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Introduction

Microsoft Dynamics® GP is an integrated, customizable financial management
system. Modules are available to maintain accounts, post transactions, and print
financial statements, as well as to manage data and transactions for subsidiary
ledgers. More specialized functions also are available including manufacturing,
human resources and payroll, project accounting, and management of service call
centers and depots.

This introduction is divided into the following sections:

What's in this manual

Symbols and conventions

Resources available from the Help menu
Send us your documentation comments

What's in this manual

This manual is designed to provide you with a framework for understanding and
working with the entire Microsoft Dynamics GP system.

Some features described in the documentation are optional and can be purchased
through your Microsoft Dynamics GP partner.

To view information about the release of Microsoft Dynamics GP that you're using
and which modules or features you are registered to use, choose Help >> About

Microsoft Dynamics GP.

The manual is divided into the following parts:

¢ DPart1, The basics, gives detailed information on the Microsoft Dynamics GP
interface.

e DPart2, Microsoft software integration, provides information on Microsoft
software that integrates with Microsoft Dynamics GP.

e Part3, Working with Microsoft Dynamics GP, provides information about
processing data and printing reports.

¢ DPart4, Reporting in Microsoft Dynamics GP, provides additional information
about printing reports and about the reporting options that are available with

Microsoft Dynamics GP.

Symbols and conventions

For definitions of unfamiliar terms, see the glossary in the manual or refer to the
glossary in Help.

Symbol Description

NV The light bulb symbol indicates helpful tips, shortcuts and
- — suggestions.

The warning symbol indicates situations you should be especially
A aware of when completing tasks.
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INTRODUCTION

This manual uses the following conventions to refer to sections, navigation and
other information.

Convention Description

Creating a batch Italicized type indicates the name of a section or procedure.

File >> Print or File > The (>>) or (>) symbol indicates a sequence of actions, such as

Print selecting items from a menu or toolbar, or pressing buttons in a
window. This example directs you to go to the File menu and choose
Print.

TAB or ENTER All capital letters indicate a key or a key sequence.

Resources available from the Help menu

The Microsoft Dynamics GP Help menu gives you access to user assistance
resources on your computer, as well as on the Web.

Contents

Opens the Help file for the active Microsoft Dynamics GP component, and displays
the main “contents” topic. To browse a more detailed table of contents, click the
Contents tab above the Help navigation pane. Items in the contents topic and tab
are arranged by module. If the contents for the active component includes an
“Additional Help files” topic, click the links to view separate Help files that
describe additional components.

To find information in Help by using the index or full-text search, click the
appropriate tab above the navigation pane, and type the keyword to find.

To save the link to a topic in the Help, select a topic and then select the Favorites tab.
Click Add.

Index

Opens the Help file for the active Microsoft Dynamics GP component, with the
Index tab active. To find information about a window that’s not currently displayed,
type the name of the window, and click Display.

About this window

Displays overview information about the current window. To view related topics
and descriptions of the fields, buttons, and menus for the window, choose the
appropriate link in the topic. You also can press F1 to display Help about the current
window.

Lookup

Opens a lookup window, if a window that you are viewing has a lookup window.
For example, if the Checkbook Maintenance window is open, you can choose this
item to open the Checkbooks lookup window.

Show Required Fields

Highlights fields that are required to have entries. Required fields must contain
information before you can save the record and close the window. You can change
the font color and style used to highlight required fields. On the Microsoft
Dynamics GP menu, choose User Preferences, and then choose Display.
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INTRODUCTION

Printable Manuals

Displays a list of manuals in Adobe Acrobat.pdf format, which you can print or
view.

What's New

Provides information about enhancements that were added to Microsoft Dynamics
GP since the last major release.

Microsoft Dynamics GP Online

Opens a Web page that provides links to a variety of Web-based user assistance
resources. Access to some items requires registration for a paid support plan.

Customer Feedback Options

Provides information about how you can join the Customer Experience
Improvement Program to improve the quality, reliability, and performance of
Microsoft® software and services.

Send us your documentation comments

We welcome comments regarding the usefulness of the Microsoft Dynamics GP
documentation. If you have specific suggestions or find any errors in this manual,
send your comments by e-mail to the following address: bizdoc@microsoft.com.

To send comments about specific topics from within Help, click the Documentation
Feedback link, which is located at the bottom of each Help topic.

Note: By offering any suggestions to Microsoft, you give Microsoft full permission to use
them freely.
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6

Part 1: The basics

This part of the documentation explains how to use Microsoft Dynamics GP
documentation resources, the basic activities and features in Microsoft Dynamics
GP, and how to customize the interface to your preferences.

The following information is discussed:

e Chapter 1, “Microsoft Dynamics GP documentation,” provides an overview of
documentation for Microsoft Dynamics GP.

e Chapter 2, “Using Microsoft Dynamics GP,” provides instructions for
performing basic tasks in Microsoft Dynamics GP, such as starting and quitting
Microsoft Dynamics GP, and using menus, toolbars, and shortcut keys.

e Chapter 3, “Navigation,” describes how to use the Microsoft Dynamics GP
navigation pane to access list windows and shortcuts.

¢ Chapter 4, “Lists,” describes how to use the Microsoft Dynamics GP lists to
perform actions against records.

e Chapter 5, “Business Analyzer,” describes how to use the Business Analyzer
from primary lists and list views.

e Chapter 6, “Home pages,” describes how to set up a home page to display
information that is important to your job.

¢ Chapter 7, “Microsoft Dynamics GP windows,” contains information about the
common features and functions of Microsoft Dynamics GP windows.

e Chapter 8, “User preferences,” explains how to customize the Microsoft
Dynamics GP interface according to your preferences.

e Chapter 9, “Shortcut navigation,” describes how to use Microsoft Dynamics GP
shortcuts to quickly access windows, applications, and other resources you
frequently use.

e Chapter 10, “Keyboard shortcuts,” describes how use keyboard shortcuts in
Microsoft Dynamics GP.
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Chapter 1:

Microsoft Dynamics GP
documentation

Microsoft Dynamics GP documentation provides a convenient way for you to find a
variety of useful information, such as steps to help you complete an accounting
procedure, details about an individual window, and solutions to resolving an error
message.

If you have comments or questions about Microsoft Dynamics GP documentation, send an
e-mail to bizdoc@microsoft.com.

This information is divided into the following sections:

*  System documentation

*  Printable manuals

*  Using printable manuals

*  Finding specific information

o Copying sections of text to modify

e Using help

System documentation

The System User’s Guide contains information to help you customize Microsoft
Dynamics GP for the way you work. Troubleshooting information also is included.

Use the following resources to install and set up Microsoft Dynamics GP:

Installation Instructions manual Contains directions for installing Microsoft
Dynamics GP, creating your account framework, and creating your first company.

System Setup instructions Contains detailed instructions for setting up your
Microsoft Dynamics GP companies, taxes, security settings, and user records
(Help >> Contents >> select Setting Up the System).

System Administrator’s Guide Contains directions on customizing,
maintaining, and monitoring the Microsoft Dynamics GP system
(Help >> Contents >> select System Administration).

For more information about using additional Microsoft Dynamics GP modules,
refer to the specific module’s documentation.

Printable manuals

If installed, you can view all of the Microsoft Dynamics GP manuals in Adobe
Acrobat Portable Document Format (PDF). To do so, on your start menu select All
Programs >> Microsoft Dynamics >> GP >> Documentation >> Manuals.

To view and print manuals, you must have Adobe Reader software installed on
your computer. Adobe Reader is available for free download from the Adobe
Systems Web site, www.adobe.com.

You can print sections of manuals that pertain to your work or print copies of entire
manuals. To print, choose File >> Print and enter the beginning and ending pages to
print, or mark the All option to print the whole manual.
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All manuals also are available on the installation media. You can install them on a
server or client computer for easy access.

Using printable manuals

Acrobat Reader contains several ways for you to navigate through a manual. You
can use links or bookmarks, or search for specific information.

Using links Links appear as green, underlined text for Microsoft Dynamics GP
documentation. When you move the pointer over a link, the link pointer—shaped
like a pointing finger—appears. Click a link to move to that section or page.

When you click a link, the page you jump to will be shown in the view you
currently have selected. For example, if you have the Fit Width view selected from
the View menu, when you click a link, the new page will be displayed in Fit Width
view.

Using bookmarks You also can use bookmarks to quickly move through a

document by selecting a specific part, chapter or section. If you don’t have
bookmarks showing, choose Window >> Show Bookmarks.

Finding specific information
Use Acrobat’s built-in Find feature to locate specific text.

To find specific information:
1. In Adobe Reader, choose Edit >> Find.

2. Type the text you want to search for.

3. Choose Find. To search for the next instance, press CTRL+G.

Copying sections of text to modify
You can’t make changes to the manual files. However, you can copy text and paste it
into a word processing document; then make changes and print it. By doing so, you

can quickly create your own checklists and routines that are tailored for your
business.

To copy sections of text to modify:
1. From the Adobe Reader toolbar, choose the Text Select tool button.

2. Select the text to copy using one of the following methods:
* Highlight the text to copy with your mouse.

¢ Choose Microsoft Dynamics GP menu >> Edit >> Select All to select all the
text in a document.

3. Choose Microsoft Dynamics GP menu >> Edit >> Copy.
Using help

To access help, choose Help >> About This Window or press F1. A window will
appear with a list of help topics related to the Microsoft Dynamics GP window
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CHAPTER 1 MICROSOFT DYNAMICS GP DOCUMENTATION

you're working in. Use the Feedback button, located in each help window, to send
feedback on a specific help topic.

Three basic types of documentation are available in each Microsoft Dynamics GP
Help window: Overview, Fields, and Buttons. Some windows also include menu
information. Each of these types appears on a link within the main Help window.
You can click on a link to display overview, field, button or menu help.

E? Microsoft Dynamics GP Help

F B O+ L o« &

Show  Locate Prewious  Mest Back Home: Frint  Optiong

Bank Maintenance window

Links ——« averview } Fields » Buttons

Microsoft Dynamics GP menu >> Tools == Setup
== Company > Bank

Use the Bank Maintenance window to enter the address,
phone number, transit number and bank branch information
for the financial institutions with which your company does
business.

Related item:
e Setting up a bank record

Feedback

Iink ~— | Documentation Feedback

Overview link Displays general information about the window you've selected.

In addition, this link typically includes a list of procedures that can be completed
using the window.

When you choose a procedure from the list on the Overview tab, a window that
provides specific procedural help for that topic opens. You'll see the window used,
tasks that must be completed before beginning, and the steps to complete the task.
Fields link Displays detailed information for each field in the window.

Buttons link Displays detailed information for each button in the window.

Menus link Displays detailed information for each menu and each menu item
that can appear for the window. Not all windows will have the Menus link.

For information about alert messages, use the Search tab. Only messages that may
require more information are documented.

SYSTEM USER’'S GUIDE
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Chapter 2:

Using Microsoft Dynamics GP

Microsoft Dynamics GP has a standard interface to provide a consistent look and
feel. You can use the mouse, the keyboard arrows, or the keyboard shortcut keys to
move around in Microsoft Dynamics GP.

This information provides instructions for performing basic tasks in Microsoft
Dynamics GP. It is divided into the following sections:

*  System integration
o Logging in to and quitting Microsoft Dynamics GP
e The Microsoft Dynamics GP application window

System integration

Microsoft Dynamics GP is a comprehensive accounting and business management
system composed of solutions that focus on meeting specific business needs and
integrate with System Manager. The solutions are organized into groups of
solutions that have similar purposes. Receivables Management and Invoicing
solutions are grouped together in the Sales series, since both are used to maintain
and update customer records. All solutions are posted to a core solution; for
example, Receivables Management, which then are posted to General Ledger.

Some Microsoft Dynamics GP solutions integrate with one another when they’re
installed. In an integrated system, information entered in one solution is shared
with all the other solutions. Benefits of integration include faster data entry, fewer
opportunities for errors, and more powerful, in-depth reporting. Lookup windows
for accounts, customers, and other master records are available throughout
Microsoft Dynamics GP, regardless of where you first entered the records; if the
record you want hasn’t been created yet, you can add it, then continue entering
transactions using the new record. For information about the function of a specific
module, refer to the documentation for that solution.

Contact your Microsoft Dynamics GP reseller for information about other tools and
software available to customize your system.
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PART 1 THE BASICS

Logging in to and quitting Microsoft Dynamics GP

If you have trouble starting Microsoft Dynamics GP, contact your network
administrator.

To log in to Microsoft Dynamics GP:

1. From the Start Menu, choose All Programs >> Microsoft Dynamics >> GP 2010
>> GP.

Welcome to Microsoft Dynamics GP

amics'GP 2010

Server. Dynamics GP 2010 A4
User 1D 3

Password:

@ Vession: 11007125

2. Enter your user ID and password.
o~ Passwords are case-sensitive; be sure to use the correct capitalization.

3. Mark the Remember user and password option to automatically log in to
Microsoft Dynamics GP the next time you start Microsoft Dynamics GP.

This option is available if the Enable Remember User field is marked in the

System Preferences window (Microsoft Dynamics GP menu >> Tools >> Setup
>> System >> System Preferences).

~~- If the password is changed for this user ID, the Welcome to Microsoft Dynamics GP
T\ window will appear for you to mark this option again.

4. Choose OK.

The Company Login window appears.

Company Login

amics'GP 2010

[[] Remember this company
Server GPUAY
User ID SiM

Current Users 2
Users Allowed 10

@ ChangeUser. | [0k ] [ Cenedl |

5. Select a company.
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CHAPTER 2 USING MICROSOFT DYNAMICS GP

6. Mark the Remember this company option to automatically log in to the
company the next time you start Microsoft Dynamics GP. You should mark this
option for the company you work with the most often.

7. Choose OK.

8. If prompted, select an industry and role that is closest to your job description.
For more information, see Selecting your home page role on page 37.

S~ To switch to a different company or to log in as a different user while you are working in
Microsoft Dynamics GP, on the Microsoft Dynamics GP menu, choose User and
Company.

To quit Microsoft Dynamics GP:

1. Save your work in the window you are working in.

2. Choose Microsoft Dynamics GP menu >> Exit.

The Microsoft Dynamics GP application window

The Microsoft Dynamics GP application window has been designed to fit the needs
of many different types of users. The application window is divided into several
functionality areas.

Address bar Toolbars Search box

Al Microsoft Dynamics GP Layout and

Mlc.rosoft Help menus
Dynamics GP - BN - EEE- BE- WA Lk B S
menu
. Content pane

Navigation
pane

W

‘W

AW aEhT
——— Status bar

Address bar The address bar displays the location of the current page within the
navigation hierarchy of the application.

Microsoft Dynamics GP menu The Microsoft Dynamics GP menu provides
access to administrative tasks, user and company information, the User Date
window, and user preferences.

Toolbars You can use toolbars to navigate within Microsoft Dynamics GP.
Toolbars can be displayed above the content pane and below the address bar. Refer

to Toolbars on page 17 for more information.

Layout menu Use the layout menu to hide or show the navigation pane, add or
remove toolbars from the Microsoft Dynamics GP application window, or open the
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Customize Home Page window where you can modify the contents of your home
page.

Help menu The Help menu allows you to access the Microsoft Dynamics GP
extensive online documentation system. You also can choose the Show Required
Fields option to display required fields in bold text or a different font from the other
fields in the window.

Navigation pane Use the navigation pane to select which list or page is
displayed in the content pane. Refer to Overview of the navigation pane on page 15 for
more information.

Content pane The content pane can contain area pages, lists, or your home
page.

Status bar The status bar displays the user, date, and the company that you are
logged in to.

Search box The search box is displayed only if the administrator has set up
Microsoft Dynamics GP to use Microsoft Office SharePoint® Server 2007 search
functionality. For more information, see Microsoft Dynamics GP search overview on
page 20.
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Navigation

Use the navigation pane to move within Microsoft Dynamics GP windows. You can
customize the navigation pane to best suit your needs.

Information about using the navigation pane is organized into the following
sections.

e Qverview of the navigation pane

o Customizing the navigation pane

e Areapages

e Toolbars

o Customizing toolbars

*  Microsoft Dynamics GP search overview

Overview of the navigation pane

You can use the navigation pane to move within Microsoft Dynamics GP without
using a toolbar.

Home Sales
{agyHome: [7]5ales
& glUser Preferen == Customers
- - Shortcuts

a __Shurtcuts
] Customers...

4 || Report Short Il Sales Transactions

Lists

(54 Al Reports eceivables Transactions

F ‘ My Reparts ales Order Transactions

:~ Custorn Re bvanced Distribution Tran

Iyl SmartList F... otes Expiring This Week

Skartup ip Complete Orders
4 ) User Classes ansactions Mot Submitted
81 MOMN-PA LIS

2l PA LISER

ansactions Pending Appr..
reioicing Transactions
eceivables Batches

eport List

Microsoft Dynamics GP Reports

22| SmartList Favorites

[ Financial —
% ] Financial

,;.J, Sales

4L Purchasing
=

) sales

Navigation pane buttons

| Purchasing

L T

The navigation pane consists of the following items:

Shortcuts Choose the Home button to display your shortcuts in the navigation
pane. For more information, see Chapter 9, “Shortcut navigation.”

Lists Choose a navigation pane button that corresponds to a series to display the
lists that are available for that series in the navigation pane. When you click on the
name of a list in the navigation pane, that list will be displayed in the content pane.
For more information, refer to Chapter 4, “Lists.”

Navigation pane buttons Choose a navigation pane button that corresponds
to a series to display the lists that are associated with that series in the navigation
pane and to display the area page that is associated with that series in the content
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pane. Choose the Home button to display your shortcuts in the navigation pane,
and to display your home page in the content pane.

The following table lists the series buttons that are available in the navigation pane
and the lists associated with them. The buttons and lists you see depend on which
modules are marked in the Registration window.

Navigation pane Lists
buttons
Financial Accounts, Account Transactions, Checkbooks, General Ledger

Batches, Report List, Microsoft Dynamics GP Reports, Excel
Reports, Reporting Services Reports, SmartList Favorites, Other
Reports, and Assets

Sales Customers, Prospects, Salespeople, All Sales Transactions,
Receivables Transactions, Sales Order Transactions, Invoicing
Transactions, Receivables Batches, Report List, Microsoft
Dynamics GP Reports, Excel Reports, Reporting Services Reports,
SmartList Favorites, and Other Reports

Purchasing Vendors, All Purchasing Transactions, Payables Transactions,
Purchase Order Transactions, Payables Batches, Report List,
Microsoft Dynamics GP Reports, Excel Reports, Reporting Services
Reports, SmartList Favorites, and Other Reports

Administration All Reports List, My Reports List, Microsoft Dynamics GP Reports,
Excel Reports, Reporting Services Reports, SmartList Favorites,
and Other Reports

Inventory Items, Bill of Materials, ltem Transactions, Report List, Microsoft
Dynamics GP Reports, Excel Reports, Reporting Services Reports,
SmartList Favorites, Other Reports, and In-Transit Transfers

HR & Payroll Employees, Applicants, Attendance Transactions, Report List,
Microsoft Dynamics GP Reports, Excel Reports, Reporting Services
Reports, SmartList Favorites, and Other Reports

Manufacturing Bills of Materials, Picking Documents, Job Costing, Routings,
Manufacturing Orders, Core Reports, Management Reports,
Planning Reports, Production Reports, All Manufacturing Reports,
Microsoft Dynamics GP Reports, Excel Reports, Reporting Services
Reports, SmartList Favorites, and Other Reports

Project Projects, Timesheet Transactions, Billing Transactions, PA
purchase order transactions, Report List, Microsoft Dynamics GP
Reports, Excel Reports, Reporting Services Reports, SmartList
Favorites, and Other Reports

Field Service Service Call Transactions, Contract Transactions, RMA
Transactions, RTV Transactions, Depot Transactions, In-Transit
Transfers, Equipment, Report List, Microsoft Dynamics GP Reports,
Excel Reports, Reporting Services Reports, SmartList Favorites,
and Other Reports

Customizing the navigation pane

The navigation pane is customizable on a per-user basis. You can customize the
navigation pane in the following ways:

Hide the navigation pane From the layout menu, select Navigation Pane to
hide or show the navigation pane.

Resize the navigation pane Drag the right border of the pane left or right until
the pane is the size you want.

Display more series buttons Choose the chevron in the bottom right corner of
the navigation pane, and then choose Show More Buttons.
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Display fewer series buttons Choose the chevron in the bottom right corner
of the navigation pane, and then choose Show Fewer Buttons.

Display a set number of series buttons Drag the top border of the series
button pane up or down to display more or fewer buttons.

Change the order of series buttons Choose the chevron in the bottom right
corner of the navigation pane, and then choose Navigation Pane Options to open
the Navigation Pane Options window.

Navigation Pane Options

Display buttons in this order

Financial
Sales

Purchasing
Shortcuts

Inventory

HR. & Paryrall

Manufacturing

Praject Accounting

Area pages

Area pages list the windows used to complete tasks for an area of functionality in
Microsoft Dynamics GP. For example, the Sales area page provides access to
windows used to maintain customer records, enter sales transactions, enter orders,
move quotes to orders, post sales batches, assess finance charges, print customer
statements and more. An area page is similar to a site map for a Web page with this
exception—area pages display windows for the selected functional area, not for the
entire product. You can use the menus on the toolbar as an alternate way to access
the same windows.

~y~- The list of windows that appears in an area page depends on the modules that have been
marked in the Registration window.

Each area page groups the links to common windows and reports into categories
that you can expand or collapse. To hide or show the windows listed in any of the
categories in an area page, click the hide or show buttons on right side of each
category title bar.

To work with an area page, from the navigation pane, choose a the button for a
functional area, then select a window to open from the area page.

Toolbars

The Microsoft Dynamics GP toolbars contain specific tasks that you can complete
for selected categories, such as transactions or cards, and are customizable on a per-
user basis. Use toolbars to navigate quickly in Microsoft Dynamics GP. Predefined
toolbars are available for you to use. By default, only the Main toolbar is available.

From the Layout menu, choose Toolbars and select the toolbar to display in
Microsoft Dynamics GP. You also can right-click in the toolbar area to hide or
display toolbars. More toolbars are available only if you install and register
additional series. For example, the Human Resources & Payroll toolbar will be
available only if you have installed Human Resources.
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The following table lists additional toolbars that are available.

Toolbars

Windows, Commands, or Menus

Main

Transactions menu
Inquiry menu
Reports menu
Cards menu

Financial

General Transaction Entry
Quick Journal Entry
Detail Inquiry

Financial Series Posting

Sales

Sales Transaction Entry
Receivables Transaction Entry
Receivables Batch Entry

Cash Receipts Entry

Sales Series Posting

Purchasing

Purchase Order Entry
Receivings Transaction Entry
Enter/Match Invoices
Payables Transaction Entry
Payables Series Posting

Inventory

Item Transfer Entry

Item Transaction Entry
Item Maintenance
Inventory Series Posting

Human Resources & Payroll

Employee Maintenance
Applicant

Payroll Transaction Entry
Attendance Transaction Entry
Benefit Deduction Summary
Employee Pay Code Maintenance

Manufacturing

Manufacturing Order Entry

Manufacturing Component Transaction Entry
Manufacturing Order Receipt Entry
Manufacturing Order Close

Quick MQO’s

Project

Project Maintenance

Timesheet Entry

Employee Expense Entry

PA Purchase Order Entry

PA Receivings Transaction Entry
Billing Entry

Standard

SmartList
Task List
Reminders

Custom

Add custom commands as needed.

Customizing toolbars

Use the Toolbar Customization window to customize the toolbars available to you.
You can add commands to toolbars, as well as customize the appearance of
commands. You also can remove commands from a toolbar.
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To customize a toolbar:

1.  Open the Toolbar Customization window
(Layout menu >> Toolbars >> Customize)

2. Select a toolbar to add a window or command to.

3. Choose Add to open the Add Command window.

4. Choose a menu from the menu groups listed.

5. In the Categories/Commands pane, expand a category to display the windows
and commands in it, select a category or a command from the list.

6. Choose OK.

The following table contains other actions you can complete to customize toolbars.
After you have finished customizing toolbars, choose OK to save your changes and

close the window.

Action

Procedure

Reset Toolbar

Select a toolbar to reset from the drop-down list. Choose Reset
Toolbar to change the selected toolbar back to the default
settings.

Delete a command

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Delete to remove that command
from the selected toolbar.

Change the order of
commands on a toolbar

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Move Up or Move Down to move
the selected command to another position on the toolbar.

Rename a command

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Modify Selection >> Name to
open the Change Name window. Enter a new name for the
command and choose OK to save your changes and close the
window.

If you are renaming a command to have an ampersand (&) or a
pound (#) symbol in it, you must first enter a backward slash (\)

before the symbol. Without the “\” a pound sign will appear as

ellipses (...). The “&" will make the first letter of the word that is
entered after it underlined in the menus.

Change a command icon

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Modify Selection >> Change
Button Image to open the Change Icon window. Select a new
icon and choose OK to save your changes and close the window.

Only show name of
command on the toolbar

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Modify Selection >> Text Only.

Only show icon of command
on the toolbar

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Modify Selection >> Image only.

Show name and icon of a
command on the toolbar

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Modify Selection >> Image and
Text.

Use the default style to show
a command on the toolbar

Choose a toolbar from the drop-down list. Select a command in
the controls pane, then choose Modify Selection >> Default
Style.

Divide a toolbar for easier
viewing (insert a divider line)

Choose a toolbar from the drop-down list. Select the command
that the divider line will come before from the contents pane.
Choose Modify Selection >> Insert Divider Line.
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Microsoft Dynamics GP search overview

If the Microsoft Dynamics GP search feature has been enabled by an administrator,
you can search for data in Office SharePoint Server 2007 from within the Microsoft
Dynamics GP application window.

If you have Business Portal installed and the Microsoft Dynamics GP search feature
has been enabled by an administrator, you can search for Microsoft Dynamics GP
data as well as Office SharePoint Server 2007 data from within the Microsoft
Dynamics GP application window.

To search for data, enter a keyword into the Search field in the Microsoft Dynamics

GP application window and press ENTER. Search results are displayed in a separate
Web browser window.
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Use lists to perform actions against one or multiple records. Lists are displayed in
the content pane of the Microsoft Dynamics GP application window.

This information is divided into the following sections:

e [ ist overview

e Displaying a list

* Filtering a list

o Creating a list view

¢ Customizing a list view

e List personalizations

*  Exporting list results to Microsoft Excel®

List overview

Lists can help you reduce the amount of time that it takes to complete some of your
daily tasks within Microsoft Dynamics GP. Lists allow you to view a list of similar
records, select one or more records and then perform actions against all of the
records that you selected at the same time. For example, in the customers list, you
can select multiple customer records and then apply or remove a hold from all of
the customers that you selected. There are two types of lists—primary lists and list
views.

You can personalize a primary list but you cannot customize a primary list. A list
view shows a subset of items in a primary list and can be customized to display
only the information that you want to display. You must have security access to the
primary list that a list view is based on in order to view that list view.

You can search for a specific record in a list by entering a search term in the Look
For field.

For more information, see Customizing a list view on page 24 or List personalizations
on page 26.
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Action pane

The following areas that make up a list except for Business Analyzer. The
illustration below shows the list without Business Analyzer. For more information
about Business Analyzer, see Chapter 5, “Business Analyzer.”

Edit Journal

Entry

Moy

Filter area = = —
~| Account Transactions - | Hide Options ()
Show results
% AddFiler ~  Message bar
[ Date Entry Number Account Description Debit Amount — Credit Amount ad
]
- - :
O m— [ L List area
]
O v
1 of 1790 1acords selected
Journal Entry 1366
Transaction Type : Audit Trail Code : Reference :
Source Document :
Account Number Account Description Debit Amount Credit Amount
Information
pane

Action pane

The action pane is divided into groups that contain action buttons Each action
button can be used to add new records to the list or to perform actions against the
records you have selected in the list, and to open windows to display more
information about a record.

An overflow menu, which will appear to the right of a group, contains the action
buttons that aren’t displayed in the group. If you shorten an action pane, action
buttons will move into the overflow menu. Secondary action buttons will move into
the overflow menu before the primary action buttons. You can specify the priority
of an action button in the Action Pane Details window. See Customizing a list view on
page 24 for more information.

L=

Transactions~

Reports | Go To

Standard Purchase Order

i

EENEL.

1| Purchase Transactions Drop-Ship Purchase Order
Blarket Purchase Order

Drop-ship Blanket Purchase Order

7 Purchase Returns Transactions »

The action buttons that are displayed on the action pane depend on which list is
displayed, your personal settings for the list, and the security access that you have.

Filter area
You can use filters to display only the records in a list that meet conditions that you
specify.

See Filtering a list on page 23, for more information.

You only can save filters that you created for a list view if you have been granted “write”
access to that list view. See Customizing a list view on page 24 for more information.
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Message bar

The message bar is displayed above the list area after an action has been performed
against a record in the list. The message bar displays information about the failure
or success of actions that you perform against records in a list.

Double-click the message bar to open the Message Bar Details window, where you
can view specific details about each action that was attempted or performed.

List area

The list area is where the records that make up a list are displayed. You can sort
records by any of the columns that are displayed.

You also can drag and drop the columns that are displayed in a list to reorder them.
For more information, see List personalizations on page 26.

Information pane

The information pane displays information that is related to the record that you
selected. The type of information that is displayed depends on the type of record
that you selected. If you have multiple records selected in a list, the information for
the last record that you selected will be displayed in the information pane.

Displaying a list

Lists are displayed in the content pane of the Microsoft Dynamics GP application
window.

To display a list:
1. In the Microsoft Dynamics GP application window, select a series button from
the navigation pane to display the lists available for that series.

2. Choose the list to display.

Filtering a list

You can use filters to display only the records in a list that meet conditions that you
specify.

Filters that you add to a primary list will not be saved; however, you can save the
primary list with your added filters as a new list view. For more information, see
Creating a list view on page 24.

You must have read /write access to a list view to save any filters that you add to a
list view.

To filter a list:

1. Display the list that you want to add a filter to. See Displaying a list on page 23
for more information.

2. If the filter options area is not displayed, choose Show >> Filter Options from
the list title drop-down menu.

3. In the filter options area, specify the filter criteria.
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4. Choose Add filter to add another filter to your list view. Each time you choose
Add filter, you will need to enter more filter criteria.

5. After you've finished adding filters, choose Save from the list title drop-down
menu.

Creating a list view

A list view shows a subset of records in a primary list and can be customized to
display only the information that you want to display.

You can create new list views from a primary list or from another list view. You are
automatically the owner of any list view that you create. After you create a list view,
you can customize it.

You must have security access to the List View Customization window in order to create a
list view.

To create a list view:
1. Display the primary list or the existing list view that you want to use as the

basis for your new list view. See Displaying a list on page 23 for more
information.
2. From the list title drop-down menu, choose Save As.

