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Introduction

Welcome to Business Portal for Microsoft Dynamics® GP . Business Portal gives you
access to business information and allows you to participate in business processes
using a web-based portal. Business Portal provides the following features:

Role-based desktop Business Portal information and applications are
organized by role. The information you see in Business Portal is only the
information that is relevant to your job.

Ad-hoc query capabilities Query pages provide the ability to search for
and organize back office data through Business Portal. Links in the query
results enable you to find related information quickly.

Web browser access to Microsoft Dynamics GP windows With
Business Portal, you have access to Microsoft Dynamics GP through Internet
Explorer® (using Windows® Terminal Services technology). You can browse
directly to a Microsoft Dynamics GP window without leaving Business Portal.

Integrated web-based applications In Business Portal, web-based
applications share data, a common login, a common look and feel, and uniform
navigation. Business Portal applications expand the business tasks users can
perform without having access to a full Microsoft Dynamics GP client
installation.

Check for current instructions

This information was current as of May 2010. The documentation may be updated
as new information becomes available. Check the Documentation Resources for
Microsoft Dynamics GP 2010 Web site (http://go.microsoft.com/fwlink/
?LinkId=185513) for the most current documentation.

This introduction is divided into the following sections:

What's in this manual

Symbols and conventions

Additional resources

Send us your documentation comments

What's in this manual

This manual provides instructions for using Business Portal. It includes the
following chapters:

Chapter 1, “Business Portal concepts,” explains the basic concepts used in
Business Portal.

Chapter 2, “Business Portal pages,” describes the types of pages in Business
Portal.

Chapter 3, “Company and employee information,” explains how to view your
personal information, and company information such as benefits and policies.
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e Chapter 4, “Queries,” explains how to create customized queries that provide
access to information stored in your back office system.

e Chapter 5, “Back office access,” describes how to access back office windows
through Internet Explorer (using Windows Terminal Services technology).

e Chapter 6, “User preferences,” describes how to personalize Business Portal for
your use.

Symbols and conventions

This manual uses the following symbols to make specific types of information stand
out.

Symbol Description

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

The warning symbol indicates situations you should be
especially aware of when completing tasks. Typically, this
includes cautions about performing steps in their proper order,

or important reminders about how other information in
Business Portal or the back office may be affected.

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

Convention Description

Saving favorite Italicized type indicates the name of a section or procedure.
queries

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

choosing items from a menu or toolbar or clicking buttons in a
window. This example directs you to go to the File menu and
click Print.

Bold Bold type indicates navigation, tab names, menus, commands,
buttons, field names, keywords, and functions.

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

Business Data Catalog | Margin notes indicate when a topic applies only if you're using
functionality is a specific product or technology.

available only if
you're using Business
Portal with Office
SharePoint Server
2007, Enterprise
Edition

Additional resources

In addition to this manual, the following documentation is included with this
release of Business Portal.

Manuals

The following PDF manuals are included in the Documentation folder on the
Business Portal installation media.



INTRODUCTION

Business Portal Installation Guide The Installation Guide
(BusinessPortallnstallation.pdf) provides step-by-step instructions for installing
Business Portal.

Business Portal Administrator’s Guide The Administrator’s Guide
(BusinessPortal AdminGuide.pdf) explains how to set up and configure Business
Portal.

Application manuals User and Administrator manuals for each application
installed in Business Portal are available in the Documentation folder.

Help

Help is available by clicking the Help icon button, located in the upper-right corner
of any page. The help that is displayed depends on whether you open help from a
Business Portal page, or a Microsoft® Windows SharePoint® Services page, or a
Microsoft Office SharePoint Server 2007 page.

Business Portal help When you click the Help icon button on a Business Portal
page, the relevant help topic for that page is displayed. You can use the search field
on the help page to search for information. You also can click the Home icon button
to browse the contents of the help.

SharePoint help Many of the features included in Business Portal—such as
document libraries, lists, announcements, links, and alerts—are provided by
Windows SharePoint Services. General information about these features is provided
in the Administering Business Portal help. For more detailed information, refer to
the Windows SharePoint Services help, which can be accessed by clicking the Help
icon button in the upper-right corner of any Windows SharePoint Services page. If
you're using Office SharePoint Server 2007, additional help related to the Office
SharePoint Server 2007 features also will be available.

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.

Note: By offering any suggestions to Microsoft, you give Microsoft full permission to use
them freely.
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Chapter 1: Business Portal concepts

Understanding the basic concepts of Business Portal will help you understand how
you can use Business Portal in the course of your daily work. Concepts are
explained in the following sections:

e Business Portal terms and definitions

* Log on to Business Portal

*  Navigate Business Portal

o Center sites

e Queries
e  Search

o The Report Center site

Business Portal terms and definitions

You may encounter the following terms while using Business Portal.

Term

Definition

business entity

A logical grouping of business data. In Business Portal, business entities
are used as the basis for data access for result viewers and queries.
Examples: sales order, customer, item.

center site

A site that contains role-related information. For example, the Sales
Center site contains information that is important to a salesperson or sales
manager, such as customer information and sales queries. For more
information, see Center sites on page 8.

dashboard

A group of pages that bring together related information. Salesperson and
sales manager dashboards are provided with Business Portal, if you're
using Business Portal with Office SharePoint Server, Enterprise Edition.

information page

A page that combines result viewer web parts to present current data from
the back office. For example, the Customers information page displays a
customer list and result viewer web parts that show real-time details
about the customer selected in the list. For more information, see
Information pages on page 13.

list page

A page that presents current data from the back office. For example, the
Customer List page displays a list of customers. List pages appear on
most Business Portal center sites, and can be identified by the word “list”
in their names. List pages are available only if you're using Business Portal
with Office SharePoint Server, Enterprise Edition.

query

A method of searching for and organizing data. For more information, see
Query pages on page 14.

Quick Launch

A SharePoint navigation element that appears on the left side of Business
Portal pages. You'll use the Quick Launch to navigate to most pages in
Business Portal.

result viewer web
part

Special type of web part used to display your business data in an
appropriate format. Result viewer web parts, used on information pages,
may interact with one another.
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Log on to Business Portal

N\

You can access your company’s Business Portal site by entering the Business Portal
URL in the address field of Internet Explorer. Depending on how Internet Explorer
security is set up, your credentials may automatically be authenticated using
Windows Authentication. You may be required to log on using your Windows user
name and password.

