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|.  About CSSI Technologies
Who |s CSSI?

CSSI Technologies, Inc. improves business productivity through technology. For over 20 years, we have
provided support for Microsoft Dynamics GP users in PA, NJ, MD, DE, NY, and beyond. We are
experienced in implementing accounting systems in a range of industries, such as manufacturing,
healthcare, services, warehousing & distribution, retail, and agribusiness. CSSI Technologies offers
services and solutions across several complementary product lines:

1. Microsoft Dynamics GP: We offer years of experience in support, maintenance and install of
Microsoft Dynamics GP (“Great Plains”) ERP. As a Microsoft silver certified partner, CSSI will
support you with a team of dedicated Dynamics GP experts as well as expertise in other
Microsoft applications such as Power Bl. CSSI also offers warehouse management software
(WMS) built for GP.

2. Custom Programming & Software Development: Ready to create an application custom-fit to
your business? Our team of experienced programmers can create custom applications focused
on meeting your unique business requirements.

3. Barcoding and Mobility Solutions: We partner with leading providers of mobile computers,
barcode scanners, printers, & RFID technology to bring you the best solutions for data capture,
printing, handheld computing, and mobile device management (MDM).

Why Did We Create This E-Book?

Every month, we produce a GP newsletter which contains news and time-saving tips for GP users. We
decided to compile all of that information into one resource which GP pros could have to use as a
referral source. Stay tuned for future additions and expansions!

How To Get Help With GP

CSSI’s GP pros are ready to help you with any issue or challenge you have related to GP. To get help,
please contact CSSI at:

Phone: 570-524-4424

Email: customerservice@cssi.com

Web: https://cssi.com/gp/contact/

Sign Up For Our Free Newsletter

Don’t miss our free monthly newsletter, which is filled with GP news and time-saving tips
like the ones you’ll find in this e-book. To register, go to: https://cssi.com/gp/contact/

© CSSl Technologies, Inc. 2022 4
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How to Take a Dynamics GP Company Offline

It’s the end of the year and you are trying to encourage your Microsoft Dynamics GP users into staying
logged out of company related windows as you work to complete year-end close. You send blast emails,
make calls and even send a few instant messages to schedule the process, yet you still find that there
are folks that just didn’t get the memo. This same scenario also crops up when you try to perform file
maintenance, even though it is often scheduled and thoroughly communicated. After the battery of
unread emails, missed calls and so on, you find yourself wishing there was an easier way.

Microsoft heard your pleas and added a feature in Microsoft Dynamics GP 2013 R2 that allows you to
take a company offline. This should help keep your busy bee Microsoft Dynamics GP user’s company
activity to a minimum during year-end close and for file maintenance. Continuing to schedule these
procedures along with this feature should help minimize interruptions and frustration.

As you know, new features are released all the time in the software world. Mass emails are typically
sent out to make users aware of the changes, the benefits, and how they can increase productivity. But
new tools are only beneficial if you know how to use them, and we all know that between meetings,
conference calls, and other things that flood our busy workday, it’s not always easy to keep up.

Here’s how to take a company offline in Microsoft Dynamics GP:

Start by going to Administration > Utilities Il ok Cormpany Offline for Maintenance [=l= =]
>System >Take Company Offline. Select a DF'I EE:;T' A5 o Emani&s“ Fabrikom, Ine. 112/2028
company and click on the Insert button to Test Canadion Company Inserl>> | [Fabricam, Inc.

move the company to the Offline festCompany ([ lnseral |

Companies section. You can insert multiple [ Femoxe |

companies one at a time, or use the Insert [ Remove a |

All button to insert all companies.

_ Cunent Users: 1
Offling Message: @ Default Custom

The company iz currently offline for maintenance. Try again later.

m| »

] @ 0K Cancel

© CSSI Technologies, Inc. 2022 6
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Pro Tip: When you select a company in the B user Activiey fo) ® =l
Ofﬂlne Companies Iist' you can see hOW File  Edit Tools Help sa Fabrikam, Inc, 1/12/2018
many Current Users are logged into that

er 1D 2
company. Click on the blue hyperlink Cormpary Das Time Cient Type
“ ” . , 34 Fabrikam, Inc. 1412/2018 &08:24 AM Desklop v
Current Users” to see the list of User ID’s.
<0 ® 0 o]
You can establish a message that will be B Take Cormpany Offline for Maintenance == =]
Shown to any user that attempts to |Og |n File  Edit Tools  Help sa Fabrikamn, Inc. 1/13/32018
. Online Companies: Offline Companies
to acom pa ny after It has been taken Test Canadian Company Insert »» Fabrikam, Inc.
offline. Select “Default” to utilize the Test Compary ——
default message, or “Custom” to provide e
additional information to users. Users that [ Removeall |
are currently working in the company until
they log out. Once they log out, they will ] Cunent Users 1
Qffling Message: @ Default ! Custom -

only be able to log back in to the company
if they have offline access.

The company iz currently offline for maintenance. Try again later

[m] »

4__} @ ok Cancel
Once you are finished, click on the OK Microsoft Dynarnics GP
button in the bottom right-hand corner. , , ,
There are ysers logged into the companies taken offline. Do you
'0' want 1o send the users a message?

If users are logged into the companies that
are being taken offline, a message appears
asking if you would like to send those users
a message. ves | [ Mo

© CSSI Technologies, Inc. 2022



V4CSSI

CSSI Technologies — Dynamics GP Tips & Tricks technologies

powering productivity.

If you click “Yes,” the Send Message I Send Message (BN EoR = |
Window appea rs. File  Edit  Tools Help sa Fabrikarn, Ine. 171272018
ars in 0 b
Uszet D Company Mame
¥ | sa Fabuikam, Inc, -

1

Send messages as...

