How to Export Data to Excel in Sage
100

Sage 100 lets you export customer records, transaction history, sales
orders, and reports directly to Microsoft Excel for further analysis. This
guide walks you through exporting data to Excel in Sage 100 from several
areas of the application, including Customer Maintenance, the Business
Insights Explorer, and the Accounts Receivable Aged Invoice Report, along
with tips for formatting the exported data in Excel.

Prerequisites
e Access to Sage 100 (subscription version 2020 or similar).
e Microsoft Excel installed on your computer.
e Customer and transaction data already set up in Sage 100.
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Exporting customer data from Customer Maintenance

1. Open Customer Maintenance

Launch Sage 100 and confirm you are on the main dashboard. The left
Favorites panel displays options such as Customer Maintenance,
Customer View, and Accounts Receivable Aged Invoice Report. Click
Customer Maintenance in the Favorites panel to open it.
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Sage 100 main dashboard with the Favorites panel and Customer Maintenance
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2. Access the customer lookup list

Selecting Customer Maintenance opens a Customer List window. Use the
View dropdown to choose the list type you want, such as Standard,
Address list, or Stats. The list shows columns including Customer No.,
Name, Status, ZIP/Postal Code, and Phone Number. Locate the Excel export
button, typically shown as an Excel icon, in the lookup list window.
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3. Export the lookup list to Excel
Click the Excel export button to send the lookup list data to Microsoft Excel.
The exported file opens automatically and includes columns such as

Customer No., Name, AddressLinel, AddressLine2, AddressLine3, and City.
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4. Export data from the Customer History tab
In the Customer Maintenance window, select a customer from the list and
click the History tab. Right-click anywhere in the list or grid, then choose
Export to Excel from the context menu. The exported data includes fields
such as Period, Ending, Sales, Cost of Sales, Profit %, Profit Amt, Cash

Received, and No. Invoices.
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5. Export data from the Invoices, Transactions, or Sales Orders

tabs

Navigate to the Invoices, Transactions, or S/Os (Sales Orders) tab in
Customer Maintenance. If the Excel export button is not active, click any
line item in the list to enable it. Click the Excel export button to send the
tab's data to Excel. The exported file is formatted according to the tab's
columns, such as Invoice No., Invoice Type, Inv Date, Amount, Discount,
Balance, Customer PO No., and Comments.
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Note: The export to Excel feature works the same way across different
[-] list views and data tabs in Sage 100. If the export button is not enabled,
select or highlight a line item first.

6. Review sales order lines

In Customer Maintenance, open the S/Os (Sales Orders) tab to review the
sales orders for the selected customer. The list includes columns such as
Number, Type, Order Date, Ship/Expire, Customer PO No., Ship To, Order
Amount, and Last Inv/Order.
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7. Export sales order line items
Right-click anywhere in the sales order list or grid, then select Export to
Excel from the context menu. This creates a worksheet containing all line

items of the sales order, including Iltem Code, Description, Ordered,

Shipped, Back Ordered, Unit Price, Extension, and Comment.
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Exporting data from the Business Insights Explorer

8. Open the Customer View Explorer

Return to the Sage 100 main dashboard. In the left Favorites panel, scroll to
the bottom of each module's menu list to find the Explorer view, then click
Customer View under the Explorer section.
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9. Review data in the Explorer view

The Explorer view displays a data grid with customer information, including
Div, Customer, Name, Hold, Current Balance, Aging 1-4, Salesperson, Credit
Limit, Terms, and E-mail Address. Related panels, such as Customer Sales
History by Period, show Fiscal Year, Dollars Sold, Cost of Goods Sold, Cash
Received, Finance Charges, and Number of Invoices.
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10. Export Explorer data to Excel
In the Explorer window, click File in the top menu, select Export Options,
and choose Excel from the list of formats. The data grid is exported to an
Excel worksheet.
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11. Adjust exported Explorer data in Excel
Open the exported Excel file and review the data to confirm all columns are
present. If a column shows "#######" (for example, in the Current Balance
column), expand the column width in Excel to display the full value.
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6 1HILLSB  Hillsboro ¢No $2,902.86  $0.00  $0.00  $0.00  $0.00 Shelly We: $10,000.00 2% Ten Days, Net 30 (41
7 1 INACTIV  Inactive CiNo $000  $0.00  $0.00  $0.00  $0.00 Jim Kentle $0.00 Net 30 Davartie@sag (41
8 1 INTMEX  Int. CustwNo $708.36  $0.00  $0.00  $0.00  $0.00 Shelly We: $0.00 No Terms info@inte +5
| = 9 1 MAVRK  Maverick INo $000  $0.00  $0.00  $0.00  $0.00 Susan Ma $0.00 2% Ten Dzinfo@sage (3]
| j Preview 10 1 RSSUPPL R & S SuppNo $7,086.74 $0.00 $0.00 $0.00 $0.00 Shelly We: $10,000.00 Net 30 Days (41
B Explore 1 1 SHEPARD Shepard ANo $513,339.95  $0.00  $0.00  $0.00  $0.00 Shelly We: $0.00 2% Ten Days, Net 30 (41
1 i 4n A AIIFRIAD A feAr ra PL VLY eoonn ennn PODD Cimmisd o P CSIETYE Sr SUPR YR VAT 7 i
== Sheet1 ‘ »
| Ready B - 1 3 + 100%

Exported Explorer data in Excel after adjusting column widths for readability
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Tip: When exporting from the Explorer view, you may need to manually
widen columns in Excel for readability. The export process is similar

b across data grids in Sage 100—look for a right-click context menu or the
File > Export Options menu.

