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Disclaimer

A FEW THINGS FIRST

This presentation is for information only.
Evaluate risks before acting based on ideas from this presentation.

This presentation contains opinions of the presenters.
Opinions may not reflect the opinions of AccountingWare.

This presentation is proprietary.
Unauthorized release of this information is prohibited.
Original material is copyright © 2023 AccountingWare.
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Agenda

HERE'S THE PLAN

- Advanced Filter and View Options

« Advanced Saved Answers
« Custom Data for Custom Fields
+ Custom Reports using MS Word

Allows quick change between your
+ Notes with Banners

favorite folder views

I, InterActiv

Agenda

HERE'S THE PLAN

- Advanced Filter and View Options

- Advanced Saved Answers

« Custom Data for Custom Fields

+ Custom Reports using MS Word q )
. Notes with Banners Focus on date expressions
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Agenda

HERE'S THE PLAN

- Advanced Filter and View Options
- Advanced Saved Answers

- Custom Data for Custom Fields
+ Custom Reports using MS Word

- Notes with Banners Used to provide a
valid list of choices for custom fields

I, InterActiv

Agenda

HERE'S THE PLAN

- Advanced Filter and View Options
- Advanced Saved Answers
« Custom Data for Custom Fields

- Custom Reports using MS Word

+ Notes with Banners

Use MS Word for your own custom
report design
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Agenda

HERE'S THE PLAN

+ Advanced Filter and View Options
- Advanced Saved Answers

+ Custom Data for Custom Fields

+ Custom Reports using MS Word

- Notes with Banners

A more visual way to notify others of
special considerations

I, InterActiv

Agenda

- Advanced Filter and View Options

I, InterActiv

10



5/2/2023

Advanced Filter and View Options

':iA(livityHD Explorer - AP Invoices for Demo Casa Blanca JPJ - nQa - Phil Johnston

4B BREX(E |2

Approve  Merge

J .0 5 @ #.

Pay Validate GL Void Bots

[m}

X

ACTiviTYyHD

> Segments ~
Units
> Unit Conversion Tables

AP Invoices for Demo Casa Blanca JP]

" Bank Reconciliation Filters: ‘ ? Due By (4/19/2023), ? Has Project (Demolition)

o

@ Accounts Payable
» Vendors
Notes

A Batch-#
Bap-221
Bap-222

Status

Qutstanding
Outstanding

Invoice #
122016
020816

Merge # Vendor
336 United
347 United
> Invoices
» Payments
> Government
Reports
> Setup
& Accounts Receivable

o

» Customers
Notes

» Invoices

> Receipts
Depasits
Statements

Reports
w <
Selected: 1 Amount: 2,050.00 Balance: 2,050.00

Total: 2 T Order: +Batch - #

12/5/2016
2/8/2016

Approved Al

Are you

Repeatedly
changing

Column settings
and/or
Filter settings?

You want
View Options

I, InterActiv
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Advanced Filter and View Options

',iAaimyHD Explorer - AP Invoices for Demo Casa Blanca JPJ - nQa - Phil Johnston

Q| #.

Pay Validate GL Vod Bots

“- B-BE2E X 2.0 X.0HE
New Read Edit Change Delete Report Approve  Merge

a

X

ACTiViTYHD

> Segments A (2]
Units AP Invoices for Demo Casa Blanca JP]
> Unit Conversion Tables
+ Bank Reconcilation Optons: | EETE I - |
@ Accounts Payable Invoices Past Due a > T -J Lookup: |
> Vendors = = — e
P 4 ~
Notes Invoice = Date PO = Amount
> Invoices 161114 10/31/2016 264.10
> Payments -2 101512 10/15/2016 1,577.05
>iGoversesit Bee-3 Paid 66 Quill 6562915 10/16/2016  vasquezonna 54.10
Reports : AP -4 Paid 61 TechData 8001722423 10/4/2016 9605 954.60
> Setup o Nap-S Paid 63 Bakeroff 668970 10/10/2016 182.12
~
S Accounts Receivable AP -6 Paid 60 BTAC W92959 10/2/2016 187.27
NAP-7 Paid 56 MaiFin N3556670 9/28/2016 8119
> Customers o '.
Notes AP -8 Paid 51 ECOWATER 09/12-112 8/31/2016 54.07
REae-10 Paid 38 Stenocall 063012 6/30/2016 54.15
> Invoices »
AP-11 Paid 31 NTS 053112 5/31/2016 730.89
> Receipts =
Deposits =|AP - 12 Paid 32 Quil 3479676 5/31/2016 vasquezionna 14.59
ap-13 Paid 28 CARTRIDGE 160298 5/16/2016 69.27
Statements —
AP - 14 Paid 23 FEDEX 786107192 4/19/2016 B
Reports
Seavs e v < >
Total: 402 Selected: 1 Amount: 264,10 Balance: 0.00 Order: *Batch - #

With View
Options

enabled, you can
quickly toggle
between named
Options

From Personal
(normal view)

I, InterActiv
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A TR
- Y BERE
Y > Lo~ la 5
New Read Edit
> Segments
Units
» Unit Conversion Tables
" Bank Reconcilation

% Accounts Payable
» Vendors
Notes
> Invoices
> Payments
> Government
Reports
> Setup
& Accounts Receivable
> Customers
Notes
> Invoices
» Receipts
Deposits
Statements
Reports

Total: 2

E
Change

Advanced Filter and View Options

~

v

X .0 A H O
I -| L - . T

e AcTiviTyHD
. 7]

AP Invoices for Demo Casa Blanca JPJ]

Ogtions: |Demoliton due today ~| % ]

Filters: [ " Lookup: |

A Batth-#  Status Merge 2 Vendor Invoice = Date Due Date Amount

Bap-221 Outstanding 336 United 122016 12/5/2016  12/15/2016 2,050.00

Bar-222 Outstanding 347 United 020816 2/8/2016 2/18/2016 1,875.00

<

Selected: 1 Amount: 2,050.00 Balance: 2,050.00

Order: *Batch - #

With View
Options
enabled, you can
quickly toggle
between named
Options

To Demolition
due today

I, InterActiv
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Advanced Filter and View Options

“-

» Segments
Units
> Unit Conversion Tables
+" Bank Reconcilation
@ Accounts Payable

