalesReceipts SalesPayments SReceiptsOnAccount

1. Columns
a. Red columns are MANDATORY fields
b. Yellow columns are fields
c. Can be hidden but must not be deleted

2. Lists tab
a. The far left tab is called LISTS and is used throughout by the drop-down
lists.
b. The datain the cells must not be amended.
To update the fields shown in the drop-down lists throughout,

you can populate the cells to the left of each yellow column.
d. ODBC can be used to have the data updated and pulled automatically from
SAGE

3. Drop-down lists

a. The drop-down lists throughout the spreadsheet are populated from the
LISTS tab and when an option from the drop-down list is selected it will
enter the relevant posting code in the adjacent column.

b. The option has been included to assist with data validation and to help
prevent import errors caused by data entry.

c. The drop-down lists are OPTIONAL, if you know the required code i.e.
Customer A/C - AccountRef, Nominal Account Code - NomCode, etc. you
can just enter the appropriate code.

4. Formatting Advice
a. InvRef field
i. The content of this field can be numeric or alpha-numeric, we
recommend using an alpha-numeric reference. This is because MS
Excel will attempt to auto-format numeric entries to a number
formatted cell, which has been known to cause problems.
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Importing from E2S Spreadsheet

* Before testing this product you MUST ensure Sage companies have been backed up *

Customer & Supplier Import

Both Customers & Suppliers can be imported to create new accounts or update existing
accounts, there is currently no option to check for existing AccountRef’s in Sage prior to
importing because of E2S’s ability to update existing records.

If an existing AccountRef is used, information will be overwritten without warning, E2S
will assume you want to update the fields on that account.

Products & Project Import

Both of these import types operate in a similar way to Customers & Suppliers in that they
are also updatable and opting for an existing Product or Project code will overwrite
existing data/fields within Sage.

Transaction Imports & Key Fields

(Also refer to Mapping tab within E2S help button)

e Find Account & Find Nominal Code

These are optional drop-down fields (taken from the Lists tab, refer to Page 6) used to

help correctly populate the AccountRef & NomCode fields with correct data, they are
used for data validation purposes but the LISTS tab must be updated first.

e AccountRef & Nom Code
These will relate to specific sections i.e. Customer/Supplier AccountRef, Sales Invoices, etc.

If you're not using the Find Account / Find Nominal Code (above) you can simply key in
the correct AccountRef / NomCode directly into these fields and delete the contents of its
adjacent field Find Account / Find Nominal Code.

e InvRef

This field is used for the sole purpose of being able to define multiple line orders/invoices,
etc. Where the InvRef field is the same on two rows, E2S will consider this to be a multiple
line order/invoice, etc. Bear in mind that the AccountRef MUST also be the same for these
rows otherwise the import will not be successful.

If you have any queries on other fields, please contact us at support@excel2sage.co.uk
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FAQ’s

Q. Can I rename or delete some of the columns that | don’t need?

A. No, if you rename any of the columns or remove either columns or tabs from the E2S
Spreadsheet your import will fail and you will need to restore the original E2S
spreadsheet.

If there are columns you don’t wish to use, you can right click the column header and hide
the column (Screenshot 1 below), this will not cause a problem when importing but if you
opt to hide columns, bear this in mind when copying & pasting data into the spreadsheet.

IThe Street_IThe Town UK

BN2 8WH

Red Custome

1. Adds  ContactName [Email & cut lelephone Fax 2, Thestreet y oy Red Custome
Red Customer 1[info@red-it co uk % | copy 11111 11112 B copy
Red Customer 2{support@excel2sage co L 11111 11112 ]
B [ Paste Options:

=
LS

Paste Options:
E|

Paste Special...

Hide
Unhide

Remove Hyperlinks

BRI R R

Paste Special »

Pick From Drop-down List...
Define Name.

Hyperlink...

Q. Can | copy and paste data into your E2S Import Spreadsheet?

Paste

Insert Copied Cells... 2 & % 3
Insert = -
= Delete... o == 2B
Delete
L Clear Contents Paste Values
Clear Contents »

Filter 23 |2y 2y

& Format Cells... Sort * | Other Paste Options
Column Width... 2 Insert Comment %) (=] @ &
' Format Cells..

Paste Special...

A. Yes, it is always advisable however when pasting data from another source to paste

“values” - This can be done by right clicking and selecting Paste Special and then opting

for Values. (Screenshot 2 above)
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