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Getting Started

Running the Program

When Price Bailey Import Routines has been installed you can run the program from either the icon

on the desktop or through the programs menu.

The splash screen will be displayed as the routines load.

Price Bailey

CHARTERED ACCOUNTANTS

PBImport - Import Routines for Sage 50
10.000

Cooyright © Prics Baley 2014-2019

As PBImport has not been registered yet you will be taken to the Connect & Activate screen.

r = = — = n
3 = - =0
m Price Bailey Import Routines PB_Import_Test va.8.0.1 —-—— -
About Help
f@tch Processing Control |
Sage Company File Path Cr\programdatalsageaccounts\2020
| Company Name 7 | Data Path |~
D Test Stationery & Computer Mart UK CAPROGRAMDATA\SAGE\VACCOUNTS\201S\COMPANY 000WACCOATAL

| Sage 50 User Name PBIMports Password = ssssss ‘

pctuaton ey Y [ crecsw
S By | Aciaion e Cick ner o £l Price Sae for aciveion |

Licence ID

Log File Location C:\PBImport_Files\importiogs Remember Settings f
I

After activation the Connect & Activate screen can be accessed by clicking the <Back> button from

the Batch Processing Control screen.
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Activating Software

PBImport needs to be activated prior to using for the first time. To activate the software, you will
need to email the Licence ID to support@pricebailey.co.uk:-

Activation Key - - - - [ — =
Licen—C_Eil?__‘_____-r i n Expiry Date 24/10/2020

When you receive the Activation Key copy and paste it into the Activation Key field. Click the button
labelled <Check Sno>. If the activation key has been successful, an expiry date will appear along with
the number of days remaining.

.c\cwatinnK:;r‘—""“h Laamn=g N = Check Sno

Licence ID i i Expiry Date 241002020 ‘ 331 Days till expiry ‘

If for any reason you have any errors or the program will not register please let us know at
support@pricebailey.co.uk.

Select Sage Company

The Sage Company File Path needs to be entered:-

Sage Company File Fath C:\programdata\sagetaccountsiz020 Browse

To find this go to Help / About in Sage 50:-

- PO

Help centre

Shorteut keys

Customise your company

Looking after your data

Webinars

Contact us

Remote suppart

Check for internet submission updates...

Check for data service updates. .

Check for dats service adapter updatese?

Chedk for software updates

About
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You will need the location of the Sage Company File Path:-

Program Details

Version Number 26.0.64.0
SBD Desktop Version 15.0.57.0
Report Designer Version 4.0.164.0
Updates Installed None
Internet Submissions Module Version 3.1.33.0
Program Directory C:\Program Files (x88)

‘\Sage\AccountsServiceV2a),

Data DirectoryC:\ProgramData)\Sage\Accounts\ 2020
\COMPANY.001\ACCDATA

Settings Directory C:\ProgramData\Sage\Accounts),

Within PB Imports navigate to the path against the Data Directory:-

Sage Company File Path C:\ProgramData\Sage\Accountsi2020

Selected | company Name 7 | Data Path
[} Test Stationery & Computer Mart UK C:\PROGRAMDATA\SAGEVACCOUNTS\20M B\COMPANY. D00VACCDATAL

A list of Sage 50 Companies will be displayed if this is a valid location. Tick the Company that the
data will be imported into.

Sage Company File Path Ci\programdatalsagelaccounts\2020
| company Hame | Data Path
& Test Stationery & Computer Mart UK C:\PROGRANDATA\SAGE\ACCOUNTS\2013\COMPANY.000\ACCDATAY
PB_Import_Test C:\PROGRAMDATA\SAGEACCOUNTS\2020\COMPANY. D0TVACCDATAY 3
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Field Mappings For Import

Each import routine has a file structure that needs to be populated prior to running the import
routine.

The structures that are available are dependent on the licence that you have purchased.

Invoice || Sales Order || Purchase Order || Audit Transaction || Direct Debit | NCALL || Customer || Supplier || Next |

Invoice Structure

From the Connect & Activate screen click <Invoice>:-

| Invoice ‘l Sales Order || Purchase Order || Audit Transaction || Direct Debit | | NCALL || Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

Header and Order Details Footer and Payment Details Line Details and Invoice Grouping
i Di it % 52
Invoice Or Credit 1 Delivery Address 3 14 Carriage Net 25 Global Department 37 Product Code 42 seoun
15 | Payment Reference 38 ot VAT value =
Format 2 Delivery Address 4 1~ Carriage VAT value 26 ol Description 43
Nominal Code 54
Date 3 Delivery Address 5 18 Carriage VAT Code 27 Payment BankAcc 39 Comment 1 44
55
Customer Account 4 Delivery Address 8 17 Carriage Mominal Code 28 Payment Amount 40 Comment 2 45 VAT Code =
c Department =
Order Number 5 Customer Order No 12 Carriage Department 28 Payment Type 4 Details % ? —
! Job RefiLine Info 57
Invoice Address 1 6 Customer Tel No e Courier 30 Order Reference 47 P
Project Reference =
Invoice Address 2 T Customer Contact 20 Consignment No 2 Units 48
Invoice Grouping 1
Invoice Address 3 & Notes 1 21 Settiement Days 2 Quantity 49 ping 1
. Invoice Grouping 2
g 22 5| ping 42
Inveice Address 4 MNotes 2 Settlement Disc % a3 Unit Price 50 | . o
Invoice Address 5 10 23 - Invoice Grouping
nvoice ress Notes 3 Global Neminal Code 2 Discount Value 51 )
Invoice Address 8 11 24 Invoice Grouping 4
Invoice ress DUNS Mumber Global Tax Code: a5
Deiivery Address 1 12 Invoice Grouping 5
& nvoics Number Global Details %
Delivery Address 2 13

D Override Stock Description with Sage description

Below is the information required in the fields on the .csv file:-

Header and Order Details

Invoice or Credit | = Invoice / C = Credit / P = Pro forma

Format P = Product / S = Service

Date Should be in one of the following formats:-
DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.

