SAGE BUSINESS CLOUD ACCOUNTING

ACCOUNTING CUSTOM LAYOUT DESIGNER



Accounting Custom Layout Designer

Customize your invoice and statement layouts using the Custom Layout Designer

The Custom Layout Designer allows you to customise the following:

o Customer Documents
¢ Customer Statements
e Supplier Documents
e Supplier Statements

Download the Accounting Custom Layout Designer

Company, Change Company Settings, Document and Statements, Invoice and Statement
Layouts

@ Accounting - New / Edit Compar % || PW Holdings | Anywhere Anyt x\ +

< c @ accounting.sageone.asia/Edit/CompanyEdit.aspx?encqry=aEMrazQI32Ny/JobDGgiDUmSIXdVC2YwIF)pXuwZmZ B85 +hXyroXnSQbbXd4rWmH

Accounting - Accountant Edition | Searchiransactions G\ PW Holdings. ~ ¥

Home * Quick View ~ Customers~ Suppliers~ Items~ Banking~ Accounts~ Accountant'sArea~ Reports~ Company=~ Administration~

Company Console

Company Settings Change Company Settings
Company Notes and Attachments
» Company Details Invoices and Statements Assets .
» Generalsettings Design your own: You can alsa download the Accounting Custom Layout Budgets » tomerinvoices and statements.

Get the Custom Layout Designer from the Add-Ons and Downloads page
User Task Management >

+ Documents and Statements | Import ‘ Analysis Cod
) nalysis Codes

Document Numbers Quote
Document Descriptions Export Data
Customer Document Messages Sales Order

b TaxSettings

Supplier Dacument Messages Opening Balances

5 Tax Invaice
Invoice and Statement Layouts
Credit Note Credit Note GST

» Branding
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Click on “clicking here” for download the Accounting Custom Layout Designer

@ Accounting - New / Edit Compa- X PW Holdings | Anywhere Anytin X |+ - X

& c & accounting.sageone.asia/Edit/CompanyEdit.aspx?encqry=aEMrazQI32NyJobDGgiDUmSIXdVC2YwIF) pXuwZmZB8S+hXyroXnSQbbXd4rWmH a & » e :

Accounting - Accountant Edition | Searchtransactions Q4 PWHoldings.~ {4 J ® CW ~

Home * Quick View ~ Customers~ Suppliers~ Items~ Banking~* Accounts~ Accountant'sArea~ Reports~ Company~ Administration~ *
Company Settings

- B EEEE Invoices and Statements

General settin . . . .
" = Design your own: You can also download the Accounting Custom Layout Designer for Windows to design your own customer invoices and statements.

Get the Custom Layout Designer from the Add-Ons and Downloads pag,

b Tax Settings

+ Documentsand Statements mport

Statement Messages Report Layout

Document Numbers Quote Classic GST B
Document Descriptions

Customer Document Messages Sales Order Default (Medern)

Supplier Document Messages

" Tax Invoice PWHoldings

Invoice and Statement Layouts
Credit Note Credit Note GST

> BTG Customer Statement Classic GST

» User Defined Fields Delivery Mate Deliveryorder

» Email Signatures Purchase Order Classic GST

b MUt Clirreney supplier Invoice Classic GST
Supplier Return Supplier Return GST

Select “Desktop Add-Ons and Downloads”

Click on “Accounting Custom Layout Designer for Windows”

@ Accounting - New / Edit Compar X (@ Accounting Mobile App | Accour X P W Holdings | Anywhere Anytin X \ + — X
c #@ accounting.sageone.asia/Downloads/Downloads.aspx#reportDesignerinstallimgLink QA % B e H

Accou - Accountant Edi Search transactions  Q( PWHoldings.~ # J @ CW ~

Home * QuickView * Customers~ Suppliers~ Items~ Banking~ Accounts* Accountant'sArea~ Reports* Company~ Administration~ *

Accounting Add-Ons

Get more out of Accounting

with add-ons connecting to your data

Add-ons are applications that connect and integrate to your Accounting data, adding new functionality. With the Accounting add-ons, you can find solutions to extend and build on all aspects of your
business. Need an add-on? Tell us what add-ons you would like to see by requesting an add-on here.

Mobile Applications === ~ | Accounting Custom Layout Designer for
Windows

Download the Accounting Custom Layout Designer and design your own customer and supplier

Business Reportin;

<1 | invoices and statements!
Desktop Add-Ons and
= I : April,

Downloads Release Date April, 2016

Version 1166

Download Size :77.2M8B
Accounting and Auditing
Service Industry and
Hospitality

= . A mmartiimtima Nacldtan \ALdanbn fAav VAl d A =
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Click on “Download and Install Now”

Run the setup after download

@ Accounting - New / Edit Compar X @ Accounting Mobile App | Accour X PW Holdings | Anywhere Anytin X | =+ = X

c & accounting.sageone.asia/Downloads/Downloads.aspx#reportDesignerinstallimgLink @ » e H

Prerequisites Required

pe - e
» Windows Installer 3.1
= NETFramework4.5.2

Download and Install Now!

