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1. Introduction to ODT Education Suite
1.1. Introduction to ODT Education Suite

1.1.1. Introduction to ODT Education Suite Financials
1111, Overview

Education Organizations are non-profit economical sector that serves such an important part as school
education.

Non-profit organizations must to deliver accurate results under constrained budgets. Effectively managing the
numerous transactions across multiple funding sources can be difficult without the right business systems to
consolidate this information.

With Microsoft Dynamics 365 Business Central for Education Suites user gets financial harmony in the day to
day operation process that is integrated with the email, CRM, and network.

Open Door Technology (ODT) Business Central for Education Suite (ES) allows to unify financials and

operations across school divisions, and drive new operational efficiencies to support regulatory compliance and
report, automate key functions, and is easy to learn for new users.

2. General Ledger

2.1. General Ledger Overview

21.1. General Ledger Overview

21.1.1. Overview

General Ledger is the core of the Business Central Education Suite and is where all financial information is
processed and reported.

The Business Central general ledger is extremely flexible and the Education Suite takes advantage of this
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flexibility to meet the needs of educational organizations.

Work in Fund Accounting Role

Ledger

ODT EDSuite Demo Accounts Payable

Purchase lists  Sales lists

ACTIONS

-+ Add Purchase Invoice > See Purchase Inveices  [E Sales Invoices Repc

Insights

Activities
PAYMENTS FINANCIALS

- Chart of Accounts ODT EDSuite Demo General Ledger - Accounts |
- G/L Budgets
- General Journal

hart of Accounts] G/L Budget General Journal  Import ¢

- Import General Journal ACTIONS

- and other related Periodic Activities -+ Add Purchase Invoice > See Purchase Invoices  [E] Sales
Insights
Activities
PAYMENTS FINAI

The Education Suite allows a number of standard cost
centers to be incorporated directly into the account

number fields as segments. ODT EDSuite Demo General Ledger - Accounts |

G/LBudget General Journal Import G

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales

Insights

Activities
PAYMENTS FINAI

Additional cost centers may then be tracked in
additional dimensions.

ODT EDSuite Demo General Ledger Accounts Payable Accoun

Chart of Accounts:  JAll £ Search  + New Manage Process Repc

3 Incomeft

1000000000 : 1-00-000-0000 ‘OPERATING FUND Income
1100000000 1-10-000-0000 REVENUE Income!
1101000000 1-10-100-0000 PROPERTY TAXATION Income
1101001000 1-10-100-1000 TAX LEVY Income
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The standard Business Central setup consists of
twenty digit G/L account numbers and unlimited

additional 20 digit fields called dimensions for tracking ODT EDSuite Demo General Ledger - Accounts Payable ~  Account

cost centers such as facilities, programs, or projects. H P |

1000000000 : 1-00-000-0000 OPERATING FUND Income

1100000000 1-10-000-0000 REVENUE Income

1101000000 1-10-100-0000 PROPERTY TAXATION Income

1101001000 1-10-100-1000 TAX LEVY Income

2.2. Chart of Accounts

2.2.1. Chart of Accounts Overview

2.21.1. Overview

The chart of accounts is the list of accounts to which G/L entries are posted. The Chart of Accounts page can
be used to enter new G/L accounts and view existing accounts and balances.

It is important to take adequate time in designing and setting up the Chart of Accounts and related dimensions
in order to benefit from the full capabilities that the Dimensions functionality offers

Business Central general ledger is extremely flexible and the Education Suite takes advantage of this flexibility
to meet the needs of educational organizations.

The standard Business Central setup consists of an up-to-twenty digit account number and an unlimited
additional, up-to-twenty digit, fields called dimensions for tracking cost centers such as facilities, programs, or
projects

The Education Suite allows a number of standard cost centers or dimensions to be incorporated directly into

the account number field as segments.
Additional cost centers may then be tracked using additional dimensions.

2.21.2. How to Open Chart of Accounts
There are 2 ways to open Chart of Accounts from the Fund Accounting Profile.

Here is the first way:

Click on the link Tell me what you want to do.
Quickly access actions, pages, reports,

Tell me what you want ta do. Quickly access actions, pages, reparts, documentation, and apps and consulting services,

documentation, and apps and consulting services. =

W
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Enter Start entering text "Chart of Accounts".

Click on Chart of Accounts Lists [

«dger Accounts TELL MEWHAT YOU WANT TO DO

‘ chart of accounts

Go to Pages and Tasks

e Invoices  [E salg
= » Chart of Accounts Lists
> Chart of Cash Flow Accounts Lists
> Intercompany Chart of Accounts Administra
FIN{

HASEDI.. Go to Reports and Analysis

Chart of Accounts window opens.

Let's exit it now to see the second way of the opening
Chart of Accounts.

Click on the back button. CHART OF ACCOUNTS

£ Search + New BB Edit List ii] Delete # Edit  [@ View  Proce

No. No. Name
— 1000000000 : 1-0-00-000-000 OPERATING FUND
1100000000 1-1-00-000-000 REVENUE
1101000000 1-1-01-000-000 PROPERTY TAXATION
1101001000 1-1-01-001-000 TAX LEVY

Another option to access Chart of Accounts is as follows:

Ledger

ODT EDSuite Demo

Accounts Payable

Purchase lists  Sales lists

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E Sales Invoices Repc

Insights

Activities~
PAYMENTS FINANCIALS
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Chart of Accounts page opens.

Dynamics 365 Business Ce

ODT EDSuite Demo

-+ Add Purchase Invoice

G/L Budget

Activities

General Ledger Accounts |
General Journal  Import C

> See Purchase Invoices  [E| Sales
FINAI

The Chart of Accounts contains a lot of information that is showing in a columnar format. User can see Account

Number and Name, Account type.

Dynamics 365 Business Central

Histor

port Few

ODT EDSuite Demo General Ledger ayable orts
Chart of Accounts: Al O Search —+New Manage Process Report 8 Open in Excel Actions Navigate Rey
1000000000 : 1-00-000-0000  OPERATING FUND Income Sta... Begin-Total
1100000000 1-10-000-0000  REVENUE Income Sta... Begin-Total
1101000000 1-10-100-0000 PROPERTY TAXATION Income Sta... Begin-Total
1101001000 1-10-100-1000 TAX LEVY Income Sta... Begin-Total
01001001 1-10-100-1001 Rural Levy Income Sta... Posting
1101001002 1-10-100-1002 Urban Levy Income Sta._Posting E
I 1101001004 1-10-100-1004 Supplemental Levy Income Sta... Posting
1101001999 1-10-100-195% TOTAL TAX LEVY Income Sta... End-Total  1101001000.1101001993
1101002000 1-10-100-2000 GRANTS IN LIEU OF TAXES Income Sta... Begin-Total
1-10-100-2005 Federal Government Income Sta... Posting
1-10-100-2006. Provincial Government Income Sta... Posting
1-10-100-2007 Railways Income Sta... Posting
1-10-100-2998 Other Grants in Lieu of Taxes Income Sta... Posting 0
1101002089 1-10-100-299% TOTAL GRANTS IN LIEU OF TAXES Income Sta... End-Total  1101002000.1101002999
1101003000 1-10-100-3000 TREATY LAND ENTITLEMENT Income Sta... Begin-Total 0
1-10-100-3008 Treaty Land Entitiemant Income Sta... Posting o
1161003003 1-10-100-3003 Treaty Land Entitlement - Rura Income Sta... Posting o
1101003999 1-10-100-3999 TOTAL TREATY LAND ENTITLEMENT  Income Sta... End-Total  1101003000.1101003999
1101008000  1-10-100-4000 HOUSE TRAILER FEES Income Sta... Begin-Total
11010 1-10-100-4338 House Trailer Fees Income Sta... Posting
1101004999 1-10-100-4999 TOTAL HOUSE TRAILER FEES Income Sta... End-Total  1101004000.110100499%
1101008000  1-10-100-5000 ADDITIONS TO LEVY Income Sta... Begin-Total
01005010 1-10-100-5010 Penalties Income Sta... Posting
1-10-100-5998 Other Additions to Levy Income Sta... Posting o
1ininazese  1_1n10n_cecs TATAL ARNITIONE TR IEVY Incama s EndTatal  110100Z000 110100K000 n
demoes36520n/BC/Tcompany=ODT EDSuite DX s 0000-0¢00-280) 1681k =0Bb00kmak=31%36DWAAAAITCEAMAAWADAAMAAWADAAMARWADAS 30

oo
Bruninfames18

-1,000,

In addition, it shows Budgeted current amount for each account, Net Change (Commitment, Encumrance,
Actual) and much more.
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Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Accounts Receivable nquir Reports Setup Histor
Chart of Accounts:  All O Search -+ New  Manage Process 08 Open in Excel Actions. Navigate Report Y n|
FUND Income Sta... Begin-Total 0,00 _ - - -
1100000000 1-10-000-0000  REVENUE Income Sta... Begin-Total
1101000000 1-10-100-0000 PROPERTY TAXATION Income Sta... Begin-Total ~ - - -
1101001000 1-10-100-1000 TAX LEVY Income Sta... Begin-Total 0.00
01001001 1-10-100-1001 Rural Levy Income Sta... Posting - - = =
01001002 1-10-100-1002 Urban Levy Income Sta... Posting = = = -
101001004 1-10-100-1004 Supplemental Levy Income Sta... Posting
1101001999 1-10-100-199% TOTAL TAX LEVY Income Sta... End-Total  1101001000.1101001999 ~ ~ ~ _ -0
1101002000 1-10-100-2000 GRANTS IN LIEU OF TAXES Income Sta... Begin-Total - - - -
1-10-100-2005 Federal Government Income Sta... Posting
1-10-100-2006. Provincial Government Income Sta... Posting - - - -
1101002007 1-10-100-2007 Railways Income Sta... Posting 0.00 _ _ - -
101002998 1-10-100-2958 Other Grants in Lieu of Taxes Income Sta... Posting
1101002089 1-10-100-299% TOTAL GRANTS IN LIEU OF TAXES Income Sta... End-Total  1101002000.1101002999 ~ - - -
1101003000 1-10-100-3000 TREATY LAND ENTITLEMENT Income Sta... Begin-Total 0.00 ~ - - -
101003008 1-10-100-3008 Treaty Land Entitiement Income Sta... Posting
61003009 1-10-100-3009 Treaty Land Entitlement - Rura Income Sta... Posting - - - -
1101003989 1-10-100-399% TOTAL TREATY LAND ENTITLEMENT  Income Sta.. End-Total  1101003000.110100399% 0.00 ~ - - -
1101004000  1-10-100-4000 HOUSE TRAILER FEES Income Sta... Bagin-Total
1161004358 1-10-100-4338 House Trailer Fees Income Sta... Posting - - - -
1101004989 1-10-100-498% TOTAL HOUSE TRAILER FEES Income Sta.. End-Total  1101004000.1101004999 0.00
1101005000  1-10-100-5000 ADDITIONS TO LEVY Income Sta... Begin-Total
1101005010 1-10-100-5010 Penalties Income Sta... Posting = —. - =
1-10-100-5998 Other Additions to Levy Income Sta... Posting

11n1nncaca

demoes36520na/BC/ Tcompany =

1101008NAN 1111NNKA60
AAAAJTCEAMAAWADAAMAAWADAAMA v

TATAL ARDITIONE TA 1 EUV Inrama S
15¢1£24-619¢-0000-0<00- 36002428 168:dc=08

G/L account is used to record all the financial transactions in Business Central. An account is a unique record
for each type of asset, liability, revenue, and expense.