> Vendors

New

Notes
» Invoices
> Payments
> Government
Reports
> Setup
& Accounts Receivable
> Customers
Notes
2 Invoices
> Receipts
Deposits
Statements
Reports

Total: 6

~

v

Selected: 1 Amount: 0.00

T § ActivityHD Explorer - AP Invaices for Demo Casa Blanca JP) - nQa - Phil Johnston

(3. BB B X|E

Read Edt Change Delete

[m] X

Y 1Y ™
Report Approve  Merge Pay Valdate GL Void Bots
. 7]
AP Invoices for Demo Casa Blanca JPJ]
cu: v
Fiters: [ Column Filtes T v| Lookup:
A Batch-# Status Merge # Description Vendor Invoice # Date Amount
ss-4 Voided 382 steve 2019 1/6/2020 0.00
; §5-5 Voided 383 Void invoice £382 steve 2019 1/6/2020 0.00
Y Webinar - 4 Voided 350 tesd CONQUEST 7 2/20/2018 100.00
2 Webinar -6 Voided 352 Void invoice £350 CONQUEST 7 2/20/2018 -100.00
E“Wehnar -8 Voided 367 CONQUEST 8 S/17/2018 623.00
[ webinar -9 Voided 368 Void invoice #367 CONQUEST 8 5/17/2018 -623.00

Order: *Batch - #

Here,
Option Voided

has different
columns

and only Voided
Invoice records

I, InterActiv
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Advanced Filter and View Options
':iA(livityHD Explorer - AP Invoices for Demo Casa Blanca JPJ - nQa - Phil Johnston - [m] x
- i 19 . _4‘ 1 t x '_' . I\ - - L: . .
a2 520X 8- 2.2 -2.0.2%  arvivHD
File 4 G
'E:d; : waﬁ AP Invoices for Demo Casa Blanca JP] o The Options field
View Totba E 7] ke ' only shows on your
Help 4 New View Options 1, \ Status Merge # Vendor Invoice # Date Dept Approved A folder VieWS When
New View Style —2aid 63 CARTRIDGE 161114 10/31/2016
Notes T 65 At 101512 10/15/2016 . .
> Invoices e Paid Tea_quil 5562915 10/16/2016 View optlons
> Payments Zoomn CtrbeNum + . bl d
? Goverment Zoom O Ctrl+Num - . . | n
Repors i To enable View Options, S enable
> Setup Options
$ Accounts R Developer Tool...  Ctrl+F12 L. i . .
> Customers SLEy ActivityHD > View > New View Options
Notes Bap-11
> Invoices Bap-12
» Receipts Eap-13 paid 28 CARTRIDGE 160298 5/16/2016
Depasits Bap-14 Paid 23 FEDEX 786107192 4/19/2016
Statements Bae-15 paid 7 EMPLOYERS ~ WCV417945... 2/9/2016
Reports . ;:Hon.m Daid 7 rua AIIMTIRGN  1ANONIR . e
Tnml:;ﬁzhh ) Selected: 1 Annx:t: 264.10 Balance: 0.00  Order: *Batch - # q InterActiv
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Advanced Filter and View Options

',iAaimyHD Explorer - AP Invoices for Demo Casa Blanca JPJ - nQa - Phil Johnston

“L‘?AJF X 2.0 2.0FE @

Read Edt Change Delete | Report Approve Merge  Pay ValdateGL Vod

a

Click this icon to edit a TO _Create a new
View Option View Optlon,

> Segments A
Units AP Invoices for Demo Casa Blanca JP)~ I k h "

S s comusha Tl click the edit icon
' Bank Reconcilation Options: evsond - 't ‘th . h‘t f ‘th
@ Accounts Payable Filters: {: ices Past Due as of Toda: T -J Lookup: | J o e rlg O e

> Vendors 1
. P T s e e o ey Options box.
> Invoices 2)AP-1 Paid 68 CARTRIDGE 161114 10/31/2016 264.10
> Payments HaAp-2 Paid 65 Att 101512 10/15/2016 1,577.05
> Government 7" AP -3 Paid 66 Quil 6562915 10/16/2016 vasquezionna 54.10
Reports : AP -4 Paid 61 TechData 8001722423 10/4/2016 9605 954.60
> Setup o Nap-S Paid 63 Bakeroff 668970 10/10/2016 182.12
~
5 Accounts Receivable AP -6 Paid 60 BTAC W92959 10/2/2016 187.27
NAP-7 Paid 56 MaiFin N3556670 9/28/2016 8119
> Customers o '_
Notes AP -8 Paid 51 ECOWATER 09/12-112 8/31/2016 54.07
Bap-10 Paid 38 Stenocal 063012 6/30/2016 54.15
> Invoices »
AP - 11 Paid 31 NTS 053112 5/31/2016 730.89
> Receipts =
Deposits =|AP - 12 Paid 32 Quil 3479676 5/31/2016 vasquezionna 14.59
Stal . ::AP -13 Paid 28 CARTRIDGE 160298 5/16/2016 69.27
HAP - 14 Paid 23 FEDEX 786107192  4/19/2016 8.7
Reports
O w ML >
Total: 402 Selected: 1 Amount: 264,10 Balance: 0.00 Order: *Batch - # "
I, InterActiv
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Advanced Filter and View Options

g

LY
O v la
New Read Edt C »
[" v | Answers: ‘Personal - B Y
> Segments =
Units Columns  Selection
> Unit Conversion Tables Hidden Columns Visible Columns
' Bank Reconciiation AP Account ~ Batch - Entry 2%
Approval Amount Status E
@ Accounts Payable Approval Buffer » Merge # *
» Vendors Approval Date (Latest, Date) Vendor L
Approval Date (Latest, DateTime) & |Invoice # L 7 P02
Notes Approval Request Invoice Date ing
Approval Status PO = (Right Justified)
> Invoices Approved Invoice Amount
> Payments Approved By Invoice Balance
AR Customer Code Payment Due Date Zonna
> Government AR Customer Name Description ™
Reports AR Invoice 9605
Attachment Size
> Setup 2 |Attachments
Batch
$ Accounts Receivable Class (Vendor)
> Customers Class Description (Vendor)
Created (Date)
Notes Created (DateTime)
> Invoices Created By
> Receipts Discount Basis Amount
Earliest Discount Amount v hoe
Deposits
Statements
Reperts I
Total: 402 Selected: 1 Amount: 264.10 Balance: 0.00 | Order: Batch - #

cTivitryHD

o

264.10
1,577.05
54.10
954.60
182.12
187.27
81.19
54.07
54.15
730.89
14.59
69.27
BI6

To create a new
View Option,

click the edit icon
to the right of the
Options box.

