THE ULTIMATE
TIME SAVING TIPS

FOR MICROSOFT DYNAMICS GP

you need to start doing to
maximize your time spent in Dynamics GP



THE TIME [S
§é NOW

You spend all day working in your Dynamics GP system.
Now it’s time to reduce clicks, eliminate double entry,
and simplify routine processes.

Sometimes the smallest adjustment has the the biggest impact. This is especially true
when it comes to monotonous tasks within Dynamics GP. Most of us stare at the screen
day in and day out, clicking the same buttons, copying the same lines of information,
simply because that’s how we’ve always done it. It’s time to try something new, something
that will save you time! Implement these four time saving tips, and you’ll notice that you
have more time to attend to tasks that actually matter...or maybe even get you out of the
office five minutes early instead of five minutes late!

© Turn off/on posting reports

O Using the copy feature for SOP
O Price List Wizard

o Utilize User Preferences

These time saving tips are courtesy of the Rockton Software Support team. Rockton Software is a
Microsoft Dynamics GP add-on provider, helping GP users work simpler & easier® for over 18 years. Learn

how our products: Auditor, Dynamics GP Toolbox, Dynamics Report Manager, Omni Price, and SmartFill
can save you even more time in your Dynamics GP system today!
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‘(g TURN OFF/ON POSTING REPORTS

Do you find yourself canceling out of a bunch of posting reports during the posting process?
Instead of canceling out of the report, you can save time by selecting the reports for which to be

prompted and for which default destination they are set. This will ensure the user is printing the correct

posting reports by setting which reports should print during each specific posting process.

How To:
1) Navigate to the Posting Setup window by going to Microsoft Dynamics GP | Tools | Setup| Posting.

2) Select the specific Series you would like to assign settings (e.g., Financials, Purchasing Sales, Inventory,
Payroll, or Project).

3) Use the Origin dropdown field to select the transaction entry window for which you want to set the report
options.

4) After the Series and Origin have been selected, the reports for that combination will appear in the grid at the
bottom of the window. Mark which reports you would like to bring during the posting process by checking the

box to the left of the report name.

Reports: Send To: File
Print | Report 7 | =] B3 Type Append/Replace @
ckbook. Posting Joumal (I w v A
Cost Yariance Joumal L1 w w
Diist Breakdowr - Detail [ { v W
W

5) In the 'Send To' section, for each report you’ve selected, indicate the report destination (e.g., Ask, Screen,
Printer and/or File). NOTE: You can select multiple destinations (e.g., Screen and Printer).

Reparts: : ile
Frint | Beport 7 | = B 3l vpe Append/Replace @
Path =]
Checkbook Pozting Journal w A
Cost Yariance Journal w w
Dist Breakdown - Detail w w
v

6) Click Save and then click OK to save your changes.
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‘fg USING THE COPY FEATURE FOR SOP

Stop spending extra time entering each line on a Sales Order Processing (SOP) or Purchase
Order Processing (POP) transaction! Save time by copying SOP or POP transactions from existing
documents to another document. In the following example, learn how to copy transaction lines
from one document to a new document. You can also copy transaction lines from and to existing
documents.

How To:

1) Navigate to Microsoft Dynamics GP | Sales | Transaction | Sales Transaction Entry.

2) Create a new document by selecting a Type and Type ID, entering a new Document No., and then selecting a
Customer ID, and a Currency ID.

3) Click on the Actions button and then click Copy to open the Copy a Sales Order window.

4) Enter or select the SOP Document Number which contains the information to copy to the newly created
document.

i
...... =y
ol [ i [@ - I} 9 [ 4]
Save § Actions Options | View | Additional GoTo File Print E-mail = Tools Help Add
3% b = = = iné T Note
Actions Options | View | Additional = Go To File Tools Help
Type/Type ID:  [Invoice | 5ToINY O Date 4112207 @[>
Document No. STDINVZ2I8 .}) [3f=> Batch 1D PO
Customer 1D AARONFITO00T [iE 3 Default Site ID WAREHOUSE 20
Customer Hame Aaran Fitz Elechical Customer PO Mumber
Ship To Address WAREHOUSE | 11403 45 5t South #  Cunrency ID ZsE L=+
Line Items by Order Entered _:E
Item Murnber @09 D UdM S Invoice Quantity | =» A | Unit Frice Extended Frice
128 SDRAM [/ Each 5 $126.75 $633.75 A
FAx-CAN-9300 [/ Each 2 $2,399.95 $4.799.90
O 0.00 $0.00 $0.00
Copy a Sales Order - TWO (sa) — x
L =ap 20 - —
A 2 0 i @]
Copy Cancel Preview  Additional File Tools | Help Add 2
Amount = v v T Mote g
Tems D Actions Additional | File | Tools Help $0.00 <
$0.00 |=»
On &cco
pE— Source Document T arget Drocument $0.00 =
36.00 |=»
[irwsice o] Document Type Invaice E9.65
R I D ocument Number STDINW20320 ,fs I Document Murmber STDIMY2292
|44 M T Chstomer (D SARTNETT 00T Customer 1D A4RONFITO00
Diocument D ate 142742016 Document Date 4nz20:7
Currency 1D ZS% Currency ID Z-U5%
Frice Option U;a Current Priéing ~ Use Price Level from T arget Document
Site Option |Use Site: | WAREHOUSE §=
M ark &l Line Items for Copy Copy Line Comments
[ Include Cancelled Quantities Copy Markdowns
Drop-Ship Lines Remain Drop-Ship Lines [] Copy Shipto Address, Ship Method and Tax D from Source Line
Lge 5 alegperzon from T arget Document

5) Click the Preview button in the Copy a Sales
before copying them over.