Customer Account The Customer Account must be set up in Sage 50.

Order number Should be 7 characters or less

Invoice Address 1 to 5 Should not be more than 60 characters

Invoice Address 6 Should be the Post Code

Delivery Address 1 to 5 Should not be more than 60 characters
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Delivery Address 6 Should be the Post Code
Notes fields 12 & 3 Should not be more than 60 characters

Line Details and Invoice Grouping
Product Code This should be either a product in the Sage Line 50 Product File
or one of the special codes S1, S2, S3 or M. If you are using S1,
S2, S3 or M you must have the option Show special product
codes in invoicing /SOP/POP turned on in Settings / Invoice and
Order defaults within Sage 50.

Quantity If the quantity has more decimal places than Sage allows the line
will be rejected. Sage does not allow quantities on Message
lines.

Unit Price The number of decimal places will be validated and the field

checked for invalid characters. If the Discount Unit Price is
given this field becomes mandatory. The file will be rejected if
the unit price is not given or is less than the discounted price. If
the line has a product code of M, the line will be rejected if a
unit price is supplied.

Invoice Grouping 1 to 5 Enter the field number to be used to group the invoices that are
imported. The default is Invoice / Credit and Product Code

Enter the number of header lines on the import file. Enter the Default Location for the import files:-

[ Invoice Structure =
- a
Header and Order Details Footer and Payment Detais Line Details and Invoice Grouping
- Discount % 52
Invoice O Credit 1 Delivery Address 3 14 Carriage Net 25 GlobalDepariment 37 Product Code: a2
Format 2 Delivery Address 4 19 Carriage VAT value 2 Payment Reference 38 Deseription Py VAT value 53
Hominal Code 54
Date 3 Delivery Address 5 18 Carriage VAT Code 27 Payment BankAcc 39 Comment 1 a4
I Customer Account 4 Delivery Address & 17 Carriage Nominal Code 28 PaymentAmount 40 Comment 2 45 VAT Code - I
- 18 Departmant 6
Order Number s Customer Order No Carriage Department 29 Payment Type: 4 Details 45 -
I Job RefiLine Info st
Invoice Address 1 6 Customer Tel No Courier ) Order Reference a7 =
P Project Reference 58
Invoice Address2 7 Customer Contact Consignment Ho 3 Unis 43
Invoice Grouping 1
hvoics Address 3 8 Hotes 1 2t Settiement Days. 2 Quantty = one !
s » = invoice Grouping2 42
Invoice Address 4 Hotes 2 Settlement Disc % = unt price 50 '
s [10 2 = Invoice Grouping 3
Invoice Address. Notes 3 clobal Nominal Cods. |34 Discount Value 51
1 24 Invoice Grouping 4
Invoice Address & DUNS Humber Giobal Tax Code s
Delivery Address 1 12 Invoice Grouping §
Invoice Numbsr Global Details %
Delivery Address 2 13
/ Override Stock Description with Sage description
No OfHeading Lines~ Z Ta— Defautt Location CPBimport
Save 1 Store To File 2 Restore From file 3 4 Cancel

<Save> - Saves changes made to mapping screen.

<Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file

<Cancel> - Close screen without saving any changes.

P wnN e
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Sales Order Structure

From the Connect & Activate screen click <Sales Order>:-

| Invoice || SalesOrderﬁPurchaseOrder || Audit Transaction || Direct Debit | | NCALL || Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

Header and Order Details Footer and Payment Details Line Details and Order Grouping
Order Or Proforma || Delivery Address 3 1% Carriage Net 26  Global Department |38 Product Code 43 VAT Code 56
Format 2 Delivery Address 4 15 Carriage VAT value 27  PaymentRefersnce 39 Description 44 Department
Date 3 Delivery Address 5 16 Carriage VAT Code 23 PaymentBankAcc 40 Comment 1 45 Job ReflLine Info e
Customer Account 4 Delvery Address 6 7 Carriage Nominal Code 29 PaymentAmount 41 Comment 2 8 Project Reference =
Invoice Reference  ° Customer Order No '8 Carriage Department 30 Payment Type 42 Detais a Due Date &
Invoice Address 1 © CustomerTelo 19 Coutier " Order Reference :z
Invoice Address 2 T Customer Contact 20 Units
Invoice Address 3 © Notes 1 21 consionment 1o = Quantity 50
Invoice Address 4 ¢ Notes 2 2z Settlement Days = Unit Price 51 Invoice Grouping 1 1
Invoice Address 5 10 Notes 3 z SefflementDisc % 3% Discount Value 2 Invoice Grouping 2
Invoice Address § 11 DUNS Humber 24 Global Nominal Code 2 Discount % = Invoice Grouping 3
Delivery Address 1 12 Due Date B Global Tax Code ® VAT value 54 Invoice Grouping &
Delivery Address 2 13 Global Detalls 37 Nominal Code 55 Invoice Grouping S
Below is the information required in the fields on the .csv file:-
Header and Order Details
Order or Proforma O =Order / P = Pro forma
Format P = Product / S = Service
Date Should be in one of the following formats:-
DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.
Customer Account The Customer Account must be set up in Sage 50.
Invoice Reference Should be 7 characters or less
Invoice Address 1to 5 Should not be more than 60 characters
Invoice Address 6 Should be the Post Code
Delivery Address 1 to 5 Should not be more than 60 characters
Delivery Address 6 Should be the Post Code
Notes fields 12 & 3 Should not be more than 60 characters

Line Details and Invoice Grouping
Product Code This should be either a product in the Sage Line 50 Product File
or one of the special codes S1, S2, S3 or M. If you are using S1,
S2, S3 or M you must have the option Show special product
codes in invoicing /SOP/POP turned on in Settings / Invoice and
Order defaults within Sage 50.

Page 8 of 31
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Unit Price

Invoice Grouping 1to 5
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If the quantity has more decimal places than Sage allows the line
will be rejected. Sage does not allow quantities on Message
lines.