12. Select secondary grid data
In the Business Insights Explorer, locate the Preview panel on the left and
select History Invoices to display historical invoice data for customers.

[E sage 100 Business Insights Explorer - Customer - fu} X

File Edit View Dota Preview Explore Tasks JTooks Help B
@bsck - @175 8 B seting B9 sundara -EEe=ex a2 o)

N uLyviehsERE: z-3
oo | T G .
(O Cumaner S Mooy by P
(D Customer Contacts | Data Grid | Chart

(O Customer Memos | Al

|MDv v Customer |+ [Name vHod v CurentBalance v|Agngi v|Agng2 v Agngl v Agng4 |v Salesperson v Credtlmit |v|Terms | E-mal
> ABF American Business Futures  No $5,732.36 $0.00 $0.00 $0.00 $0.00 Jim Kentiey $120,000.00 Net 30Days  arte@
ORepetitive Invoices | o1 285 ABS - Sage doud for invoice No $0.00 $0.00 $0.00 $0.00 $0.00 Jm Kentley $0.00 Net 30Days mary@
O sies Orders 01 AVNET AvnetProcessingCorp No $7,449.82 $0.00 50.00 $0.00 $0.00 Shelly Westiand $7,500.00 Net 30Days tonys(
O comitdias o1 BRESLIN Ereshn Parts Supply No $11,828.26 50,00 $0.00 .00 $0.00 Jm Kentey $2,500.00 C.0.0.
01 HILLSE Hilsboro Service Center Mo $2,902.86 $0.00 50.00 $0.00 $0.00 Shelly Westiand $10,000.00 2% Ten Days
Oty | o INACTIV Inactive Customer *“TNACT No $0.00 $0.00 $0.00 .00 $0.00 Jm Kentey $0.00 Net30Days arte®
o1 INTMEX Int. Cust with Mexican Addr No $708.%6 $0.00 $0.00 $0.00 $0.00 Shelly Westand $0.00 NoTerms  info@ir
| o1 MAVRK Maverick Papers No £0.00 $0.00 $0.00 $0.00 $0.00 Susan Maye $0.00 2% Ten Days nfo@s
| ot RSSUPPL R &S Supply Corp. No $7,086.74 $0.00 $0.00 $0.00 $0.00 Shelly Westiand $10,000.00 Net 30 Days
o1 SHEPARD Shepard Motorworks No $513,339.95 .00 $0.00 $0.00 $0.00 Shelly Westiand $0.00 2% Ten Days
IL o2 ALLENAP Alleri's Applance Repar Mo $545.51 $0.00 $0.00 $0.00 $0.00 Ginny Hernandez $0.00 2% Ten Days
[ <Fiter b Empty> u
; | < >
‘
""""" Invoce v App |+ Type v InvDate v |Salesperson v Terms v |TaxSchede |+ CustomerPO v/ Comment |v OrderNo. v OrderDate |v Bl ToName |v/SiA
|7 Preview | 0100039 sfo CreditMemo  5/16/2025  JmKentley Net30Days WIMILMIL American Busness A
000042 AR Invoice 5[21/2025  JmKentiey Net30Days  WIMILML Ship same day. American Business
P Explore 0200085 AR CredtMeme  S/31/2035  JmKentiey Net30Days  WIMILML RETURN OF DEF American Business
(5] Vaske 0100054 S/O Invoice 3/3/2025 Jim Kentiey Net30Days Wi 3456 0000170 31/2025 American Business A
o oo s CreditMemo  5/10/2025  JmKentiey Net30Days Wi 3456 0000170 5/10/2025 American Business A v
* < >

Business Insights Explorer with History Invoices selected in the Preview panel, showing
customer data in the primary grid and invoice history in the secondary grid
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13. Move secondary grid data to the primary grid
Double-click the desired customer in the main customer data grid. The
secondary grid, History Invoices, is promoted to the primary grid and

becomes available for export.