) setup (2).exe ~ Show all X
Double click on Accounting Custom Layout Designer icon
Enter Username (email address) and Password
@ ccounting - Custom Layout Designer Version 1.8.0 — x
File Edit View Format
BEXEH e« - /B I UlA-B-|===-=
e & &0 ef o (3 8 D@ BH | ch ooy sl 2 e |0 E % - 3, & |-
Tool Box X Report Explorer o r X
Username |
Password
o [ | g Field List G)RepcrtEx.u‘
sage Property Grid o3 x
B2 24
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Select the relevant layout category

. Accounting - Custom Layout Designer *

The Accounting Custom Layout Designer is used to create your own
customer and supplier invoice and statement layouts.

Choosze the type of layout to customize, make your changes and save
the layout.

Tip: ff you have different layouts for each company, include the
company name in the name of your layout.

To use your customized layout, log into your company, select the
Invoice and Statement Layouts option under Documents and
Statements tab in Company Settings and select the layout for the
relevant document.

Layout: | [Flease Select a Custom Layout] -

Mame

Quotes | Sales Orders [ Tax Invoices [ Credit Notes
Customer Statements

Purchase Orders / Supplier Invoices [ Supplier Returns
Supplier Statements

Delivery Mote

Mam

Import Design Delete Close

Select the layout and click on “Design”

=" N H 15 b L. = =

. Accounting - Custom Layout Designer *

The Accounting Custom Layout Designer is used to create your own
customer and supplier invoice and statement layouts.

Choose the type of layout to customize, make your changes and save
the layout.

Tip: I you have different layouts for each company, include the
company name in the name of your layout.

To use your customized layout, log into your company, select the
Invoice and Statement Layouts option under Documents and
Statements tab in Company Settings and select the layout for the
relevant document.

Layout: |Quotes [ Sales Orders [ Tax Invoices [ Credit Notes -

MName

-

éDeﬁuIt (Classic) =
Default (Modern)

Default (Plain)

Allied

Annake 3

Annake1

Annakel.1

Annake2

Annake3

CASL 1510

CBS Credit Note New -

Import Design Delete Close
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Inserting a logo or picture

In Accounting, you upload your Company Logo in the Company Settings section. Do not delete
the picture box on your layouts.

[Numher: Maocumentlumbedd]

Accounting automatically links your selected logo in the Branding tab in the Company Settings
section to this picture box.

Click on “Field List” to display Data Fields.

File Edit View Format

== - Arial ~s2s v B I U A-B-|==== -
; L) L s B E s R (e -[ & -
= |/ Tool Box 1 x Field List o 1 x
L} ~ E5 Company -
= ||| standard Contrals - / 2 Active
A F I ; mar
L‘ Pointer = v [H] PageHeader [one band per page] Companylnfot
™ — . \ CompanyInfoz
A 1ebe . [ CompanyInfos
A =
\Z‘ Check Box - 7] Cumpanylnf\)4
2 [ReportText] GompanyInfo5
El Al Rich Text . [5E] CompanyTaxhumber
. [E] Contactame
E Panel . [ country
E - [Name] [E]) / [5E] Email
Table ¢ = -
\ - Number: [Documentumbdd i B
: TaxNo: [TaxNumber] 6] Dater il @ 8
B \ tine : [PostalAddressT) O [Companyinfol] G |Page: 1 L=l EariiZia
% o - [PostalAddress?] @ [CompanyinfoZ] O |Reference: [Referencd
ape 6 [PostalAddress3 G [Companyinoy [ |sales Rep: [SalssRepressntati) Property Grid o2 x
N . [PostalAddressq 0 [Companyinfod O [Due Date [DueDat P o .
aroce . [PostalAddresss) O [Companyinfos O [Overall Discount %: _[DiscountPercenid . L
o=
Zip Code E D
. [Customer.Name] ] Appearance B
y Chart : Backgroun [ Transp...
|| @ E Customer Tax No: | [TaxReference] g P
7 — .
@ (¥ Gauge E [PostalAddro] O [[Deladdron ] Border Coll NN Black
- [PostalAddro2) O [Deladdroz @ Bordenfiad Sakd
|| [ sparidine 10 [PostalAddrog O] [DelAddrog 7] Border Wic 1
. [PostalAddr0g O [DelAddroq @ Borders  None
(= (=] rivot Grid » [PostalAddr0g G [Deladdrog @ » Font  Arial, 8.25pt
= — Foregroun I Black
] Sub-Report : . -
[Description Quantity  Unit Price]  Disc%  Tax% Exclusive Total inclusive Total
| Table Of Contents - (- 4 -
v - | %] Designer| 4] Scripts  bottonMarginBand1 { Height:60 } | 100% = ) (©)]
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Repositioning your fields

To reposition your fields on your layout, highlight the box and drag it to the new position.