If your credentials are automatically authenticated, once you are logged on to your
computer, anyone with access to your computer can access Business Portal using your
credentials.

Navigate Business Portal

To locate a page in Business Portal, use the horizontal menu at the top of the page
and the Quick Launch on the left side of the page.

The top link bar

Use the top link bar to access Business Portal center sites. You have access to center
sites based on the roles and groups you are assigned to. For more information about
center sites, refer to Center sites on page 8.

The appearance of the top link bar depends on how Business Portal was
implemented. The top link bar works in one of the following ways:

* The top level menu contains links to all Business Portal center sites. Click a
center site link to go to that site’s Home page.

y “ Business Portal

Home  Employes  Manager  Ewecubive  Company  Financial — Sales  Purchasing  Inwentory | Human Resources

USER'S GUIDE

¢ A Business Portal item appears in the top level of the menu. When you hold the
mouse pointer over the Business Portal heading, links to center sites are
displayed. If you click the Business Portal heading, the Business Portal Home
page is displayed. Links to Center sites appear in the Quick Launch on the
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Home page. Click a center site link, either in the menu or in the Quick Launch,
to go to that site’s Home page.

Business Portal
M

Mew BP site Business Portal - | Do
Emploves Center
Manager Center
Executive Center
Campany Cenker
Financial Center
Sales Center
Purchasing Center
Inventory Center
Hurnan Resources Center
Pavrall Cenker

Manufackuring Center

The Quick Launch

A Quick Launch is displayed on most pages in Business Portal. The Quick Launch
provides navigation to all the pages within a center site.

I t Cent
#‘ nventory Center

Home  Employes  Manager O

Eusine:
Wi |
Inv
Wiew All Site Content
Inventory Center E
Home ]
Item Information ﬂ
= Ttems
_ i
= Hiskory
o E
= Price Lisk
Ti
Reports
S
Queries
— SI
2/ Recycle Bin
El
In
He
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available only if you're
using Business Portal
with Office SharePoint
Server, Enterprise
Edition.
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Center sites

Business Portal center sites contain information and tasks related to a department or
role. For example, if you're a salesperson, use the Sales Center site as a starting
point to view or change customer and sales order information.

Some center sites are available to all Business Portal users. For example, all Business
Portal users can view the Employee Center site, which contains employee
information and related tasks. Multiple roles may have access to the same center
site, but the data and pages accessible on each center site may vary between roles.
For example, a salesperson and sales manager both see the Sales Center site, but the
sales manager has access to additional information that isn’t available to the
salesperson.

You can access center sites by clicking center site links either in the top navigation
menu or in the Quick Launch of the Business Portal Home page.

Queries

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 back office
system, including information about customers, vendors, transactions, and items.
You can save frequently used queries to save time; you can access a saved query
with one click rather than creating the query again. And you can export query page
results to Microsoft Excel®, as well as display them on the screen. For more
information about queries, refer to Chapter 4, “Queries.”

Search

The Search feature in Office SharePoint Server can be used to locate Microsoft
Dynamics GP data along with data stored in Windows SharePoint Services.

You also can perform queries of Microsoft Dynamics GP data through Business Portal query
pages, which use different technology to locate and return data. For more information about
queries, refer to Chapter 4, “Queries.”

You can access Office SharePoint Server Search functionality from a Business Portal
web site, or through a desktop search.

Portal search You can access the Search feature through the Search box located
in the upper-right corner of all portal pages.

Windows Desktop Search If your system administrator has set up Windows
Desktop Search, you can locate Microsoft Dynamics GP data and Windows
SharePoint Services content along with content from your desktop.

Search results are displayed in the Search Center in Office SharePoint Server. You
can select the Dynamics tab in the Search Center to search only Microsoft Dynamics
GP data. You can choose to search data for all companies or for a single company.

Summary information is displayed with each Microsoft Dynamics GP data result. If
you select a record on the results page, detailed information for that record is
displayed. While all users can view the summary information on the results page,
you may not have access to details, depending on the web service roles you are
assigned to.
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The Report Center site

The Report Center is a site in Office SharePoint Server, Enterprise Edition, that
serves as a central location to manage business-critical information sources, such as
reports, spreadsheets, and Microsoft SQL Server® Reporting Services data
connections.

If you're using Business Portal with Windows SharePoint Services, reports pages are used
instead of the Report Center site. For more information, refer to Reports pages on page 15.

The Report Center site is available at the same level of navigation as the top-level
Business Portal site.

@l Team Site

Team Site

COrders  Business Portal = Document Cenker | Mews = Reports | Search  Sites

The Report Center site contains a group of SharePoint libraries. A library is a
location on a site where you can create, collect, update, and manage files with team
members. A library displays a list of files and key information about the files, which
helps people to use the files to work together. You can create and manage
documents, spreadsheets, presentations, forms, and other types of files in a library.

Report libraries are automatically created on the Report Center site for Microsoft
Dynamics GP reports. Links to these report libraries appear in the Quick Launch on
the Report Center site, as shown in the following illustration.

Yiew All Sike Conkent

Microsoft Dynamics
GP Reports

m Executive

= Financial

= Human Resources
= Invenkory

® Manufackuring

= Payroll

= Purchasing

= Sales

Reports
Dashboards

= Sample

Resources
= Daka Connections
® Repark Calendar

= Reference Library

2] Recycle Bin
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Within each report library, a folder is automatically created for each company in
Microsoft Dynamics GP. Each folder name consists of the name of the report library
followed by the company name.

Using SharePoint functionality, you can receive alerts when new reports are added
to Report Center libraries, create document workspaces to collaborate on reports,
set up workflows to review reports, and even access reports offline. For more
information about using SharePoint features, refer to the SharePoint
documentation.

For information about publishing reports to the Report Center site, see the Business
Portal Administrator’s Guide.



Chapter 2:

Business Portal pages

The major types of Business Portal pages are explained in the following sections:

*  Business Portal Home page
o Center site home pages
e [nformation pages

. uery pages
®  Reports pages
e List pages

*  Dashboard pages

Business Portal Home page

The Business Portal Home page is your entrance into Business Portal. This page
provides an overview of what is available to you, including company information
and important links.