Message:

o® [oma ] [ooes

Users will see either a “Task” on their (A o
Homepage: Past Due Receivables Transacions (527)

Past Due Payables (210)
Past Due Payzbles > §1,000 {(126)
Tasks
Please log out of Fabrikam for file maintenance

Or they will receive a popup message: Micrasaft Dynamics GP

Fleaze log out of the Fabrikam company for file maintenance

© CSSI Technologies, Inc. 2022
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When users try to log back in, it will be Carnpany Login
indicated that the company is offline in the & Microsoft

Company name:

Microsoft Dynamics GP 2016

Compary:

Server Dynamics GF 2016
User ID dneweommar
Cunent Users 2

Users Allowed 4

@ | Chengs User, [ ok ][ cancel
If they select the offline company, they will | Micrssoft Dynamics 6P
receive this message: ) _
y The company you have selected is currently offline for
0' maintenance. Do yau want 1o continue and log on ta the
cormpany?
Yes ] I No

Earlier, we mentioned that the only way a user could continue working in an offline company was if
they were granted offline access. Here’s how to grant a user offline access:

Go to Microsoft Dynamics GP > Tools > f“mz=“v&':P - = ‘?Iim\%
ile dit oaols elp sa Fabrikam, Inc,
’
Setup > Company > Company. Once‘you re T _———
on the Company'Setup screen, speufY the s - o e
user you would like to set up by entering o Pdanbe Bl
the User ID in the “User with offline access” = 77 viow Dok Pebry Tbrmotd S
field. Be sure to click OK in the bottom . - Sa Lo ol T
right-hand corner to save your changes. — .
Couny V] Securi
Eounti Code ,U £l Acoou:‘:l Secuily
Countiy United States
Phane 1 [312) 436-2671 Ewt 0000 User with offine access 8 pl
Phane 2 (000) 0000000 Ext. 000D
Phane 3 (000) 000-0000° Ext. 000D
Fant (312) 436-2896 Ext 000D
Human Fiesources || EdiaFiekds || Options || Intemet UserDefined | Address
=08

While this feature is very easy to configure, the CSSI team still recommends scheduling year-end
close and file maintenance. With the support of our team and this Microsoft Dynamics GP feature,
we hope that your year-end and scheduled file maintenance procedures will become frustration
free and painless. If you have any questions, our Microsoft Dynamics GP support team is always
happy to help! We can be reached at support@cssi.com or at 570-524-4424.

© CSSI Technologies, Inc. 2022
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How to Message to Users in GP

You can send a message to other users within GP.

Go to Administration > Utilities > System > P send Message - o b4

Send Users Message. Check the box beside File Edit Tools Help sa Fabrikam, Inc. 11/10/2020
User ID to send a message to all users. Or,
check individual users. Type in a message.

hew: All Users; by User ID

User ID

Comparyy Name

Kathy
LES50MUSER1
LESSONUSER2
2]

AENRERRREE
T
[+
2

Send messages as... Motification Meszage [for users who are curmently logged on)
[ Task with Reminder

Meszage:
Please log out of GP, We need to reboat the server| A
W
e Serd Cancel
You can send a message as a Notification Microsoft Dynamics GP
Message, which means a message box will
pop up on that USEF’S GP screen (as ShOWI’] l Please log out of GP. We need to reboot the server.
. R
below). Only users currently logged will .
receive this message.
Or, you can send a message as a Task with Toba VA 15
. . . Reminders New Reminder
Reminder. However, this message will only Custorners Over o Livi: (10)
be seen if the user is displaying Tasks on — _—
thEIr GP Home Page Plaase log out of GP, We need 10 reboot the server,

© €SSl Technologies, Inc. 2022 10
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You can also filter your user selection by i send Message - O *
clicking on the down arrow to the left of File  Edit
View All Users. This way you can narrow

the list down to only users currently logged
in. Or just those users logged into a \sams currantly logged on

particular company. Users in Offline Companies
Users with access to company >

Tools Help sa Fabrikam, Inc. 11/10/2020

All Users

Current users in company »

Refresh
M CESSUNUSERS

[A za

© €SSl Technologies, Inc. 2022 11
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How to Scan Documents Within GP

Are you aware of how easy it is to scan and attach documents to Dynamics GP transactions and master
records? This new Document Attachment functionality was added in GP 2013 R2. All you need is a
Windows Image Acquisition (WIA) enabled scanner/printer and a little bit of setup.

1. Document Attachment Setup

e To enable Document Attachment, go to Microsoft Dynamics GP > Tools > Setup > Company >
Document Attachment Setup

o Check the “Allow Document Attachments” box

e Pressthe F1 key (or go to Help > About This Window) for more information on the other setup
options in this window

Document Attachment Setup — X
File Edit Tools Help sa Fabrikam, Inc. 7/1/2020

Allary Docurnent Attachments

Aftachment Location Options

Diefault Location: C:\Program Files [x86)\Microzoft Dynamics\GP20185\Document Attack 23

Delete file from Default Location after attachment

M aximum File Size 993.93 | 999.99 Megabyte Maximum
Attachment Management Defaulks
Allovs attachments to be deleted Attribute Defaults:

Delete Passwaord @ | Document Type

Allove attachments to be added in inguiny windows ]

. o

Irguiry Pagsword o

Allow attachments ko flow from Master Records to Documents: [}

Allow attachments to flow from Customer Maintenance window

Type: @ Flow () Mot Flow
Allow attachments to flow from [bem Maintenance window

Type: () Flow @ Mot Flow

Allow attachments ta flow from Yendor Maintenance window

Type: () Flow @ Mot Flow

Allows attachments to flow from PTE Employes Expensze Entry window

Type: Flones Mok Flaw

Send Attachments in email

2. Using Document Attachment

e Open almost any GP window, select a record then click on the Attach button

© CSSI Technologies, Inc. 2022 12
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Customer Maintenance - TWO (sa) — *