Now, let's take a look at a G/L Account Card to see what kind of information is stored in Business Central
Education Suite.

2.2.2. How to Create a GL Account
2.2.21. How to Create a GL Account

2.2.2.2. Overview

G/L Account is used to record all the financial transactions in Business Central and is a unique record for each
type of asset, liability, revenue, and expense.

Now, let's take a look at a G/L Account Card to see what kind of information is stored in Business Central
Education Suite.

G/L Accounts are always referred to by their Number which is a code that identifies them.

Education Suite G/L Account is segmented to match the dimensions included in the account field.
field.

ODT Education Suite Help 9/29/2020 8/217
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Dynamics 365 Business Central

& G/LACCOUNTCARD € G/LACCOUNT 1101002006

1101002006 -JProvincial Gover Defauit Dimensions O Search

Process  Account  Balance Actions  Report

General

1-10-100-2006

Provincial Gove

Income Statem

Both

Pasting

Posting

Consolidation >

Reporting

Cost Accounting

Delete @A Open in Exce

1101002006 | =>

t New B Edit List
01 FUND 1
02 CATEGORY 1
03 FUNCTION o1
04 OBJECT 002

05 SUBOBJECT

06 BUDGET

07 PROGRAM

SAVED

Code Mandatory

./ SAVED

Notes +

Education Suite G/L Account Card consist of the 5 Tabs that store main information:

1) General Tab: This is used for information about the G/L account, such as the number, name, and account
type (balance sheet or income account).

Dynamics 365 Business Central

& G/LACCOUNTCARD

1101002006 - Provincial Government

Process  Account  Balance Actions  Report  Fewer options

SAVED

Notes +

| General I

1101002006
1-10-100-2006
Provincial Government

Income Statement

Debit/Credit Both
Posting >

Consolidation >

2020-09-14

Awerage Rate (Manual)

Reporting

No Adjustment

Cost Accounting »

2) Posting tab: This is used for information about the general posting group and tax posting group
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Dynamics 365 Business Central
& G/LACCOUNTCARD (&Z) + w ~ SAVED (=g

1101002006 - Provincial Government

000 Notes +

General » 1101002006 | Provincial Gaves

|Pusling !

° Consolidation >

Reporting No Adjustment

Cost Accounting

3) Consolidation tab: This is used for information about the consolidation debit or credit account and the
translation method.

Dynamics 365 Business Central

& G/LACCOUNTCARD 2+ w SAVED [

1101002006 - Provincial Government

o000 Notes +

General » 1101002006 | Provincial Government

Posting >

Consolidation

sol, Translation Method Average Rate (Manual)

Reporting >

Cost Accounting >

4) Reporting Tab: This is used for information about the exchange rate adjustment policy.
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Dynamics 365 Business Central

& G/LACCOUNTCARD (2) + m

1101002006 - Provincial Government

Process A Balance | Ac tions  Rep

General » 1101002006 | Provincial Government | Income Statement | 000 Notes +
Posting >

Consolidation > Average Rate (Manual

Exchange Rate Adjustment
° Cost Accounting >

No Adjustment

5) Cost Accounting tab: This is used to show with which cost account G/L is linked.

Dynamics 365 Business Central

& G/LACCOUNTCARD 7))  + ® o ¥

1101002006 - Provincial Government

Process A Balance | Ac tions  Rep
General » 1101002006 | Provincial Goverment | Income Statement | 0,00 Notes +
Posting »

Consolidation > Aversge Rate (Manua

Reporting >

| Cost Accounting !

2.2.2.3. G/L Account Creation Process
Let's review the process of creating a new G/L Account for Education Organization.
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namics 365 Business Central

ODT EDSuite Demo

Chart of Accounts:

1000000000

1100000000

1101000000

1101001000

G/L Account Card Opens. Now fill in the information in each Tab

Number field is mandatory

Click on the field Number.

yunt Card

unt Balance

Al pol

1-0-00-000-000
1-1-00-000-000
1-1-01-000-000

1-1-01-001-000

Actions Report

General Ledger

Search | -+ New
=l

Name
OPERATING FUND
REVENUE
PROPERTY TAXATION

TAX LEVY

Fewer options

Manage

Treate a new entry.

Accounts Payable

Accounts Re

Process Report

ncome/Ba...

Income 5ta.,

Income Sta.,

Income Sta.,

Income Sta.,

A

Balance Sheet

New Page
Search Name
Category Cod
Balance

Reconciliatior|

Enter Account Number. Press the Enter key.

»unt Card

unt Balance

Actions Report

Fewer options

A

Balance Sheet

MNew Page
Search Name
Category Coc
Balance

Reconciliatior|

Enter Account Name. Press the Enter key.

Search name field is populated automatically.

>unt Card

unt Balance

Actions Report

Fewer options

A

Balance Sheet

MNew Page
Search Name
Category Cog
Balance

Reconciliatior|
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Click on the field Income/Balance

1221170361
1-2-21-170-361

| Special Events

I| Balance Sheet

MNew Page
Search Name
Category Cog

Balance

Balance Shest .
wl liatior

jory Automatic Bxi
~ Direct Posting
| Both | Blocked
Select if this is a Balance Sheet or Income Statement
account. 1221170361 New Page
1-2-21-170-361 Search Name
Special Events Category Cod
Balance Sheat bod Balance
Income Statement
’ Balance Sheet Reconciliatior,
jory Automatic Bxi
w Direct Posting
Both ~ Blocked
Pnctina ! Last Date Moy
Click on the field Account Category _
1221170361 MNew Page
1-2-21-170-361 Search Name
;VS;:eciaI Events Category Coc
Income Statement v Balance
v I| v|| Reconciliatior|
gory . 1 Automatic Ex

Both

| Posting

v

Direct Posting
Blocked

Last Date Mo

Select an Account Category. An Account Category is not mandatory, however it is recommended. The Account
Category filter will be useful when generating various financial reports.

Click on the item Expense in the list

jory

1221170361
1-2-21-170-361
Special Events

Income Statement

Assets
Liabilities
Equity
Income

Cost of Goods Sold
Expense

'osting

New Page
Search Name
Category Cod
Balance
Reconciliation
Automatic Bxi
Direct Posting
Blocked

Last Date Moy

Omit Default
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Click on the field Account Type

Open Door Technology Inc. kristina
September 29,
2020
ODT Education Suite Help 14/217
| Income Statement 4 Balance
Expense v Reconciliatior
3ory Automatic Bxi
= Direct Posting
| Both v| Blocked
|| Posting v|| Last Date Mo
Omit Default
ol SAT Account |

As you can see, you have the possibility to choose if it is a debit or credit account, then you can select the
account type. It is important to know that with the account type, you can structure your Chart of Accounts.

Click on the item Posting in the list Expense ¥|  Recondliation
Jory Automatic Exi
~ Direct Posting
Both ~ Blocked
Heading Omit Default
Total :
BZ;in-Tcta\ SAT Account (
End-Total
Click on the field Category Code. G/L Account
Categories are used to restrict access to general
ledger detail by Education Suite users. Categories can Shiowless Notes
be unique by organization. Each account is then e
assigned only one category. Restricting a user to :
certain categories limits their access in both Business D
Central and through the Web Portals [ 4|
0.00
ount ':_.:;'
xt ':.::'
o]
Select proper Category Code for the Account. g —
Search Name SPECIAL EVENTS
Category Code v
Balance
Code T Description
Reconciliation Account
PROFDEV Professional Devell
Raitomaticidide:s I SBF ISchnoI Based Fung
Direct Posting SRC School Based Fund
Blocked TEXTS Textbooks
TOTALS Grand Total - Oper
Last Date Modified
st Date Modifie 4Ny
Omit Default Descr. in Jnl, lL\'
ODT Education Suite Help 9/29/2020 14/217
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Click on the button Yes on the conformation message. v|

Reconciliation Account

il Automatic Ext. Text
_al

o AT RO CGEE

o Are you sure you want to change Category Code?

Direct Posting field need to be enabled to let direct

posting into the Account

Searcn ivame
Category Code

v Balance

v Reconciliation Account

Automatic Ext. Text

” Direct Posting
~ Blocked
| Last Date Modified

Omit Default Descr. in Jnl.

0 SAT Account Code

Enter proper Posting setups if needed into Posting Tab

As an example, let's select Tax Group Code.

Click on the field Tax Group Code

cr. in Jnl.

SPCUIAL EVENID

Look up value

r G/L Acc. No M
Combinations ®
‘emplate w
Enter Tax Group Code. i T
Il -1

r G/L Acc. No

Code T Description
Sambndtions = B GST 100% Books
‘emplate GF GST Only 100%

GR GST 68% Rebate
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Select proper Tax Group Code from the drop-down list.
Tax Group Code T R
Default IC Partner G/L Acc. No
Code Description
Check Valid Dim. Combinations S e ST 685 Rebate
Default Deferral Template GST;’PST 68% Rebate
+ New

| Average Rate (Manual)

Fill in other fields if needed. Otherwise G/L Account is created

Dynamics 365 Business Central
G/L ACCOUNT CARD

1221170361 - Special Events

When complete, click on the back button to return to
the G/L Account List.

Process Account Balance Actions Report Fewer options

General

No.

No.

Name

1221170361

1-22-117-0361

Special Events

2.2.3. How to Navigate on Chart of Accounts

2.2.31. Overview
The Chart of Accounts shows all general ledger accounts. From the Chart of Accounts, you can do things like:

- View reports that show general ledger entries and balances.

- Close your income statement.

- Open the G/L account card to add or change settings.

- See a list of dimensions of the G/L accounts.

- View separate debit and credit balances for a single account and much more.

