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Ghat Guicdelines

* Let me “hear you” in the chat
* Make this interactive
* Share your tips as we go along
* Do you “Like” the tip?
« Chat out “+1” to “like”
* Don’t forget, live Q&A at the end /

* Post questions with prefix: “QUESTION”




Agenda

» Keyboard Shortcuts * Dimension Search

* Outlook Add-In * Date Formulas

* Tricks to Entering Data * Report Scheduler

* Create reusable Lists * Background Posting
B =Tolol (ETE  Power Automate
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KeyboardiShoktcuts

« CTRL+F1 * Open Help

« CTRL+F12 * Switch Wide vs Narrow

* F8 * Copy Field from Above/Paste
 ALT+Q * Open “Tell Me”/Search
 ALT+F2  Show/Hide Fact Box

- Escape * Close Current Open “Window”
« CTRL+F5 * Refresh BC

* F5 * Refresh Data on page
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https://learn.microsoft.com/en-us/dynamics365/business-central/keyboard-shortcuts
https://learn.microsoft.com/en-us/dynamics365/business-central/keyboard-shortcuts
https://learn.microsoft.com/en-us/dynamics365/business-central/keyboard-shortcuts
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OutliookdAddin

Get the Outlook Add-in

 Be more efficient with
actions from email

 Use outlook add-in

 https://learn.microsoft.com/
en-
u SI dyn a m iCS365Ib us i n ess " Set up Outlook with Business Central to make faster decisions and respond to

inquiries from customers, vendors, or prospects. Look up Business Central contacts,

n
ce n t ra Il a d m I n -o u t I oo k create and attach documents, and more without leaving Outlook.

Watch the video

BE Microsoft NNOVIO


https://learn.microsoft.com/en-us/dynamics365/business-central/admin-outlook
https://learn.microsoft.com/en-us/dynamics365/business-central/admin-outlook
https://learn.microsoft.com/en-us/dynamics365/business-central/admin-outlook
https://learn.microsoft.com/en-us/dynamics365/business-central/admin-outlook

Welcome to Microsoft Dynamics 365 Business Central in Outlook

Dynamics 365 Business Central Admin <trey.rese
= To MOD Administrator

We are all set up. Welcome
to Your business inbox in
Qutlook!

Get business done without leaving Outlook

With Business Central, your business comes to you directly in Microsoft Outlook. Getting started in
Outlook is easy: use the steps below to see how quickly you can create and send documents for your
business contacts.

Get started with contact insights

In Outlook: In Cutlook on the web:

Find Business Central in the rnbbon, and Choose '"More actions’ { **" ) in the upper-

choose Contact Insights. right corner of the email and choose Business
Central.

-
-
L
-

Create a sales quote

Business Central helps you author email responses by suggesting items and quantities that you can
include in an attached document.

1. On the app bar, choose Sales Quote from the New menu ( }

.. M ic rosoft 2. Review the items and guantities in Suggested Items list and select those you want to add to the
.. sales guote. You can adjust these directly on the guote.
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Welcome to Microsoft Dynamics 365 Business Central in Outlook

¢
o Dynamics 365 Business Central Admin <trey.research@ @9 9=

Te MOD Administrator 12:06 PM

We are all set up. Welcome ~

to Your business inbox in = 5. =
asees _

Outlook! —— E

Get business done without leaving Outlook

With Business Central, your business comes to you directly in Microsoft Outlook. Getting started in
Qutlook is easy: use the steps below to see how quickly you can create and send documents for your
business contacts.

Get started with contact insights

In Qutlook: In Qutlook on the web:

Find Business Central in the ribbon, and Choose '"More actions' ( *** ) in the upper-

choose Contact Insights. right corner of the email and choose Business
Central.
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Create a sales quote

Business Central helps you author emall responses by suggesting items and guantities that you can

include in an attached document.

1. ©n the app bar, choose Sales Quote from the New menu { }|

2. Review the items and guantities in Suggested Items list and select those you want to add to the
sales gquote. You can adjust these directly on the quote.
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Business Central

& 20000 - Trey Research

(i) Details ~ # Edit [ Pop Out 2 Refresh

Attachments System
—0 B Change Company...
Documents
) Process
Details
= Contact
3.036.60 1.527.54 |
Balance (%) Past Due — Apply Template
1,970.80 o .
W =] Merge Wlth...