WX ®ANTE L | " ©

Save Clear Delete Write | Attach = Additional = All-in-One  File Tools | Help
Letters™ hd View -
Actions Additional File - -

e Or, click on the Notes icon then click the paper clip icon here

i
il

WX @O o D o] e

| Save Clear Delete Write Attach = Additional = All-in-One  File Toals | Help
| Letters™ v View v
! Actions Additional File : :
|
| Customer ID AAROMFITOO0 -@I Hold [ Inactive  Parent Customer ID
1 Mame Aaron Fitz Electrical
| Short Name Aaron Fitz E
¢ Statement Mame Aaron Fitz E m Note \v - O X
! File Edit Tools Help sa Fabrikam, Inc. 7/1/2020
| Addiess D FRIMARY
| Contact Bob Fitz AARONFITOOD1 0/0/0000 12:00:00 AM
| Address One Microsd ~
|
! i Redmond
1 State WA
1 ZP Code 98052-6399 5]
¢ Country Code 0
| Country USa
| ShipTo WAREHOU
| BilTo FRIMARY |
I Statement To PRIMARY i
| Salesperson D PALILW. v
t TemitorylD TERRITORY . 5 O
Attach Delets
+ Tupe Retail = b ftas delete
| UserDefined 2 Price Level 2
| Accounts Addiess Options E-mail
[T w1 [y Customen D ~|

e C(Click on the Scan button in the Document Attachment Management window

e If you already have a scanned image of a paper document, you can click on the Attach button to
browse to that image file.

e You can then view the status of an attachment by clicking on it to select it then click on the blue
arrow to the right of Date. This will show you the date and the time a user has attached, deleted
or scanned the image. If, in the setup, you marked to allow a document to flow, this inquiry
screen will also show the date and time the document flowed to a transaction.

© CSSI Technologies, Inc. 2022 13
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Document Attachment Management - TWO (sa) — e

Onie

OK File Tools = Help

- -

Actions| File Tools | Help

Record Type: Custamer Card
Record Number: AAR0NFITO007

File Attachments:

Active IDeIeted |

| D' FileName Date e User Origin =i @
Description =
FileScan0004.jpg 77202020 92602 4M | sa CC AR AR X

e Once a record has an attachment, the Attach image changes to this

Attach

© CSSI Technologies, Inc. 2022 14
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GP Audit Trail Codes Setup

Here’s a quick explainer on how to setup GP audit trail code prefixes.

e When you post a batch in one of the subsidiary modules (Payables, Receivables, etc.), it posts to
the general ledger and uses an Audit Trail Code for the Financial Batch ID.

e To find out what the Audit Trail Code prefix represents, go to Microsoft Dynamics GP > Tools >
Setup > Posting > Audit Trail Codes.

e Select a module in the Display drop-down list.

Audit Trail Codes Setup — et
File Edit Tools Help sa Fabrikam, Inc. 6/3/2020
Display: | Purchasing v Marke &l Unmark Al
Reprint | Origin Prefix Mext Murnber Source Docurment P
O Edit PO Status EDTPO 1 EDTPO ~
Apply To PHAPY |2 PMaFY
Computer Checks PMCHE 102 PMCHE
Euro Conversion PRACHY 1 MC
Fayment Entry FriPay 14 PrP&Y
Purchaszing Payment Docs. PHPDC 1 PHPDC
Currency Revaluation FrRWL 1 MC
Payables Trs Entry PrTHR 34 PHTR
Pur. Woid. Payment Docs. PMYFD 1 PhWPD
Woid Historical Tre PWFY 9 PRy
Woid Open Trx PR 4 PR
Purchazing Invaice Entry FOMNC 84 POINC v
0 ) S
Y

© CSSI Technologies, Inc. 2022 15
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How To Change GP Font Size

Do you have a Windows 10 machine? And are your GP fonts too small? You’re going to spend long hours
struggling to read your screen, which will result increasingly in eye pain and frustration. Don’t settle for
font sizes which are too difficult to read. Try this!

e Logoutof GP

e Right-click on your GP desktop icon and select Properties

e C(Click on the Compatibility tab

e Make the changes highlighted below

e Under Compatibility mode, check the checkbox and change the compatibility to Windows 8 or 7
e Click on Change high DPI settings and check the “Override high DPI scaling behavior” box

Security Details Previous Versions
General Shortcut Compatibility

If this program isn't working correctly on this version of Windows. fry
running the compatibility troubleshooter

Run compatibility troubleshooter

How do | choose compatibility seftings manually?

Compatibility mode
Run this program in compatibility mode for

Windows 8 Ne

Settings
[[]Reduced color mode

8-bit (256) color

E] Run in 640 x 480 screen resolution
[[]Disable fullscreen optimizations

[CJRun this program as an administrator

Change high DPI settings

GChange settings for all users

OK Cancel Apply

© €SSl Technologies, Inc. 2022 16
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How to Use GP Unit Accounts

If you subscribe to our monthly newsletter, you’ll know that we’ve previously discussed Fixed and
Variable Allocation Accounts. Another category of account you can create is GP Unit Accounts. This
type of account keeps track of non-financial information, such as number of employees per department
or square footage per department/division.

To create a Unit Account, go to Financial > _'m Unit Account Maintenance — O %
Cards > Financial > Unit Account. 1 File Edit Tools Help sa Fabrikam, Inc. 11/10/2020

. . }u Save [D] Clear | XK Delete o,
Unit Accounts are treated like Balance e S0 O

. Account - - > Inactie

Sheet accounts. During the GL year-end Doscription Emplopes Count-Accouning
close process, the balance will be carried Alias ECA
forward to the new year unless you check Sedies:

|

|

]

1}

1 o -
the box to “Clear Balance During Year-End | Desiml Fleces 2 hdl

I

I

Lo e

Close”. (This checkbox was a new feature G [2020 +] [ [Clear Balance Duing YearEnd Clase)
added in GP 2013.) Petod Net Chae Peiod Balarce
Begnning Balance 0.00 0.00 A
Pesiod 1 0.00 0.01
Period 2 0.00 0.0
Period 3 0.00 0.01
Period 4 0,00 ool
i Period 5 0.00 0.0 Hiztory
Period 6 0.00 0.00 v
Totsl 000 Eudgel
| [14 4 » »1 [byDesciption v] @

You post to unit accounts with by creating a general journal entry. Debit the account to increase the
balance and credit the account to decrease the balance. This is the only time you can post an out-of-
balance journal entry. Budget information can also be added for Unit Accounts. Unit accounts can be
added to your financial statements and used in calculations.

© CSSI Technologies, Inc. 2022 18
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How to Create GP Fiscal Periods

Because the year end is fast approaching, here’s a reminder on how to create a new fiscal year in GP.

