SAGE 200 Paradise

INSIDER TIPS I.T. FOR BUSINESS

What are ### Numbers?

While a Sage 200 user is processing a Sales Order, Sage 200 will temporarily allocate a ### number
to the Sales Order until it is saved. Only then does Sage allocate the next document number to the
Sales Order. If for any reason the Sales Order is not saved, for example; the server has gone down,
the PC has failed or Sage has crashed, then Sage 200 is not able to allocate the next document
number and the ### number remains.

How to find and remove a ### Sales Order in Sage 200
The steps below show you how to remove a Sales Order with a ### number.

Navigate to the following in Sage 200:

Sales Ledger

Inwoicing .
B mvoicing Main Menu
Bt Sales Order Processing ‘— e Sales Order Processing

Hosting Import

Sales Orders List

Inwoicing List
Sales Order Processing Process Map
I_':| Sales Orders
I_':| Sales Returns
I_':| Order Processing
I_':| Document Printing
B Enaures &= . Enquiries
View Sales Orders
View Sales Orders for Stock tem
View Sales Return
View Cuotation
View Pro Forma
View Payment Totalz
Custemer Price Enguiry

@ Sales Documents

@ Sales Document Lines
@ Sales Document Status &= - Sales Document Status

@ Sales Invoices and Credits

@ Sales Invoice Credit Lines
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T T ——— In the 'Document No' column enter
'HH##
&8
00% #ERIT107224%17414 i — This will display all ### numbers in
00% #ea16620004804262 . - the system
95% #EE16033294%01388 i i
T T . Note that there could be a number
of ##4# visible. This is because
00% WaF15075694m12217 o — other Sage 200 users could be
entering an unsaved Sales Order at
the time
% 00 s st | Select the ### Line you want to
remove

w21 sa Right click your mouse button and
DespatchedReceived select:

Document Printing

Endquiries e Actions
Order Processing e Sales Orders
e Amend Order Status

' -
Column Selector Saio Owdors Amend Order Status

Sales Retumns

= Action Seleclor | Enter New Order - Full

Workspaces ~| Enter New Order - Rapid

Amend Details

spalch Despatched Quantity View Details

Ty, ¢ /mend Order Status’ panel vil
P be displayed
e e *  Select the 'Cancel Order' button

‘Curren Orders (Live & On Hold)

e — This will remove all allocated stock
currently assigned to each stock
item in the Sales Order

The Sales Order status will be
changed to 'Completed’
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