Depending on how Business Portal was implemented, you can return to the home
page in one of two ways. If a Business Portal link appears in the top level of
navigation, you can click it to access the home page.

Business Portal
M

Team Site | Orders Busqujj Portal -~ Daocument Center
Ermplosh/Center ss Partal = Bu
Manager Center

Executive Center

If a Business Portal link does not appear, you can get to the home page by clicking
the Home link in the top navigation.

“ Business Portal
-
Home | Employee | Manager

Busin:

The Business Portal administrator controls which web parts appear, but you may be
able to modify your personal view of the page. For more information, refer to
Modify parts and pages on page 29.

USER’'S GUIDE "
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Sales Center
A

Manager

Home  Employee

BUSINESS PORTAL PAGES

Center site home pages

Center site home pages are your entrance point into center sites. Each center site
home page provides an overview of what is available to you in that center.

Executve  Company  Finandal Purchasing  Inventory = Human Resources  Payroll

Sales
—
Business Portal » Sales Center > Sales Center Common Pages > Sales Center Home

View sales and customer information, reports and queries, and perform key tasks.

Sales Center Home

View All Site Content
Sales Center Home

Customer
Information

= Customer Summary

= Documents by
Customer

® Payments by Customer
Commission Totals by
Salesperson

Commission Totals by
Territory

Prospects
Reports

Queries

2] Recycle Bin

Sales Back Office Tasks

MNew ~  Actions - Settings -

RL
Setup a new customer
Setup a new prospect

Define sales promations

Sales Announcements

Here are some sample announcements ! HEW 3/4/2010 2:14PM
by CSALER 2\administrator

Here are some samples of content you can display in the Announcements part.

sales promotion for cordless phones ! HEw 3/4/2010 2:14PM
by CSALER 2\administrator

Don't forget; the cordless phone promotion begins next month and runs through the end of of the guarter.

Learn about our competitors ! HeEw 3/4/2010 2:14PM

You can access center site home pages by clicking center site links either in the top
navigation menu or in the Quick Launch of the Business Portal Home page.

Your Business Portal administrator can customize center site home pages to fit your
company’s needs. The following parts typically appear on a center site home page:

Back Office Tasks Some of the key tasks you can perform related to your role.
For example, if you're a salesperson, you might have a task called, “Set up a new
customer”. Clicking on the link opens the Customer Maintenance window in your
Microsoft Dynamics GP system.

Announcements A place for announcements related to the center.

12 USER'S GUIDE
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Top 5 Reports A list of the five reports in the center that you use most often,
with the most frequently viewed report at the top of the list. The report web part
will be empty until you have viewed at least one report. These reports are .txt, .pdf,
htm, or .doc files that are regularly updated. (For “real-time” information, use a

query page.)
Related Information Links to other web sites related to the center.

Center site home pages can contain web parts from many different Business Portal
applications. To get help for a web part not listed here, click a link in the web part to open the
application, then click the Help icon button from within the application.

The center site home pages in your Business Portal may also contain other web
parts not listed here. Your Business Portal administrator controls which web parts
appear, but you may be able to modify your personal view of a page. For more
information, refer to Modify parts and pages on page 29.

Information pages

Customer Summary

Information pages combine a number of parts—mainly result viewer web parts—to
present current data from the back office. For example, the Customer Summary
information page displays current customer information. The Customer Summary
information page contains the following parts:

* Alist of customers

* A part showing the selected customer’s name, address, and contact information
* A part showing the selected customer’s balance information

* A part showing the selected customer’s sales history

Company: | Fabrikam, Inc.

Customer List ~  Customer Address ~  Customer Balance v
¥ Custorner List Find | Bob Fitz w Receivables Balance
Custormner ID Marme Aaron Fitz Electrical Customer ID AARCNFITOOO]
ABROMFITOO0L Aaron Fitz Electrical | | One Microsoft Way Balance $23,333.13

ADAMPARKD... % lam Park Resort

ADVANCEDD...

ADVANCEDD...

ALTOMMANDD, ..
AMERICANODOL
AMERICANODOZ
ASSOCIATOO0L
ASTORSUIODOOL
ATMOREREDD. ..

Advanced Paper Co,

Advanced Tech Satelli..

Alton Manufacturing

American Science Mus..,

American Electrical C...

Associated Insurance ...

Astor Suites

Atrmore Retirement ...

Current  $3,434.09
Period 1 $0.00

Redmond, Wa 98052-6399 Period 2 $0.00

USa Period 3 $0.00
Period 4 $0.00

Phone 1: (425) 555-0101 Period 5 $0.00

Phone 2: Period 6 $19,599.04

Phone 3:

Fax: (312) 555-0101

Bob Fitz

Result viewer web parts are special web parts used to display real-time business
data in an appropriate format, such as a list or a business card. An important
characteristic of result viewer web parts is that they may interact with one another.
For example, when you select a customer in the list on the left side of the Customer
Summary information page, the other result viewer web parts on the page respond
to your selection, showing detailed information for the selected customer.

You can find links to information pages on the Quick Launch of center sites. For

example, a link to the Customer Summary information page appears in the Quick
Launch of the Sales Center site.

USER’'S GUIDE 13
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Some information pages are available by default with Business Portal. Your
Business Portal administrator can also build new information pages to fit your
company’s needs.

The information pages in your Business Portal may also contain other parts not
listed here. Your Business Portal administrator controls which parts appear, but you
may be able to modify your personal view of a page. For more information, refer to
Modify parts and pages on page 29.

Query pages

USER'S GUIDE

Query pages, found on Business Portal center sites, provide access to information
stored in your back office system. For example, the Financial Center site includes
the Financial Queries page and the Sales Center site includes the Sales Queries page.

A Business Portal center site’s related query page has a set of default read-only
queries on the primary business entities to make searching easy. The default
queries, such as Customer and Item, are listed on the left side of the query page, as
shown in the following illustration.

