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In Lesson 1, students learn how to create a Sage 300 2017 company and system database in the SQL Server Management Studio and in the Sage 300 Database Utility program. Both databases must be set up in these programs before students can begin working in Sage 300 2017. 

IMPORTANT CHANGES MADE IN THE SAGE 300  2017 TEXTBOOK
· A student version of Sage 300 is available with the purchase of this textbook. The software is available as a download and is NOT included on a DVD with the textbook. Detailed information on how to download and install the student version is available in Appendix B in the textbook. 
· Students can assign colors to each company they create in the Sage 300 Database Setup window. Please refer to page 10 for more information. 

· The password needed when creating a database in the Sage 300 Database Setup window has changed to Sage300 (case sensitive). The Login ID remains the same.
CREATING THE MICROSOFT SQL AND SAGE 300 2017 DATABASES
Lesson 1 will begin with the students learning how to set up a company in Sage 300 2017. The following steps assume that you have installed the Microsoft SQL Server and SQL Server Management Studio to run on the school computers. Sage has supplied Microsoft SQL Server 2014 for schools to install on their computers in order to run Sage 300 2017. However, it's important to note that your school may have chosen to use a different database. For example, if your school already has Pervasive installed on your computers, your IT department may have chosen to run Sage 300 2017 on Pervasive. It’s important to note that the textbook only describes how to set up databases in Microsoft SQL Server. 
Regardless of the database installed at the school, students installing the Sage 300 2017 student edition must install Microsoft SQL Server as the database engine. Microsoft SQL can be installed directly from the Sage 300 2017 student download. Complete instructions on how to do this can be found in Appendix B in the textbook. Please have the students follow the important step-by-step instructions in Appendix B. If the steps are followed accurately, they will solve a lot of troubleshooting. 
There are two steps that must be performed before a company can be created in Sage 300 2017:

1. A system and company database must be created in the database that is being used.
a. Assuming the school has Microsoft SQL Server installed (which was supplied from Sage), students must create a company and system database in the Microsoft SQL Server Management Studio for each company they are creating

b. If the students are using the Student edition of Sage 300 2017, they must create a company and system database in Microsoft SQL Server on their home computer for each company
2. A system and company database must also be created in the Sage 300  Database Setup Utility program for each company that the student is creating  

1. Microsoft SQL Server Management Studio
Students must create a system and company database in the SQL Server Management Studio.  The steps required to do this are described in the textbook in Lesson 1, Exercise 1-1 beginning on page 3. 
TIP: 
In Exercise 1-1, step 1, the students are asked to create the folders in Windows Explorer in Windows 7 or File Explorer in Windows 10 that will hold the Sage 300 2017 system and company databases.  These folders must be created before creating the databases in Microsoft SQL Server Management Studio.
2. Sage 300 Database Setup Utility Program 

The Sage 300 Database Setup window is shown on Page 10 of the textbook.  As students start to work with the Sage 300 2017 program, the system and company databases that all students create on the computer will be displayed in the Database Setup window. 

When creating Sage 300 company and system databases in the Database Setup Utility program, you must select the database format that your school is using for each database.  If you are unsure, ask your IT department.  Sage has given the schools Microsoft SQL Server 2014 to run Sage 300 2017, so most schools will be using Microsoft SQL Server 2014 to run the Sage 300 2017 program.
When creating a new company or system database, make sure the students click on the drop-down list beside the Database Format field and select the correct database engine. When students are using the student edition at home, they must select Microsoft SQL Server.
TIPS

· When initially starting the Administrative and Common Services modules, if Sage 300 brings back an error stating that it cannot continue because of a UI Container issue, close out of Sage 300 and restart the program again.  
· If the “Enable application security” option is selected when creating the system database, a password will be required when students try to open the company database in Sage 300 2017. In Lesson 1, Exercise 1-2, step #24 on page 14, the students are told NOT to turn the security option on by leaving this field blank. 
· If a student requires a password when they open their Sage 300 2017 database, tell them to enter “admin” (this is not case sensitive) as the password. “Admin” is the default password for Sage 300 2017. You may want them to edit the system database they created and remove the check mark beside “Enable application security” in order to turn this option off. This will stop passwords needed for companies assigned to the system database.
· Be sure to use 01/01/2019 as the Fiscal Year Start Date.
· Select “CAD” as the Functional Currency on the Options tab of the Common Services Activation window.  Once the Functional Currency has been selected and the Common Services Activation window has been saved, the functional currency for the company cannot be changed. 
If a student saves the Common Services activation window with the wrong functional currency selected, they must delete their data in Windows Explorer in Windows 7 or File Explorer in Windows 10 and start over again. It is important to mention that if a student deletes their files in Windows Explorer or File Explorer, they must re-link the Sage 300 databases by going into the database engine (Microsoft SQL), deleting the old databases and re-creating them, and then going into the Sage 300 Database Setup Utility program, highlighting the system database, clicking edit and then OK without making any changes. This will successfully create the necessary files to re-link the Sage 300 database with the folder created in Windows Explorer or File Explorer. This must also be repeated for the company database. If this doesn't work, have the students delete both the system and company databases in the Database Setup Utility program and create them again.