Then set either or
both the Columns

I, InterActiv
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SN
d =
Read Edit

41 yHD
”» 1S
/(NEN
hew
> Segments
Units
> Unit Conversion Tables
+" Bank Reconcilation
@ Accounts Payable
» Vendors
Motes
» Invoices
» Payments
> Government
Reports
» Setup
& Accounts Receivable
> Customers
Notes
> Invoices
» Receipts
Deposits
Statements
Reports

Total: 402

Answers: [Voided

C",/i'

-las

Columns Selection

Feigs:
PaymentHold
Payment Locat

Terms...
o Total Credits fi

Total Debits frc
Unmerged Pay

Vendor...
igvoid=d |

[ J [ omn

Voided
(®) voided

(O Not Voided

Conditions:

AP Invoice Voided x
| £}

Selected: 1 Amount: 264.10 Balance: 0.00 Order: *Batch - #

Advanced Filter and View Options

cTivityHD

e

I

PO #

gQuezionna
9605

fguezionna

Amount *
264.10
1,577.05
54.10
954,60
182.12
187.27
8L19
54.07
54.15
730.39
14.59
69.27

.75
>

To create a new
View Option,
click the edit icon

to the right of the
Options box.

Then set either or
both the Columns
and the Selection
you wish for this
option.

I, InterActiv
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Advanced Filter and View Options

Li D Demo Casa
1% . 505 HD To create a new
g -| -5 = CTIViTY i i
IA - Read Edt C % " srwers: [vaded e - . . V|eW OPU.On,
wo  ches e click the edit icon to
I +" Bank Reconcilation W:Paymen:rdd‘,\ — the I'ight Of the
Payment Local il I .
‘I 0) :;‘cdountspavable :g B fod i OpthﬂS bOX-
| Nnte.s @save s (O)Save o= ‘;:-']‘; =
:mﬁ Q  Name: [voided 1,577.05
» Govermart g oo potore st Save as the name
Reports - . .
RSN— Lo o | = you W|sh_ for this
> Customers t,":naa'“" il s Optlon
Y oded | L 54.07
Notes +Apg$;“y”' i
» Invoices + Custom Fields 730.89
> Receipts < > quezionna 14.59
:’:";:E — 9.27
- Cancel 8.6
Totmh 402 ol 1 At 3 Barve: 000 ][ Crder: shakch - # q InterActiv
19
All Filters in one folder
1§ activiy ‘
rg- 2 -225 X AcTivityHD Now

New  Read Edt
Demo Casa Blanca JP)

/~ Administration

Change Delete

N~

Filters for Demo Casa Blanca JP]

Total: 777 Selected: 1

Order: sPackage, *Resaurce, *Name

Bots Options: [Personal -] %
> Change Logs
> Custom Data Fters: v| Lookup:
2‘: S A Package A Resource A Name Shared Buitin  User CrestedBy  ModifiedBy *
s .
ots N [2) Accounts Payable Vendors ?No Activity Snce  Shared  Built-n
. 2 Accounts Payable Vendors 2 Vendor Shared  Builtn bogart
. ’ i 2] Accounts Payable Vendors Active Vendor Shared sskes sskes
B P Vi Ve
» Authorized Users ) Accounts Payable iendors noha‘ lendors Shared lbogart bogart
. =% Accounts Payable Vendors Beta Vendors Shared bbogart bogart
ermissions
S * Accounts Payable Vendors Missing W-9 nQa -Lori Bogart Ibogart Ibogart
v . " Name begins vath M nQa - Marvin Cros... mcrossnoe MCrossnoe
H New fiter on last L... nQa -Phil Johnston  pjohnston  pjohnston
Regors The Filters folder - s peren
i= General Ledger . . .
o1 Administration > Filters | veescess.. swe bogrt  bogat
Vendors with Bala... Shared bbogart bogart
¥ Journal Entries 2] Accounts Payable Vendors W-9 Recall Shared plohnston pjohnston
[ Accounts Receivable  ARCodes ?Code Shared  Buit-n
Allocation Entries vle s

personal filters

can be accessed
by administrators

Filters folder
All Filters

From all
packages

I, InterActiv
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/ Advanced Filter and

View Options

™, InterActiv
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Agenda

- Advanced Saved Answers

®; InterActiv
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Advanced Saved Answers

= Press F2 in any date field
R When Saved Anewers
- o o Date Expression window
o you likely want a
?E:EE;D::HI Post Date: Date Expresswon Date Expression
o oo T} | to give a ‘current’ date.
Sl “ L U e= @
el Simpl .
S imple expressions:
trbuies - “Today
- “Begin of last month”

I:. Interll\lctiv

23

Advanced Saved Answers

=

™ .
[d =203 4
Preview Print Email Expor

Answers: |Defaults vI =)

“ .

Date Expressions
Selection Options Output

t

= May refer to period of
=t post st i = other calendars.

Credit hetwesn '|‘9,f30,'2023 @ d of next period of calendar "gquarter

%‘3"3‘:@" and C o] cone )

Lre e end of next period of
e calendar "quarter”

I, InterActiv
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Advanced Saved Answers

Date Expressions

May add or subtract a
number of periods
within the expression.