The number of decimal places will be validated and the field
checked for invalid characters. If the Discount Unit Price is
given this field becomes mandatory. The file will be rejected if
the unit price is not given or is less than the discounted price. If
the line has a product code of M, the line will be rejected if a
unit price is supplied.

Enter the field number to be used to group the invoices that are
imported. The default is Order/Proforma

Enter the number of header lines on the import file. Enter the Default Location for the import files:-

m Sales Order Structure

Header and Order Details
Order Or Proforma
Format
Date
Customer Account
Invoice Reference
Invoice Address 1
Invoice Address 2
Invoice Address 3

Invoice Address 4

;Wﬂﬂ‘lmmhwl\)ﬂ|

Invoice Address 5

Invoice Address 6

[x]

Delivery Address 1

w

Delivery Address 2

Save

Delivery Address 3
Delivery Address 4
Delivery Address S
Delivery Address 6
Customer Order Mo
Customer Tel No
Customer Contact
Notes 1

Notes 2

Hotes 3

DUNS Number

Due Date

4

o

6

7

)

19
20
pal
2
23
24

25

o Of Heading Lines 2 /

[
Footer and Payment Details Line Detailz and Order Grouping
Carriage Met 26  Global Department 38 Product Code 43 VAT Code 8
Carriage VAT value 27  PaymentReference 39 Description 44 Department 5T
Carriage VAT Code 28 PaymentBankAcc 40 Ccomment 1 45 Job RefiLine Info 58
Carriage Mominal Code 29 PaymentAmount 4 Comment 2 ® Project Reference =
Carriage Department 30 Payment Type 42 Datals 7 Due Date &
Order Reference 48
Courier 3 Unite 43
Consignment No 3z Quantty 50
Settlement Days # Unit Price st Invoice Grouping 1 1
Settlement Disc % 34 Discount Value sz Invoice Grouping 2
Global Nominal Code 5 Discount % 53 Invoice Grouping 3
Global Tax Code * WAT value =4 Invoice Grouping 4
Global Details £ Mominal Code 55 Invoice Grouping 5 ‘
Default Location C:APBImport_Files
Restore From file Cancel

B
Wi

Store To File 2 Restore From file 3 4 Cancel

P wnN e

<Save> - Saves changes made to mapping screen.

<Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file

<Cancel> - Close screen without saving any changes.
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Purchase Order Structure

From the Connect & Activate screen click <Purchase Order>:-

| Invoice || Sales Order || Purchase Order H/Aud'rtTransadiun || Direct Debit | | NCALL || Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

Header and Order Details Footer and Payment Details Line Details and Order Grouping
PO Number 41 Delivery Address 3 Carriage Net Product Code E VAT Code
Date g Delivery Address 4 Carriage VAT value Description Department
Supplier Account 2 Delivery Address & Carriage VAT Code Comment 1 Job RefiLine Info
Reference 4 Delivery Address 6 Carriage Nominal Code Comment 2 Project Reference
Project Ref i 19 Cost Code 5!
El Supplier Order No - Carriage Department Details -
Cost Code 6 Supplier Tel No courer Order Reference I:l Due Date
Invoice Address 1 T ) ;
(M Supplier Contact Consignment No Units
Invoice Address 2 2 .
= Notes 1 Sefflement Days Quantity
Invoice Address 3 i Unit Pri
Invaice Address 4 T Notes 2 Settlement Dise % g nit Price Order Grouping 1
_- Notes 3 Discount Value Order Grouping 2
Invoice Address 5 11 -2: )
Invoice Address § 12 DUNS Number - Discount % -m Order Grouping 2
Delivery Address 1 Due Date VAT value Order Grouping 4 I:I
Delivery Addrezs 2 Nominal Code Order Grouping 5 I:l

Below is the information required in the fields on the .csv file:-

Header and Order Details

PO Number Should not exist in Sage 50

Date Should be in one of the following formats:-
DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.

Suppler Account The Suppler Account must be set up in Sage 50.

Reference Should be 7 characters or less

Invoice Address 1 to 5 Should not be more than 60 characters

Invoice Address 6 Should be the Post Code

Delivery Address 1 to 5 Should not be more than 60 characters

Delivery Address 6 Should be the Post Code

Notes fields 12 & 3 Should not be more than 60 characters

Line Details and Invoice Grouping
Product Code This should be either a product in the Sage Line 50 Product File
or one of the special codes S1, S2, S3 or M. If you are using S1,
S2, S3 or M you must have the option Show special product
codes in invoicing /SOP/POP turned on in Settings / Invoice and
Order defaults within Sage 50.

Page 10 of 31
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Quantity If the quantity has more decimal places than Sage allows the line
will be rejected. Sage does not allow quantities on Message
lines.

Unit Price The number of decimal places will be validated and the field

checked for invalid characters. If the Discount Unit Price is
given this field becomes mandatory. The file will be rejected if
the unit price is not given or is less than the discounted price. If
the line has a product code of M, the line will be rejected if a
unit price is supplied.

Invoice Grouping 1 to 5 Enter the field number to be used to group the invoices that are
imported. The defaults are Supplier Account, Date and PO
Number

Enter the number of header lines on the import file. Enter the Default Location for the import files:-

1) Purchase Order Structure e e
Header and Order Details Footer and Payment Details Line Details and Order Grouping
PO Number 41 Delivery Address 3 Carriage Net Product Code El AT Code
Date 2 Delivery Address 4 Carriage VAT value Description Department
Supplier Account |2 Delivery Address 5 Carriags VAT Code Comment 1 Job RefiLine Info
Reference £ | Delivery Address 6 Carriage Nominal Code Comment 2 Project Reference
! Project Ref ) 19 i Cost Cod 53

El_ Supplier Order No - Carriage Department Details ostLode -
Cost Code 6 Supalier Tel No coutier Order Reference l:l Due Date
Invoice Address 1 7 ) .