FNew Query * [ Modify Query [isave Query 2)+ Zl+ opy to Excel
4 i

Queries Item Numberl Item Description I
3 organize_l 1-A3261A Multi- Core Processor

= My Queries ————* 1-A34834 SIMM EDO 72

. 100XLG Green Phone
= Shared Queries — | | 1,5 opraM 128 meg SDRAM
© samples 1GPROC 1 Ghz Processor
= Center Queries 2-A32840 Dual Core Server
._1 Account 24X IDE 24 CD-ROM
L] Customer « 256 SDRAM 256 meg SDRAM
=[] Tem «| | 2GPROC 2 Ghz Processor
4| | ,|_I 3-A24404 Operating System

3-A29694 1 TB SCSI Raid
3-A29904 HSC 2 Expansion Slot
5 £ Tem iI 3-A2008A  Rackmount UPS
#] Assembly Variance 3-A3294A ECC Memory
B COGS Inflation Acce 3-434164 Internal CD-ROM Dr...
] COGS Monetary Coi | 3-A3542A DDS Drive
-.ﬂ Cost of Goods Sold 3-B3813A Keyboard

Links

You can find links to query pages on the Quick Launch of center sites. For example,
a link to the Financial Queries page appears in the Quick Launch of the Finance
Center site.

About queries

Business Portal provides many predefined queries for business entities. By
modifying the default query on an entity, you can create a variety of customized
queries. For example, there are many columns available for each entity. To make
queries easier to review and understand, you should use as few columns as
possible, while still providing the information you're looking for.



Reports pages are
available only if you're
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SharePoint Services.
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Query results can be exported to Microsoft Excel for further analysis. For example,
by combining Business Portal’s querying capability, Excel’s capability to organize
and sort data, and Word’s mail merge capability, you can create mass mailings that
tailor your message to individual customers.

The Back and Forward buttons in Internet Explorer will browse between Business
Portal pages; you can’t use the them to browse between query result sets. The
browser’s Refresh button will cause the entire page to refresh—not just the query.

To learn more about using queries, see the following topics:

o Create a new query on a query page on page 21

e Modify a query on a query page on page 23

*  View query page results on page 24

*  Change the appearance of query page results on page 24
*  Print or export query page results on page 25

o Create a new result viewer web part query on page 25

*  Modify a result viewer web part query on page 26

Query links

For many queries, associated links appear in the lower left corner of the query page
when the query is processed. These links lead to queries of related information. For
example, if the result set is a list of customers, you could select a customer, then
select the link that leads to sales orders. The customer query results would be
replaced by the sales order query results.

Query page options

Use the Query Page Options page to change the way query results appear in your
query pages. To open the Query Page Options page, click the Options button on a
query page. You can change the font and font size for query results. You can also
choose the number of query results returned at a time. For more information about
query page options, see Change the appearance of query page results on page 24.

Reports pages

Reports pages display reports for a center in Business Portal. These reports are .txt,
.pdf, .htm, or .doc files that are regularly updated. A back office user selects which
reports are published and how often. The date a report was last updated is
displayed in the Reports web part on the corresponding center site home page and
in the Report List on the reports page. (For “real-time” information, use a query

page.)

Each reports page contains two web parts. The web part on the left lists reports that
have been published for the center site and are accessible by your role. Select a
report on the left in the Report List; the report you selected is displayed on the
right.

You can find links to reports pages on the Quick Launch of center sites. For
example, a link to the Purchasing Reports page appears on the Quick Launch of the
Purchasing Center site.

If you're using Business Portal with Office SharePoint Server, Enterprise Edition, the

Report Center site is used instead of reports pages. For more information, refer to The Report
Center site on page 9.

USER’'S GUIDE 15
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For information about publishing reports, see the Business Portal Administrator’s
Guide.

List pages

List pages are available
only if you're using
Business Portal with
Office SharePoint
Server, Enterprise

Edition. J'@'

Sales Order List

List pages use the Office SharePoint Server Business Data List web part to present
current data from the back office. For example, the Sales Order List page displays a
current list of sales orders. List pages appear on most Business Portal center sites,
and can be identified by the word “list” in their names.

Business data web parts don’t display the results of Business Portal queries; they display
data from the Business Data Catalog. Query results are displayed in result viewer web parts,
which are used on information pages. For more information, see Information pages on

page 13.

The following illustration shows a list page. A maximum of 1000 records at a time
will be returned on a list page, even if more records are available.

Ackions -

Scope || is equal to v | |ReturnBasedOnSalespersonld

E Rettieve Data

Document Number Master Mumber

CRDPHIOO1 21
QRDPHIOO? 20
QRDST1002 3

ORDET1009 25
ORDET1010 26
ORDET1011 31
ORDETZ000 a6

Custorner ID Custamer PO Murmber Customer Mame Salesperson ID Dake Currency ID Line Takal Armount
CONTOSOL0001 Conkosa, Led, MAMCY B, S/4iz2004  USD $A3,109,95
12:00 &M
CONTOSOL0001 Conkosa, Led, MAMCY B, 5/10/2004 USD $109.95
12:00 &M
ASSOCIATON0L PO 124388 Associated MAMCY B, /2812004 USD $A43,90
Insurance 12:00 AM
Campany
LawyRENCEDDD] Lawrence MAMCY B, 5/11/2004 1USD $8.75
Telemarketing 12:00 AM
BLUEYCMDOO01 Elue Yonder MAMCY B, 5/13/2004 1USD $1,349.95
Ajrlines 12:00 A
LawyRENCEDDD] Lawrence MAMCY B, 5/20/2004 1USD $479,90
Telemarketing 12:00 AM
CONTOSOLO0001 Contoso, Lkd, MAMCY B, 1/1/2006 1USD $3,049.75
12:00 AM

By default, the information in some List web parts is set to filter by your salesperson
ID or sales territory ID. If you have rights to view data for other salespeople or other
sales territories, you can change the scope using the fields beneath the Actions
menu. Enter a scope of ReturnAll to return additional records.

If you have access to the data, you can click an item in a list to show detailed
information about the selected object. For example, on the Sales Order List page,
you can click on an order in the list to view the business data profile, or detailed
information, for that order.

Dashboard pages
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Dashboards bring together related information to help people perform their jobs
effectively. Each dashboard may consist of a number of pages.
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The Executive Center site has dashboard pages for key performance indicators and
metrics created using Microsoft SQL Server Reporting Services 2008. Pages are
organized for executives to show information in the following areas: Company
Overview, Financial, Sales, Inventory, Manufacturing, Project, and Human
Resources.