In Business Central Education Suite you can navigate on Chart of Accounts by using buttons on the Action
Pane from the Chart of Accounts page.
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Dynamics 365 Business Central

ODT EDSuite Demo

General Ledger

History

Chart of Accounts: Al O search + MNew  Manage Process Report B8 Open in Excel Actions Mavigate Report Y (R
A aanc
1000000000 : 1-00-000-0000  OPERATING FUND Income Sta... Begin-Total - - - - - -
1100000000 1-10-000-0000  REVENUE Income Sta... Begin-Total - - - - - -
1101000000 1-10-100-0000 PROPERTY TAXATION Income Sta... Begin-Totsl 0,00 - _ - - - -
1101001000 1-10-100-1000 TAX LEVY Income Sta... Begin-Total 0.00
101001001 1-10-100-1001 Rural Levy Income Sta... Posting - - = =
1101001002 1-10-100-1002 Urban Levy Income Sta... Posting 9999 - - - - - -
1-10-100-1004 Supplemental Levy Income Sta... Posting
1101001999 1-10-100-199% TOTAL TAX LEVY Income Sta... End-Total  1101001000.1101001999 - - = =
1101002000 1-10-100-2000 GRANTS IN LIEU OF TAXES Income Sta... Begin-Total - - - - - -
1-10-100-2005 Federal Government Income Sta... Posting
1-10-100-2006. Provincial Government Income Sta... Posting - - - - - -
1-10-100-2007 Railways Income Sta... Posting - _ - - - -
1-10-100-2958 Other Grants in Lieu of Taxes Income Sta... Posting 0.0
1101002089 1-10-100-299% TOTAL GRANTS IN LIEU OF TAXES Income Sta... End-Total  1101002000.1101002999 ~ - - - - -
1101003000 1-10-100-3000 TREATY LAND ENTITLEMENT Income Sta... Begin-Total 0.00 ~ - _ - - -
1-10-100-3008 Treaty Land Entitlement Income Sta... Posting
1-10-100-3009 Treaty Land Entitlement - Rura Income Sta... Posting - - - - - -
1101003989 1-10-100-399% TOTAL TREATY LAND ENTITLEMENT  Income Sta.. End-Total  1101003000.110100399% 0.00 ~ - - - - -
1101004000  1-10-100-4000 HOUSE TRAILER FEES Income Sta... Bagin-Total 0.00
1161004358 1-10-100-4338 House Trailer Fees Income Sta... Posting o _ _ 07.60 07.6 _ _
1101004989 1-10-100-498% TOTAL HOUSE TRAILER FEES Income Sta.. End-Total  1101004000.1101004999 0.00 - - 307.60 - -
1101005000  1-10-100-5000 ADDITIONS TO LEVY Income Sta... Begin-Total 0.00 ~ - - - - -
01005010 1-10-100-5010 Penalties Income Sta... Posting 0.00 = = - - - =
1-10-100-5998 Other Additions to Levy Income Sta... Posting 0.00
11ninnzese 1 insnn_cecs TATAL ARRITIONE TR EVY Incama.ia 1101602000 110100%00a nan _ N _
6520na/BC/Tcompany=0DT EDSuite Demok 5F1f24-124-0000-0 230111028 27.Completed IS %270%27 nframe=1#

2.2.3.2.

Fund Accounting Profile

Click on the navigation menu item popup General

Ledger

How to Navigate on Chart of Accounts

65 Business Central

General Ledger Accounts Payable

ODT EDSuite Demo

Purchase lists  Sales lists

ACTIONS

~+ Add Purchase Invoice > See Purchase Invoices [ Sales Invoices Repc

Insights

Activities
PAYMENTS FINANCIALS

Click on the navigation menu item Chart of Accounts

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts |
G/L Budget  General Journal  Import C

ACTIONS

-+ Add Purchase Invoice > See Purchase Invoices [ Sales

Insights

Activities -

PAYMENTS FINAI

To quickly access any G/L Account on a list use a Search button.
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Click on Search button.

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger ccounts Payable Account
Chart of Accounts:  All O search | + New Manage Process Repe
No. No. me ncome

1000000000 :  1-00-000-0000 ‘OPERATING FUND Income
1100000000 1-10-000-0000 REVENUE Income
1101000000 1-10-100-0000 PROPERTY TAXATION Income
1101001000 1-10-100-1000 TAX LEVY Income

Enter number or name of the Account you are

looking for.

ODT EDSuite

Chart of Accounts:

Dynamics 365 Business Central

Demo

General Ledger

All ie

Search

Accounts Payable

+ New

Account

Manage

1000000000 1-00-000-0000 ‘OPERATING FUND Income
1100000000 1-10-000-0000 REVENUE Income!
1101000000 1-10-100-0000 PROPERTY TAXATION Income!
1101001000 1-10-100-1000 TAX LEVY Income

Click Enter and system displays only Accounts wich includes search criteria.

Click on the Close button to return back to original
Chart of Accounts page view.

b5 Business Central

)Suite Demo General Ledger Accounts Receivable

- New  Manage -

Accounts Payable

wccounts: Al P aca Process Ry

No. Name Income/Ba...

312 ¢ 1-21-213-0312 Academic Supplies Income Sta... Posting
253 1-21-214-0253 Purchase of Academic Furniture Income Sta... Posting
312 1-21-613-0312 Academic Supplies Income Sta... Posting
253 1-21-614-0253 Academic Equipment Income Sta... Posting

You can manage Chart of Accounts list by using a Manage button.

Click on the link Manage

b5 Business Central

)Suite Demo

General Ledger Accounts Payable

Accounts Receivable

wcecounts:  All O Search  + New Manage Process Report ﬂﬂ Ope
000 1-00-000-0000 OPERATING FUND Income Sta... Begin-Tot
000 1-10-000-0000 REVENUE Income Sta... Begin-Tol
Q00 1-10-100-0000 PROPERTY TAXATION Income Sta... Begin-Tot
000 1-10-100-1000 TAX LEVY Income Sta... Begin-Tol
Click Edit List to open page in an editable mode.
ODT Education Suite Help 9/29/2020 18/217



L

Open Door Technology Inc.

kristina

September 29,
2020

opena

ODT Education Suite Help

19/217

Click on the navigation menu item Edit List

Make any changes to the Chart of Accounts if needed.

Click on the back button

b5 Business Central

)Suite Demo General Ledger Accounts Payable Accounts Receivable

wcecounts:  All O Search  + New Manage Process Report ﬂﬂ Ope
% Edit List
|| Delete
No. Name come/Ba..
000 1-00-000-0000 OPERATING FUND Income Sta... Begin-Tot
000 1-10-000-0000 REVENUE Income Sta... Begin-Tot
Q00 1-10-100-0000 PROPERTY TAXATION Income Sta... Begin-Tot
000 1-10-100-1000 TAX LEVY Income Sta... Begin-Tol

Dynamics 365 Business Central
CHART OF ACCOUNTS

L search -+ New B Edit List il Delete # Edit  [& View  Proce

No. Name

1-21-213-0312 Academic Supplies

1212130314

1-21-213-0314 Technical Aids (Special Educat

1212130999 1-21-213-0999 TOTAL INSTRUCTIONAL AIDS
1212135000 1-21-213-5000 SUPPLIES & SERVICES
1212135200 1-21-213-5200 Admin Supplies & Services

Click on the link Manage

b5 Business Central

)Suite Demo General Ledger Accounts Payable Accounts Receivable

wccounts:  All A Search  + New Manage Process Report [} Ope|
Name Income/Ba..

200 1-10-809-3000 TANNGIBLE CAPITAL ASSETS Income 5ta... Posting

)52 1-10-809-3052 Gain on Disposal of TCA Income Sta... Posting

55 1-10-809-3055 Int. & Div on Capital Invest. Income Sta... Posting

999 1-10-899-9999 TOTAL EXTERNAL SERVICES Income Sta... End-Total

Click on the navigation menu item Delete

b5 Business Central

)Suite Demo General Ledger Accounts Payable Accounts Receivable

wccounts:  All £ Search  + New Manage Process Report [t} Ope|
B Edit List
- Mo |8 Delete -
00 1-10-809-3000 TANNGIBLE CAPITAL ASSETS Income Sta... Posting
)52 1-10-809-3052 Gain on Disposal of TCA Income Sta... Posting
)55 1-10-809-3055 Int. & Div on Capital Invest. Income Sta... Posting
299 1-10-899-9999 TOTAL EXTERNAL SERVICES Income Sta... End-Total
ODT Education Suite Help 9/29/2020 19/217
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Click on the button No to the warning message, unless = & =
you want to proceed and delete G/L Account. bt = = -
non 5 A
o ahead and delete? - gl
| Yes = =
LSAFIES — — o
0.00 N _ 1
10100000..1210100999 0.00 = _ i
.00 N . |

Te’ General Ledger Accounts Payable Accounts Receivable Inquiry

£ Search  + New Manage Process Report [x:] Open in Excel
Name Income/Ba.. Totalling

Create new General Journal, Intend Chart of Accounts or even Close Income Statements from this menu.

Click on the navigation menu item Indent Chart of
Accounts

To] General Ledger Accounts Payable Accounts Receivable Inquiry
£ Search  + New Manage Process Report ] Open in Excel
3= Indent Chart of Accounts
T SEE TS icgin-Total end the
R [3 Generarroormar -
Mame otalling
v C
-809-3000  TANNGIBLE CAPITAL ASSETS B Clese Income Statement
-809-3052  Gain on Disposal of TCA (3 Bxport Electr. Accounting g
-809-3055 Int. & Div on Capital Invest. BTG Register g
-899-9999 TOTAL EXTERNAL SERVICES Income Sta... End-Total 11080000/

Click on the button No to the warning message, unless
you want to proceed and intend Chart of Accounts.

his function updates the indentation of all the G/L accounts in
'e chart of accounts. All accounts between a Begin-Total and the
ratching End-Total are indented one level. The Totalling for each
nd-total is also updated.

o0 you want to indent the chart of accounts?

10100000..1210100999 0.00
0.00

0.00
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20/217




L

Open Door Technology Inc. kristina

o 2020

Open September 29,
-

ODT Education Suite Help 21/217

General Ledger Accounts Payable Accounts Receivable Inquiry

}'::‘ Search —+ New Manage Process Report ﬂﬂ Open in Excel

Name Income/Ba... Totalling
-809-3000 TANNGIBLE CAPITAL ASSETS Income Sta... Posting
-809-3052 Gain on Disposal of TCA Income Sta... Posting
-809-3055 Int. & Div on Capital Invest. Income Sta... Posting
-899-9999 TOTAL EXTERNAL SERVICES Income Sta... End-Total 110800000
Click on the navigation menu item General Journal
General Ledger Accounts Payable Accounts Receivable Inquiry
£ Search  + New Manage ~~ Process Report x| Open in Excel
3= Indent Chart of Accounts
R 3 General Journal _
Name otalling
-809-3000  TANNGIBLE CAPITAL ASSETS B Closs Income Statement
-809-3052  Gain on Disposal of TCA (3 Bxport Electr. Accounting g
-809-3055 Int. & Div on Capital Invest. 5; G/L Register g
-899-9999 TOTAL EXTERNAL SERVICES Income Sta... End-Total 110800000

System opens General Journal page automatically.