| supplier Contact Consignment e Units
Invoice Address 2 3

N Quanti

. o | Notes 1 Settlement Days uaniity

Invoice Address 3 9 L .

i Notes 2 st { Disc % s Unit Price Order Grouping 1
Invoice Address 4 -1 ] ettiement Disc i

— Notes 3 Digcount Value Order Grouping 2
Invoice Address 5 1 =
Invoice Address 6 12 DUNS Number = Discount % Order Grouping 3
Delivery Address 1 Due Date El VAT value Order Grouping 4 l:l
Delivery Address 2 Nominal Code QOrder Grouping 5 l:l

Mo Of Heading Lines / Default Location CAPBImport_Files

Save Store To File Restore From file
——

[X]

Browse

Cancel

/|

I\

Save 1 Store To File 2 Restore From file 3 4 Cancel

<Save> - Saves changes made to mapping screen.
<Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file

P w NP

<Cancel> - Close screen without saving any changes.
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Audit Transaction Structure

From the Connect & Activate screen click Audit Transaction>:-

| Invoice || Sales Order || Purchase Order || Audit Transaction Hﬂredl}ebﬂ | | NCALL || Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

Transaction Details

Check for Duplicates

Transaction Type Exchange Rate 1

Account Ref Extra Reference 8

Cost Code Reference

1
2

Nominal Code 3 Project Reference
Department 4
[

Transaction Reference

Transaction Date

Details T
Net Amount 12
Tax Code ]
Tax Amount 10

Below is the information required in the fields on the .csv file:-

Transaction Details
Transaction Type S| = Sales Invoice / SC = Sales Credit / SA = Customer Receipt

(Unallocated)
Pl = Purchase Invoice / PC = Purchase Credit / PA = Supplier
Payment (Unallocated)
BP = Bank Payment / BR = Bank Receipt / CP = Cash Payment /
CR = Cash Receipt
JC = Journal Credit / JD = Journal Debit
VP = Visa Payment / VR = Visa receipt

Account Ref Customer, Supplier or Bank number depending on the
Transaction Type. Blank for Journal Transaction Types
Transaction Date Should be in one of the following formats:-
DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.
Tax Code Sage 50 Valid VAT Code
Project Reference If used the Project Reference should be set up in Sage 50
Cost Code Reference If used the Cost Code Reference should be set up in Sage 50
Check for Duplicates Tick this to check for duplicate records.

Page 12 of 31
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Enter the number of header lines on the import file. Enter the Default Location for the import files:-

]

udil Transaction Structure
Transaction Details

[] check for Duplicates
Transaction Type Exchange Rate N

Account Ref Extra Reference 8

Noeminal Code Project Reference

Department Cost Code Reference

Transaction Date
Details

Met Amount

=

[

e

3

4

Transaction Reference 6

5

T
12

Tax Code ]
10

Tax Amount

No Of Heading Lines 1 / Default Location C:\PBImport_Files / Browse

Store To File Restore From file Cancel

1 Store To File 2 Restore From file 3 4 Cancel

<Save> - Saves changes made to mapping screen.
<Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file

s w N e

<Cancel> - Close screen without saving any changes.
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Direct Debit Structure

From the Connect & Activate screen click <Direct Debit>:-

| Invoice || Sales Order || Purchase Order || Audit Transaction || Direct Debit / | NCALL || Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

Direct Debit Details

Account Reference 1 Sage Bank Account 1200
Payer Name 2

Amount 3 Import Payment if unmatched? [
Status 4

Lh

Collection Date
Invoice Mo

Client

o | =] @

Account Name

Below is the information required in the fields on the .csv file:-

Direct Debit Details

Account Reference The Account Reference must be set up in Sage 50.
Payer Name Payer Name

Amount Amount of Direct Debit

Status Paid / Unpaid

Collection Date Should be in one of the following formats:-

DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.

Import Payment is unmatched? Tick this to import payment if unmatched.

Page 14 of 31



Price Bailey

CHARTERED ACCOUNTANTS

Enter the number of header lines on the import file. Enter the Default Location for the import files:-
Direct Debit File Structure - =)
Direct Debit Details
Account Referance n_ Sage Bank Account 1200
Payer Name 2
Amount 3 Import Payment if unmatched?
Status 4
Collection Date 5
Invoice Mo (]
Client 7
Account Name 8
No Of Heading Lines 2 Default Location CAPBImport_Files /
1 reveron ] @ :
1. <Save> - Saves changes made to mapping screen.
2. <Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
3. <Restore From File> - Restores a mapping that was previously stored to file
4. <Cancel> - Close screen without saving any changes.
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NCALL

From the Connect & Activate screen click <NCALL>:-

| Invoice || Sales Order || Purchase Order || Audit Transaction || Direct Debit | \ NCALL || Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

General details Calls Answered Messages Emailed Messages Texted Out of Hour Calls

Account Reference ﬂ_ Calls Answered 14 Messages Emailed 24 Messages Texted 34 Out of hours calls 44
Start Date 2 Mo Answered Included 15 Mo Msg Emailed Included 25 No Msg Texted Included 35 Mo Out of hours included 45
End Date 3 No Answered Charged 16 Mo Msg Emailed Charged 26 Mo Msg Texted Charged 36 No OOH Charged 45
Scheme 4 Cost per call 17 Cost per Msg Emailed 27 Cost per Msg Texted 7 Cost per OOH &7
Monthly Fee 5 Total Cost Charged 18 Total Cost Charged 28 Total Cost Charged e Total Cost Charged 4
Hame 6

Address 1 T

Address 2 2 Calls Patched Messages Faxed Messages Relayed Cutgoing Calls

Address 3 3 Calls Patched 19 Messages Faxed 29 Messages Relayed 39 Outgoing calls made 45
Address & 10 Mo Patched Included 20 No Msg Faxed Included 30 No Msg Relayed Included 40 MNo Outgoing calls included 50
PostCode 1" No Patched Charged 2 Mo Msg Faxed Charged El Mo Msg Relayed Charged 41 No Outgoing Charged 51
Billng Extras List 12 Cost per call 2 Cost per Wsg Faxed 2 Cost per Msg Relayed 42 Cost per Outgoing call 52
Billng Extras Total 13 Total Cost Charged 23 Total Cost Charged 2 Total Cost Charged 42 Total Cost Charged 53

Below is the information required in the fields on the .csv file:-

Account Reference The Account Reference must be set up in Sage 50.