Deleting Fields

To delete a field, highlight the box and press the delete button on your keyboard or right
click and select the delete option from the menu.

piiName]

» [Companylﬁgii

* “[Companyinod

[Companyino3
[Companylnbﬂ
[CompanyinfoS)

Tax No: | [TaxNumber]

[Customer.Name]
[DelAddr01)
[DelAddr02)
[DelAddr03
[DeladdrOg]
[DelAddr0g
Customer Tax No:

[Tax

{ _}4

Bring To Front

oy Send To Back

#

H

Align To Gnd
Cut
Copy

r‘l-

[ X

Delete

Copying Fields

To copy a field, highlight the box, right click and select the copy option from the menu.

Inserting a new field

| &

Insert Band

Insert Detail Report »

Zoom

Properties

»

»

To insert a new field on your layout, select the Label option from the Standard Controls Tool

Box.

il W e |-
| (<] [ :
BB :

i
F

www.pwholdings.lk

[ReportText]

« labeld

* [Name]” ~
[Companyinfol]
{Companyinfol
[Companyino3
[Companyinfos
{[Companyintg
Tax No: [TaxNumber]

sgerieader jone Dand per ¢
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Drag and drop the Label onto the layout. Double click on the label to edit the text.

[ReportText]

o labeld

“ (Name]® "
{Companyinfo1]
[Companyinfo2]

Changing your font

To change your font properties, highlight the text box that you want to change. Use the
toolbar at the right of the screen to assist you in changing the font type, size, style, colour

and position.

Data fields get values from the system. Data labels not contain values and you can include

any value to a Label.

Eg: if you want include your company name to the layout, you can use “Name” data filed

under Company or you can rename Label value.

Field List o o x>
- E Company
= 2] Active
& city
[] CompanyInfo1
[] CompanyInfo2
[] CompanyInfo3
[35] CompanyInfo4
(3] CompanyInfos
[35] CompanyTaxhiumber

5] ContactiName
[38] Country

[35] Email

ab| Fax

(3] Postaladdress2
57 Postaladdress3
1 C

P il it g

[ReportText]

P W Holdings

[Name] o

Data Field

Label

Tax No: [TaxMNumber]

[PostalAddressT]
[Postal&ddressd)
[PostalAddressy

www.pwholdings.lk

5]

[Companyinfo1]
[CompanyInfo2]
[Companyinfo3]

laeea

A

*d

[Number:
Date:
Page:

Reference:
Sales Rep:

[DocumentMumbdd] :
[Dat@| |

11

[Referencd]| !
[SalesRepresentatild !

4

[ak] CompanyInto2
@ CompanyInfo3
[36] CompanyInfo4
@ CompanyInfo5
[36] CompanyTaxNumber
@ ContactName
[36] Country

@ Email

[36] Fax

| & Field List

[ Report Ex...
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Saving your layout

After you have customised your document, go to the File menu and select the option Save as.
Enter a unique name in the Report Name field and click on OK.
Your layout will now be saved.

You can change your customised layout in the Invoice and Statement section under the
Documents and Statements tab under your Company Settings.

The Custom Layout Designer will also allow you to export your layout and import it into
Accounting.

Enter Layout Name.

Eg: If you want to create two layouts for Tax customers and Non-Tax customers, rename the
layout “Tax Invoice” for Tax layout and rename the layout “Invoice” for Non-Tax layout

i Format
=g =] e - Arial ~js2s ~ B I U A-B-|== ==
& (0% v &
i a x
- Standard Controls =
A _ = mE]
A g pointer = | v [B] PageHeader [one band per page]
v/ -
] A Level i
B _ [ReportText] © save Custom Layout x
=l || [v] checcBox
§ 2 Specfy the name of your Custom Layout
D d Rich Text .
. [Name] The o e e ey Do ner e e e
] panel company name in the name of your layout. Custom |ayouts are not
- - saved per company and are linked to your login name
B e P W Holdings —
able ErmEmEnn
\ Tax No: [axtiumber 1o use your customized layout, log into your company, select the r [Doc
. Invoice and Statement Layouts option under Documents and
B A\, e E | PostaAddrasst Statements tab in Company Settings and select the layout forthe
% - - [PostalAddressg) relevant documert. hce:
[m ape 5 [PostalAddress3 ep: [Sales
. [PostalAddressd Layout Name || e
i [] Bar Coce [PostalAddressg Discount %: [Dist
= = oK Cancel
ﬂ Zip Code
Ii . [Customer.Name] u
D g crart
|| E CustomerTax No: | [TaxReference) ]
@ = .
&) () seuce ¢ [PostalAddroi] G [[DelAddrot] [t}
— : [PostalAddro] G [DelAddroz o
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http://help.accounting.sageone.co.za/en_za/accounting/custom-layout-designer.html

After designed the layout you can set layout in following screens.