- Begin of month + 3
« ati P— _ months

Journal Detail Post Date >= *7/1/2023

I InterActiv

25
Advanced Saved Answers
e R Date Expressions
»
/N N AR flexible syntax,
—— but be careful
¥ e o - End of month + 3
gi%d'ozft" between ~ | [7/30/2023 monThS
== - S == @l \won'talways give the last
Lre e day of three months from
i now.
b QS: dost Date >= *7/30/2023 4/30 + 3 monthS = 7/30
B
I, InterActiv
26
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Advanced Saved Answers

¢
g2 98 O e s Date Expressions
seectin Optons utut If you want the last day
e of three months from
=/ Journal Detail Post Date: Date Expression
g:%oﬁn between | [7/31/2023 NOwW use...
Bt = TN o = W
Line Number
e End of + 3 months
vREfE(Eﬂ(E
* Attrbutes Conditions:
B
I, InterActiv
27
/ Advanced Saved
Answers
I, InterActiv
28
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Agenda

- Custom Data for Custom Fields

I, InterActiv

29

Custom Data for Custom Fields

A .
14 ‘ R.-APE X Allows your own
IEEIEEEES list of valid choices

Maintenance Frequenc for Demo Casa Blanca JP]

/° Administration .
—— -~ for custom field values
o | ; — -
o Tdentfer "‘/i N Neb N Rmid S'a_l1 " Ri".t " PreA N\e
st 1 ::5“": Asset for Demo Casa Blanca JP] Such as... )
. Bonciony  Gede  [sveieing «= w= Names for Sales Regions
Maintenance Frequenc ;%ert:dv Description: | Truck-Marketing Parent: : °
— Biwess — Shift codes for employees
e e 5 Cubical location code
Total: 6 z:;; Selected: 1 Order: sdentiisr Asset Retremen - tal Sub-Assets GLDetal Notes O

I, InterActiv
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Custom Data for Custom Fields

[=] AR Customers for Demo Casa Blanca JPJ - nQa - Phil Johnston

“-@-3@@ X B .

New Read Edit Change Delete Report
AR Customers for Demo Casa Blanca JPJ

W = O

Charges Statements Combine

Options: IPersonaI - | =

Filters: |Statement Delivery - Email T~

A Code Name Sales Region Class Payment Custo...
@ Abiding Abiding Hope Lutheran Ch..| Northwest Other Abiding
E} Acme Acme Company south Other Acme
Atwater Atwater Construction sw Construction Atwater
[% Avenue Avenue Gallery swW Other Avenue
£ Baker Baker Construction S.W. Construction Baker
Barnes The Barnes Group, Inc. North Other Barnes
[£)Boston Boston Realtors, Inc. N.W. Realtor Boston
[ZBryant Bryant Realty \_Northwest / Realtor Bryant

Lookup:

Example Scenario

o

Dol Custom field

Sales Region
on AR Customers

Has inconsistent

spelling or entries for the
same Sales Region

Pri...

™

™

z We need standard options
co

co

o I, InterActiv

31
Custom Data for Custom Fields
"iActivityHD Explorer - Custom Data Folders for Demo Casa Blz Create a hew
h FIRERERERD ¢ Custom Data sub-folder
Ne: Read Edit Ch Delete s
Y e e e e that we can populate with item
~ . . .
Demo Casa Blanca JP) Custom D we wish for our valid options
/~ Administration ustom
Bots Options: [Personal .
> Change Logs e @ NaV|gate to
v Filters: .« . .

Colla Administration > Custom Data
Bot Usage S
Bot User Template: 4 Open
Companes | = New Right-click New
Email List 1 [[2 Select and New Copy
Email Report Name o [TERETE
Facilties A GQalart and Fdit ﬁ InterA_CtiV

32
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Custom Data for Custom Fields

| [ New Custom Data Folder for Demo Cas — O X | Create a neW
% 1.5 8. A v Custom Data sub-folder
| New Save N
| Custom Data Folder for Demo Casa BQ\ Name the sub-folder
| Name; [Saes Regon | Set the data type
: Plural Name: [SalesRegions ‘ Set Iength Iimit
Data Type: [Text "] for the items
| Length:
; Save
ECustom Data Folder HelpText Other
| New I, InterActiv
33
Custom Data for Custom Fields
A
!‘[i. 3-AB B X Now we have a new
B —— Custom Data sub-
5 Asibizittn . Sales Region for Demo Casa Blanca JP] folder named' “Sales
i = g Region”
v Custom Data Fiters: | v| lLock
::Uuiq'el'empiates _—
o But this new sub-
e folder is empty
Sciog
i
TWPClockPrompts
- P, InterActiv
34
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Custom Data for Custom Fields

"iActiviKyHD Explorer - Sales Region for Demo Casa Blanca JP) - nQa - Phil Johnston

=B

% .

Demo Casa Blanca JP)

/~ Administration
Bots
> Change Logs
v Custom Data
Bot Usage
Bot User Templates
Companies
Email List 1
Email Report Name
Fadlities
Maintenance Frequenc
Report Set 2
Sales Region
Service States
TWPCat/PRCode
TWPClockPrompts
Data Sources

-BB E X
New

Sales Region for Demo Casa Blanca JPJ]
|

Options: (Persona
[ -!- New | CtrieN
Filters: & New Copy
Q Read
A Identifier 7 B
¢ Edit
Rename

Change.

Import...
Copy to Clipboard
Copy to Excel

Select All Ctri+A

With focus on the

new Custom Data

sub-folder named,
“Sales Region”,

Right-click New

I, InterActiv

35
Custom Data for Custom Fields
i -
"j Io.0p X With focus on the
“ - f new Custom Data
Demo Casa Blanca P
7 namnseen (4 -] B-R O] A v sub-folder named,
Bots A ﬁew Read Save Previous Next "Sales Reglon",
isisanion Sales Region for Demo Casa Blanca JPJ
Bot Usage Identifier: {Northeast ]
— I Enter a new
Email List 1 [ This field on the L.
S NEW item is valid item value
Facktes W i : e
em—— e it in the Identifier field
Report Set2 sub-folder was
f“’;:e created
TWPCat/PRCode
W e I, InterActiv
36
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Custom Data for Custom Fields

A1

3

» ‘ LY r 1Y —
New Read Edit Change Delete

Demo Casa Blanca JP)

/~ Administration
Bots
> Change Logs
v Custom Data
Bot Usage
Bot User Templates
Companies
Email List 1
Email Report Name
Fadiities
Maintenance Frequenc
Report Set 2
Sales Region
Service States
TWPCat/PRCode
TWPClockPrompts
Data Sources

X

Sales Region for Demo Casa Blanca JPJ

Optons: [Personal B2

These items
can be setup as the
only valid options

for a custom field

After a few more
entries

“Sales Region”
has four valid items

I, InterActiv
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Custom Data for Custom Fields

7= AR Customers for Dema Casa Blanca JP) - nQa - Phil Johnston

rg- 2-0% 8 X

Read Edt Change Delete

. & 8.
Report Charges Statements Combine

File 3
Edit ' Lrs for Demo Casa Blanca JP]