3. Enter a unique name for the list view and choose Save.

4. Now you can customize your list view. See Customizing a list view on page 24 for
more information.

Customizing a list view

If you are an owner of a list view, or have read /write access to a list view, you can
customize the way that information is displayed in a list view so that all users who
have access to the list view will see the changes.

You cannot customize a primary list, only a list view.

To customize a list view:

1. Display the list to be customized. For more information see Displaying a list on
page 23.

24 SYSTEM USER’'S GUIDE



CHAPTER 4 LISTS

2. From the list title drop-down menu, choose Customize to open the List View
Customization window.

List View Customization

Madify the content, lapout and sharing settings for this view.

Wiew Mame: Customers Example

Wisible In:

tark Content to Display
Show the filker options.
Show the action pare.
Show the information pane.
Show Business Analyzer.

Muodify List View
Columns
Action Pane

Sharing

MEM®M®

Report Settings

@ Freview | [ Save | [ Cancel |

3. Specify the companies to which the list should be visible.

4. Mark the content of the list view that should be displayed by default. If you
choose to not show the action pane, the action pane will be replaced by a menu
that contains the same actions.

5. Choose the Columns expansion button to open the Columns Details window,
where you can specify which columns should be displayed in the list view.

6. Choose the Action Pane expansion button to open the Action Pane Details
window, where you can add or remove actions and groups, or specify the
priority of a action or group in the action pane.

7. Choose the Sharing expansion button to open the Sharing Details window,
where you can specify the users or roles that can access the list view.

8. Choose the Report Settings expansion button to open the Report Settings
window, where you can select the SQL Server Reporting Services reports to
display in Business Analyzer for the list view. For more information, see
Selecting report settings for Business Analyzer on page 29.

9. If you want to preview your changes, choose Preview. Otherwise, choose Save
to save your changes.

If you choose to preview the list view, the List View Customization window will
close and you can see the changes that you made to the list view. If you navigate
away from the previewed list view, a dialog box will be displayed where you
can choose to save or discard your changes.

If you want to make more changes after you preview the list view, repeat steps
2-8.
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List personalizations

Some changes that you can make to a primary list or a list view are visible only for
you and will not be visible to others who have access to that list. These changes are
called personalizations. You can personalize each list separately and your changes

will be remembered the next time you log in to Microsoft Dynamics GP.

You can make the following personalizations to a list.

Columns You can drag and drop columns to put them in the order that you want
them. You also can resize the width of the columns to be the size that you want.

Sort order You can sort a list by clicking on any one of the column headings that
are displayed in the list.

Information pane You can choose to hide or show the information pane by
choosing Show >> Information Pane from the list title drop-down menu. You also
can resize the information pane vertically by dragging the top border up or down.

Filter options You can hide or show the filter options area by choosing Show >>
Filter Options from the list title drop-down menu.

Action pane You can hide an action pane by choosing Show >> action pane from
the list title drop-down menu.

If you hide an action pane, a menu will be displayed instead of the action pane. The
same actions that were displayed on the action pane will appear in the menu. To
hide the menu and show the action pane again, select the list title drop-down menu
and choose Show >> action pane.

Exporting list results to Microsoft Excel®

You can export lists results to Microsoft Excel if you have Microsoft Excel installed
on your computer.

To export list results to Microsoft Excel:

1. Display the list with the results that you want to export. For more information
see Displaying a list on page 23.

2. Choose the Go To button and then choose Send to Excel from the drop-down
menu. An Excel workbook that contains the list results is displayed.
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Business Analyzer

You can use Business Analyzer to help you make business decisions by viewing
Microsoft Dynamics GP reports from primary lists and list views. You can take
actions on the reports and share report information with others.

The following information is discussed.

*  Business Analyzer overview

*  Business Analyzer actions for reports

®  Selecting user settings for Business Analyzer

o Selecting report settings for Business Analyzer
*  Assigning reports to contacts

*  Displaying a list with Business Analyzer

*  Displaying reports in Business Analyzer

*  Reloading reports in Business Analyzer

Business Analyzer overview

‘“DDDDDDDDDDDDDDDDDDDDEH\

You can use Business Analyzer to select and view SQL Server Reporting Services
reports in Microsoft Dynamics GP from primary lists and list views. Business
Analyzer is automatically displayed with a list. To view reports, you must have
security access to the Microsoft SQL Server Reporting Services reports in Report
Manager or Microsoft SharePoint.

You can perform actions for reports in Business Analyzer, such as editing the report
in Report Builder or copying a report image. You also can assign contacts in
Microsoft Office Communicator 2007 R2 or Microsoft Lync™ 2010 to reports so you
can share report data with people that you commonly work with.

The following areas make up Business Analyzer.

Report actions

Top 5 Customers by YTD Sales

Primary report
area

________ Secondary

5 Jllll i» ———— report area

Report slide show

Primary report area

Displays the main report or reports for you to view. A main report is typically a
single report. You can have more than one report displayed in the area. The report
actions are available for each report within the primary report area.
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Secondary report area

Displays the secondary report or reports for you to view. Secondary reports are
typically multiple reports. You may have more than one report displayed in the
area. You can click a report in the secondary report area to display the report in the
primary report area.

Report actions

Use report actions that are available for each report within the primary report area.
When you place the cursor over a report, the action buttons are displayed. For more
information about the report actions, see Business Analyzer actions for reports on
page 28.

Report slide show

View the previous or next report in the secondary report area. You also can start or
pause a slide show of your reports. How often the reports change when viewing a
slide show depends on your selection in the User Information pane in the Microsoft
Dynamics GP Business Analyzer Configuration window.

Business Analyzer actions for reports

The following actions are available for each report within the primary report area.
When you place the cursor over a report, the action buttons are displayed.

Icon Name Description
= Show Report Information Opens a window that displays the name of the company, the date and time the report
was generated, and the location of the report. You can click the report information
window to keep the window open.

Note: If you were assigned to only the browser role in Report Manager, the company
name is not displayed.

View Report Opens the report in Report Viewer or in Microsoft SharePoint, depending on how the
E ) report server was set up. By viewing the report, you can generate the report using
J}\—-' various parameters. For example, if chart you are viewing is using columns to display
information, you can change the chart type and generate the report with lines.

Edit Report Opens Microsoft SQL Server Report Builder, where you can modify a report.

|_Lm.l Before you can modify a report, you must have access to modify the report.

Copy Report Image Copies an image of a report to the clipboard so you can share the report by pasting the
report in an email or another application. To copy a report to Communicator or Lync, you
must save the report image to a file, and then copy the file into a conversation.

Change Date Allows you to generate the report using a different date; based on different date tokens.
'-" You also can enter a custom date.

Start Communication Allows you to share report data with people you commonly work with.

—‘J—J Add Contact to Report Opens the Microsoft Dynamics GP Business Intelligence
Configuration window, where you can assign contacts in Lync or Office Communicator to
reports. You also can remove contacts.

Select Other Contact Opens the Send an Instant Message window, where you can
select a contact. Click OK to start a conversation with the contact.
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Selecting user settings for Business Analyzer

The User Settings window allows you to define your user settings for reports
displayed in Business Analyzer. You can change your role, select how often reports
should change when viewing a slide show, and select the size of the reports

displayed in Business Analyzer.

To select user settings for Business Analyzer:

1.

Display the primary list or the existing list view. See Displaying a list on page 23.

2. From the list title drop-down menu, choose Business Analyzer Settings to open

the User Settings window.

Fle Edt Toos Help

User role

Current Role: Accounting Manager

User preferences

How often should reparts change when viewing a slide show?

“wihat is the default rsport size when displayed in dashboard mode?

B User, Settings EHE'@

sa Fabrikam, Inc. 4/12/2017

Every 30 seconds

T80 [w] £ 120 [h] pixels

View your current role. To change your role, choose Edit to open the Select

Each time you change your home page role, any customizations that you have made to
the Metrics, Quick Links, or Microsoft Office Outlook areas on your home page are

3.
Home Page window.
removed.

4.

5.

6.

Select how often reports should change when viewing a slide show.
Select the default size that reports should be displayed in dashboard mode.

Choose OK to save you changes and close the window.

Selecting report settings for Business Analyzer

~

(S

?

-

You can use the Report Settings window to select which reports to display in
Business Analyzer for the list. You can arrange the order of the reports that appear
in Business Analyzer. You also can add or remove multiple reports.

If you are an owner of a list view, or have read/write access to a list view, you can
customize the way that information is displayed in a list view so that all users who
have access to the list view will see the changes.

You cannot customize a primary list, only a list view.
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To select report settings for Business Analyzer:

1.

Display the list to be customized. For more information see Displaying a list on
page 23.

From the list title drop-down menu, choose Customize to open the List View
Customization window.

Choose the Report Settings expansion button to open the Report Settings
window.

Report Settings

Select reports to display for this view,

Available Reports Selected Reparts

[Jiaccounts Payable Days Outstanding Detal © [] Receivables aging

D Accounts Receivable Days Qubstanding Detail D Sales Per Month

[ pebt To Equity Detail [ Top Items by Sales Quantity
D GL Category Details D Top Items by Sales Amount
[ cuick Ratio Detail

D Total Sales ¥TD Transaction Detail

Default reports appear in the Reports Selected list for the role you selected in
the User Settings window.

In the Reports Available list, select the report or the reports that you want to
display in Business Analyzer and choose Insert.

You can select a report from the Reports Selected list and then complete one of
the following actions.

¢ Choose Move Up or Move Down to rearrange the order that the reports are
displayed in Business Analyzer.

* Choose Remove to remove the report that you selected from the Reports
Selected list. You can select to remove multiple reports.

* Choose Edit to open the Microsoft SQL Server Report Builder window,
where you can edit the selected report. You must be using Report Builder
2.0 or Report Builder 3.0 to modify SQL Server reporting services reports
and metrics.

Choose OK to save you changes and close the window.
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Assigning reports to contacts

Use the Microsoft Dynamics GP Business Intelligence Configuration window to
assign contacts in Microsoft Lync 2010 or Office Communicator 2007 to reports.

To assign contacts to reports:

1.

7.

Open the Microsoft Dynamics GP Business Intelligence Configuration window.
From a report in the primary area, choose Start Communication, and then
choose Add Contact to Report.

dli Microsoft Dynamics GP Business Intelligence Co — 18l x|

- “ Microsoft Dynamics Gp 2010

Manage Unified Communications/Report Assignments

View tree by: IMl(msaﬂ Dynamics GP Report j
Select a groupls): | All Groups |
Select a contact(s): I All Contacts j
Select a company: | All Companies |
Selected reports:
(=] Fabrikam, Tnc. -
[ sales
[=l Charts And KPIs
= Total Receivables per Month
=) Total Receivables per Month
El My Team
@hlyssa 5
[ @Erin kK
[ @30 Annm
[~ @ Lesiew
[~ @Bob s
[~ @saly £
Sh-oiii =
Select All Unselect All

oK Cancel

Select display information in the Selected reports list tree view by contact or by
report.

Select to display a group of contacts or all contact groups in the Selected reports
list.

Select a contact or all contacts.

The information displayed in the Selected Reports list depends on your
previous selections.

Depending on your previous selections, you can assign reports to contacts or
contacts to reports by marking the contacts or reports. You can unmark the
contact or report to unassign the report or contact.

To select all contacts or reports displayed in the list, choose Select All

Choose OK to save your changes and close the window.

Displaying a list with Business Analyzer

Business Analyzer is automatically displayed with a list. If you don’t want Business
Analyzer to display with a list, you can hide Business Analyzer.
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To display Business Analyzer with a list:

1. Display the primary list or the existing list view. See Displaying a list on page 23
for more information.

2. From the list title drop-down menu, choose Show /Hide.

Business Analyzer is automatically marked to be displayed with a list. If you
don’t want Business Analyzer to display with a list, unmark Business Analyzer.

Displaying reports in Business Analyzer

You can display reports in Business Analyzer by split mode or dashboard mode. If
you select dashboard mode, all the reports display in the primary report area. If you
select split mode, one report displays in the primary report area while the rest of the
reports display in the secondary report area.

To display reports in Business Analyzer:

1. Display the primary list or the existing list view. See Displaying a list on page 23
for more information.

2. From the list title drop-down menu, choose Business Analyzer, and then select
Display in Dashboard Mode or Display in Split Mode.

Reloading reports in Business Analyzer

You can update reports by choosing Reload All Reports from the Business Analyzer
menu. For example, if you display a transaction list and then perform several tasks,
you can choose the Reload All Reports option from the Business Analyzer menu to
update the information on the reports.

To reload reports using the Business Analyzer menu:

1. Display the primary list or the existing list view. See Displaying a list on page 23
for more information.

2. From the list title drop-down menu, choose Business Analyzer, and then select
Reload Add Reports.

You also can reload a single report, for example, after marking or unmarking
records in the list area by clicking the Reload report icon for the report.

Customers Example ~ > tids options (A)
Show resuts

4 ad

Customer ID Phane fumber

AARONFITOOD! Top 10 Customer Balances

(425)555-0101 Ext. 0000
(317 Ext. 0000 | R

100000
80000
60000
40000
20000

ADVANCEDDD! (3125550103 Ext. 0000
ADVANCEDODDZ (4165550104 Ext. 0000
ALTONMANDOD! (313)555-0105 Ext. 0000
AMERICANDDOZ (3195550107 Ext. 0000
AMERICANODOL (3145550106 Ext. 0000
ASSOCIATODOL (402)555-0108 Ext. 0000
ASTORSUIDOL (2195550109 Ext. 0000
ATMOREREDOD! (3095550110 Ext. 0000
BAKERSEMIOD! (2195550111 Ext. 0000
BERRYMEDODOL (4145550113 Ext. 0000
BLUEYONDOD! (3165550161 Ext. 0000
BOVLESCOD0! (0395550114 Ext. 0000
EREAKTHROOD! (504)S55-0115 Ext. 0000
casTLEmDOD! (6135550117 Ext. 0000
CELLULARODD! (3125550118 Ext. 0000
CENTERSUOD! (500) 5550119 Ext. 0000
CENTRALCO0D! (3125550120 Ext. 0000
CENTRALDOOD! (608) 5550121 Ext. 0000
CENTRALIODD! (309) 5550122 Ext. 0000
CoHowMNEDD! (2175550162 Ext. 0000
comamicnn (11550123 Pt oo

Balance

jDDDDDDDDDDDEDDDDDDDDE!7
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To reload a report using the Reload report icon:

1.

Display the primary list or the existing list view. See Displaying a list on page 23
for more information.

Mark or unmark records in the list area.

Click the Reload report icon for the report.
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Chapter 6:

Home pages

A home page provides you with quick access to information that you might need
throughout your work day.

Information about using a home page is divided into the following sections.

¢ Home pages overview

®  Selecting your home page role

*  Changing your home page role

o Customizing your home page

o Customizing the Metrics area on your home page

¢ Customizing the Microsoft Office Qutlook area on your home page
*  Setting up My Reports on your home page

o Customizing the My Reports area on your home page

*  Customizing the Quick Links area on your home page

*  Customizing the To Do area on your home page

Home pages overview

A home page provides easy access to information that you need for your job. From
your home page, you can see a summary of your appointments, a list of your tasks
and reminders, and the number of unread e-mail messages that you have, as well as
other information specific to your job.

The first time that you log in to Microsoft Dynamics GP, you can select a role that is
similar to your job if you are not already assigned a role, and information that might
be specific to your job will be available to you. For more information, see Selecting
your home page role on page 37.

You also can select to use a basic home page which is empty and you can customize
the layout of your home page. For more information about customizing your home
page see Customizing your home page on page 38.

You can display the following areas on your home page.

Connect

This area displays a series of slides that allow you to get self-help support, get
information, and perform training from the home page. Connect is available to all
users on the home page and is specific to each user's home page role.
CustomerSource access is based on your Business Ready Enhancement Plan. To
enable Connect, use the Customize Home Page window. For more information, see
Customizing your home page on page 38.

If you are using Internet Explorer Enhanced Security Configuration, be sure to add the
Microsoft Dynamics Online Connect Web site as a trusted site.

Metrics

This area displays graphical representations of Microsoft Dynamics GP data. For
example, the New Employees for the Past 12 Months metric will display the
number of new employees that were hired in each of the last twelve months. You
can use the Metric Details window to select which metrics to display on your home
page. For more information, see Customizing the Metrics area on your home page on
page 39.
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For the Metrics area on our home page to be available, Micros(gft Office Web Components
must be installed on your computer or Microsoft SQL Server™ 2008 Reporting Services or
Reporting Services 2008 R2 must be installed and set up to use with Microsoft Dynamics
GP.

If you are using Reporting Services 2008 or Reporting Services 2008 R2 to display
metrics, you can click the View icon to display a metric in Report Viewer or press
SHIFT and then click a data point in the metric to open a detailed report for
additional information. If you display the metric in Report Viewer, you can click a
data point in the metric to open a detailed report.If you want to view additional
data in the detailed report, you can click certain data fields to open the maintenance
or inquiry window related to that data field. You also can create your own metrics
to display in your home page.

Microsoft Office Outlook®

This area displays appointments and the number of unread e-mail messages that
you have. Use the Microsoft Office Outlook Details window to select which
information to display on your home page. For more information, see Customizing
the Microsoft Office Outlook area on your home page on page 40.

This information is available only if you have Microsoft Office Outlook installed on your
machine.

My Reports

This area displays a list of the ten reports that you use most frequently and that
have been added to your My Reports list. Use the Report List window to add
reports to your My Reports list. For more information, see Customizing the My
Reports area on your home page on page 41.

For more information about My Reports, see My Reports list on page 139.

Quick Links

This area displays links to Microsoft Dynamics GP windows, Web pages, navigation
lists and external programs that you have set up as quick links. Use the Quick Links
details window to add, modify, or delete quick links. For more information, see
Customizing the Quick Links area on your home page on page 42.

To Do

This area displays the tasks that are assigned to you, predefined reminders,
customized reminders, and Workflow notifications that you have set up. You can
select to display tasks, reminders, or tasks and reminders. For more information, see
Customizing the To Do area on your home page on page 43.

36 SYSTEM USER’'S GUIDE



CHAPTER 6 HOME PAGES

You can specify whether to view predefined reminders and customized reminders
as text or as Cues. A Cue is an icon that increases or decreases in height to indicate
the number of records in a particular reminder category.

Reminder as a text Reminder as a Cue

Reminders Reminders

Owerdue Invoices (48]
Payables Due (9]
Yendors on Hold* (1) i E 1

Overdue Invaices Payahles Due Vendars an Hald™

For more information, see Setting up predefined reminders on page 109 and Creating
customized reminders on page 110.

Selecting your home page role

The first time that you log in to Microsoft Dynamics GP, you can select to have
default information that is specific to your job displayed on your home page. When
you select a home page role that is similar to your job responsibilities, the
information that is displayed on your home page will be set up for you to use right
away. Reminders, reports, SmartList favorites, and metrics that you might use daily

will be displayed on your home page, and default settings for each of the five areas
of your home page will be applied.

Your home page role is not the same as your security role. The home page role that you select
does not effect the security access you have within Microsoft Dynamics GP.

To select your home page role:

1. In the Select Home Page window that is displayed the first time that you log in
to Microsoft Dynamics GP, select the type of industry that you work in.

Select Home Pape

= Welcome to Microsoft Dynamics GP
Chooge your industry and role, @
A home page allows vou to view information and iniiate tasks that ars specificto A

the work that yau do. Chaose an industry and a role that best describes your work,
0 that default information specific to your job wil be displayed on your home page.

Your Industry
dacation

ccounting Manager Tasks for this e might include.
‘Accounts Payable reviewing and approving paol
e b Frostvatie and bank bansactions. reviewing

and approving accounts payables,

Bookkeeper Teviewing and approving accounts

Certified Accountant receivables, processing general
Collections Manager ledger transactions, managing the
Customer Servics Rep accounting department, and

managing manth-end and year-snd

Human Resources processes,

IT Operations Manager
Payroll

Purchasing Agent
Purehasinn Mananer bt v

To learn more about a home page role, read the text that is displayed for each of
the roles, and then select a role that is closest to your job responsibilities.

Choose OK to close the window. Your home page will be displayed and will
include default information for the role that you selected.
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Changing your home page role
If your responsibilities in your company change, you can change your home page

role so that default information that is specific to your new responsibilities is
displayed on your home page.

Each time you change your home page role, any customizations that you have made to the
Metrics, Quick Links, or Microsoft Office Outlook areas on your home page are removed.

To change your home page role:

1. Display your home page.
(Choose the Home navigation pane button)

2. Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

3. Choose Change Role to open the Select Home Page window.
4. Select the type of industry that you work in.

5. To learn more about a home page role, read the text that is displayed for each of
the roles, and then select a role that is closest to your job responsibilities.

6. Choose OK to close the window. Your home page will include default
information for the role that you selected.

Customizing your home page
Use the Customize Home Page window to add content areas to your home page,
remove content areas from your home page, modify the layout of your home page,

and change your home page role.

Home page settings are saved for each user and can be modified at any time.

To customize your home page:

1. Display your home page.
(Choose the Home navigation pane button)

2. Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.
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B Customize Home Page Q@@

Fle Edt Tools Help sa Fabrikam, Inc. 4{12j2017

Customize your home page

Modify the content and layout of your home: page.

Mark content to display

TaDo Metrics
Miorasoft Dffice Outlook. [ ke Al
Cornect My Reports E]
Tuick Links

Define the page layout

Column 1 Column 2

Ta Do Connect

Quick Links My Reports

Metrics Microsoft Office Qutlook

(7] 0K H Cancel “Ehangeﬂo\e..

3. Mark the content areas to display on your home page.

4. To modify the layout of your home page, select a content area from either
Column 1 or Column 2 and use the arrow buttons, the Move Up button, or the
Move Down button to reposition it.

5. Choose OK to save your settings and close the Customize Home Page window.

Customizing the Metrics area on your home page

Use the Metrics Details window to add or remove metrics to be displayed in the
Metrics area of your home page. You also can use the Metrics Details window to
assign default metrics to the home page role for each user.

If you are using SQL Server 2008 Reporting Services or SQL Server 2008 R2
Reporting Services to display metrics, assign default metrics. If you don't assign
default metrics, no metrics will appear in the Metrics Available list.

To customize the Metrics area on your home page:

1. Display your home page.
(Choose the Home navigation pane button)

2. Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

3. Mark the Metrics option to display the Metrics area on your home page.

4. Mark Show All to display multiple metrics at the top of your home page. This
option is available if Microsoft SQL Server 2008 Reporting Services is installed
and set up to use with Microsoft Dynamics GP.

For information about setting up SQL Server 2008 Reporting Services to use
with Microsoft Dynamics GP, see the System Setup instructions (Help >>
Contents >> select Setting Up The System).

5. Choose the Metrics expansion button to open the Metrics Details window.

6. Select a metric from the Metrics available list and choose Insert to display that
metric on your home page.
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7. You can select a metric from the Metrics to display list and then complete one of
the following actions.

* Choose Move Up or Move Down to rearrange the order that the metrics are
displayed on your home page.

* Choose Remove to remove the metric that you selected from the Metrics to
display list.

¢ Choose Defaults to assign default metrics to the home page role.

* Choose Edit to open the Microsoft SQL Server Report Builder window,
where you can edit the selected report. You must be using Report Builder
2.0 or Report Builder 3.0 to modify reporting services reports and metrics.

8. Choose OK to save your settings and close the window.

Customizing the Microsoft Office Outlook area on
your home page

Use the Microsoft Office Outlook Details window to specify the information to
display in the Microsoft Office Outlook area on your home page. You can display
calendar entries, unread e-mail messages, or calendar entries and unread e-mail
messages from Microsoft Office Outlook.

To customize the Microsoft Office Outlook area on your
home page:

1. Display your home page.
(Choose the Home navigation pane button)

2. Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

3. Mark the Microsoft Office Outlook option to display the Microsoft Office
Outlook area on your home page.

4. Choose the Microsoft Office Outlook expansion button to open the Microsoft
Office Outlook Details window.

) Microsoft Office Outlook Details (=19
Microsoft Office Outlook

Chaose the Microsoft Office Outlook information to display.

dnbos summarg:
Calendar

Shaws this number of days in my calendar 2

(7] _El K. -Eance\

5. Mark the Inbox summary option to display the number of unread e-mail
messages that you have in Outlook.

6. Mark the Calendar option to display a list of your calendar entries, and select
the number of days to display calendar entries for.

7. Choose OK to save your settings and close the window.
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Setting up My Reports on your home page

Use the Add Reports window to specify how reports will be added to your My
Reports list for the first time.

To set up My Reports on your home page:

1. Display your home page.
(Choose the Home navigation pane button)

2. Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

3. Mark the My Reports option to display the My Reports area on your home
page.

4. Choose OK to save your changes and close the Customize Home Page window.

5. Click the Add reports link in the My Reports area of your home page to open
the Add Reports window.

1. Select a method for adding reports to your My Reports list.

Automatically add reports that are specific to the work that |

do Mark this option to use a default My Reports list that contains reports that
are specific to the role that you selected in the Select a Role window. For more
information, see Selecting your home page role on page 37.

\"@’,_ You also can add reports to your My Reports list at a later date.
Manually add reports Mark this option to manually add reports to your
My Reports list.
2. Choose OK.

e If you marked the Automatically add reports that are specific to the work
that I do option in step 6, reports will be displayed in the My Reports area
when you update your home page. To update your home page, choose
View >> Refresh.

e If you marked the Manually add reports option in step 6, the Report List
window is displayed. To add, remove, or rename reports on your My
Reports list see Customizing the My Reports area on your home page on
page 41.

Customizing the My Reports area on your home page

Use the Report List window to customize your My Reports list. The My Reports
area on your home page displays the names of the ten most frequently used reports
from your My Reports list. The report that you use most frequently will be the first
report listed in the My Reports area. You also can add, remove, or rename reports on
your My Reports list.
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To customize the My Reports area on your home page

1.

Display your home page.
(Choose the Home navigation pane button)

Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

Mark the My Reports option to display the My Reports area on your home
page.

Choose OK to save changes and close the Customize Home Page window.

In the navigation pane, expand the Report Shortcuts item and choose My
Reports to display the My Reports list.

Use the buttons in the action pane to add, rename, or delete reports in your My
Reports list. See Chapter 4, “Lists,” for more information about using lists.

Customizing the Quick Links area on your home page

Use the Quick Links Details window to add, modify, or delete quick links in the
Quick Links area on your home page. You can add quick links to Web pages,
external programs, navigation lists, or Microsoft Dynamics GP windows.

To customize the Quick Links area on your home page:

1.

Display your home page.
(Choose the Home navigation pane button)

Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

Mark the Quick Links option to display the Quick Links area on your home
page.

Choose the Quick Links expansion button to open the Quick Links Details
window.

| Quick Links Details =3
Quick Links
Add or remave quick links to display.
Master Posting |
surmary Inuiry
Payables Summary Inguiry
Receivables Summary Inquiry
Budget vs Actual Inquiry
Checkbook Balance Inquiry
Reconcie Bank Statements

Choose Add and select an option from the drop-down list. Then complete one
of the following actions.

Microsoft Dynamics GP window The Add Command window is
displayed. Select a window and choose OK.
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Microsoft Dynamics GP navigation list The Add List window is
displayed. Select a list and choose OK.

Web page The Add Web Page window is displayed. Enter a name for the
Web page and the Web page address and choose OK.

External program or file The Add External Program window is displayed.

Enter the name of the program or file and browse to the file name and choose
OK.

6. In the Quick Links Details window, you can select a quick link and complete
one of the following actions.

* Choose Move Up or Move Down to rearrange the order of the quick links
on your home page.

* Choose Modify to change the name of the quick link that you selected. You
cannot change the name of a quick link to a Microsoft Dynamics GP
navigation list.

* Choose Delete to delete the quick link.

7. Choose OK to save your settings and close the window.

Customizing the To Do area on your home page

Use the To Do Details window to specify the information to display in the To Do
area of your home page. You can select to display reminders, tasks, or reminders
and tasks on your home page.

To customize the To Do area on your home page:

1. Display your home page.
(Choose the Home navigation pane button)

2. Click the Customize this page link at the top of the content pane to open the
Customize Home Page window.

3. Mark the To Do option to display the To Do area on your home page.

4. Choose the To Do expansion button to open the To Do Details window.

B To Do Details E@@

Eile  Edt Tools Help 11f11/2016 Fabrikam, Inc. sa
To Do

Choose the content to display,

Reminders
Microsft Dynamics GP reminders!

()

Tasks

Miciosoft Dynamics GP tasks
Notifications

5. Mark the Microsoft Dynamics GP reminders option to display a list of
reminders on your home page.

SYSTEM USER’'S GUIDE 43



PART 1 THE BASICS

NV The types of reminders that will be displayed on your home page will depend on the
-(WD- selections you make in the Reminder Preferences window. For more information see
Setting up predefined reminders on page 109 or Creating customized reminders on

page 110.

6. Mark the Microsoft Dynamics GP tasks option to display a list of the tasks that
are assigned to you on your home page.

7. Mark the Microsoft Workflow notifications option to display a list of your
Workflow notifications.

8. Choose OK to save your settings and close the window.
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Microsoft Dynamics GP windows

To enter data and review information in Microsoft Dynamics GP, you'll use
individual windows. This information explains the common features and functions
of the Microsoft Dynamics GP windows.

This information is divided into the following sections:

Opening a window
Data entry fields
Primary windows
Task windows
Scrolling windows
Lookup windows
Advanced lookups
Note windows
Checklist windows

Opening a window

Some of the tasks that you can complete in Microsoft Dynamics GP, such as setting
up your accounts or entering transactions, are assigned to one or more windows.
From the windows, you can enter information into Microsoft Dynamics GP, process
that information, and look up information you need and print reports.

To
1.

To

open a window from a toolbar:
From the a toolbar, choose the type of task you want to do.

For example, to create a transaction, choose Transactions from the Main toolbar.
Choose a series. The corresponding menu appears.
For this example, choose Financial.

For this example, select General. The Transaction Entry window appears, where
you can enter and post transactions to the General Ledger.

In the other procedures, “>>" is used to indicate the menus that you need to choose to
open a particular window; for example, Transactions >> Financial >> General.

open a window from an area page:

From an area page, expand a content area to display the tree view that contains
the links that are available. See Area pages on page 17 for more information.

For example, to create a financial transaction, display the Financials an area
page, and expand the Transactions content area.

Expand the tree view until you find the correct link.

For this example, select the plus symbol next to Financial to display the links
available at that level.

Select the link to open a window.

For this example, select General to open the Transaction Entry window.
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Data entry fields

Data entry fields are fields in which you can make a selection or enter information.
You’ll use many different types of data entry fields throughout the Microsoft
Dynamics GP system.

