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Housekeeping

* Questions

Your microphone
1s muted automatically

< Download a handout

<Send us your questions>

Note: This webinar recording and links to
register for future webinars and access other
recordings will be sent to you later today.
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Data Management 2025

To earn your digital badge, simply attend any 5 of the 7 topics + the Quiz

Backing up
* The Data Management tool

- Company archives

« Clearing your audtt tratl to remove old transactions Saaoe ~
8 >t
. . . v
* Deleting customers, suppliers, nominal codes and bank accounts
* Clearing stock transactions and deleting product records Data
Management
. . . : 2025
« Flagging records as inactive to hide them from your lists Sage 50 Accounts

* Quiz—Test your knowledge .

Register now



https://attendee.gotowebinar.com/rt/8118958131899573597?source=webinar
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553

What’s covered in
tOday,s webinar? Introduction

Demonstrations

Criteria

Reactivate arecord
Alternatives to deleting records
Further support + Q&A
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Inactive Records

Introduction
» Keep your accounts tidy and more manageable

» Flag records individually or multiple records stimultaneously
- Batch change not avatilable in Essentials

« Simple check box to show/hide records

 Avatlable 1n:
— Customers/ Suppliers / Nominal/ Bank accounts / Products

Inactive Records

: Customer Record - AT Design Services

l B BB S O 2

Clear Mew  Mew  MNew Delete Skype Google

form  invoice order project Maps
I ~ccount Details
Defaults
AjC* A, 1000 LIRS
Credit Control
Bank Company name A1 Design Services

Company Reg. Mumber
Alerts

Balance 54.00
Communications
Memo Inactive |:| 9
Registered Address
Activity
Sales Streetl &7a Station Road
Orders Streetd
Projects Town Blackpool

County Lancashire


https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112304471

Inactive Records

Why flag records as inactive?

 When records can’t be deleted
- Customer has transactions on the activity
- When clear audit trail doesn’t remove all transactions
-You don’t want to clear your audit trail

* You don’twant to delete records

 Historically you’d rename an account to ‘Do Not Use’ then apply a filter

* Records must meet specific criteria



Demonstration

* Flagging customers as inactive
- Single records
- Multiple records stimultaneously

 Show/Hide
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Criteria

Criteria > Customers
 Account balance must be zero
e All transactions must be allocated

* No active recurring ttems 1in:
- Bank accounts
- Invoices and credits
- Sales orders

Inactive Accounts

| This customer could not be placed as inactive as:
1 - The account balance is not zero.

Mare information

» Opayo (formerly Sage Pay) - must not be the default customer

» Accountant link - must not be in recording mode
-v23 and below only

Reasons why you can’t flag

records as inactive



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112500174

Criteria

Criteria > Bank account (common query)

Inactive Accounts >

,'0‘, This account could not be placed as inactive as:
- 1-Itis a ratio account,

More information

Occurs when bank accountis set as a ratio account

1. Nominal codes > Ratio

2. Clickthe relevant account > Delete >Yes > Save

3. Flagrecord as inactive . .
More information



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112415082

Reactivate

Reactivate arecord

» Edit record > Remove the inactive flag

- Single
- Multiple

 Use the record

Demonstration

Confirmation

@™ The customer selected has been set as inactive, to continue
! you must reactivate the customer.

Do you want to reactivate this customer and continue?

Confirmation

4™ The bank 1210 has been set as inactive, to continue you must
' | reactivate the bank.

Do you want to reactivate this bank and continue?
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Find out more...

Flag a single record as inactive

Flag multiple records as inactive

Reasons why you can’t flag records



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112304471
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112500174
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=250331082810470

Questions

* Questions

(Send us your questions

/ Download a handout >
\

Note: This webinar recording and links to
register for future webinars and access other
recordings will be sent to you later today.
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Products - Integrated Apps - Sage University

Sage Webinars

Webinars are live online demonstrations hosted by a Sage expert, that help you to get the most out of your softws

Sage 50 Accounts - Live
Our free

inars help you to discover more efficient and effective ways to >

ccounts. There are new to,

use Sag dded each week.

Sage 50 Accounts - Recordings

Curon-demand r ngs are a great way

ofourwebinar

to take advantage

service.

Sage Business Cloud Accounting UK

Free online learni get the most out of Sage Accounting.

Useful tinks -

2. To get started,

Sage 50 Payroll - Live

Become an expert and learn the top tips and tric

forafree
legislation a

Sage 50 Payroll - Recordings

Ar =t

Sage Business Cloud Payroll UK

Free online learning

nathelp

choose your software below.

ks in payroll. Join us weekly

upcoming

SE any new

lemos of new product features.

ordings of of recentlive events that we've hosted.

Jet the most out of Sage Payroll

>




Thank you for attending!

Please take a minute to complete the survey as you leave.

You’ll recelve a follow-up email containing links to register for
future webinars and watch recordings.

SQSG © 2025 The Sage Group plc, or its licensors. All rights reserved.



	Slide 1
	Slide 2: Housekeeping
	Slide 3
	Slide 4: What’s covered in today’s webinar?
	Slide 5: Inactive Records
	Slide 6: Inactive Records
	Slide 7
	Slide 8: Criteria
	Slide 9: Criteria
	Slide 10: Reactivate
	Slide 11
	Slide 12: Questions
	Slide 13
	Slide 14

