
© 2020 The Sage Group plc or its licensors. All rights reserved.7/15/2020 1

Countdown to Webinar!

5 min 4½ min 4 min 3½ min 3 min 2½ min

2 min 1½ min 1 min 45 sec 30 sec 10 sec

Starting the Webinar now . . . . and

Starting the Webinar recording now . . . .

Broadcast at 11 minutes prior to start.
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The Custom Import, 
Database Creation & 
Company Archiving

Certified Senior Trainer, Sage University

Paul Lentz

Hello everyone. In this webinar today we will be presenting the import process, how 

it can be used to suggest several databases, and finally how archiving information 

can help you recover data and print reports from a prior period.

I am Paul Lentz, one of the 4 Fixed Assets instructors and have worked with Sage 

since 2000, making this my 20th year teaching this software.



The course materials provided are the property of The Sage Group plc or its licensors (“Sage”). Please do not 
copy, reproduce, modify, distribute or disburse without express consent from Sage. 

This material is provided as a general guidance for informational purposes only. Accordingly, Sage does not 
provide advice per the information included. The use of this material is not a substitute for the guidance of a 
lawyer, tax, or compliance professional. When in doubt, please consult your lawyer, tax, or compliance 
professional for counsel. This material is provided on an ”as is” basis. Sage makes no representations or 
warranties of any kind, express or implied, about the completeness or accuracy of this training materials. Whilst 
Sage may make changes to this training materials at any time without notice, Sage makes no commitment to 
update the training materials every time Sage’s products are updated. 

The Sage product(s) described herein is/are governed by the terms and conditions per the Sage End User 
License Agreement ("EULA") or other agreement that is provided with or included in the Sage product(s). 
Nothing in this document supplements, modifies, or amends those terms and conditions.  

© 2020 The Sage Group plc or its licensors. All rights reserved. Sage, Sage logos, and Sage product and 
service names mentioned herein are the trademarks of The Sage Group plc or its licensors. All other 
trademarks are the property of their respective owners. 

This is a legal disclaimer that we are required to show. It emphasizes that our work today is 

protected with a copyright and that I will not be providing legal council.

[ID Instructions:

• Keep this disclaimer slide immediately following the title slide. This slide is required.

• Do not remove or abbreviate the disclaimer.

• No other text should appear on the page with the disclaimer.]
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◉ Custom Import 

◉ Create a database file

◉ Copy a company onto an archival database file

Agenda
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These are the three topics we will be covering today.

I will be offering a poll question at the end of each of these topics to make sure I 

have been able to communicate an important aspect of this training.
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Custom Import
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A custom import can be used to quickly get a lot of fixed asset data from another 

source into our program.
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Advantages of 
importing

But there are more advantages to the import process.
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• Initially fill Sage Fixed Assets with 
your asset data

• Take advantage of spreadsheets of 
asset data created by other programs

• Quickly create multiple asset records 
using the same process that you 
used to initially enter data.

Advantages of importing
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We encourage you to take advantage of our Product Services which can make your 

assets available to you in our program when it is first installed.

However, if you decide to fill an empty Sage Fixed Assets company with your data, 

you may want to import that data in bulk rather than create each asset record 

manually.

Before using Sage Fixed Assets many companies were using programs which can 

create spreadsheets of their asset data or they already have that data in 

spreadsheets.

Once the import process is perfected it can be used to add assets in bulk whenever 

that would be easier than manually one-at-a-time.



© 2020 The Sage Group plc or its licensors. All rights reserved.

• You must import at least one book per asset record.

• For each book imported, the 5 critical fields must be included:

1. Property Type

2. Placed-in-Service Date

3. Acquisition Value

4. Depreciation Method

5. Estimated Life 

Rules to Create New Asset Records
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Generally speaking, it would be best to include more than one book, 

for example: Tax books + Internal book, etc.

Generally speaking, it would also be best to include more than the 5 critical fields, 

for example: a Description field, G/L account fields, Beginning fields, etc.
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• You will be importing your data from a spreadsheet.

• The columns of the spreadsheet can be in any order, but you must identify or map the 
columns in the spreadsheet to the appropriate field in the SFA Depreciation program.

– If another program creates a spreadsheet that you can use, you don’t have to map 
every column -- only what you want to include on the asset record in SFA.

– If there is information in the spreadsheet that can be used more than once in Sage 
Fixed Assets fields, such as the same acquired value in all your books, you may map 
a single column in your spreadsheet to multiple fields in SFA. 

• Though creating the map is tedious work, it can be saved and used again in subsequent 
imports of a spreadsheet with the same layout, saving you valuable time.

The Value of the Import Map
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Before conducting an import, you will be creating an import map which links 

columns from a spreadsheet to fields in Sage Fixed Assets.

Double – triple mapping

This map can then be used to quickly import multiple asset data at a later time. 

If performing an ad hoc custom import, there’s no need to save the map.
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• We recommend and the import process will ask you to validate the data before 
completing the import.

• The validation will produce an Exceptions Report.  Exceptions may be one of 2 
types:

– Errors.
• These are serious. Decide how you intend to handle these.  You have two options:

• Let the process omit the row from the import (which means you don’t create the asset), 
or

• Try to eliminate the error, edit the spreadsheet, & re-validate.  
(You may need to do this several times before fixing all the errors.)  