Editable field Check box

B sccount Maintenance

Eile  Edit Tools Help 11/11/2016 Fabrikam, Inc. sa

I Save (& Clear | X Delete =
D/sp/ay—only field —Eeoeow———ToEEET-100000-100000[-1 0000/ > [1] Inactive
Deseription
Alias Allows Account Entry
Catsgory [
Pasting Type: Lewel of Pasting from Series: Include in Lookup:
. @ Balance Shest Sales: Detail -
Option —}—& Fuitandloss Invertory Control | Detal v
Purchasing: Detail ~
Typical Balance: Payrol: Detail
@) Debit
O Credit User-Diefined 1

User-Drefined 2
User-Defined 3
User-Defined 4

[ Summary ” Histary ][ Budpet [ Currenc,

14 4 » P |byiccount Type v iy e

Drop-down list | Multi-select

Editable field Enter information by typing it into the window. Editable fields are
displayed according to your specifications in the User Display Preferences window
(Microsoft Dynamics GP menu >> User Preferences >> Display button).

If you’ve marked the Show AutoComplete Suggestions option in the AutoComplete
Setup window ((Microsoft Dynamics GP menu >> Tools >> Setup >> User
Preferences >> AutoComplete button), previous entries that you've made for
editable fields that have a lookup button are saved.

When you begin typing information in one of these fields, possible matches are
suggested in a list, as shown in the following illustration.

Wendor D T

TIMELy'SHOOO
TRAIMINGOO0T
TREYRESEDOOT
CiMore. y

If a suggestion in the list matches your criteria for that field, select the suggestion or
press the DOWN ARROW key to select the suggestion and press ENTER To remove an
individual suggestion from the list, right-click on the entry to remove and select
Remove From List. You can select the <<More...>> option in a suggestion list to
open the lookup window related to the field. If no suggestion matches what you are
typing, continue typing.

Display-only field Shows information you've entered elsewhere. It appears as a
gray box and can’t be edited.
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Horizontal scrolling field Allows you to scroll left or right to see an entire
entry if it doesn’t fit in a field.

Options Allows you to select one option from a list. The selected option is
marked with a black dot.

Check box Allows you to select many options, depending on your particular
needs. Selected options have a check mark in the box next to them. Unavailable
options are dimmed.

Multi-select box Displays a list of options from a set of predetermined choices.
You can select multiple options from the list by holding down the SHIFT or CTRL key
and clicking on the applicable items in the list.

Drop-down list Allows you to select a single option from a list by clicking the
arrow button to the right of the field.

Primary windows

Primary windows can be opened from a list, toolbar, area page, or from another
primary window. You'll use primary windows to enter information needed to
complete specific tasks in Microsoft Dynamics GP. You'll typically work with one
record at a time.

B Transaction Entry. g@@
Fle  Edt Tooks  View 2046 Fabhkam Menu bar
Window toolbar Il Save | ¥ Delete HE| Fost Correct Copy -5
Journal Entry 10 Batch ID e
Transaction Type: Transaction Date 11A1/2006
® Standad (O Reversing
Data entry area ——}——
Source Document GJ <3
Reference
Currency ID Us FEE
Co. ID Account 4 < Dehit Credit R
Description ¥
Distribution Reference Comesp Co. [D
$0.00 $0.00 A
-
Tatal $0.00 $0.00
Difference 30,00
Status bar — i« « v | [wBacn v Status | Unposted e

Each primary window contains a menu bar that contains additional commands for
the window or record that is displayed.

Window toolbar

Within the toolbar for a primary window, you can work with the data you enter by
choosing from command buttons located on the toolbar. Other command buttons
are located on the right side of the toolbar and may vary by window.

|ﬂ Save | X Delete | %] vad Copy )
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The following are the most common buttons you’ll see in the window toolbar:
Save button Choose Save to save the information you have entered for a record.

Clear button Choose Clear to erase the information you have entered in a
window.

Delete button Choose Delete to remove a record from the Microsoft Dynamics
GP system.

Print icon button Prints a report using the information displayed in the
window. If more than one report can be printed, the button displays a menu.

Currency list button Changes the currency view so you can display
multicurrency transactions in the originating or the functional currency. The option
you choose will be saved on a per-user, per-window basis. The View >> Currency
menu items in a primary window provide the same functionality.

Data entry area

Primary windows show data entry fields, where you enter information, and
display-only fields that can’t be edited. Use the TAB key to move between fields in a
primary window.

7

For more information about data entry, see Chapter 17, “Transactions and batches.”

Lookup button Expansion button

B Transaction Entry:

Fle Edt Toos view [EOG 11/11/2016 Fabrikam, Inc.| sa
I save | ¥ Dolete 4 Post Conrect Copy - 5

Joumal Entry 163 Batch ID =

Transaction Type: Transaction Date 1111206
@& Standard (O Reversing

Source Document GJ [#]
Referience

Lunency ID us e+
Co ID Aocount £ > Dehit Credit A
Description ¥,
Distribution Reference Corresp Ca. 1D
- j0.00 $0.00 A
v
Total $0.00 $0.00
Difterence $0.00
4 4| bl| byBatchlD “ Status | Unposted Iy @
Browse buttons Help button

To view fields that you must provide entries for, choose Help >> Show Required Fields.

Lookup button The lookup button indicates that a lookup window—a list of
items already entered in the Microsoft Dynamics GP system—is available for a
particular field or window. You'll select an item from the list to enter in the window.

Expansion button The expansion button opens an window where additional
information for the field next to the button can be added, changed, or viewed.
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Browse buttons Browse buttons allow you to scan information, such as
accounts, transactions, and customer records. You can browse through records
using whatever sorting method you've selected for the window. For example, to
modify previously entered transactions, you can use the browse buttons to browse
through the journal entries for a given batch until you find the transactions you
want.

Help button The Help button opens Microsoft Dynamics GP help. For more
information see Using help on page 8.

Window notes button Window-level notes can be attached to individual
windows throughout the system. Notes can be edited and reattached, or deleted. If
several people are entering information on the same note, you may want to identify
each entry with a date and the user ID of the person entering the note. If a note is
attached, the “page” icon will appear to have lines of text in it. If no note is attached,
the “page” icon will appear to be blank.

Window notes button

| M 4 b M| byBatchiD - Status | Unposted @

Task windows

Task windows typically open from primary windows, such as transaction entry,
inquiry, or cards windows. These windows contain buttons that you can choose to
perform an action and close the task window. Within task windows or secondary
windows, you'll specify options or enter specific details about the information in a
primary window.

Task windows don’t contain a toolbar, but they do have menus as well as Note
buttons that work similarly to the same controls on primary and secondary
windows.

m Exchange Rate Entry EI@IE\

file Edt TIools Help 11/11/2016 Fabrikam, Inc. sa

Company 1D FAE Series | Financial
Company Name Fabrikam, Inc. Origin General Entry

Cureney D us Q]
Rate Type D i
Exchange Table ID O
e
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Scrolling windows

Scrolling windows always appear within another window. Use scrolling windows
to view a list of previously entered records, transactions, or accounts in the
Microsoft Dynamics GP system.

After you have entered information in the scrolling window, press CTRL + TAB to move to the
next field or button in the main window. To move to the field or button before the scrolling
window, press CTRL + SHIFT + TAB.

B Transaction Entry, g@@
File Edt Tools wiew 11/11/2016 Fabrikam, Inc. sa
I Save | X Deleie Ha Pest Canect Copy S5
T > P —
Transaction Type: Transaction Date MA12m6 =
@ Standad O Reversing ]
Source Document GJ ™
Fielerence |
Lunency D us
LoD Account Credi =
Description 5
) Distribution Fiefersnce Conssp Co. ID
Scrolling - - 00 0004
window
- Total | $0.00] $0.00]
Difterence: $0.00
14 4 » »i| [byBaichD ~ Status | Unposted @

Hide and show buttons Some scrolling windows allow you to view either
single or multiple lines of information for each item in a scrolling window. If you
choose the hide button to view a single line of information, only summary
information is displayed for each item.

If you choose the show button to view multiple lines of information, you can see
detailed information about fewer items at a time. In both cases, you can scroll to
view additional items.

B Transaction Entry, g@@

File Edt Tools wiew 11/11/2016 Fabrikam, Inc. sa
I Save | X Deleie Ha Pest Canect Copy S5
T > P —
Transaction Type: Transaction Date MA12m6 =
@ Standad O Reversing ]
Source Document [ =
Fielerence |
Cunrenes [D us BEIE
ColD  Accout 3 nebi Credi 0
Desciption 3|
Distibution Fieferance Conesp Co. 1D
.00 $0.00 4
§
Total | $0.00] $0.00]
Ditersrce $0.00
14 4 » »i| [byBaichD ~ Status | Unposted (v ]

Hide and show buttons
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Lookup windows

In lookup windows, you’ll look up and choose from existing information to enter in
another window.

B Checkbooks Eli‘@

Find by Checkbaok D M New |G Open

Wigw: Al Checkbooks: by Checkbook (D B

Checkbook 1D Description Cunency ID Inactive
~

v

Find by field To quickly locate a record from the existing list, enter the first few
characters of the record to search for in the Find by field.

New button Choose New to add a new record to the Microsoft Dynamics GP
system.

Open button Choose Open to open a related window with more information
about the record you selected in the lookup window.

Refresh button Choose Refresh to update the contents of the window to reflect
any changes entered by you or other users.

Sortable column headings In selected lookup windows, you can sort by the
column headings listed. To change your sorting method, click the column heading

to sort by.

Select button Choose Select to select an entry. The entry and corresponding
information about it will appear in the primary or secondary window.

Help button Choose Help to open the help file for the lookup window.

Note button Choose this button to open the Note window. You can enter text in
the Note window to attach a note to the lookup window.
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Advanced lookups

Advanced lookups are selected Microsoft Dynamics GP lookup windows with extra
capabilities that you can use to quickly look up records within the lookup window
and use an advanced search option to locate information by any field in the
database.

Advanced search button

B customers and Prospects
Find by Customer [D i ’ﬁ Mew ﬁ Open
View menu —| Wiew: &/l Customers; by Custamer D ¥
Customer 1D Customer Name Additional S orts.
~
v
. All records with no search criteria
Note button —<, @
Additional sorts list

Advanced Search button To perform a more advanced search, choose the
Advanced Search button. The SmartList Search window opens, and you can enter
additional search criteria. For more information, see Searching Microsoft Dynamics
GP records on page 150.

View menu Select a search method from the list of choices in this drop-down
menu. You can view all the possible entries or restrict the list. You can define and
save a default lookup view for your master records. You also can choose from a list
of predefined SmartList favorites. For more information about SmartList favorites,
see SmartList favorites on page 153. The method you select will appear in the View
heading.

Sortable column headings In advanced lookup windows, you can sort by the
column headings listed. To change your sorting method, click the column heading
to sort by.

Additional Sorts list Use the Additional Sorts list to display another column of
information and to sort from it. You also can choose to perform a custom sort from
this list.
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Stop button The Stop button stops a search in progress. The Stop button appears

on the right side of the window’s status area when a search is in progress.

Sortable column
headings

Find by Customef 1D

Customer |0

B Customers and Prospects

E9EES

|84 4 New |EZ Open

View: All Cifstomers: by Custorner 1D

Customer Name

£
Addtional Sorts.

Py

~

e

All records with no search criteria

‘ Sedst | [ Concal

Note windows

Within note windows, you’'ll enter information about a window or procedure. You
can refer back to these notes the next time you're working in the window, or use

Additional sorts list

notes to keep other employees up to date about changing information.

3341

04040000 12:00:00 &M

-~

v

Note button Window-level notes can be attached to individual windows

throughout the system. Window-level notes are typically used for instructions on

what to do in a particular window. Notes can be edited and reattached, or deleted. If
several people are entering information on the same note, you may want to identify
each entry with a date and the user ID of the person entering the note. Window note
buttons are located at a corner of a window.

Record notes Record note buttons are located next to ID fields in a window.

Record notes apply to a specific card or transaction.
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Attachment button OLE is an acronym for object linking and embedding. You
can attach OLE objects—files such as pictures or spreadsheets—to any record-level
notes that you enter in Microsoft Dynamics GP note windows. If you're using other
applications that support OLE, such as Microsoft Excel, you can attach any file
created with that application to Microsoft Dynamics GP notes. When you open a
note, you can choose an OLE button, which will open the OLE object you attached
to a note.

Checklist windows

You can help ensure that the standard procedures your business performs on a
routine basis are completed consistently by using the checklists window for each
series. When you perform these routines using the Checklists window, the time and
date each task was completed and the user ID of the user who completed it are
recorded. You can use the checklists already set up in Microsoft Dynamics GP or
customize them and add routines to fit your business’s needs.

For more information see Modifying a routine checklist in your System
Administrator’s Guide (Help >> Contents >> select System Administration).

I Company Checklists Q@E‘

Frequency: D
Routine Date Time: User ID
Specifying Company Settings 0/0/0000 12:00:00 A -~ Add
Setting up Fizcal Periods 0/0/0000 12:00:00 AM
Setting up pour Account Format 0/0/0000 12:00:00 A
Setting up Credit Cards 0/0/0000 12:00:00 A
Setting up Shipping Methods 0/0/0000 12:00:00 AM
Setting up Payment Terms 0/0/0000 12:00:00 AM
Ertering Source Document 0/0/0000 12:00:00 A
Entering Audit Trail Code 0/0/0000 12:00:00 AM
Aszsigning Posting Accounts 0/0/0000 12:00:00 AM
Pogting and Reporting Options 0/0/0000 12:00:00 AM
~
e
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User preferences

You can customize the way Microsoft Dynamics GP appears on your workstation
according to your individual preferences. The user preferences you select will be
applied to all the companies you have access to.

This information is organized into the following sections:

o Customizing user preferences

¢ Changing your display

*  Changing your user password

*  Modifying AutoComplete options
e Modifying the user date

*  Modifying Workflow alert settings
¢ Delegating Workflow tasks

Customizing user preferences

Use the User Preferences window to modify your individual preferences. These
preferences are saved on a per user basis.

To customize user preferences:
1. Be sure the current user ID is the one that you want to set preferences for.

2. Open the User Preferences window.
(Microsoft Dynamics GP menu >> User Preferences)

5 HEE)
User ID: sa
Options
[ Horizontal Seroll Aroves
Default Report D estination
[1 Printer [] Screen
Eritry K
& Tab O Retumn
Display
Default Sales Doc. Type: Quoate 5
Distributed Processes
(@ Local O Remote AutoComplets
Mapping Display mapping buttons and Lise MapPaint on the Weh v
e

3. Mark the Horizontal Scroll Arrows option to display scroll arrows for some
fields.

Marking this option will allow you to use scroll arrows on either side of the
field to view the entire account number.

4. Mark Printer, Screen, or both to set default report destinations.
5. Mark Tab or Return to select the entry key used for moving the highlight from

field to field. If you select Return, you'll press the ENTER key to move from field
to field and SHIFT + ENTER to save or process information on a window.
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6. If you use Sales Order Processing, select the default sales document type that
appears in the Sales Transaction Entry window.

7. Choose Local or Remote to determine where you want designated process to be
performed. Refer to your System Administrator’s Guide (Help >> Contents >>
select System Administration) for more information.

8. Choose an option to specify Microsoft MapPoint® mapping settings.

9. Choose Reminders, Display, Password or AutoComplete to continue modifying
your preferences, or choose OK to close the window and save your changes. See
Changing your display on page 56, Changing your user password on page 57, and
Modifying AutoComplete options on page 57 for more information.

Changing your display

Use the User Display Preferences window to change how Microsoft Dynamics GP
looks on your computer. You can select the colors and styles for links, required and
editable fields that appear in Microsoft Dynamics GP windows. For information
about changing the navigation pane, see Chapter 3, “Navigation.” For information
about changing menus and toolbars see Chapter 2, “Using Microsoft Dynamics GP.”

If you have impaired vision, you can use the Accessibility Wizard available with
your operating system to select a high contrast color scheme which removes color
gradients from the user interface. You also can use the Display Properties window
available with your operating system to specify additional color settings that might
improve visibility of the user interface.

~~- Since many fields in Microsoft Dynamics GP are editable, be sure to choose a combination of
- @ " colors and patterns that is easy to look at for long periods of time.

To change your display:
1. Open the User Display Preferences window.
(Microsoft Dynamics GP menu >> User Preferences >> Display button)

B User, Display Preferences Q‘El@

Fle Edt Tooks Help 11/11/2016 Fabrikam, Inc. sa

I Save | & Clar | X Delete

Mormal Required
Link Link & Required
Wiew: All Records; by Record 1D
Seroling window Preview

Link Fields Fiequired Fields
Font Colar: |Elue v Font Calor Elack. N

Font Giyle: [Undeine v Font Style:

Underline Prompts

S @ ok | [ eepw ] [ Concel

2. In the Link Fields group, specify how you want links to look.
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3. In the Required Fields group, specify how you want required fields to look.

You can display field names in a specific color and style by selecting the Show
Required Fields option on the Help menu.

4. Choose Apply and use the Preview window to view your selections.

5. When you've finished making changes, choose OK to close the window and
save your changes. Choose OK to close the User Preferences window.

Changing your user password

Use the User Password Setup window to enter or modify the password that gives
you access to Microsoft Dynamics GP. Each user must have a password to access
Microsoft Dynamics GP. This password is assigned using the User Setup window.
Change your password frequently to help ensure system security. Passwords must
be at least five characters; however, your system administrator might have other
requirements.

To change your user password:

1. Open the User Password Setup window.
(Microsoft Dynamics GP menu >> User Preferences >> Password)

User Password Setup

Mew Password

2. In the Old Password field, enter your current password.

3. Inthe New Password field, enter your new password.

4. Reenter your new password exactly as you previously entered it.

5. Choose OK.
Microsoft Dynamics GP will verify the password, and if the password was
entered correctly, the User Preferences window appears. If the password was
not typed the same way in both steps 3 and 4, a message will be displayed, and

you’ll need to enter the new password again.

The new password will be required the next time you log in to Microsoft
Dynamics GP.

Modifying AutoComplete options

Use the AutoComplete Setup window to specify the number of days before unused
entries should be removed and the number of entries that can be saved for each
field. You also can remove all existing AutoComplete entries. Separate sets of
AutoComplete entries are saved for each user and each company. If you decide not
to use AutoComplete, unmark the Show AutoComplete Suggestions option.
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By using AutoComplete, previous entries that you've made for some editable fields,
such as Customer ID, Vendor ID, and Address ID, are saved. Then, when you begin
typing information in one of these fields, possible matches are suggested in a list. If
a suggestion in the list matches your criteria for that field, select the suggestion. You

can select the << More >> option in the list to open the lookup window related to
the field.

To modify AutoComplete suggestions:

1. Open the AutoComplete Setup window.
(Microsoft Dynamics GP menu >> User Preferences >> AutoComplete)

I AutoComplete Setup

{Bhow Autoiamplete Stggestions
Remowe Unused Entries After 0| Days

Max. Mumber of Enties to Store per Field 10,000

2. Enter the number of days that entries can go unused before being removed. If
the number of days is zero, unused entries won’t be removed.

3. Enter the number of entries that will be saved for each field.

4. Choose the Remove Entries button to remove all previously saved entries.

5. When you've finished making changes, choose OK to close the window. Choose
OK to close the User Preferences window and to save your changes in the

AutoComplete Setup window.

The changes you made in the AutoComplete Setup window will take effect the
next time you start Microsoft Dynamics GP.

Modifying the user date

The user date is the date that’s displayed on the status bar. The default date is the
operating system date, but you can modify this date in two ways:

¢ Change the operating system date. See your operating system documentation
for information about how to change the operating system date.

* Change the user date.

To modify the user date:

1. Open the User Date window.
(Microsoft Dynamics GP menu >> User Date)

2. In the date field, enter the new date and choose OK. The user date changes to
the date that you entered.
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Modifying Workflow alert settings

You can modify Workflow alert settings on the Workflow Alerts page of the
Workflow Web site. For more information about Workflow, refer to Chapter 11,
“Workflow.”

To modify Workflow alert settings:

1.

Open the User Preferences window.
(Microsoft Dynamics GP menu >> User Preferences)

Choose Workflow Alerts. The Workflow Web site opens and the Workflow
Alerts page is displayed.

Select a company from the Current Company list in the upper right corner of
the page.

Choose a workflow to configure your alert settings for. The Workflow User
Alerts page is displayed.

Select the Receive a Microsoft Dynamics Desktop Alert check box to receive
desktop alert messages when tasks are assigned to you, or when documents or
batches you've submitted have completed workflow approval processes.

To receive e-mail alert messages, select one of the following options:

Receive an immediate e-mail Select this option to receive e-mail
messages immediately after workflow tasks have been assigned to you, or
when documents or batches you've submitted have completed workflow
approval processes.

Keep in mind, this means you will receive one e-mail message for each task
assigned to you, and one e-mail message for each document, master record, or
batch you submitted.

Receive a daily e-mail summary Select this option to receive a daily e-

mail message. Specify what time you want the daily e-mail message sent. Then
indicate if the message should list all tasks assigned to you, or only new tasks—
that is, those tasks assigned to you since the last daily e-mail message was sent.

Receive a weekly e-mail summary Select this option to receive a weekly
e-mail message. Specify the day and time you want the weekly e-mail message
sent. Then indicate if the message should list all tasks assigned to you, or only
new tasks—that is, those tasks assigned to you since the last weekly e-mail
message was sent.

Click OK.

Repeat this procedure for each company you log in to.
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Delegating Workflow tasks

You can delegate, or reassign your tasks to another approver in the workflow. For
example, suppose Sue will be on vacation for a couple of weeks. She can delegate

her tasks to Frank or Ann.
Frank Sue Ann

Sam
submits a

urchase Must approve if P Must approve if P Must approve if
P order greater than greater than greater than
' $1,000. $5,000. $10,000.

For more information about Workflow, refer to Chapter 11, “Workflow.”

To delegate Workflow tasks:

1. Open the User Preferences window.
(Microsoft Dynamics GP menu >> User Preferences)

2. Choose Workflow Delegation. The Workflow Web site opens and the Workflow
User Delegation page is displayed.

3. Select a company from the Current Company list in the upper right corner of
the page.

4. If you want to delegate all of your tasks, select the Select all my workflows
check box.

If you want to delegate only the tasks for a particular type of workflow, select
the workflow type.

5. For each workflow type that you selected, specify who you want your tasks
delegated to.

6. For each workflow type that you selected, specify when your tasks should be
delegated by entering a start and end date.

7. Choose OK.

8. Repeat this procedure for each company you log in to.
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Shortcut navigation

This information describes how to create shortcuts, and how to organize and
modify shortcuts. You can create shortcuts to the windows, macros, applications,
and Web sites that you frequently use while working in Microsoft Dynamics GP.
You'll access your shortcuts from the shortcut bar, located in the navigation pane.

This information is divided into the following sections:

¢ Shortcuts overview

*  Default shortcuts

¢ Creating shortcuts

o Creating shortcuts to Microsoft Dynamics GP windows
o Creating shortcuts to SmartList favorites
¢ Creating shortcuts to macros

o Creating shortcuts to web pages

o Creating external shortcuts

*  Renaming shortcuts

o Creating a new shortcut folder

o Creating custom keyboard shortcuts

¢ Deleting shortcuts and folders

Shortcuts overview

Shortcuts are displayed in the upper part of the navigation pane when your Home
Page is displayed. If the navigation pane is not visible, choose the Layout menu and
select Navigation Pane. Choose the Home navigation pane button to display your
shortcuts and your home page.

Use shortcuts to quickly open frequently used windows and resources within
Microsoft Dynamics GP. For example, if you regularly access a small subset of
windows in your daily tasks, you can create shortcuts to those windows and store
them in one folder. You can do the same with windows that you use less frequently,
such as those used for month-end closing procedures.

The default set of shortcuts contain a Startup folder. Shortcuts that you move into
this folder will start automatically when you log in to a company in Microsoft
Dynamics GP.

Shortcuts also may include a User Classes folder. The User Classes folder is created
for you by the system administrator and contains shortcuts to specific tasks and
windows. The system administrator can modify and delete a User Classes folder or
any other shortcuts within the folder.

The following table explains shortcut options that are available.

Option Action

Open a shortcut Click the shortcut to open.

Open a shortcut in a folder Click a folder name to expand its contents and click the shortcut
to open.

Add a new shortcut folder Right-click anywhere in the list of shortcuts and choose Add >>
Folder.

Move a shortcut into a folder | Select the shortcut and drag it into a shortcut folder.

Delete a shortcut or folder Right-Click the shortcut or folder and choose Delete.
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Option Action

Rename a shortcut Right-click the shortcut or folder and choose Rename.

Default shortcuts

Default shortcuts are available to each new user created in Microsoft Dynamics GP.
Select the default shortcuts for more information about using Microsoft Dynamics
GP and to set up your user preferences.

You can delete, move, or rename any of the following default shortcuts:

User Preferences Choose this shortcut to open the User Preferences window,
where you can customize the way Microsoft Dynamics GP appears on your
workstation, change your user password, and set other options.

Shortcuts Select the folder icon to expand this folder, which contains a shortcut
to the CustomerSource Web site, where you can learn about available support
options. The CustomerSource Web site requires login credentials.

Startup Organize shortcuts to specific windows to open and applications to start
whenever you open a company in Microsoft Dynamics GP.

Creating shortcuts

(S
~

Shortcuts allow you to quickly navigate within Microsoft Dynamics GP. You can
create shortcuts to the following items:

Microsoft Dynamics GP windows
SmartList favorites

Microsoft Dynamics GP macros
Internet web pages

Other applications in your system

You can’t create two shortcuts with the same name at the same level in the list of shortcuts. If
an existing shortcut has the same name as the one you're creating, the shortcut will appear
with a number after the name.

Creating shortcuts to Microsoft Dynamics GP
windows

The most common type of shortcut you'll create is a shortcut to a window within
Microsoft Dynamics GP. You also can add shortcuts of multiple Microsoft Dynamics
GP windows at one time to group them in a shortcut folder.

To create a shortcut to the current Microsoft Dynamics
GP window:
1. Open the window to add a shortcut for.

2. Choose File >> Add to Shortcuts.
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To create shortcuts to several Microsoft Dynamics GP

windows:

SHORTCUT NAVIGATION

1. Right-click anywhere in the list of shortcuts and choose Add >> Add Window.

2. The Add Window Shortcut window appears.

Add Window Shortcut 3

Select a window to add to the shorteut bar.

Marne: Business Alert Maintenance
indo System - Business Alert Maintenance

Awailable Windows:

<

£ @ Purchazing

w3 Sales

=-(% System
=] Activity Tracking Inquiry
=] Activity Tracking Setup
=] ssign Hamed Printers
= Assign Pick/Pack Mamed Printers
Jm | Bussiness Alert Maintenarice
= Business Alert Table Maintenance
= Business Alerts
==l MM Carhe

Keybaard Shartcut: [Mane)

Add

3. Enter a name for the shortcut in the Name field. The name can be up to 79

characters long.

4. From the Available Windows list, locate and select a window to create a

shortcut for.

5. Choose Add to create a shortcut to the window.

6. To create additional shortcuts, repeat steps 3 through 5 for each window to

create a shortcut for.

7. Choose Done to close the Add Window Shortcut window.

Creating shortcuts to SmartList favorites

You can quickly access the information stored in your Microsoft Dynamics GP data

that you regularly refer to by adding shortcuts to SmartList favorites. For more

information about SmartList, see Chapter 24, “SmartList.”

To create a shortcut to a SmartList favorite:

1. Right-click anywhere in the list of shortcuts and choose Add >> Add SmartList.
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2. The Add SmartList Favorite Shortcut window appears.

Add SmartList Favorite Shortcut E

Select a SmartList favorite to add to the shortout bar, Add

SmartLit Favorite
Auwailable SmartList Faworites:

@ [ Account Summary ~

&) [3 Account Transactions

w0 [3 Accounts

@[3 Bank Transactions

@[3 Customer Addresses

@[ Customer ltems

& (% Customers

@[3 Employee Summany

& [35 Employees

e @ Inventary Transactions

[ Item Quartities

w5 lheme ¥

Kepboard Shorteut [Mone) b

3. From the list of available SmartList Favorites, locate and select the favorite to
create a shortcut for. The favorite will appear in the SmartList favorite field.

4. Accept or enter the name for the SmartList favorite in the Name field. The name
can be up to 79 characters long.

5. Choose Add to create a shortcut to the favorite.

6. To create additional SmartList favorite shortcuts, repeat steps 3 through 5 for
each SmartList favorite to create a shortcut for.

7. Choose Done to close the Add SmartList Favorite Shortcut window.

Creating shortcuts to macros

By creating shortcuts to macros that you frequently use, you can start the macros
from the main Microsoft Dynamics GP window. For more information about
macros, see Chapter 19, “Macros.”

To create a shortcut to a macro:
1. Right-click anywhere in the list of shortcuts and choose Add >> Add Macro.

2. The Add Macro Shortcut window appears.

Add Macro Shortcut

Keyboard Shorteut [None] -

Select a macro to add to the shortcut bar

Mame: |

Macio File:

3. Enter a name for the macro. The name can be up to 79 characters long.

4. Choose Browse to locate the macro to add. The Select a Macro window appears.
After you locate and select the macro, choose Open to add it to the Macro file
field in the Add Macro Shortcut window.

5. Choose Add to create a shortcut to the macro.
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6. To create additional macro shortcuts, repeat steps 3 through 5 for each macro to

create a shortcut for.

7. Choose Done to close the Add Macro Shortcut window.

Creating shortcuts to web pages

If you regularly refer to web pages or web sites to complete your Microsoft
Dynamics GP tasks, you can add shortcuts to those pages and access them quickly
without having to enter the address in your web browser application.

To create a shortcut to a web page:

1.

2.

6.

7.

Right-click anywhere in the list of shortcuts and choose Add >> Add Web Page.

The Add Web Page Shortcut window appears.

Add Web Page Shortcut

Select a web page to add ta the shartcut bar, Add

Name |

Address: Help

Keyboard Shortout [None) v

Enter a name for the web page in the Name field. The name can be up to 79
characters long.

Enter the web page address in the Address field.

To verify the address that you entered, choose the Test button. Your default web browser
will start and attempt to open the web page.

Choose Add to create a shortcut to the web page.
Repeat steps 3 through 5 for each web page to create a shortcut for.

Choose Done to close the Add Web Page Shortcut window.

Creating external shortcuts

You can create shortcuts to external tasks by using the Add External Shortcut
window.
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To create an external shortcut:

1.

7.

8.

Right-click anywhere in the list of shortcuts and choose Add >> Add External
Shortcut.

The Add External Shortcut window appears.

Add External Shortcut

Select an external application or file to add to the shartcut
#* bar.

e |

Kepboard Shortcut: [Mone] v

Enter a name for the application or file in the Name field.

Choose the Browse button to locate the external application or file to add. The
Select an Application window appears.

