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During this informative Dynamics GP training session, you will learn a variety of useful skills to help you
make the most of a very powerful software package. So that you don’t have to try and write everything
down and make it easy for you to share what you learn with your colleagues, we have prepared this
reference.

What you'll learn:

®] Setting up Dynamics GP for Success
for All Staff Members
1.1 Set-Up Accounts Correctly to Prevent Mistakes

‘ . 1.2 Check Posting Setups
- 1.3 Use Checklists

® 2 Navigating Dynamics GP with Ease

2.1 Restrict ltems in Lookup Windows

2.2 Verify User Preferences

2.3 Create Shortcuts for Frequent Windows

2.4 Create Keyboard Shortcuts for Shortcut Windows
2.5 Review Windows Shortcuts

2.6 Review Dynamics GP Shortcuts

3 Retrieve information from GP

3.1 Quickly Summarize Your Smartlist Information
Using Excel Pivot Tables

3.2 Review New Charts and KPI’s
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1 Setting up Dynamics GP for Success for All Staff Members

1.1 Set-Up Accounts Correctly to Prevent
Mistakes
Go to: Cards>>Financial>>Account

This screen will open.
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Seve Clear Delete File Print  Tools Help
-
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@ Important things to note about this screen:

Allow Account Entry

Turn this option OFF to prevent posting to
accounts in the General Ledger that should only
be impacted by postings from sub-ledgers (e.g.
Accounts Payable, Accounts Receivable, Cash,
etc.)

Category

By setting the Account Categories, you can use
these groupings and descriptions on

financial statements. You can change the names
if desired but not the functionality (So renaming
Cash to Sales will not make it print on the Profit
and Loss rather than the Balance Sheet).

Include in Lookup

Again, to prevent posting to accounts that should
not be impacted through specific sub-ledgers you
can prevent from including in lookup in addition
to preventing account

entry. (For example, you may want to exclude
the Sales account from being available in the
Payroll sub-ledger.)
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1.2 Check Posting Setups —® Important things to note about this screen:
Go to: Microsoft Dynamics GP>>Tools>>
Setup>>Posting>>Posting Post Through General Ledger Files
Mark this option to prevent users from deleting
This screen will open. or modifying batches in the General Ledger that
originated in a sub-ledger.

n Posting Setup - TWO (sa) (==
?l::l ~ 1 @7

File Print | Tools Help Add |

If Existing Batch
You may want to set this option to Append if you

- = T Mot : ;
g = el | do a lot of transaction level posting
(posting without batches in sub-ledgers and do
IR Wity | (Pt Ty Ml not have Post Through General Ledger marked).
o SR This will minimize the number of batches to post in
] Post Though General Ledger Fiss O Bach e Account Seftings the General Ledger.
¥ Allow Tisnzaction Posting Puatirg Date Fiom: ® Bach O Transaction
v} [inchude Mullicurency [rfg| Il Esietirg Bitchy ® fppend () Create New Reports
[ Ve Nurebes of Trx [ Requies Batch Approval | You may want to unmark reports that you never
be) Vel Batch Amounis et s | print. To save user time, reports that should al-
[ Makgt | [ Upmekar | ways go to the printer — set this option here rather
Repoits: Serd T Fie . .
e 2 I e — a than the default of asking the user each time.
Path =0
W] | T Distibusion Dstad O0&0 v |ppend e
[]  Tex Distribution Summaty oood v |Appand v
[ | TrxErdy Check Regster OO0 ¥ | Append hd | |
[ | TrcEnty Posting Jounal DO v | Append v
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1.3 Use Checklists
Go to: Microsoft Dynamics
GP>>Tools>>Routines>>
Financial>>Checklists

1.3.1.1 Add External Tasks
To add any of the external tasks
discussed below, in the Financial
Checklists window,
click “Add” to open the Add-Modify
Financial Routines Window.

1.3.1.1.1 Add a Customized SSRS Report from

Your Report Server
1.3.1.1.2 Add a Link to an External Web Site

See screen shot.

—4@) Important things to note about this screen:

1.3.1.1.1

* In the Application text box, browse to the
location of iexplore.exe (or your preferred
browser).

* In the File box, copy and paste the URL for
the report. Then backspace to remove the
“http:/ /" portion.