1. Go to Microsoft Dynamics GP > Tools > Setup > Company > Fiscal Periods.
2. Typeinthe new year.
3. Verify that the First Day, Last Day and Number of Periods are all correct then click on Calculate.
4. Click on OK when finished.
m Fiscal Periods Setup - (] X
File Edit Tools Help sa Fabrikam, Inc. 12/11/2020
@) Ok | =) Coooe |2 Fedimln =
vew [HEl | Fiust Day 17172001 | [ [Fitocal vea
Last Doy  127307202° 3 Openal Close A1
Humbes of Pesiods 12
Senes Cloged
Poiod | Pesiod Name Date Financidl  Sdes  Puchasng lvertoy | Payol | Project
1 |Peiod [T = | O m] ] [m] 0O
Peiiod 2 Man @ 0O O a a O 0
1 |Pensd3 /@M O O O [} O O
& Peiodd vvon @A O O a ] 0 0
5 |PeisdS s @m0 a ] ] 0 0
6 |Peiodb g @A O ] [m] m] ] 0
7 Petied7 Tan @ O a O m] 0 0
8 | PeiodB gan @A O ] [m] ] O ]
9 Peiodd sAn @M 0O O O ] O O
10 Peiod 10 LT e | [m] O (] (] O )
1 Peiod 1 nama @O O m] a O ]
12 |Petiod 12 iz @ O O [m] O O O
Mass Close
oe

It's also recommended that you go into this window to close individual periods once you’ve printed
financial statements for that period. You don’t want users posting back to prior periods!

© CSSI Technologies, Inc. 2022 19



VACSSI

CSSI Technologies — Dynamics GP Tips & Tricks technologies

powering productivity.
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In GP, you can use a Fixed or Variable Allocation account to automatically distribute fixed or variable
percentages of a transaction among several distribution accounts.

1. Fixed Allocation

1. Go to Financial > Cards > Fixed Allocation

2. Enter an account number and description

3. Enter each Distribution Account and its percentages

4. Click on Save
m Fixed Allocation Maintenance = O X

File Edit Tools Help sa Fabrikam, Inc. 9/1/2020
I Save [5] s | F Delete -
Al 0005190 .00 P29 [ lnacte
Dresciiplion LIty £ spinriiy
r LEX
Drigtibtion A count P Pecent Leveel of Ptineg from Sesiex
100 619000 SO A Saes [Crotad
200 6100 .00 S0 Inwentory Contsok | Detad -
300 6190 -00 6500 Pucksirg Detsd »
400 8150 .00 20000 Paecd ] -
£00 619000 1000
£00 618000 ‘
23$. Inchude in Lockug:
- ! Sak
Ieremia ey oo
Puschaiang
Lo ' !
Toll 100.00%

M4 F M |byManSegmen w L

2. Variable Allocation

1. Go to Financial > Cards > Variable Allocation

2. Indicate whether you want to calculate the percentages based on the year-to-date balance or
on the transaction period balance of each breakdown account

3. Select the series where you expect to use this allocation account; the allocation account will
appear in all lookup windows in the selected series

4. Enter the distribution account (the account that will be posted to)

5. Enter breakdown accounts by selecting a distribution account then enter the corresponding
breakdown account on the right. (The balances of the breakdown accounts determine the
percentage that will be posted to each distribution account.)

© CSSI Technologies, Inc. 2022 20
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P variable Allocation Maintenance - O X
3 Edit Tools Help sa Fabrikam, Inc. 9/1/2020
[2] cea K Dess .

Account 000 -6180 -00 P30 O mecive

Desciption | Rent Expense

Alaz RE=

Based Onc Leaved of Posting fom S edies: Inciude in Lookup:
@ YeartoDaste Sales: Detad w Sales
) Tix Petiod Inwentoty Conirot -un v Irverdory Contiod
Purchasing: |Detad > |
Payrok |Detad ~|

Dishibesion Account 2 Selected Accourt

BN -65180 -00 ~ 100 -6180 .00

200 -6180 .00

3006180 -00 Breskdown Account P

400 -5180 -00 100 -9010 .00 .

500 -5180-00 = .

£00 -6180-00

W W
M4 b M [bpManSegnent @

3. Using GP Allocation Accounts
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1. When you use an allocation account in a transaction, you won’t see the breakdown of the

distributions until the transaction is posted to general ledger

2. An allocation account cannot be assigned as a distribution account for another allocation

account

3. You CAN assign an allocation accounts to a vendor as a default purchasing account
4. Allocation accounts do not carry a balance

© CSSI Technologies, Inc. 2022
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How To Back Out GP General Journal Entries

If you have a general journal entry that was posted incorrectly, either with a wrong posting date or
wrong GL account numbers or amounts, did you know that you can easily back out a Dynamics GP
general journal entry and post a correcting entry without having to re-key the entire transaction
manually?

Here’s how to back out GP General Journal Entries

1. Go to Financial > Transactions > General

2. Click on the Correct button
Click on the Action down arrow to select whether you want to just back out an entry or back out
a journal entry and create a correcting entry

4. Select the Year
5. Enter the number of the general journal entry to be corrected
6. Click on OK
7. The window will fill in with the entry to be backed out (original entry reversed)
8. Leave asis and click on Post
9. Ifyou selected the “back out a GL entry and create a correcting entry” action, then a second
journal entry will be created. This contains the date, accounts and amounts from the original
journal entry. Make any necessary changes then Post.
i il
File Edit Tools View Help sa Fabrikam, Inc. 9/1/2020
bd Save | K Delete & 24 Copy | [&] Paste B TP~ |
Journal Entry 3713 .‘Q ) O Intescompany BatchID P I
Transaction Type: Transaction Date Sn/2020 f
® Standard () Reversing Reversing Date |
Source Document (I Correct Journal Entry - O X
Reference |
Currency 1D i File Edit Tools Help sa Fabrikam, Inc. 9/1/2020
]l@) 0K [5] Cesx 3§ Cancel
Co. 1D Account o8
Description Action @ |
Distrbution Refetence Back Out 3 Journal Entry and Create a Correcting Entry O (" :
. N |
Onginal Journal Entty Year | 2020 v |
‘ | Original Journal Entry 0 ;Q 0
' |
1 O8F |
Difference $0.00

4 4 » M |byBatchiD v Status | Unposted 8l
|
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IV. GP Receivables Tips
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How to Waive Finance Charges in GP

If you issue monthly finance charges, and you have some of those customers who never pay theirs, you
can easily waive these finance charge transactions in GP.