Click on the back button to return back to the Chart of
Accounts page.
GENERAL JOURNALS

Batch Name DEFAULT

Manage Process Page Post/Print Line Account More option:

-7 Invoice OP00003 Bank Account
Statement, quickly access G/L Register and export
Electronic ACCOUnting. General Ledger Accounts Payable Accounts Receivable Inquiry
£ Search  + New Manage Process Report x| Open in Excel
Name Income/Ba.. Totalling
-809-3000 TANNGIBLE CAPITAL ASSETS Income Sta... Pesting
-809-3052 Gain on Disposal of TCA Income Sta... Peosting
-809-3055 Int. & Div on Capital Invest, Income Sta... Posting
-899-9999 TOTAL EXTERNAL SERVICES Income Sta... End-Total 11080000
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Click on the navigation menu item popup Report

neral Ledger Accounts Payable Accounts Receivable Inquiry Reports

Search  —+ New Manage Process Report ﬂﬂ Open in Excel Actions ~

3= Indent Chart of Accounts

[4 General Journal s
Name Totalling
TANNGIBLE CAPITAL ASSETS B Close Income Siatement
Gain on Disposal of TCA [ Export Electr. Accounting ig
Int. & Div on Capital Invest. e Register ig
TOTAL EXTERNAL SERVICES Income Sta... End-Total 1108000000..110899999

Run reports and open G/L Registers by the using Report button.

Click on the navigation menu item Open in Excel

r Accounts Payable Accounts Receivable Inquiry Reports Setup
New Manage - Process Report ﬂﬂ Open in Excel Actions Navigate
& e Register
o & Trial Balance Detail/Summary e
"APITAL ASSETS iy [ Trial Balance
osal of TCA In & Consol. Trial Balance

Capital Invest. Income Sta... Posting

TERNAL SERVICES Income Sta... End-Total 1108000000..1108993999

System generates Chart of Account in Excel file
format.

Show all

Click on the navigation menu item popup Actions

ale Accounts Receivable Inquiry Reports Setup History

Process Report

B Open in Excel Actions - Mavigate Report Fewer

Totalling Budgeted Amount

Income Sta... Pesting 0.00
Income Sta... Pesting 0.00
Income Sta... Posting 0.00
Income Sta... End-Total 1108000000..110899999% 0.00
ODT Education Suite Help 9/29/2020 22/217
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Activities
ole Accounts Receivable Inquiry Reports Setup History
Process Report ﬂﬂ Open in Excel Actions Navigate Report Fewer |
Periodic Activities >

Income/Ba.. Totalling Budgsted Amount
Income Sta... Posting 0.00
Income Sta... Posting 0.00
Income Sta... Posting 0.00
Income Sta... End-Total 1108000000..1108999999 0.00
without Incoming Document
Reports Setup History =
tions Navigate Report Fewer options
riodic Activities ol Export Electr. Accounting
|—D Posted Documeiwts without Incoming Document
Budgete; R PR SO SO0 AT sl
g ; ol L
0.00 - - .
0.00 _ - =
0.00 = _ =
108999999 0.00

Page with the list of all posted documents without Incoming Documents opens.

Accounts Page.
POSTED DOCUMENTS WITHOUT INCOMING DOCUMENT

/":3‘ Search  New Incoming Document ﬂﬂ Open in Excel More optiol
Filters
Date Filter 20-09-01..20-09-22

Document No. Filter

Click on the navigation menu item popup Navigate

ounts Receivable Inguiry Reports Setup History =

Report [x:] Open in Excel Actions Navigate Report Fewer options
ome/Ba.. ype Totalling (Enc
:ome 5ta.. Begin-Total 0.00 =

:ome Sta... Begin-Total 0.00 _

some Sta... Begin-Total 0.00 _

some Sta... Begin-Total 0.00 5

Navigate functionality is letting you access Ledger Entries, Dimension information of the Account and run some
important reports.
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Click on the navigation menu item Ledger Entries

Ledger Entries list for the G/L Account opens.

Click on the back button to return to the Chart of
Accounts page.

vable Inquiry Reports Setup History =
EE Open in Excel Actions - MNavigate Report Fewer options
Account > 51! Ledger Entries
5
[ v ey ransactions that have beg
=5 Balance > B Commem

Totalling

Export GIF to Excel & Dimensions

iegin-Total =
legin-Total Transfer G/L Entry Data Extended Text _
iegin-Total ?L—..z Receivables-Payables _
iegin-Total % Where-Used List =

Dynamics 365 Business Central
1101001001 RURAL LEVY
et |

General Ledger Entries S Search B Edit List Process Entry ﬂﬂ o
Posting Date Dimension Set
4 Document No. D
- 2018-09-15 : Invoice CP00001 2018-09-15 165
2018-09-15 Invoice OP0O0001 2018-09-15 165
2018-09-01 Invoice 0OP00002 2018-09-01 167

Click on the navigation menu item popup Navigate

ounts Receivable Inquiry Reports Setup History =

Report 2] Open in Excel Actions ~ Navigate Report Fewer options
ome/Ba.. Totalling dgeted Amoun En
some Sta... Begin-Total 0.00 =

some Sta... Begin-Total 0.00 _

come Sta.. Begin-Total 0.00 _

come Sta... Begin-Total 0.00 o

Access single and multiple Dimensions of the Account, as well as Dimension combinations.

Click on the navigation menu item Dimensions-Single

Single Dimensions list of the Rural Levy account opens.

‘eports Setup History =

ons MNavigate - Report Fewer options

count E!? Ledger Entries

lance » &) Comments Net Change Net Czlwangle

) et (
t GIF to Excel & Dimensions & Dimensions-Single
er G/L Entry Data Extended Text '?.;) Dimensions-Multiple |
$ Receivables-Payables Dimensions-Valid Combinations
:" Where-Used List Y Set Dimension Filter... =
1.029.387.95 -1,000.000.00 -1.000.(
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Click on the back button to return to the Chart of
Accounts page.

Emo

All

-00-000-0000

-10-000-0000

-10-100-0000

-10-100-1000

General Ledger Account!
O Search + New Manage
Name

OPERATING FUND

REVENUE

PROPERTY TAXATION

TAX LEVY

1

G/L ACCOUNT 1101001001

Default Dimensions 2 Search —+

02 CATEGORY

03 FUNCTION

04 OBJECT

05 SUBOBJECT

06 BUDGET MANAGER

Click on the navigation menu item popup Navigate

ounts Receivable Inguiry Reports
Report x| Open in Excel Actions
ome/Ba.. Totalling

some Sta... Begin-Total

some Sta... Begin-Total

some Sta... Begin-Total

some Sta.. Begin-Total

Setup History =

Navigate

Report

Fewer options

Click on the navigation menu item G/L Account
Balance

G/L Account Balance report opens.

Click on the back button to return to the Chart of
Accounts page.

vable

[x:] Open in Excel

iegin-Total
egin-Total
iegin-Total

iegin-Total

Inquiry

Actions Navigate
Account

== Balance >

Totalling

Export GIFl to Excel

Transfer G/L Entry Data

Reports Setup

)—‘IStDr’" —

Report Fewer options

== G/L Account Balance Net Change

credit balances

E'j G/L ‘tsa\ance
{:} G/L Balance by Dimension

. G/L Account Balance/Budget

G/L Balance/Budget =

&mo General Ledger Account: G/L ACCOUNT BALANCE
All O Search -+ New Manage 'I ’IOW OO'I OOW R J
’ Ure
Navigate
o Name
-00-000-0000  OPERATING FUND Options
-10-000-0000 REVENUE
Closing Entries Include
-10-100-0000 PROPERTY TAXATION -
Debit & Credit Totals ‘:.__:'
-10-100-1000 TAX LEVY
ODT Education Suite Help 9/29/2020 25/217
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ble Inquiry Reports Setup History =

3 Open in Excel Actions Navigate Report Fewer options
- Totalling Budgeted Amount

in-Total 0.00 7

in-Total 0.00 _

in-Total 0.00 _

in-Total 0.00

Access from here numerous Financial and Educational specific reports.

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Accounts Receivable Reports Setup Histo
Chart of Accounts:  All O Search + New  Manage Process 08 Open in Excel Actions. Navigate Report Y n|
B Chart of Accounts
FUND Income Sta
1100000000 1-10-000-0000  REVENUE Income Sta... Be
1101000000 1-10-100-0000 PROPERTY TAXATION Income Sta... Begin-Total , - - -
1101001000 1-10-100-1000 TAX LEVY Income Sta... Begin-Total
1101001001 §  1-10-100-1001 Rural Levy Income Sta... Posting _ 100000000  -1,000.000.00 _ _ -0
010010 1-10-100-1002 Urban Levy Income Sta... Posting = = = -
1004 1-10-100-1004 Supplemental Levy Income Sta... Posting
1101001999 1-10-100-199% TOTAL TAX LEVY Income Sta... End-Total - - = =
1101002000 1-10-100-2000 GRANTS IN LIEU OF TAXES Income Sta... Begin-Total feseu - - - -
1-10-100-2005 Federal Government Income Sta... Posting
1-10-100-2006. Provinci Income Sta... Posting - - - -
1-10-100-2007 Railways Income Sta... Posting - _ - -
01002998 1-10-100-2958 Other Grants in Lieu of Taxes Income Sta... Posting &l Trial Balance, Spread G. Dim
1101002089 1-10-100-299% TOTAL GRANTS IN LIEU OF TAXES Income Sta... End-Total 1101002000 [§ account Schedule Layout ~ ~ ~ ~ N ,
1101003000 1-10-100-3000 TREATY LAND ENTITLEMENT Income Sta... Begin-Total ~ ~ - -
01003008 1-10-100-3008 Treaty Land Entitiement Income Sta... Posting
01003009 1-10-100-3009 Treaty Land Entitlement - Rura Income Sta... Posting _ _ _ -
1101003989 1-10-100-399% TOTAL TREATY LAND ENTITLEMENT  Income Sta.. End-Total  1101003000.110100399% 000 ~ - - -
1101004000  1-10-100-4000 HOUSE TRAILER FEES Income Sta... Bagin-Total
01004958 1-10-100-4338 House Trailer Fees Income Sta... Posting _ _ _ _
1101004989 1-10-100-499% TOTAL HOUSE TRAILER FEES Income Sta.. End-Total  1101004000.1101004999 000 30760
1101005000  1-10-100-5000 ADDITIONS TO LEVY Income Sta... Begin-Total
1101005010 1-10-100-5010 Penalties Income Sta... Posting = —. - =
1-10-100-5998 Other Additions to Levy Income Sta... Posting
1101008999 1-10-100-599% TOTAL ADDITIONS TO LEVY Income Sta... End-Total 1101005000.1101005999

It was basic review on how to navigate on Chart of Accounts in Business Central Education Suite.