Team Site > Business Partal welcome System account ~ | @

“ Executive Center This Sits =] 2
-
Home Employee  Manager Executive  Company  Financial | Sales | Purchasing  Inventory  HumanResources  Payroll | Manufacturing | Project  Administration Site Actions ~
Business Portal > Executive Center > Company Owerview Pages > Company Overview Dashboard

Wiew company overview metric information

Company Overview Dashboard company: [Fabricem e, =
view All Site Content
Executive Center 3 1 ¥ | @ 9 ¥
Home
Company Overview Receivables Turnover Cash Position
Dashboard
Financials Dashboard This Periad Current  Previous  Change % Change | | This Period Current  Previous  Change % Change
DR us. Last Periad 0.0 0.0 vs. Last Period [} ]
ales Dashboar:
Inventory Dashboard us. This Period Last frear 0.00 0.00 =3 vs. This Period Last ‘fear o 0 =3
Manufacturing
Dashboard il = ¥ E = ¥
Human Resources
Dashboard Gross Profit Margin Quick Ratio
Projects Dashboard
= This Periad Current  Previous  Change % Change | | This Period Current  Previous  Change % Change
2/ Recycle Bin us. Last Period 0.00 0.00 = 000% | | vs. Last Period 000 000
vs. This Period Last frear 0.00 0.00 =3 0.00% | |vs. This Period Last ‘fear 000 000 =3
a g ¥y B 3 ¥
Debt To Equity Sales Per Employee
This Periad Current  Previous  Change % Change | | This Period Current  Previous  Change % Change
us. Last Periad 0.0 0.0 [=3 vs. Last Period [} ]
vs. This Period Last frear 0.00 0.00 =3 vs. This Period Last fear o 0 =3

If you're using Business Portal with Office SharePoint Server, Enterprise Edition,
the My Sales Dashboard is available from the Sales Center site. The My Sales
Dashboard includes the Sales and Commissions page, the Customer Balances page,
and the Customer Documents page. These dashboards are available for salespeople
and sales managers. The Sales Dashboard dashboard pages use Office SharePoint
Server business data web parts to display data.

Customer Documents

Company: | Fabrik

Customer List (Choose one) ~ Customer Sales Orders M
Actions = 1-10 * Actians ~
Scope v ||is equal to + | Returnall Add || Scope v || is equal to [+ | Returnall Add
B3 retrieve Data B3 retrieve Data
Customer 1D Hame Document Humber Tatal Amount
C AARONFITOOOL Aaron Fitz Electrical ORDST2120 $256.59
C BDAMPARKOOOL Adarm Park Resort CRDST2003 $478.80
@  ADVANCEDOOOI #dvanced Paper Co.
€ ADVANCEDOODZ #dvanced Tech Satellte System Customer Receivables Documents -
- L3
€ ALTONMANOOOL Altan ManuFackuring Actions 1-10
¢ AMERICANDOOL Arnetican Science Museum Scope || is equal to v | |Returnall | Add
© AVMERICAMOOOZ American Electrical Contractar [EJ Retrieve Data
€ ASSOCIATO0OL associated Insurance Company Dorument Type  Document Mumber  Document Amount  Date
C ASTORSLINNL Astor Suites CashReceipt PYMNTO00000000144 $256,59 iﬁfzuw 12:00
€ ATMOREREOOOL Abmore Retirement Center Invoice STDINYZ121 $256.59 143/2007 12:00
A
CashReceipt PYMNTO00000000027 $479.50 2f2{2006 12:00
A
Invaice STDINYVZ003 §479.80 1§3/2006 12:00
AM
CashReceipt PMTL3004 $10,706,18 1j2a(z004
12:00 AM
ServiceRepair SVC13013 §1,664.79 1f13(2004
12:00 AM
Invaice 51513012 $10,706.18 1i13(2004
12:00 AM
CreditMema CM13001 $701.80 1f8/2004 12:00
A
CreditMema CM13000 §488.79 1f5/2004 12:00
A
ServiceRepair SYC3003 $1,319.95 12{20{2003
12:00 AM
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\ 1, Business data web parts don’t display the results of Business Portal queries; they display
-(.J- datafrom the Business Data Catalog. Query results are displayed in result viewer web parts,
which are used on information pages. For more information, see Information pages on

page 13.
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Company and employee information

You can use Business Portal to view your personal information and company
information such as benefits and policies. This information includes the following
topics:

Profile

Benefits

Policies
Directory

Profile

The Profile page is your tool for viewing your personal records. The personal
information displayed in Business Portal comes from the Microsoft Dynamics GP
Human Resources and Payroll system. Depending on how Business Portal was
implemented, you can display the Profile page using one of the following methods:

e Point to Business Portal on the top link bar, click Employee Center, then click
Profile on the Quick Launch.

e Click Employee on the top link bar, then click Profile on the Quick Launch.
The following tabs typically appear on the Profile page.

Personal Your personal information, including your name, home address and
phone number, marital status, and Social Security number.

Work Your work-related information, including your position and work address
and phone number.

Emergency Contacts A person the company notifies in an emergency. The
contact doesn’t need to be a relative; the person can be a neighbor or a friend.

Dependents People who rely on you for some type of support, for example, your
children. Other dependents can include your spouse or domestic partner, parents,
siblings, and guardian. Government regulations and company policies determine
whether you can enroll them as your dependents.

Position History Dates of employment for each position you've held in the
company.

Job Description The detailed job description on record for you in Human
Resources.

You can change your personal information if the Human Resources Management

Self Service Suite is installed. Contact your Human Resources administrator to
change your information if the Modify option is not available to you.
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COMPANY AND EMPLOYEE INFORMATION

Benefits

The Benefits page is used to publish your company’s benefits information to
employees. All employees can view this page. Your Business Portal administrator
can customize the page to meet your company’s needs. Depending on how Business
Portal was implemented, you can display the Benefits page using one of the
following methods:

e Point to Business Portal on the top link bar, click Company Center, then click
Benefits on the Quick Launch.

¢ Click Company on the top link bar, then click Benefits on the Quick Launch.

You can remove or minimize some web parts; others are not removable. For
information about customizing pages, see Modify parts and pages on page 29.

Policies

The Policies page is used to publish company information to employees. All
employees can view the page. Your Business Portal administrator can customize the
page to meet your company’s needs. Depending on how Business Portal was
implemented, you can display the Policies page using one of the following
methods:

* Point to Business Portal on the top link bar, click Company Center, then click
Policies on the Quick Launch.