Send Email
Aged Accounts Receivable

Period Length: Week | 1 month over  Request Approval
2k

1k

MNew Document

0 [y Sales Quote

Mo... TW 2W 3W 4W SW &W
1Y

Sales Order

Sell-to Customer Sales Histe ... .
I Sales Invoice
20000

Customer No. 2 Sales Credit Memao

Reminder

0

Prices & Discounts

Ongoing Sales Ongoing Sales
Quotes Blanket Orders

=] Prices
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* Need to quickly repeat the

line above?
e Use F8

EnteringiData

* Helpful in sales lines,
journal entries, etc.

 Enter in Excel/Edit in Excel

* Do a lot of entering of
information? Use and
SETUP Quick Entry

e Microsoft

INNOVIQ

CONSULTING

O Personalizing: Lines + Field

€& Sales Invoice (?) = -+ |

S-INV102199 - Adatum Corporation

X The available inventory for item 1968-S is lower than the entered quantity at this location.  Show details | Don't show

Approve Request Approval Invoice More options

Location Code

MEXICO Swivel Chair, black

SR VNANICSCOT P
VIRTUAL



EdithintExcel

2 Search

File Home Insert Draw Page Layout Formulas Data Review Wiew Automate Help Acrobat Table Design

Summarizewith PivotTable [= @ Properties Header Row [ First Column Filter Button
£

== ~
| ?rt Export Ref r-;q E& Open in Browser [] Total Row [] Last Column

nse poi resh

E;g Convert to Range Slicer - ~ S5 Unlinl Banded Rows [ | Banded Columns

E.(Remcwe Duplicates

Tools External Table Data Table Style Options

IDd. Posting Group  ~ | Description - | Description 2 B4 return Reason Code B Location Code B Bin code B2 Quantity B2 unit of Measure Code B Unit of Measure B Unit cost (%) B unit Price B Tax Liable B Tax Area ¢
MEXICO Swivel Chair, black 50 PCS Piece 148.1 190.1 True ATLANTA,
ATLANTA Whiteboard, base 50 PCS Piece 1089.9 1397.3 True ATLANTA,
ATLANTA Whiteboard, base T PCs Piece 1089.9 1397.3 True ATLANTA,
ATLANTA Whiteboard, base 5 PCS Piece 1089.9 1397.3 True ATLANTA,
MEXICO Swivel Chair, black 1 PCS Piece 148.1 190.1 True ATLANTA,

am Microsoft NNovia ¥ |
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Save' Eilterltists

u
o Easy Access to I ISts CRONUS USA, Inc. | Finance~~  Cash Management~  Sales~~  Purchasing~  Intelligent Cloud Insights -~

] General Ledger Entries: 10300 for Previous Year -~ | O Search  E% Edit List [@, Find entries... Reverse Transaction...
* Filter
Views X Posting Date G/L Account Department
'S 4 Document No. No.d W Description Code
- Save
. 12/31/2022 P5-INV103157 10300 Invoice S-INV102157 SALES
40200 for Previous Year
. . 12/29/2022 P5-INV103156 10300 Invoice S-INV102156 SALES
* Get Advanced o terpredousear
 ,,—,—,,- 12/29/2022 © PS-INV103155 Invoice S-INV102155

Filter list by:

X G/L Account No.

. 12/26/2022 PS-INV103153 E Invoice S-INV102153
10300 v

12/29/2022 PS-INV103154 3 Invoice S-INV102154

: 12/26/2022 PS-INV103152 ; Invoice S-INV102152
X Posting Date

01/01/22..12/31/22 12/25/2022 PS-INV103151 : Invoice S-INV102151

+ i 12/23/2022 PS-INV103150 : Invoice S-INV102150
Filter...

12/23/2022 PS-INV103149 E Invoice S-INV102149

e Microsoft INNO




Positedilinvolces
Sa.q O a Dynamics 365 Business Central

CRONUS USA, Inc. ‘ Finance~  Cash Management~  Sales~  Purchasing~  Shopify
* Vendor Calls often? - — -
n Posted Purchase Invoices:  Posted Invoices - Fabrikam ‘ O Search  [i] Delete Home Print/Send -~
Vendor
Y P ri o ri ty C u sto m e r? Views X No. Invoice No. Vendor No. W Vendor
u
All 108201 107201 10000 Fabrikam, Inc.

Posted Invoices - Fabrikam  : GEFET 107187 10000 B

* Make a list for each access [ I S
to their information

108149 107149 10000 Fabrikam, Inc.
108136 107136 10000 Fabrikam, Inc.
108124 107124 10000 Fabrikam, Inc.
108111 107111 10000 Fabrikam, Inc.
108098 107098 10000 Fabrikam, Inc.
108086 : 107086 Fabrikam, Inc.
108073 107073 Fabrikam, Inc.
108061 107061 Fabrikam, Inc.
108048 107048 Fabrikam, Inc.
108034 107034 Fabrikam, Inc.