· When setting up the Optional Fields, to bounce down to the second line, etc. remember to use the INSERT key on your keyboard. When a student clicks somewhere on a table and then wants to move to the next line, the INSERT key is the only key that will move them down to the next line. 
SESSION DATE

· Use 01/01/2019 as the session date while working in Lesson 1.

END OF LESSON DATA

If you want to review the data as at the end of lesson 1, you must load the End of Lesson data into Sage 300 2017.  
IMPORTANT:  If you receive an error message indicating that you can’t open the datasets, copy the datasets that you want to use to a different folder. In some lessons, the subfolders may be too long in the Instructor’s Manual and therefore the datasets can’t be accessed directly from the folders within the Instructor’s Manual. 

Follow the Database Load instructions found in Appendix A, Exercise A-2. Before you begin, you will need to ensure that you have a database set up for both OMNSYS and OMNDAT in the database you are using (Microsoft SQL) and in the Sage 300 Database Setup window.

A:  If your students are completing the entire textbook in one complete unit:

1. Please refer to the Completing the Entire Textbook – Important Information document found in the x:\Completing the entire textbook folder for more information on how the backups have been created if your students are working through the entire textbook.  
B:  If your students are completing only the General Ledger lessons in the textbook:

1. Perform a Database Load to load the OMNSYS database first. It can be found in the following folder: x:\Completing just the GL module\Lesson 1\Backup Files\End of Lesson Data. 

2. Next, perform a Database Load to load the OMNDAT database.  It can also be found in the following folder: x:\Completing just the GL module\Lesson 1\Backup Files\End of Lesson Data. 

CHALLENGE EXERCISE

Important Information about the Challenge Exercise
We have been asked by many instructors to include a starter file on the DVD that accompanies the textbook for the Challenge Exercise for students who are working through the Accounts Payable and Accounts Receivable modules. We have created batches that only contain the totals of the accounts as at the end of the General Ledger module.  

If you ask your students to print a batch listing or a posting journal and they have used the starter file found on the DVD that accompanies the textbook, you will only see one entry in each batch instead of the multiple entries that are required in most batches. We have included the starter file that can be used to start the AP & AR modules as part of the Instructor’s Manual. You will find it in x:\Challenge Exercise\Challenge Exercise – Dumped Data for starting the AP & AR modules.
END OF LESSON DATA

The End of Lesson datasets for Lesson 1 of the Challenge Exercise can be found in the following folder: x:\Challenge Exercise\Lesson 1\ Backup Files\End of Lesson Data. The system dataset has been called YRNSYS (your name system) and the company dataset has been called YRNDAT (your name data). Students can load these datasets into any database that they create; they don’t have to call them YRNSYS and YRNDAT. You can view how to load the Challenge Exercise datasets into your own dataset by reviewing the information found under Heading 6 on the Setup Instructions document that accompanies the textbook.

IMPORTANT:  If you receive an error message indicating that you can’t open the datasets, copy the datasets that you want to use to a different folder. In some lessons, the subfolders may be too long in the Instructor’s Manual and therefore the datasets can’t be accessed directly from the folders within the Instructor’s Manual. 

TIP:
In some lessons we have included additional backups in the lesson, so you can return to a specific point in the lesson and demonstrate the steps that follow.

REVIEW QUESTIONS – LESSON 1
1. Define the two types of databases you must create before using Sage 300.


The two types of databases that must be created before using Sage 300 are the system database and the company database. A system database must be created before any company database is created, as company databases must be linked to a system database. If you already have a system database set up, it can be used with multiple company databases; therefore, you do not have to create one for each company database. 


A system database stores information on users, passwords, security groups, and security settings for the companies that are linked to it. A company database contains information that is used by all the accounting applications for a single company.  A company database must be created for each new company you will be keeping accounting records for, and it must be linked to a system database.
2. Where do you set up the databases?


Databases must be set up first in the database engine you are using. For example, at school, you are likely using Microsoft SQL Server and must create the databases in the SQL Server Management Studio. If you are using the student edition, you are using Microsoft SQL Server and must set the databases up in the Microsoft SQL Server Management Studio. After you have created the databases in the database engine you are using, you must create them in the Sage 300 Database Setup Utility program, which is installed with Sage 300 .
3. Where will you find SAMINC and SAMSYS? What are they?