* (Click Company on the top link bar, then click Policies on the Quick Launch.

You can remove or minimize some web parts; others are not removable. For
information about customizing pages, see Modify parts and pages on page 29.

Directory

You can locate employees and display their contact information using the Directory
page. The information comes from employee records in the back office. Depending
on how Business Portal was implemented, you can display the Directory page using
one of the following methods:

¢ Point to Business Portal on the top link bar, click Company Center, then click
Directory on the Quick Launch.

¢ Click Company on the top link bar, then click Directory on the Quick Launch.
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Queries

You can use query pages and result viewer web parts in Business Portal to create
customized queries that display information stored in your back office system,
including information about customers, vendors, transactions, and items. You can
save frequently used queries to save time; you can access a saved query with one
click rather than creating the query again. And you can export query page results to
Microsoft Excel, as well as display them on the screen.

Query information is divided into the following sections:

o Create a new query on a query page

e Query operators

*  Advanced query restriction options

*  Modify a query on a query page

e View query page results

*  Change the appearance of query page results
*  Print or export query page results

o Create a new result viewer web part query

*  Modify a result viewer web part query

Create a new query on a query page

Use the Create a Query wizard to set up queries of your back office data. To start
the wizard, click New Query on a query page.

In the Create a Query wizard, you will be able to choose the following:

Data permission The subset of entity information that this query will be based
on. Using the drop-down arrow next to the New Query button, you can choose to
create a new query based on the previous query’s data permission, or based on a
new data permission.

Your Business Portal administrator should create all of the necessary data permissions for
your business entities. For more information about data permissions, see the Business Portal
Administrator’s Guide.

Columns The fields of data (also known as properties) you want to display. Many
columns may be defined for a particular entity, and you can choose to display some
or all of them.

For example, if you are creating a query about customers, you can display just the
Customer Name and Balance Due, rather than all available columns. (If there are
columns already selected that you don’t want to include, click the associated check
boxes to clear them.)

Rows The restrictions to limit the number of records returned by the query. For
example, you may choose to display only customers with balances between $1000
and $2000. Rows can be restricted based on any column, even if that column is not
displayed in the query results.

Row restrictions can be basic or advanced. For an advanced restriction, you'll be
given a greater selection of operators to choose from, and you’ll be able to use more
complex restrictions. For example, you could use variables or comparisons to
restrict your query.
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For more information about restricting the data a query returns, see Query operators
on page 22 and Advanced query restriction options on page 22.

Sorting The order of the query results. You can sort by multiple columns, and
indicate for each query column whether you want to sort results in ascending or
descending order. For example, you may want to sort the list of customers
alphabetically, or you may want to sort the list from largest balance due to smallest
balance due.

Name The name of the query. Saved queries must be assigned names. The name
you enter will identify the query in your personal query folder (viewable on the
query page), and in the query menu of any result viewer web parts the query is
associated with.

Query operators

For either a basic or advanced query restriction, you'll select a column to base the
restriction on, an operator, and the values you want to include or exclude.

For some operators, you can enter multiple values. To select additional values for a
restriction, choose the lookup button; you can’t enter values using the keyboard. If
you include multiple values in a restriction, the query will return results that fit any
of the values.

The operators available will vary, depending on whether you're using a basic or
advanced restriction.

Basic restriction

With a basic restriction, you'll be able to use the following operators, depending on
the type of data contained in the column:

¢ Isequalto

e Isnotequal to
e Islessthan

e [s greater than
¢ Contains

* Begins with

Advanced restriction

With an advanced restriction, you can create more complex queries. The following
additional operators are available, depending on the type of data contained in the
column:

e Isoneof
e Isnotone of
e Isbetween

Advanced query restriction options

USER'S GUIDE

Use advanced restriction options to create more complex queries. For example, to
restrict a query based on columns that aren’t displayed in the results, you must use
the advanced restriction. You must also use the advanced restriction to create a
query that prompts the user to enter a value each time the query is selected.
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To use advanced restrictions, select Advanced when you're restricting the rows for
the query. The type of data contained in the column you want to restrict on will
determine which operators and which of the following advanced restriction options
are available.

Values

For some operators, you can enter multiple values. Use this option to specify more
than one value that should be contained in the results. If you include multiple
values in a restriction, the query will return results that match any of the values.

Variables

You can restrict the results returned by a query by specifying a variable such as
Current User or Last Month. The available variables depend on the data type of the
property you chose to create a restriction for.

Compare to

You can restrict the results returned by comparing selected properties with one
another. For example, you can create a query for customers whose balance due is
greater than their credit. The properties you compare must use the same data type.
For example, you can compare two date properties or two quantity properties, but
you can’t compare a date property to a quantity property.

Parameters

A parameter is a placeholder for a query restriction. If a query uses a parameter, the
user will be prompted to enter a value when that query is selected. You can create a
query containing one or more parameters. When you create an advanced restriction
using a parameter, you'll specify the message that appears when the user is
prompted to enter the parameter’s value, and if necessary, a default value for the
parameter.

Modify a query on a query page

You can modify queries using the Modify Query option on query pages. There are
many columns available for each query page entity. To make queries easier to
review and understand, you should use as few columns as possible, while still
providing the information you're looking for. Even if you choose not to display a
certain column, you can still create a query restriction based on that column.

Query page entities can’t be modified. If you save modifications, the query is saved

to your My Queries folder and becomes a personal query. You are the only one who

can use your personal queries. Saving modified queries makes it easier to generate

the same query in the future.

1. Ona query page, select the query you want to change.

2. Click Modify Query.

3. You can change the columns that are displayed, column order, restrictions on
rows returned by the query, column sort order, and query options. Click the

tab(s) for the properties you want to modify, and make your changes.

4. To run the query, click OK.
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5. To save your changes, click Save Query. You will be asked to give the query a
name and a location. Queries you save will appear under the My Queries
heading on query pages.

You can’t create Internet Explorer favorites for queries; you must save modified queries
using the Save Query button.

View query page results

AN\

Query results are returned in blocks. This means that if your query page options are
set to display 1000 results at a time, and a query has 2000 result rows, you'll see only
the first 1000 records when you initially process the query.

To see the rest of the results, use the arrow buttons at the bottom of the page.