Select a program or file. Choose Open to add its path to the Command Line
field in the Add External Shortcut window.

Choose Add to create a shortcut to the file.
Repeat steps 3 through 6 for each external shortcut you want to create.

Choose Done to close the Add External Shortcut window.

Renaming shortcuts

After you've created a shortcut, you can modify its name. To rename a shortcut,
complete one of the following actions.

Right-click on the shortcut or folder and choose Rename.

Right-click on the shortcut and choose Shortcut Properties. Type a new name in
the Shortcut Properties window.

Creating a new shortcut folder

You can organize shortcuts by grouping them into folders on the shortcut bar. For
example, you may want to group shortcuts for a series of tasks in the same folder, or
put shortcuts for the same type of files in one folder.

To create a new shortcut folder:

1.

2.

Right-click anywhere in the list of shortcuts and choose Add >> Folder.

A folder will appear with the default name New Folder.

Enter a name for the folder.

You can’t create two folders with the same name at the same level of the shortcut bar. If

an existing folder has the same name as the one you want to create, the folder will
appear with a number after the name.
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Creating custom keyboard shortcuts

You can apply a series of keystrokes to activate a shortcut using the keyboard. You’ll
choose from a list of available keyboard shortcuts to assign the keystrokes. Any
keys used for keyboard commands by the operating system, the main Microsoft
Dynamics GP menus, or other shortcuts won't be available to use for custom
keyboard shortcuts.

To create a custom keyboard shortcut:

1. In the list of shortcuts, right-click on the shortcut to assign a keyboard shortcut
to and choose Shortcut Properties. The Shortcut Properties window opens.

Shortcut Properties

Change the properties of this sharteut and choose 0K,

e [Dser Preferenced ] [ cancel |
\window: Company - User Preferances

Keyboard Sharteut: [Nane) -

2. Choose a keyboard shortcut from the available keystrokes in the Keyboard
Shortcut drop-down list.

3. Choose OK.

Deleting shortcuts and folders
To delete a shortcut or folder, right-click the shortcut or folder and choose Delete.

If you delete a folder, all the shortcuts and subfolders contained within it also will
be deleted.
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Keyboard shortcuts

Microsoft Dynamics GP has a standard interface to provide a consistent look and
feel. You can use the keyboard shortcuts to move around in Microsoft Dynamics GP.

This information is divided into the following sections:

e Menu bar and toolbar keyboard shortcuts

e Microsoft Dynamics GP application window keyboard shortcuts
¢ Window navigation keyboard shortcuts

e Tools keyboard shortcuts

*  Window-specific keyboard shortcuts

e Other common keyboard shortcuts

Menu bar and toolbar keyboard shortcuts

Use keyboard shortcuts to select commands from Microsoft Dynamics GP menus
and toolbars. The shortcut letter is underlined on the menu or toolbar when you
press ALT. To access a menu using keyboard shortcuts, press ALT and the underlined
letter of the menu that you want to access. For example, press ALT, A to display the
Transactions menu and press ALT, F to display the File menu. To select a command
from a menu by using the keyboard, press ALT and the underlined letter of the
menu that you want to access, then select the underlined letter in the command
name. For example, to open the Transaction Entry window, press ALT, A, E, G.

If you complete most of your tasks using the keyboard only, be sure to display the main
toolbar in the Microsoft Dynamics GP application window so that you can access common
windows using keyboard shortcuts. For more information about toolbars, see Toolbars on
page 17.

Microsoft Dynamics GP application window keyboard
shortcuts

Use the following shortcut keys to navigate quickly within the Microsoft Dynamics
GP application window.

Navigation Keyboard shortcut
Address Bar ALT + D

Search box ALT + S

Toolbars ALT

Move to next toolbar CTRL + TAB

command

Move to previous toolbar | CTRL + SHIFT + TAB

command

Home CTRL + 1

Second through ninth CTRL + number of navigation pane button. For example,
navigation pane button press CTRL + 2 to activate the second navigation pane

button.

Forward and Back buttons | ALT + RIGHT OR LEFT ARROW
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Window navigation keyboard shortcuts

Use the following shortcut keys to navigate quickly within a window.

Navigation Keyboard shortcut
Move to next field TAB

Move to previous field SHIFT + TAB

Move from scrolling window to next field CTRL + TAB

Move from scrolling window to previous field SHIFT + CTRL + TAB
Default button on a window ENTER

Close the current window CTRL + W

Exit application ALT + X

Tools keyboard shortcuts

Use these keyboard commands to activate the following Microsoft Dynamics GP

tools.

Tool Keyboard shortcut
Report Writer ALT + F9

Modify Current Report CTRL + F9

Modifier ALT + F10

Modify Current Window CTRL + F10

Record a Macro ALT+ F8

Play a Macro CTRL + F8
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Window-specific keyboard shortcuts

Use the following shortcut keys to open the windows listed below.

Window Keyboard shortcut
Assembly Entry — Decrease Level CTRL + D
Assembly Entry — Increase Level CTRL + |
Edit Payables Checks — Create Temporary Vendor CTRL+ T

Edit Purchase Order Status— Display Vendor Item Detail |CTRL + D

Payables Manual Payment Entry — Create Temporary CTRL+ T
Vendor

Payables Transaction Entry — Create Temporary Vendor |CTRL+ T

Purchase Order Entry — Create Temporary Vendor CTRL+ T
Purchase Order Entry — Display Vendor Item Detail CTRL + D
Purchase Order Entry — Open Item Detail CTRL + E
Purchase Order Inquiry Zoom — Display Vendor Iltem CTRL+ D
Detail

Purchase Order Inquiry Zoom — Open Item Detail CTRL +E
Purchase Order Processing ltem Inquiry — Display Vendor | CTRL + D
Item Detail

Purchasing Invoice Entry — Display Vendor Item Detail CTRL + D
Purchasing Invoice Entry — Open Item Detail CTRL+ E
Purchasing Invoice Entry — Open Match Shipments to CTRL+ M
Invoice

Purchasing Invoice Inquiry Zoom— Display Vendor Item | CTRL + D
Detail

Purchasing Item Detail Entry — Display Vendor ltem CTRL +D
Detail

Purchasing Item Detail Inquiry Zoom — Display Vendor CTRL +D
Item Detail

Purchasing Item Receipts Zoom — Display Vendor Item CTRL +D
Detail

Purchasing Vendor Detail Entry — Create Temporary CTRL+ T
Vendor

Receivings Item Detail Entry — Display Vendor Item Detail | CTRL + D

Receivings Transaction Entry — Create Temporary Vendor | CTRL + T

Receivings Transaction Entry — Display Vendor Item CTRL + D
Detail
Receivings Transaction Entry — Open Item Detail CTRL + E

Receivings Transaction Inquiry Zoom — Open Item Detail | CTRL + E

Receivings Transaction Inquiry Zoom— Display Vendor CTRL + D

Item Detail
Sales Transaction Entry — Open Item Detail CTRL + E
Sales Transaction Entry— Quick Print CTRL + Q

Select Purchase Order Items — Display Vendor Item Detail | CTRL + D

Vendor Account Maintenance — Open Additional Vendor |CTRL + E
Accounts
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Other common keyboard shortcuts

You can use the following shortcut keys instead of choosing command buttons in
Microsoft Dynamics GP windows.

Command Keyboard shortcut
Copy CTRL+C
Paste CTRL + V
Print CTRL + P
Select All CTRL + A
View Functional Currency CTRL + U
View Originating Currency CTRL + O
View Reporting Currency CTRL + R
Account Alias CTRL + Q
Analysis CTRL + Y
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Part 2: Microsoft software
integration

This part of the documentation contains information about other Microsoft software
that integrates with Microsoft Dynamics GP.

The following information is discussed:

e Chapter 11, “Workflow,” provides an overview of the Workflow feature.

e Chapter 12, “I etter Writing Assistant,” provides an overview of the Letter
Writing Assistant.

¢ Chapter 13, “MapPoint integration,” provides information on how to use
Microsoft MapPoint within Microsoft Dynamics GP.

¢ Chapter 14, “Unified Communications,” provides information on how to use
Unified Communications with Microsoft Dynamics GP.
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Workflow

You can use the Workflow feature in Microsoft Dynamics GP to create approval
processes. Workflow can help you manage the tasks that you need to complete for
your business. You can set up Workflow to automate certain processes, or to require
approvals before certain processes can proceed. Refer to the Workflow
Administrator’s Guide and the System Setup Guide for more information about
setting up Workflow.

This information is divided into the following sections.

¢ Workflow overview

*  Benefits of using Workflow

*  Accessing Workflow in Microsoft Dynamics GP
o Viewing a list of your tasks

e Acting on a task

Workflow overview

Workflow is a feature of Microsoft Dynamics GP that you can use to create
individual workflows, or approval processes. Each workflow defines how a
document, master record, or batch “flows” through the system by showing who
must approve it, and the conditions under which they must approve it.

For example, consider the following illustration of a purchase order approval
workflow. This workflow shows who must approve purchase orders, and the
conditions under which their approval is required. For example, suppose Sam
submits a purchase order for $2,000. In this scenario, the purchase order must be
approved by Frank. If Sam submits a purchase order for $8,000, it must be approved
by both Frank and Sue.

Sam
submits a
purchase
order.

@7
Frank

@7
Sue

@7
Ann

Must approve if
greater than
$1,000.

P Must approve if
greater than
$5,000.

P Must approve if
greater than
$10,000.

The workflow approval process expands existing workflow functionality provided
in both Microsoft Dynamics GP and SharePoint. This feature provides a consistent,
comprehensive solution to the approval of documents, credit limit overrides, master
records, and batch posting for payables, receivables and general ledger transactions.
Integration with SharePoint helps to ensure an efficient, centralized administration
point, and allows the use of user roles to help you efficiently manage security of the
approval process. The Workflow feature allows users to approve business
processes, even if they’re not Microsoft Dynamics GP users.
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The Workflow feature allows you to have multiple approvers for a business task;
multiple levels of approvals, depending on user-defined rules; and automatically
delegate approval tasks for instances where the person who normally approves a
task is unavailable.

Notification of pending approvals—and the actual approval steps—can be
accomplished using Microsoft Outlook e-mail messages or SharePoint.

There are several types of workflows you can create:

Purchase order approval

Sales quote approval

Credit limit override approval

Vendor approval

General Ledger batch approval

Payables Management batch approval
Receivables Management batch approval
Employee onboard approval

Personnel maintenance approval
Electronic signatures

Benefits of using Workflow
There are several benefits of using Workflow in your organization.

Consistent processes The Workflow system enables you to define the
approval process for master records, specific documents, and batches, such as
purchase order documents and Receivables Management batches. By using the
Workflow system, you ensure that documents, master records, and batches are
reviewed and approved in a consistent and efficient manner.

Automatic notification Users can be automatically notified when a document,
master record, or batch is assigned to them for approval, or when a document,
master record, or batch they submitted is approved. Users can be notified by
desktop alerts or e-mail alerts.

Access through SharePoint and Microsoft Outlook Users don’t have to
log in to Microsoft Dynamics GP to approve documents, master records, and
batches. Users can approve documents, master records, and batches by accessing
the Workflow web site using SharePoint, or by responding to e-mail messages in
Microsoft Outlook.

Reports There are several Workflow reports that you can generate. These reports

help you monitor the Workflow system and identify specific workflow steps or
approvers who may be slowing down an approval process.

Accessing Workflow in Microsoft Dynamics GP

You can access workflow from the action pane, when you open a list for a workflow
that you created, such as the purchase order approval workflow.
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To access Workflow in Microsoft Dynamics GP:

1. In the navigation pane, select the module for the type of workflow you want to
use.

2. Select the type of transaction, and select <workflow type> pending approval.
3. In the content pane, select a document from the list.

4. In the action pane, choose the Approve/Completed workflow button, or right—
click on the arrow next to the approve /completed button and select an option
(Reject, Delegate, Request Change, or Submit). Depending on which button you
choose, an action will occur or a window will open for you to specify any
additional information that is needed. The document will proceed to the next
step in the workflow process.

Example

To approve a document using the purchase order approval workflow, select
Purchasing >> Purchase Order Transactions >> Purchase Orders Pending Approval
in the navigation pane. In the content pane, select a document from the list and
choose the Approve button in the action pane. The document that you selected will
be marked as approved and will proceed to the next step in the workflow process.

Viewing a list of your tasks
You can view a list of tasks that have been assigned to you by accessing the Tasks
page on the Workflow Web site. A task represents a document, master record, or

batch assigned to you for approval. To view the tasks assigned to you, follow the
steps below.

To view a list of your tasks:
1. Go to the Workflow web site.

2. Click Tasks on the Quick Launch. The Workflow Tasks page appears.

3. Click a workflow type. The <Workflow Type> Tasks page appears. By default,
the tasks assigned to you for this workflow type are displayed.

4. Use the View menu, on the right side of the page, to display additional tasks on

this page. For example, you can display all tasks for this workflow type, or tasks
that are due today.

Acting on a task

You can approve, complete, reject, delegate, or a request a change to a workflow
task from the Tasks page on the Workflow Web site.

To act on a task:
1. Go to the Workflow Web site.

2. Click Tasks on the Quick Launch. The Workflow Tasks page appears.

3. Click a workflow type. The <Workflow Type> Tasks page appears. By default,
the tasks assigned to you for this workflow type are displayed.
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4. Click a task.

Enter any comments you have about the document, master record, or batch.
Click one of the following buttons:

Approve Click this button to approve the document, master record, or batch.
The document, master record, or batch will be assigned to the next approver in
the workflow, if necessary. If no additional approval is required, the document,
master record, or batch is given the status of Approved and the workflow
process is complete.

Completed Click this button to complete a task for the document, master
record, or batch. The document, master record, or batch will be assigned to the
next approver in the workflow, if necessary. If no additional approval is
required, the document, master record, or batch is completed and the workflow
process is complete.

Reject Click this button to reject the document, master record, or batch. The
document, master record, or batch is given the status of Rejected and the
workflow process is complete.

Delegate Click this button to assign the task to another approver in the
workflow. Then select which approver you want the task assigned to.

Request Change Click this button to request a change to the document,
master record, or batch. The document, master record, or batch is given the
status of Pending Changes and the workflow process is complete.

Cancel No action is taken on the document, master record, or batch. The
previous page is displayed.
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Letter Writing Assistant

Use the Letter Writing Assistant to create letters in Microsoft Word. Information
about using the Letter Writing Assistant is organized into the following sections:

¢ Querview of the Letter Writing Assistant
*  Preparing a letter

o Creating a letter template

¢ Modifying a letter template

¢ Deleting a letter template

*  Renaming a letter template

Overview of the Letter Writing Assistant

N\

You can use the Letter Writing Assistant to create letters in Word that you can send
to customers, vendors, applicants, or employees using Microsoft Dynamics GP data
and Word document templates. Examples include collection letters, credit
application acceptance letters, proposal cover letters, letters to dispute charges,
applicant offers, benefit summaries, and employee memos.

You can use prewritten, preformatted letter templates or create your own. Start the
Letter Writing Assistant by choosing the Write Letters button in the Customer
Maintenance, Customer Summary, Vendor Maintenance, Vendor Credit Summary,
Applicant, Applicant Offer, Employee Maintenance, Employee Summary, and
SmartList windows or choose Reports >> Letter Writing Assistant. Letter templates
are stored in the Letters folder, which is within the Data folder in the location where
your Microsoft Dynamics GP is installed. Any changes you make to existing
templates, or any new templates you create, are stored only on the local computer.

You might encounter some errors while using the Letter Writing Assistant if you have the
security setting for macros in Word set at medium or high. Refer to your Word
documentation for more information about security settings in Word.

If you're using Human Resources or Payroll, you need to set security to letters that
display personal information. Use the Security Task Setup window (Microsoft
Dynamics GP menu >> Tools >> Setup >> System >> Security Tasks) and the
Security Role Setup window (Microsoft Dynamics GP menu >> Tools >> Setup >>
System >> Security Roles) to grant security to Human Resources or Payroll letters.

Preparing a letter

Use the Letter Writing Assistant to prepare Word mail merge letters to customers,
vendors, applicants, or employees.

To prepare a letter:

1. Open the Letter Writing Assistant.
(Reports >> Letter Writing Assistant)

2. A welcome message will be displayed. Choose Next to continue.

3. Select the Prepare the letters using an existing letter option and choose Next to
continue.

4. Select a collection, customer, vendor, applicant, or employee letter to prepare.
Choose Next to continue.
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Select the recipients to send the letter to. Depending on your selection in step 4,
you can select All Customers, All Vendors, All Applicants, or All Employees.
You also can select a range of IDs or names, or select recipients from SmartList.
You can clear selected recipients later in this procedure.

Depending on your selection in step 5, complete one of the following actions.

e If you selected SmartList Selection, choose a favorite from the tree view.
Then skip to step 9.

e If you selected a range of IDs or names, enter beginning and ending IDs or
names, then continue to step 7.

e If you selected All Customers, All Vendors, All Applicants, or All
Employees continue to step 7.

Select the type of recipients to include: Active, Inactive, or All.

If you are preparing a collection letter, select one or more customer balance
categories. Choose Next to continue.

Select the template to use for the letter. Choose Next to continue.

Clear recipients who shouldn’t receive a letter. Choose Mark All to select all
recipients. Choose Unmark All to clear all recipients. Choose Next to continue.

Enter your name, title, and contact information, or enter information for the
person who is sending the letter.

Choose Finish. The letters will open as a mail merge document in Word, where
you can modify and print the letters.

Creating a letter template

Use the Letter Writing Assistant and Word to create a new letter template that can
include company, customer, vendor, applicant, or employee address information,
and also customer balance and invoice detail information from Microsoft Dynamics

GP.

To create a letter template:

1.

Open the Letter Writing Assistant.
(Reports >> Letter Writing Assistant)

A welcome message will be displayed. Choose Next to continue.

Mark the Customize the letters by adding new letters or changing existing
letters option. Choose Next to continue.

Select the letter category for the letter template that you're creating.
Select the Create a New Letter option.

Select whether to start with a blank document or with an existing Word
document.
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Choose Next to continue. A window will open. Depending on what you select,
complete one of the following actions.

¢ If you selected to start with a blank document, enter the name to use for the
template and choose OK.

¢ If you selected to start with an existing Word document, enter or select the
path and file name of the document to use and choose OK.

The blank or existing Word document will open in Word. A letter-writing
toolbar that you can use to add Microsoft Dynamics GP data to the letter will
open.

Select the insertion point where you'd like data from Microsoft Dynamics GP to
be placed in the letter, and then select the type of data to add to the letter using
the letter-writing toolbar.

Choose File >> Save to save the document as a new letter template.
When you've finished and you close Word, the Letter Writing Assistant will
remain open in Microsoft Dynamics GP so that you can continue working with

letter templates.

New templates and changes to existing templates are saved only on the machine they
were made on.

10. Choose Cancel to close the Letter Writing Assistant.

Modifying a letter template

Use the Letter Writing Assistant and Word to modify a letter template. A template
can include company, customer, vendor, applicant, or employee address
information, and also customer balance and invoice detail information from
Microsoft Dynamics GP.

To modify a letter template:

1.

Open the Letter Writing Assistant.
(Reports >> Letter Writing Assistant)

A welcome message will open. Choose Next to continue.

Mark the Customize the letters by adding new letters or changing existing
letters option. Choose Next to continue.

Mark the Edit an Existing Letter option. Select the letter category for the letter
template you're modifying.

Select the template to modify. Choose Next.

The letter will open in Word and a letter writing toolbar that you can use to add
additional Microsoft Dynamics GP data to the letter will open.

Select the insertion point where you’d like data from Microsoft Dynamics GP to

be placed in the letter, and then select the type of data to add to the letter using
the letter-writing toolbar.
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Choose File >> Save to save the document as a new letter template.
When you've finished and you close Word, the Letter Writing Assistant will
remain open in Microsoft Dynamics GP so that you can continue working with

letter templates.

Choose Cancel to close the Letter Writing Assistant.

Deleting a letter template

Use the Letter Writing Assistant to delete a letter template.

To delete a letter template:

1.

Open the Letter Writing Assistant.
(Reports >> Letter Writing Assistant)

A welcome message will be displayed. Choose Next to continue.

Mark the Customize the letters by adding new letters or changing existing
letters option. Choose Next to continue.

Mark the Delete a Letter option. Select the letter category for the letter template
you're deleting.

Select the template to delete.
Choose Next to delete the letter template.

Choose Cancel to close the Letter Writing Assistant or choose Back to continue
using the wizard.

Renaming a letter template

Use the Letter Writing Assistant to rename a letter template.

To rename a letter template:

1.

Open the Letter Writing Assistant.
(Reports >> Letter Writing Assistant)

A welcome message will be displayed. Choose Next to continue.

Select the Customize the letters by adding new letters or changing existing
letters option. Choose Next to continue.

Select the Rename Existing Letter option. Select the letter category for the letter
template you're renaming.

Select the letter template to rename. Choose Next to continue. A window will
open.

Enter the name for the letter template. Choose OK.

Choose Cancel to close the Letter Writing Assistant or choose Back to continue
using the wizard.
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MapPoint integration

Use Microsoft MapPoint to display maps showing the locations of and driving
directions to customer, vendor, and company addresses. Information about using
MapPoint is organized into the following sections:

*  MapPoint overview
e Setting up MapPoint integration
*  Displaying a map showing a location

MapPoint overview

Because Microsoft Dynamics GP integrates with MapPoint, you can display maps
showing the locations of and driving directions to customer, vendor, and company
addresses. Driving directions and route-planning features are available only when
you have MapPoint 2002 or later installed on a workstation.

Whenever you see the MapPoint button next to an address in a window, you can
choose the button (shown below) to use MapPoint features.

ﬁ'

Setting up MapPoint integration

You can use MapPoint integration to display a map showing the location of a
customer, vendor, or your company, or to display driving directions to a customer
or vendor location. You also can plan a route with several stops, such as at several
customer or vendor locations. By default, MapPoint is active, but you can use the
User Preferences window to turn MapPoint integration on or off.

To set up MapPoint integration:

1. Open the User Preferences window.
(Microsoft Dynamics GP menu >> User Preferences)

2. Inthe Mapping field, select whether to use MapPoint installed on a workstation
or MapPoint on the Internet.

3. Choose OK to save the information and close the window.

Displaying a map showing a location

Use MapPoint installed on a workstation or Bing™ Maps to display a map showing
the location of an address. You must have an active connection to the Internet to use
Bing Maps to display a map.

To display a map showing a location:
1. Inawindow where a MapPoint button is displayed, select an address ID.

2. Choose the MapPoint button to display a map.

3. Depending on your setup, MapPoint or your web browser will start and will
display a map showing the location of the address.
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Unified Communications

Microsoft Dynamics GP can integrate with some of the Unified Communications
capabilities provided by Microsoft Office Communicator 2007 R2 or Microsoft Lync
2010. Presence information of your customers, sales people, vendors, and
employees can be displayed from within Microsoft Dynamics GP. You also can
select actions from Communicator or Lync to perform tasks within Microsoft
Dynamics GP such as creating a purchase order or opening the Customer
Maintenance window.

Information is divided into the following sections:

e Presence overview

e Communicator or Lync actions for Microsoft Dynamics GP
e Communicator or Lync action for Business Analyzer

¢ Entering messenger addresses

Presence overview

You can display the online presence of your customers, sales people, vendors, and
employees from within Microsoft Dynamics GP. Presence information can be
displayed for fields in maintenance, inquiry, and transaction entry windows. For
example, the following Customer Maintenance window illustration shows presence
information displayed for each contact assigned to an address ID.

B Customer Maintenance Qlﬁlgl

Fle Edit  Tools  Help sa Fabrikam, Inc. 4/12j2017
B Save | & Clear | ¥ Delte |[W] ‘wileLetters o =)
Customer D AAROMFITO00! 3| JHold [ Inactive  Parsnt Customer 10
Mame Adaran Fitz Electrical
Short Name Aaron Fitz Elec Class ID LIS&LMO-T1 [#
Statement Name Aaron Fitz Electrical Priarity Mone v
Address [0 PRIMARY FHE
Contact @ Bab Fitz Phare 1 (425) 55501071 Est. 0000
Address Orne Micrasoft way Phone 2 [000) 000-0000° Ext. 0000
Phore 2 (000) 000-0000 Est. 0000
Fax (312) 5550101 Est. 0000
City Redmond
State Wi UPS Zane
ZIP Cods 98052:6333 Shipping Methed | LOCALDELWERY [0}
Country Code [ TaxScheduls D | USASTCITY-E [
Country (152 [] Ship Complete Documents
Ship To )| WAREHOUSE 2 comment1
BilTo @ | PRIMARY | Comment 2
Gitaternent To @ PRIMARY (5] Trade Discount
Salesperson D PALL W, &y Payment Terms Net 30 i
Tewitoy D TERRITORY 1 Q Digcount Grace Period
Type Retail Due Date Grace Period
UserDefined 2 Piice Level =)
tocounts [ Addiess ][ Optiors ][ Email
14 4 » pl|byCustomer ID v iy e
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The Presence button is updated automatically with the status of your customer,
salesperson, vendor, or employee. You can click the Presence button and select a
task from the drop-down menu.

Contact @ Bob Fitz

Address Send an Instan

Call

Start 3 Wideo Call

Send an E-mail Message

City

To display presence information, you must be signed in to your Communicator or
Lync account on the same computer as Microsoft Dynamics GP and have messenger
addresses entered in the Internet Information window for your customers, sales
people, vendors, and employees. You must start Communicator or Lync before you
start Microsoft Dynamics GP.

If you don’t enter a messenger address, the Presence button isn’t display for your
customers, sales people, vendors, and employees. If the messenger address is not a
valid address, the presence of the customer, sales person, vendor, or customer is
unknown. For information about entering a messenger address in the Internet
Information window, see Entering messenger addresses on page 88.

The messenger address must be in a contact group in your Communicator or Lync
to display the current presence status of a customer, salesperson, vendor, or
employee. For example, if the messenger address for a salesperson is not in a
contact group, the presence of the salesperson is unknown. If the presence is
unknown, you can click the Presence button and select to add the salesperson to a
contact group.

Communicator or Lync actions for Microsoft
Dynamics GP

You can select actions from Communicator or Lync to perform tasks within
Microsoft Dynamics GP. To display the actions in Communicator or Lync, you must
start Communicator or Lync, sign in to your Communicator or Lync account on the
same computer as Microsoft Dynamics GP, and have messenger addresses entered
in the Internet Information window for your customers, sales people, vendors, and
employees.

If you have installed Microsoft Dynamics GP while you were signed in to Communicator or
Lync, be sure to sign out of and sign in to Communicator or Lync so you can select actions
in Communicator or Lync.
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In the Office Communicator window or the Microsoft Lync window, you can
right-click on a contact name to display a list of actions. If you are particpating in an
instant message conversation, you also can right-click on a contact name in the
conversation window to display a list of actions.

Office Communicator

#™..  Rob Caron Awailable |-
‘!w -

Bl Tipeanote (i)~

Type & name or phone number =

4 Recent Contacts
& someons@microsoft,.  Avalable [
@ kelly Rolin B
) Bob kelly
) Cassie Hicks

Send an Instant Message
[ 3
Skart a Video Call

My Team

Other Contacts

Share >

Send an E-Mail Messags

[ ([ {1 e

Schedule a Meeting
Add to Qutlook

=

Send a Eile...

Share Information Lising Live Mesting

T
iy

Wisw a CustomerfYendor Maintenance

I
it

Create a Sales Quote

[

—— | CreateaSales Or%
Create a Sales Invaice

Create a Purchase Order

Depending on the action you select, the appropriate window opens, displaying the
document type and the customer ID or vendor ID that the messenger address is
assigned to in the Internet Information window.

If you select an action for a contact that isn’t associated with a customer or vendor
in Microsoft Dynamics GP, the appropriate window opens, but the customer ID or
vendor ID is blank. If a messenger address is assigned to multiple customers and
vendors, or to both a customer and a vendor, a window opens, where you can select
which customer or vendor to perform a task for.

The following is a list of actions associated with Microsoft Dynamics GP windows.

Action Window that opens
Create a Sales Quote Sales Transaction Entry
Create a Sales Order Sales Transaction Entry
Create a Sales Invoice Sales Transaction Entry
Create a Purchase Order Purchase Order Entry

View a Customer/Vendor Maintenance* Customer Maintenance
Vendor Maintenance
Customer Inquiry*
Vendor Inquiry*

*The inquiry window opens if you don’t have access to the maintenance window.

Communicator or Lync action for Business Analyzer

You can select an action from Communicator or Lync to add contacts to reports
displayed in Business Analyzer or to remove contacts from reports. To display the
action in Communicator, you must start Communicator or Lync, sign in to your
Communicator or Lync account on the same computer as Microsoft Dynamics GP,
and have messenger addresses entered in the Internet Information window for your
customers, sales people, vendors, and employees.
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In the Office Communicator window or the Microsoft Lync window, you can
right-click on a contact name or group name to display a list of actions. If you are
particpating in an instant message conversation, you also can right-click on a
contact name in the conversation window to display a list of actions.

If you have installed Microsoft Dynamics GP while you were signed in to Communicator or
Lync, be sure to sign out of and sign in to Communicator or Lync so you can select actions
in Communicator or Lync.

You can select the Manage Business Analyzer Contacts action to open the Manage
Unified Communication/Reports Assignments window.

Office Communicator

,ﬁ Rob Caron Available sy
>

B Fepe s note (-

Type a name of phone number =

4 Recent Contacts
@ someone@microsaft.,  Available
@ Kslly Rolin Send an Instant Message

Call »

Start a Video Cal

) Bioh Kelly
) Cassie Hicks
> My Team
Other Contacts

Share »

send an E-Mail Message

HE@es L

Schedule a Mesting
Add ko Outlpok

Send aFile...

il =

Share Information Using Live Mesting

0

[
H

| Viewa CuskamerfVendar Maintenance

Create a Sales Quote

=] Create a Sales Order
Create a Sales Invoice
Create a Purchase Order

Manage Business Analyzer Contacts

[ @ o

Propertties %

Vieys Contack Card Alt+Enter

In the Manage Unified Communication/Reports Assignments window, you can
add contacts to reports or remove contacts from reports. For information about the

Manage Unified Communication/Reports Assignments window, refer to Chapter 5,
“Business Analyzer.”

Entering messenger addresses

Messenger addresses must be entered in the Internet Information window for your
customers, sales people, vendors, and employees to display presence information in
Microsoft Dynamics GP and to display actions associated with Microsoft Dynamics
GP tasks in Communicator or Lync. A messenger address is the SIP (Session
Initiation Protocol) address. SIP addresses are used to create multimedia
connections over Internet Protocol for applications like instant messaging.