SAMINC and SAMSYS are both sample data files. Although the files are installed and the databases are created in both Microsoft SQL and the Database Setup Utility program during the installation of Sage 300 2017, they must be loaded into Sage 300 using the Data Loader Utility. Instructions on how to load the sample data files into Sage 300 can be found in Lesson 1, on pages 17 and 18.

After loading the sample databases, SAMINC can be opened from the Sage 300 2017 Open Company window and can be used to practice entering transactions into a sample company. SAMLTD can only be opened if you installed the Sage 300 Multicurrency module. 
4. What is the default administrator’s password?


The default administrator’s password is “admin” (not case sensitive). 

5. Where do you determine in which folder your data files will be located?


Before creating your databases, you must create the folders where your data files will be saved.  When setting up the databases in Microsoft SQL Server, you will choose the folder location in the PATH column.  
6. After setting up the company information, can you change the functional currency selected?


No. The functional currency cannot be changed once it has been selected. If you have selected the wrong functional currency, you must delete the database files through Windows Explorer, delete the databases in both the Sage 300 Database Utility program and the database engine and then recreate the databases again.
7. How many fiscal periods can you set up for your company?


You can set up 12 or 13 fiscal periods for your company. Select 12 if your fiscal calendar is divided into calendar months. Select 13 if your fiscal calendar is divided into four-week periods. If you select 13, a second field will be displayed where you must indicate which quarter has four fiscal periods.
8. Name the two services that are part of the System Manager. List and describe each of the features found in these services.


The two services that are part of the System Manager are Common Services and Administrative Services. Each feature found in these services is described below:

Common Services




Company Profile:

Displays the address and options selected for the 







company. All information can be modified in the

company profile except the functional currency.



Fiscal Calendar:


Displays the fiscal calendar years available for the company and allows you to add new years to the calendar, make the years active or inactive, and lock or unlock the adjustment period and closing period.



Scheduling:


The Scheduling icon allows you to select the following two icons:

Reminder List:  When schedules are due to be processed, the reminder list opens automatically for the user assigned to the schedule when they open Sage 300 2017.  The recurring entries that are linked to schedules can be processed directly from the reminder list.

Schedules:    The Schedules window allows you to create schedules that can be attached to recurring entries in your Sage 300 2017 subledgers for automatic processing.



Currency:


Used to add, delete or edit currency codes. 


Optional Fields:


Optional fields are created for use in accounting records and transaction details. Optional fields allow users to define extra data fields that would be useful for their purposes and that are not predefined in the Sage 300 2017 modules.

 

Administrative Services:



Users:



Used by the System Administrator to add, edit or delete Sage 300 users.


Security Groups:


Used by the System Administrator to define the tasks that users in each group may perform.


User Authorizations:

Used by the System Administrator to assign users to security groups, and to edit or delete a user’s security group.



Customization


Customization directories are used to store



Directories


customized Sage 300 2017 reports for users or groups of users.



Data Activation:


Used to activate Sage 300 2017 accounting applications.


UI Profile Maintenance:
Used by the System Administrator to create profiles that will be assigned to customized user interface forms.



Assign UI Profiles:

Used by the System Administrator to assign customized user interfaces to UI Profiles. 


Data Integrity:


Used by the System Administrator or anyone assigned to a security group with this option assigned to it to check the integrity of your accounting data.


Restart Maintenance:

Used by the System Administrator to list incompleted Sage 300 operations due to errors and describes the action that must be taken to correct them.



Database Dump:


Database Dump is used to extract a Sage 300  017 database, creating a flat-sequential file. This file can then be used as a backup or loaded into a Sage database to create a copy of the original database. Its main function is to allow Sage 300 2017 company and system databases to be moved from one database engine to another. For example, if you are using Microsoft SQL Server at school, you can perform a database dump on your company and system databases and then perform a database load (discussed below) to open them at home. 


Database Load:


Database Load is used to load a dataset (extracted data) that has been created by the database dump function into a Sage 300 2017 database. It's important to note that any data that are currently in the target database will be deleted. Its main function is to allow data created from the Database Dump feature in one database engine to be loaded into another database engine. For example, if you perform a database dump on your files at school, you can perform a database load to load the data into your Sage 300 2017 student edition at home.
9. What is the purpose of setting up schedules?

Schedules are set up so they can be assigned to recurring entries in the General Ledger, Accounts Payable or Accounts Receivable modules that will allow automatic processing of the recurring entries.  Schedules can be created to occur on a daily, weekly, semi-monthly, monthly or yearly basis.