1. Set the layout as Default layout (if you set a layout in default layout section, when you
create a new customer attached layout will display as default layout.)

@ Accounting - New / Edit Compar X P'W Holdings | Anywhere Anyt x\ + =

<« c @ accounting.sageone.asia/Edit/CompanyEdit.aspx?encqry=aEMrazQI32NyJobDGgiDUmSIXdVC2YwIF) pXuwZmZB8S+hXyroXnSQbbXd4rWmH Q ¥ B
B 2 i qry s g P: b

Accounting - Accountant Edition ~ Search transactions Q. PW Holdings. ~ £ J @& CW ~

Home * Quick View~ Customers~ Suppliers~ Items~ Banking~ Accounts~ Accountant'sArea~ Reports~ Company~ Administration~ *
Company Settings

- SR EEEE Invoices and Statements

Ge | Setti -
b General Settings Design your own: You can zlso download the Accounting Custom Layout Designer for Windows to design your own customer invoices and statements.

¥ TaxSettings Get the Custom Layout Designer from the Add-Ons and Downloads page or by clicking here.

~ Documents and Statements

Statement Messages Leeeit (et
Dacument Numbers — P —
Dacument Descriptions
Customer Document Messages Sales Order Default (Modern)
Supplier Document Messages
P = Tax Invaice [PWHoldings} I -
Invoice and Statement Layouts -
. Tekzol Invoice =
Credit Note
» Branding o stoeamen Tekzol Quotation
ustomer Statemen AT
b User Defined Fields Delivery Mote Allied
} Email Signatures Purchase Order FWHoldings
PT™M
-1 Supplier Invaice
» Multi-Currency .
supplier Return

2. Set the layout for Customers (if you want to change the default layout for a customer,
click on Report Layouts tab and change the layout)

@ Accounting - New Customer x PW Holdings | Anywhere Anytin X | = = X

< C @ accou

nting.sageone.asia/Edit/CustomerEdit.aspx?encqry=iQgYGx7bXJPBHPASPH04zKXrvoaccQBrKy16feNHpol= w » e H

Xerounts arCh transactions

Home~ QuickView~™ Customers¥ Suppliers¥ Items~¥ Banking™ Accounts™ Accountant'sArea~™ Reports™ Company~™ Administration ™ *

New Customer

Record Navigation: (4 4 B P|

Customer Name Active
Category | (None) hd Credit Limit LKRO.00
Cash Sale Customer [ ] Tax Reference
Opening Balance LKR 0.00 SalesRep | (Nong) -
Opening Balance as At 02/11/2020
Aut Allocate Receipts fo Oldest Invoice [[] ‘Exclude from Debtors Manager [] New InvoicesOn Hold [

| Notes UserDefinedFields  Personal Information  SalesGraph  Quotes  SalesOrders  Invoices

Quote Classic GST

Sales Order Default Madern)

Tax Invoice lPWHolkdings] -

Credit Note Tekzol Invoice. N
Tekzol Quotation

Customer Statement
SVAT

Delivery Note Allied

PWHoldings
PTM -
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3. Change the layout when transaction processing time (if you want to change a default
layout when processing transaction, click on Layout dropdown menu and select the
layout)

@ Accounting - Process Customer | X PW Holdings | Anywhere Anytin X | =+ = X

< C & accounting.sageone.asia/Process/TaxInvoiceProcess.aspx?encqry=A0gB/Lpm1Uck/7nRIPVPrHF40onbPNv + UDBo2gWnlHwer8covAotZkeQdvUimOxsWwaePpOwrylyGalsAcV... 3¢ » e H

Accounting - Accountant Edition  Searchtransactions O PWHoldings. » #f o/ @~ ow ~

Home~ QuickView~ Customers¥ Suppliers~ ltems~ Banking™ Accounts* Accountant'sArea~ Reports™ Company™ Administration ™ *
Process Customer Invoice

o) [

Customer Details Delivery Address Postal Address
Customer | (Nane) - Tax Reference Delivery Address A
Balance LKRO.00 Credit Limit LKRO.00

Invoice Details
Document No.  *NUMBER* Date 02/11/2020

Customer Ref. Due Date 02/11/2020

From Quote/ Sales
Order

- Discount % 0.003%

Layout |3

Sales Rep

Qty Excl.Price Disc%  Discount Exclusive

TaxType

000% ee o
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