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SESSION INFO

A U D I O / V I D E O
If you cannot hear sound or 
see the presentation now, 

adjust or change your settings.

S U R V E Y
At the end of the session, fill 
out a quick survey letting us 

know how we did.

Q U E S T I O N S
Use the “Questions” panel to 
chat with the presenters and 

AccountingWare team.

R E S O U R C E S
The slides and a 

recording will be sent
 via email.



A B O U T  T H E  P R E S E N T E R

Mason Edwards
Implementation Specialist

• 1 year with AccountingWare

• Implementation, Support, and Project 
Management for ActivityHD

• Increasing Efficiency & Solving Problems

• Interests: Video Games, Audiobooks, New 
Technology

• Veteran US Army





Agenda

• Optimizations to Streamline Workflow

• Tips for Using the Commitments Ledger

• Overview of Features In ActivityHD Self-Serve

• Techniques to Troubleshoot Common Problems



Optimizations to 
Streamline Workflow



Optimizations to Streamline Workflow

IT BEGINS 
with the 
SETUP!!!



S E T U P  O P T I M I Z A T I O N

Products

• Align your products with 
your chart of accounts

• Make use of account 
defaults and masks to 
increase accuracy and 
reduce the chance of 
errors

Departments

• Restrict Operators to 
reduce entry errors during 
PO & Invoice creation

• Make your approval 
hierarchy your friend!

• Take advantage of the 
flexibility of Departments 
for your organization

Operators

• Align your Notification 
settings to the type of 
Operator

• Be mindful of email 
overload!



S E T U P  O P T I M I Z A T I O N

Products

• Align your products with your 
chart of accounts

• Make use of account defaults 
and masks to increase 
accuracy and reduce the 
chance of errors



S E T U P  O P T I M I Z A T I O N

Departments

• Restrict Operators to reduce 
entry errors during PO & 
Invoice creation

• Make your approval hierarchy 
your friend!

• Take advantage of the 
flexibility of Departments for 
your organization



S E T U P  O P T I M I Z A T I O N

Operators

• Align your Notification 
settings to the type of 
Operator

• Be mindful of email overload!



EMAIL NOTIFICATIONS SIMPLIFIED
NOTIFICATION 
METHOD

GOOD CHOICE FOR COMPLETED NEEDED
DIS-

APPROVED

Email, All
Users with Purchasing permissions or 
Admin permissions to see notification for 
all orders/invoices and troubleshoot issues.

X X X

Email, Limit by 
Department

Notifying all Department Operators only for 
the department listed on the order/invoice.

O
P

E
R

A
T

O
R

S

X X

Email, Limit to 
Ord/Inv Owned by Me

Notifying only the Operator listed as the 
order/invoice owner.

X

Email, Assigned Level 
or Higher (Limited)

Notifying Dept Operators assigned the 
required approval level or higher at the 
same time.

A
P

P
R

O
V

E
R

S

X

Email, Assigned Level 
Required

Notifying Dept Operators who are required 
approvers on an order/invoice at the same 
time.

X

Email, Assigned Level 
Required and Delayed

Notifying Dept Operators who are required 
approvers on an order/invoice after prior 
level approval is completed.

X



E
X

A
M

P
L

E
 N

O
T

IF
IC

A
T

IO
N

 E
M

A
IL

S



E
X

A
M

P
L

E
 N

O
T

IF
IC

A
T

IO
N

 E
M

A
IL

S



F
A

V
O

R
IT

E
 N

E
W

 F
IN

D
!!

!



FAVORITE 
NEW FIND!!!



Setup Optimization - Consider Automation!

• PO to Invoice bot

• Customized import templates

• Custom load processes 

• Based on an export from your card company

• Automated integration with Concur

• Work with Concur on initial setup

• We can customize automation

• We can discuss different options to meet your needs!



S E T U P  O P T I M I Z A T I O N

Products

• Align your products with 
your chart of accounts

• Make use of account 
defaults and masks to 
increase accuracy and 
reduce the chance of 
errors

Departments

• Restrict Operators to 
reduce entry errors during 
PO & Invoice creation

• Make your approval 
hierarchy your friend!

• Take advantage of the 
flexibility of Departments 
for your organization

Operators

• Align your Notification 
settings to the type of 
Operator

• Be mindful of email 
overload!



Tips for Using the 
Commitments Ledger



W H A T  A R E  C O M M I T M E N T S ?

Commitments let you reserve funds from 

an appropriated budget to honor a 

purchase order for goods or services. 

Commitments are processed as special 

AP commitment invoices which are not 

eligible for payment.



Commitments

• Allows for capturing data on 
expected spending utilizing 
your existing account structure

• Increase your reporting on 
expected spend by including 
these new –C Ledger accounts 
in your Financial Designs

• Entries are Automatically 
created when enabled on your 
Departments and Orders
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Before

After



The Do’s and Don’ts of Commitments

DO
• Merge invoice entries when 

Commitments are being 
used in Financial Reporting

• Add –C Ledger Columns to 
your Financial Designs to 
view the impacts of 
commitments on your 
financials.

DON’T
• Manually adjust 

Commitment invoice 
entries. All changes should 
be made on the Order itself 
and allow the automation



Overview of features in 
ActivityHD Self-Serve



Self-Serve Webpage

• Ties directly into your 
ActivityHD modules to 
provide up to date info.

• Can view employee payroll 
info, departmental 
invoices/orders and 
electronic approvals when 
the user is set up as an 
operator.
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Techniques to 
Troubleshoot Common 
Problems



Normal Approver on Vacation



Limit on Operator Preventing Approval



Cannot Approve Due to a Prior 
Disapproval

• Disapproved in another Dept

• Original Approver needs to 
remove the disapproval 
before the Dept is changed





Next Session

Attributes: Multi-Dimensional 

Accounting

Thursday, August 15
12:30PM (CT)

Lori Bogart

A L L  S E S S I O N S

• Bruce and Grant's Excellent Unboxing Adventure

• Cybersecurity Essentials for Today's Internet 

Connected World

• Do More With Less: Publishing Financial Designs

• Back to Basics

• General Ledger: Controller Workshop

• The Right Tool for the Job: Automation

• Enhancing Purchasing: Boosting Visibility, Efficiency, 

and Commitments

• Attributes: Multi-Dimensional Accounting

• New Graphics Capabilities in ActivityHD

• Learning to Streamline Your Payroll Processes

• Mastering Contract Processing: Streamline, Optimize, 

Manage

• Payroll Problem-Solving: Become a Master of 

Troubleshooting



Remember to complete the survey!

Enhancing Purchasing: Boosting 
Visibility, Efficiency, and Commitments

T H A N K S  F O R  J O I N I N G

Mason Edwards
medwards@accountingware.com

mailto:medwards@
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