For example:
http://localhost /Reports /Pages/Report.aspx-
2ltemPath=%2fGP%2fTWO%2fSales%2f-
Charts+And+KPIs%2fSales+Account+Trans-
actions+Detail

Becomes:
localhost\Reports\Pages\Report.aspx?2I-

temPath=%2fGP%2fTWO%2fSales%2f-

Add-Modify Financial Routin...|_ = | (=] - Chartst+And+KPIs%2fSales+Account+Trans-

actions+Detail

OX = il @7

Cancel File Tocls | Help Add

1.3.1.1.2
* In the Application text box, browse to the

i hd *  Mote
Acticns File Tools Help
Module Bank Reconciliation
Frequency D aily
Routine
Type: External Tazk W |

Application C:\Program Files\nternet Ezplorersiesplor p
File localhost'R eports\Pages\R eport. azpe?lb |23

location of iexplore.exe (or your preferred
browser).

* In the File box, copy and paste the URL for
the report. Then backspace to remove the
“http:/ /" portion.

For example:
https:/ /www.ncsecu.org/

Becomes:
WWww.ncsecu.org
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1.3.1.1.3 Add a Link to an Excel Spreadsheet

See screen shot.

Add-Modify Financial Routin... (==
OX = il @7
oK

Cancel File Tools | Help Add

Actions Fie T;ls YHEIEHE Important things to note about this screen:
1 Module Biank Reconciliation * In the Application text box, browse to the
Frequency Daily — EXCEL.EXE file.
Routine Capture Daily Sales in Excel * In the File areq, browse to the Excel Work-
. I 7] sheet (the quotes will be placed around the

path for you).

Application —\Program Files [#861\Microzoft Dfficed0 p
File "CMITINCurrentt omthS ales. klsx" |

1.3.1.1.4 Add a link to an Integration.

See screen shot.

Add-Modify Financial Routin..| = | = [ X ]
OX = il @7
ok

Cancel File Tools = Help Add

Important things to note about this screen:

A hd T MNote
Actions File | Tools Help * In the Application text box, browse to the
- s IntegrationManager.Exe file.
::I':'dUIE [B)a?k Recanciiation * In the File area, browse to the .IMD file (the
al
e d : quotes will be placed around the path for
Routine Fun Cash Integration
you).

Type: Extemal Tazk W |

Application —\Program Files [«86]\Microzoft Dynamic p
File: "C:WProgram Files [«8E]\Micrazoft Dynami (3
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1.3.1.2 Add a Link to a Dynamics GP Window.
In the “Type” drop-down list, select “Microsoft
Dynamics GP Window”.

Select Microsoft Dynamics GP Window

Product; Microzoft Dynamics GF W
Series Financial W
1.3.1.2.1 Add a link to a Core Window
Account Analysis Defaults ~
See screen shot. Account Categary Setup I:'
Account Entry
Account Histony
Add-Modify Financial Routin...[ = = - Account Maintenance

Account Bange Format

IOI x ﬁ) l |@| .z I Account Bollup Detail [nguiry £oom
k4 U k. 4 Account Bollup [nguing
QK

Cancel File Tools | Help  Add Account Bollup Ophions
7 7 *  NMote Account Segment B anges
Actions File Tools Help Account Segment Fanges

Account Segment Setup
Account Summary

M odule Bank Reconciliation
Frequency Draily
Routine ieconcile Daly Statemen 0K | | Cancel

Type: Microsoft Dynamics GP Wir w |

* In the “Type” drop-down list, select “Microsoft
J3) Dynamics GP Window.”
* In the Application look-up select the
appropriate Product and Series.

Application Reconcile Bank Statements
File -

Hint: If you don’t know the name of the window, navigate to it as normal to find the name.

 I—

Ay Reconcile Bank Statements - TWO (sa) I;li-

WX 2 ¥ il @,

Save Delete Range  View  Additicnal File Tocols | Help

- - -

Actions Options | View | Additional File Tools Help

Checkbook ID | 20
Dezcription

Currency |10

Bank Statement Ending Balance
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2 Navigating Dynamics GP with Ease

2.1 Restrict ltems in Lookup Windows
Go to: Cards>>Purchasing>>Vendor>>Vendor ID Lookup

This screen will open.

m Vendors - TWO (sa) (=T = |
/ R e
U . 4
Select Cancel File = Tools Help Add
o % T  Note
| Actions | File | Took | Help
[
Find by Vendor ID # 0 HNew [ Open
E |l ~ | Yiew: All Active Vendors: by Yendor 1D L
i All Vendors _ Addiional Sarts... _
= f ~
Parent/Child lystams i|
Exclude Inactive Vendors a5 '
3 Restricted List...
] Emmtes y Incelnc.
ne Co.
Additional Sorts... 4
i
Set as Default View _
uction
| | Refresh Inications Sol.
BLOOMINGO000 Bloomington County
BURMETTTO001 Burnett Travel Associates w |
Al records whete Vendor Class 1D contains USA
2.1.1 Exclude Inactive Vendors 2.1.3 Restricted List
Mark this option to exclude inactive vendors in the Choose this option if there is another field on the
list. Vendor Card you need to find the account by (e.g.
Phone Number). Unfortunately, this cannot be set as
2.1.2 Set as Default View a default.