[E sage 100 Business Insights Explorer - Customer

File Edit View Data Preview Explore Tasks Tools Help
@ieck - @ - 1P B setting B9 standard
HiuLyvel sEREE -8

| LookFor: | | Search I [(al Columns)

Ocutonerso sty by s

O Customer Contacts |oata Grid | chart

-EEax asn e

=

(O Customer Memos |
| O customer Payments |

|

| WD > Customer [~!/Name vlHod v/ CurentBalance v/Agngl (~/Aging2 (v Agng3 v Agng4 |+ Salesperson |w!/Creditlmit [v|Tems |v|E-mai
|» ABF American Business Futures No $5,732.36 $0.00 $0.00 $0.00 $0.00 Jim Kentiey $120,000.00 Net 30Days arte®
O Repetiive Tnvoices || o ABS ABS - Sage doud for invoice No $0.00 £0.00 $0.00 $0.00 $0.00 Jim Kentley $0.00 Net 30Days mary@
O Sales Orders | ot AVNET AvnetProcessingCorp o $7,440.82 $0.00 $0.00 £0.00 $0.00 Shelly Westiand $7,500.00 Net 30 Days tonys¢
| O opentias o1 BRESLIN Bresin Parts Supply Ho $11,828.26 $0.00 $0.00 £0.00 $0.00 Jim Kentley $2,500.00 C.0.0.
o1 HILLSE Hillsboro Service Center o $2,902.86 $0.00 $0.00 £0.00 $0.00 Shelly Westand $10,000.00 2% Ten Days
b o1 INACTIV Inactive Customer =“INACT No $0.00 $0.00 $0.00 $0.00 $0.00 Jm Kentley $0.00 Net J0Days arte@
01 INTMEX Int. Cust with Mexican Addr No $708.36 $0.00 $0.00 $0.00 $0.00 Shelly Westiand $0.00 NoTerms  info@
| | lot MAVRK Maverick Papers No $0.00 $0.00 $0.00 $0.00 $0.00 Susan Maye $0.00 2% Ten Days info@s
| o RSSUPPL R &S Supply Corp. No $7,086.74 $0.00 $0.00 £0.00 $0.00 Shelly Westiand $10,000.00 Net 30 Days
o1 SHEPARD Shepard Motorwarks No $513,339.95 £0.00 $0.00 $0.00 $0.00 Shelly Westand $0.00 2% Ten Days
02 ALLENAP Allen's Appliance Repair  No $545.51 $0.00 $0.00 £0.00 $0.00 Ginny Hernandez $0.00 2% Ten Days
e s Emty> -
< >
Customer History Invoices
""""" Invoce v App ¥ Type ¥ InvDate v Salesperson v Terms w | TaxSchedde |v| CustomerPO v/ Comment ¥ OrderNo, v OrderDate |v BilToName |v SiA|
7] Preview |» owo03s  sfo CreditMemo  5/16/2025  JmKentey Net30Days  WIMILMIL American Business A
| owoez AR Invoice 5/21/2025  JmKentiey Net30Days WIMILML Ship same day. American Business
P Explore | oz:00085 AR CreditMemo  5/31/2025  JImKentley Net30Days WIMILML RETURN OF DEF American Business
= ks 0100054 SO Invoice 3/1/2025 Jm Kentiey Net30Days WI 3456 0000170 3/1/2025 American Business A
| 0100055 5o CreditMemo  5/10/2025  JmKentey Net30Days Wi 3456 0000170 5/10/2025 American Busness A
2 |l< >

ABC

21 rows

Business Insights Explorer showing History Invoices promoted to the primary grid, ready
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14. Export the promoted data to Excel

With the History Invoices data now in the primary grid, click File in the top
menu, select Export Options, and choose Microsoft Excel from the list of
formats. You can choose to export all records or only the selected ones.

[E sage 100 Business Insights Explorer - Customer - ] X

File Edit View Data Preview Explore Tasks Tools Help &2
@ieck - @ - 1P B setting B9 standard -EEax asn e
HiuLys el =z e-§

[Preview ______|IEE Search . (4 Coar = = x
O customes s sty by P
O Customer Contacts |Data Grid | Chart
O Customer Memos === A
(O Customer Payments
(@ History Tnvoices| HDv v Customer |~ Name ~|Hod v CurentBalance vi|Agngl vl Aging2 v Agng3 vl Agng4 v Salesperson |~/ Creditlimit |v|Terms |+ E-mai