By using the Waive process, this will I Receivables Posted Transaction Maintenance - TWO (sa) - X
reverse the posting of the original finance 9 ‘l 9 J
u
charge. Clear File  Tools Help Add
¥ Y Y Note
Actio.. File = Tools Help
Customer 1D | BLUEYONDOOOT D Document Type: [Finance Charges v]
Narne Blue Yonder Airines Number 4 FINCH00012 » P
Currency D ZUss
Orignal Amount $543.70 Void Date 8/7/203 ]
Document Date 8/7/2023 Posting Date 8/7/2023 =
Check Number Due Date 8/7/2023
s
14 4 » Ml [byCustomes ID v]
And then when you drill down to that the PP Receivables Transaction Inquiry Zoom - TWO (sa) - X
finance charge, you can see that it’s been 7 = : ) M-
; D £ P o= = [
Walved' dK Options = View File  Print E-mail Tools H;Ip Add
- - - - v Note
Actions Options = View File Tools Help
Document Type Finance Chaiges ) BatchID RM FIN CHG10000
Nurnber FINCHOO0000000185 [ Waived Document Date | 8/1/2020 kd
Description Aug. 2020 Finance Chaige Date Voided 81/2020
Customer ID AARONFIT000 [ Curency ID ZUS$
Name Adaion Fitz Electrical Temns d
Address 1D PRIMARY Shippirg Method
Tax Schedule [
You can also view waived finance charge P smarttist - TWO (52
totals in SmartList by Life-to-Date (LTD), W D 2 L wEQE MW i}
Year-to-Date (YTD) and/or Last Year (LYR) New Search Refresh Columns Favorites Print Excel Stop Word SmartList
Actions Options
>
Customer Number Customer Name Total Finance Charges LTD Total Waived FC LTD
AARONFIT0001 Aaron Fitz Electrical $369.32 $369.32
ADAMPARK0001 ~ Adam Park Resort $96.67 $0.00
ADVANCED0001T  Advanced Paper Co. $165.50 $0.00
ADVANCED0002  Advanced Tech Satellite... $70.53 $0.00
ALTONMANO001 Alton Manufacturing $1,03433 $0.00
AMERICANO0001 American Science Muse... $387.58 $0.00
AMERICAN0002 American Electrical Con... $11.72 $0.00
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Using GP Combiner and Modifier Tools

Are your vendor, customer or employee ID’s alphanumeric and based on the name? What happens
when a name gets changed? You're stuck with an ID that doesn’t match the name. Well, not if you use
the GP Modifier tool! This tool can be used to change master ID’s (Vendor ID, Customer ID, Employee ID
or Iltem Number). The Vendor and Customer tools are located under Utilities on the Purchasing and
Sales pages. The Employee and Inventory tools are accessed thruogh the PSTL (Professional Services
Toolkit Library).

On the other hand, the GP Combiner tool will let you combine master records. For instance, maybe you
have a vendor that was created twice, under two different ID’s, and you’d like to combine them into
one.

To use the Vendor Combiner and Modlifier tool:

You must be logged into GP as the ‘sa’ user

All other users must be logged out of GP

Go to Purchasing > Utilities > Vendor Combiner and Modifier
Choose which tool you’d like to use (Combiner or Modifer)

Enter a Source Vendor ID and a Destination Vendor ID

Click on Process

A report will print showing where or not the process was successful.

NouswNR

It is strongly recommended that you have a current database backup prior to running these tools in case
you accidentally enter an incorrect ID or if you have any hardware issues during the process.

If you have a large number of ID’s that need combined or modified, they can be imported into the tool
from an Excel spreadsheet that has been saved as a .csv file.
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V. GP Purchasing Tips
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Assigning Multiple Default Purchase Accounts for
Vendors in GP

If you’ve been entering payables transactions in GP, then you probably already know that you can assign
a default purchase accounts to each vendor. BUT, did you know that you can assign multiple accounts to

a vendor?
Here’s how:
In the Vendor Account Maintenance I Vendor Account Maintenance - X
window, click on the Ellipse button (button | File Edit Tools Options Help sa Fabrikam, Inc. 8/18/2020
with 3 dots) to the right of the Purchases VendalD | ACETRAVEOIO1
Mame A, Trarved Company
account.
Use Cash Account From ®)[Checkbook] () Vendar
Account _ Description
Cath - - L T
Aecounts Papsbie 000 2100 -00 ) ccounts Payable -+
1 A 000 .2105 .00 4 Purchares Discounts Avalable -
Teims Discounts T aken 000 -4600 -00 42 Puschases Discounts Taken & +
Finance Chasges 000 8010 -00 $9 Finarce Charge Expenie +*
Lizfe Discount - 2
Miseelaneons 000 -6780 -00 19 Muscelaneous Erpense +
Fugaght 400 8500 .00 JJ Postage/Freight - Senvicenstalation -+
I 000 -6650 -00 O Bushsha Sales Tan Experse b
Wibeolls . . +
Aczosd Pischarss 000-2111.00 5 Accrued Purchases »
Purchase Price Vasiance 000 -4730 -00 S Puschase Price Vaiance - Ureesized +
o)
Enter the additional accounts that will P Additional Vendor Accounts - x|
used for this vendor and check those File Edit Tools Help sa Fabrikam, Inc. 8/18/2020
accounts that you want to Default on the Venda 1D ACETRAVEOODT
. M A Travel Company
Transaction. T | s
Drefaul Accourt 3 -
Account p.) Description Drefaudt on Tre
100 -6520 .00 Tuavel - Administration -
200 .6520.00 Travel - Accounting
300 -6520 .00 Travel - Sales O
400 -6520 -00 Teavel - Servicenstalation O
- O
o8 -
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When you create a payables transaction
for this vendor, and go to Distributions, the
Default accounts will fill in. All you need to
do is enter the amount for each account.

And, when you click on the lookup icon to
the right of Account, all the vendor’s
default accounts will appear. You can
change to look up to show All Accounts by
clicking on the down arrow to the left of
View (in the Accounts lookup window.)

