






Reduce the possibility of a security breach
User security has increased in Sage BusinessWorks 2011, thanks to a new option in the setup 

process for new users. When adding new users, the administrator now has the option to  

grant them all access or no access, saving time and reducing the likelihood of a security breach. 
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Access shortcuts, even when the Welcome screen is off 
Navigating through Sage BusinessWorks is easier than ever! Access your shortcuts, startups, and modules 

using the Button Bar alone, thanks to the added ability to undock the panels on the left pane of the 

launcher. Now you can move the panes anywhere you like on your desktop, and a new right-click option 

allows an additional method of accessing shortcuts. 



Find purchase orders more quickly  
Save time and frustration by easily navigating to any desired 

purchase order. Simply type the PO Number in the new Quick Find  

field on Maintain Purchase Orders and Purchase Order Inquiry.
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Search for employees by the last four digits  
of the SSN
Employee social security numbers (SSN) remain encrypted, but the 

last four digits of the SSN are now stored in the database in the 

PREmployee table. This enables you to search for the last four  

digits, add them to Custom Reports, Custom Exports, customized 

reports from the new reporting system, and Crystal Reports®, while 

still protecting sensitive employee information.

Filter inactive employees for more concise reports 
A filter option has been added to the State Tax Report so you can 

now optionally exclude employees with no year-to-date activity. 

This eliminates the need to print pages of terminated or inactive 

employees, saving paper and money.
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Create new reports from templates more  
quickly and easily
Need to create a new report? It’s much easier in Sage BusinessWorks 

2011 thanks to a New button on the User Reports Manager. Simply 

select a standard report to use as a template; after clicking the 

New button, you’ll get a blank design screen with the tables 

and links prepopulated based on the report you selected. You 

no longer need to delete subreports, filters, and fields from the 

report before you get started.

Easily import reports from one system to another 
Does your business partner create customized reports for you? 

The new Import/Export New Reports feature makes the report 

transfer process seamless. Reports created in one location are 

easily exported, copied to CD or thumb drive, or attached to an 

email for easy import into your live system.

Save time by emailing recurring invoices 
There’s no longer any need to print and mail recurring invoices.  

A new email button has been added to the Print Recurring Invoices 

task in Accounts Receivable that allows you to email recurring 

invoices directly from Sage BusinessWorks using the electronic 

forms manager. You’ll be able to email the invoices directly to the 

customer email addresses you have on file.

Complete the ordering process in fewer steps 
Quickly and easily print pick tickets from the Maintain Sales Orders 

screen with the new Print Pick Ticket button. This eliminates the 

need to navigate to the Print Pick Ticket task, and it automatically 

populates the setup screen with your order information.
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Notify your sales team when a customer is past due
You don’t need to run a report to see which customers are late on their 

accounts. A new option is available in Sage BusinessWorks 2011 that 

displays a warning message or optionally restricts order entry in Maintain 

Sales Orders when a customer has one or more past-due invoices, 

automatically notifying your sales team. You can even prevent orders from 

being entered for those customers. 

See totals on the Tax Deposits screen at a glance
Put your calculator away and easily see your total tax liability for OASDI, 

Medicare, and SUI taxes with the new totals and subtotals added to the 

Payroll Tax Deposits screens. By eliminating the need to calculate these 

totals manually, you can save time and reduce the potential for errors 

when electronically filing tax payments.