v AEF American Business Futures  No $5,732.36 50.00 50.00 50.00 $0.00 Jim Kentiey $120,000.00 Net 0 Days arte®
O Repetitve Invoices a1 285 ABS - Sage doud for invoice No 50,00 $0.00 $0.00 $0.00 $0.00 Jim Kentley $0.00 Net 30Days mary@
O sies orders o1 AVNET AvnetProcessingCorp Mo $7,499.82 $0.00 $0.00 $0.00 $0.00 Shelly Westiand $7,500.00 Net 30Days tonys§
O bttt o1 BRESLIN Bresin Parts Supply No $11,828.%6 50.00 $0.00 $0.00 $0.00 Jim Kentiey $2,500.00 C.0.0.
o1 HILLSB Hilsboro Service Center  No $2,302.86 0.00 $0.00 $0.00 $0.00 Shelly Westiand $10,000.00 2% Ten Days
b | o1 INACTIV Inactve Customer **INACT No $0.00 50.00 50.00 $0.00 $0.00 Jim Kentiey $0.00 Net 30Days arte®
o INTMEX Int. Cust with Maxican Addr No $708.36 50.00 50.00 $0.00 $0.00 Shely Westand $0.00 NoTerms  nfodw
01 MAVRK Maverick Papers No 50.00 $0.00 50.00 $0.00 $0.00 Susan Maye $0.00 2% Ten Days info@s
o1 RSSUPPL R &S Supply Corp. Mo §7,086.74 $0.00 $0.00 $0.00 $0.00 Shelly Westiand $10,000.00 Net 30 Days
o1 SHEPARD Shepard Motorworks No $513,339.95 $0.00 $0.00 $0.00 $0.00 Shely Westiand $0.00 2% Ten Days
02 ALLENAP Allen's Applance Repair Mo $645.51 £0.00 50.00 $0.00 $0.00 Gy Hemandez $0.00 2% Ten Days
I -] .
i < >
Customer History Invoices
""""" Invoce v App ¥ Type ¥ InvDate v Salesperson v Terms ¥ TaxSchedule v CustomerPQ v Comment v OrderNo. v OrderDate v BilToName (v SiA
1] Preview > 010008 SO CredtMemo  5/16/2025  JmKentey Net30Days WIMILML American Busness A
awooez AR Invoice 57202025 JmKentey Net 30Days  WIMILMIL Ship same day. American Business
™ Explore 000085 AR CredtMemo  5/31/2025  JmKentiey Net30Days WIMILMIL RETURN OF DEF American Business
(5 Tarke 000054 SO Invoice 32025 JmKentiey Net30Days W 3456 0000170 312025 American Business &
0100055 Sfo CreditMemo  5/10/2025  JmKentiey Net30Days WI 3456 0000170 5/10/2025 American Business A1y
»
- |l< >

Export Options menu open in Business Insights Explorer, with Microsoft Excel selected
as the export format

Exporting the Accounts Receivable Aged Invoice
Report

15. Configure the report settings

From the Sage 100 main dashboard, select Accounts Receivable Aged
Invoice Report from the Favorites panel. In the report setup window,
configure the following options:

e Report Setting: SWK

» Description: Accounts Receivable Aged Invoice Report
« Aging Date: 4/6/2020

e Report Detail Option: Invoice

e Aging Option to Print: All Open Invoices

¢ Future Transactions: Include All

e Include Paid Invoices: Checked

e Age Credit Memos: Checked

Generated with docsie.io
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e Print Transaction Date: Checked
¢ Print Condensed: Checked

Add any additional filters you need, such as Customer Number, Customer
Name, or Salesperson.

[E sage 100 Business Insights Explorer - Customer
File Edit View Data Preview Explore Tasks Tools Help
@ieck - @ - 1P B setting B9 standard
HiuLyvel sEREE -8

Navigation Pane o x

Provis |0

Qutone stestry by P

O Customer Contacts
O Customer Memos

O open Inveices

| ORepetitive Invoices
(O sales Orders

O Open RMas

(O RMA History

|DataGnd | chart

-EEax asn e

| searchIn (all Columns)

x

| W Dv_~ Customer

MAVRK

RSSUPPL
SHEPARD
ALLENAP

<Filter s Enpty>

<

~ | Name

~ | Hold

American Business Futures  No
ABS - Sage doud for invoice No
Avnet Processing Corp
Bresin Parts Supply
Hilsbora Service Center  No
Inactive Customer *TINACT No
Int. Cust with Mexican Addr No
Maverick Papers

R &S Supply Corp.
Shepard Motorworks
Alleri's Applance Repair

Customer History Invoices

| 1nvoke
|» 0100039
| 0w00e2
| 0200085
0100054
0100055

| app
sfo
AR
AR
sio
o

v Type
Credit Memo
Invoice
Credit Memo
Invoice
Credit Memo

| Inv Date
5/16/2025
5/21/2025
5/31/2025
3/1/2025
5/10/2025

21 rows

No
No

No

No
No
No

= || Salesperson

Jm Kentiey
Jm Kentiey
3m Kentiey
Jm Kentiey
Jim Kentley

9 rows

~| CurrentBalance | Aging 1

$5,732.36
$0.00
$7,449.82
$11,828.26
$2,902.86
$0.00
$708.36
$0.00
$7,086.74
$513,339.95
$645.51

v/ Tems v
Net 30 Days
Net 30 Days
Net 30 Days
Net 30 Days
Net 30 Days

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Tax Schedue

= Agng 2

~ Agng3

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

| Customer PO

3456
3456

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

-

Agng4 |~ Salesperson
$0.00 Jim Kentiey
$0.00 Jm Kentley
$0.00 Shelly Westiand
$0.00 Jim Kentiey
$0.00 Shelly Westland
$0.00 Jim Kentley
$0.00 Shely Westiand
$0.00 Susan Maye
$0.00 Shelly Westiand
$0.00 Shelly Westland

| Credit Limit.

~l

~/Terms |+ E-mal

$120,000.00 Net 30Days arte@

$0.00 Net 30Days mary@

$7,500.00 Net 30Days tonys{,
$2,500.00 C.0.D.
$10,000.00 2% Ten Days

$0.00 Net 30Days arte@
$0.00 NoTerms  info@w
$0.00 2% Ten Days info@s

$10,000.00 Net 30 Days

$0.00 Ginny Hernandez

Comment v Order No.