2.24. How to Set Filters on the Chart of Accounts

2.2.41. Overview

In Business Central Education Suite there are a few things that you can do that will help you scan, find, and
limit records on a list. These include sorting and filtering. You can apply some or all of these simultaneously to
quickly find or analyse your data.

224.2. How to use Filtering on Chart of Accounts

Filtering provides a more advanced and versatile way of controlling which records display on a list or report.
Filtering enables you to display records for specific accounts or customers, dates, amounts, and other
information by specifying filter criteria. Only records that match the criteria are displayed on the list or included
in the report, batch job etc.

On Chart of Accounts lists, you set filters by using the filter pane. To display the filter pane for a list, choose the
drop-down arrow next to the name of the page, and then choose the Show filter pane action. Alternatively,

ODT Education Suite Help 9/29/2020 26/217



L

Open Door Technology Inc.

kristina

ECHNGLDGY

openc

September 29,
2020

ODT Education Suite Help

271217

press Shift+F3

Click on the column header No.

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Account
Chart of Accounts:  Custom filtered O Search  + New Manage Proces
Na. v No. Name Income
1000000000 1-0-00-000-000 OPERATING FUND Income!
1100000000 1-1-00-000-000 REVENUE Income!
1101000000 1-1-01-000-000 PROPERTY TAXATION Income!
1101001000 1-1-01-001-000 TAX LEVY Income!
Click on the menu item Filter... .
ODT EDSuite Demo General Ledger Accounts Payable Account

Chart of Accounts:  Custom filtered

No. v No.

Y Filter... -000-000

Y Filter to This Value 10-000-000
11-000-000
11-001-000

@ What's this?

FIUTOUTOUT 1=1=01-001-001

O search  + New Manage - Proces

Name
OPERATING FUND Income
REVENUE Income
PROPERTY TAXATION Income
TAX LEVY Income

Rural Levy Income!

Click on the button Hide the filter pane without

clearing any filters.

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Account
Chart of Accounts:  Custom filtered £ Search  + New Manage Proces
Views

=All =3 Na. No. Name

. . 1000000000 1-0-00-D00-000 OPERATI
Filter list by:

« No. 1100000000 1-1-00-000-000 REVENL
|| v ‘ 1101000000  1-1-01-000-000 PROPI

1101001000 1-1-01-001-000 TAX

Filter...

Click on the column header Number.

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Account
Chart of Accounts:  Custom filtered £ Search  —+ New Manage Proce:
No. ~ No. Name Incomeft
1000000000 1-0-00-000-000 OPERATING FUND Income!
1100000000 1-1-00-000-000 REVENUE Income!
1101000000 1-1-01-000-000 PROPERTY TAXATION Income!
1101001000 1-1-01-001-000 TAX LEVY Income
ODT Education Suite Help 9/29/2020 271217
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Click on the menu item Filter to This Value

Chart of Accounts:  Custom filtered O Search  + New Manage Proces

Y Filter.. 10-000-000 OPERATING FUND Income

Y Filter to This Value -000-000 REVENUE Income
1-000-000 PROPERTY TAXATION Income
11-001-000 TAX LEVY Income

@ What's this?

FTUTUUTOUT r=1=U1-001-001 Rural Levy Income!

1101001002 1-1-01-001-002 Urban Levy Income!

System filters list to certain value

To clear filters do as follow:

it General Ledger Accounts Payable Account
ODT EDSuite Demo 9 y
Chart of Accounts:  Custom filtered O Search  + New Manage Proces
No.'¥ v No. Name IncomefH
1101002005 : 1-1-01-002-005 Federal Government Income
B B N CHATU U ALLOUTINS,  CuSiUn [T = asaiu IoNEw  ianaye riule:
Click on the menu item Clear Filter
No. ¥ v No. Name Income/t
Y Filter.. 11-002-005 Federal Government Income

Y Filter to This Value

¥ Clear Filter

@ What's this?

The filter pane displays the current filters for a list, and enables you to set your own custom filters on one or
more fields by choosing the + Filter action

Click on the button Show filter pane

Balance [Ac

A filter pane is divided in three sections: Views, Filter list by, and Filter totals by:

ODT Education Suite Help 9/29/2020 28/217
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Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Ac Inquiry Reports Setup istory =
Chart of Accounts:  Custom filtered Search ~+New  Manage Process Report B8 Open in Exce Actions Navigate Report
Views X
All 2
—— 1-0- FUND Income Sta... Begin-Total
1100000000  1-1-00-000-000  REVENUE Income Sta... Begin-Total
1101000000 1-1-01-000-000 PROPERTY TAXATION Income Sta... Begin-Total
1101001000 1-1-01-001-000 TAX LEVY Income Sta... Begin-Total
1-1-01-001-001 Rural Levy Income Sta... Posting
1-1-01-001-002 Urban Levy Income Sta... Posting

1101001004 1-1-01-001-004
1101001999 1-1-01-001-999
1101002000 1-1-01-002-000
1101002005 1-1-01-002-005

1-1-01-002-006
110100200 1-1-01-002-007
1101002938 1-1-01-002-998
1101002999 1-1-01-002-999
1101003000 1-1-01-003-000

1-1-01-003-008

1-1-01-003-009

1101003999 1-1-01-003-999

1101004000 1-1-01-004-000

1-1-01-004-998

1101004999 1-1-01-004-999
1101005000 1-1-01-005-000
1101005010 1-1-01-005-010
110100595 1-1-01-005-998
1101005999 1-1-01-005-999

Supplemental Levy Income Sta... Pasting

TOTAL TAX LEVY Income Sta.. End-Total  1101001000.1101001999

GRANTS IN LIEU OF TAXES

Income Sta... Begin-Total

Federal Government Income Sta... Pasting

Provincial Govemment Income Sta... Posting

Railways Income Sta... Posting

Other Grants in Lieu of Taxes Income Sta... Posting

TOTAL GRANTS IN LIEU OF TAXES Income Sta.. End-Total  1101002000.1101002999

TREATY LAND ENTITLEMENT Income Sta... Begin-Total

Treaty Land Entitlement Income Sta... Pasting

Treaty Land Entitlement - Rura Income Sta... Pesting

TOTAL TREATY LAND ENTITLEMENT  Income Sta.. End-Total  1101003000.11010039%9

HOUSE TRAILER FEES Income Sta... Begin-Total

House Trailer Faes Income Sta... Psting

TOTAL HOUSE TRAILER FEES Income Sta.. End-Total  1101004000.1101004999

ADDITIONS TO LEVY Income Sta... Begin-Total

Penakties Income Sta... Posting

Other Additions to Levy Income Sta... Pasting

TOTAL ADDITIONS TO LEVY Income Sta.. End-Total  1101005000.1101005999

399.98

Views are variations of the list that have been preconfigured with filters. You can define and save as many
views as you want per list, and the views will be available to you on any device you sign into.

Filter list by

This is where you add filters on specific fields to reduce the number of displayed records. To add a filter,
choose the + Filter action, type the name of the field that you want to filter the list by, or pick a field from the

drop-down list.

Filter totals by

Some lists that display calculated fields, such as amounts and quantities, will include the Filter totals by section
where you can adjust various dimensions that influence calculations. To add a filter, choose the + Filter action,
type the name of the field that you want to filter the list by, or pick a field from the drop-down list.

Filter list by is where you add filters on specific fields to reduce the number of displayed records. To add a filter,
choose the + Filter action, type the name of the field that you want to filter the list by, or pick a field from the

drop-down list.

Click on the button Filter list by...

ODT EDSuite Demo

Chart of Accounts:

Views

All

Filter list by...

Filter totals by...

All

General Ledger

O search

X

Accounts Payable Account
+ New Manage Process Repe
No. No. Mame
1000000000 1-0-00-000-000 OPERATI
1100000000 1-1-00-000-000 REVENL
1101000000 1-1-01-000-000 PROP|
1101001000 1-1-01-001-000 TAX
1101001001 1-1-01-001-001 Rui
1101001002 1-1-01-001-002 Urt

ODT Education Suite Help
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CIICk on the bUtton 0 Fllter"' Chart of Accounts: Al O search  —+ New Manage Process Rept
Views X
All i Nao No Name
B 1000000000 1-0-00-000-000  OPERATI
Filter list by:
1100000000 1-1-00-000-000  REVENL
+ Filter...
1101000000 1-1-01-000-000 PROPI
Filter totals by... 1101001000 1-1-01-001-000 TAX
1101001001 1-1-01-001-001 Rui
1101001002 1-1-01-001-002 Urt
1101001004 1-1-01-001-004 Sug
; . ; 1000000000 1-0-00-000-000  OPERATI
Click on the filter option Name FHiter st by:
1100000000 1-1-00-000-000  REVENL
T Filter...
| 1101000000 1-1-01-000-000 PROPI
| v
1101001000 1-1-01-001-000 TAX
Visible Fields
1101001001 1-1-01-001-001 Rui
No.
1101001002 1-1-01-001-002 Urt
Name
1101001004 1-1-01-001-004 Sug
Income/Balance
1101001999 1-1-01-001-999 ToT)
Acc it Ty
BB 1101002000 1-1-01-002-000 GRA
Totalling 1101002005 : 1-1-01-002-005 Fec
Bucigeted Amount 1101002006 1-1-01-002-006 Prc
* 1000000000 1-0-00-000-000  OPERATI
Enter the text Federal*. Press the Enter key. Filter kst by:
e 1100000000 1-1-00-000-000  REVENL
|| 1101000000 1-1-01-D00-000 PROPI
- 1101001000 1-1-01-001-000 TAX
T Hilter...
1101001001 1-1-01-001-001 Rui
izl 1101001002 1-1.01-001-002 Urt
1101001004 1-1-01-001-004 Sug
1101001999 1-1-01-001-999 ToT)
1101002000 1-1-01-002-000 GRA
1101002005 © 1-1-01-002-005 Fec
1101002006 1-1-01-002-006 Pre

System filters to anything that include word "Federal"
Filter totals by calculated fields, such as amounts and quantities. Filter totals by section where you can adjust

various dimensions that influence calculations. To add a filter, choose the + Filter action, type the name of the
field that you want to filter the list by, or pick a field from the drop-down list.