Mark this option after marking to exclude inactive

vendors if you want this to be the default each time  2.1.4 Favorites

you do a lookup. You can also view this list as selected by one of your
SmartList favorites. Again, this cannot be set as a
default.
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2.2 Verify User Preferences
Go to: Dynamics GP>>User Preferences

This screen will open.

Jn User Preferences - TWO (sa) =R
OX - |l .

0K Camcel  Addithonal File FPrirt  Tools Help Add

- - - - Mtt

Acticns | Agditicnal File | Tools | Help

Upey 1D E ]

Diphior 3

il HE

] Hiorizontal Scrol Amose .

Dofandt Risport [ estington

@ P 4 Semen
Enip Koy Display |
= Tab (' Riehan
Wiredow Command Display | #efon Pars v e —

- Autolomplets
Dielfouk Stz Doc. Tope [Duces vl = -
- 1 - :
Dimtributed Procasses - ’
= Local L Femate
Mapgng .Dlﬁwmwlm:ﬂuwﬂfnﬂmlh'ﬁfﬂh ---:

Click “AutoComplete”

This screen will open.

® "W |
O = I @]
QK Additional File Tecls | Help Add

- - -

¥  MNote ‘
Actiont  Additional File Toolk: Help
Remove Unused Entries Aftes 0 Days
Max. Mumber of Entries to Store per Field 10,000
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2.3 Create Shortcuts for Frequent Windows @ Additional Resources on Dynamics GP
Go to: The window for which you wish Shortcuts:
to create a shortcut, click “File” and
then click “Add to Shortcuts” Keyboard Shortcuts: https://mbs2.partners.ex-
tranet.microsoft.com/Knowledgebase /kbdisplay.
See screen shot. aspx2WTNTZSMNWUKNTMMYVTQUUXNN-
ZOUKYPPPWUNTKZWUYRUSSYLN

; . ==
B Reconcike Bank Statsments - TWO (s5) _I_I_- Encore Blog: http://blog.encorebusiness.com/dos-

FEIE o T (] {l 9» doing-it-old-school /

Seve Delete Range \View  Additional | File || Teols = Help

Acions  Options | View | Additional | | Add o Shortouts

Chech k1D Close

Diezcription
Cumiency ID

Bank Statement Ending Balance
Bank Statement Ending Date

S|
T = —@ Additional Resources on Windows Shortcuts:

M4 r M

*  Windows 7: https://support.microsoft.com/
en-us/help/17073 /windows-using-key-

2.4 Create Keyboard Shortcuts for Shortcut board#using-keyboard=windows-7
Windows

*  Windows 8: https://support.microsoft.com/
See screen shot. en-us/help /12445 /windows-keyboard-short-
cutsttkeyboard-shortcuts=windows-8

Shortcut Properties
*  Windows 10: https://support.microsoft.com/
("4 | Change the propeities of this shorlcit and choose OF. en-us/help /12445 /windows-keyboard-short-
Mase: Reconcile Bark Statements Carcel cuts
Window: Francial - Reconcle Bank Statements Help
Fevboard Shortout: [Mone) "

Fd
Fa
F4
F&
F&
F7
F&
Fa
F10
F11
F12 hd

L1}
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3 Finding and Using Important Information Stored in GP

3.1 Quickly Summarize Your SmartList Information Using Excel Pivot Tables
3.1.1 Create a Stale Checks SmartList
Go to: Microsoft Dynamics GP>>SmartList

Expand the Financial Folder. Expand the Bank Transactions Folder. Select the Default List

u(*)n.