© CSSI Technologies, Inc. 2022
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File Edit Tools Vie: Additional  Help sa Fabrikam, Inc. 8/18/2020
Vendo ID ACETRAVEODO! Voucher Number 000558
Vendor Name A Travel Cormpary Document Type Irwoice
Cunency I ZUss Functional Amount $400.00
Diiginaling Amount $0.00
Cold [ | | Accours @ Type Detit Cradit
Desciiption Originating Diebit Ofiginating Credit ®
Distribution Reference Cosresp. Co. ID
WO 100 -6520 -00 FURCH  ~ $0.00 $000 A
WO 200 -6520 -00 PURCH  ~ $0.00 $0.00
WO 000 -2100-00 [P ~ $0.00 $400.00
WO 4
Accounts - X
File Edit Tools Help sa Fabrikam, Inc. 8/18/2020
Find by Main Segment # D Hew |G& Open
Account Number Descriplion Main Segment
1006520 .00 Travel - Admiristiation A
) 200-6520-00 Travel - Accounting 6520
o8 300-6520-00 Tiavel - Sales 6520
400-6520-00 Travel - Service/nstalation 6520

Payables Transaction Entry Distribution

X

File Edit Tools View Additional Help sa Fabrikam, Inc. 8/18/2020
Vendor ID ACETRAVEODDT WVoucher Numbes 000558
Wendor Name A Travel Compary Document Type Irngice
Cunency 1D ZUs$ Functional Amount $400.00
Originaling Amount $0.00
ColD | I | Accoun TP 3 Tvee Debit Credit ®
= T e ®
Distribution Reference Conesp. Co. 1D ¢
WO 100 -6520 -00 PURCH  ~ $0.00 $000 A
Twi 2006520 .00 PURCH -~ $0.00 $0.00
TwO 000 -2100 -00 PAY ~ $0.00 $400.00
- - v $0.00 $0.00
W
Functional Totals $0.00 $400.00
Originating T otals $0.00 $0.00
@ oK Delete Deizat Redisplay
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VI. GP SmartList Tips
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Assigning a Password to a GP SmartList Favorite

One of the new features added in Dynamics GP 2018 was the ability to assign a password to a SmartList
Favorite. Maybe you’ve created a new list and you want another Dynamics GP user to be able to view
the list but not make changes. If he or she doesn’t know the password, they won’t be able to save
changes. Use the Add or Remove Favorites window to make password adjustments.

Add or Remove Favorites
Categony: Cushoemers
M am Cushoeness: and Credit Limits
Visible Ta Cysham y
Aszign To Mor-duesgniment
Pastword
Remaye | | Modiy Cancel
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Using GP SmartList Options

Wondering how to use GP SmartList Options?

Use this window to set up SmartList Defaults, such as Maximum Number of Records, Default Go To
windows and determine which columns are visible, by default, for specific SmartList favorites.

® Go to Administration > Setup > System > SmartList Options
® Select a Category (SmartList folder)
® Default Go To — this is the window that will open when you double-click on a row in this
particular SmartList
® Maximum Records — set this to a large number so that you don’t have to remember to change
this every time you create a new SmartList Favorite.
® Check or uncheck fields to define the default columns for this list. Rearrange the columns using
the up and down arrows on the right.
SmartList Options - O X
File Edit Tools Help sa Fabrikam, Inc. 6/3/2020
Category Defaults
Categony: Wendaors v
Default Go To; Wiew -
b auirnum Feconds: 1,000,000
Yendar D s
Wendor Mame *
Address 1
Address 2 iE
City
State +
Zip Code
Phane Mumber 1 *
[ vendar Check Mame hd
Mark Al Unmark Al Default

The zelections below will impact all SmartList Favorites:
Search Defauls

[ Mark the Match Case checkbox by default when performing searches.
Enable the Match Caze checkbox on the SmartLizt Search window.

(1] Cancel
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VIl. GP Miscellaneous Tips

© €SSl Technologies, Inc. 2022 32



CSSI Technologies — Dynamics GP Tips & Tricks technologies

F i b
powering productivity.

Tips for Working from Home with GP

Like many people, you may be currently home-bound due to the COVID-19 crisis. Perhaps it’s the first
time you are working from home with GP, and contending with problems and issues. Thankfully,
Microsoft has prepared a Q&A to assist with some of the most common issues.

Problems You May Be Encountering Working From Home With GP...
#1 Are you being kicked out of GP in the middle of a session?
Potential causes may be:

e If using RemoteApp or Citrix sessions, does the issue occur if you remove these and login to
Dynamics GP directly from the server or workstation, or RDP to the machine, not using
RemoteApp or Citrix?

e Damaged or corrupted FORM.DIC / REPORT.DIC dictionary files

#2 Is GP crashing on the terminal server?
Potential causes:

e The use of a P2P/WAN configuration — Microsoft Dynamics GP isn’t designed to work in and is
not supported in a WAN environment.

e |nstallation/Configuration issues

e Damaged or corrupted FORM.DIC / REPORT.DIC dictionary files

#3 Are you experiencing performance issues with GP on a terminal server environment?
Potential causes:

o Some of the files GP is using, is not located on the Terminal Server. Put the Dynamics.set file and
all dictionary files that are listed in the Dynamics.set file onto the server that is running Terminal
Server.Troubleshooting Dynamics GP in Terminal Server

#4 Is Dynamics GP crashing?
Potential causes:

e Reboot the server or workstation Microsoft Dynamics GP is installed onto.
e Damaged or corrupted FORM.DIC / REPORT.DIC dictionary files
e Antivirus application doesn’t have exclusion for Dynamics GP directory, shared folders holding
GP dictionary files, nor the Dynamics.exe file itself.
e We also recommend exclusions on these file types:
o .cnk — File is used when service packs or product is installed. These files should not be
in the directory for a significant time.
o .dicand.chm — Files are the Help files for Microsoft Dynamics GP.
o .set — Isthe start file for Dynamics GP and Utilities, the files store information of what
and where products are installed.
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o .ini — Isthe configuration files. These files hold information about which user logged on
most recently, what data source is used, and the path.

o .dat — These files are ctree .dat files that are used with an SQL database.

o .idx — These files are ctree index files that are used with an SQL database.

o .vba — Files are used if there are Microsoft Visual Basic for Applications (VBA)
modifications for Microsoft Dynamics GP.

o .log — Thisfile type used if you use a Dexsql.log file to troubleshoot an error message.

e Add Dynamics.exe as an exclusion in DEP.