Order window to review, mark/unmark, or modify the item(s)

6) Click Copy to add the item(s) to your SOP Transaction.
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‘(g PRICE LIST WIZARD

Who has the time to update individual prices? If you are using Standard Pricing, the Price List
Wizard utility is a major timesaver when it comes to updating, copying, and generally managing
price lists. The wizard will guide you through the process each step of the way.

In our example, we are going to use the Price List Wizard utility to update a price list for several items at once. To
update a group of items simultaneously, they need to share a common price method, and the combination of
currency, price level, unit of measure, and quantity breaks must already exist in each item's price list.

The wizard will walk you through the process:

1) Navigate to Microsoft Dynamics GP | Tools | Utilities | Inventory | Price List Utilities to open the wizard.
2) For this example, select Update Price List Wizard and then click Next.

File Edit Tocls Additional Help sa Fabrikam, Inc. 4/12/2017

Choose a wizard to complete.

() Add Price List Wizard
Add new records to your price lists.

(_) Copy Price List Wizard

Copy an exizting price list to your ather ikems.
) Remove Price List Wizard

R emove exristing records from vour price lists,
() Assign Currency Wizard

Azzign a currency ko your items.

Choose F1 to access anling help.

3) Select the Price Method you want to update and then click Next.

4) Select the update Type (Percentage or Fixed Amount) and enter the amount to increase the current value by
and then click Next.

5) Select and enter rounding information and then click Next.
6) Select a restriction to limit which price list records will be updated (Examples to choose from: Item Number,
Description, Price Group, Price List, etc.) and then click Next.

Steps continued on next page...
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‘(g PRICE LIST WIZARD CONTINUED

7) Review the records prior to updating them in the 'Preview the records to be updated' screen and then click Next.

Update Price List Wizard - Preview

File Edit Tools Additional Help sa Fabrikam, Inc. 4/12/2017

Preview the records to be updated.

Preview the records to be updated and werify your selections.

YYou can edit the new price for each record and unmark. any records you don't want updated.

Item Mumber Currency |D Price Level 1l of b @
Starty Duantity End Quantity
v/ ASME-LER-O00T ZUs3 RETAIL Hour ~
0m 959,995,999,339.93 $34.95 4369
FRHT-T'/0-0001 5% RETAIL b ile:
0o 953,995,999,9399.99 $0.29 $0.36
IMST-T'w'0-0001 ZU5% RETAIL Hour
om 933,9935,999,399.93 $34.95 4369
Sof B | ¢ Back || MHext » | Cancel

8) Click Finish in the Complete the Update Price List Wizard window to update the Price Lists with the new rates.

File Edit Tools Additiona Help za Fabrikam, Inc. 47122017

Completing the Update Price List
Wizard.

You have entered the fallowing infarmation:

Price Method: Currency Amount
Update Type: Percentage
Update Percentage: 25.00%

Round Policy: MNone

Round Option: MNone

Round Amount: 0.00000

Records to be updated: 26

Tao update the recards, select Finish.

Gal B < Back Cancel

NOTE: You will be prompted to print an Update Price List Audit Report once the process is completed.
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‘(g USER PREFERENCES

The User Preferences window contains some time saving gems that are often over looked. But
not anymore! Navigate to these shortcuts by simply clicking the Microsoft Dynamics GP drop-
down menu and select User Preferences. The following timesavers are our favorites!

Default Report Destination

Instead of using the system defaults, have the user determine which printing default destination they would like
to use for their Reports. Simply select between Printer or Screen under the Default Report Destination.

OX ™ v i @7
0K

Cancel | Additional File Print | Tools | Help Add

Actions Additional File Tools Help
Uszer 1D: 3]
Optionz

[ ] Hanzantal Serall Arraws:

Default Repart Destination

Printer [] Screen R erminderz
Entry Key Dizplay
@ Tab i) Return

Window Command Display .-’-‘-.-:tu:un F'ane vl

AutoComplete
Default Sales Doc. Type: hlm-'u:uiu:e o
ok flow Delegation

Digtibuted Proceszes

® Local () Remate

M apping; E.bispla_l,l mapping buttons and uze MapPoint on the “Web v

Default Sales Doc Type

Every little bit helps. Have the user update the Default Sales Doc Type field to the document type they use the
most. It will save them one extra click each time they enter Sales Order Processing Transactions.

Default Sales Doc. Type: Irvoice e
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User Display Preferences

Simply change the font color and style, and you can quickly and easily identify Link and Required Fields.
|
I _.. I I: - - E A T:::I':I ;!' Iﬁl
\'_A K du Ii / » . - )
OK

Cancel Sawve Clear Additicnal File | Tools | Help

Actions - - - -

Preview Window

MNomal Required
Link, Link & Required

Wiew: All Becords; by Recaord [D

Scralling “Window Preview

A
W
Link Fields Fequired Fieldz
Font Colar: |rE|L.IE w| Font Color: i_HEd it i
Fort Style: | Underline vl Fort Style: iTE:_.;.hj W

IInderline Prompts

AutoComplete Setup il
Speed up data entry time by simply marking the Show a —|C|'33 LL'I 9 —'“|
AutoComplete Suggestions in the Auto Complete Setup = e _ =i
window (Microsoft Dynamics GP | User Preferences | gk | adcmional,tRe | Teoks | Hele I':S’;je
AutoComplete). Actions Additional  File  Tools Help

Show &utoComplete Suggestions
Rermove Unuzed Entries After 30 Days

b ax. Humber of Entries to Store per Field 10.000

Bemowe Entries
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