Click on the button Filter totals by...

iter Rt by 1101002005 : 1-1-01-002-005 Fec
% Name 1102025000 1-1-02-025-000 FEDI
.Federa\‘ 1102025030 1-1-02-025-030 Fec
L Filter 1103040041 1-1-03-040-041 Fec
1103041041 1-1-03-041-041 Fec
1103042041 1-1-03-042-041 Fec
Reset filters 1107025000 1-1-07-025-000 FEDI
1107025030 1-1-07-025-030 Fec

1107040041 1-1-07-040-041 Fec

1107041041 1-1-07-041-041 Fec

ODT Education Suite Help 9/29/2020 30/217
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. ) 1101002005 1-1-01-002-005 Fec
Filter list by:

s 1102025000 1-1-02-025-000 FEDE
1102025030 1-1-02-025-030 Fec
& Edit
1103040041 1-1-03-040-041 Fec
Filter totals by: 1103041041 1-1-03-041-041 Fec
L Filter.. 1103042041 1-1-03-042-041 Fec
1107025000 1-1-07-025-000 FEDI
Reset filters
1107025030 1-1-07-025-030 Fec
1107040041 1-1-07-040-041 Fec
1107041041 1-1-07-041-041 Fec

Click on the filter option Budget Filter

Dynamics 365 Business Central

General Ledger Accounts Payable Account
Budget Filter
Budget Manager Filter filtered O Search + New  Manage~  Proces
Business Unit Filter X
Date Filter F) No. N e
Dimension Set 1D Filter 1101002005 1-1-01-002-005 Fec
Fund Filter 1102025000 1-1-02-025-000 FEDE
Global Dimension 6 Filter 1102025030 1-1-02-025-030 Fec
Global Dimension 7 Filter 1103040041 1-1-03-040-041 Fec
Click on the lookup button Budget Filter Fiter list by: RIS =
e T 1102025000 1-1-02-025-000 FEDE
1102025030 1-1-02-025-030 Fec
& Edit
1103040041 1-1-03-040-041 Fec
Filter totals by: 1103041041 1-1-03-041-041 Fec
Budontble — 1103042041 1-1-03-042-041 Fec
M 1107025000 1-1-07-025-000 FEDE
| Filter... 1107025030 1-1-07-025-030 Fec
1107040041 1-1-07-D40-041 Fec
Reset filters
1107041041 1-1-07-041-041 Fec
1107042041 1-1-07-D42-041 Fec
Click on the link in cell Name with the value 2018- R 1103040041 1-1-03-040-041 Fec
19BUD Filter totals by: 1103041041 1-1-03-D41-041 Feg
X Budget Filter 1103042041 1-1-03-042-041 Feg
5 11NTAIEANN 11 07 NJC NnN FED!
Name * Jescription s
- 2018—19I§udget Fec
2019-20BUD 2019-20Budget Fec
+ New Select fram full list Fec
1334812041 1-3-34-812-041 Fec
2102025000 2-1-02-025-000 FEDE
Business Central filters Chart of Accounts list to 2018-2019 Budget numbers
ODT Education Suite Help 9/29/2020 31/217
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Click on Reset Filters to clear the filters R fes
Filter totals by: 1-1-03-041-041 Fec

* Budget ilter 1103042041 1-1-03-042-041 Fec

£ el V‘ 1107025000 1-1-07-025-000 FEDE

1 Filter 1107025030 1-1-07-025-030 Fec

Iﬂgs.et — I 1107040041 1-1-07-040-041 Fec

1107041041 1-1-07-041-041 Fec

1107042041 1-1-07-042-041 Fec

1334812041 1-3-34-812-041 Fec

2102025000 2-1-02-025-000 FEDE

2103044000 2-1-03-044-000 FEDE

2.3. Dimension Codes and Dimension Values

2.3.1. Dimension Overview

2.3.1.1. Overview

Dimensions can be thought of as an extension of the G/L Account number and together with the G/L Account
make up the transaction coding structure of the General Ledger.
The following section describes how you access dimension codes and dimension values.

2.3.1.2. Dimension Codes
Fund Accounting Profile

Dimension Code is a reference number entered or selected in transaction entry lines

This screen shows the listing of dimensions used in a sample educational organization. Both the dimensions
and the values are user-defined and can be significantly different by the organizations.

Dynamics 365 Business Central

& DIMENSIONS SAVED

Fund Filter

/s Filter

The separation of dimensions from the account number means that all combinations of account numbers and
various dimensions do not have to be created in order to code to the general ledger. Typically, the G/L

ODT Education Suite Help 9/29/2020 32/217
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Accounts will include the government-mandated reporting requirements by combining the necessary
dimensions as account segments.

To open Dimensions page do as follows:

Click on the link Tell me what you want to do.
Quickly access actions, pages, reports,
documentation, and apps and consulting services.

Enter the text Dimensions.

Click on Dimensions Administration ]

e Accounts TELL MEWHAT YOU WANT TO DO

‘dimemswons

Go to Pages and Tasks

e Invoices [ salg ~ .
e ,\ Limensions Administra

> Intercompany Dimensions Administra

> Dimension Combinations Administra

FIN{

HASEDI.. Go to Reports and Analysis

Dimensions list page opens

2.3.1.3. Dimension Values

A Dimension Value is a subset within a Dimension. For example, the Dimension Code "06 BUDGET
MANAGER": the user can choose between the Dimension Values “000” through “999” all of which are valid
Budget Manager dimension values. Each Dimension can have an almost unlimited number of values.

Dimension value length can be restricted using the Length field, maximum dimension value is 20. For
dimensions that correspond with a G/L Account Segment the total length excluding separators cannot exceed
the 20 digits that is the maximum length of the G/L Account Number.

If using numeric codes only and a length of 3, including “000” there are 1000 possible values. Each value code
must be unique within the given Dimension. These values can be entered on transactions throughout the
system and are posted to ledger entries.

Dimension Value Type is used to create a hierarchical relationship between Dimension Values within a

ODT Education Suite Help 9/29/2020 33/217
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Dimension. It describes the manner in which a Dimension Value is used when posting, and corresponds
almost exactly to Account Type in the Chart of Accounts.

Let's open Values list for the Dimension "05 SUBOBJECT"

Click on the navigation menu item popup Dimension

AENSIONS

D Search —+ New B Edit List ij Delete Dimension OH Open in Excel More op
Code T Name Code Caption
01 FUND Fund Fund Account Fun
02 CATEGORY Category F/S Code F/s
03 FUNCTION Function Function Code Fun
04 OBJECT Object Object Code Obj

LANI05 SUBOBIE( :  Sub-Object Subobject Code Sut
06 BUDGET MA... Budget Manager Budget Manager Code Buc

& DIMENSIONS

O search -+ New B Edit List il Delete Dimension B3 Open in Ex

& Dimension Values Account Type Default Dim. E‘;} Translations

01 FUND Fund Fund Account

02 CATEGORY Category F/S Code

03 FUNCTION Function Function Code

04 OBJECT Object Object Code

— 05 SUBOBJECT :  Sub-Object Subobject Code

06 BUDGET MA... Budget Manager Budget Manager Code
List of the Dimension Values opens. You can Edit this List or open it in Excel by the using buttons on the Action
Pane.

F Edit List [5] Delete B8 Open in Excel More options

Begin-Total
Standard
Standard
Standard

Standard

:nt Standard

J

t 05 SUBOBJECT - SUB-0BJECT

Dimension Values SO Search  —+ New B Edit List [E Delete  EHO

¥ Functions

- 000 :  Begin-Total L
001 Rural Levy (]
002 Urban Levy (]
004 Supplemental Levy (]
005 Federal Government ]
006 Provincial Government ]

ODT Education Suite Help 9/29/2020 34/217
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From here you are able to Intent Dimension Values or [y

open Where Used list.
05 SUBOBJECT - SUB-0BJECT

Dimension Values £ Search -+ New B Edit List [E] Delete @O

¥ Functions s

3= Indent Dimension Values

egin-Total ]

3= Where-Used List Rural Levy O
002 Urban Levy O

004 Supplemental Levy O

005 Federal Government (]

006 Provincial Governmeant (]

Now let's open Values for the Dimension "08 SUBPROGRAM".

Click on the navigation menu item popup Dimension WS-

AENSIONS

D Search — New B Edit List iil Delete Dimension OH Open in Excel Meore op
Code t Name Code Caption Filty
01 FUND Fund Fund Account Fun
02 CATEGCRY Category F/S Code F/s
03 FUNCTION Function Function Code Fun
04 CBJECT Object Object Code Obj
05 SUBOBJECT Sub-Object Subobject Code Suk
06 BUDGET MA... Budget Manager Budget Manager Code Buc

Click on the navigation menu item Dimension Values |y

€& DIMENSIONS

2 Search —+ New BB Edit List il Delete  Dimension  E Open in Ex

& Dimension Values Account Type Default Dim. E“g, Translations

01 FUND Fund Fund Account

02 CATEGORY Category F/S Code

03 FUNCTION Function Function Code

04 GBJECT Chject Object Code

05 SUBOBJECT Sub-Object Subobject Code

06 BUDGET MA... Budget Manager Budget Manager Code

Subprogram Dimension Values list opens. The same way you can check Values for any other Dimension.

Click on the back button Dynamics 365 Business Central
SUBPROGRAM - SUBPROGRAM
Dimension Values £ Search -+ New B Edit List [El Delete EAO

ode Mame Search M

Begin-Total

Accomodation

Appliences
Basketball

Busses

Conferences

2.3.2. How to Create a Dimension

2.3.21. Overview
Dimensions can be thought of as an extension of the G/L Account number and together with the G/L Account

ODT Education Suite Help 9/29/2020 35/217
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make up the transaction coding structure of the General Ledger. The following section describes how you can

add new dimension codes and dimension values.

2.3.2.2,

Click on the link Tell me what you want to do.

How to Add New Dimension Code

Click on the field Type to start search:

Don't know what to search for? Try exploring

e Invoices Bl Sales Invoices Report
FINANCIALS

Enter Dimensions.

Accounts TELL MEWHAT YOU WANTTO DO

L

Don't know what to search for? Try exploring

(st
(=]}
o

e Invoices [ Sales Invoices Report

FINANCIALS

Click on Dimensions Administration [

Dimensions list page opens

Now let's create New Dimension "Project”

dger Accounts TELL MEWHAT YOU WANT TO DO

‘d'\menswoni

Go to Pages and Tasks

e Invoices  [E salg
= > Dimensions Administra
> Intercompany Dimensions Administra
> Dimension Combinations Administra

FIN{

Go to Reports and Analysis

HASEDI..
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Click on the navigation menu item New

‘Demo General & DIMENSIONS
Sales lists =
2 Searc] —+ New B% Edit List
: Invoice: > See Purch Code * Name
=301 FUND) : Fund
02 CATEGO... Category
03 FUNCTL.. Function
04 OBJECT Object
05 SUBOBIE... Sub-Object
u———— [ ] PPy s v

il Delete  Dimensi

Code Caption
Fund Account
F/S Code
Function Code
Object Code
Subobject Code

Enter New Dimension Code.

Demo General €& DIMENSIONS

Sales lists

R Searct

—+ New B Edit List

: Invoice: > See Purch Code 7

2okl

MName

01 FUND Fund

02 CATEGO... Category
03 FUNCTL.. Function
04 OBJECT Object

Dimension Name, Code Caption and Filter Caption are populated by the system automatically

Click on the cell Description

[l Delete  Dimensi

Fund Account
F/S Code
Function Code

Object Code

il Delete  Dimension 8 Open in Excel

/" SAVED

More opticns

i
o
N

<
i

lter Caption Desc o Bloc..