1. Loginto the Windows Server as an administrator

2. Browse to the Control Panel and click on ‘System and Security’.

3. Click on ‘System’, then click on ‘Advanced system settings’ on the left-hand side of the window.

4. Inthe ‘System Properties’ window that opens, click on the ‘Advanced’ tab, then click on
‘Settings’ in the Performance section.

5. Inthe ‘Performance Options’ window, click the ‘Data Execution Prevention’ tab.

6. Select the “Turn on DEP for all programs and services except those | select’ option, then click the

‘Add..." button and browse to the Microsoft Dynamics GP directory and select the Dynamics.exe
file, click Open.

7. Click Apply to save your changes and then click OK to close the window.

8. Have users log out and back into Dynamics GP and verify whether they continue to see the issue
with the freezing occur or not after this change is made.

If Microsoft Dynamics GP is ‘crashing’ randomly not related to user- or machine-specific processes, it
could be due to SQL connectivity issues: SQL Connectivity Errors seen in Microsoft Dynamics GP

Third party products and features installed on Microsoft Dynamics GP, to include RemoteApp and Citrix
sessions.

#5 Does GP crash or close when emailing?

—Miicrosoft Dynamics GP crashes/closes when emailing after Office update
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VIII. Tips for Customizing Your GP
Home Page
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How To Change Navigation Pane Options

Have you ever thought that you could save time (and wasted clicks) by customizing your GP home
page to suit your specific needs? Did you know that it is indeed possible?

How to change Navigation Pane Options

e Did you know that you can remove navigation A
. - Home
pane options that you never use? Or, that you can i
rearrange them? =" Financial
e Click on the small double right arrow in the lower [‘?jj
right-hand corner of the Navigation pane and Sales
select Navigation Pane Options.
e Uncheck the options you don’t want to appear Purchasing

and/or select an option and click on the Move Up

or Move Down buttons. Click on OK when finished. Administration

HR & Payroll

@%EpE

Inventory

PSTL

Q
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How To Change Customize the Toolbar

How to customize the Toolbar
e You can add icons to the
toolbar at the top of the GP
screen for easy access to many

GP windows
Layout (Alt+L)

e Click on the Layout icon in the v Main

upper rlght—har?d corr‘1er ‘or Einancial

press Alt+L or right-click in the

blank space of the toolbar. v | Sales

(This is where you can also Purchasing

choose whether or not to Inventory

display the Navigation pane.) Human Resources & Payroll

Manufacturing
Project
Standard

» | Custom

v | Lock Toolbars

Customize...

e The Main option displays
Transactions, Inquiry, Reports
and Cards

e The Standard option displays
SmartlList, Task List, Reminders
and My Reports

e Select any of the module
options to display transaction
entry and posting icons for
each module

e Toadd any other icons, put a 0 SmartList Ja My Reports -
checkmark beside the Custom
option. Bring up the Layout

Transactions = Inguiry = Reports - Cards -
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menu again and select
Customize.
o Choose which toolbar
to modify then click on
Add to find the
window to be added.
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How To Add Quick Links

Quick Links

e Add Quick Links to —— c
display links to GP 4 Quick Links _ B F ~
window, web pages GL Excel Paste File

and/or external files G':"”ﬂ'e_ _ _
Customization Maintenance
(such as Excel or

Word documents) Alternate/Modified Forms and Reports

e Move the cursor over

Sales Transaction Entry

the Quick Links bar Receivables Batches
and select the pencil Payment Terms
icon

Integration Manager

« cickonddand  (nver

choose an option in

Enter a'Web page to add to your home page.
. oK
the drop-down list Lo ]
. . Hame: -Eanc:el
e Click on Modify to
Address: hittp: 47 -

change the name of
an existing quick link

e Use the Move Up
and Move Down
buttons to rearrange
quick links

e Toinsert a divider
line, click on Add >
Web page and fill in
dashes in the Name
and Address fields.
Use the Move
buttons to rearrange
the position of the
divider line.
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How To Change Create Shortcuts

Shortcuts
* Shortcuts are displayed in the m Microsoft Dynamics GP - Transactions + In
upper part of the Navigation _
Pane on the Home Page. Use =
Shortcuts for quick access to E— sa's Home
any GP window, SmartList i —

Favorite, GP Macros, Web e ssais - Quick Links
Pages or External Applications. ~  >Shertcuts GL Excel Paste Fi
I Report Shortcuts Google
To Do List Customization Ma
Startup Alternate/Modified

Professional Services Tools Libra... Sales Transaction

Integration Manager Receivables Batct

4 Payroll Windows Payment Terms

Employee Maintenance

Payroll Check Inguiry Integration Manag

Payroll Transaction Entry

[ User Classes

e Right-click anywhere in the _ Add Window...

blank space of the Shortcut bar Paste Add SmartList...
and select Add. Select an Add Navigation Pane Options... Add Macro...
option.

Add Web Page...
Add External Shortcut...

Folder
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e Choose Add Window to add a Add WinduwSI'n_

GP window. Scroll down and
click on the plus sign to the left Select 3 window to add to the shartcut bar.
of Microsoft Dynamics GP.
Expand a module to find and
select a window within that

. Available Windows:

module. Click on Add then i
--IntegratmnManager

Done. - Interfund Management

t g

- KTL SOP EXPRESS

=N Microscft Dynamics GP

- Company

-- Financial

Marne;

window;

- Inventory
-- Payroll

-- Purchasing
-- Sales
-- System

. Pavrnll Tntenratinn tn Dawahle

Keyboard Sharteut; (None]

e You can also add windows
from any GP add-on modules
or third-party products.

e Add Folders to organize your
shortcuts

m M},r_ Reports P ~
| Add Reports
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How To Add Reports to My Reports Section

\ My Reports

e You can add reports to the My
Reports section of the Home
page in one of two ways: (1)
from the Home Page or (2)
from within a Report Option

e To add areport from the
Home page, click on the Add
Reports link

e To add a report from within a
Report Option, click on the My
Reports option.