Click “Search™ to Open the Search Bank Transactions window and set the definitions as
shown in the screen shot:

-

Search Bank Transactions - TWO (sa)

BE |

O X

i @

OK Cancel File Tools | Help
Actions File Teols | Help
Search Definition 1
Colurnn Mame: Filber: Walue:
Feconcied D [is equalto <|[No 7
[] Field Comparison Match Case
Search Definition 2
Colurnn Mame: Filter: Walue:
TRX Date 5 isless than v | |Enter Date vl 1n2me @
[] Field Comparison Match Case
Search Definition 3
Colurmn Mame; Filbes: Walue:
p is equal to
Field Companison Match Case
Search Definition 4
Colurnn Mame; Filter; Walue;
p is equal to

Fiedd Cormparnson

Match Case
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e Click “Favorites” to add it as a favorite.

See screen shot.

=)
#-) FieldService
=- 2 Financial
-0 Account Surmmary
-0 Account Transaction
M-I Accounts
=\ Bank Transactions
-
B] StaleChecks
- Multidimensional £
#-I Fooed Assets
#-23 Inventory
#-3 Payroll
#-12 Purchasing
w0 Sales

* Click “Excel” to export the list to Excel.

See screen shot.

BHE Y% s
IR rome  mSERT O PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

i H - Seges L8 o -8 & = - Ewnpim Geners .

Patm THCORY ®iu- E- T 248 ElMegefCorter - £ -% ¢ 51 .0

. N Pt Passied . El o ey

Chpbsard ] Font . Ehprmen | ] Humtar ]
(¥ - _.l"g-
A i < Sy — I F =) ¢ Click “Insert” and then

1 Checkbock ID G Trw B Gl Pesting Qate Desmption Serce Docurant Checkbock Amount

3 FLEX BENERTS T eav el 153004 CMETER 2 1 HL00000 CIiCk “PiVO'I‘ Tqble.”
; FLEXBEMERITS  DAN000000M o1 CMTRX $00.00000
4 |FLEXBENEAITS  [DAIO0000NS o130 CMTRX 1,520.00000

; | PEAROLL LAJ000000E1 4 o115 TR T, B0 000

; |PENROLL LA 0000 1 CMTRX 370000000

v |PAYROLL "Jooos 1152014 UPRCE $TT.THOCC

y | BATROLL oo f1%201a eReE £24.50000
4 | BAYROLL “oon i URREC SLLB00
1o | PEYROLL "oo03 R RREC S32.00000

s PAWROLL “yoo04 O 57204 UPRLC B2 45000
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* Drag and drop “Checkbook Amount” into the “Values” section. Drag and drop ““Checkbook ID”
into the “Columns” section. This will show you a sum of the stale checks by checkbook.

See screen shot.

PivotTable Fields

Choose fields to add to report: 2 * g

| Checkbook 1D
CM Tre Mumber
GL Posting Date
Description
Source Docurnent
| Checkbook Amount ~

MORE TAELES...

You can then add details like the CM Trx Number to the
Rows area to then get a list of all of the checks that make up
these amounts. Or to get a summary by transaction origin,
drag and drop the Source Document to the Rows area.

See screen shot.

Drag fields between areas below:
T FILTERS Il CoLUMMS
CheckbookID -
= ROWS E VALUES
Sum of Check...
L
A | B | C D E F
1
2
3 [Sum of Checkbook Amount |Column Labels | -
4 |Row Labels - |FLEX BEMEFITS  PAYROLL PETTY CASH UPTOWN TRUST Grand Total
5 |CMDEP 119.54 11624364 1162615.94
6 |CMTRX 4240 113800 25 40388.73 158953.73
7 |PMCHE 24332293 24332293
8 |PMPAY 43617501 43617501
9 |UPRCC 662019.23 662019.23
10 | Grand Total 4240 T781819.23 144.54 1942883.07 2729086.84
11
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3.2 Review New Charts and KPI's (Available with GP2015 and later)

@ @ | & http://localhost/Reports/Pages/Folder.aspx?ltemPath=%.

Home = GP = TWO

| SQL Server Reporting Services
—a Sales

4 New Folder ! New Data Source B Rep

J
) Charts And KPls

- hetp:/localhost/Reports/Pages/Report.aspuiternPathz 320GP 32 TWO 52 - O s or
g Haon

Home > GP > TWO > Sales > Charts And KPIs > Top Custom ers by YTD Sales Pie ¢

Num ber of Top Customers |5 |

4 4 [1_ Jofz b bl [100% v | | ind | Next
Top 5 Customers by YTD Sales

B PLAZAONEDOON B MAHLERST0001
ASTORSUIN001 ALTONMANDOO1
N VANCOUVEDDO1