11 project Filter |ﬂ ‘I [ ]

Fund Filter Fund (]

F/s Filter FS Category ]

Function Filter Function O

Object Filter Object i

Subobject Filter SubObject ]

r Code Budget Manager Filter Budget Manager ]

Enter the text Project. Press the Enter key.

+” SAVED 0 = 7
il Delete Dimension ﬂﬂ Open in Excel More options ¥ o=

lter Caption Desc o
11 project Filter m ‘I
Fund Filter Fund
F/s Filter FS Category
Function Filter Functicn
Object Filter Object
Subobject Filter SubObject

r Code Budget Manager Filter

Budget Manager

o0 o0oon
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Move to the right on the line

Click on the cell Length with the value 0

Jete

Dimension ﬂE Open in Excel

Project

Fund

FS Category
Functicn

Object
SubObject
Budget Manager

@
_

-~ SAVED

More options

1
1
2
3
3
4

N

Dimension value length can be restricted using the Length field, maximum dimension value is 20.

Enter Length. Press the Enter key.

Jete

New Dimension Code is created

Now we let's create Values for this Dimension.

2.3.2.3.

Dimension

ﬂﬂ Open in Excel

Description
Project

Fund

FS Category
Function

Object
SubObject
Budget Manager

How to Add a Dimension Value

@

— M

h
!

" SAVED

More options

o | wi |-

Bl =

N

From the Dimensions list page, stay on the line with the dimension Code you are going to create Dimension

Values for
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Click on the navigation menu item popup Dimension

JEDSuite%20DemoBidc=0

AENSIONS
D Search + New B Edit List
Code T Name
01 FUND Fund
02 CATEGO... Category
03 FUNCTI... Function

ii] Delete

Dimension

Code Caption
Fund Account
F/S Code

Function Code

EE Open in Excel

More op'

pticn
Fund Filter
F/s Filter

Function Filter

Click on the navigation menu item Dimension Values

| demoes36520na/BC/?page=5368company=0DT%20EDSuite%20Demaodidc=0

General Ledger Accoun €& DIMENSIONS
O Search  —+ New  Manag § x
A Search - New B Edit List i Delety
& Dimension Values Account Type Defaul
Mame Code T Name Code Cap
| Fu Ful |
00-000  OPERATING FUND o1 FUND Hind hind
02 CATEGO... Category F/S Codt
HLASEL REVERIE 03 FUNCTI.. Function Function
00-000 PROPERTY TAXATION 04 OBJECT Object

Object

It is recommended to create list of dimension values with subcategories. In our example, it will let you report on
expenses by the each school Project, and get totals for the whole Project.

In order to do so, create your list by indenting the dimension values.

Click on the cell Code

& DIMENSIONS e 11PROJECT - 11 PROJECT
2 Search  —+ New Dimension Values SO Search  + New B E
Code T Na ne v
01 FUND Fur
02 CATEGO... Cat
03 FUNCTL... Fur
04 OBJECT Ob
05 SUBOBJE... Sut
06 BUDGET ... Buc
07 PROGRA... Prc
Enter heading Dimension Value code and enter it
name = DIMENSIONS e 11 PROJECT - 11 PROJECT
SO Search - New Dimension Values L search - New  EBE
Code T Na Code e _:
- I res
02 CATEGO... Cal
03 FUNCTL... Fur
04 OBJECT Ob
05 SUBOBJE... Sut
06 BUDGET ... Buy
07 PROGRA... Prc
ODT Education Suite Help 9/29/2020 39/217
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Click on the cell Dimension Value Type with the value
Standard Heading Total Begin-Total End-Total NOTSaveD
,3' Search = New B Edit List [5] Delets uﬂ Open in Excel Mare options

am alue MName

Begin-Total Ll

The dimension value types are as follows:

* Standard - Posting dimensions

* Heading - Group heading

* Begin-Total - Marks the beginning of a range of dimensions values to be totaled with end totals
* End-Total - Marks the end of a range of dimension values that start with a begin total.

Select value type Begin-Total.

Click on Blocked and enable it. It will prevent posting
entries with this value (Begin-Total Value type is not st g
for posting)

te uﬂ Open in Excel Maore options T

u i Totalling Bloc..
Begin-Total E

Standard ]

Enter the next value Code.

te ﬂﬂ Open in Excel Mare options ¥

Met Change (Commitr

Note: Balancing G/L Debit and Credit Account Numbers as well as Control G/L Debit and Credit Account
Numbers are used when Self-Balancing is activated.

ODT Education Suite Help 9/29/2020 40/217



L

Open Door Technology Inc. kristina
Open September 29,
TECHNOLOGY 2020
- ODT Education Suite Help 41/217
Click on the cell Name INS € 11PROJECT-11 PROJECT
ch —+ New Dimension Values £ Search -+ New B3 Edit List [& Delet
Def... Search
il Na Code MName Value Name
IND E: 000 Begin-Total (]
TEGO... Cat - 001 I | | (]
INCTI.. | Fut
yEcT | o
IBOBIE.|  sub
IDGET...,  But
OGRA..|  Pre
IBPRO... Sul
Enter Name. INS € 11PROJECT- 11 PROJECT
ch - New Dimension Values £ Search - Mew  EF Edit List [&] Delet
Def. Search
s Na Code Name Value MName
IND Er 000 Begin-Total [}
TEGO..| €3l - 001 I L | (]
INCTI.. | Fut
SECT op
IBOBIE.|  Sub
IDGET..,  Bul
OGRA..|  Pre
IBPRO... Sut
When new Dimension Values are created they are automatically assigned Standard type.
Keep creating new dimension values by adding more
I|neS /C' Search + New Dimension Values O Search + New BrE
Code 1 Na Code Name \u:
01 FUND _E_| 000 Begin-Total
02 CATEGO..  |Cal - 001 = Project 001
03 FUNCTL... Fur
04 OBJECT lop
05 SUBOBJE..  |Sul
06 BUDGET ..  |Buf
07 PROGRA...|  |Prg
08 SUBPRO... | |sul
09 SBF Sct
Enter Code.
/C' Search - New Dimension Values O Search  + New B E
Code 1 Na Code Name \u:
01 FUND [ E_' 000 Begin-Total
02 CATEGD..  |Cal 001 Project 001
03 FUNCTL... Fut *
04 OBJECT |ob
05 SUBOBJE..  |Sul
06 BUDGET ..  |Buf
07 PROGRA...|  |Prg
08 SUBPRO... | |Sul
09 SBF Scb
ODT Education Suite Help 9/29/2020 41/217
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Enter Totaling Value Code. >
/C' Search + New Dimension Values O Search + New BrE
I De
Code T Na Code MName Va
01 FUND a 000 Begin-Total
02 CATEGO... _C_aﬂ 001 Project 001
03 FUNCTL.. 7; Project 002
04 OBJECT a
05 SUBOBIE...| _-El
06 BUDGET _a
07 PROGRA... | 7%
08 SUBPRO... ;}I
09 58F set
CI|Ck on the Ce” Name th  —+ New Dimension Values O Search - New E® Edit List [& Delet
] Search
T Na Code Name MName
IND ;; 000 Begin-Total (]
\TEGO... | C_B1 001 Project 001 (]}
INCTL... . _Er 002 Project 002 ]
JECT 7& —> 003 I | ]
IBOBIE.,  Sul
JDGET..|  Bu|
IOGRA... 7;(:
IBPRO... 75
I
ICATION| Lot
Enter Name th  — New Dimension Values O Search -+ New E® Edit List [ Delet
] Def.. Search
T Na Code Name Value MName
IND ;; 000 Begin-Total (@]
TEGO.. | "c-_in 001 Project 001 O
INCTL... 75{ 002 Project 002 ]
ECT 7?&; - 003 I 1 | [}
IBOBIE.|  Sul
IDGET..| Byl
OGRA..| P
lEFRO..‘" _a
F
cATION Lot
CI|Ck on the Ce" D|men5|on Value Type £ Search  —+ New B Edit List I:I Delete uEOpen in Excel More options
Def... Search Dimension
Name Value Name Value Type Totalling [
Begin-Total (] Begin-Total
Project 001 (] Standard
Project 002 E Standard
Total L] Standard
ODT Education Suite Help 9/29/2020 42/217




L

openc

ECHNOLOGY

Click on the item End-Total in the list

Open Door Technology Inc.

kristina

September 29,

2020

ODT Education Suite Help

43/217

Name

Eegin-Total
Project 001
Project 002

Def.. Search Dimension

Value  Name Value Type Totalling
(] Begin-Total
(W] Standard
o Standard

Total |
Click on the cell Totalling to enter the formula +New EREditlist [@ Delete @8 Openin Excel Mare eptions g
Def. Search
Value Name Totalling Bloc...
] Begin-Total
[} Standard O
] Standard a
=] End-Total v I O
Enter Totaling Formula -+ Mew  B% Edit List [ Delete @8 Open in Excel More options b
Def.. Search Dimension
Value Name Value Type Totalling Bloc...
O Begin-Total
O Standard O
] Standard i
O End-Total | ‘I 5
Click on Blocked to prevent posting to End-Total value. = 8 0penin sl More options N
Dimension el
Yaiue Type Tty Dok, Net Change (Commitn
Begin-Total
Standard O L =
Standard =) | = =

End-Total  [000.003
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Click on the back button to exit the window. T

secure | demoes36520na/BC/?page=537&filter=%27Dimension%20Value%27.%27Dimension%20Cod:

Jemo € DIMENSIONS 11 PROJECT - 11 PROJECT
All _ =
&) Search: -+ New Dimension Values {) Search —+ M
Code T Nz Code Name
1-0-00-00¢ 01 FUND Fur 000 Begin-Total
02 CATEGO... Cat 001 Project 001
1-1-00-D00

Dimension Values for the new Dimension "Project" are created.

ODT EDSuite Demo General DIMENSIONS

Purchase lists  Sales lists

O Search = New B Edit List
ACTIONS
-+ Add Purchase Invoice > See Purch Code T Filter Caption
— 11 PROJECT * 11 project Filter
Insights 01 FUND Fund Filter
W 02 CATEGO... F/s Filter
Activities 03 FUNCTL... Functicn Filter
PAYMENTS
04 CBJECT Object Filter
o EmT_m e RPN
. . . .
2.3.3. How to Setup Dimension Combinations

2.3.3.1. Overview

Dimension combinations functionality makes it possible to control how dimensions can be combined and used
in transactions. Setting up Dimension Combinations reduces or eliminates the chances of transactions with
invalid G/L coding being posted in the system. It does this by blocking Combinations that are not valid.

If Dimension Combinations are not setup the default setting is that all combinations of G/L Account and
Dimensions are considered valid. The only built-in restriction is the Dimensions that are associated with G/L
Account Segments, these cannot be combined except as defined by the G/L Account itself.