You also must be signed in to your Communicator or Lync account on the same
computer as Microsoft Dynamics GP.
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To enter messenger addresses:

1. Open the Internet Information window.
(Cards >> Purchasing >> Vendor >> Select a vendor ID >> Internet
Information)
(Cards >> Sales >> Customer >> Select a customer ID >> Internet Information)
Cards >> Sales >> Salesperson >> Select a salesperson ID >> Internet
Information)
Cards >> Payroll >> Employee >> Select an employee ID >> Internet
Information)

B Internet Information |Z”E|E|

Ele  Edit Tools  Help sa Fabrikam, Inc. 4j12jz017

E Save | & Cea | X Delete | =)

Select Information for:

Vendur ID | ACETRevEDIM |/ A Travel Company |
fddress 1D [4] D&Y

E-mail Addresses

[ ) [
[ |
[ J [

Internet |nfarmatian

jom

E-mail
Home Pane
ETP Site
iz

Messenger Addiess

]

User Defined 1 Ea
User Defined 2 =
Additional Information
&
v
M4 b @

2. Select an address ID to enter the messenger address.

3. Enter a messenger address. Typically, this will be in the following form:
username@domainname.com.

4. Repeat steps 2 and 3 for each address for master record ID.
5. When you have finished, choose Save to save the record.

6. Repeat this procedure to enter messenger addresses for additional master
record IDs and addresses.
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Part 3:

Working with Microsoft
Dynamics GP

This part of the documentation contains information about entering data, locating
information, and printing reports in Microsoft Dynamics GP.

The following information is discussed:

Chapter 15, “Cards,” explains how you can use Microsoft Dynamics GP to track
and update master records for your business.

Chapter 16, “System and company reports,” explains how you can use reports
to analyze the activities within each of your companies.

Chapter 17, “Transactions and batches,” provides general information about
entering transactions individually or entering them in batches.

Chapter 18, “Reminders and tasks,” contains information about setting up
reminders within Microsoft Dynamics GP.

Chapter 19, “Macros,” contains instructions about automating many Microsoft
Dynamics GP tasks with macros.

Chapter 20, “Inquiries and audit trails,” explains how to use inquiry features to
get the data you need to run your business effectively.

Chapter 21, “Posting Microsoft Dynamics GP,” contains information about
posting transactions within Microsoft Dynamics GP.
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Cards

Precise record keeping is an important part of a business’s success. In Microsoft
Dynamics GP, you'll use cards as master records to track and update information
that’s important to your business. You also can access information using cards from
lookup windows in other windows.

This information is divided into the following sections:
*  Qverview of cards

*  Entering card information
*  Lntering Internet information

Overview of cards

Cards in Microsoft Dynamics GP are the “master records” of information, such as
your chart of accounts and your customer, vendor, and employee records. To access
a card in Microsoft Dynamics GP, choose the Cards menu from the menu bar and
select a series. A menu will appear, from which you can choose a window to enter
information in.

Entering card information

To add a record to your system, you'll open a card and enter information into fields
required by Microsoft Dynamics GP or specified by your workplace.

Turn on Show Required Fields (Help >> Show Required Fields) to see what information you
must enter in the window before you can save the record or transaction.

To enter card information:

1. Open the card to enter information for. For this example, we’ve used the Vendor
Maintenance window.
(Cards >> Purchasing >> Vendor)

Ei Yendor, Maintenance B‘E‘E‘

| Save | & Clear | 3 Delets Wiits Lettars - =)
Vendor ID | 41| [ Hel Status Active v
Mame
Short Name Class 1D i
Check Name
Primary Addhess:
Addiess 1D £ 1%
Cantact Phore 1
Address Phore 2

Phore 3

Far
City
State Tax Schedule 2
2IP Code Shipping Method 3
Country Code Q UPS Zone
Country
Address (D3 Wendar Account
Purchase >
Remit To [ Comment 1
Ship From Q Camment 2

DOptions ][ Addiess ” Accounts ]

14 4 » »| |byVendorlD w re

2.  Enter an ID for the vendor in the Vendor ID field.
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3. Enter the vendor’s name in the Name field.

4. Continue entering all additional information about the vendor. You can use the
TAB key to move from field to field within the window.

5. Choose Save to save the record and close the window.

Entering Internet information

You can track Internet addresses and Web pages for your company, customers,
employees, vendors, and items that you order. Entering this information into
Microsoft Dynamics GP allows you to directly access an individual e-mail address if
you have an e-mail application set up, or a World Wide Web location using your
system’s browser.

You can customize the labels for all the fields in the Internet User Defined window.
The window that opens when you click a link for the fields in the Internet
Information window depends on what you enter in the field, rather than its label.

To enter Internet information:

1. Open the Internet Information window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Company >> Internet

Information)
S You also can access the Internet Information window by choosing the Internet
@ Addresses button in a card window, such as Vendor Maintenance.

B Internet Information Q@@l

file Edt Tools Help sa Fabrikam, Inc. 4/12/2017

I save | & Cear | ¥ Delete =]

Select Information for

Company 0 Tw0 Fabrikam, Inc.
Address 10 A | Primary ¥ (23] 4277 West Dak Parkmay

E-mail Addresses

Internet Infarmation

Messenger Address
Login
Password

User Defined 1
User Defined 2

[R][7]

Additional Information

44 » b iy e

2. Select which category to enter Internet information for.

3. Enter the ID for the customer, vendor, employee, or item by using the lookup
window or by typing the information in the field.

If company is selected as the category, the company you are currently in will be
the default entry in the ID field and the field will be locked.
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Enter valid e-mail addresses. You can enter multiple addresses in each field.

If you are sending documents through e-mail to your customers and vendors,
the e-mail addresses you enter are used as default entries in the Purchasing E-
mail Detail Entry window, the Receivables E-mail Detail Entry window, and the
Sales E-mail Detail Entry window.

If you want to send remittances in Payables Management, you must enter at
least one address for the vendor’s remit-to address.

Enter other Internet information.

The window that opens when you click a link for the fields in the Internet
Information window depends on what you enter in the field, rather than its
label.

e If you enter an e-mail address, click the label to start an e-mail application,
if one is set up. (If you are using Microsoft Mail, add “Mailto:” in front of
the e-mail address.)

¢ Home Page displays the listed web site using your operating system’s
default browser. For example, if you had a flower company for a vendor,
you could enter their web site address. When you click the Home Page link,
your system browser will open the flower company’s Web site.

e FIP Site displays the listed FIP site using your operating system’s default
browser. When you click the FIP Site link, your default system browser will
opens the FTP site.

¢ Image starts a graphics application with the specified file open.

User-defined fields open the file you specify.

When you have finished, choose Save to save the record and close the window.
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System and company reports

You can print reports to verify information within your entire system and reports to
analyze activity within each of your companies.

This information is divided into the following topics:

*  System and company report summary
*  Specifying system and company report options

System and company report summary

You can print reports that contain system and company-wide information in
Microsoft Dynamics GP. Some reports are printed automatically when you
complete certain procedures. For example, file maintenance reports are printed
automatically when you complete maintenance tasks, such as checking links.

You also can choose to print some reports after completing specific procedures. For
example, you can choose File >> Print in a setup window to print a setup report.
However, to print some reports, such as an Exchange Rate Table report or to print
mailing labels, you must set up report options to specify sorting options and ranges
of information to include on the report. For more information, refer to Specifying
system and company report options on page 98.

The following table lists the system and company report types available and the
reports that are in those categories.

Report type Report Printing method
User Reports User Notes Choose File >> Print in the
Company Access window you use to set up the
Shortcut Bar information, or create report
Preferences options in the User Reports
window.

User Security*
User Classes Report*

General Reports Current Activity Create report options in the
Systemwide Settings General System Reports
Location Translations window.

Activity Tracking Setup
Activity Tracking Detail
Process Server Setup
Process Server Detail
Currency

Exchange Rate Table
Exchange Rates
Multicurrency Access
Intercompany Setup
Language Setup

* Indicates reports that can be assigned to named printers. See “Printers” in the System
Administrator’s documentation (Help >> Contents >> select System Administration) for more
information.
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Report type

Report

Printing method

Company Setup Reports

Company Settings
Addresses
Pathnames

Fiscal Periods
Source Documents
Audit Trail Codes
Posting Accounts
Posting Settings
Routines

Credit Cards
Payment Terms
Shipping Methods
Comments

Fiscal Periods by Origin
Banks

Choose File >> Print in the
window you use to set up the
information, or create report
options in the Setup Reports
window.

Company General
Reports

Window Notes
Series Groups
Combined Groups
Internet Information

Create report options in the
General Reports window.

Company Mailing Labels
Reports

Customer Labels
Vendor Labels
Employee Labels
Company Labels
Invoice Labels

Prospect Mailing Labels
Shipping Labels

COD Tags

Create report options in the
Mailing Labels window.

Company Tax Reports

Tax Details

Tax Period Reports

Tax Schedules

Tax Transactions Reports

Choose File >> Print in the
window you use to set up the
information, or create report
options in the Company Taxes
Reports window.

File Maintenance
Reports

File Maintenance Error Log Report
Check Links*

These reports will be printed
automatically when you
complete the corresponding file
maintenance procedure.

System Utility Reports

Activity Tracking Report

This report can be printed when
you remove activity tracking
detail.

Security Reports

Security Task Setup

Security Role Setup

Security Role Assignment

Security Task Assignment

User Security

Unassigned Security Operations
Advanced Financial Report Security
Alternate/Modified Forms and
Reports Setup

Security Operation Access

Choose File >> Print in the
window you use to set up the
information, or create report
options in the System Reports
window.

information.

* Indicates reports that can be assigned to named printers. See “Printers” in the System
Administrator’s documentation (Help >> Contents >> select System Administration) for more

Specifying system and company report options

You can print reports by specifying a report option, which contains sorting,
restriction, and printing information. After creating a report option, you can save it

for future use.
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System reports provide you with information about Microsoft Dynamics GP users,
current activity in the system, and systemwide settings. Company reports provide
company-specific setup information, such as fiscal periods, posting settings, and
notes you enter about windows.

To specify system and company report options:

1. Open a reports window. For this example, use a System report.
(Reports >> System >> General)

Il General System Reports Q@ng

& Clesr | & FPrint

Reports.
Current Activity -

Options: Piint List:

2. Select a report by choosing a type of report from the drop-down list. For this
example, select Current Activity.

3. Choose New, or highlight a report option and choose Modify to set up the
report parameters. For this example, choose New; the General System Report
Options window appears.

I General System Report Options EEJEl
E Save & Clear | % Dekete | Sp  Print
Dption: | v | Report Current Activity
Sort By: Company Mame v
Ranges Company Name | Fram 3|
Tar Q
Restrictions:
@

4. Specify a sorting method and items to include.

5. To enter a range, select a type of information from the Ranges list, and then
enter the beginning of the range in the From field and the end of the range in
the To field.

6. Choose Insert to enter the range, and then enter any additional ranges, if
necessary. The report will contain only records that include data within the
range selected.

You can create only one restriction for each type of information. For example, if you

enter a restriction to print records for the first five of 25 users, you can’t enter another
restriction to print records for the last 10 users.
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7. To select printing destinations, choose Destination. Reports can be printed to
the screen, to the printer, to a file, or to any combination of these options. If you
mark Ask Each Time, you can select printing options each time you print this
report option.

To change your default printer options, see Chapter 8, “User preferences.”

8. Save the report options and close the window to return to the original report
window.

9. Highlight the report option and choose Insert.

10. Choose Print.
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Transactions and batches

A transaction is an event or condition that is recorded in asset, liability, expense,

revenue, and equity accounts. Sales to customers or purchases from vendors are

examples of transactions. Transactions are recorded in a journal to link the debits
and credits of each transaction and to provide a record of each transaction in one
place.

Microsoft Dynamics GP uses the double-entry accounting principle. Each
transaction must be recorded with at least one debit and one credit, so that the total
currency amount of both debits and credits equal each other. These changes are
made as entries in the accounting records; therefore, a double entry always must be
made.

However, a transaction won’t always affect both sides of the equation or even two
components of the equation. For example, a transaction might affect only one side
by increasing one asset and decreasing another for the same amount. The balance
sheet shows the equality of the accounting equation. It should always show total
assets equal to the total of the liabilities and owners’ equity.

You can enter and post transactions individually or you can enter and post them in
groups—called batches.

For information about posting, refer to Chapter 21, “Posting Microsoft Dynamics
GP”

Transaction and batch information is divided into the following sections:

* Individual transactions

¢ Batches of transactions

*  Batch requirements and approval options
*  Batch verification and approval

*  Batches without approval options

*  Batch statuses

e [Interrupted transactions

Individual transactions

If you enter individual transactions, you can set up your system to post individual
transactions immediately after you enter them, so that your records are always up
to date. This is called transaction-level posting, or is sometimes called “real-time
posting.”

Entering individual transactions and posting them immediately is useful for sales
and other transactions if the transactions should be reflected on reports and in
inquiry windows as soon as they’re entered.

For instructions to enter an individual transaction, refer to information about the
task that you are completing. For example, to enter a General Ledger transaction,
refer to the “Transactions” chapter in your General Ledger documentation.

Batches of transactions

A batch is a group of transactions that is identified by a unique name or number.
For example, you can group batches by the date when the transactions were entered
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or if they were entered by a specific employee. You can enter transactions into
batches during data entry and then review them before posting them at a later date.
More than one person can enter transactions in the same batch, but not at the same
time. Also, a batch can’t be posted if anyone is making changes to it.

You can create both recurring and single-use batches. Multicurrency transactions
must be entered in single-use batches.

Single-use batch Use single-use batches for specific, one-time transactions and
is deleted after the transactions are posted. Transactions, such as credit memos,
returns, payments, and multicurrency transactions, must be assigned to single-use
batches.

For more information about entering a batch for the task you're completing, refer to
the specific information. For example, to enter a batch in Receivables Management,
refer to your Receivables Management documentation.

Recurring Batches Use recurring batches for transactions that will be posted
repeatedly—as a batch—according to a frequency that you specify. After the batch is
posted, it will remain within the module where you created it. For example, you
might create a recurring batch in Sales Order Processing to include the sales order
transactions that you enter weekly. At the end of each week, you can post the
transactions without having to reenter them. Recurring batches are not posted
automatically—you must post them manually.

For instructions to enter transactions in batches, refer to information about the task
that you are completing. For example, to enter a Sales Order Processing batch for
transactions, refer to the “Batches” chapter in your Sales Order Processing
documentation.

Batch requirements and approval options

You can specifiy batch requirements in the Posting Setup window to help ensure the
accuracy of the batches that you create.

Verify Number of Trx If this option is marked in the Posting Setup window,
you can specify that a required number of transactions must be entered before you
can post a batch. The required number of transactions appear on edit lists, posting
journals, and reprinted posting journals.

Verify Batch Amounts If this option is marked in the Posting Setup window to
set control totals for batches, you can enter the required currency amount for all
transactions you'll enter in a batch. The batch total is the absolute value of all
transactions in the batch. For example, if you enter an invoice of $1,000 and a return
of $250 in a batch, the batch total is $1,250. The batch total must equal the required
currency amount before you can post the batch.

If you're using Multicurrency Management, you must enter batch totals in your company’s
functional currency for all batches, including batches containing multicurrency
transactions.

If you're verifying batch totals and you post a batch that contains transactions with
errors, the control totals are adjusted to reflect the transactions that were not posted.
Any transactions that contain errors remain in the batch after posting is complete.
The actual number of transactions in the batch is recalculated and the control total
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becomes zero. After you correct the transaction, you must enter a new control total
and post again.

The required number of transactions and transaction amounts appear on edit lists,
posting journals, and reprinted posting journals.

Require Batch Approval If this option is marked in the Posting Setup window,
a password to require that batches are approved by someone with administrative
rights must be entered before posting a batch.

For information about setting up these options in the Posting Setup window, refer
to your System Setup manual (Help >> Contents >> select Setting up the System).

Batch verification and approval

If the Require Batch Approval option in the Posting Setup window has been
marked, transactions in batches must be verified by an administrator or someone
who has been granted access to verify the transactions.

If you have administrative rights to approve the transactions in a batch, you can
verify that the transactions are accurate, mark Approved in the window where the
transactions were entered, and then enter the password required. When you mark
Approved, the batch has a status of Approved in the Series Posting and Master
Posting windows. You can’t add transactions to batches that have an Approved
status.

If you didn’t mark the Require Batch Approval option in the Posting Setup window,
batches are assigned a status of either Available or Marked. You can add
transactions to batches that have an Available or Unapproved status.

After a recurring batch has been posted, the status becomes Unapproved, so it is
available for the next batch of transactions.

You can’t, however, mark a batch for posting if the control totals don’t match. To
mark the batch for posting, you’d mark it as Unapproved, change the control total
to match the total number of transactions, approve the batch again, and mark it for
posting.

Batches without approval options

If batch approval options haven’t been set up in the Posting Setup window, you
won’t need to approve the marked batches before posting. You can refer to this
section for information about how you can activate batch approvals and work with
batches that require approvals.

Activating batch verification

If a batch was marked for posting and batch verification options haven’t been set
up, control totals for the marked batch won’t be verified before posting.

Adding transactions to approved batches

Transactions can be added only to batches that have an Available or Unapproved
status; you can’t add transactions to batches that have been approved for posting.
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Approving a recurring batch

After a recurring batch has been posted, the status automatically will become
Unapproved. To post the recurring batch again, you must approve it before doing
sO0.

Approving unbalanced batches

It’s possible to approve a batch that has unbalanced control totals. For example, you
could approve a batch even if the actual number of transactions entered in the batch
doesn’t equal the control total.

The approval of batches and verification of control totals are two separate features.
You can’t mark a batch for posting if the control totals don’t match. You must mark
the batch as unapproved, change the control total to match the total number of
transactions, approve the batch again, and mark it for posting.

Specifying batch totals for transaction-level posting

When transactions are posted using transaction-level posting, the batch control
fields always will contain zero amounts. The transactions will have been posted,
however, even though zeros are displayed. If the transactions aren’t posted, a
message will be displayed in the posting journal to alert you that the transactions
weren’t posted.

Deleting approved batches

Approved batches can’t be deleted. To delete a batch that has been approved, you
must mark it as unapproved first.

Verifying totals in batches with errors

If you're verifying batch totals and you post a batch that contains transactions with
errors, the control totals are adjusted to reflect the transactions that were not posted.
Any transactions that contain errors remain in the batch after posting is complete.
The actual number of transactions in the batch is recalculated and the control total
becomes zero. After you correct the transaction, you must enter a new control total
and post again.

Batch statuses

Batches can have several different posting statuses. A posting status indicates where
a batch is in the overall posting status. Some batch statuses only occur in specific
modules. Refer to the table for more information.

Batch Meaning Modules

posting

status

Available The batch isn’t in use and can be All
modified.

Approved The batch can be marked for posting | All
but can’t be modified

Busy The batch is being modified by All
another user and can’t be marked for
posting or posted.

Deleting The batch is being deleted by another | All
user.
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Batch Meaning Modules
posting

status

Marked The batch will be posted when you All

choose Post. After a batch has been
marked, you can’t modify it unless
you change its status back to
Available.

No Transactions

The batch does not contain any
transactions.

General Ledger
Inventory Control
Invoicing

Payables Management
Payroll

Receivables Management
Sales Order Processing

Receiving

The batch is receiving transactions
from another module.

Inventory Control

Recurring Batch
Posted
Maximum Times

The batch already has been posted
the maximum number of times
allowed for a recurring batch.

General Ledger
Inventory Control
Payables Management

Payroll

Receivables Management
Posting The batch is being posted. All
Unequal Actual/ | The batch has a different amount for | General Ledger
Control Batch Actual Batch Total than for control Invoicing

Totals

Batch Total.

Payables Management
Receivables Management
Sales Order Processing

Unequal Actual/
Control
Employees

The batch has a different amount for
Actual Employees than for Control
Employees.

Payroll

This only applies if the Verify Batch
Amounts option is marked in the
Posting Setup window.

Unequal Actual/
Control Journal
Entries

The batch has a different amount for
Actual Journal entries than for
Control Journals Entries.

General Ledger
This only applies if the Verify Number
of Trx option is marked in the Posting
Setup window.

Unequal Actual/
Control Quantity
Totals

The batch has a different amount for
Actual Quantity Total than for Control
Quantity Total.

Inventory Control

This only applies if the Verify Batch
Amounts option is marked in the
Posting Setup window.

Unequal Actual/
Control
Transactions

The batch has a different amount for
Actual Transactions than for Control
Transactions.

All

This only applies if the Verify Number
of Trx option is marked in the Posting
Setup window.

Unapproved

The batch hasn’t been approved for
posting. You can modify the batch.
You can approve the batch and mark
it for posting in a batch entry window
only when the batch totals equal the
control totals.

General Ledger

Inventory Control

Invoicing

Payables Management

Payroll

Receivables Management

Sales Order Management

This only applies if the Require Batch
Approval option is marked in the
Posting Setup window.
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Interrupted transactions

Use the transaction entry windows to continue processing interrupted transactions.
Statuses are not assigned to transaction processes that have been interrupted. When
you log in to the system, a message will be displayed if a transaction-level process
was interrupted. If processing is interrupted, refer to the following information.

~~- Ifthese solutions aren’t helpful, we recommend that you call your reseller, qualified installer,
@ or Microsoft Dynamics GP Technical Support.

Posting interrupted Open the transaction entry window. The transaction is
available for posting. You can continue entering transactions.

Printing interrupted Open the transaction entry window. The posting journal is
printed when you close the window.

Table updates interrupted Open the transaction entry window. The system
finishes updating tables. No further action is needed.
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Reminders and tasks

You can create and update a list of tasks, assign tasks to other users, set reminders
for due dates, and view the tasks that you have completed. You also can set up
reminders for overdue invoices, payables due, recurring batches of transactions that
you need to post, and SmartList favorites that meet conditions that you specify.

This information is divided into the following sections:

o Creating a task
o Viewing the task list

*  Setting up predefined reminders
*  Creating customized reminders
o Viewing reminders

*  Acting on a reminder

Creating a task

Use the Task window to create a new task. For example, you can create tasks to
remind yourself to print reports or make backups on a regular schedule. You also
can make a task recurring or link a task to a Microsoft Dynamics GP window, a Web
page, or an external program or file.

Tasks will be displayed in the Reminders window on the date that they are due. You
also can view a list of the tasks that are assigned to you in the Task List window. For
more information, see Viewing the task list on page 109.

To create a task:

1. Open the Task List window.
(Microsoft Dynamics GP menu >> Task List)

2. Choose New Task. The Task window will open.

I Save | & Clear | X Delte | £ Becurence

Task: |

DueDate | 07/22/2005 Task Assigned Ta: sa v
Status Pending ~

Link Ta, Mo Link v

@

3. Enter a description for the new task in the Task field.

4. Select the user ID for the person to assign the task to, or select <Any User> so

that all users will see the task in the Reminders window. Any user then can
complete the task.

Because this is a new task, the status is Pending. When the task is completed,
the status will be changed to Completed.

5. Select the type of link to be attached to this task. If you select No Link, skip to

step 6.
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Microsoft Dynamics GP window Select this option to link to a Microsoft
Dynamics GP window from a task so that the user who is assigned the task can
easily access a window that you specify. Choose the Name expansion button to
open the Add Command window, where you can select a window name.

You only can add links to windows that you have security access to.

Web Page Select this option to link to a Web Page from a task so that the user
who is assigned the task can easily access the Web page. Enter the URL for the
Web page.

External program or file Select this option to link to an external program
or file so that the user who is assigned the task can easily start a program or
open a file that you specify. Choose the Browse button to select an external
program or file to link to.

To make this a recurring task, choose Recurrence to open the Recurrence
window. Otherwise, skip to step 10.

El Recurrence Qlﬁ‘g‘

Recurence Pattem
@iDaly (@ Eveny 1| day(s]

O Wweekly O Every weekday
) Monthly
O Yearly
Flange of rscunence
Start 441242007 (® Noenddate
O End after: 10| occunences
) Endby 441242007

{r @ [ ok ][ Cancel | [ BemoveRecunencs |

In the Recurrence window select how often you should be reminded to
complete the task. You can select Daily, Weekly, Monthly, or Yearly.

Specify when the task should be repeated.

¢ To be reminded to complete the task at regular intervals, select one of the
options in the Recurrence Pattern area.

¢ Tobereminded to complete the task at regular intervals until a specific date
is reached, enter starting and ending dates in the Range of recurrence area.

Choose the Remove Recurrence button to stop the reminder from repeatedly opening.

Choose OK to save the information and return to the Task window.

10. In the Task window, choose Save to save the information. Close the window.
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Viewing the task list

Use the Task List window to review the tasks assigned to you.

To view the task list:

1. Open the Task List window.
(Microsoft Dynamics GP menu >> Task List)

UsstlD sa ) MewTask & Open

Task fssigned User  DuDate  Date Comple... | Completed By

e -E_\use

2. The tasks that are assigned to you are displayed.

*  You can select a task by double-clicking it. The Task window will open,
where you can delete a task, or update the description, due date, user
assignment, or status of the task. See Creating a task on page 107 for more
information.

* Mark the check box next to the task to indicate that it has been completed.

3. Choose Close to close the window.

Setting up predefined reminders

Use the Reminder Preferences window to specify which predefined reminders to be
reminded of and how often to be reminded.You also can specify whether the
predefined reminder should be displayed as a Cue in the Home Page. Predefined
reminders are reminders that already have been created for you and that you can
choose to be reminded of. Predefined reminders exist for overdue invoices,
payables due, recurring General Ledger batches, recurring Receivables batches,
recurring Payables batches, items due for stock count, and lots due to expire. The
options displayed in this window depends on what you have installed and
registered.

You also can use this window to create customized reminders. For more
information, see Creating customized reminders on page 110.

To set up predefined reminders:

1. Open the User Preferences window.
(Microsoft Dynamics GP menu >> User Preferences)
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110

2. Choose Reminders to open the Reminder Preferences window.

B Reminder Preferences Qlﬁ\@\

Eile  Edt Tools  Help sa Fabrikam, Inc. 4j12j2017
Predefined Reminders
Fiemind Me: Fiemind Me Display as a Cue

Overdue Invoices [l 1| daps after dus date. O

Papables Due O 0| days before dus date. |

Recuring General Ledger Batches 3| days before post date. O

Recuring Receivables Batches O 0| days before post date. |

Recurming Payables Batches O 0| days before post date. |

Itemns Due far Stock Count " 0| days before due date.

Collection Tasks Due (] 0 days before due date. |

Lots Due to Expire | Fl
Custom Reminders

Hame Category New

Customers Over Credit Limit* Custamers

Past Due Customer Transactions* Receivables Transactions

Payables Due Today™® Payables Transactions

Receivables Due Today* Receivables Transactions

3. Mark the check box for each event to be reminded of and enter the number of
days preceding the event that the reminder should open.

4. Specify whether to display predefined reminders as Cues.
5. Choose OK and close the window.

6. In the User Preferences window, choose OK to close the window.

Creating customized reminders

You can set up customized reminders to alert you when a SmartList favorite meets
the conditions that you specify. You also can specify whether the custom reminder
should be displayed as a Cue in the Home Page. For example, for the default
SmartList favorite named Customer Balance, you can set up a customized reminder
to let you know when a customer’s balance is larger than $1,000.

Use the Reminder Preferences window and the Custom Reminders window to
create new customized reminders.

To create a custom reminder:

1. Open the Reminder Preferences window.
(Microsoft Dynamics GP menu >> User Preferences >> Reminders button)
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2. Choose New to open the Custom Reminder window.

B Custom Reminder

File  Edt Tooks Help S&M Fabrikam, Inc. 4/12(2017
SmartList Favorite
4

Category:

Wisible to:
Remind me when

v
O Total of colmn
[ Display as a Cue

3. Enter a SmartList favorite.

The Category and Visible to information for the SmartList favorite that you
entered is displayed.

4. Mark one of the following options to indicate the condition that must exist for
the reminder to be displayed.

Number of records Mark this option to be reminded when the number of
records in a SmartList favorite meet a condition that you specify. For example,
you could create a condition where you would be reminded when a SmartList
favorite contained greater than 50 records.

Total of column Mark this option to be reminded when the amount for a
SmartList favorite column that you specify meets a condition that you specify.
For example, you can create a condition where you will be reminded if the
Document Amount column in the Sales Transactions SmartList favorite is less
than $1,000.

5. If you marked Number of records, you can specify whether to display custom
reminders as Cues.

6. Choose OK to save your changes and close the window.

A list of customized reminders that you have created is displayed in the
Reminders Preferences window.

Viewing reminders

Use the Reminders window to view reminders that were generated automatically
or by a task that you entered. See Creating a task on page 107 for more information.

If you have overdue tasks or tasks that are due today, the Reminders window will
be displayed when you log in to Microsoft Dynamics GP.

If your home page is set up to be displayed when you start Microsoft Dynamics GP
and you have selected to display reminders in the To Do area of your home page,
the Reminders window will not be displayed when you log in to Microsoft
Dynamics GP.
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To view reminders:

1. Open the Reminders window.
(Microsoft Dynamics GP menu >> Reminders)

I Reminders

e 1D 1 HewTask

Due . User Description Amount (Functional)

(0) Document(s)

)@ Change Reminder Preferences

2. Use the View menu to select the types of events that will be displayed. You can
view all reminders, overdue invoices, bills to pay, general ledger batches,
receivables batches, payables batches, stock counts due, tasks, or lots due to
expire. You also can complete the following actions.

¢ You can double-click a reminder in the Reminders window to take action on
it. See Acting on a reminder on page 112 for more information.

*  You can choose New Task to create a new task. See Creating a task on
page 107 for more information.

*  You can click the Change Reminder Preferences link to open the Reminder
Preferences window, where you can specify events to be reminded of and

how often to be reminded.
3. Choose Close to close the window.
Acting on a reminder
Use the Reminders window to complete an action based on a reminder.

To act on a reminder:

1. Open the Reminders window.
(Microsoft Dynamics GP menu >> Reminders)

2. Select a reminder and choose Open. A menu will be displayed.
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Depending on the type of reminder you are opening, you can select one of the
following menu items to open Microsoft Dynamics GP windows where you can

complete actions associated with the reminder.

Reminder

Menu Item

Action

Overdue Invoices

Document

Opens the Receivables
Transaction Inquiry Zoom
window, where you can view
a transaction as it was
originally posted using the
Receivables Transaction Entry
window.

Customers

Opens the Customer
Maintenance window, where
you can add and modify
customer records and
information.

Payables Due

Document

Opens the Payables
Transaction Entry Zoom
window, where you can view
the transaction as it was
originally entered.

Select Checks

Opens the Select Payables
Checks window, where you
can select vouchers for
payment.

Vendors

Opens the Vendor
Maintenance window, where
you can create, delete, and
inactivate vendor records, and
place vendor holds.

