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Error Message Explanation 
Item _____ does not exist.  
Please correct the problem 
before posting. 
 

You are attempting to post to a change to an item that does 
not exist.   Either the item has been deleted or the change has 
already been posted. 

Item _____ already exists.  
Please correct the problem 
before posting. 
 

You are attempting to combine into an item number which 
already exists. 
 

Item _____ already exists. 
 

You are attempting to copy or change an item number into a 
target item that already exists.  
 

An action is already pending 
for item _____. 
 

You are attempting to perform an action on an item that 
already has a pending action. 
 

Please enter a different target 
item to the source _____. 
 

The ‘From’ and ‘To’ items are the same.   
 

Please enter an item to _____ You are attempting to combine or copy to an item number 
which has not been identified. The source or target cannot be 
blank. 
 

Item _____ does not exist. 
 

You are attempting to combine or copy into a source or target 
that does not exist.  
 

Items with different stocking 
units cannot be combined 
(_____, _____). 
 

You are attempting to combine or copy different stocking units 
that cannot be combined.  
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Purchase Order Format Change 
 
When your Purchase Order data was created, the format of your documents was established and 
cannot be changed within Purchase Orders.  The user can choose the number of segments,  
lengths, separators and the incrementing segment.  
 
To modify these formats, the Toolkit for Adagio can perform the following changes: 
  

• Change a single segment document into a multi-segmented document. 
• Change a multiple segmented document into a single segmented document. 
• Rearrange a multi-segment document.  For example, 001-2011 becomes 2011-001.  
• You can resize any segment.  For example, ABC-DEFG becomes ?ABC-DEFG   The ‘?’ will 

be replaced with a blank (or zero) character to expand the segment or document length.  
?ABC-DEFG would create 0001-2011, assuming the first segment is incrementing. 

• You can reduce the size of a segment by removing a letter.  For example, ABC-DEFG 
becomes ABC-DEF.  The utility will confirm that the missing ‘G’ will not create duplicate 
documents.  Use the ‘Check’ function to see if the new format is acceptable. 

• Modify the position of the characters within the document. 
• Change the placement of the hyphen, space, slash, etc. within the document. 
• Expand the document by placing a space(s) at the beginning, middle or end of a 

segment. 
• Remove unwanted characters from the document. 
• Other document properties can be changed, for example, segment defaults, designated 

incrementing segment, next and maximum document numbers. 
 
Using the Document Format Change 
 

 Select PO Format from the tool bar. 
Or 

 Select Edit…Purchase Orders…Document Format Change from menu bar. 
 
The current document formats and settings will be displayed. Each position in the document is 
assigned an alphabetical character; beginning with the letter A. The document is sectioned, if 
segments exist. 
 

 In the New document format field enter in the new structure of the document. Input 
the characters displayed in the previous structure positioning the characters in the 
desired order. If you would like to remove a character in a specific position, remove that 
letter in the corresponding position. Use the following characters to separate segments: 
/ \ - ( ) # or blank. If you would like to insert a space in the new document place a ‘?’ 
character in the required position. 
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For example: 
 
Purchase order PO-0001 would be represented by: 
 
   AB-CDEF 
 
If you would like to increase the length of the second segment you would type the new number 
as: 
  
   AB-?CDEF 
 
If you would like to switch the first and second segments, you would type: 
 
   CDEF-AB 
 
If you’re editing the segment sizes or position, be sure to adjust the incrementing segment’s next 
and maximum value.  Repeat the process for all document types.  Purchase orders and 
requisitions share the same format.  Likewise for receipts and adjustments. 
 
There are rules to setting document properties.  The formatted document must be between 6 
and 24 characters in length.  Segment separators must be one of the following characters: / \ - ( 
) # or blank.  Ensure that there is enough room in the incrementing segment to accommodate 
current and future document numbers.  Reducing the size of the incrementing segment could 
lead to duplication of document numbers. 
 

 



 
Toolkit for Adagio  Page 89 

 
 Press Check 

 
Either the new formats and settings are acceptable or errors will be reported.  Duplication of 
existing documents can occur if segments are shortened. 

 
 Press Post 

 
The post function will record your new formats and settings.  If required, existing documents 
will be changed to reflect the new format.  During this process, you will need exclusive 
access to your Purchase Order data. 

 
 
Error Message Explanation 
Document length must be at 
least 6 characters. 
 