Start Date Should be in one of the following formats:-
DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.

End Date Should be in one of the following formats:-
DDMMYYYY, DDMMYY, DD/MM/YYYY, DD/MM/YY.

Address 1to 4 Should not be more than 60 characters

Post Code Should be the Post Code
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Enter the number of header lines on the import file. Enter the Default Location for the import files:-

O S —— . ————

General details

Start Date

End Date
Scheme

Monthty Fee
Name

Address 1
Address 2
Address 3
Address 4

i PostCode

Billing Extras List
Billing Extras Total

Mo Of Heading Lines

Account Reference

Calls Answered
Calls Answered
Mo Answered Included
No Answered Charged
Cost per call

Total Cost Charged

Calls Patched
Calls Patched
Ho Patched Included
No Patched Charged
Cost per call

Total Cost Charged

Default Location

20
21

23

Messages Emailed
Messages Emailed

No Meg Emailed Included
No Msg Emailed Charged
Cost per Msg Emailed

Total Cost Charged

Messages Faxed
Messages Faxed

No Msg Faxed Included
No Msg Faxed Charged
Cost per Msg Faxed

Total Cost Charged

CAPBImport_Files

Store To File

29
30
31
32
33

Messages Texted
Messages Texted

No Msg Texted Included
No Msg Texted Charged
Cost per Msg Texted
Total Cost Charged

Meszages Relayed
Messages Relayed

No Msg Relayed Included
No Msg Relayed Charged
Cost per M=g Relayed

Total Cost Charged

Restore From file

40
41
42

==

Out of Hour Calls
Out of hours calls

Mo Out of hours included
No OOH Charged

Cost per 0OH

Total Cost Charged

Outgeing Calls

Outgoing calls made

No Qutgeing calls included
No Outgeing Charged
Cost per Outgoing call
Total Cost Charged

Cancel

49
50

51

53

Store To File

2

Restore From file 3

‘

A w NP

. <Save> - Saves changes made to mapping screen.

. <Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file
. <Cancel> - Close screen without saving any changes.
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Customer Structure

From the Connect & Activate screen click <Customer Structure>:-

| Invoice || Sales Order || Purchase Order || Audit Transaction || Direct Debit | | NCALL\W Customer || Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

General Details Defaults and Credit Control Customer Bank Details
Sage AccountRef 1 Fax " Analysis 1 Bank Account Number Bank Additioanl Ref 1
Account Name 2 Website Analysis 2 Bank Name Bank Additional Ref 2
Strest 1 3 Email Analysis 3 Bank Account Name Bank Additional Ref 3
Street2 4 Email 2 Default Nominal Code 17 Bank Sort Code
Town 5 Email 3 Use for Sales Bank Roll Number
County € Send Via Email Defautt Tax Code 18 Bank Address 1
Post Code 7 Use for Sales Bank Address 2
Country Code Department 14 Bank Address 3
VAT Registration 15 Currency Code Bank Address 4
Contact Name 8 Credit Limit prs Bank Address 5
Trade Contact 9 Payment Due(Days) Bank BIC/Swift
Phone 1 10 Bank IBAN

Terms Agreed
Phone 2

Below is the information required in the fields on the .csv file:-

General Details
Sage Account Reference  The Account Reference should be either the Account Number to

be used in Sage 50 or an existing Account Number that details
will append to.

Account Name Account Name.
Post Code Should be the Post Code
VAT Registration VAT Number

Defaults and Credit Control

Nominal Code The Nominal Code must be set up in Sage 50.
Default Tax Code The Tax Code must be set up in Sage 50.
Department The Department must be set up in Sage 50.
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Enter the number of header lines on the import file. Enter the default location for the import files:-

m Customer file structure " &J
General Details Defaults and Credit Control Customer Bank Details
Sage Account Ref 1 Fax " Analysis 1 Bank Account Number Bank Additioan| Ref 1
Account Name 2 Website Analysis 2 Bank Mame Bank Additional Ref 2
Street 1 3 Email Analysis 3 Bank Account Name Bank Addttional Ref 3
Sireet 2 4 Ermail 2 Default Nominal Code 17 Bank Sort Code
Town 5 Ermail 3 Use for Sales Bank Roll Number
County L} Send Via Email Default Tax Code 13 Bank Address 1
Post Code 7 Use for Sales Bank Address 2
Country Code Department m Bank Address 3
VAT Registration 15 Currency Code Bank Address 4
Contact Name g Credit Limt P Bank Address 5§
Trade Contact ] Payment Due(Days) Bank BIC/Swift
Phene 1 10 Terms Agreed Bank IBAN
Phone 2
Mo Of Heading Lines 2 Default Location CAPBImport_Files

Store To File Restore From file Cancel
=

Save 1 Store To File 2 Restore From file 3 4

<Save> - Saves changes made to mapping screen.
<Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file

P wnNe

<Cancel> - Close screen without saving any changes.
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Supplier Structure

From the Connect & Activate screen click <Supplier Structure>:-

| Invoice || Sales Order || Purchase Order || Audit Transaction || Direct Debit | | NCALL || Customer Supplier || Next |

This is the default mapping structure. This will need to be amended accordingly to match the .csv file
that is to be imported into Sage 50. If there are any fields that are not on your .csv file then these
should be left blank on the structure:-