S e I R sy
2 W TERRITORY &

Displaving 100 of 291 rows, - ¥

Click to display
all result rows.

Click to append
the next group
of results.

To always return all results of a query at one time, select the unlimited option on the
Query Page Options page. For more information about query page options, see
Change the appearance of query page results on page 24.

If your data includes a large number of records, returning all result rows may take a long
time. Because queries return data from your back office database, returning a large number
of records also may adversely affect back office performance.

Change the appearance of query page results

Use the Query Page Options page to change the way query results appear in your
query pages. You can choose the font and font size for query results. You can also
choose the number of query results returned at a time. The settings you select here
apply to all query pages you have access to; not just the current query page.

1. Click the Options button on a query page to open the Query Page Options

page. The Options button appears in the upper right corner of the query page,
as shown in the following illustration.

. . Query page
. = I
Y JOFind |2|Refresh [OF Options button

ount | Salesperson | Sales Te™

4.43 TAM M. TERRITLC
1.23 ERIN 1. TERRITC
OO DALl W TEQDITC

2. Select the number of query result rows you want to return at a time.

For example, if you enter 1000 and a query has 2000 result rows, you'll see only
the first 1000 records when you initially process the query. To see the rest of the
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results, you would need to click the arrow button at the bottom of the page. For
more information, see View query page results on page 24.

To return all query results at once, you can select the Unlimited option.
Selecting the Unlimited option may cause queries with large result sets to take a long
time to process. Because queries return data from your back office database, returning a
large number of records also may adversely affect back office performance.

3. Select the font style and size you want query results to appear in.

4. Click OK to save your changes.

Print or export query page results

(S
~

Query results can be sent to Microsoft Excel for additional sorting and analysis. For
example, you can search for information about customers, export the results to
Excel, then use Excel and Microsoft Word to create mailings targeted to specific
groups of customers based on those results.

To print or export the currently displayed query results, click Copy to Excel on a
query page; your query results will be displayed in an Excel spreadsheet. From
within Microsoft Excel, you can perform calculations, create a chart or graph, or
print a spreadsheet of your query results.

When you copy to Excel, a file containing the query results is also placed on your desktop
automatically. Add the .xIs extension to the file name for the file to be recognized by Excel.

Create a new result viewer web part query

You can create a new query for a result viewer web part if the Create New Query
option has been provided for you in the query menu.

Customer List -

Querymenu — | & i ctamer List »~ Find

* Customer List

f Fir... ~

Create New Query ne ..

Modify Existing Query laarch

C376h Graphic Desi...
2389 Alpine Ski Ho..,
404 Jay lamison

If the Create New Query option is available, you can click it to launch the Create a
Query wizard and define a new query for the result viewer web part. The wizard
steps are the same as those for creating a new query on a query page (see Create a
new query on a query page on page 21), except that you will not select a data
permission for the query. Your new query for the result viewer web part will be
based on the data permission that was selected when the web part was first
configured.
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When you create a new query for a result viewer web part, only you can view the
new query. Only the Business Portal administrator can make query changes that
apply to everyone who has access to the web part.

Modify a result viewer web part query

You can modify a result viewer web part query if the Modify Existing Query option
has been provided for you in the query menu.

Customer List -

Query menu ——— = —ystomer List »~ Find

& Custormer List

f Fin... 5

Create New Query ne

Madify Existing QUery tzzrch

C376 Graphic Desi...
2389 Alpine Ski Ho...
404 Jav Jamisan

If the Modify Existing Query option is available, you can click it to open a window
for changing result viewer web part query properties. You can change the columns
that are displayed, column order, the restrictions on rows returned by the query,
and column sort order. When you click Save, the changes will be made to only your
view of the query. Only the Business Portal administrator can make query changes
that apply to everyone who has access to the web part.
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How

Back office access

From Business Portal, you can access back office windows through Internet
Explorer (using Windows Terminal Services technology). Use this method when the
software isn’t installed on your computer, or when you want fast access to a specific
window;, directly from Business Portal.

Web-browser access is explained in the following sections:

e  How web browser-based access works
e Access a back office window

web browser-based access works

When you use Business Portal to access a Microsoft Dynamics GP window (and the
back office software is not installed on your computer), the connection is
accomplished using Windows Terminal Services. This method is also known as
thin-client access.

The thin client connects to the Terminal Services server, and displays the back office
user interface. All operating system functions—as well the actual back office
application—run on the Terminal Services server. When you log on, you see only
your individual session, which is independent of any other user’s back office
session. Business Portal queries of back office data are not processed through the
Terminal Services server.

You must be set up as a back office user in order to have thin-client access to
Microsoft Dynamics GP through Business Portal. Terminal Services starts the back
office application and you will be required to log on to Microsoft Dynamics GP in
the same way you always do. Because Business Portal uses a connection to the
Terminal Services server, the Business Portal administrator must also assign you a
Terminal Services user name.

Access a back office window

In Business Portal, clicking a link in a Back Office Tasks web part will take you to a
Microsoft Dynamics GP back office window. Back Office Tasks web parts are
displayed on most Business Portal center site home pages.

If you're using web-browser based access to the back office, clicking task links will
open the appropriate window in your web browser. For more information about
accessing the back office system through the Web, see How web browser-based access
works on page 27.

Depending on the Terminal Services configuration, you may be required to log on to the
Terminal Services server.
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User preferences

You can modify some of the information on the pages in your Business Portal. The
following sections describe how to personalize Business Portal for your use:

Modify parts and pages

Change your personal settings

Set browser settings for a workstation
Delete temporary Internet files

Modify parts and pages

You may be able to customize the way Business Portal parts and pages appear,
depending on the permission level your Business Portal role is associated with.

Most Business Portal users and groups have the Read permission level, and by
default have the ability to change only their own view of Business Portal parts and
pages by default. To modify your personal view of a page, click Welcome <User
Name>. In the menu that appears, click Personalize This Page.

Only users with Contribute, Design, and Full Control permission levels can modify
parts and pages for other users. To modify the shared version of a page, click Site
Actions. In the menu that appears, click Edit Page.

For more information about modifying pages and web parts, refer to the Windows
SharePoint Services documentation.