Ship same day.

RETURN OF DEF
0000170
0000170

¥ | Order Date

3/1/2025
5/10/2025

$0.00 2% Ten Days
$0.00 2% Ten Days

v BilToName |v/SiA
American Business A

Accounts Receivable Aged Invoice Report setup window showing all relevant options
and filters
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16. Preview and export the report

Click Preview to generate the report. In the preview window, click the
export icon or select File > Export. In the Export dialog, choose Microsoft
Excel (97-2003) Data-Only as the format, then click OK to export.

AutoSave ) : AR _AgedinvoiceReport 6ci3b0d7-ba3-4bba-af2e-89e8ab28371d - Excel Merilyn Van Zwieten v
File  Home Insert  Pagelayout  Formulas  Data  Review  View  Add-ins  Help  BlTools  ACROBAT O Search 2 Share [ Comments
= ] (S " T = A

| | 4 ARIAL 0 - A A E=EE - BWeplet General - Eﬂ [‘% E/ % @% z Z\? /O &

Paste 00 7 : = B &0 oo | Conditional Formatas Cell | Insert Delete Format Sort& Find & | Ideas
- B L0 = EMegeacenter - § - % 9 G Formatting = Table - Styles - . - - €~ Fihtor ~ Seiect -
Clipboard 12 Font T Alignment Number Styles Cells Editing Ideas ~
o8 Y £ =
A B c EppE E F CE I K| L [ wm | v oM P || R[S -

1

2 Division Number: 01 EAST SALES OFFICE

3 Customer INV Invoict DueDate Discoun DiscountAm Balance  Current 30Days 60Days 90 Days DaysDelqg

4 ABF American Business Futures

5 Contact:  Artie Johnson

6 0000122-IN R AR 1/0/00 0.00 850.00 850.00 0.00 0.00 0.00 0.00 0

it 0100054-IN #H 4/1/25 1/0/00 0.00 407 40 407.40 0.00 0.00 0.00 0.00 0

8| 0000141-IN HHE HEREE 1/0/00 0.00 117869 1,178.69 0.00 0.00 0.00 0.00 0

9 0000190-IN RS 1/0/00 0.00 85.00 85.00 0.00 0.00 0.00 0.00 0

10 APRO001-FC RS 1/0/00 0.00 43.89 43.89 0.00 0.00 0.00 0.00 o

1 0100055-CM == 0.00 81.48- 81.48- 0.00 0.00 0.00 0.00 0

12 0100033-IN R SRR 1/0/00 0.00 613.05 613.05 0.00 0.00 0.00 0.00 0

13 0100034-IN i R 1/0/00 000 2467861 246761 0.00 0.00 0.00 0.00 o

14 0100048-IN R 1/0/00 0.00 130.00 130.00 0.00 0.00 0.00 0.00 0

15 0100041-IN #HE RS 1/0/00 0.00 38.20 38.20 0.00 0.00 0.00 0.00 0

16

17 Customer ABF Totals: 0.00 573236 5732.36 0.00 0.00 0.00 0.00

18 AVNET Avnet Processing Corp

19 Contact:  Tony Schultz
20 0000142-IN R EEES 1/0/00 0.00 1751.00 1,751.00 0.00 0.00 0.00 0.00 0
21 APR0002-FC HH# R 110100 0.00 4412 44.12 0.00 0.00 0.00 0.00 0
22 0100043-IN SRR 1/0/00 0.00 935256 936.25 0.00 0.00 0.00 0.00 )
23 0100060-IN R EEREE 1/0/00 0.00 72.45 72.45 0.00 0.00 0.00 0.00 0
24 0000170-IN #HHE HEREE . 1/0/00 0.00 404100 4041.00 0.00 0.00 0.00 0.00 0

25 0000192-IN HHE HEEEE 1/0/00 0.00 606.00 606.00 0.00 0.00 0.00 0.00 0 |

Sheet1 [©] 0] »

Export dialog in the Sage 100 report preview window with Microsoft Excel (97-2003)
Data-Only selected
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17. Adjust the exported report in Excel
Open the exported Excel file and review the data for completeness. If you
see "##H#H#AHH#A" in any column, expand the column width to reveal the full
data, and adjust row heights as needed for readability.

ort_6cf3b0d7-ba39-4bba-af2e-89

Merilyn Van Zwieten

file  Home Insert  Pagelayout Formulas Data Review View  Add-ins Help  BlTools  ACROBAT 0 Search

I 0 EA ARIAL 10 - AN E=ZE 8- BWepTed General Eﬂ @ @

Paste L) = = oo Conditional Formatas Cell | Insert Delete Format

i B R G-A- | = = Evegeacenter - § - % 9 30 | Fomatting = Table * Styles ~ STy €
Clipboard Font Alignment Number Styles Cells
08 Y 5
A B c "'F"D E F G H 1 J K L M N o B