General Details Defaults and Credit Control Supplier Bank Details
Sage Account Ref 1 Fax 14 Analysis 1 20 Bank Account Number 32 BankAdatioaniRef 1 44
Account Name z Website 15 Analysis 2 21 Bank Mame 33 Bank Additional Ref2 45
Street 1 3 Email 16 Analysis 3 22 Bank Account Name 34 Bank Addtional Refa 48
5
Street 2 4 Email 2 17 Default Nominal Code 23 Bank Sort Code 35
5
3 36
Town = Ermail 3 18 Use for Purchases 24 Bank Roll Number
& Bank Address 1 ar
County sendviaEmai ¢ Defaut Tax Code 25
Post Code T Bank Address 2 38
Use for Purchases 2§
Country Code & Bank Address 3 38
27
WAT Registration 9 Department Bank Address 4 40
28
Contact Name 10 Currency Code Bank Address & 4
Trade Contact 1" Credt Limit = Bank BIC/Swift 42
Phone 1 12 Payment Due(Days) 30 Bank BAN 43
Phone 2 13 Terms Agreed 31

Below is the information required in the fields on the .csv file:-

General Details
Sage Account Reference  The Account Reference should be either the Account Number to
be used in Sage 50 or an existing Account Number that details
will append to.

Account Name Account Name.
Post Code Should be the Post Code
VAT Registration VAT Number

Defaults and Credit Control

Nominal Code The Nominal Code must be set up in Sage 50.
Default Tax Code The Tax Code must be set up in Sage 50.
Department The Department must be set up in Sage 50.
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Enter the number of header lines on the import file. Enter the default location for the import files:-

r 1
m Supplier file structure- @
General Details Defaults and Credit Control Supplier Bank Details
Sage Account Ref 1 Fax 14 Analysis 1 20 Bank Account Number 32 Bank Additioan| Ref 1 #4
Account Name 2 Website 15 Analysis 2 21 Bank Name 33 Bank Additional Ref2 45
Street 1 3 Email 16 Analysis 3 2 Bank Account Name 34 Bank Additional Ref3 48
5
Street2 4 Email 2 7 Default Nominal Code 23 Bank Sort Code =
5 36
Town B Email 3 18 Use for Purchases 24 Bank Roll Number
& Bank Address 1 37
County Send Via Email 2 Default Tax Code 25
Post Cade 7 Bank Address 2 B
Use for Purchases 26
Country Code g Bank Address 3 38
Department 27 40
AT Registration e Bank Address 4
28
Contact Name 10 Currency Code Bank Address 5 41
i 29
Trade Contact M Credit Limit Bank BIC/Swift 42
Phane 1 12 Payment Due(Days) 30 Bank BAN 43
Terms Agreed 3
Phone 2 12 e
Mo Of Heading Lines 2 Default Location C:\PBImport_Files.
Save Store To File Restore From file LCancel

<Save> - Saves changes made to mapping screen.
<Store To File> - Save the mapping to a file that can be recalled and restored at a later date.
<Restore From File> - Restores a mapping that was previously stored to file

s w N e

<Cancel> - Close screen without saving any changes.
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Import File

Select Type Of Import

Tick which import you wish to run and click <Next>:-

Em Price Bailey

CHARTERED ACCOUNTANTS

Customer Impert

Supplier Import
Select File

Inveice Import(INVPort)
Validation Results Sales Order Import(SOPPort)

E Audit Transaction (Transimport)

Purchase Order Import(POPPort)

Import Results
° P Direct Debit Import

nCall Import

r 3
[i] Price Bailey Import Routines PE_Import_Test ¥9.2.01 [E=REEN
About Help
Batch Processing Control
D seiectimport Select Import Type

|

Note:-The imports that are available are dependent on the licence that you have purchased.

Validate File

Click <Browse> and navigate to the file you wish to import. Select the file and click <Validate>.

Select Import File

CAPBImportitransimporttransactions. cev

Browse

“alidate
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PBImport will run through the import file and validate the data:-

Summary - Validating Record 9 Checking number of fields

Error Message

Column

If there are validation errors:-

[21) Price Bailey Import Routines PB_Import_Test v9.90.1

Batch Processing Control

Summary - Validation failed

o Select Import
Error Message 20 o
Transaction Type cannot be larger than 3 characters 1 1
e Select file Nominal Code cannot be farger than 8 characters 1 3
Date field confas invalid date 1 3
Net amount must be numeric 1 8
R  Validation Resuhs Tax Code cannot be larger than £ characters 1 s
Department cannot be more than 3 characters 1 P
Tax Amount must be numeric 1 10
° Import Results Exchange Rate must be numeric 1 1
View Totals Export Log lo
= =———

Please go to the FAQ document using the link below to see how to correct the errors:-

https://www.pricebailey.co.uk/services/business-software/tailored-services/

To export the errors to the log file click <Export Log to>:-

(1] Price Bailey Import Routines PE_Import_Test V8901

Selectimport ‘Summary : Validation failed

Error Message

Transaction Type cannot be larger than 3 characters

SelectFile Nominal Code cannot be larger than 8 characters.

Date field contains invalid date

Net amount must be numeric

) Volidation Results Tax Code cannot be larger than £ characters

Department cannot be more than 3 characters

Tax Amount must be numeric

nport Results Exchange Rate must be numeric

[ ]
==

Export Log to ;1

Price Bailey

CHARTERED ACCOUNTANTS
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The error file will be saved to the location entered against the Log File Location on the Connect &

Activate tab:-

' Price Bailey Impart Routine

Batch Processing Control |

Sags Company Fie Fath Cprogramdatalsagelaccounts G020
Test Stationery & Computer Mart UK C\PROGRANDATAISAGEVACCOUNTSIZD18\COMPANY,000\ACCDATAL
|
‘ Sage 50 User Name PBMperts Password ‘
Activation Key == = T
Licence ID — - Expiry Date 24102020 331 Days till expiry |
|
Log File Location C:PBImport_Fies\mportiogs Remember Settings
Invoice ‘ ‘ Sales Order ‘ ‘ Purchase Order | ‘ Audit Transaction ‘ ‘ Direct Debit ‘ NCALL ‘ Customer | Supplier ‘ ‘ Next ‘ |