108022 107022 Fabrikam, Inc.

080 * 1070 : ahrikam.{ggW“=K="-' \,DU
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Bookimanrks

* Business Central » Benefits:

 Browser * Multiple window quick
access

Pro Tip: * Multiple COMPANY quick

_ access
Use a browser profile so

bookmarks get saved and * Reports, Reports!
follow you regardless of the
machine you are using
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5 ] -{-— General Ledger Entries - Dyn X ger - Dynami x . Vo Jynamics 36 X £ Genenl Ledger Entries - Dynarn X -{'- Business ger - Dynami

C https://businesscentral.dynamics.com,/5fad08cd-b9ba-4cc9-a17f-361ad22f6292 /Production/fcompany=CROMNUS USA%RZC Inc.8view=aad9406f-6f68-4565-b857-4967- Demo .

[ L] - - H /"
% Bookmarks X Sa.gl()bal Dynamics 365 Business Central s O Q7 MODAdministrat.. (!

O Search bookmarks |

> [#] Bookmarks Toolbar CRONUS USA, Inc. ‘ Finance~~  Cash Management.  Sales.~  Purchasing~  Shopify =
w Bookmarks Menu

ger Entries: 10300 for Previous Year -~ O Search EgEditlist [Q Find entries..  £9 Reverse Transaction... - 'Y = © » R
> 4 Recently Bookmarked
Views >< Posting Date Document G/L Account Department Customergro... Gen. Posting Gen. |
+ [ Business Central A 4 Type Document No. No.4 W Description Code Code Type Postir
~ [J shawns Online Store All . . -
N o . 12/31/2022 - Payment PS-INV103157 10300 Invoice S-INV102157 SALES SMALL
& BC - Shawn'’s Online Store 40200 for Previous Year
& sales Invoices - Dynamics 365 Business Central . . 12/29/2022 Payment PS-INV103156 10300 Invoice S-INV102156 SALES MEDIUM
v [3 Cronus 10300 for Previous Year g
43 BC - Cronus 12/29/2022 Payment PS-INV103155 10300 Invoice S-INV102155 SALES LARGE
{5 10300 Previous Year Filter list by .
€ 40220 Previous Year 12/29/2022 Payment PS-INV103154 10300 Invoice S-INV102154 SALES MEDIUM

X G/L Account No.

A |1o3oo v ‘ 12/26/2022 Payment  PS-INV103153 10300 Invoice S-INV102153 SALES SMALL
© osiing Date 12/26/2022 Payment  PS-INV103152 10300 Invoice S-INV102152 SALES LARGE
|o1 /01/22.12/31/22 ‘ 12/25/2022 Payment  PS-INV103151 10300 Invoice S-INV102151 SALES MEDIUM
- 12/23/2022 Payment  PS-INV103150 10300 Invoice S-INV102150 SALES SMALL

Her...

12/23/2022 Payment  PS-INV103149 10300 Invoice S-INV102149 SALES MEDIUM
12/22/2022 Payment  PS-INV103148 10300 Invoice S-INV102148 SALES SMALL
12/21/2022 Payment  PS-INV103147 10300 Invoice S-INV102147 SALES MEDIUM
12/19/2022 Payment  PS-INV103146 10300 Invoice S-INV102146 SALES SMALL
12/18/2022 Payment  PS-INV103145 10300 Invoice S-INV102145 SALES MEDIUM
12/17/2022 Payment 108169 10300 Invoice 107169

12/16/2022 Payment 108168 10300 Invoice 107168

12/15/2022 Payment 108167 10300 Invoice 107167

L4
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B Sa.q O a Dynamics 365 Business Central L2 Q&7 MoD/

Shawn's Online Store | Finance~~  Cash Management~  Sales~~  Purchasing~  Shopify | —

R
-4
i

General Ledger Entries: 10300 for Previous Year | O Search EZEditlist [@ Find entries.. &% Reverse Transaction...