1

2 Division Number: 01 EAST SALES OFFICE

3 Customer INV Invoict DueDate Discoun DiscountAm Balance  Current 30Days 60Days 90 Days DaysDelqg

4 ABF American Business Futures

5 Contact:  Artie Johnson

6 0000122-IN R AR 1/0/00 0.00 850.00 850.00 0.00 0.00 0.00 0.00 0

it 0100054-IN #H 4/1/25 1/0/00 0.00 407 40 407.40 0.00 0.00 0.00 0.00 0

8| 0000141-IN HHE HEREE 1/0/00 0.00 117869 1,178.69 0.00 0.00 0.00 0.00 0

9 0000190-IN RS 1/0/00 0.00 85.00 85.00 0.00 0.00 0.00 0.00 0
10 APRO001-FC RS 1/0/00 0.00 43.89 43.89 0.00 0.00 0.00 0.00 o
1 0100055-CM == 0.00 81.48- 81.48- 0.00 0.00 0.00 0.00 0
12 0100033-IN R SRR 1/0/00 0.00 613.05 613.05 0.00 0.00 0.00 0.00 0
13 0100034-IN i R 1/0/00 000 2467861 246761 0.00 0.00 0.00 0.00 o
14 0100048-IN R 1/0/00 0.00 130.00 130.00 0.00 0.00 0.00 0.00 0
15 0100041-IN #HE RS 1/0/00 0.00 38.20 38.20 0.00 0.00 0.00 0.00 0
16
17 Customer ABF Totals 0.00 573236 5732.36 0.00 0.00 0.00 0.00
18 AVNET Avnet Processing Corp
19 Contact:  Tony Schultz
20 0000142-IN R EEES 1/0/00 0.00 1751.00 1,751.00 0.00 0.00 0.00 0.00 0
21 APR0002-FC HH# R 110100 0.00 4412 44.12 0.00 0.00 0.00 0.00 0
22 0100043-IN SRR 1/0/00 0.00 935256 936.25 0.00 0.00 0.00 0.00 )
23 0100060-IN R EEREE 1/0/00 0.00 72.45 72.45 0.00 0.00 0.00 0.00 0
24 0000170-IN #HHE HEREE . 1/0/00 0.00 404100 4041.00 0.00 0.00 0.00 0.00 0
25 0000192-IN HHE HEEEE 1/0/00 0.00 606.00 606.00 0.00 0.00 0.00 0.00 0

Sheet1 & «

3 Share

O Comments

. Sort & Find &
Filter - Select =

Editing

Ideas.

Ideas ~

Exported Accounts Receivable Aged Invoice Report in Excel with columns that need

AutoSave (i

width adjustment

AR _AgedinvoiceReport 6cf3b0d7-ba39-4bba-af2e-89e8ab28371d - Excel

Merilyn Van Zwieten

File  Home Insert  Pagelayout  Formulas Data Review View  Add-ins Help  BlTools  ACROBAT 0 Search 15 Share
D EA ARIAL 0 AN | =E=EE - BWepTe General =] @ @ 3= = %\? /O
Paste L) T = = B o oo | Conditional Formatas Cell | lInsert Delete Format Sort & Find &
S BIU-H-|&-4&-|F EE EMegediConter + | § - % 9 G i Formatting = Table = Styles~ SR € Citer ~ Saiact -
Clipboard Font Alignment Number Styles Cells Editing
o8 v i
A B c *PD E F G H I J K L M N (o] B Q
1
2 Division Number: 01 EAST SALES OFFICE
3 Customer INV Invoict DueDate Discoun DiscountAm Balance  Current 30Days 60Days 90 Days DaysDelg
4 ABF American Business Futures
5 Contact:  Artie Johnson
6 0000122-IN #EEEE 1/0/00 0.00 850.00 850.00 0.00 0.00 0.00 0.00 Q
7 0100054-IN #H 4/1/25 1/0/00 0.00 407 40 407.40 0.00 0.00 0.00 0.00 0
8 I 0000141-IN HHE HEHES 1/0/00 000 1,17869 1,178.69 0.00 0.00 0.00 0.00 o
9 0000190-IN R 1/0/00 0.00 85.00 85.00 0.00 0.00 0.00 0.00 0
10 APRO001-FC i RS 1/0/00 0.00 43.89 43.89 0.00 0.00 0.00 0.00 0
11 0100055-CM HHHE 0.00 81.48- 81.48- 0.00 0.00 0.00 0.00 0
12 0100033-IN R SRR 1/0/00 0.00 613.05 613.05 0.00 0.00 0.00 0.00 0
13 0100034-IN b R T ] 000 246781 246761 0.00 0.00 0.00 0.00 0
14 0100048-IN HHE RS 1/0/00 0.00 130.00 130.00 0.00 0.00 0.00 0.00 o
15 0100041-IN SRS 1/0/00 0.00 38.20 38.20 0.00 0.00 0.00 0.00 0
16
17 Customer ABF Totals: 0.00 573236 5732.36 0.00 0.00 0.00 0.00
18 AVNET Avnet Processing Corp
19 [Contact:  Tony Schultz
20 0000142-IN HHE SR 110/00 0.00 175100 1,751.00 0.00 0.00 0.00 0.00 o
21 APR0002-FC SRR 1/0/00 0.00 4412 44.12 0.00 0.00 0.00 0.00 0
22 0100043-IN i SR 1/0/00 0.00 935256 936.25 0.00 0.00 0.00 0.00 o
23 0100060-IN HHEE RS 110/00 0.00 72.45 72.45 0.00 0.00 0.00 0.00 0
24 0000170-IN R AR 1/0/00 000 4,041.00 4,041.00 0.00 0.00 0.00 0.00 0
25 0000192-IN HHE HEEEE 1/0/00 0.00 606.00 606.00 0.00 0.00 0.00 0.00 0
Sheet1 [ 4