If you are importing transactions and there are no validation errors:-

Summary : No Validation errors found

Column

The total values for each transaction type is displayed:-

I = 5
[ Transaction Totals & Wevw > = - [
Supplier Customer Bank Nominal
Nett VAT Nett VAT Hett VAT
Invoice, Pl 3,000.00] | 1,140.00 Invoice, SI 3,000.00  1140.00)  BankReceipt, BR 100.00 00, Journal Debt, Jo 30000
Credit, PC 1,200.00 240.00 Credit, SC 1,200.00 240.00|  Bank Payment,8P 100.00 00| Journal Credt,JC 300.00
Payment, PA 300.00 0o Receipt, 54 300.00 00| Visa ReceiptvR 100.00 00
Refund, PR 200.00 00 Payment, SP 200.00 00| | Visa Payment, vP | 100.00 .00
Payment, PP 0 L Receipt, SR 00 00| card Receipt, cR | 100.00 00 ‘
Card Payment, CP | 100.00 00
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Import Transactions

When the file is validated without errors click <Import>:

[ Price Bailey Import Routines PB_Import Test v990.1

T o s

o Summary - No Validation emors found

Select Import Processing 63 0763

Select File

3

Validation Results

Import Results

PBImport will post the transactions to sage 50:-

] Price Bailey Import Routines

P8 Import Test

v9.9.0.1

-
)

—TTTE—

Select Import
Select File
Validation Results

1) Import Results

Summary : importing transaction 16 sales header - updating last transaction

Errors and Warnings

About  Help

==

Price Bailey

CHARTERED ACCOUNTANTS

Once the import has finished, the results will be displayed on screen, showing which records have

been created or amended.

[11] Price Bailey Import Routines.

PB_Import Test

va.90.1

e

Select Import

Select Fle

Validation Results

1) import Resaults

Batch Processing Control

Suppiier Invoices Posted 5

| Errors and Warnings.

About  Help

Supplier Credts Posted 2

Supplier Payments Po:

I

Supplier Refunds

Customer Invoices Po:

Customer Credits

Customer Receipts Pos

Customer Payments Posted 2

Bank Receipts Posted 1

Bank Pavments Posted {

Export Log to
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The results can be exported to a log file by clicking <Export Log To>. You will then be prompted for a
name for the Log File. When the import is complete click <Finish> to exit the application:-

.
[] Price Bailey Import Routines PB_Import_Test ¥9.9.0.1 [

View Import Results Batch Processing Control

Select Import

Transactions Posted | Errors and Warnings. -

Supplier Invoices Posted 5

SelectFle Supplier Credits Posted 2

Supplier Payments Posted 2

n

Suppiier Refunds Posted 2

Validation Result
acationfiesilts Customer invoices Posted 5

Customer Credits Posted 2 m
Customer Receipts Posted 2

import Results
4 mport Resul Customer Payments Posted 2

Bank Receipts Posted 1

Bank Pavments Posted 1 i

—

Batch Processing Control

The Price Bailey import routines have the ability to poll folders and import files within these folders.

Enter Data Paths

In Windows Explorer, 3 new folders should be created, Failed, Import and Success:-

| . v Computer » Local Disk (C:) » PBImport_Files »

- Include in library = Share with = Mew folder
[0 MName
. Failed
. Import
J logs
. Sucess

Note:-These will possibly be in the same place as the logs folder.
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Within each of the new folders create individual folders for each of the imports:-

| . v Computer » Local Disk (C:) » PBlmport_Files » Import

bt Include in library « Share with + Mew folder

=[O MName :
. Customer
. DirectDebit
J Invaice
. nCall
. PurchaseOrder
. SalesOrder
. Supplier

. Transaction

Click the Batch Processing Control tab and enter 3 paths, Import Path, Failed Path and Success Path.
Best practice is to ensure the paths are different. Specify individual folders for each of the imports
which should be within the import path folder. Click <Save> to save the settings:-

Price Bailey Import Routines PB_Import_Test v9.9.0.1 =3 X )
sbout  Help

Batch Processing Control

Connect & Activate

\mport Path C:\PBImport_Files\import Browse
Failed Path C:\PBImport_Files\Failed Browss.
Success Path C:\PBImport_Files\Sucess. Browss.
Import Interval Customer ¢ ctomer Supplier Supplier Transaction Transaction Direct Debit DirectDebit

1 Sales Order SalesOrder Purchase Order PurchaseOrder  Invoics Invoice ncal ncal

Number of files processed 0

Number of files successful 0

Number of files failed 0

Start Export Log to ‘ \‘NT‘
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Import Interval

You can change the frequency of when the folders are polled, by changing the Import Interval. The

Import Interval is displayed in minutes:-

Price Bailey Import Routines PB Import_Test ¥99.0.1 B
About Help
Connect & Activate
\mport Path CA\PBImport_Filesumport R
Failed Path CAPBImport_Files\Failed oo
Success Path  CPBImport_Files\Sucess F—
Importinterval  Customer g Supplier Suppler Transaction Transaction Direct Debit DirectDentt
g Sales Order SalesOrder Purchase Order PurchaseOrder  Invaice Invoice ncal ncal
Number of files processed o
Number of files successful o
Number of files failed 0
Start Export Log to Save

Start Polling

To start the polling, click < Start>:-

Price Bailey Import Routines PB_Import_Test ¥8.20.1 =[5
About  Help
GConnect & Activate

Import Path C:\PBImport_Files\import Browse

Faied Path C:\PBImport_Files\Failed Browse
|| Successpath  CPBimport FiesiSucess Browse
fl
Ml Import Interval Customer ¢ stomer Supplier Supplier Transaction Transaction Direct Debit DirectDebit
I 1 Sales Order SalesOrder Purchase Order PurchaseOrder  Invoice Invoice nCal nCall
fl
fl -
| Number of files processed: 0
!
| ] Number of files successful: 0
i S Number of files failed [

Il
fl
! re [ |
Start Export Log to Save

[l
L ==
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Stop Polling

If you need to stop the polling, simply click <Stop>:-

(1] Price Bailey Import Routines.