Change your personal settings

Use the Business Portal Settings page to select your default company.
Use the My Settings page (click Welcome <User Name>, then click My Settings) to
change your e-mail address and other personal settings. For more information

about the My Settings page, see the Windows SharePoint Services documentation.

1. In the top right corner of Business Portal, click Welcome <User Name>. In the
menu that appears, click My Business Portal Settings.

2. Select the company database where you normally do your work. You will be
logged on to this company by default every time you start Business Portal.

If you have access to more than one company, you can switch to a different company
using the company list that appears below the navigation menu.

3. Click Save to save your changes.

Set browser settings for a workstation

Be sure that the Internet Explorer options for your workstation are set so that
content is refreshed. Also, Internet Explorer security should be set up so that
ActiveX® controls are allowed to run on the Business Portal web site. If ActiveX
controls are not allowed to run, Business Portal won't function properly.
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Internet Explorer options are set for each user on a single computer. If multiple
users share a single client workstation, these settings will need to be made with each
of the users logged on to the workstation.

~~- In some environments, you might have problems using links in Business Portal that go to
@ web sites that use cookies. If that’s the case, refer to the Business Portal Installation Guide
for information about other browser settings you might want to change.

To set browser settings in Internet Explorer 7.0 or 8.0:

1. Start Internet Explorer and open the Internet Options window.
Tools > Internet Options

2. Click the General tab. Under Browsing history, click Settings.

3. The Temporary Internet Files and History Settings window is displayed. Be
sure the Check for newer versions of stored pages option is 1ot set to Never.

4. Click OK to close the settings window.

5. Click the Security tab, highlight Trusted Sites, and click Sites to open the
Trusted Sites window.

o~ If Business Portal doesn’t use Secure Sockets Layer, you must clear the Require server
verification (https) for all sites in this zone check box. If you can’t clear the check
box, you must change the security settings for the Local Intranet zone instead of adding
Business Portal to your Trusted Sites list.

6. In Add this Web site to the zone, enter the Business Portal URL and click Add.
7. Click OK to close the Trusted Sites window.

8. In the Internet Options window, be sure Trusted Sites is still selected and click
Custom Level to open the Security Settings window.

9. In the ActiveX controls and plug-ins section, select Enable for the following
settings:

¢ Download signed ActiveX controls
¢ Initialize and script ActiveX controls not marked as safe for scripting
* Run ActiveX controls and plug-ins

Changing these options will allow ActiveX controls to run automatically on all
web sites in your Trusted Sites zone. This zone contains sites that you believe
you can download or run files from without worrying about damage to your
computer or data. The security level for trusted sites is typically lower than the
general Internet or Intranet security level.

10. Click OK. An alert message will be displayed, asking if you're sure that you
want to change the security settings for the zone. Click Yes.

11. Click OK to close the Internet Options window.
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Delete temporary Internet files

Some Business Portal pages are cached by Internet Explorer for 30 days. After an
upgrade, these temporary files need to be deleted so that new versions will be
displayed instead. If the temporary files are not deleted, errors may occur when you
attempt to access certain cached pages.

Internet Explorer options are set for each user on a single computer. If multiple

users share a single client workstation, temporary files will need to be deleted with
each of the users logged in to the workstation.

To delete temporary Internet files in Internet Explorer 7.0:

1. Start Internet Explorer and open the Internet Options window.
Tools > Internet Options

2. Click the General tab. Under Browsing history, click Delete.

3. The Delete Browsing History window is displayed. Under Temporary Internet
Files, click Delete files.

Deleting files may take some time, depending on the number of temporary files
on your computer.

4. Click Close to close the Delete Browsing History window and click OK to close
the Internet Options window.

To delete temporary Internet files in Internet Explorer 8.0:

1. Start Internet Explorer and open the Internet Options window.
Tools > Internet Options

2. Click the General tab. Under Browsing history, click Delete.

3. The Delete Browsing History window is displayed. Mark Temporary Internet
files, click Delete files.

Deleting files may take some time, depending on the number of temporary files
on your computer.

4. Click Close to close the Delete Browsing History window and click OK to close
the Internet Options window.
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company policies 20
directory 20
profile 19

entities, defined 5

Excel, exporting query results 25

F

favorites, saving queries 23
fonts, for query results 24

G

glossary, see terms and definitions

help, using 3

Home page
customizing 29
overview 11

icons, used in manual 2
information pages
customizing 29
defined 5
overview 13
Internet Explorer, browser settings 29

J

job description, viewing or changing 19

L
links
on query pages 15
to back office tasks 27
list pages
defined 5
modifying 29
overview 16
logging on to Business Portal 6

manuals, where to find 2

menus, using 6

Microsoft Dynamics GP, accessing
through a web browser 27

Microsoft Excel, exporting query results
25

Microsoft Internet Explorer, browser
settings 29

navigation, overview 6

o

objects, see business entities

P

pages
center site home pages 12
Home page 11
information pages 13
list pages 16

pages (continued)

modifying 29

query pages 14

reports pages 15
parameters 23
personal information, profile 19
policies, company information 20
position history, viewing or changing 19
profile, personal information 19

Q

queries
advanced restriction options 22
columns 23
creating for a query page 21
creating for a result viewer web part
25
data permissions 21
defined 5
exporting to Excel 25
fonts 24
modifying for a query page 23
modifying for a result viewer web
part 26
operators 22
printing results 25
rows returned 24
saving changes 23
specifying multiple restriction values
23
using comparisons 23
using placeholders 23
variables 23
viewing results 24
query pages
links 15
options 24
overview 14
Quick Launch
defined 5
using 7

Report Center, described 9
reports
on reports pages 15
on the Report Center 9
restrictions
basic vs. advanced 22
specifying multiple values 23
using comparisons 23
using placeholders 23
using variables 23
result viewer web parts
creating queries 25
defined 5
modifying queries 26
on information pages 13
rows
number returned on list pages 16
number returned on query pages 24
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INDEX

rows (continued)
restricting for a query 21
viewing on a query page 24

S

Search, using 8
sorting, query results 21
symbols, used in manual 2

T

temporary Internet files, deleting 31

terms and definitions, for Business Portal
5

thin client, see Windows Terminal Services

top link bar, using 6

U

upgrading, deleting temporary Internet
files 31

W

web browser, settings for workstations 29
web parts, modifying 29
Windows Terminal Services
accessing the back office 27
described 27
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