J Comments

%

Ideas

Ideas ~

Exported Accounts Receivable Aged Invoice Report in Excel after adjusting column
widths and row heights
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18. Review special columns and headers

Some columns may not have headers—for example, a retention column if
retentions are not used. Confirm that all relevant data is present and that
column headers align correctly with the data below them.
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1
2 Division Number: 01 EAST SALES OFFICE ,‘
3 Customer INV InvoiceDate DueDate Discoun DiscountAm Balance  Current 30 Days 60 Days §I="Days DaysDelq
4 ABF American Business Futures
5 Contact:  Artie Johnson
6 0000122-IN 1131125 3/30/25 1/0/00 0.00 850.00 850.00 0.00 0.00 0.00 0.00 0
7 0100054-IN 3/1/25 4/1/25 1/0/00 0.00 407.40 407 40 0.00 0.00 0.00 0.00 0
8| 0000141-IN 3/31/25  4/30/25 1/0/00 000 117868 1,178.69 0.00 0.00 0.00 0.00 0
9 0000190-IN 4/30/25  5/30/25 1/0/00 0.00 85.00 85.00 0.00 0.00 0.00 0.00 ]
10 APRO001-FC 4/30/25  4/30/25 1/0/00 0.00 43.89 43.89 0.00 0.00 0.00 0.00 0
1 0100055-CM 5/10/25 0.00 81.48- 81.48- 0.00 0.00 0.00 0.00 0
12 0100033-IN 5/15/25  ©/14/25 1/0/00 0.00 613.05 613.05 0.00 0.00 0.00 0.00 0
13 0100034-IN 5/15/25  86/14/25 1/0/00 000 246761 246761 0.00 0.00 0.00 0.00 0
14 0100048-IN 5/30/25  6/29/25 1/0/00 0.00 130.00 130.00 0.00 0.00 0.00 0.00 0
15 0100041-IN 5/31/25  6/30/25 1/0/00 0.00 38.20 38.20 0.00 0.00 0.00 0.00 0
16
17 Customer ABF Totals 0.00 573238 5732.36 0.00 0.00 0.00 0.00
18 AVNET Avnet Processing Corp
19 Contact:  Tony Schultz
20 0000142-IN 3/31/25  4/30/25 1/0/00 0.00 1751.00 1,751.00 0.00 0.00 0.00 0.00 0
21 APR0002-FC 4/30/25  4/30/25 1/0/00 0.00 44.12 44.12 0.00 0.00 0.00 0.00 0
22 0100043-IN 5/21/25  8/20/25 1/0/00 0.00 935.25 835.25 0.00 0.00 0.00 0.00 0
23 0100060-IN §/21/25  6/20/25 1/0/00 0.00 72.45 72.45 0.00 0.00 0.00 0.00 0
24 0000170-IN 5/29/25  6/28/25 1/0i00 0.00 4,041.00 4,041.00 0.00 0.00 0.00 0.00 0
25 0000192-IN 5/31/25  8/30/25 1/0/00 0.00 606.00 608.00 0.00 0.00 0.00 0.00 0 -
Sheet1 @ «

Final exported Accounts Receivable Aged Invoice Report in Excel with all columns and
headers clearly visible

Tips: Use the Maintain Relative Object Position option, if available, to
keep column headers aligned with their data. You may need to make
minor adjustments in Excel, such as expanding columns or modifying row

b heights, to ensure all data is visible. Some report layouts may require
changes in Crystal Reports, such as separating combined headers, for
optimal export results.
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Adjusting Crystal Reports column headers

19. Review the exported report for combined headers

Open the exported Accounts Receivable Aged Invoice Report in Excel and
examine the column headers in row 3. Confirm that headers such as
"Customer" and "INV" (Invoice) appear as separate columns, and that each
data column—InvoiceDate, DueDate, Discount, Balance, Current, 30 Days,
60 Days, 90 Days, DaysDelg—has its own header. Check that data rows
align under the correct headers and that customer and contact information,
along with totals and subtotals, are clearly labeled.
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2 Division Number: 01 EAST SALES OFFICE
3 |Customer INV InvoiceDate DueDate Discoun DiscountAm Balance  Current 30Days 60Days 90 Days E |DaysDelq
4 ABF American Business Futures
5 Contact:  Artie Johnson