Getting List of Direct Debit Files 27/1/2015:15:12:50
Processing directdebit fie CAPBImport_Files\mportiDirectDebitPAID TEST.cev

Number of fles failed

PB_Import Test 9901 ==
About Help

Connect & Activate

Import Fath CPBImport_Flesimport

Failed Path C:PBImpert_FlesiFaied

SuccessPatn  CAPBImport Fies\Sucess.

ImportInterval  Customer gy Suppiier Supplier Transaction Transaction Direct Debt DirectDebit

1 Sales Order SalesOrder Purchase Order PurchaseOrder  Invoice. Invoice ncal ncal

invoice fie faied valdation C\PBImport_Fies\mportinvoice\261120151611552410201517431124102019173813M ixedTre »

Pracessing invoice fil C:PBImport | 01916120241020181

invoice fi faied valdation CPBIport 1 4371610201914462116102019¢ Number of fles processed: 22

Processing invoice file C:PBlmport | 1917437161 199304

invoice fie failed vaidation C\PBImport 1201916121241020191743716102019949131610201 Number of fies successful: 14

== = Epotlogo

Price Bailey

CHARTERED ACCOUNTANTS

Each import routine has a file structure that needs to be populated. For information on creating the
field mappings please see Field Mappings For Import

Processing Files

The import process will poll through the files in the Import Path folders. If successful they will be
moved to the equivalent success folder and if not successful then they will be moved to the
equivalent failed folder:-

[1] Price Bailey Import Routines.

PB_Import Test ¥3.90.1 =1L=
About  Help
Connect & Activate
import Path C:\PBImport_Fieslmport
Faiied Path C:\PBImport_Fies\Failed
SuccessPath  CAPBImport FiesiSucess.
Import nterval  CUSIOMer  Cugiomer Supplier Supplier Transaction Transaction Direct Debt DirectDebit
1 Sales Order SalesOrder Purchase Order PurchaseOrder  Invoice Invoice ncall ncal
invoice il falled valdation C:\PBimport_Fies\mportinvoice\26112019161159241020151743112410201817361 3MbxedTr; »
Processing invoice fie C:APBImport_| 120191612024102091743716102019144621161020195491
invoice file failed validation C:\PBImport_f 120191812024102019174371610201914462116102019¢ Number of files processed : 23
Processing invoice file CAPBImport_| 120191612124102019174371610201994913161020199304
invoice file falled valisation C:\PBImport 120191612124102019174371610201994913151020199; | Number of files successful. 14
Getting List of Direct Debit Files 27/11/2019:16:12:50 [E
Frocessing directdebit fie C:\PBimport_Fil i TESTcsv v Number of fles failed ]
Stop Export Logto save
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The bottom right of the screen shows the total number of files processed,

Price Bailey
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and how many failed. Click <Reset> to reset this information:-

how may were successful

Getting List of Direct Debit Files 27/11/2019:16:12:50
Processing directdebit file C\PBImport_Fies\mportiDire ctDebiftPAID TEST csv

[L] Price Bailey Import Routines PB_Import Test v3.9.0.1 ==
Bbout  Help
Connect & Activate Batc |
import Path CaPBImport_Fiesimport
Failed Path CAPBImport_Fies\Failed
Successpath  CAPBImport_FiesiSucess
Import Inferval  Customer  guqo Suppler Suppler Transaction Transaction Direct Detit Directbebt
1 Sales Order SalesOrder Purchase Order PurchaseOrder Invoice Invoice nCall nCall
nvoice iz falkd validation CPBImport_t 12019161159241020191743112410201917381 3MedTr
Processing invoice fik C:APBImport_t 12019161202610201 16102019144821161020199491
invoice fie faied valdation CAPBmpor 12019161202410201917437161 1ot Humber of fies processed: 23
Processing invoice fii C:APBImpori_t 120191612124102018174371610201994813161020189304
invoice file faled valdation CAPBimport 120191612124102019174371610201994313161020195 — Humber of files successful: 14

Humber of files falled

Stop.

Export Log to

The poll activity can be exported to a log file by clicking <Export Log To>. You will then be prompted
for a name for the Log File:-

(2] Price Bailey Import Routines

P8 Import_Test 19901 e
About  Help
Connect & Activate Batch Pre
import Patn C\PBImport_Fiesimport
Faled Path CPBImport_FlesFaikd
SuccessPath  C\PBmpor_FlesiSucess
ImportIterval  Customer g Supplier Suppler Transsction Transacton Direct Debt DirectDebt
! Sales Order SalesOrder Purchase Order PurchaseOrder  invoice Invoice ncal ncall
invoice fie faied valdation C:APBimporl_Fileslmportinvoice (2611201516 11592¢1020191743112¢102019173613M xedTri »
Processing invoice i ¢ \PBimport, 01916120241020191743716102019144821
invoice file failed validation C:\PBImport_f 0191612024102019174371610201914462116102019¢ Number of fies processed : 23
Processing invoice fie C:PBImport 120191612124102019174371610201994913161020199304
invoice fik faied valdaton C:PBImport_f 019161212410201917437161020199461 3161020199, | Number of fies successful: 14
Getting List of Drect Debi Fies 27/11/2019:16:12:50 £
Processing directdebitfle C:APBimport_J i TESTosy <] Number of fies faiiea 9

Stop.

Export Log to
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Files Have Failed To Import
Please go to the FAQ document using the link below to see how to correct the errors:-

https://www.pricebailey.co.uk/services/business-software/tailored-services/

Once the problems on the import files have been corrected move the import file from the Failed file
to the equivalent Import file:-

. Failed » | Import
. Customer . Customer
, DirectDebit , DirectDebit
J Invoice J Invoice
. niZall . niZall
. PurchaseCrder . PurchaseCrder
J SalesCrder J SalesCrder
. Supplier . Supplier
. Transaction . Transaction
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