The document length must contain a minimum of 6 
characters, excluding separators.   
 

Two separators together are 
not allowed. 
 

You are attempting to put two separators together in the 
document number. There must be at least one character 
between segment separators. 
 

Separator must be one of . / \ - 
( ) # or blank. 
 

A separator must be either one of the following characters. / 
\ - ( ) # or a blank. 

The document length cannot 
exceed 24. 
 

Document length must be a minimum of 6 characters and a 
maximum of 24 characters. Segment separators are not 
included in this count.   
 

The new document format will 
result in __ duplication errors.   

The document format in which you entered will result in 
duplication errors.  If you’ve reduced the size of the 
incrementing segment, ensure that existing values can fit.  
Duplication may be the result of reduced segment sizes. 
 

The letter ____ is not part of 
the original format, separator or 
question mark. 
 

You are attempting to use a letter or character that is not part 
of the original item format and is not a designated separator.  

The letter ____is repeated in 
the new format. 
 

You are attempting to use a letter or character that is 
repeated in the new format.  
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Edit Home Currency 
 
Databases that have been converted from ACCPAC Plus will often be assigned a DOS currency 
code.  This function can be used to change the home currency to a more suitable currency code.   
The function can also be used to change one or more modules that have mismatched home 
currencies. 
 
If the multicurrency option is active, it’s important not to select an active source currency.  The 
new currency code has to exist and match the existing decimal places.  The function will not 
proceed, if either of these conditions is detected. 
 

 Ensure that the new currency code exists.  From the menu bar select File…Currency 
Codes to maintain currency codes. 

 
 Select Edit…Home Currency from menu bar. 

 
 Choose a new home currency.  

 
 The existing home currency is editable, because you may need to change a module with 

an alternate home currency. 
 

 Select Post to change the home currency. 
 

 
 
 
 
Error Message Explanation 
Currency/decimals mismatch.  
Please choose a new currency 
with 2 decimals. 
 

The new currency code has different number of decimal 
places to the existing home currency. 

____ is an active source currency 
in this multi-currency database. 
Please choose an alternate home 
currency. 
 

The new home currency is currently active as a source 
currency on posted transactions.  Exchange rates have been 
assigned.  Changing the home currency to this new currency 
code would lead to data integrity problems. 
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Delete Cross-references 
 
This function can be used to remove outdated cross-referenced records. 
 

 Select Maintenance…Delete Cross-references from the menu bar. 
 Make your selection of record types to remove. 
 Enter the number of days in the Remove cross-references older than field.   

If 0 is selected, all cross-references will be removed. 
 Click Delete to delete the selected cross-references. 

 

 
 

 
Error Message Explanation 

Please select at least one option 
to maintain. 
 

You are attempting to proceed with the removal, but you 
haven’t indicated which cross-references should be removed. 
Please select at least one type. 
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Delete Audit Trail 
 
This function will remove outdated audit trail records. 
 

 Select Maintenance…Delete Audit Trail from the menu bar 
 Enter the number of days in the Remove audit records older than field.  If 0 is 

selected, all cross-references will be removed. 
 Click Delete to delete the selected audit records. 
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Reports 

 

Report Options 
 
This function is a quick and easy way to print various reports. First you need to set up your 
report options which will apply to any reports you will print. 
 

 Select Reports from the menu bar 
 Select Report Options to set up how you would like your reports viewed. 
 Enter in the Date format (Header/Footer)field how you would like the date to be 

viewed in the header or the footer of the report in the format of MMM dd yyyy 
 Enter in the Date format (Detail) field how you would like the date to be viewed in the 

detail of the report in the format of yy/MM/dd 
 Enter in the Time format field how you would like the time to be viewed in the report in 

the format of hh:mmtt 
 Select by check the box which format you would like the AM/PM format of time stamp, 

or if you wish it displayed at all. 
 Use the check boxes to indicate if you want to: 

Show group tree in preview 
Show parameters on all pages 
Show footers 
Shade header/footer 
Shade subtotals 
Shade color, you can also select what color you would like by using the drop 
down menu. 

 Click OK to save the selections. 
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Printing Reports 
 
From the Reports menu, you can choose to print the following reports: 
 Company Profile Report 

Category Changes 
Vendor Changes 
Inventory Item Changes 
Invoice Item Changes 
Account Changes 
JobCost Changes 
Unit of Measure Changes 
Audit Reports 

 
 

 Select Reports from the menu bar 
 Select the type of report you want from the Reports menu. 