6

0000122-IN 1/31/25  3/30/25 1/0/00 0.00 850.00 850.00 0.00 0.00 0.00 0.00 0
7 0100054-IN 3/1/25 4/1/25 1/0/00 0.00 407.40 407 40 0.00 0.00 0.00 0.00 ]
8 0000141-IN 3/31/25  4/30/25 1/0/00 0.00 117869 1,178.69 0.00 0.00 0.00 0.00 0
9 0000190-IN 4/30/25  5/30/25 1/0/00 0.00 85.00 85.00 0.00 0.00 0.00 0.00 0
10 APR0O001-FC 4/30/25  4/30/25 1/0/00 0.00 43.89 4389 0.00 0.00 0.00 0.00 0
1 0100055-CM §/10/25 0.00 81.48- 81.48- 0.00 0.00 0.00 0.00 0
12 0100033-IN 5/15/25  6/14/25 1/0/00 0.00 613.05 613.05 0.00 0.00 0.00 0.00 o
13 0100034-IN 6/15/25  6/14/25 1/0/00 000 246761 246761 0.00 0.00 0.00 0.00 [}
14 0100048-IN 5/30/25  6/29/25 1/0/00 0.00 130.00 130.00 0.00 0.00 0.00 0.00 0
15 0100041-IN 5/31/25  6/30/25 1/0/00 0.00 38.20 38.20 0.00 0.00 0.00 0.00 0
16
17 Customer ABF Totals: 0.00 573238 573236 0.00 0.00 0.00 0.00
18 AVNET Avnet Processing Corp
19 Contact:  Tony Schultz
20 0000142-IN 3/31/25  4/30/25 1/0/00 0.00 1751.00 1,751.00 0.00 0.00 0.00 0.00 0
21 APRO002-FC 4/30/25  4/30/25 1/0/00 0.00 44.12 4412 0.00 0.00 0.00 0.00 0
22 0100043-IN 5/21/25  6/20/25 1/0/00 0.00 935.25 935.25 0.00 0.00 0.00 0.00 [}
23 0100060-IN §/21/25  6/20/25 1/0/00 0.00 72.45 72.45 0.00 0.00 0.00 0.00 0
24 0000170-IN 5/29/25  8/28/25 1/0/00 0.00 4,041.00 4,041.00 0.00 0.00 0.00 0.00 0
25 0000192-IN 5/31/25  8/30/25 1/0/00 0.00 606.00 606.00 0.00 0.00 0.00 0.00 0

Sheet1 4

Excel spreadsheet showing the exported report with separated Customer and Invoice
headers and clearly labeled data columns

20. Modify combined headers in Crystal Reports

If your exported report still shows combined headers, such as
"Customer/Invoice," open the report layout in Crystal Reports. Locate the
column header section and separate the combined header into individual
fields—for example, one header for "Customer" and another for "INV."
Make sure each data field has a corresponding, clearly labeled header, then
save your changes and re-export the report to Excel to verify the
improvement.
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21. Add additional fields if needed
If you need additional fields, such as a phone number, insert a new header
and corresponding data column. For example, add "Telephone Number" as
a header and enter the relevant data for each customer, such as

"973.758.6100."
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22. Remove unnecessary fields for proper alignment
Delete any columns or headers that are not needed for your report.
Removing extra fields helps ensure that all remaining columns line up

correctly and are easy to read.
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6 0000122-IN /31125 3/30/25 1/0/00 0.00 850.00 850.00
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23. Reposition important fields under their headers

If a specific field, such as the phone number, is important, move it so it
appears directly under its header and adjacent to related customer
information. Confirm that all headers sit directly above their corresponding

data.
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6 0000122-IN 1/31/25  3/30/25 1/0/00 0.00 850.00 850.00
7 0100054-IN 3/1/25 4/1/25 1/0/00 0.00 407 40 407 40
8 0000141-IN 3/31/25  4/30/25 1/0/00 000 117868 117889
9 0000190-IN 4/30/25  5/30/25 1/0/00 0.00 85.00 85.00
10 APRO001-FC 4/30/25  4/30/25 1/0/00 0.00 43.88 4389
11 0100055-CM 5/10/25 0.00 81.48- B1.48-
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17 Customer ABF Totals 0.00 573238 573236
18 AVNET Avnet Processing Corp
19 Contact  Tony Schultz
20 0000142-IN 3/31/25  4/30/25 1/0/00 0.00 175100 1751.00
21 APR0002-FC 4/30/25  4/30/25 1/0/00 0.00 44.12 44.12
22 0100043-IN 5/21/25  6/20/25 1/0/00 0.00 935.25 935.25
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Excel spreadsheet showing the Balance header and data properly aligned

Getting help

If you need further assistance exporting data in Sage 100, you can reach
support through the following channels:

¢ Phone (direct): 973.758.6100
e Phone (toll free): 877.979.5462

e Fax: 973.758.61

e Email: info@swktech.com

20

Call the direct or toll-free number for immediate assistance, send an email
for support requests or inquiries, or use the fax number to send documents.

What's next

With these steps, you can export customer records, transaction history,
sales order lines, Explorer grid data, and formatted reports from Sage 100
into Excel. Once exported, use the formatting tips above—adjusting column
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widths, row heights, and header alignment—to prepare your data for
analysis or reporting.
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