10. How do you access Help while using Sage 300?


Help can be accessed by pressing the [F1] key while working in Sage 300, by clicking on Help from the menu and then selecting the required command, or by pressing the Help button on the screen when it is available.

11. What is the purpose of changing the Icon view?


The purpose of changing the Icon View is to be able to view the icons displayed on the desktop in different formats. 

12. After you have created your company, where do you maintain the information entered in the Common Services Activation form?


The information entered in the Common Services Activation form is maintained in the Company Profile in Common Services.
13. In the fiscal period, a period can be locked or unlocked. What is the difference between these two options?


If a fiscal period is unlocked, you can post transactions to it; if a fiscal period is locked, you cannot post transactions to it.  You can lock or unlock a period at any time.
14. Is the Sage 300 2017 a multicurrency program?

A separate multicurrency program can be purchased and installed to make the Sage 300 2017 a multicurrency program. Without this module installed, Sage 300 2017 is NOT a multicurrency program. The Multicurrency module can be installed from the Sage 300 student edition (however the multicurrency module is not used in the textbook).
15. What is the purpose of an optional field?


Optional fields are created for use in accounting records and transaction details. Optional fields allow users to define extra data fields that would be useful for their purposes and that are not predefined in the Sage 300 2017 modules. Optional fields may be set up to contain valid data and are used to verify the data entered in the optional fields throughout each module.

16. Describe the format of a valid Sage 300 password.


A valid password must begin with a letter and be between 4 and 64 characters in length. A valid password would be Amanda or Amanda01.

17. Describe the steps required to set up a user named John with the options of checking the data integrity, changing the print destination, and maintaining the company information.



a)
Set up John as a user in the Users icon. His user id must begin with a letter and can be up to eight characters in length. His password must also begin with a letter and can be up to eight characters in length.



b)
Create a security group that will allow its users to perform only the functions listed in the following applications:




Administrative Services 6.4A:
Check Data Integrity









Change Print Destination




Common Services 6.4A:

Maintain Company Information

c) Assign John to the security group created in step #b, from the User    Authorizations icon.

d) If you exit the Sage 300 2017 program and login using “John” as the User ID, you will only be able to perform the functions in the Security Group to which he is assigned.

NOTE:  You must select the Enable application security option in the System database in order to assign users to specific tasks 
18. When will a user’s reminder list appear automatically when they start Sage 300?

A users’ reminder list will appear automatically when they start Sage 300 2017 if the user is assigned to a schedule code and it is due to be processed.  Depending on the number of days entered in the Remind in Advance field in the schedule code, the user may be reminded before the schedule is due to be processed.

19. List the steps required to customize a user’s interface.

The following steps are required to customize a user’s interface:

1. Create a User ID

2. Create a UI Profile Maintenance ID

3. Customize user interface forms for the UI Profile Maintenance ID

4. Assign users to the UI Profile ID

20.
What is the purpose of the database dump feature?

The purpose of the database dump feature is to extract a Sage 300 database creating a flat-sequential file that allows you to move it from one database format to another. For example, if the school has Microsoft SQL Server installed and you are using the student edition with Microsoft SQL Server installed, the only way to read the files from one database format (version) to another is to perform the database dump feature and then the database load feature. This is also true if you are moving the files from a Microsoft SQL Server database to any of the other databases supported by Sage 300 2017. 

You can also use the database dump feature to create a backup of your files. You must perform the database load function when you are ready to load your data. 

21.
If you are using the files that were created during the database dump feature as a backup, what files or folders created during the process must be copied onto your backup medium?


If you are using the files that were created during the database dump feature as a backup, you must copy both the folder and the control file (with an extension of dct) that is created by the Database Dump feature. Both the folder and file created by the database dump feature will have the same name as the database ID. 


When you perform the database dump feature, you are able to browse for a folder location to store the dumped data using the “Set Directory” button. The folder that you select in this field will contain the .dct file and the folder created by the database dump feature. For example, the following folder and file was created in a “Lesson 1 Dumped Data” folder when the OMNSYS system database and the OMNDAT company database was dumped using the database dump feature.
[image: image1.png]110 OMNDAT File folder
1 oMnsYs File folder
] OMNDAT.DCT 6KB DCTFile
] OMNSYS.DCT 3KB DCTFile




22.
What is the purpose of the database load feature?

The purpose of the database load feature is to load a dataset into a Sage 300 database that was created by the database dump function. This allows you to move data between different database formats or from different database versions (including programs that have different service packs installed). You require both the .dct file and the folder that is created during the database dump feature to load a dataset.
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