Folder [ Select and New Copy
View »| O Select and Read Shift+Ctri+R
Help | # Select and Edit Shift+ Cri+E T ~| Lookp: |
A Code N ST rount Open  Balance (Invoice) Current  Finance Method  High Balance (I
2] Abiding A @ Select and Report... 2 0.00
B Acme A 4 Select and Assess Finance Charges... /2009 vinm 0.00 87,
B Atwater A Select and Generate Statements... ps/015 B514.3 000 i
Avenue A e 2/2015 45,766.89 0.00 EOMO %,
= Baker B 372013 51,374.81 0.00 EOMO 63,
E2Barnes 748 Bots.. * b0t 2,471.10 0.00 4
[Boston B Select and Export.. 22/2015 4,569.34 0.00 7,
EyBryant B e 5/2015 2,056.84 0.00 4,
= Campbell q 2272014 3,233.98 0.00 9
B Carter g Custom Fields 1, 30/2014 39,854.86 0.00 4,
3 Compassionate Maintain Filters 1/2015 9,95L.57 0.00 9
Ejconquest g Properties 7/2015 12,792.06 0.00 2,
<
Total: 30 Selected: 1 Balance (Invoice): 0.00 Order: *Code Hint: Add, delete, modify Custom Fields

Now modify the
custom fields
definitions for
AR Customers

I, InterActiv
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Custom Data for Custom Fields

'A

- —

. ‘a-.l B.

ARC e

A Name
Ogtions:| [ Contract End ...
Fiters: | ) Contract Number
L =
[ ity Type
A Cod [2)Invoice Method
[ Abiding [ Preapproval R....
* Acme | [Hsales Region old

2 Atwaty [ service Freque...

Y Avenul [ service States
2 Baker
[21Barnes
¥ Boston
[Z{Bryant
% Campb
[ Carter
) Compg
1 congt
= Corwa Edit

_Tulal: 30 Selected:

W Read Save
Group (Order)
Service Agreemen. .
Service Agreemen...
Faiity (1)
Invoidng (1)
Invoicing (2)

(

Service Agreemen...
Service Agreemen...

AV
Previous MNext [

Change name here

Custom Field for Demo-

Name: {Sales Region old

Troup: +] sortorde: | 13

tint: |

Data Type: Text _ | [required

Length: 203 \“1\‘ Olunique  ZINew Copy
Defaui:

\ We won't keep this ]

Check:

‘ simple text custom
field for long

Custom Field HelpText Other

1 Order: *Code

First, let's rename
the old custom field
out of the way

It was using a
simple text field

for the “Sales Region”
custom field...

I, InterActiv

39

Custom Data for Custom Fields

i

% AR Custemer Custom Fields for Dema Casa Blanca JPJ - nQa - Phil Johnston - ]

2 Acme | [Bi5aes Region

™ Atwate (=) Service Freque...
= Avenul [Z) Service States
) Baker

%) Barnes

Y Boston

Bryant
Ejcameb

®| Carter

< | Edit

-
[ —() . __‘
AR C Read Save
A Name Group (Order)
Options:| [ ContractEnd ...  Service Agreemen...
=
Fiters; | = Contract Number - Service Agreemen..
| BiFaciity Type Fadiity (1)
A Cod [F)Invoice Method  Invoiding (1)
= Abiding () Preapproval R... Invoicing (2)

[¢1]
Service Agreemen...
Service Agreemen...

AV
Previous  Mext

Custom Field for De

Set Data Type to
"Reference™

sa Blanca JP]

Select the Custom
Data sub-folder we
just created,

d —  "Sales Region"

Custom Field HelpText Other

Selected: 1 Balance (Invoice): 0.00

Order: sCode

Next, create a new
custom field with the
familiar name,

“Sales Region”

But use a “Reference”
data type that points to
the Custom Data sub-
folder we just created,

Sales Region

I, InterActiv
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Custom Data for Custom Fields

Service States: | Colorado

Sales Region old:  |North

Sales Region Find for Demo Casa Blanca JP) - nQa - Phil Johnston

d Clicking the 'More' \L.D' Sales Region for Demo Casa Blanca JP]
triangle or pressing \. Ogtions: |Find (
F3 = [P | Then you can select
| will open the "Find" = — 1 from the list of
window... [ = Valid options
\_\—’L'a — ~
il [E]
AN
\J&
d e
Service Frequency: [Monthly Tow: 4 Selected: 1 Order: *Identifier

Sales Region:

Edit

Customer Cystom Dataliks Contacts Locations Invoices Re pen FI™5  Other

Now the new custom
field offers a Find
action (F3) where

you may select from
the valid options.

You may still type a
value in the field, but
it will be validated
against the Custom
Data sub-folder.

I, InterActiv

41

Custom Data

I, InterActiv
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Agenda

- Custom Reports using MS Word

™, InterActiv

43
Custom Reports using MS Word
Customer Credit Reference

In response to your request for credit reference on: H a Ve yo u

XYZ Company

123 Main Street

123 Main Stree ever wanted to

Primary Contact: i

Title: desi gn

Our records show... your own report?

Date the account was opened: 1/1/2015

Terms: On Receipt

High Balance: $2

Current Balance: $1

Amount Past Due: $0 r InterActiv
44
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Custom Reports using MS Word

REPORT MOCKUP

Customer Credit Reference
S‘tep 1 Create a Word doc as a sample report

In response to your request for credit reference on:
XYZ Company

123 Main Street
City, TX 12345

Primary Contact:

prim Insert Content Controls (Tags) for
itle:

values you wish to report
Qur records show...

