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• Join this edition of LifeHacks365! TEN cool things you can do today to 
save time in your BC system - This session will cover key financial 
areas tips and tricks that end users just aren't aware of!
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1. CTRL+F1

2. CTRL+F12

3. F8

4. ALT+Q

5. ALT+F2

6. Escape

7. CTRL+F5

8. F5

9. F3

10. Ctrl++(Ctrl+-)

11. F6

12. Alt+N 

Keyboard Shortcuts
1. Open Help
2. Switch Wide vs Narrow
3. Copy Field from Above/Paste
4. Open “Tell Me”/Search
5. Show/Hide Fact Box
6. Close Current Open “Window”
7. Refresh BC
8. Refresh Data on page
9. Toggles BC Search
10. Zoom In/Zoom Out
11. Fast Tab ‘Jump’
12. New Record

• Don’t overlook 
programming buttons!!

http://aka.ms/bckeys

http://aka.ms/bckeys


• Purchasing and Sales

• Setup on Card

• Define Recurring Items

• The assign to master record

Recurring Lines







• Setup GL Account for deferral
• Deferred Expense

• Expense Account

• Setup Deferral Template

• Assign Deferral Template to GL Account

Deferrals 



• 16105 – Prepaid Insurance - Asset

• 73555 – Insurance Expense - Expense

Pay Annual Insurance Premium



Deferral Template 



• Use variables in 
Description 

• Creates description that 
is relevant to the posting 
line

Deferral Tip
In the Period Desc. field, specify a description that will be 
shown on entries for the deferral posting. You can enter the 
following placeholder codes for typical values, which will be 
inserted automatically when the period description is 
displayed.

%1 = The day number of the period posting date
%2 = The week number of the period posting date
%3 = The month number of the period posting date
%4 = The month name of the period posting date
%5 = The accounting period name of the period posting 
date
%6 = The fiscal year of the period posting date

Example: The posting date is 02/06/2016. If you enter “Expenses 
deferred for %4 %6”, then the description displayed will be 
"Expenses deferred for February 2016".







• Specifies how the Amount field for each period is calculated. 

• Straight-Line: Calculated per the number of periods, distributed by 
period length. 

• Equal Per Period: Calculated per the number of periods, distributed 
evenly on periods. 

• Days Per Period: Calculated per the number of days in the period. 
User-Defined: 

• Not calculated. You must manually fill the Amount field for each 
period.

Calculation Methods



• Create Using GL Account

• Print Preview

Purchase Invoice 



• When customer payment doesn’t cover full amount of invoice

• Defined on General Ledger Setup/Application

Payment Tolerance



• Pmt. Disc. Tolerance Warning
• Warning will appear when application of payment occurs in discount period 

‘window’ (Discount Date Field and Pmt Disc Tolerance Date Field)

• Payment Tolerance Warning
• Want a message when payment is different from invoice amount within the 

tolerance? 
• Options for how to proceed

Options



Adjust Payment Tolerance % and Max 
Amount via Ribbon



Customer Posting Groups









• So much easier to manage

• Quicker to update

• Cleaner process guides

Personalize Profiles, Not Users



• Save time by using batch posting

• “Select More”

• Don’t do 1 at a time!

Batch Posting



• Microsoft Built
• Payables Agent

• Sales Agent

• Expense Agent

• Custom Agents
• Microsoft Link

AI Agents

https://learn.microsoft.com/en-us/dynamics365/business-central/dev-itpro/ai/ai-development-toolkit-agent-create
https://learn.microsoft.com/en-us/dynamics365/business-central/dev-itpro/ai/ai-development-toolkit-agent-create








• Filters are for lists and lists are for winners!!

• People don’t use lists to browse, they use lists to solve business 
challenges or answer questions.

• Usually it’s a repeatable reason.

• Save Lists 
• Build Exception Lists

• Reusable Lists that update each month

• Lists by 

Lists & Filters



Filters Businesses Uses

# Business Need List Smart Filter

1 Find overdue invoices Customer Ledger Entries Remaining Amount <>0

2 Review open sales orders Sales Orders Status = Open

3 Find customers with balances Customer List Balance <>0

4 Review unpaid vendor invoices Vendor Ledger Entries Open = Yes

5 Find open approvals Approval Entries Status = Open

6 Review low inventory items Item List Inventory < Reorder Point

7 Find blocked customers/vendors Customer or Vendor List Blocked = All

8 Review partially shipped orders Sales Orders Completely Shipped = No

9 Find items with negative inventory Item List Inventory <0

10 Create personalized work queues Any List Saved Views + User Filters



Filters



Shirley Grimes Session



• In Product

• In Browser
• Quick Access to lists

• Quick Access by Company!

• Include Filters?!?! YUP!

Bookmarks





• Most BC users manually type dates every single day without realizing 
the system already understands business language.

• Great used in Filters
• Other areas?

Use Date Formulas

https://lifehacks365.com/2025/08/11/business-central-date-formulas/

https://lifehacks365.com/2025/08/11/business-central-date-formulas/
https://lifehacks365.com/2025/08/11/business-central-date-formulas/
https://lifehacks365.com/2025/08/11/business-central-date-formulas/
https://lifehacks365.com/2025/08/11/business-central-date-formulas/
https://lifehacks365.com/2025/08/11/business-central-date-formulas/
https://lifehacks365.com/2025/08/11/business-central-date-formulas/
https://lifehacks365.com/2025/08/11/business-central-date-formulas/


# Area / Report Date Formula What It Does Time Saved

1 Posted Sales Invoices CM Current Month invoices No manual month selection

2 Customer Ledger Entries -30D..T Last 30 days through today Faster collections review

3 Vendor Ledger Entries CQ Current Quarter activity Quick quarterly AP analysis

4 G/L Entries CY Current Year entries Instant YTD financial review

5 Item Ledger Entries CW Current Week inventory movement Faster warehouse analysis

6 Sales Orders T..1W Orders due this week Better shipment planning

7 Purchase Orders ..T Anything due up to today Instant overdue PO visibility

8 Recurring Journals 1M One month ahead Simplifies recurring postings

9 Payment / Reminder Terms 1M+10D One month plus 10 days Eliminates manual due-date 
math

10 Saved Views & Filters -1M Last Month Auto-updating list views

Examples for using Date Formulas





• Don’t open the calculator app or use your phone

• Use the field in BC

Calculate in Number Fields



Default Line Type

• Change the line-item type be default



• For Account Schedules/Financial 
Reports, Choose Options, Show 
More

• At the bottom, there is an option 
to remove zero balance lines

Skip Zero Balance Lines
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