 
 Select Print Options as required.  
 

  Select sort option (Source or Target)  
  Select Comment to insert a comment into the report 
  Select Preview to preview report before printing 

Select Print to print report.  Printer selection is available. 
 
*Recommended* Preview your report before printing.   
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Audit Report 
 

This function will print all changes which have been posted since the Audit Trail was last printed 
and purged. 
 
Select Reports…Audit from the menu bar. 
 

 Each post will generate a run number which records the details of that post.  Enter a 
range of runs that should be printed. 

 The report can be printed in summary or detailed format   Select the Detail level. 
 Click Print or Preview to view the report. 
 Click Comment to insert a comment into the footer of the report. 
 

 



 
Toolkit for Adagio  Page 96 

 

Data Integrity Check 
 

It is recommended that you perform a data integrity checks on a regular basis.  Data integrity 
checks are also recommended on impacted Adagio products.  For example, if you are changing 
customers, check the data within Adagio Receivables, before using the Toolkit.  Use the company 
profile option, Mark for data integrity check to force a data integrity check of the affected 
module.  
 
Select File…Data Integrity Check from the menu bar 
  Click Check 
 
Result of the check will appear and the function will inform you of the results.  If there are errors, 
the Rebuild button will be enabled.  Click Rebuild to fix the reported errors.  If errors are fixed, 
rerun the process to confirm that all errors have been fixed. Use the company profile option, 
Auto-backup after data integrity check to perform a Toolkit backup after an error free check.  
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Error Message Explanation 

A Data Integrity Check has 
been requested by [_____] due 
to [_____]. You must perform 
an integrity check before using 
[_____]. All menu choices 
except Data Integrity Check will 
be disabled. 
 

You are attempting to use data that has been flagged by 
another user as requiring a Data Integrity Check. Run the Data 
Integrity Check before continuing.  For example, users of 
Adagio Receivables may see this message, if you are changing 
customers and the mark for data integrity check is active. 

It's strongly recommended that 
you make a backup, before 
repairing your data.  Do you 
want to continue?  
 

You are being prompted to run a backup before repairing any 
data. It is strongly recommended to do this to ensure there is 
a fallback dataset. 
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Currency Codes 
 
Toolkit for Adagio allows you to set a default currency code, create a new currency code or edit 
an existing currency codes.  
 
Select File…Currency Codes from the File menu bar.  
 

 
 
To add a currency code, select New and complete the edit form.  

 
 
Select OK to save your selection. 
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Options 
 
Use this function to set general appearance options and the default printer for reporting.   
 
Enter the zoom factor as the default when you preview reports.  Additionally, select Full 
screen to have the Preview window occupy your entire screen size.  Select Partial screen to 
have the Preview window use part of the screen. 
 
Select Export to ExcelDirect tables to create a formatted table in Excel when exporting 
SmartFinder or grid results.  This option is only applicable to Excel 2007 or later. 
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Backup  
 
Backing up your data is an essential task when making changes to your entire accounting 
dataset.  If the unexpected occurs, you will need to restore from a current backup.  This task can 
be automated, if you have selected the option, Backup dataset before post under the 
company profile.   
 
Before you perform your first backup, you should review the backup options.  In particular, you 
will need to indicate the location for storing the backup files. 
 
From the File menu, select Backup, then Backup Options 
 

 From the folder drop down list in the Zip Path field, select the directory where you 
would like the backup file to be stored 

 The Prefix is set at BKAT, but you may change this to any other 4 character prefix. 
 The Next Sequence field is a numbering system for backups. If “1” is displayed 

then the next backup will be “2”. You can modify this field to your unique 
specifications. 
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From the File menu, select Backup, and you can choose either to backup Toolkit for Adagio 
Data or a Complete Dataset.   Since you are affecting changes across the dataset, a complete 
backup is recommended.  Under either option, a zip file will be created in the backup directory.  
Review the Backup Options for details. 
 
Selecting the Start button will commence the backup and a list of Added files will appear in the 
messages folder. Errors will be listed in the Error folder. You will be notified when the backup is 
complete and how many filed were zipped. 
 

 
 

Common Error Messages: 
 
Error Message Explanation 

Backup completed ... Unable to 
backup _____. 
 