© CSSI Technologies, Inc. 2022
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[P Al Reports List

File Edit Tools Help sa Fabrikem, Inc. 2/12/2018 ||
; 51 fExport " B Addto S ;
/ 5 Impor/Expo T« : ;[
Z &
l ﬁ = 2 Publish Report o = Fr =
View | Print Edit Report > GP  Excel SRS  Printthis  Export
Option Report Report Report — List
Actions Modify My Reports New Reports |~
T All Reports List (read only) ~ Type tofifter | Hide Options ()
Show results
3% Where = Series ¥ is v Sales >
4 Add Fitter ~
I Name - Option Series Category B
[*] Discounts/Writeoffs Journal demo Sales Posting Journals ol

= Historical Aged Trial Balance <<New>> Sales Trial Balance
[] Historical Aged Trial Balance demo Sales Trial Balance
[] Historical Aged Trial Balance Last Month-End Sales Trial Balance
[] Inventory Sales Report - VC <<Mews > Sales Analysis
[] Inventory Sales Report - VC demo. Sales Analysis

1 of 280 records selected.

[P Payables Trial Balance Report Opti E=ArE
File Edit Tools Help sa Fabrikam, Inc. 2/12/2018
lal Save Clear | % Delete m’ PBrint .' Ernail

DOption: Last Month End - Repart | Historical Aged Trial Balance
Sort Yendors:  Wendor D - Sort Documents: Due Date -
Print/Age as of End of Previous Month - 0/0/0000

Select Transactions For Report Using @ GL Posting Date () Document Date

Exclude

[] Credit Balance Unposted Applied Credit Documents

Zerno Balance

Fully Paid D ocuments Mo Activity Multicurency Infa
Print Currency In: @ Functional () Reparting Exchange Rate 0.0000000
Rate Caloulation Method Muitiply
Ranges: Wendor ID +  From: p
Ta P
Restrictions:

Inzert =>

E-mail Dptions

e
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IX. GP Management Reporter Tips

© €SSl Technologies, Inc. 2022 43



V4CSSI

CSSI Technologies — Dynamics GP Tips & Tricks technologies

powering productivity.

How to Add a Row to the Reporting Tree

. Report Definition -

Right-click and select to insert the new row =t
7 File FEdit View Format Company XBRL Go Tools Window Help
amongst existing rows: EiNew -5 |82 4 @90 0[BT (@] 2 %% |%8

. . . A Default «||Microsoft Sans ~(825 «|| B 7 U | A . | = [ = T L) Generate
Click to edit the reporting tree:
Report | OuputendDstrbution | HesderssndFooters | Settngs |
[=-{_3 Report Definitions Company name: Detal level:
{2 12 Manth Roling Single Column Income State [IWO '] [Fﬂmm\, Account, & Transaction -]
12 Month Trend Income Statement - Defauly N
Balance List - Default Currency information
Balance Sheet - Default Walues will be displayed in USD
) Balance Sheet vith Accounts 7] Tnchude ol reporting currencics (CAD)
L@ zz:‘_’:ﬂ;iﬂe ~Default Date information not saved with report definition Date inform
([T Expenses Three Year Quarterly Trend - Defeff| Base period:  Base year; Period covered: Report date
23 Income Statement - Default [6 - 2018 'l For the Six Months Ending 6/30/2018
{53 Ledger Transaction List - Default s
= monthly Average vith Suppressed Cal Building blacks Cuiput and dist
Ratios - Default - g Oufput type:
Pater 0ot Rans E) Py
Rolling 12 Month Expenses - Default [] use row definition from reporting tree Regort library |
Relling Quarter Income Statement - Default eportorary
Side By Side Column: __‘ﬂ'D and Variance - Defauilt - @ Report duphical
Side by Side Balance Sheet - Default . [eotroves <]
Summary Trial Balance - Defauit Treetype:  |EEporinaies
) summary Trial Balance Year Over Year - Defif| Tree: @
test
Startmg unt:
{3 Weekly Reports E]
i i ’ i A B C D
Right-click where you’d like to add the new . _C b
g y Company Unit Name Unit Description Dimensions
row and select Insert Reporting Unit:
1 EANY SUMMARY Surnmary of All Units
2 ™O 000 Administration
3 ™O 100 Accounting
4 WG 200 Sales
5 ™O 300 Service/Installation
— I ann Fames ltins Training
I £ Cut Ctrl+X i
En  Copy C%Jr C
[ Paste Ctrl+V
N Clear Contents. Del
Copy Reporting Unit Identifier (H-code)
g4 Find... Ctrl+F
Replace... Ctri+H
l Z=  Insert Reporting Unit I

Delete Reporting Unit

@  Promote Reporting Unit
%  Demcte Reporting Unit
Column Width...
Hide
Unhide

L1

Select the row where you’d like to insert

the new row and click the Insert Row .
button: Roporing Tioo Dotitions | S ol | ol | unnSie
: e
o] e o T T
3 Defauit Tree Defvters 2 Adrinwyason 2 |wo o0 re—
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Copy and paste an existing row
Right-click and Copy the row you’d like to
duplicate and then right-click and Paste
where you’d like it to be inserted

© CSSI Technologies, Inc. 2022
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How to Change the Timeframe for which an

Individual Report Runs

On the Report tab, you can specify which
month you’d like set as your Base Period.

Click the Column details icon.

In the Periods Covered field(s), select
whether you want the fields to register as
YTD (Year to Date) or PERIODIC (Periodic).

YTD will show any data from the beginning

of the year up to the month you’ve
selected as your Base period. Periodic will
show data only for the month you’ve
selected as your Base period.
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What’s the Easiest Way to Review the Row

Definitions in Excel?

On the Report tab, select the Rows details

icon.

Copy the data fields in the Row Definition

Pro Tip: Instead of trying to manually
select and copy all the fields, just double-
click in the square in the top-left corner of
the fields. It will auto-select all data fields

in a snap!

Open a New Excel Book and paste the

data.
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570-524-4424
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