Date the account was opened: 1/1/2015

Terms: On Receipt
Load your Word doc as a report

High Bal. . §2
igh Balance: $ design in ActivityHD

Current Balance: $1

Amount Past Due: $0 q Interll-\lctlv

45

Add Content Controls to Word doc

Customer Credit Reference

Create a Word doc

In response to your request for credit reference on:

XYZ Company Wlth

123 Main Street

City, TX 12345 placeholders
Primary Contact: for values
Title:

Our records show... from ACtIVItyH D

Date the account was opened: 1/1/2015
Terms: On Receipt
High Balance: $2

Current Balance: $1

Amount Past Due: $0 ﬁ InterActiV

46
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Add Content Controls to Word doc

ENABLE THE DEVELOPER TOOLBAR

File > Options > Customize Ribbon Then check the box for “Developer”

File Home Insert Draw  Design Layout  References  Mailings Review Vie Developer |Help 7 Comments 5 Share ~
ﬁfj ’_j:£|f ERecurd Macro (9 {O} EL Aa Aa B EEI NDESIQH Mode E . DE‘ @]
Visual Macros Add-  Word COiMJ) _i XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins E§~ = Pane Editing | Template
Code Add-ins Controls Mapping Protect Templates -2

Customer Credit Reference

In response to your request for credit reference on:
XYZ Company

123 Main Street

City, TX 12345

Primary Contact:
Titla-

I, InterActiv

47
PLACE CONTENT CONTROLS IN THE DOCUMENT
file Home Insert Draw Design Layout References Mailings Review View Developer Help I Comments 12 Share ~
E F‘E BRecord Macro &j @ E_:\@ im gDesign .Mcde @ . [?3' @
isualMarcros. Add- Word COM EFERS Epropsrlles XML Mapping Restrict Document
asid| Add-ins Add-ins | | E‘f - “‘\_CE\:Gmup ¥ Pane Editing Template
First, select your Add-ins Control \"“\,\_\ Mapping Protect Templates -
Sample data ﬁeld Rich Text Content Control
Insert a rich text content control
response to your request for credit reference on: ™ —~
Company ...and then click the
éf;mg'(" reet Rich Text Content
Control
Primary Contact: b g
Titl~-
I, InterActiv
48
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Add Content Controls to Word doc

DESIGN MODE ENABLED

le Home  Insert Draw  Design Layout References Mailings Review View Developer Help

_frl E T})Rcccrd Macro CQ {é}, Ii—_‘{‘.} Aa’}Aa B ..FEI @Deswgn Mode @ - I:Ell mﬂ

H Comments |5 Share -~

wal Macros Add- Word COM [&] properties

Restrict Document
isic A\ Macro Security ins  Add-ins Add-ins | [ £§ v

__=4ing_| Template

= Group ~

Code Add-ins Controls

Mapping

While in design mode...

Customer Credit Reference

In response to your request for credit reference on:

— ... the Content Controls
XYZ Company

123 Main Street m display this way
City, TX 12345

Primary Contact:
Titla:

I, InterActiv

49
DESIGN MODE DISABLED
le Home Insert Draw Design Layout References Mailings Review View Developer Help tJ Comments & Share ~
_?1_ E [@ Record Macro (Q {@} E‘_@} Aa B MDeslgn Mode [E‘ @I
wal Macros Add- Word COM Restrict | Document
sic A\ Macro Security ins  Add-ins Add-ins B Pane __“ting_| Template |
Code Add-ins Controls Mapping When design mode is OFF..
Customer Credit Reference
In response to your request for credit reference on: ~
XYZ Company | ...you only see your sample values.
123 Main Street
City, TX 12345 But the Content Control is still there.
Primary Contact:
Title:
I, InterActiv
50
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Set Content Control Tag Property

CONTENT CONTROL PROPERTIES

le Home Insert Draw  Design Layout References Mailings Review View Developer Help ) Comments & Share -
;‘:ﬂ = | "='.p n.rriMn m - e T )~ S )| Aa Aa bl 1 Design Mode 1 _ I:E

it Wh"e In DeSlgn Mode, D Ej ,_,_{(_ML Mapping Restrict | Document

54 click the Content Control to ins E§ = ) \“‘“ Editing | Template

select it. | Controls Mapping I—" Temolate: .
J Control Properties . .
CustOl View or modify properties for the { '"then CIICk ProPertles
selected control

\onse to your request for creart reterence on:

XYZ Company
123 Main Street
City, TX 12345

Primary Contact:
Titla:

Q InterActiv

51
CONTENT CONTROL PROPERTIES
Content Control Praperties ? X
General ( )
e , | Setthis Tag property
= — from a value
Show as: | Bounding Box| ~ . .
In response o your req 4, . |L in ActivityHD
XYZ Compahy | [ use a style to format text typed inta the empty control
123 Main Street tyle: | Default Paragraph Font|
City, TX 12345
Primary Contact: L[] Remove content control when contents are edited
Title: Locking
[] content control cannct be deleted
QOur records show... [] Centents cannot be edited
Date the account was ¢ cancel
I, InterActiv
- T
52
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Preview Print Emal Export

On the Output tab of your
report dialog window...

Click the Design button

be] 99 piom

Assign a Tag value to Properties from the ActivityHD I, InterActiv
report Design window conFERN

53

"l Customers Listing Report Designs for Demo Casa Blanca JPJ - nQa - Phil Johnston

Vﬁ- [§-[2 B | A »
~

New Read Save Previous Next

.

Report Design for Demo Ca

Click or use drag & drop to add a report design file.

be] 99 piom

Assign a Tag value to Properties from the ActivityHD P, InterActiv
report Design window conra

54
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o cu r Report De [
Field Names v
» B m \ g
' | 3 (R "'/' B LO & ‘i B N NP ARCustomer ~
' .| [ .4& New Read Save | Previous Next Code
A Preview Pl A Name - f I Name
e one (@ T, Report Design for Demo Casa Blanca JPJ] Obsolete
e | qustome’s Listing (built-in) Name: ‘Cus;\; Cre:i’t’RVe;e;efKT 7] ClassCode
Design: |Customers Listing ( ClassDescrpton
 Wmhtinbubamtak. ! | Tupe -| PaymentCustomerID
Crystal PaymentCustomerCode
m—.% Click or use drag & drop to add a report desigi| PaymentCustomerName
= " ® word — TermsID
To list Report Field Names, U

go to Documents Tables...