– Warnings. 

• These are advisory. 

Data Validation
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During the import process we recommend that you validate your data to be sure 

that it is in a form which Sage Fixed Assets can work with. 

A validation report will tell you if a row of asset data is in error and cannot be 

imported or if it is just data that is unusual to the program or may be truncated 

because it doesn’t fit in the size allowed for a field in Sage Fixed Assets. Warnings 

do not stop the import of a row.

Following this slide, open the Depreciation program & demonstrate a Custom 

Import.
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Are critical fields required when importing asset records?

Yes or No.
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Polling Question #1

Yes.  The PIS is one of the 5 critical fields required in the import.
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Are critical fields required when importing asset records?

Yes or No.

The answer is Yes.
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Polling Question #1

Yes.  The PIS is one of the 5 critical fields required in the import.



© 2020 The Sage Group plc or its licensors. All rights reserved.

Create a new 
database file

7/15/2020 13

Some key bullet points follow.
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• Having a testing option

• Having an archive of dated 
information

• Another reason for creating multiple 
databases is because some 
companies are very large and
running depreciation may be faster if 
they can split into multiple companies

Advantages of creating 
multiple databases
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There will be times when it will be necessary to test an action on your data before 

you are satisfied with the results.

This can best be done on a copy of your working data in a database separate from 

your working database.

Another database may be used just to hold data that was current sometime in the 

past so that you can run reports on that data or just check what its status was in a 

previous period.

Very large companies or many working companies in one database can cause the 

calculation of depreciation to slow down.
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Why Create an Extra Database File?
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Working/Production
Testing Archives

We recommend you should have a minimum of 3 database files, at least one 

Production DB for your active company (or companies) and one for Testing.  

But consider the value of adding an Archival DB.   At the end of each period, you 

could copy your active company onto the Archive DB giving it a name that 

represents the period it is from.

Follow this slide by demonstrating in SFA how to create a DB file.
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• Two names are given to every database file:

– One name includes the file extension and may be seen when using the File Explorer.

– The other name is used to identify it in the SFA program.

• Who can create the database file?  This depends on the SFA program:

– Lite, Standard or Standard Networking Depreciation.

• Anyone with appropriate permissions.

• You can use the Database List Manager.

– Premier Depreciation.

• Your Database Administrator will login and use the Database Administration Utility.

Naming the Database File
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For each Database file you must have a file name and a logical name that will be 

used in Sage Fixed Assets. We recommend that you use the same name for both.

When working with Premier Depreciation, the Databases are maintained by a 

Database Administrator who will probably be someone in the IT department. 

If you don’t know who your Data Base Administrator is, find out, and make them a 

friend.

OPEN THE PROGRAM
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Polling Question #2

Can a database file contain more than one company?

Yes or No.

Yes.  In fact, there is no structural limit to how many companies may be put onto 

one database file although the processing performance on the DB may potentially 

be impacted.
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Polling Question #2

Can a database file contain more than one company?

Yes or No.

The answer is . . . Yes.

Yes.  In fact, there is no structural limit to how many companies may be put onto 

one database file although the processing performance on the DB may potentially 

be impacted.
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Copy a company into 
a database

7/15/2020 19
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• Having a testing option

• Having an archive of dated 
information

Advantages of copying a 
company into a database
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There will be times when it will be necessary to test an action on your data before 

you are satisfied with the results.

This can best be done on a copy of your working data in a database separate from 

your working database.

Another database may be used just to hold data that was current sometime in the 

past so that you can run reports on that data or just check what its status was in a 

previous period.

Very large companies or many working companies in one database can cause the 

calculation of depreciation to slow down.

OPEN THE PROGRAM
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Polling Question #3

Can a Backup file be added directly to an existing company?  

Yes or No.

The correct answer is No.  The Copy Company is used to create a new company, 

and cannot be used to merge data into an existing company.
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Polling Question #3

Can a Backup file be added directly to an existing company?  

Yes or No.

The answer is . . . No.

The correct answer is No.  The Copy Company is used to create a new company, 

and cannot be used to merge data into an existing company.
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◉ Custom Import 

◉ Create a database file

◉ Copy a company into a database file

Review
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Today we demonstrated how to:

perform a custom import

create a database file

and create a copy of a company



Questions?

On the control panel you have question mark icon that can be used to enter 

questions or comments.

Please enter any questions or comments that you may have at this time and we will 

try to address them now.

Also please make any recommendations for topics that you would like to see 

covered in these webinars.
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Promo Code:  

TRNPalen10

To log in to Sage U: www.sageu.com

To review classes:  www.sageu.com/fixedassets

https://www.sagecity.com/global-resources

Three URL addresses are listed here giving you access to valuable resources on 

Sage websites. You may enroll in instructor led classes or Anytime Learning 

classes. If you enroll in an instructor led class on the Sage U website, my promo 

code will give your company a 10% discount off the cost of tuition, and this applies 

on top of any other discounts that might otherwise apply.

The link to review classes will give you a synopsis of each class. You will have log 

in to SageU to enroll in classes.



Thank you

You can leave the webinar by clicking on the windows convention X in the upper 

right corner of the window.

A recording of this Webinar will posted on the same website that you accessed to 

attend this webinar. The handout will also be available there.


