SAGE 200 Paradise

INSIDER TIPS I.T. FOR BUSINESS

Within the ledger of your choice, for example 'Sales Ledger;

Sales Ledger

Customers List

Sales Ledger Process Map

Sales Accounts F Go to Sales Accounts
Enter Mew Account
Amend Account Details

Amend Account Status ‘— Click 'Amend Account Status' and

Virite OFf Account the screen below will appear
¥ = AT

Customer Details
Code: | W | Name:
Short name: . v | Address:  Great Britain
Postcode: |
Account Status
On Hold Active status: Reason:
Save Close
—
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Select an account to see the current status. Here it will show if the account has been
placed on hold, along with and any reasons for a change in status.

Customer Details
Code: KITR01 e Namea: Kitchen Reft Specialists Lid
Short name: :Kntc:nen w
Pastcode: CF3 85C v
Account Status
[JOnHold  Active status: | Active v| Reason |
Save Cloze
E Customer Account Status = ¥
2% Q@
Customer Details
Code: KITo01 w
Short name: Kitchen o
Postcode: CF355C bl
To change an emflp| Accountsuws
account's [JonHeld  Active status ] | Active v || Reason:
status, click the E
'Active status'
dropdown
Save Close

This will give you an option of keeping the account 'Active' or 'Hidden'. The 'Hidden' option
means that the account will no longer appear on your Ledger List, which can be useful for
tidying up your Ledger List to hide old accounts that are no longer in use.
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E Customer Account Status

Customer Details

Code: KIT001 | Hame:
Short name: Kitchen | Address:
Posteode: CF35SC v |

Account Status

[JonHeld  Active status: | Hidden ~ | Reason:

To hide an account,
(Higden b

select 'Hidden'

& Ciick Save

The account will disappear from the ledger list once refreshed as shown below:

a | Short Hame

GEODMM George George Grey Construction
GREDD1 Greene Greene Kitchen Stores
HADODO1 Ha & Db Ha & Db Kitchen Developments Ltd.

JIMOO1 Jim Murr Jim Murray Renovations

Kitchen Kitchen Refit Specialists Ltd

Kitsch Kitchens

‘— Before

KITO02

Kitsch

Code a | Short Name | Name

FUTOO01 Future Future Homes Real Estate

GEODO1 George George Grey Construction

GREQD Greene Greene Kitchen Stores

HADODO Ha & Db Ha & Db Kitchen Developments Lid.
JIMOD1 Jim Murr Jim Murray Renovations

KITo02 Kitsch Kitsch Kitchens ‘— After

In order to make the account reappear on your ledger, the same process needs to be
repeated except this time you're changing the 'Active Status' back to 'Active'. Click save and
refresh your Ledger List and the account will reappear on the list.
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