-?4.—, Correct Dimensio

Views X Posting Date Document G/L Account i ‘ ‘ .
1Y Type Document Mo. MNo.4 W Dt Entry > b Dimensions
All
10300 for Previous Year : e 5 Feyment SR ENED UL ' Actions > B2 Value Entries
12/29/2022 P t PS-INV103156 10300 | . : .
125/ aymen ! Related > b G/L Dimension Overview
Filter list by:
12/29/2022 Payment PS-INV103155 10300 Ir : :
X G/L Account No. Automate > Y Set DimensioL?'?ﬁfg.f‘femm of general lec
12/29/2022 Payment PS-INV103154 10300 Ir SALES MIELIUM
10300 e Fewer opti
ptions
12/26/2022 Payment PS-INV103153 10300 | SALES SMALL
* Posting Date
01/01/22.12/31/22 12/26/2022 Payment PS-INV103152 10300 Invoice S-INV102152 SALES LARGE

1272572022 Payment PS-INV103151 10300 Invoice S-INV102151 SALES MEDIUM

A=A

DYNAN Ny
e Microsoft C VIRTCAL




& G/L Entries Dimension QOverview

1773

4l Previous Set  EQ, Show Matrix ~ D» Next Set More options

Matrix Options

Column Set AREA..SALESPERSON

\, OWERED Bvabljléf

S~ SCON; "
Ba Microsoft nnovia P\



NOMLE"

* Filters to dimension but doesn’t show value on screen

CRONUS USA, Inc. | Finance~~  Cash Management~~  Sales~~  Purchasing~ Intelligent Cloud Insights~~  Shopify -/ | =
General Ledger Entries: 10300 for Previous Year - ‘ O Search B Editlist [Q Find entries.. &9 Reverse Transaction... ? e Y = O
4 Correct Dimensions
Views >< Posting Date G/L Account - - Gen. Bus,
' ¢ Document No, No. 4 W Description Entry ’ > B Dimensions Posting Grol
All
12/31/2022 PS-INV103157 10300 Invoice S-INV10 . = .
40200 for Previous Year Actions > [ Value Entries
. 1272972022 P5-INV103156 10300 Invoice S-INV10 . . .
10300 for Previous Year : = Related > B G/L Dimension Overview
12/29/2022 . PS-INV103155 10300 Invoice S-INV10
Filter list by: Automate > 'Y Set Dimension Filter.”
' 12/29/2022 P5-INV103154 10300 Invoice S-INV10 AET LIV

Lirnit the entries according to the dimension filters that you specify, NC
high number of dimension combinations, this function may not work a
message that the SCL server only supports a maximurm of 2100 parame

* G/L Account Mo. Fewer options

12/26/2022 PS-INV103153 10300 Invoice S-INV10_ . __ e

10300 '

. 12/26/2022 PS-INV103152 10300 Invoice S-INV102152 SALES LARGE
* Posting Date

01/01/22.12/31/22 12/25/2022 PS-INV103151 10300 Invoice S-INV102151 SALES MEDIUM
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UselReporktiScheduler

* Create Reports that are
waiting for you when you [EREanreee

want them
- Create SnaPShOt o Description TEE‘TEd S Output Type
° Land in your Report Inbox @ Daily Invoicing Report 2/17/2023 9:11 ... PDF

on home screen

OWERED YQDUG

SEDYVNAMICEC g
Ba Microsoft nnovia P P RO



ModifyrinfJobiQueuer Entries

™~ a.q o . a . Dynamics 365 Business Central
. < Job Queue Entry Card =4 + 0]
Report - 10050 - Daily Invoicing Report

Home  Job Queue | More options

,ﬁ Set Status to Ready Il Set On Hold P Restart % Run once (foreground) @ Show Error

General Show mare

Object Type to Run Earliest Start Date/Ti... 2/17/2023 9:11 AM

Object ID to Run 10050 - Job Timeout 12 hours

Object Caption to Run Daily Invoicing Report Status On Hold

Description Daily Invoicing Report

Report Parameters

Report Request Page ... D Printer Name

Renort Onrtout Tvne
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i Sa.q Oba Dynamics 365 Business Central

&«

10300 Petty Cash

General Ledger Entries:

Views

All

40200 for Previous Year
10300 for Previous Year

10300 for Previous Year ~~ ‘

X

Filter list by:

* GfL Account Na.

‘ 10300

* Posting Date

‘01f01f22..12f31f22

—~+ Filter...

