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• 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”



• Keyboard Shortcuts
• Outlook Add-In
• Tricks to Entering Data
• Create reusable Lists
• Bookmarks

• Dimension Search
• Date Formulas
• Report Scheduler
• Background Posting
• Power Automate





• CTRL+F1
• CTRL+F12
• F8
• ALT+Q
• ALT+F2
• Escape
• CTRL+F5
• F5

• Open Help
• Switch Wide vs Narrow
• Copy Field from Above/Paste
• Open “Tell Me”/Search
• Show/Hide Fact Box
• Close Current Open “Window”
• Refresh BC
• Refresh Data on page



• F3
• Shift F3

• Ctrl + +
• Ctrl + -

• Toggles BC Search
• Opens Filter Pane

• Zoom In
• Zoom Out

• 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
https://learn.microsoft.com/en-us/dynamics365/business-central/keyboard-shortcuts




• Be more efficient with 
actions from email

• Use outlook add-in
• 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
https://learn.microsoft.com/en-us/dynamics365/business-central/admin-outlook








• Need to quickly repeat the 
line above?

• Use F8
• 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







• Easy Access to lists
• Filter
• Save 
• Get Advanced



• Vendor Calls often?
• Priority Customer?
• Make a list for each access 

to their information





• Business Central
• Browser

Pro Tip:  
Use a browser profile so 
bookmarks get saved and 
follow you regardless of the 
machine you are using

• Benefits:
• Multiple window quick 

access
• Multiple COMPANY quick 

access
• Reports, Reports!
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• Main screen for COA shows 
global dimensions…

• But what about shortcut 
dimensions?

• How do I show dimensions 
beyond global? 







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





• Create Reports that are 
waiting for you when you 
want them

• Create Snapshot 
• Land in your Report Inbox 

on home screen







• Dynamically calculate dates
• Saves time on reports
• Used in Recurring Journals
• Due Dates
• Job Queue

• Last Year Range:
• -1Y-CY..CY-1Y





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 20 May 2022 Plus 1 Month

20 Apr 2022 1M+CM 5 May 2022 End of Next Month

20 Apr 2022 CM+D25 25 May 2022 Day 25th of the following 
month

20 Apr 2022 CM+45D 14 Jun 2022 45 Days after End of Month

20 Apr 2022 7D 27 Apr 2022 Plus 7 Days

20 Apr 2022 D7 7 May 2022 The next Day 7th

20 Apr 2022 D25 25 Apr 2022 The next Day 25th

20 Apr 2022 -D10 10 Apr 2022 The previous Day 10th

20 Apr 2022 (Wed) WD1 25 Apr 2022 The next Weekday 1: Monday

20 Apr 2022 (Wed) WD6 23 Apr 2022 The next Weekday 6 : 
Saturday

20 Apr 2022 1Q+1M+CM 31 Aug 2022 Plus 1 Quarter and 1 Month, 
End of Month

20 Apr 2022 1Y-CY 1 Jan 2023 Beginning of Next Year

20 Apr 2022 CY+1D 1 Jan 2023 Beginning of Next Year

20 Apr 2022 (Wed) CW 24 Apr 2023 End of this week (Sunday)

30 Jan 2022 1M 28 Feb 2022 Next month (February 2022 
only has 28 days)

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

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




• Save time and ‘headaches’ 
when posting – use 
background posting!

• Creates a job to run 
posting, one by one –
freeing the user – YOU!

• PDF will make it available in 
Report Inbox

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






• Triggers and Actions
• Start off easy:

• New Records Added in one 
company, create in another 
company

• Changes sync across 
companies seamlessly
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