Finar dCode

FinanceMethodDescription

FinanceCustomer

TaxCategoryID

n¢| TaxCategoryCode
TaxCategoryDescription
SalespersonlD
SalespersonCode

be] 99 piom

Assign a Tag value to Properties from the ActivityHD P, InterActiv
report Design window S
55
™ Report Fields :I
¢ T — = &l E
'; 9 - 1 .4 " But we can't use the Field Names as the Worc Contert Cuntie 7200 °
[‘ Preven P A Word Tag Property... ca IP)
Selection Options  Sorting O [HC a 2 o
" [2Customers Listing (builtn) Name: |Customer Credt Reference n
Design: [Customers Listing ( We must first switch to view the
"“" . "Word Content Control Tags" n
Chsic @ :’ﬂode n
Document Options 7 Tﬂmﬂ‘:’“"‘;
Oer [ y ancetie
. g ]
Document Tables FinanceCustomer
< R TaxCategoryID m
S e = [ (=]
x i '] SalespersonID
SalespersonCode v

> || ReportDesign Advanced Other

Edit

Assign a Tag value to Properties from the ActivityHD report Design window " InterActiv

56

28



5/2/2023

File Home Insert Draw Design Layout Refd

...and paste it to the Tag
property back in Word
General

E—

Show as: | Bounding Box
In response to yourreq ., - o~

] Use a style to format text typed into the empty control

XYZ Company _— e -
123 Main Street Style: |Default Paragraph Font! v
City, TX 12345 A, New st
1 X [_] Remove content control when contents are edited
~ Primary Contact: i
Title: peng
[ Content control cannot be deleted
= Our records show... [ contents cannot be edited
OK Cancel

o Date the accountwas ¢, -

Terms: On Receipt

report Design window

Assign a Tag value to Properties from the ActivityHD

Report Fields

{Report.ARCustomer}

L oo vte s | 1 | 2 | 3 ) 4 | g\mmt.cm)
{Report.Name}

{Report.Obs:
{Report.Clas
{Report.Clas. ____,.
{Report.ClassDescription}
{Report.PaymentCustomerID}
{Report.PaymentCustomerCode}
{Report.PaymentCustomerName)
{Report.TermsID}
{Report.TermsCode}

{Report. TermsDescription}
{Report.FinanceMethodID}
{Report.FinanceMethodCode}
{Report.FinanceMethodDescription}
{Report.FinanceCustomer}
{Report.TaxCategoryID}
{Report.TaxCategoryCode}
{Report.TaxCategoryDescription}
{Report.SalespersonID}
{Report.SalespersonCode}

Select All

Copyto Clipboard

I, InterActiv

=
~

Ctrl+C

Ctrl+A
—

be] 99 piom

57

File Home Insert Draw Design Layout References Mailings Review View Developer
L O 1 ! 2 | 3 | 4 | 5
B General

Title:

Tag: {Report Name} ]

how as Bounding Box™ >

Color: | &~
In response to your req [ yse a style to format text typed into the empty control

Style: | Default Paragraph Font| v

XYZ Company A ew st
123 Main Street
City, TX 12345 ["] Remove content control when contents are edited
Locking
-~ Primary Contact: [ Content control cannat be deleted
Title: [] Contents cannot be edited
N Our records show... oK Cancel

Date the account was opened: 1/1/2015

Terms: On Receipt

6

Set Content Control Tag Property

I, InterActiv

be] 99 piom

58
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1l Customers Listing Report Designs for Demo Casa Blanca JPJ - nQa - Phil Johnston

s ™ i
3.3 B. A Vv
Read Save Previous Next

2 Load your new MS Word doc
. Lf:m Report Design for Demo as the report design

» puitin) Name: |Customer Credit Reference

Design: Customers Listing Save Design to File
Load Design from File
Export XML Schema File

I
Click or use drag & drop to add a report design file.

Export...
Import... (
|

Reset Form

Developer Tab Ctri+F12 A browse window will
Always Show Developer Tab open to allow selection of
T your Word doc

9|1} PIOM peoT

Report Design Advanced Other
Hint: Load the design from an existing file

ActivityHD Report Design window I, InterActiv

59

Il Customers Listing Report Designs for Demo Casa Blanca JPJ - nQa - Phil Johnston

T2 |50

', » E [‘ ‘ Save the Design container
A | : :

Preview Pl A name . with the newly loaded MS

' Report Design for

Selection Options ~ Sorting Q [ Customer Credit Reference

Word design

[2) Customers Listing (built-in) Name: |Customer Credit Reference |

9AeS

—_— -
Design: | Customers Listing (

ﬁ Click or use drag & drop to add a report design file.
Y (updated 4:45 PM - save needed)

Report Design Advanced Other
Hint: Save changes to this Report Design

ActivityHD Report Design window I, InterActiv

60
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Include all options

needed for the fields
your are reporting

d .=ax3 M

PP/ SET

Preview

Options  Sorting Output

[ Indude Activity Totals

[Jindude Primary Locations and Contacts
[Jindude Account Masks and Attributes
[Jindude All Contacts
[Jindude Al Locations

[Jindude Timestamps

[Jindude Memos

[Jindude Custom Fields

Optons: |Personal

|2 Avenue Avenue Gallery
| Baker Baker Construction
(ST BN Tha Bacman Frmm Tos

File Home Insert Draw Design Layout Reference Mailings Review View Develope Help ' .
1 - orao . . 1 . . 2 . 3 . [ 4 .. .
Customer Credit Reference =
In response to your request for credit reference on: m
- 0
Baker Construction
6028 98th Street x
Lubbock, TX 79424
N Primary Contact: Timothy Parker x
Title: Contract Manager
Our records show... m
Date the account was opened: 2/13/2013 m
Terms: Due Net 10 =
]
High Balance: 63,184.90 (o o
Page1of1 98words [P L Display settings [, Focus B ———F—+ 0%
Account Open  Balance (Invoice) Current Finance Method  High Balance (Invoice) LastPayme... Last Activity Over90 Terms ™
1/12/2015 45,766.89 0.00 EOMO 48,525.26 11/12/2016 11/15/2016 0.00 Net20
2/13/2013 51,374.81 0.00 EOMO 63,184.90 12/19/2016 12/19/2016 0.00 Net1D

aiaiane EPFETRTY anan 4 1gE 08 1ahains 1al1atans

Run the new report

Ann

I, InterActiv

Kimson
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ACTiViTYHD
accc t f 1 def 1) —
B Conlents

— wisius

= New Copy

I Obsolete flag

5 Rename records

I Report designs

5 Report profiles

u Reports

5 scheduling reports with !
I Reset form
5 show List

= Timestamns

Custom Reports using MS Word

ACTIVITYHD HELP

Contents > Common Features > Report designs

@
1]

A
uelele d Lrysidl report aesign

Microsoft Word report designs

IMPoRTANT!

Every time you update a report design in Word, you must reload the report design in ActivityHD.