Posting Date
'S 4

12/31/2022
12/25/2022
12/29/2022
12/29/2022
12/26/2022
12/26/2022
12/25/2022
12/23/2022
12/23/2022
12/22/2022
12/21/2022
12/19/2022
12/18/2022
12/17/2022
12/16/2022
12/15/2022
12/15/2022
12/14/2022
12/13/2022
12/13/2022
12/12/2022
12/12/2022
12/11/2022
12/10/2022

121002022

2 Search

B Edit List
Document
Type Docurment Mo,
Payment P5-INV103157
Payment PS-INV103156
Payment PS-INV103155
Payment P5-INV103154
Payment PS-INV103153
Payment PS-INV103152
Payment PS-INV103151
Payment PS-INV103150
Payment PS-INV103149
Payment PS-INV103148
Payment PS-INV103147
Payment P5-INV103146
Payment PS-INV103145
Payment 108169
Payment 108168
Payment 108167
Payment 108166
Payment 108165
Payment 108164
Payment 108163
Payment 108162
Payment 108161
Payment 108160
Payment 108159
Pavment 108158

EL Find entries...

G/L Account
No. + W

5 Reverse Transaction...

Description

Invoice S-INV102157
Invoice S-INV102156
Invoice S-INV102155
Invoice S-INV102154
Invoice 5-INV102153
Invoice S-INV102152
Invoice S-INV102151
Invoice S-INV102150
Invoice S-INV 102149
Invoice S-INV102 148
Invoice S-INV 102147
Invoice S-INV102 146
Invoice S-INV102145
Invoice 107169
Invoice 107168
Invoice 107167
Invoice 107166
Invoice 107165
Invoice 107164
Invoice 107163
Invoice 107162
Invoice 107161
Invoice 107160
Invoice 107159

Invoice 107158

;1:,. Carrect Dimensions

Departrment
Code

Entry

Customergro... Gen. Posting
Code Type

MEDIUM
LARGE
MEDIUM
SMALL
LARGE
MEDIUM
SMALL
MEDIUM
SMALL
MEDIUM
SMALL
MEDIUM

o ¢

Gen. Bus.

WMOD Adrministrat...

Posting Group [




https://thatnavquy.com/date-formula-in-business-central/

Date Date Formula Result Meaning

20 Apr 2022 CM 31 Apr 2022 End of Month

20 Apr 2022 -CM 1 Apr 2022 Beginning of Month

20 Apr 2022 1M ( Plus 1 Month

20 Apr 2022 End of Next Month

20 Apr 2022 D ay Z:th of the following
20 Apr 2022 er End of Month
20 Apr 2022

20 Apr 2022

20 Apr 2022

20 Apr

20 Ap
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BatchiRosting

TN

. - ¢ y £ Sales & Receivables Setup ( Z ) e
Save time and headaches Sales & Receivables Setup
when posting — use PP —p—

Appln. between Curr... All ~

background posting!
* Creates a job to run

imensions

posting, one by one —
freeing the user — YOU!

* PDF will make it available in g —
Report Inbox N

https://learn.microsoft.com/en-
us/dynamics365/business-central/ui-batch-

: OWERED BY 2§y DUG

posting _nYNAVICSCon
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https://learn.microsoft.com/en-us/dynamics365/business-central/ui-batch-posting
https://learn.microsoft.com/en-us/dynamics365/business-central/ui-batch-posting
https://learn.microsoft.com/en-us/dynamics365/business-central/ui-batch-posting

Shawn's Online Store

Ay |

Purchase Orders:

Buy-from
Vendor Mo.

MNo. T

106001
106002
106003
106004

106005

L Search

Finance~  Cash Management -~

‘|‘ Mew

Buy-from Wendor Mame
Fabrikam, Inc.

First Up Consultants
Wide World Importers
Graphic Design Institute

Mod Publishers

Home -

Sales -~

Authorizati...
Mo,

Purchasing -~  Shopify

Er Release

@T Post...

Le _|"|j Post Batch...

o g . .| Post several documen
i, Preview Posting
|-'_:" ' which documents to ¢

E_'i Post and Print...

2/1/20;

4/11/2

A=A
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PowernAutomate

Sa,q O a Power Automate

& When a record is created (V3) -> Create record (V3),Get record (V3)

* Triggers and Actions P

& Approvals
*Environment name PRODUCTION e
. My flows *Company name Shawn’s Online Store il
® dart o1t easy. E

Templates "Table name vendors
Connectors

Data
Get record (V3)

Monitor

«—
. | <

[©)

*Environment name PRODUCTION

* New Records Added in one

L) Process advisor * &Pl category v

company, create in another i =
company -

« Changes sync across

*Company name CRONUS USA, Inc.

companies seamlessly —

*Table name vendors

Learn

(B 00 ]

<)

number 43 number x
displayMame 43 displayName x
addressLinel £5 addresslinel x

addressline2 4% addressline2 x

E
Ask a chatbot ity & dty x

Sl YNANICS oM

Em Microsoft INNOVIO \ VIRTOAL
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