The backup was completed except for the file listed in the 
error message. Check the errors folder for more information. 
 

Backup aborted.  Directory does 
not exist. 
 
 

The directory that is specified in Backup Options does not 
exist. Please verify directory and retry backup. 
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Exporting Changes 
 
The Toolkit for Adagio permits the export of pending changes to several export file formats, for 
example, Excel and CSV (Comma Separated Value, Text). 
  
From the File menu, select Export, then choose the type of export: Category, Vendor, Inventory 
Item, Invoice Item, Account Changes, Job Cost, Category or Location Changes. 
 

 
 
In the File Information folder: 

 Select from the drop down menu what File format you would like the changes to be 
exported to. For example, Excel. 

 Ensure that the File name shows the right directory where you would like the file 
saved. 

 Select from the Options whether you want the header included, or for this export to 
overwrite the existing file and if there is a separator. 

 
In the Field Selections folder: 

 Select from the list of Available fields which ones you want to be exported. 
 Click on right arrow key to move to Selected fields column 
 Modify Selected Field Properties including Name, Type, Width and Field Number. 
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 Click on Export to begin the Export process 
 Enter in the range of records you would like to export. 

 
 

 
 

 Click Export to complete the Export process. 
 The Action field will be exported as a numeric value.  (1=Change, 2=Combine, 3=Copy) 
 Unique to Job Cost is the Code Type field stored as a numerical value.   

(1=Job, 2=Archived Job, 3=Phase, 4=Category) 
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Importing Changes 
 
The Toolkit for Adagio permits the import of pending changes from several import file formats,   
for example, Excel and CSV (Comma Separated Value). 
  
From the File menu, select Import, then choose the type of import: Category, Vendor, 
Inventory Item, Invoice Item, Account, Job Cost, Category or Location Changes. 
 

 
 
In the File Information folder: 

 Select from the drop down menu what File format you would like the changes to be 
exported to. For example, Excel. 

 Ensure that the File name shows the right directory where you would like the file 
saved. 

 Select from the Options whether you want the header included, or for this export to 
overwrite the existing records, Add new records, Validate before importing, Use 
extended character set and if there is a separator. 

 
In the Import Field Selection folder: 

 Select from the list of Selected fields which ones you want to be imported. 
 Click on left arrow key to move to the Available fields column 
 Modify Selected Field Properties including Name, Type, Width, Field Number and 

Field offset. 
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In the Field Defaults folder: 

 Select from the list of Selected fields which ones you want to be imported. 
 Click on left arrow key to move to the Available fields column 
 Modify Selected Field Properties including Name, Type, Width, Field number and 

Field offset. 
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 The minimum requirement is to import from/to codes and the action.  If you omit the 
descriptions, the function will supply the current descriptions.  For Inventory items, the 
category will be read from the item, if it’s not imported. 

 The Action is stored as a numerical value.  (1=Change, 2=Combine, 3=Copy) 
 Unique to Job Cost is the Code Type field stored as a numerical value.   

(1=Job, 2=Archived Job, 3=Phase, 4=Category) 
 Click Import to begin the Import process. 
 Imported data will be validated during the import and prior to posting changes. 
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Automated Exports 
 
Posted changes can be automatically exported.  This option may be useful for third party 
applications or an additional audit trail.  Posted changes will be written to a common CSV file 
with new records appended to file.   

 
 From the Company Profile, you can select the export option, set the export file location 

and export field separator. 
 
 Use the maintenance function, Delete Exported Changes to clear the export file. 
 
 The export file layout is as follows: 

 
 
Field Description 
Post Type 
 

1=Category, 2=Vendor, 3=I/C Item, 4=A/I Item, 5=Account, 
6=Units, 7=Job, 8=Archived Job, 9=Phase, 10=Category, 
11=Currency, 12=I/C Location, 13=I/C Category, 14=P/O 
Sundry Items 

Change Type 1=Change, 2=Combine Into, 3=Copy To 
Original Code Original code 
Original Department Original G/L department, if applicable 
Original Description Original description 
Original Description 2 Original 2nd description, if applicable.  Ex: J/C Jobs 
New Code New code 
New Department G/L department, if applicable 
New Description New description 
New Description 2 New 2nd description, if applicable.  Ex:  J/C Jobs 
Category I/C item category, if applicable 
User ID User who made the change 
Change Date Post date 
Change Time Post time 
 

  