General Ledger Batches

Batch Entry

Opens the Batch Entry
window, where you can create
batches or post individual
batches.

Post Batches

Opens the Series Posting
window, where you can post
the batch that you selected.

Receivables Batches

Batch Entry

Opens the Receivables Batch
Entry window, where you can
add, modify, and post batches
of receivables transactions.

Post Batches

Opens the Sales Series
Posting window, where you
can post batches from the
Sales series.

Payables Batches

Batch Entry

Opens the Payables Batch
Entry window, where you can
create a batch, or group, of
transactions.

Post Batches

Opens the Purchasing Series
Posting window, where you
can post payables batches.

Stock Counts Due

Stock Count Schedule

Opens the Stock Count
Schedule window, where you
can create, modify, or delete a
stock count schedule.
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Reminder

Menu Item

Action

Item Quantity maintenance

Opens the Item Quantities
Maintenance window, where
you can update and review
information about the
quantities of a specific item at
a specific site.

Item Inquiry

Opens the Item Stock Count
Inquiry window, where you
can view stock count
information about a specific
item.

Tasks

Task

Opens the Task window with
the task that you selected
displayed.

Task List

Opens the Task List window,
where you can view the tasks
that are assigned to you.

Lots Due to Expire

Lot Number Inquiry

Opens the Lot Number Inquiry
window, where you can view
information about items that
track lot numbers.

Edit Lot Number Attributes

Opens the Edit Lot Number
Attributes window, where you
can edit attributes assigned to
a lot number.

Serial/Lot Trace Inquiry

Opens the Serial/Lot Trace
Inquiry window, where you
can track the life cycle of serial
or lot numbers. You also can
use the Serial/Lot Trace
Inquiry window to trace the
recall of serial or lot numbers.

3. In the Reminders window, choose Close to close the window.
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Macros

Use the macro system in Microsoft Dynamics GP to enhance data processing power
by automating some of your accounting tasks, such as table maintenance and
reporting. This information is divided into the following sections:

*  Macros overview
*  Recording a macro
*  Recording a data entry step

*  Playing a macro

Macros overview

A macro is a recording of each key you pressed or mouse click you made while
performing a procedure. (You could think of creating a macro as a “recording
session.”) Later, the macro can be played. As it is played, each entry will be re-
created just as though you were typing the keystrokes and using the mouse
yourself.

Although a macro can begin anywhere within Microsoft Dynamics GP, the point where a
macro begins must be active before you can play it. For example, if you begin recording a
macro using the General System Reports window, that window must be active on your
screen for the macro to play. We recommend that you begin every macro by making a
selection from the menu bar or toolbar.

Recording a macro

Although you can create macros for any entries you make in the Microsoft
Dynamics GP system, macros typically are most effective for the following tasks:

¢ Printing routine reports that can be compiled the same way at regular intervals.

¢ Performing one or more tasks that require lengthy computer processing time.
You can begin replaying the macro when you're ready to go home for the
evening or a weekend. The macro automatically will complete the task and, if

you want, exit the Microsoft Dynamics GP system when it is finished.

¢ Standardizing the completion of crucial accounting tasks, such as posting,
printing financial statements, or closing a month or a year.

The following table lists all the menu options available while recording a macro.

Recording option Description

Record Displays the dialog box where you specify the macro’s name and
location.

Stop Record Ends the recording of the macro.

Suspend Recording Allows you to enter a prompt that appears when the macro is

played; the macro will be paused, as well. Choose Resume
Recording to continue recording.

Resume Recording Continues recording the macro after recording is suspended, if you
used the Suspend Recording option.

Insert Pause Pauses the recording of the macro.See Recording a macro on
page 115 and Recording a data entry step on page 116 for more
information.
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After the macro is recorded, you can edit it using a text editor, such as Notepad. To
delete a particular Microsoft Dynamics GP macro, you can either record a new
macro using the same name, or delete the macro’s file at the operating system level.

To record a macro:

1. Start from the menu bar. Doing so will make it easy to remember where you
started your macro from. You'll need to know the point where the macro began
to be able to replay the macro.

2. On the Microsoft Dynamics GP menu, choose Tools >> Macro >> Record to
display the Name the macro window.

3. Specify a name and location for the macro using naming conventions:

¢ Make the filename descriptive (for example, a macro might be named
YTDIncome.mac).

¢ Use the MAC extension to indicate that it's a macro.
* Save all your macros in a folder. Otherwise, the macro will be saved in the
main folder for your system. We recommend that you save your macros to

C:\Program Files\Microsoft Dynamics\GP\Data.

To program the macro so that you can enter data while playing a macro, see
Recording a data entry step on page 116.

4. Perform the procedure to be recorded.

o= When you record a macro, use keyboard commands rather than your mouse as much as
possible. If you edit the macro later in NotePad, it will be easier to find the commands
and steps to change.

5. Stop the macro.
(Microsoft Dynamics GP menu >> Tools >> Macro >> Stop Record)

Recording a data entry step

If the procedure you're recording requires that the user enter additional information
or perform certain actions each time the macro is played, you can insert pauses in
the macro at selected points and add a message that will be displayed when the
macro pauses.

When you play the macro, it will pause at these points, allowing you to take the
necessary action and then continue playing the macro. For instance, you may want
to insert a macro pause before a report is printed by the macro. The message could
prompt the user to verify printer setup before continuing playback. After printer
setup has been verified, the user would continue playing the macro (Microsoft
Dynamics GP menu >> Tools >> Macro >> Continue).
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To record a data entry step:

1.

2.

Complete steps 1 through 4 in the Recording a macro on page 115 procedure.

When you reach the point where you need to enter data or perform an action,
on the Microsoft Dynamics GP menu, choose Tools >> Macro >> Insert Pause.
The Macro Insert Pause window appears.

Macro Insert Pause

Macrorecording has been suspended.
Choose "Macro-=Resume Recording” to continue

User prompt for playhack of this pause:

Enter a message that will instruct the user to complete the action needed before
continuing playback. The message will appear at the specified point when you
play back the macro.

Choose OK.

On the Microsoft Dynamics GP menu, choose Tools >> Macro >> Resume
Recording to restart the recording.

Repeat steps 2 through 5, as necessary, until you are finished recording the
macro.

Stop the macro.
(Microsoft Dynamics GP menu >> Tools >> Macro >> Stop Record)

Playing a macro

You can play Microsoft Dynamics GP macros in the following ways:

On the Microsoft Dynamics GP menu, choose Tools >> Macro >> Play.

Add the macro to the shortcut bar. For more information about the shortcut bar,
see Chapter 9, “Shortcut navigation.”

Add the macro to a list of routines, and select it from the list of routines. See the
System Administrator’s Guide (Help >> Contents >> select System
Administration) for more information on customizing routines.

To play a macro:

1.

On the Microsoft Dynamics GP menu, choose Tools >> Macro >> Play. The
Select a Macro to Play window is displayed.

Select the macro to play and choose Open. The macro will begin playing.

To control how the macro plays, select one of the playback options.
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The options are listed in the following table.

Playback option Description

Play Displays a dialog box that contains all the macros in the
current folder that were assigned a .MAC extension.
After you select a macro to play, the Macro menu will
display up to four options: Stop Play, Pause, Step, and

Continue.
Stop Play Stops playing the macro.
Pause Pauses the macro until you choose Continue or Step.
Step Allows you to play the macro one line at a time. For

instance, if your macro doesn’t run through successfully,
this option allows you to follow the process of the macro,
step by step, to determine where the problem is.

The macro will not step through a dialog box one line at a
time because the Step option is not available when a dialog
box is displayed.

Continue Continues playing the macro after play is paused, if the
Pause option was used when recording the macro.

If the Insert Pause option was used when recording, a dialog
box appears when you play the macro, displaying a prompt.
This prompt was entered in the Macro Insert Pause window.
Choose OK in the dialog box, enter or verify the appropriate
data, then choose Continue from the Macro menu.

4. If a prompt appears as the macro is running, complete the requested action and
choose OK.
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Inquiries and audit trails

While working on a task, you can use links to open other windows to verify
information. You also can open inquiry windows to view historical information that
you may need or to trace an audit trail. Microsoft Dynamics GP provides several
methods for obtaining information about your business.

This information includes the following sections:

*  Accessing information using an inquiry window
e Using the Go To menu

¢ Performing an audit trail inquiry

¢ Tracing the audit trail

¢ Audit trail codes

*  Printing an audit trail report

Accessing information using an inquiry window

Use the Microsoft Dynamics GP inquiry feature to review information for all open
periods or for an historical year in detailed or summary form. Because the inquiry
windows provide access to information in a quick, efficient manner, you'll always
have a current view of your system or your company’s financial status.

Microsoft Dynamics GP includes a number of features to help you scan this
information easily. Using the browse buttons, you can move through a series of
records by choosing an arrow button at the bottom of the window. You can view
summary or detailed information, and sort the records that you want to view. The
selection you make determines the order in which the records appear when you
choose the browse buttons.

To access information using an inquiry window:

1. Open an inquiry window. For this example, use the General Ledger Detail
Inquiry window.
(Inquiry >> Financial >> Detail)

Il Detail Inguiry g@g|
& Clear Fiexdisplay - 5
Account | - - WIEIEN
D escription
‘Year 2007 A Account Balance:
Date: @M O Fom To
Saurce Dacument: @ Al O Fiom 2 o [
Cunency D @ A O From £l To (51
Date Journal Enty Debit Credit

2|

Audit Tral Code Source Dacument Reference Curency 1D

Tatal $0.00 $0.00

4 b M| by Account Type v @

2. Select the item to view. In this case, select the account and year you want to
view.
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3. To print, choose File >> Print. A report showing the information in the inquiry
window is printed to the selected destination. In this example, the information
shows the transactions for the selected account.

You also can choose the printer button in the Detail Inquiry window or press
CTRL + P to print.

4. To view more detail, highlight a line item (if applicable) and click the field link.
In this example, you can click the Account, Journal Entry, and Currency ID
links.

5. To exit the inquiry windows, close the windows.

Using the Go To menu

The Go To menu is located in the upper right corner of selected windows. Use the
Go To button to display a list of additional windows that you can access by selecting
the window you need to use.

i

To use the Go To menu:

1. Open a window containing a Go To button. For this example, we’ve used the
SmartList window.
(Microsoft Dynamics GP menu >> SmartList)

2. From the tree structure in the left side of the window, choose the folder to search
for information in. For example, you can choose the Accounts folder.

3. Select the item that you want additional information about. The Go To button
will be unavailable until you select an item.

Search Calumres Refresh (G Favortes S Print Excel wiord {5 e
+ G et sy » [

&3 Account Transacti Account Number Account Description Posting Type Account Ce#*
@ [ Accounts 000-1100-00 Cash - Operating Account  Balance Sheet Cash
" & Bark Transactions 000-1101-00 Cash in Bank - Canada Balance Shest Cash
w0 [ Customer Address 000-1102-00 Cash in Bank - Australia Balance Shest Cash
@[3 Customer Ttems 000-1103-00 Cash in Bank - New Zeal...  Balance Sheet Cash
& @ Cuskamers 000-1104-00 Cash in Bank - Germany Balance Shest Cash
& @ Employee Summar 000-1105-00 Cash in Bank - United Ki...  Balance Shest Cash
% (B Employees 000-1106-00 Cash in Bank - South Africa  Balance Sheet Cash
& {3 Inventory Transat 000-1107-00 Cashin Bank - Singapore  Balance Sheet Cash

n00-1110-00 Cash - Payroll Balance Sheet Cash

@ [ Ttem Quantities = T
Cash - Flex B

& [3 Ttems

0 o
000-1130-00 Petty Cash

w0 [3 Landed Cost Groy Cash
000-1140-00 Sawings Balance Shest Short-Term
@ (%] Landed Cost ID
@ Multidmensionsl £ 000-1190-00 Cash Suspense Balance Sheet Cash
& bl 000-1200-00 Accounts Receivable Balance Shest Accounts Ry
& @ Payables Transact 000-1205-00 Sales Discounts Available  Balance Sheet Accounts B
[ Payroll tistorical T v nnn-1210-1n Allwwanre for Dokl ... Ralance Shear Arcrunts Y
< b <
604 Accounts Completed First 1000 Accounts with no search criteria @
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4. Choose the Go To button, and choose a window from the available list.

Vi

Surmary Inguiry

Dretail Inaquiry

Hiskory Sumrmary Inguiry
History Dekail Inguiry

5. When the window opens, you can locate the information you need about the
item.

Performing an audit trail inquiry

An audit trail allows you to trace a transaction from any point in the Microsoft
Dynamics GP system back to the batch or window where it was originally entered.

For this example, you can use the Detail Inquiry window and the Payroll Check and
Transaction windows for tracing the audit trail code for a payroll transaction. In
addition, the links allow you to refer to the source document for a transaction.

You may want to use the sample company, Fabrikam, Inc., to view examples of
inquiries and audit trail codes. To use the sample company, on the Microsoft
Dynamics GP menu, choose Users and Company. Then switch to LESSONUSER1 or
LESSONUSER? and select Fabrikam, Inc. as the company.

For more information, refer to Tracing the audit trail on page 122, Audit trail codes on
page 123, or Printing an audit trail report on page 125.

To perform an audit trail inquiry:

1. Open a transaction inquiry window. For this example, use the Detail Inquiry
window.
(Inquiry >> Financial >> Detail)

Il Detail Inguiry g@g|
& Clear Fiexdisplay - 5
Aeccount |- - WIEIEN
Description
‘Year 2007 A Account Balance:
Date: @M O Fom To
Saurce Dacument: @ Al O Fiom 2 o [
Cunency ID @ Al O From 2 Ta [
Date Joumnal Entry Diebit Credit

Audit Trail Code Source Document Reference Cunency ID

> »

Total $0.00 $0.00

4 4 » Pl |byAccount Type v e

2. Select an ID or number to complete an inquiry on. For this example, select an
account number.
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3. Select a year. You can select either an open or an historical year, if available.

4. If applicable, select a line item to view. In this example, select the first item in
the list.

5. To see the audit trail code, choose the Show Details button in the upper right
corner of the scrolling window. The audit trail codes for the line items will be
displayed.

6. To print a report containing the information shown in the window, choose File
>> Print.

7.  When you've finished reviewing the information for the journal entry, choose
Clear. The Detail Inquiry window is cleared.

Tracing the audit trail

The audit trail is a collection of records that allows you to trace a transaction from
any point in the Microsoft Dynamics GP system back to the batch or window in
which it was originally entered. With the information you’'ve entered about the
transactions, you should be able to trace them from their originating point in
Microsoft Dynamics GP to the actual source documents—such as invoices, checks,
or receipts—that provided the basis for the transactions.

The audit trail is integral to sound accounting practices. It allows independent
auditors and your company’s accountants to verify the effectiveness and accuracy
of your company’s recordkeeping practices. This information, in turn, assures you
that the information that you base your business decisions on is accurate and
complete.

Traditionally, the audit trail has consisted of ledgers or journals that show where
and when individual transactions were posted. Microsoft Dynamics GP provides
this kind of audit trail with its posting journals; it also provides an online audit trail
tool using links.

Microsoft Dynamics GP has two ways of tracking audit trail information:

Source document codes A source document code identifies the type of
journal or entry that can be examined for more information about a specific
transaction. Source document codes are useful particularly if you enter a significant
portion of all your transactions in General Ledger; you can assign a source
document code that easily identifies the type of transaction you're entering. For
example, CR] is the source document code for Cash Receipts Journal if the
transaction represents a cash receipt. Microsoft Dynamics GP provides a limited
number of commonly used source document codes, and you can set up additional
codes using the Source Document Setup window. Refer to the System Setup
instructions (Help >> Contents >> select Setting Up The System) for more
information about setting up source document codes. Refer to the General Ledger
documentation for information about assigning source document codes.

Audit trail codes An audit trail code is a series of alphanumeric characters that
provide a precise record of each transaction, including where it's been posted, as the
transaction has made its way through the Microsoft Dynamics GP system. These
codes identify the posting journal that the transaction appears on.
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Transactions posted from an accounting module through General Ledger will have
two audit trail codes: one for the module and one for General Ledger. For example,
a Receivables Management sales transaction may be assigned a code of
RMSLS00000214 when it’s posted in Receivables Management, and
GLTRX00000485 when it’s posted in General Ledger. After the transaction reaches
General Ledger, the Receivables Management audit trail code will become the
General Ledger batch ID. As a result, General Ledger posting journals will contain
the audit trail codes for both postings—the one in Receivables Management and the
one in General Ledger.

Dynamics GP can't be changed, and you can’t create additional audit trail codes. However,
you can change the number that’s assigned to the next posting journal of a particular type.
Use the Audit Trail Codes Setup window to do this.

é To ensure the integrity of the audit trail, the audit trail codes included with Microsoft

Since searching through all your posting journals can be tedious, Microsoft
Dynamics GP provides additional reports, such as cross-reference reports, that help
you make the connections. For more information about cross-reference reports, refer
to the General Ledger documentation. To print a cross-reference report, see Printing
an audit trail report on page 125.

Audit trail codes

Microsoft Dynamics GP automatically assigns audit trail codes to transactions as
they’re posted. Audit trail codes allow you to trace the posting sequence of a given
transaction back to the point where it was originally entered in Microsoft Dynamics
GP. For example, if a transaction originated in the Clearing Entry window, the
system would assign the transaction a five-character journal identification code
GLCLR, followed by an eight-digit sequence number, such as 00000002.

Audit trail codes provide a precise record of each transaction and where the
information has been posted within the system. Audit trail codes also indicate
where you should look if you need detailed information about a specific
transaction. In General Ledger, for example, audit trail codes are printed on posting
journals, the Cross Reference Report by Journal Entry, the Cross Reference Report
by Audit Trail Code, the Transaction History Report, and the Year End Closing
Report.

A list of all audit trail codes is given below. Because you also can post transactions
to a previous year in General Ledger, we've included the audit trail codes that are
assigned to transactions posted to history.

Financial

Posted from Audit trail code
Reconcile Bank Statement CMADJ
Bank Deposit Entry CMDEP
Bank Transaction Entry CMTRX
Bank Transfer Entry CMXFR
Clearing Entry GLCLR
Quick Entry (Journal History) GLQHS
Quick Entry (Journal Entry) GLQJE
General Entry (Transaction History) GLTHS
General Entry (Transaction Entry) GLTRX
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Posted from

Audit trail code

General Entry (Transaction Entry) ICREV
General Entry (Transaction Entry) ICTRX
General Entry (Transaction History) ICTHS
Currency Revaluation (Historical Year) MCRVH
Currency Revaluation (Current Year) MCRVL
Euro Conversion MCCNV
Euro Conversion MCCVH
Euro Conversion RMCNV

Sales

Posted from

Audit trail code

Receivables Apply Documents RMAPY
Receivables Cash Receipts RMCSH
Receivables Transaction Entry RMSLS
Transfer Commissions RMCOM
Receivables Posted Transaction Maintenance RMMSC
Invoice Entry INVCE
Sales Deposits SLSDP
Sales Transaction Entry SLSTE
Sales Voided Transactions SLSVT
Currency Revaluation RMRVL

Purchasing

Posted from

Audit trail code

Apply Payables Documents PMAPY
Computer Checks PMCHK
Manual Payment Entry PMPAY
Payables Transaction Entry PMTRX
Void Payments PMVPY
Void Vouchers PMVVR
Purchasing Voided Trx POPVT
Purchasing Invoice Entry POIVC

Receivings Trx Entry RECVG
Receivings Voided Trx RECVT

Currency Revaluation PMRVL
Euro Conversion PMCNV
Returns Transaction Entry PORET
Voided Purchase Invoice PVIVC

Inventory

Posted from

Audit trail code

Item Transaction Entry IVADJ
Item Transfer Entry IVTFR
Assembly Entry BMASM
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Payroll

Posted from Audit trail code
Post Payroll Checks UPRCC

Payroll Manual Checks/Adjustment Entry UPRMC

Period-End Reports UPRPE

Void Checks UPRVC

Printing an audit trail report

You can print reports to show the transactions that you view on your screen. These
reports can be sorted by audit trail code, journal entry number, or source document
number. When you create the report, you can set up restrictions so that you obtain

only the information you need.

To print an audit trail report:

1. Open the Cross-Reference Report window.
(Reports >> Financial >> Cross-Reference)

Il Cross-Reference Report

& Cea | & Fint |

FEX

Reports:

lournal Enty

Optiong:

demo

Print List:

2. Select the type of report to print.

3. Choose New, or highlight a report option and choose Modify to set up the
report parameters. The Cross-Reference Report Options window opens.

| Cross-Reference Report Options
K Save | Clear | X Delete | S Pint |

Dptior: I v|  Pepat [JoumalEnty |
Inciude:

[ Posting Accounts Year.

[ Unit Accounts @ Open O History 2007 v
[ ¥oided Transactions

Ranges: Journal Entry »

Fram: ‘ D‘

To | 0

Descripton |

Restrictions:
Insert >>
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4. Name the report option and select the parameters for the report.
5. Choose Destination to select the printer destination.

6. Save the report options and close the window to return to the Cross-Reference
Report window.

7. Highlight the report option and choose Insert.

8. Choose Print.
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Posting the transactions that you've entered makes them part of your company’s
permanent records. Until they’re posted, transactions can be changed or deleted.
After they've been posted, they can’t be changed in any way, although you can
enter correcting transactions to correct errors, and you can void some posted
transactions that aren’t valid anymore. Voiding transactions typically is allowed for
checks and similar preprinted forms.

You'll notice the effects of posting on most reports, which will display updated
amounts each time transactions related to the reports are posted.

For information about setting up posting for your company, see the System Setup
instructions (Help >> Contents >> select Setting Up The System).

Sometimes posting might be interrupted because of a power fluctuation or some
other posting problem, or if any transactions in a batch contain errors. Your
Microsoft Dynamics GP system will attempt to recover an interrupted batch the
next time you log in. If necessary, you can use the Batch Recovery window to
continue posting the interrupted batch. You also can recover individual transactions
that have been interrupted.

e Transaction-level and batch-level posting
*  Posting methods for batches

¢ Posting an individual batch

®  Posting batches within a series

®  Posting batches using master posting

*  Batch posting recovery overview

o Continuing an interrupted batch

¢ Continuing a batch posted with errors

e [Interrupted transactions

Transaction-level and batch-level posting

Microsoft Dynamics GP has two levels of posting—transaction-level posting and
batch-level posting.

Transaction-level posting If you use transaction-level posting (sometimes
called “real-time” posting), you must post the transaction immediately. You can’t
save a transaction without posting it. Transaction-level posting is useful for sales
and other transactions that should be displayed on reports and in inquiry windows
as soon as they're entered.

The posting date for transactions that you enter in General Ledger batches, and any
other transactions that you post using transaction-level posting, will be transaction

date.

For more information, see Posting an individual batch on page 128.

Batch-level posting This type of posting provides several options that allow
you to post batches individually or in groups. If you post transactions as part of a
batch, you can enter both a transaction date and a batch date when you enter
transactions. The default date for each date is the user date—the date displayed on
the toolbar. For more information about posting dates, see the System Setup
instructions (Help >> Contents >> select Setting Up The System).
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For more information, refer to Posting methods for batches on page 128.

Posting methods for batches

The following three methods are available for posting batches. The only difference
between the three types is the number of batches you post at one time.

Batch-level posting Allows you to post one batch at a time from a batch entry
window. For more information, see Posting an individual batch on page 128.

Series posting Allows you to post any or all of the available batches for the
selected Microsoft Dynamics GP series, such as the Inventory series. For more
information, see Posting batches within a series on page 129.

Master posting Allows you to post any or all available batches throughout the
Microsoft Dynamics GP system. For more information, see Posting batches using

master posting on page 130.

Posting an individual batch

You can use batch-level posting to post one batch at a time from a batch entry
window. Batch posting is useful for a number of situations.

¢ Individuals can post groups of transactions that they’ve entered.
* Posting is restricted to accounting managers or other supervisors.

* Posting is managed so that transactions with higher priority can be posted
before less urgent transactions are posted.

To post an individual batch:

1. Open a batch entry window. For this example, use the Inventory Batch Entry
window.
(Transactions >> Inventory >> Batches)

E Inventory Batch Entry. Q|§|E|
I save | & Clear | X Delete | Post =
Batch ID o] ] Origin: -
Comment
Frequency: Single Use | [ Post to General Ledger
Fosting Date | 07/20/2005 7
Last Post Date
Times Posted
Control Actual
Transactions
Quantity Total 0.00000 0.00000
User ID Approved Date
IR e

2. Enter or select a batch ID to be posted.
3. Choose Transactions to verify the transactions included in the batch.

4. Make changes to the transactions, as necessary. Choose Save.
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5. Close the window to return to the batch entry window.

6. Verify your selections in the batch entry window for accuracy. For detailed
information about a batch, highlight the batch, then click the Batch ID link to
open the Batch Entry window, where you can verify batch information, such as
batch requirements and controls. You also can choose File >> Print to print edit
lists.

7. Post the batch.

Posting batches within a series

You can use series-level posting to post any or all of the available batches for the
selected Microsoft Dynamics GP series, such as the Inventory series. Only the
person who marks a batch available for posting can post that batch. Series posting
might be used in a setting where posting is centralized, but where some types of
transactions need to be posted more frequently than others.

We recommend that you back up company data before posting. If a power
fluctuation or another problem occurs, you can restore your data and begin the
posting process again. For more information about making backups, refer to the
System Administrator’s Guide (Help >> Contents >> select System
Administration).

To post batches within a series:
1. Open a series posting window. For this example, use the Purchasing Series

Posting window.
(Transactions >> Purchasing >> Series Post)

Il Purchasing Series Posting, E@g‘

4 Post Fedisplay

Display Batches: ©AE O Maked Mark Al Unmark &1
Batch 1D Origin Status A
Comment User 1D Mo of Tre | Posted Frequency ¥
[] ENTER/MATCH Purchasing Inwoice Avyailable ol
] MaNUAL Payment Entry Awailable
[] MANUAL CHECK. Payment Entry Available
[] PAYABLES BATCH Payables Trx Entry Avyailable
] RECEIVING EMTRY | Receivings Trx Entry Awailable

v
by Batch 1D - {r @

2. Select the batches for posting by marking or unmarking the box to the left of
each batch listed in the window. Only the person who marked a batch for
posting can post the batch. However, you can unmark and mark the batch again
to include it when posting a series.

3. Verity your selections for accuracy.
For detailed information about a batch, highlight the batch, then click the Batch
ID link to open the Batch Entry window, where you can verify batch

information, such as batch requirements and controls. You also can choose
File >> Print to print edit lists.

4. Choose Post to post the marked batches.
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Posting batches using master posting

You can use master posting to post any or all available batches throughout your
Microsoft Dynamics GP system. When you use the master posting process, all
batches marked for posting will be posted regardless of who marked them.

Master posting is an excellent way to update all the records in the Microsoft
Dynamics GP system at the same time, and it also is ideal for organizations where
posting is managed by a single person. If you process a relatively small number of
transactions or follow a schedule for posting, this option might work, as well.

You can require that a password be entered before batches can be posted. The
options to approve batches for posting and to require passwords before posting will
be available only if you’'ve marked the Require Batch Approval option and entered
a batch approval password in the Posting Setup window.

We recommend that you back up company data before posting. If a power
fluctuation or another problem occurs, you can restore your data and begin the
posting process again. For more information about making backups, refer to the
System Administrator’s Guide (Help >> Contents >> select System
Administration).

To post batches using master posting:

1. Open the Master Posting window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Master Posting)

Ei Master Posting E@@
45| Fost Fedisplay
Series: EU—
Display Batches: @ &l O Marked Mark &l Unmark &1
Batch 1D Origin Status A
Camment Mo of Tre | Last Posted Frequency ¥
[] ASSEMBLY 1 Assembly Enty Available ~
[] CLEARING BATCH Clearing Entry Available
[] CMXFRO0000001 General Entry Available
[]Docs Sales Trx Entry Available
[]EMTER/MATCH Purchasing Invoice Entry Available
[ FIRST BAMK Fieceivables Cash Receipts Available
[]FULORD Sales Trx Entry Available
[]GLBATCH General Entry Available
[]INVENTORY 1 Transaction Entry Available
[C]INVEMTORY BATCH | Transaction Entry Available v
by Batch 1D R4 iy e

2. Select the series for posting, or select All

3. In the Batch ID column, mark or unmark the batches for posting.

4. Verify your selections for accuracy. For detailed information about a batch,
highlight the batch, then click the Batch ID link to open the Batch Entry
window, where you can verify batch information, such as batch requirements

and controls. You also can choose File >> Print or the printer icon button to
print edit lists.

5. Choose Post to post the selected batches.
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Batch posting recovery overview

When you log in to Microsoft Dynamics GP after a power fluctuation or some other
posting problem occurs, or if transactions in a batch contain errors, a message will
be displayed if any of the batches have been recovered. In addition, the recovery
status is displayed in the batch status column in a Batch ID lookup window, a Series
Posting window, or the Master Posting window.

Only the user who posted the batch is notified of the batch posting failure.
However, any user who has access to the Batch Recovery window (Microsoft
Dynamics GP menu >> Tools >> Routines >> Batch Recovery) can continue to
process failed batches.

Use the transaction entry windows to continue processing interrupted transactions.
The following table defines some of the recovery statuses you might encounter and
the actions you must take to continue processing the batch.

Recovery Definition Actions you must take

status

Posting Interrupted during posting | Mark the batch and choose Continue. The batch
Interrupted of the batch is posted.

Journal Printing

Interrupted during the

Mark the batch and choose Continue. The batch

Interrupted journal printing phase is posted.
Table Updates Interrupted during the Mark the batch and choose Continue. The batch
Interrupted posting cleanup phase is posted.

Computer Check
Posting Error

A posting error was found
in a computer check batch

Mark the batch; the status changes to Edit
Required. Note the batch to edit and choose
Continue. The batch status changes to
Available, and you can edit and repost the
batch following normal procedures.

Recurring Batch
Error - Edit
Required

Interrupted while
processing a recurring
batch

Mark the batch; the status changes to Edit
Required. Note the batch to edit and choose
Continue. The batch status changes to
Available, and you can edit and repost the
batch following normal procedures.

Transaction Error
- Edit Required

Interrupted during
transaction posting

Mark the batch; the status changes to Edit
Required. Note the batch to edit and choose
Continue. The batch status changes to
Available, and you can edit and repost the
batch following normal procedures.

Check Processing
Interrupted

Interrupted during the
computer check process

Mark the batch and choose Continue. The batch
is available in the Print Payables Checks
window.

Check Voiding
Interrupted

Interrupted during void
check processing

Mark the batch and choose Continue. The batch
is available in the Post Payables Checks
window.

Check Reprinting
Interrupted

Interrupted while
reprinting checks

Mark the batch and choose Continue. The batch
is available in the Post Payables Checks
window.