Add a Word report design
Add a Word report design by dragging and dropping
Add a content control to @ Word design

Add a table with content controls to a Word design

I, InterActiv

62
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Custom Reports using
MS Word

™, InterActiv

63

Agenda

-Notes with Banners

®; InterActiv

64
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Notes with Banners

Vendor - "Barnfield" for Casablanca - Phil Johnston

.
PR
New Read Save Report Previous Next

(&) Requires a PO number (Note: 34)
L Wait! Wait! Check with Susan before dealing with these foks. (Note: 35)

| Vendor for Casablanca

[m}

| Code: [pamfied Descripton: [Molke Bamfeld
Class Controls Invoice Grouping
Employee » [Imscetaneous [Jon Purchase Hold O Location
= [ARequire PO Number  [[]On Payment Hold (O Location, AP Account
Employee (O One Invoice per Payment
Maximum Invoice: l 1l (® Process Default
Identification s
Maximum Payment:
Customer #: x L
Fiing Status: [Individual - DR ACAE vokn Gt
Federal ID: |====ssssnsss Invoice Number
State ID: o
tat
Amount
Other ID: [[] AP Account
. Vendor Lie:
Last Contractor Report: )
[ separate 1099 Form
Vendor Defauts PO  Custom Datalinks Locations Contacts Notes Invoices Payments 10995 Purchases Orders Attachments Other

| Edit

When you want a

more visible
notification

for certain
records...

Add a Note with a
Banner Caption.

I, InterActiv

65
Notes with Banners
',Ii__;,,lﬁ,'-;e_ A v Add a Note with a
Note for Casablanca o Banner Caption
Number: 35| Type: Alert + | [Alert for vendors |
—— P | Banner Caption
vate: \woza Jmm | | [Vercor-Bamted and Banner Type
tpen W are new features
[w on Note records
Caption: |Wawl‘ Wait! Check with Susan before dealing with these folks.
. I, InterActiv
66
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Notes with Banners

| Vendor - "Barnfield” for Casablanca - Phil Johnston = u} X

“ .

B-RA. . AWV

New Read Save Report Previous Next
) Informational - Requires a PO number (Note: 34) Banner TYPe
1> Warning - Wait! Wait! Check with Susan before de: with these foks. te: 35)
B T G b ik e : controlgs the icon
0 e -buncsBe cpl  2 = shown in front of

Vendor for Casablanca

the banner
caption.

Code: [Barnfield | Description: [Molie Bamfield

Notes I ~|+ -Q & ¢ X| @~ 0‘

Fiters: | I ~ |  Lock.:

A Number Note Date Type Description Banner Caption
': 34 4/4/2023 4:26 PM RegPO Informational - Requires a .. Informational - Requires a PO number |
235 4/6/2023 3:11PM Alert Warning - Alert before en... Warning - Wait! Wait! Check with Susan before... |
B3s 4/6/2023 3:44PM Alert Blank banner type example Help - banner type example
237 4/6/2023 3:46 PM Alert Error - banner type example Error - banner type example
< >
Vendor Defauts PO  Custom Datalinks Locaions Contacts Notes Invoices Payments 10995 Purchases Orders Attachments Other q InterActiv
Edit Total: 4 Selected: 1 Order: ANumber COREEREN

Notes with Banners

"l Vendor - "Bamnfield" for Casablanca - Phil Johnston (u] X
e | ™™, m mMm — TN .
(1) Informational - Requires a PO number (Note: 34) Banner Type
4> Warning - Wait! Wait! Check with Susan before dealing with these folks. (Note: 35) co ntr0| S the iCOI'I

0 Help - banner type example (Note: 38)

shown in front of
o Error - banner type example (Note: 37)

the banner

rz - Z PN p .
Notes I/ |+ ~Q & & X| € ~

Fiters: | I - | Loco: | -

A Number Note Date Type Desaription Banner Caption

B34 4/4/2023 4:26 PM RegPO Informational - Requires a .. Informational - Requires a PO number |

2 35 4/6/2023 3:11PM Alert Warning - Alert before en... Warning - Wait! Wait! Check with Susan before... |

_f‘ 3% 4/6/2023 3:94PM Alert Blank banner type example Help - banner type example

237 4/6/2023 3:46 PM Alert Error - banner type example Error - banner type example

< o
Vendor Defaults PO  Custom Datalinks Locations Contacts Notes Invoices Pay 1099s Purchases Orders Other ﬁ InterActiv

Edit Total: 4 Selected: 1 Order: ANumber : CONFEREN
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Vendor - “Bafield" for Casablanca - Phil Johnston o X
) |
LY N i » |
fg- -RB. B . A v
A New Read Save Report Previous Next |
&) Requires a PO number (Note: 34)
> Wait! Wait! Check with Susan before dealing with these foks. (Note: 35)
Vendor £~=C=anllanan
AR Customer - "Birch" for Casablanca - Phil Johnston - o X
| Gode: s
4 Y e ¢
- .- BB . A Vv
Class A Mew  Read Save Repart
Emplovee |5 Credit avalable Mlote: 1)
|Employee | 3
AR Customer fo| [ empioyee - “ATorreys* for Casablanca - Phil Johnston
Identificatic = r =
Code: [T > . N
Customer { frg- B-RO. B..Aviaas | #.
e |"4 New Read Save Report ACA Prencte | Bots
Filng Staty  ~ r +
Primary: |Man 4> Drivers License note has an expired DL mage attached (Note: 294)
Federal I |
Tvoce:  [Man
| t Employee for Casablanca
| statement: [an
Other If Code: [AToreys Full Name: [Arthur T Torreys » | ssu:
|| faeneral Goes By Pronouns:
LastContrac|  Clags: Msc
S Payment Demographics W-2 Sett Phone Numbers.
= | Cusioner > Brth Date: || _"] mm —w e
Vendor Defq Tax Category: Tax ) B it —
Edt | con . Gender: [Ostatutory Employee Mobie:
| e 1 mantal Status: ] Thrd Party Sick Pay Hosse:
R Classifications Fax:
Ethric Orign: »| 05 category: Other:
Locatons Emal
Primary: |Home | Arthur T Torreys Work:
4375 Alder Lane
L5 s Kent. WA 88089 e,

Note Banner Captions

only display on primary
entities of a package:

- Vendors

- Customers
- Assets

- Employees

Clicking the banner will
open that Note

Q InterActiv
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D

InterActiv

CONFERENCE

Advanced
ActivityHD

Phil Johnston & Steve Sikes
support@accountingware.com
https://accountingware.com/help

70
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