Check Printing

Interrupted during check

Mark the batch and choose Continue. The batch

Interrupted printing is available in the Post Payables Checks
window.

Remittance Interrupted during Mark the batch and choose Continue. The batch

Processing remittance processing is available in the Process Payables Checks

Interrupted window.

Check Alignment
Interrupted

Interrupted during the
check alignment process

Mark the batch and choose Continue. The batch
is available in the Print Payables Checks
window.
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Recovery Definition Actions you must take

status

Check Reprint Interrupted during check Mark the batch and choose Continue. The batch
Alignment reprint alignment process | is available in the Print Payables Checks
Interrupted window.

Continuing an interrupted batch

Use the Batch Recovery window to continue the posting process for interrupted
batches. If the batch status column in a Batch ID lookup window, a Series Posting
window, or the Master Posting window displays a status of Posting Interrupted,
Journal Printing Interrupted, or Table Updates Interrupted, you can use the Batch
Recovery window and continue the posting process from the point of interruption.

To continue an interrupted batch:

1. Open the Batch Recovery window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Batch Recovery)

I Batch Recovery. E@E‘
% LContinue Redizplay
Series g
Display Batches: @ Al O Marked Hatk Al Unmark All
Bateh 1D Origin Status e
Comment No. of Tre Frequency ¥
-~
-
by EBatch D v @

2. Mark the batches to continue.

Any batch that didn’t complete the normal posting process is displayed in this
window. For batches displaying a status of Posting Interrupted, Journal
Printing Interrupted, or Table Updates Interrupted, marking the batch changes
the batch status to Marked.

3. Choose Continue to restart the posting process at whatever point it failed in the
previous posting attempt. If no posting errors are found and no further system
failures occur, the marked batches are posted.

A posting journal will printed when the batch recovery process is complete, if
you marked the option to print audit trail reports in the Posting Setup window.

If the batch is for printing checks, refer to Batch posting recovery overview on
page 131 for more information about continuing the printing process.

Continuing a batch posted with errors
Use the Batch Recovery window to mark the batches containing errors for edit. If

the batch status column in a Batch ID lookup window, a Series Posting window, or
the Master Posting window displays a status of Recurring Batch Error - Edit
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Required or Transaction Error - Edit Required, you can mark the batches containing
errors and make them available for edit.

To continue a batch posted with errors:

1. Open the Batch Recovery window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Batch Recovery)

2. Mark the batches to make available for edit.

Any batch that didn’t complete the normal posting process has the status of
Recurring Batch Error - Edit Required or Transaction Error - Edit Required.
Marking the batch changes the status to Edit Required.

3. Choose Continue to change the status of batches posted with errors to
Available.

4. Close the Batch Recovery window. You can select, edit, and repost these batches
following normal posting procedures.

A posting journal is printed when the batch posting recovery process is
complete, if you marked to print audit trail reports in the Posting Setup
window.

o~ When you edit batches that originally had a batch status of Recurring Batch Error -
Edit Required in the Batch Recovery window, you can edit any transaction in the batch,
even those transactions marked Posted in the transaction entry windows. Only the
transactions marked Unposted within the batch are posted as a part of the batch posting
process.

Interrupted transactions

Use the transaction entry windows to continue processing interrupted transactions.
Statuses aren’t assigned to interrupted transactions. When you log in to the system,
a message will be displayed if a transaction-level process was interrupted.

The following situations can result from interrupted transaction processing.

Posting interrupted Open the transaction entry window that you were posting
from when the transaction was interrupted. The transaction is available for posting.
Post it or continue entering additional transactions.

Printing interrupted Open the transaction entry window that you were
printing from when the transaction was interrupted. The posting journal is printed
when you close the window.

Table updates interrupted Open the transaction entry window that you were

using with the transaction was interrupted. The system finishes updating the tables
that weren’t updated completely. No further action is needed.
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Part 4: Reporting in Microsoft
Dynamics GP

This part of the documentation describes using and printing reports and using
SmartList.

It also includes information about systemwide and company reports, Word
templates, samples of reports that you can view on CustomerSource, and reporting
tools that you can use with Microsoft Dynamics GP.

The following topics are discussed:

¢ Chapter 22, “Reporting in Microsoft Dynamics GP,” provides overview
information about reporting in Microsoft Dynamics GP.

e Chapter 23, “Report Writer reports,” includes information about printing
standard reports in Microsoft Dynamics GP, specifying and printing report
options, and creating report groups.

¢ Chapter 24, “SmartList,” contains information about SmartList, which you can
use to view and print the data stored in your system quickly and easily.

¢ Chapter 25, “Word template maintenance,” includes information about
maintaining Word templates such as assigning a Word template to a company
and modifying a Word templates.

e Chapter 26, “SOL Server Reporting Services reports,” provides overview
information about SQL Reporting Services.

e Chapter 27, “Optional ways to create or modify reports,” describes reporting
tools within Microsoft Dynamics GP that you can use to modify reports, such as
Advanced Financial Analysis and Report Writer, and other reporting tools that
you can use with Microsoft Dynamics GP, such as Management Reporter for
Microsoft Dynamics ERP.
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Reports provide a way for you to retrieve and present the data stored in Microsoft
Dynamics GP. The reporting tools that are included provide many ways to retrieve
and present information. Additional reporting tools are available to extend the
possibilities even further.

This information is divided into the following sections:

e Types of reports
®  Report lists
e My Reports list

Types of reports

To better understand the reporting choices that are available to you, reports can be
divided into several categories.

Standard Reports Standard reports include payables or receivables aging
reports; lists of customers, vendors, employees, items, and accounts; and reports
that are generated during processes such as posting or printing checks. The default
tool for creating or modifying reports is Report Writer. These types of reports are
available from report lists or the Print button in Microsoft Dynamics GP windows.
Standard reports can be printed to a screen, file or a printer. Standard reports that
are printed from the report list require you to define a “report option”, a set of
ranges and sorting choices for the report. Reports that are printed as part of
accounting processes, such as transaction edit lists, don’t require an option before
they can be printed. Edit lists give you the opportunity to review data and fix any
mistakes before completing the next step in a process.

Ad hoc reports Ad hoc reports include fewer printing options than standard
reports, but it’s often easier and faster to display information using them. The
information displayed in Inquiry windows and in SmartList views are examples of
ad hoc reports. The information in Inquiry windows is intended for viewing on the
screen. SmartList is a reporting tool that can help you quickly find information.
SmartList favorites are designed to be viewed on-screen, but they can be easily
exported to Microsoft Word or Excel where you can format the information or
perform additional calculations.

Forms You can print information on preprinted business forms, such as checks,
quotes, orders, invoices, mailing labels and billing statements. Like other types of
Report Writer reports you can modify as needed to accommodate specific layouts.

Financial statements Financial statements are special reports created using
Advanced Financial Analysis or Management Reporter. Report writers for financial
statements include the ability to display information from budgets along with
actual balances for the reporting period.

Word templates Predefined Word templates for document types such as sales
quotes and purchase orders are provided for you with Microsoft Dynamics GP. The
templates are based on standard reports in Microsoft Dynamics GP. You can print
the predefined Word templates for your customers and vendors in each of the
companies you have access to. You also can create your own template or create a
template from an existing template.
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Report lists

Report lists contain a list of reports that are available for you to use. Report lists
have the same general functionality as other Microsoft Dynamics GP lists and are
displayed in the content pane of the Microsoft Dynamics GP application window,
see Chapter 4, “Lists,” for more information.

You can access a report list from the navigation pane or from an area page in the
Microsoft Dynamics GP application window.

Each series available in the navigation pane has the following report lists.

Report list Reports that appear in the list

Microsoft Dynamics GP Reports | Report Writer reports for the series. See Chapter 23, “Report
Writer reports,” for more information.

Excel Reports Excel reports and Office Data Connections for the series.

This report list appears if you specified the location of your
Excel reports using the Reporting Tools Setup window. See
your System Setup Guide (Help >> Contents >> select Setting
up the System) for more information.

Reporting Services Reports SQL Server Reporting Services reports for the series. See
Chapter 26, “SQL Server Reporting Services reports,” for more
information.

This report list appears if you specified the location of your
Reporting Services reports using the Reporting Tools Setup
window. See your System Setup Guide (Help >> Contents >>
select Setting up the System) for more information. Reporting
Services metrics appear in the SQL Reporting Services Report
list.

SmartList Favorites All SmartList favorites for the series. See Chapter 24,
“SmartList,” for more information.

Other Reports Reports not included in the other report lists, such as Microsoft
Word documents for the series.

This report list appears if you specified the location of your
reports using the Reporting Tools Setup window. See your
System Setup Guide (Help >> Contents >> select Setting up the
System) for more information.

Report List All reports for the series and the reports that you've added to
your My Reports list. See My Reports list on page 139, for
more information.

If you open an Excel report that is stored in SharePoint from the Excel Reports list,
you can choose to view that report in a web browser instead of opening up a
separate instance of Excel on your computer. This allows you to quickly view the
data when you do not have Excel installed on your local machine or you don’t need
to work directly with an Excel worksheet. If you want to modify the data in the
report, you must open it in Excel.

Refer to the Report Deployment chapter in your System Setup Guide (Help >>

Contents >> select System Setup) for more information on the integration of
Microsoft Dynamics GP and SharePoint.
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My Reports list

Add reports that you frequently use to the My Reports list to easily access them
when you need them. You can add reports created from report options, SmartList
favorites, SQL Server Reporting Services reports, and customized reports to the My
Reports list.

You can access your ten most used reports from the My Reports drop-down list on
the Microsoft Dynamics GP toolbar or from the My Reports area on your home
page. For more information, see Setting up My Reports on your home page on page 41.

In each report options window, you can choose the My Reports button to add the
report option to your My Reports list. You also can add SmartList favorites, report
options, SQL Server Reporting Services reports, and customized reports to the list.
See Chapter 4, “Lists” for more information about using lists.
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Report Writer reports

You can print hundreds of standard reports from within Microsoft Dynamics GP.
You also can create report options, which allow you to specify what information to
include on reports.

You can define report groups. For instance, if you print the same set of reports each
month, you can define those reports as a group, and then print the group each
month.

You can choose printing destinations for reports, including a printer, a screen, a file,
or any combination of these destinations. You can send reports by e-mail to others
within your organization. If the report has a Microsoft Word template associated
with it, you can use Word to modify your report layout.

There are several reporting tools, such as Report Writer, that you can use to create
customized reports. You can use Advanced Financial Analysis to create and modify
financial statements, and you also can create customized financial statements using
Management Reporter for Microsoft Dynamics ERP. For more information about
reporting tools that you can use with Microsoft Dynamics GP, refer to Chapter 27,
“Optional ways to create or modify reports.”

This information is divided into the following sections:

e Standard Report Writer reports

*  Report options

e Creating report groups

¢ Creating and printing combined report groups
*  Report types, destinations, and formats

*  Mailing reports
*  Reporting multicurrency information

Standard Report Writer reports

Microsoft Dynamics GP includes hundreds of reports that you can print from
within windows as you enter and post transactions, create inquiries, and enter or
access information. For example, you can easily print reports that contain vendor,
customer, employee, and item records. To print most standard reports, choose
File >> Print from within the window that you're using.

The documentation for each module contains summary information about standard
reports that you can print from within windows as you complete various tasks.
Refer to the documentation for that Microsoft Dynamics GP module.

Printing in Microsoft Dynamics GP is a background process—after you start
printing a report, you can continue with other activities without waiting for the
report to finish printing. For example, you can print an edit list, and then begin to
enter transactions in a new batch while the edit list is being printed.

Report options

To print reports that contain only the information that you want to view, you can
create report options. A report option is a set of printing parameters for a particular
report that you have saved. To reprint the report using those parameters, you can
select the option, rather than reentering each parameter. You can use the same
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report option for multiple reports, however you cannot use the same report option
twice for the same report. You can create an unlimited number of report options.
You also can set up options for sending a report in an email message so you can
send updated reports to the same recipients.

Each report can have several different options. You can select sorting, restriction,
printing, and emailing information to specify the scope of information that will
appear on a report when you print it. For many reports, you also can select to
include either detailed or summary information.

Each Microsoft Dynamics GP module includes windows that you can use to create
report options, and the documentation for each module includes information about
the options that you can set up. For example, to create report options for system or
company reports, refer to Specifying system and company report options on page 98

Creating report groups

You can use report groups to print a group of report options from a specific series in
a single step. For example, you can create a report group containing all the financial
statements and the Trial Balance, and print the group before you close a month,
quarter, or fiscal year.

Before completing this procedure, you must specify report options for the reports in
the group. If you modify a report option that has been added to a group, the
changes to that report option automatically will be included in the option that is in
the group.

For more information, refer to the documentation for the Microsoft Dynamics GP
module that you've created report options for.

Only reports created using Microsoft Dynamics GP report options can be grouped.
Customized reports created using Report Writer can’t be added to groups.

To create a report group:

1. Open a report group window.
(Reports >> Select a series >> Groups)

k| Financial Groups g@gl

Il Save | & Ciear | X Delete | & Fint

Financial Reports: Financial Groups:

[Financial Statement

Report

Reports:

Report Options: Group Members:

2. Select a report category and report.
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3. Toinclude a report option in a group, highlight the option and choose Insert.
You can add up to 32 report options to a single group.

4. Choose Save to save the group.

5. Choose Print.

Creating and printing combined report groups

You can use the Combined Report Group window to create combined report

groups. Combined report groups are collections of report groups from one or more
series within your system.

For example, you can create a Customer report group, composed of one or more of
the report options available in the Sales Report Groups window, and a Vendors
report group, composed of one or more report options available in the Purchasing
Report Groups window. You can print all report options in both report groups at the
same time by creating a combined group that includes both report groups.

For more information, refer to Creating report groups on page 142.

To create and print combined report groups:

1. Open the Combined Report Group window.
(Reports >> Combined Group)

il Combined Report Group E@@

I Save | & Clear | X Delete | & Fint

Series: Cambined Groups:
Financial v v

Groups: Cambined Group Members:

2. Select a series.
3. Select the report groups to add to the combined group and choose Insert.

4. Repeat steps 2 and 3 for each series to include all the report groups that you
want to add.

5. Name the combined group, and then choose Save.

6. Select the name of the combined group to print and choose Print.

Report types, destinations, and formats

When you define a report option or print a report, you can specify how the report
will be generated. In the Report Destination window’s Report Type list, you can
select Standard to use the Report Writer engine to generate the report. If the report
has a Microsoft Word template associated with it, you can select Template to use
Microsoft Word as the layout engine.
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You can print reports to a printer, the screen, a file, or any combination of these
destinations.

¢ If you print to the printer, the report is printed to the default printer that’s been
set up for your operating system, unless the report has been assigned to a
named printer. Refer to the “Printers” chapter in the System Administrator’s
Guide (Help >> Contents >> select System Administration) for more
information.

e If you print to the screen, the report appears on the screen and you then can
choose to print to the printer. In addition, if you're using an e-mail system that’s
compliant with MAPI (Microsoft’s Messaging Application Program Interface),
you can send any report that you print to the screen in an e-mail message.

¢ If you print to a file, you can select one of the file formats shown in the

following table.
File format Description
Tab-delimited The tab-separated ASCII character format used by spreadsheet

programs, such as Microsoft Excel.

Comma-delimited The standard comma-separated ASCII character format used by
database programs.

Text Text with no formatting. Use this option only if the application you'll
use to read the report can’t read any other format.

HTML A format that can be views in a web browser.

XML Data A text file that contains an XML representation of the report layout

and all the report data. Choose this format if you want to process the
report using an external application.

Adobe PDF This format is available if you have the PDFWriter printer driver
installed (included with Acrobat 5 and earlier), or Acrobat Distiller
from Acrobat 6 or later. PDF (Portable Document Format) files can be
read using Adobe Reader software available from Adobe.

Word Document The Microsoft Office Open XML (.docx) file format used by Word 2007
or later. You can select this format if you select Template as the report

type.

* You can select a printing destination in different ways, depending on which
printing method you use.

* If you print a report by choosing File >> Print or the Print button while a
window is open, the Report Destination window appears, where you can select
a destination. (You can select a preferred default destination—Printer or
Screen—in the User Preferences window.)

*  You can select printing options and destinations for posting journals and other
reports in the Posting Setup window. You can select to be asked each time
where a specific report or journal should be printed to, or you can select specific
printing destinations to be used each time, such as to the screen, to a file, or to a
printer.

¢ For analysis, history, and setup reports and posting journal reprints, you select

the destination when you create the report options needed to print these
reports.
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Mailing reports

Microsoft Dynamics GP allows you to mail reports via Microsoft’s Messaging
Application Programming Interface (MAPI), if you have one of the following
applications:

Operating systems To review operating systems that use MAP]I, see http://
go.microsoft.com/fwlink /?1inkld=161197.

A MAPI-compliant mail system such as Microsoft Outlook If you have
Outlook or another compliant mail application on your computer, you can mail
reports from the Screen Output window in Microsoft Dynamics GP or Report
Writer.

There are two methods available for sending reports in an email:
* Mail a report from the Screen Output window, if you print to the screen.

¢ Add email options such as the email recipients and settings for embedding or
attaching the report to the report option so that the report can be sent in an
email message instead of printed. All reports sent using report options are sent
in HTML format. Before you can set up email options, you must first create
report options.

To mail a report from the Screen Output window:

If you have Acrobat Distiller or PDFWriter installed, you can mail the report in PDF
format. These items can be purchased from Adobe Systems. PDF (Portable
Document Format) files can be read using the Adobe Reader software, which is
available from www.adobe.com.

1. When the Report Destination window appears, select the Screen option.

2. When the report appears in the Screen Output window, choose one of the
following methods:

* To send the report file as an Adobe PDF file, choose the Send To >> Mail
Recipient (PDF) option. The report will be converted to a PDF file. The
recipient must have Adobe Reader installed to view the report.

¢ To send the report file as a text file, choose Send To >> Mail Recipient. The
report will be sent as a text (.TXT) attachment to the mail destination you
select in the dialog box. The report’s technical name appears in the subject
line of the mail application. The recipient can open it using Notepad,
WordPad, or another text editor after the attachment file has been detached
from the e-mail message and saved to the hard drive.

Technical names are assigned to reports from within Report Writer. For
more information, refer to your Report Writer documentation.

Text reports that are wider than the screen will be displayed only partially, but will be
printed in their entirety, if the report is 255 columns wide or less, and the appropriate

text report options were marked in the Report Definition window.

A dialog box appears so you can enter the e-mail address.
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3.

Enter the e-mail address and choose OK.

Adding email options to report options

1.

2.

Open the report options window for the report to send using email.
Choose Email Options. The Email Options window opens.

Enter or select the email recipients in the To, Cc or Bcc fields. The email contacts
window from your default email system opens if you choose any address
button. Use a comma or semicolon to separate the addresses when you send
reports to multiple recipients.

Choose the method of including the report in your email.

Embed Reports in Message Body Use this option to insert the actual
report in the message body.

Send Reports as Attachments Use this option to include the report as an
attachment which the recipient will be required to open to view the report.

Choose Message. The Report Message Setup window opens.

Enter a subject for the message. If you leave the subject blank, the report name
will be used for the email subject line in the recipient’s inbox.

Enter the text of a message. This text will appear in the message body. If you
chose to embed the report in the email message, the text you enter precedes the
report.

Choose Save. The Report Message Setup window will close and the Email
Options window appears.

Choose OK. Once you've completed these steps, the Email button will be
enabled in the report window, report options window and list views when you
choose the report option.

To send a report option in an email

Before you can send a report option in an email, you must first create email options
for the report option.

1.

2.

3.

Open the report window for the report to send.
Select the report from the Reports list.

Choose the report option and choose Insert. The report option appears in the
Email or Print list.

Choose Email. The report will be sent according to the email options set up for
that report option. Only one report can be sent at one time.

You can also send a report option using the report options window.
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1. Open the report options window for the report option to send

2. Choose Email. The report will be sent according to the email options you set up
for the report option.

To send a report in an email using the Actions pane

Only one report option can be sent in an email at one time. If you haven’t set up
email options for the report, the Send in Email button will not be available.

1. In the navigation pane, choose the module for the report, then choose the
Reports for that module. For example, choose Sales. then Sales Reports.

2. Mark the report to send in email.

3. In the Actions group, choose Send in Email. A Progress window will appear
while the email message is generated and sent.

Reporting multicurrency information

To print multicurrency versions of your reports and posting journals, you must
mark the Include Multicurrency Info option in the Posting Setup window. If that
option is marked, the option to print multicurrency information is available in some
report option windows.

You also can include multicurrency information on some reports by marking the
option to print multicurrency information in the appropriate report option window.

For information about reports that can be printed to include multicurrency

information, refer to the reports summary information in the “Reports” chapter for
the Microsoft Dynamics GP module that you're using.
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SmartList

Use SmartList to view, export, and print the data stored in your system quickly and
easily. You can change the way the information is displayed to best suit your needs,
and then save your inquiry to use again later. Information about using SmartList is
organized in the following sections:

*  Overview of SmartList

*  Searching Microsoft Dynamics GP records
¢ Defining search criteria

*  SmartList favorites

¢ Creating SmartList favorites

¢ Deleting SmartList favorites

*  Printing or exporting search results

*  Changing the columns displayed in a view
*  Organizing information in the SmartList window
o Creating export solutions

¢ Exporting search results to Excel or Word
e Setting up SmartList options

Overview of SmartList

You can access SmartList by choosing Microsoft Dynamics GP menu >> SmartList.
You can use SmartList to create customized inquiries to provide easier, faster access
to information stored in the Microsoft Dynamics GP system, including information
about accounts, customers, employees, vendors, transactions, and items. You can
print or export the search results, or display them on the screen.

SmartList uses sets of predefined search criteria, called favorites. The favorites are
listed on the left side of the SmartList window. Some of the criteria within each
SmartList favorite are used to create a default search, or view, for each favorite. You
can modify the view to create a variety of customized views. You can access a list of
SmartList Favorites that you can view, print, or modify when you select SmartList
Favorites in the navigation pane.

In addition to the favorites that are included with Microsoft Dynamics GP, a number of
products that integrate with Microsoft Dynamics GP also include SmartList favorites that
allow you to search data from those applications.

You can add or remove criteria—which are represented in the SmartList window as
columns—from any SmartList view. There are many columns available for each
view. To make the views easier to read and understand, use as few columns as
possible, while still providing the information you're looking for. You can add
additional columns to a view, if necessary. The only limitation is that columns you
add must be included in the favorite. Columns can be part of the favorite, yet not be
visible in the default view. To learn more about adding or removing columns from
your searches, see Changing the columns displayed in a view on page 157.

When you add or remove columns from a SmartList view, you're modifying only the view,
not the SmartList favorite itself. SmartList favorites can’t be modified. You can save
modified views to make it easier to generate the same inquiry in the future.

For example, the following illustration shows the default Customer view. The

information includes customer names, customer numbers, and address
information. However, there’s more information available in the SmartList favorite.

SYSTEM USER’'S GUIDE 149



PART 4

REPORTING

IN MICROSOFT DYNAMICS GP

In the following illustration, only the customer name and number have been
retained from the default view. Additional columns that display each customer’s
credit limit, high balance, and average days to pay have been added and the
columns have been rearranged.

B SmartList
Fle Edt Tools Smartlst  Additional  Help sa Fabrikam, Inc. 4/12/2007
(&, Search | g Refresh | [] Columns Favoites | (22 Print Exce| Word _ [x]
R # | Customers
] openPur Customer Number Customer Mame: Address 1 Address 2 e
ETI Cpen Pur {AARONFITO001 Aaran Fitz Electrical One Microsoft ...
] purchase ADAMPARKOOD1 Adsm Park Resort Suike 9875 321 Chestrut ...
B] This weel ADVANCEDOOOL Advanced Paper Co. 456 19th Stre..,
#-|2) Receivings Lin ADVAMCEDODOZ Advanced Tech Sate.,, 8765 66 fAve,
#[) Recelvings Tr: ALTONMANDOD1 Alcon Manufacturing  P.O. Box 3343
#-10) Vendor Addre AMERICANOOOL American Science M... 7599 North Carl...
#-[2) Vendars AMERICANDDOZ American Electrical C... 3456 Morth Ca...
5B sales ASSOCIATONOL Associated Insuranc... 321 Garden Mall
& 3 Customer Adc ASTORSUIOOO1 Astor Suites 987 West flas. ..
- Customer Trer ATMOREREOODL Atmore Retirement ... 567 W 7th 5t.
o B3 Cletomers BAKERSEMO001 Baker's Emparium Inc, 789 University. ..
2. Prospects EBERRYMEDOOOL Berry Medical Center  Suite 123 1234 West Oak
i BLUEYONDOOOL EBlue Yonder Airlines P.0. Box 1234
20 Recelv.ab\es Y BOVLESCOO001 Boyle's Country Inn's 1234 Burke
(2 Sales Line Tter BREAKTHROOL Breakthrough Telem... 3456 Arbutus St.
(2 Sales Transac v CASTI FTRANNT Castle Inn Resnrt 234 1N3 fve. 5
< b < >
102 Customers Completed First 1000 records with no search criteria. @

SmartList search results can be sent to Microsoft Excel or Microsoft Word. For
example, you can search for information about your customers, export the results to
Excel, and then use Excel and Word to create promotions targeted to specific groups
of customers based on how much business they do with your company, or how
conscientious they are about paying their bills on time. By combining the
capabilities of SmartList and Excel to organize and sort data with Word’s mail
merge capabilities, you can create mass mailings that tailor your message to
individual customers. Refer to Microsoft Word and Microsoft Excel documentation
for more information.

SmartList search results also can be sent to the Letter Writing Assistant to help you
prepare customer, vendor, applicant, and employee letters. For example, you can
search for customers who have a Total Sales YTD amount greater than a specified
amount. Then you can export the search results to the Letter Writing Assistant to
prepare letters for those customers and thank them for their business. For more
information about the Letter Writing Assistant see Overview of the Letter Writing
Assistant on page 79.

Only customers with bill-to addresses will be included when you send search results to the
Letter Writing Assistant.

Searching Microsoft Dynamics GP records

Use the SmartList window to search account, transaction, customer, employee, item,
and vendor records in Microsoft Dynamics GP. You can view only the records you
have access to. For information about making specific SmartList favorites accessible
to users, review the security information in the System Setup instructions (Help >>
Contents >> select Setting Up The System).
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To search Microsoft Dynamics GP records:

1. Open the SmartList window.
(Microsoft Dynamics GP menu >> SmartList)

B SmartList

Eile

Edit  Tools  SmarkList

Additional  Help

(& Seach | g4 Refresh | () Columns | (@l Favoites | (35 Pint

Excel

word

sa Fabrikam, Inc, 4j12j2007

Q

SMARTLIST

|~

(31 Company

| FieldService

=) Fnandl

|2 Fixed Assets

[2) Human Resources
() Inventory

(53 Manufacturing
(53 Payroll

(23 Project Accaunting
|5 Purchasing

) Sales

|+

(NS

153

O

2. From the list of favorites in the left pane of the SmartList window, select the

category of information to search.

3. Choose Search. The Search window opens.

!’ﬂ Search Customers

Fle  Edi

Tools  Help

Search Definition 1

Column Name: Filter
Search Definition 2

Column Mame: Filter.
Search Definition 3

Colurin Name: Filter.
Search Definition 4

Colurnin Name: Filter.
Search Options

Waximum Records: 1,000
ClearAl | [ Cobnns | [ OiderBy |

B

sa Fabrikam, Inc, 4f12/2007

Walue: ‘
Walue:
Walue:
Y alue:
Search Type

4. In the Search window, define search criteria. See Defining search criteria on
page 152 for more information. To see different ways that you can set up search
definitions, see Creating SmartList favorites on page 154.
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5. Choose OK. Your search will appear in the SmartList window. SmartList will
display only the records it found up to the maximum number of records you
specified in the Search window. If you stop a search while it’s processing,
SmartList will display only the records it found before you chose to stop it.

Stop button

B Smartlist

Ble  Edt Toos [JERGHUEHN Addtonal  Help sa Fabriam, Inc. 4f12/2007
(&, Search | Q¥ Refrech | []] Columns | @ Favorites | {25 Print Excel Ward_ Q9
+-|2) Receivings Tr: | Customers
#-I0) Vendor Addre Customer Mumber Customer Mame Address 1 address 2 ~
-2 vendors ARRONFITOO01 Aaron Fitz Electrical One Micrasoft ...
=12 Sales ADAMPARKOOO1 Adam Park Resart Suite 9576 321 Chestnut ...
=12 Customer Adc ADYANCEDOODL Adwanced Paper Co. 456 19th Stre...
B * ADYANCEDOO0Z Advarced Tech Sate... 8765 66 Ave,
- [.3) Customer Tter ALTOMMANDDN1 Alton Manufackring  PLO. Box 3343
=13 Customers AMERICANOOOL American Science M., 789 Morth Carl,,
AMERICANOODZ American Electrical C... 3456 North Ca...
[E] &verage! ASS0CIATO00L Associsted Insuranc, .. 321 Garden Mall
B Customer ASTORSUIOO0L Astar Suites 957 west Alas...
@ Customer ATMOREREDODL Atmore Retirement ... 567 W 7th St
B Customer BAKERSEMODO1 Baker's Emporium Inc. 789 University...
E Customer BERRYMEDODOL Berry Medical Center Suite 123 1234 West Oak
5] Inactive BLUEVONDOOOL Elue Yonder Arlines PO, Box 1234
BOYLESCO0001 Eoyle's Country Inn's 1234 Burke
BJ nsF cust BREAKTHROOO1 Breakthrough Telem... 3456 Arbutus St.
B] pastDue v CASTIFTMANNT Castle Tnn Resnrt 734 173 Ave b
< > < >
102 Customers Completed First 1000 records with no search criteria, (7))

Information displayed at the bottom of the SmartList window includes the
number of records returned and a processing message. You can click on the
search description at the bottom of the window to open the Search window that
contains the criteria that produced the current results.

Defining search criteria

Use the Search window to revise the default view for a favorite. Search criteria
doesn’t have to be included in the view displayed in the SmartList window. For
example, you could search for sales items by unit price without displaying the Unit
Price field in the results.

The Search window includes the following options that can be used to refine your
search results.

Field Comparison Mark the Field Comparison check box to generate search
results based on comparisons of similar types of fields. For example, you can use
field comparisons to create views that show instances of customers’ finance charges
exceeding their minimum payments or that lists items for which the order quantity
available is smaller than the quantity that’s been back ordered. When you mark the
Field Comparison check box for a definition, you also can select a comparison type,
such as less than, equal to, or greater than, and then choose a second field to
compare to. You can set up a field comparison for each of the four definitions in the
Search window.

Maximum Records Use the Maximum Records setting to limit the number of
items your search returns. SmartList matches search criteria to items in work files,
open files, and history files, and returns the records that most closely match the
search criteria that you selected.
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Search Type Use the Search Type selections to specify whether all or some of the
search definitions must be matched before a record can be displayed. For example,
the Search window allows you to search data in a favorite using up to four criteria.
If you want each element of the definition to match before displaying a record,
select Match All. To see a record displayed as long as it matches at least one of your
search criteria, select Match 1 or More.

To define search criteria:

1. Select the default view of a favorite in the SmartList window.
(Microsoft Dynamics GP menu >> SmartList)

2. Choose Search from the toolbar.

B search Customers Q@@
Ele  Edit Tools Help sa Fabrikam, Inc. 4j12j2007
Search Definition 1
Colurnin Name: Filter: Walue:
I 2
Search Definition 2
Calurnm Name; Filter: Yalue:
2
Search Definition 3
Colurnn Name: Filter: Value:
4
Search Definition 4
Column Name: Filter: Walue:
4
Search Options
Maimum Records: 1.000 Search Type: Match All v
Ciear &l | [ Cobmns | [ OuderBy

3. Within the Search window, enter up to four search criteria. In the first line, enter
or select a field. Select a restriction type, such as contains, begins with, or is
greater than. Mark Field Comparison to compare one field to another. Then
define the restriction type in the text box at the right. Mark the Match Case
check box, if applicable.

4. Select search options.
5. Choose the Columns button to arrange the way that columns are displayed.

6. Choose OK to process the search. Your results will appear in the SmartList
window.

SmartList favorites

SmartList includes predefined searches, called favorites. You can view search
results for favorites or modify them. You also can create additional favorites.

When you select a favorite, search results are displayed in the SmartList window;
the results can be sorted by any of the columns included in the favorite. You can
select a favorite and choose Search in the SmartList window to open a window
where you can modify the search criteria for the favorite.
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Favorites with an asterisk beside them are default favorites that came with
Microsoft Dynamics GP.

<~~~ You also can open the Search window by clicking the search criteria description displayed at
the bottom of the SmartList window.

Creating SmartList favorites

Use SmartList, the Search window, and the Add or Remove Favorites window to
create a SmartList favorite using the search criteria that you specify. You must select
an existing favorite to use as a starting point for the favorite you're creating. You
also can create a customized reminder for the favorite that you are creating. For
more information, see Creating customized reminders on page 110.

The search window includes four search definitions that you can use to define the
search criteria for a favorite. The following table explains the ways you can set up
search definitions.

Option Description

Filter using keywords Select a column name and one of the following filtering
options:

“contains”

“is equal to”
“begins with”
“is between”

“is not equal to”
“is greater than”
“is less than”

Enter a value in the Value field.

If you selected the “is between” option, enter a value in each
Value field.

Mark the Match Case option to make the filter case sensitive.

Compare values Select a column name and select Field Comparison.

Select a column name and one of the following filtering
options.

“contains”

“is equal to”
“begins with”
“is between”

“is not equal to”
“is greater than”
“is less than”

If you selected the “is between” option, select a column name
in each Value field.

Mark the Match Case option to make the filter case sensitive.
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To create SmartList favorites:

1.

Open the SmartList window.
(Microsoft Dynamics GP menu >> SmartList)

Select a favorite from the left pane to use as a starting point. The search results
will open in the right pane of the window.

Choose Search to open the search window, where you can modify search
criteria for the favorite.

You can complete the following actions.
e Enter search definitions.
¢  Enter the maximum number of records to include in the results.

* Select the search type to specify whether all or some of the search
definitions must be matched before a record can be displayed.

* Choose Columns to open the Change Column Display window to add,
remove, or rearrange the columns of data that will open in the search
results for the favorite.

Changes made using the Change Columns Display window are only for the SmartList
favorite that you are currently viewing. These changes will not affect any other
favorites.

Choose OK. The search results will open in the right pane of the SmartList
window. The number of records returned, a processing message, and a
description of the search criteria are displayed at the bottom of the SmartList
window.

In the SmartList window, choose Favorites to open the Add or Remove
Favorites window.

Enter a name for the favorite.

Select an option from the Visible To field to indicate who can view this favorite.

Choose Add and complete one of the following actions.

e To create a customized reminder for this SmartList favorite, select Add
favorite and reminder. The Custom Reminders window will be displayed.

See Creating customized reminders on page 110 to finish creating a
customized reminder.

The Add or Remove Favorites window will close, and the new favorite will
appear in the SmartList window.

¢ To finish creating a SmartList favorite without creating a customized
reminder, select Add favorite. The Add or Remove Favorites window will

close, and the new favorite will appear in the SmartList window.

Close the SmartList window.

SYSTEM USER’'S GUIDE 155



PART 4

REPORTING IN MICROSOFT DYNAMICS GP

Deleting SmartList favorites

Use the Add or Remove Favorites window to delete a SmartList favorite.

Favorites with an asterisk beside them are default favorites that came with
Microsoft Dynamics GP. You can’t delete or modify default favorites.

To delete SmartList favorites:

1.

5.

Open the SmartList window.
(Microsoft Dynamics GP menu >> SmartList)

In the left pane of the SmartList window, select the favorite to delete.

Choose Favorites to open the Add or Remove Favorites window.

In the Add or Remove Favorites window, choose Remove. The Add or Remove
Favorites window will close and the favorite no longer will be displayed in the

left pane of the SmartList window.

Close the SmartList window.

Printing or exporting search results

Use the SmartList Print Options window to print search results or export them to a
file. The printed results will have an appearance similar to the results displayed in
the SmartList window.

To print or export search results:

1.

With the search results displayed in the SmartList window, open the SmartList
Print Options window.
(File >> Print)

SmartList Print Options

Destination

& {Print [ Screen
[1 Printer

) Export

Choose where to print the report to.
e To print your report to the screen, mark Print and then mark Screen.
e To print your report on paper, mark Print and then mark Printer.

e To print your report on paper and to the screen, mark Print and then mark
both Printer and Screen.

To save the information to a report file, mark Export and choose the file lookup
button to select a destination file.

To learn about exporting search results to Excel or Word, see Exporting search
results to Excel or Word on page 159.
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4. Choose OK.

Changing the columns displayed in a view

Use the Change Column Display window to add and remove columns, rename
them, and change their positions.

To change the columns displayed in a view:

1.  With the search results displayed in the SmartList window, choose Columns to
open the Change Columns Display window.

Change Column Display

Display Name Original Name
Customer Number Customer Mumber -~
Customer Name Customer Mame
Address 1 Address 1
Address 2 Address 2

b ER City 4
State State
Zip Zip
Phone 1 Phore 1

v & [ [

9
5 <
5
o

tdd. | [ Remoye | [ Defaut oK |

2. Enter a new display name to change the name of a column.
3. Make any or all of the following changes:

* Add a column to the display by choosing Add. The Columns window will
open. Select the item to display.

e Select a column to remove and choose Remove.

* Move a column to a different position in the list by selecting the column to
move, then using the arrow buttons to resposition it.

e To redisplay the default columns, choose Default in the Change Column
Display window.

4. Choose OK to close the Change Column Display window. The SmartList
window will reflect your changes.

Organizing information in the SmartList window

There are several ways to organize your search information in the SmartList
window.

Folders representing the search categories appear on the left side of the window. To
view the contents of a folder in the folder list, select the plus sign beside the folder;
to hide the contents of a folder, select the minus sign. When you select a search, its
contents appear on the right.

To adjust column width, move the pointer to the right border of the column
heading. When the pointer becomes a double-headed arrow, drag the border to the
desired position. You also can double-click the right border to make the column
automatically adjust to fit its contents.
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To sort items based on a field, click the column heading to sort by. For example, to
sort by Customer ID, click the Customer ID heading. Right-click on the column
heading to sort in ascending or descending order. Clicking a column heading a
second time also will change the sorting order. In the SmartList window, the column
that is being used to sort is indicated along with the direction it is sorted. In the
following example, the information in the Smartlist is being sorted by the customer
name in an ascending order.

Sort indicator

et Mumber Cuskomer Mame Address 1

Creating export solutions

Use the Export Solutions window to create an export solution. Export solutions
allow you to export search results to a template and run Excel or Word macros
before or after exporting.

To create export solutions:

1. Open the Export Solutions window.
(With SmartList open choose SmartList >> Export Solutions)

| Export Solutions g@@

5
-o =
@ MName:
Document: ]
Customer Preparation Macro:
Balance

Complation Macio:

Wisible To: Everyone v
Application Wword v

Works for Favorites
@[B4 Customer Ttems ~
= [3 Customers
o -
] Customer Balance®
CI[E] Customer Conkact List*
O] Customers on Hold*
CI[E] Customers Over Credit Limit
CIE] Inactive Customers®
CIE] WSF Customers®
[I[E] Past Dus Customers*

1.7 Fronlnves S mmary b

[ Hew | [ Delete | [ Sae

2. Enter a name for the export solution.

3. Inthe Document field, enter the path to the file containing the template that you
want to use, or choose the file lookup button to locate the file.

4. Enter the preparation macro—that is, the macro that you want to run before
exporting to Excel or Word. For example, you could use a preparation macro to

clear data out of a pivot table in Excel before exporting.

To run a macro after exporting to Excel or Word, enter the completion macro
name.

5. Select the users that this export solution should be visible to.

6. Select the application to export to—Word or Excel.
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Expand an object in the Works for Favorites list and mark the box next to the
favorite that you want to use the export solution for.

Choose Save to save the export solution.
To delete an export solution, select it and choose Delete.

Choose New to clear the fields in the Export Solutions window. Then you can
enter data to create a new export solution.

To learn more about exporting your search results, see Exporting search results to
Excel or Word on page 159.

Exporting search results to Excel or Word

Use the SmartList window to export search results to a Microsoft Excel spreadsheet
or to a Microsoft Word table.

To export search results to Excel or Word:

1.

2.

Be sure that the results to export are displayed in the SmartList window.
Choose the Excel button or the Word button on the toolbar.

If you have created an export solution to format your search results, choose the
Excel or Word button to open a list of export solutions. Choose the Quick Export
option to generate a spreadsheet or table automatically from your list of export
solutions.

If you haven'’t created an export solution, choose the Excel or Word button to
generate a spreadsheet or table automatically. Column names in the
spreadsheet or table correspond to column names in SmartList.

To learn more about creating export solutions, refer to Creating export solutions
on page 158.

Setting up SmartList options

Use the SmartList Options window to select SmartList default settings that
determine which columns are visible for specific SmartList favorites.
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To set up SmartList options:

1. Open the SmartList Options window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> SmartList

Options)

B SmartList Options QEJE‘
Ble Edb ook sa Fabrkam, Inc, 4{12j2017
Category Defaults

Category:
Default Ga To iew v
Maimum Records: 1,000
Account Mumber ~
Aecount Deseription
Posting Tupe
Accourt Categary Murnber
[ Account Index
[] Account Alias
[] Main Acoount Seament
[ Seamentt
[] Segmentz v
[ Makal | [Unmeika | [ Defaul
The selsctions below will impact all SmartList Favorites:
Search Defaits
[] Maik the Match Case checkbox by default when performing searches.
Enable the Match Case checkbox on the SmartList Search window.

2. Select the category to designate default options for.

3. For each category, select a default Go To window and set the maximum number
of records that you want a search to return.

4. For each category, select the columns to be displayed in the SmartList window
by marking the check boxes. Change their order by selecting a column and
using the move buttons to move it up or down. Choose Default to restore the
original settings.

5. Specify the default settings for search case sensitivity.

6. Choose OK to save your changes.
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Word template maintenance

Predefined Word templates for document types such as sales quotes and purchase
orders are provided for you with Microsoft Dynamics GP. The templates are based
on standard reports in Microsoft Dynamics GP. You can print the predefined Word
templates for your customers and vendors in each of the companies you have access
to. You also can create your own template or create a template from an existing
template.

A template must be assigned to a company before it can be printed or assigned to
customers or vendors. The template assigned to a vendor or customer is the report
printed for that specific vendor or customer. For example, if you have classes for
your customers in the United States and in Canada, you can assign Word templates
to your customers based on those classes

Using the Report Template Maintenance window, you can add, remove, modify,
copy, and rename templates, and modify assignments. You can't delete or modify
predefined Word template. Refer to Report Writer documentation for details about
designing and modifying the Word template.

The following information is discussed.

*  Assigning a template to a company or companies
*  Assigning a default template to a report

*  Assigning a Word template to customers

*  Assigning a Word template to vendors

e Modifying a Word template

*  Adding a template

*  Renaming a template

*  Removing a template from a company assignment
*  Removing a template assignment from customers
*  Removing a template assignment from vendors

*  Removing a template

Assigning a template to a company or companies

A template must be assigned to a company before it can be printed or assigned to
customers or vendors. Use the Company Assignment window to assign a Word
template to one or more companies.

To assign a template to a company or companies:

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name or select More Reports to open the Reports window.

3. Select a template in the Available templates for the selected report list.

SYSTEM USER’'S GUIDE 161



PART 4

162

4. Choose Company in the Assign menu to open the Company Assignment
window.

5. Mark the company or companies for which you want this template to be used.

6. Choose Save.

REPORTING IN MICROSOFT DYNAMICS GP

Company Assignment

Template Mame S0P Blark Irwoice Form Template
Ci i if to this
Company ID Company Mame
THWO Fabrikam, Inc,
tarke Al Upmark, &l
@

Default
es

Save LCancel

Assigning a default template to a report

Use the Default Assignment window to a for assign a default Word template to a
company. You must have one default template assigned to a standard report.

Predefined Word templates provided with Microsoft Dynamics GP are assigned to
all companies that you have access to. If you created a new template, Purchase
Order template for example, and don't assign it to a company, the predefined POP

Purchase Order Blank Form template is assigned to the company.

To assign a default template to a report:

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name or select More Reports to open the Reports window.
3. Select the template in the Report Template Maintenance window.

4. In the Assign menu, choose Company to display the Company Assignment
window.
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5. Select the company in the list for which you are setting the default template,
and then click Set Default.

Default Assignment

Repoit Mame SOP Blark Irwoice Form

Company Name Fabiikam, Inc. v

Ti i tothe company for this report

Template Mame
S0P Blank Invoice Form Template
SOP Blank Invoice Form Templake®

6. In the Default Assignment window, mark one of the templates that has been
assigned to that company. Choose Save.

If you are setting the default template for multiple companies, you can choose
Apply. The window clears and you can select another company to assign a
default template for.

Assigning a Word template to customers

Use the Customer Assignment window to assign a Word template to an individual
customer or to a group of customers by selecting customers by customer IDs and
customer classes. For example, if you have classes for your customers in the United
States and in Canada, you can assign Word templates to your customers based on
those classes.

If you created a new template, a SOP Invoice template for example, and don't assign
it to a customer, the predefined SOP Blank Invoice template is assigned to the
customer. Only one template can be assigned to a customer. If a customer has a
template assigned to it and you assign a different template, the customer is updated
with the new template.

If customer IDs and customer classes aren't displayed in the Customers assigned to
this template list, you can assign groups of customer IDs and customer classes to the

template by using the Add Customers window.

To assign a Word template to customers:

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name.

3. Select a template in the Available templates for the selected report list.
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4. In the Assign menu, choose Customer to open the Customer Assignment
window.

B Customer Assignment

e

sa Fabrikam, Inc, 4/12/2017

Template Name SOP Blank Invoice Form Template |

Customers assighed to this template n{‘;

[ Makal ][ Unmarkan

5. If customer IDs and customer classes aren't displayed in the Customers
assigned to this template list, choose the Add button to open the Add
Customers window.

B add Customers E”E|E|
Elle  Edit Tools Help sa Fabrikam, Inc. 4/12{2017
Template Mame S0P Blank Inwoice Form Template ‘
Add by From: ‘ |Q,‘

To (21
Restictions:
et >>
5

6. Select to add customers by customer class or customer ID.

7. Specify which customers or customer classes to included in the range.

8. Choose Insert to insert the range you've selected in the Restrictions List.
You can enter a single range or enter multiple ranges. For example, you can
enter a customer class range for local customers, a range of customer IDs from
100 to 300, and a range of customer IDs from 500 to 800. A range can be an
individual customer.

9. Repeat steps 6 through 8 until you entered the ranges you wanted.

10. Choose OK to return to the Customer Assignment window.

The customers IDs and customer classes you selected in the Add Customers
window appear in the Customers assigned to this template list.

You can mark the check box next to each customer ID or customer class to
remove the customer ID or customer class assignment from the Word template.

11. Choose Save.
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Assigning a Word template to vendors

Use the Vendor Assignment window to assign a Word template to vendors by
selecting vendor IDs and vendor classes. If you created a new template, a POP
Purchase Order Blank Form template for example, and don't assign it to a customer,
the default POP Purchase Order Blank Form template is assigned to the vendor.
Only one template can be assigned to a vendor. If a vendor has a template assigned
to it and you assign a different template, the vendor is updated with the new
template.

If vendor IDs and vendor classes aren't displayed in the Vendors assigned to this

template list, you can assign groups of vendor IDs and vendor classes to the
template by using the Add Vendors window.

To assign a Word template to vendors:

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name.
3. Select a template in the Available templates for the selected report list.

4. In the Assign menu, choose Vendor to open the Vendor Assignment window.

B Yendor, Assignment EJ[E\E|

Fle Edit [REEEM Help sa Fabrikam, Inc, 4/12{2017

Template Mame POP Puichase Order Blank Form Template®

Vendors assigned to this template n{“a

Vendors
Vendor Classes

ow

5. If vendor IDs and vendor classes aren't displayed in the Vendors assigned to
this template list, choose the Add button to open the Add Vendors window.

;'_4 Add Yendors EJ@\E\
File  Edt Tooks Help sa Fabrikam, Inc, 4{12{2017
Template Name POP Purchaze Order Blank Form Template®
Add b Fram: Q

T ey
Restrictions:
o e

6. Select to add a vendor or vendors by vendor class or vendor ID.

7. Specify which vendors or vendor classes to included in the range.
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10.

11.

Choose Insert to insert the range you've selected in the Restrictions List.

You can insert multiple ranges of each type into the Restrictions list. For
instance, you enter a range specifying that vendor IDs 100 through 300 can be
added and enter another restriction for vendor IDs 500 through 800. A range
can be an individual vendor.

Repeat steps 6 through 8 until you entered the ranges you wanted.

Choose OK to return to the Vendor Assignment window.

The vendors IDs and vendor classes you selected in the Add Vendors window
appear in the Vendors assigned to this template list.

You can mark the check box next to each vendor ID or vendor class to remove
the vendor ID or vendor class assignment from the Word template.

Choose Save.

Modifying a Word template

Use the Report Template Maintenance window to modify Word templates. You
can’t modify the default Word templates that are provided with Microsoft
Dynamics GP. You can make copy of a predefined template to make your changes
to. Refer to Report Writer documentation for details about designing and modifying
the Word template.

To modify a Word template:

1.

Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

Select a report name.

Highlight the template you want to modify.

Choose Modify to open the Word template in Microsoft Word.
Make your changes in Word.

Save the template file when you have finished making changes in Word. Note
the location and the name of the file.

Close the template in Word.
After saving the template, you must add the template to the Available templates

for the selected report list in the Report Template Maintenance window. For
more information, see Adding a template.

Adding a template

After you create or modify a template, you must add—import—the template to the
Available templates for the selected report list in the Report Template Maintenance
window.
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The Word template must be based on a standard report. The standard report’s
layout should be complete and the report should run correctly.

To add a template:

1.

Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

Select a report name.
Select a template in the Available templates for the selected report list.

Choose the Add button to open a window where you can locate the modified
template.

After you locate the template, choose Open to add the template to the list of
assigned templates for the selected standard report.

If a message appears, stating that the template already exists, choose Yes.

After the template is added, be sure to assign the template to your companies,
customers, or vendors if necessary.

Renaming a template

You can use the Report Template Maintenance window to rename a Word template.
You can’t rename a Word template that is a default template.

If a template is assigned to multiple companies and you want only a specific
company to use the template, change the name of the template and assign the
template to that specific company.

To rename a template:

1.

2.

3.

4.

Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

Select the template in the Report Template Maintenance window.
Choose the Rename button.

Enter a name in the dialog window and choose OK.

Removing a template from a company assignment

If you don’t want to use a template for a company, remove the company
assignment. For example, if you don't want to use a predefined template, remove
the assignment to the company and select a new default Word template.

To remove a template from a company assignment:

1.

Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

Select a report name.

Select a template in the Available templates for the selected report list.
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4. Choose Company in the Assign menu to open the Company Assignment
window.

5. Unmark the company or companies you want to remove the template from.

6. Choose Save.

Removing a template assignment from customers
Use the Customer Assignment window to remove customers from a template. If
you've assigned a template called SOP Blank Invoice Local Customers and then

removed the assignment, the default SOP Blank Invoice template is assigned to the
customer.

To remove a template assignment from customers

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name.
3. Select a template in the Available templates for the selected report list.

4. In the Assign menu, choose Customer to open the Customer Assignment
window.

5. The customer IDs and customer classes assigned to the template are displayed
in the Customers assigned to this template list.

6. Mark the customer IDs and customer classes to remove from this template.

7. Choose the Remove button to remove from the Customers assigned to this
template list.

Removing a template assignment from vendors
Use the Vendor Assignment window to remove vendors from a Word template. If
you've assigned a template called Purchase Orders Local Vendors and then
removed the assignment, the default POP Purchase Order Blank Form template is
assigned to the vendor.

To remove a template assignment from vendors:

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name.
3. Select a template in the Available templates for the selected report list.
4. In the Assign menu, choose Vendor to open the Vendor Assignment window.

5. The vendor IDs and vendor classes assigned to the template are displayed in
the Vendors assigned to this template list.

6. Mark the vendor IDs and vendor classes to remove from this template.
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7. Choose the Remove button to remove from the Vendors assigned to this
template list.

8. Choose Save.

Removing a template
If you aren’t using a template, you can use the Report Template Maintenance
window to remove a Word template from the Available templates for the selected
report list. The template file is not deleted. You will have to delete the template file
from the location where it's stored.

You can't remove a default template.

To remove a template:

1. Open the Report Template Maintenance window.
(Reports >> Template Maintenance)

2. Select a report name.
3. Select a template in the Available templates for the selected report list.
4. Choose the Remove button.

If you have companies, customers, or vendors assigned to the template you are
removing, those assignments will use the default template.
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SQL Server Reporting Services reports

Use the Microsoft SQL Server Reporting Services reports that are included with
Microsoft Dynamics GP or use SQL Server Reporting Services tools to create new
reports.

This information is divided into the following sections:
e SQL Server Reporting Services overview

*  Report Designer
*  Report Builder

SQL Server Reporting Services overview

SQL Server Reporting Services is a server-based reporting platform that you can use
to create and manage tabular, matrix, graphical, and free-form reports that contain
data from relational and multidimensional data sources. The reports that you create
can be viewed and managed over a World Wide Web-based connection or a
SharePoint site if you are using SQL Server 2008 or SQL Server 2008 R2 Reporting
Services. Reporting Services includes the following core components:

e A complete set of tools that you can use to create, manage, and view reports.

* A Report Server component that hosts and processes reports in a variety of
formats. Output formats include HTML, PDE, XML, Excel, CSV, and more.

* An API that allows developers to integrate or extend data and report processing
in custom applications, or create custom tools to build and manage reports.

Microsoft Dynamics GP contains a number of predefined SQL Server Reporting
Services reports for you to use. SQL Server Reporting Services integration must be
set up for you to see the list of SQL Server Reporting Services reports in your
Reporting Services Reports lists. See your System Setup Guide (Help >> Contents
>> select System Setup) for more information about setting up Microsoft Dynamics
GP to integrate with SQL Server Reporting Services.

You must be using SQL Server 2005 Service Pack 2, SQL Server 2008, or SQL Server 2008
R2 in order to use SQL Server Reporting Services (and the predefined reports included with
SQL Server Reporting Services) in Microsoft Dynamics GP.

Report Designer

Report Designer is a report design tool that runs in Microsoft Business Intelligence
Development Studio. To use it, you should know how to connect to a data source,
build queries, and set properties. You can use Report Designer to create simple
reports, or complex reports that include expressions and custom assemblies to
support custom functionality. You can use the Report Wizard to create a report and
then modify it, or build one from the ground up.

Refer to your SQL Server 2005, SQL Server 2008 or SQL Server 2008 R2
documentation for more information about Report Designer.
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Report Builder

SQL Server Reporting Services includes Report Builder, an ad-hoc reporting tool
that enables you to create your own reports and explore data. Report Builder
incorporates a user-friendly business query model that enables you to build reports
without deep technical understanding of the underlying data sources.

The Report Builder interface is built on top of familiar Microsoft Office paradigms
such as Excel and PowerPoint. You'll start with report layout templates containing
predefined data regions to build combinations of tables, matrices, and charts. Then
navigate the reporting model to select report items and set constraints to filter the
report data. The reporting model contains all of the necessary information for the
Report Builder to automatically generate the source query and retrieve the
requested data. The Report Builder also allows you to:

Add text and formatting to reports.

Create new fields and calculations defined against the reporting model.
Preview, print and publish reports.

Explore data related to the content of their report.

Modify existing SQL Server Reporting Services reports that were built using
Report Builder.

Refer to your SQL Server 2005, SQL Server 2008 or SQL Server 2008 R2
documentation for more information about Report Builder.
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Optional ways to create or modify
reports

There are several reporting tools that you can to use access your Microsoft
Dynamics GP data and to customize the format of the way the information is
presented. For instance, you can modify the format of checks, invoices, sales
documents.You also can customize some reports provided with Microsoft
Dynamics GP or create new ones.

Advanced Financial Analysis and Report Writer are reporting tools that are
included with Microsoft Dynamics GP. Other tools, such as Management Reporter,
are available to help you create reports that display data stored in Microsoft
Dynamics GP. You also can create financial statements tailored to your business.

This information describes some of the reporting tools that are available to use with
Microsoft Dynamics GP and what you can do with them. Some of the tools
described here are available if you are using Microsoft Dynamics GP Business
Portal.

*  Advanced Financial Analysis

*  Report Scheduler and Reports Catalog

¢ Distributed Process Server

¢ Financial Reporting using Management Reporter
*  Business Portal key performance indicators

*  Business Portal queries

e Analysis Cubes

Advanced Financial Analysis

Advanced Financial Analysis is a basic reporting tool that you can use to create and
modify financial statements. It is included when you purchase Microsoft Dynamics
GP, so it’s economical to use if you don’t have extensive reporting needs.

The four standard financial statements created in Microsoft Dynamics GP—Balance
Sheet, Profit and Loss Statement, Statement of Retained Earnings, and Statement of
Cash Flows—can be modified using Advanced Financial Analysis. You also can
create your own custom reports.

For more information, refer to your Advanced Financial Analysis documentation.

Report Scheduler and Reports Catalog

Report Scheduler is installed automatically when you install Microsoft Dynamics
GP. It allows flexible, secure scheduling and publishing of your Report Writer
reports. To add reports, you will need to start the Report Scheduler and publish
reports to the Reports Catalog, where you can manage information about current
and prior published reports.

If you are using Business Portal, you also can assign reports to Business Portal
center pages and roles.

For more information, refer to the Report Scheduler guide that’s included on your
Microsoft Dynamics GP installation media.
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Distributed Process Server

If you are using the Distributed Process Server (DPS), you can choose whether to
process some reports on your computer or send them to a designated process server
on the network. Sending long reports to a process server allows you to continue
working while the reports are being created. You must have the Distributed Process
Server registered and set up before you can use this option. Refer to the System
Administrator’s Guide (Help >> Contents >> select System Administration) for
more details.

Microsoft Excel

You can use Microsoft Excel with Microsoft Dynamics GP in a number of ways to
view and modify your report data. You can print virtually any Microsoft Dynamics
GP report to a variety of file formats, including a comma-separated values (CSV)
file that you can open and analyze in Excel.

Build budgets within General Ledger

You can use the features of both Microsoft Dynamics GP and Microsoft Excel to
create and maintain budgets within General Ledger. You can create and modify
budgets, export them to Excel, or import them to Microsoft Dynamics GP.

For example, you can start building your budget in Microsoft Dynamics GP based
on your account framework, then export the budget to Excel to add formulas and
explore forecasting scenarios. Finally, you can import the budget into Microsoft
Dynamics GP to be used in the accounting system.

Refer to your General Ledger documentation for information about format
requirements for creating budget worksheets in Excel.

Analyze SmartList data

You can use SmartList to create queries to find customer, vendor, general ledger,
inventory, and employee information, and then export the information to Excel.
Data is formatted automatically and appropriately when you export it to Excel, so
the information is easy to obtain.

When you're looking at data that you've exported to Microsoft Excel, You can
experiment with different scenarios and apply macros, filters, and formatting to the
data that you've exported to Excel.

For more information, refer to Chapter 24, “Smartl.ist.”

Access data using the Data Connection wizard

If you are using Business Portal, the Data Connection wizard in Excel makes it easy
to access data stored in an external source, such as Microsoft SQL Server. In Excel, a
data source link to the Microsoft Dynamics GP database is already included, saving
you the effort and time needed to complete this setup.

A wizard interface makes it easy to specify the Business Portal query that will be
run in Excel. You can use query pages and result viewer Web Parts in Business
Portal to create customized queries that provide access to information stored in
Microsoft Dynamics GP, including information about customers, vendors,
transactions, and items. You can save and rerun frequently used queries rather than
create them each time.
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For more information about using the Data Connection wizard, refer to your
Microsoft Excel documentation.

Financial Reporting using Management Reporter

If you need more extensive financial reporting than what Advanced Financial
Analysis can provide, you can use Management Reporter to create customized
financial statements from your general ledger. You also can use Management
Reporter to extract information from your general ledger and combine it with
information from an Microsoft Excel spreadsheet.

Reports that you create using Management Reporter can be viewed, printed, sent by
e-mail, or exported to a text or spreadsheet file.

For more information, refer to your Management Reporter documentation.

Business Portal key performance indicators

A key performance indicator (KPI) is a business metric, such as your company’s
total sales or gross profit margin. If you are using Business Portal, you can use KPIs
and metrics created using SQL Server 2008 Reporting Services.

For more information, refer to your Business Portal documentation.

Business Portal queries

If you are using Business Portal, you can use query pages and result viewer Web
Parts in Business Portal to create customized queries that provide access to
information stored in your Microsoft Dynamics GP system, including information
about customers, vendors, transactions, and items. You can export query page
results to Microsoft Excel, as well as display them on the screen.

For more information, refer to your Business Portal documentation.

Analysis Cubes

You can use Microsoft Analysis Cubes to analyze and report financial data and
share information across your organization. One advantage of using Analysis
Cubes is that you can customize report packages that include only the information
that is relevant for each recipient.

For more information, refer to your Microsoft Dynamics GP Analysis Cubes
documentation.
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