Dimension Combinations can be setup to work in two ways:

The 1st way is: Blocking the use of all Dimension Values for a given Dimension Code from being used with the
Dimension Values for another Dimension Code.

The 2nd way is: Blocking only certain specific Dimension Values relating to one Dimension Code from being
used with specific Dimension Values relating to another Dimension Code.

ODT Education Suite Help 9/29/2020 44/217
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2.3.3.2. How to Setup Dimension Combinations

2.3.3.3. The 1st Way to Setup Dimension Combinations

Click on the link Tell me what you want to do.

QUiCkly access aCtionS, pages, reports, Tell me what you want to do. Quickly access actions, pages,

reports, dol

documentation, and apps and consulting services. =

Enter Dimension Combinations.

Click on Dimension Combinations Administration [ _

e Accounts TELL MEWHAT YOU WANT TO DO

|dimemswon combinations|

Go to Pages and Tasks

e lnvoices [E salg |

> Dimension Combinations

Administra

Didn’t find what you were looking for? Try exploring

FINANCIALS

HASEDI.. UNPROCESSED

The Dimension Combinations window opens

This window is essentially a matrix of all combinations of dimensions that have been setup in Business Central,

default settings allow all combinations of dimensions to be used.

By the default all the Dimension Combinations are set to No Limitations. No Limitations allows any dimension

combinations to be used.

If you wish to change default settings, place your cursor in the location of the Matrix where the dimension codes

you want to restrict intersect.
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Double click on the link in cell null with the value

nd

tegory =

nction

ject

b-Object Blocked

dget Manager _
ygram
bprogram

yool Based Fu... _

cation = i =
project _ _ _
The options available for selection will be displayed. DRy caERion - M Manage
Code 1 Mame 01 FUND 02 CATEGORY
01 FUND F
02 CATEGO... s | o @ No limitations
03 FUNCTL... 2 | ) Limited
04 OBJECT o O Blocked
05 SUBOB... |
06 BUDGET... BHI
= O07PROGRA.. : P} “ | Carical
08 SUBPRO... S
09 SBF e -
10 1OCATL.. lacation
Select BLOCKE D Dimension Combinations Matrix | Manage
(
Code Name 01 FUND 02 CATEG{
01 FUND Eu
02 CATEGO... C; o (@ No limitations
03 FUNCTL... F:; O Limited
04 OBJECT ot mked
05 SUBOBI... sy
06 BUDGET... B:;
> 07PROGRA..| i | PR n
08 SUBPRO... sq
09 SBF Schoal Based il - |
A0 10CATI Laratinn

Click on the button OK

gl

et L bt

e
el

R 3

school Based Fill _

-ocation

11 project

o (O No limitations
O Limited

@ Blocked

‘ s |

e
|

By setting up Dimension Combinations to "Blocked", the two Dimension Codes will not be allowed to be used

together on the same transaction.

Let's set Dimension Combinations to LIMITED

ODT Education Suite Help
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Double click on the link in cell null with the value
s Matrix Manage B3
ne 01 FUND 2 CATEGO 03 FUNCTION
nd _ _ -
tegory _
nction _ I _ L
ject = e =
b-Object Blocked _ _
dget Manager _ i =
ygram _ Blocked _
bprogram = i -
Select Limited from the options list
Dimension Combinations Matrix Manage
. Code T Name 01 FUND 02 CATEG(
01 FUND Fu
02 CATEGO... Ca o @ No limitations
— 03 FUNCTL.. F}f: \r’"ﬂted
04 OBJECT ot © Blocked
05 SUBOBL... 59
06 BUDGET... Bu
07 PROGRA... Prl
08 SUBPRO... 5;] n
nocor Crhaml DRERATTS
Click on the button OK 4 <
a o O No limitations | _
15 @ Limited | =
)é ) Blocked | -
Slj | o
3|f | _
C-

school'Based FuL.,
-ocation

11 project

Limited options means that certain specific dimension value combinations are blocked. With this option it is

important to select values that are blocked within this combination.

Double click on the link in cell null with the value
Limited s Matrix Manage

ne 01 FUND
nd

tegory =
nction
ject
b-Object Blocked
dget Manager _
ygram

bprogram

£l

03 FUNCTION

Limited

Limited

Blocked
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Click on the button Yes to see the values list

o Do you want to see the list of values?

Click on the link with the Dimension value Dimension Value Combinations Matrix Manage

Code 1 Name o
- 00 u Begin-Total _

01 Property Taxation _
02 Grants
03 i Tultion & Related Fees I _
05 Other Revenue -
o7 Complementary Services  _
08 External Services v
10 ‘Governance o
1 Administration 5

Select BLOCKED

Click on the button OK

o ) Open

@ Blocked

ODT Education Suite Help 9/29/2020 48/217
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Click on the link with the Dimension value W SR . - B =
01 Property Taxation e
02 Grants 03 FUNCTION
> a3 :  Tuition & Related Fees Blocked E =
05 Other Revenue _ . i
07 Complementary Services —
08 ! External Services I _ : = I
10 Governance v E =
11 Administration _ : =
12 Instruction s - E —
Close 1 -
SeIeCt BLOCKED Dimension Combinatior i) .
1 00 _
' 01 =
Code T Na
02 _
01 FUND

02 CATEGO.

o OCZEODEH
— 03 FUNCTL.. |}
Iccked
04 OBJECT

05 SUBOBI...
06 BUDGET...
08 SUBPRO...
09 SBF q
ia 03 FUNCTICN
Limited

o (O Open

@ Blocked

Click on the button OK 02 _ _ [
' i

Now you set two values to Blocked for usage

Click on the button Close = = E -
:  Blocked y =

Close 1

ODT Education Suite Help 9/29/2020 49/217
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ODT EDSuite Demo General

Purchase lists  Sales lists

Dimension Com

ACTIONS

4l Previous Set 4 Previous Column
-+ Add Purchase Invoice > See Purch
General
Insights
Show Column Name
Activities
PAYMENTS
23.34. The 2nd Way to Setup Dimension Combinations

Business Central uses shortcut dimensions to determine which dimension code combinations to check.

The “Check Valid Dim Combinations” field must be enabled on General Ledger Setup Page in order for the
posting routines to check the valid account combinations.

Dynamics 365 Business Central

ODT EDSuite Demo General SAVED

General Ledger Setup

Purchase lists  Sales lists
ACTIONS
General  Posting Tox  Bank Journal Templates
+ Add Purchase Invoice > See Purch
General >
Insights
Activities Dimensions
PAYMENTS
PURCHASEDO.. | PURCH.INVOIC lobal Cimension 1 01 FUND 10 LOCATION
DUETODAY NEXT WEEK
06 BUDGET MANAGER
01 FUND
06 BUDGET MANAGER
08 SUBPROGRAM Fund Dimension 01 FUND
09 58F Check Valid Dim. Com... @D

APPROVED INC_
DOCUMENTS

Background Posting >

Reporting >

Application >
Back to top

Electronic Invoice >

If Check Valid Dimension Combinations is enabled, and the same field name in the G/L Account is enabled as
well, then the posting routine will generate an error if the combinations does not exist for the G/L Account.

ODT Education Suite Help 9/29/2020 50/217
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Dynamics 365 Business Central

& G/LACCOUNTCARD
1212130312 - Academic Supplies

Process  Account  Balance Actions  Report  Fewer options

General »

1212130312 | Academic Supplies | lIncome Statement | 70000 Notes +

Posting

Consolidation >

Reporting

No Adjustment

Cost Accounting

In the G/L Setup, if the Valid Dimension Combinations is not check marked, the user can still enter valid
combinations for any G/L Account Record. The valid combination records can then be used for other purposes

too, for instance budgets.

From Chart of Account window stay on the G/L Account line you want to create Dimension Combinations. As
an example, lets use G/L Account "Fedreal Government".

Click on the navigation menu item popup Navigate

ounts Receivable Inguiry Reports Setup History =
Report [x:] Open in Excel Actions MNavigate Report Fewer options
ome/Ba.. Totalling Budgeted Amount {Com: En
‘ome Sta... Begin-Total 0.00 o
some Sta... Begin-Total 0.00 o
come Sta... Begin-Total 0.00 _
come Sta... Begin-Total 0.00 o
Click on the navigation menu item Dimensions-Valid ==~ "evgete Report Feveroptions
Combinations count > E¥ Ledger Entries
lance & Comments ~ e
(Encul Net
t GIFI to Excel & Dimensions & Dimensions-Single

‘er G/L Entry Data Extended Text '?.;. Dimensions-Multiple

g‘.}! Receivables-Payables Dimensions-Valid Combinations

:" Where-Used List Y Set Dimension Filter... -

1,028,387.85

99.98

20,000.00

Create line by the selecting Dimensions that you want to combine for the account
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Click on the cell Fund Account
- ACCOUNT DIMENSIONS

P Search 4 New B Edit List il Delete Kl Open in Excel More options
Use in
Budag... Effective Until Subprogram
Creat... Bloc... Date Code
= L ] 2
Click on Code = 1, Name = Operating Fund
Budg.. Effective Until Budget Manager  Subprogram
Creat... Bloc.. Date Fund Account T Code T Code T
=¥ L [ ] v
Code Name
=¥ Begin-Total
|1 Operating Fund
A Capital Fund
3 Reserve Fund
Trust Fund
Click on the cell Budget Manager Code
JIMENSIONS NOTS,
h — New B Edit List il Delete B Open in Excel | More options
Effective Until Subprogram Schaol Based
Bloc... Date Fund Account T Code T Funds T
Select Budget Manager Code from the drop-down list = z -]
Code MName
—= 000 Begin-Total
006 Facility 006
007 Facility 007
I |OC~9 Facility 009
010 Facility 010

ODT Education Suite Help 9/29/2020 52/217
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Click on the cell Subprogram Code

¥ Edit List

Effective Until

il Delete

More options

aﬂ Open in Excel

School Based

NOT SAVED =

L, 5

¥

Facility Location

Date Fund Account T Funds 1 Code t
1
Select Subprogram Code from the drop-down list : S ]
Code Name
— 000000 Begin-Total
ACCO Accomodation
APPL Appliences
|33A, Basketball
BUSS Busses
Click on the cell Facility Location Code
NOT SAVED =
1in Excel More options Y =
d Subprogram School Based Facility Location
5 Code 1 Funds 1 Code ? St Ehange
e
ape . . = e WETLNangs
Select Facility Location Code from the drop-down list = [ ] ¥
Code Name
- 001 Location 001
002 Location 002
003 Location 003
I |OG¢1 Location 004
005 Location 005

I I

=

The ‘Use in Budget Creation’ field is used to indicate which Account Dimension combinations will create G/L

Budget Entries.
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Click on Use in Budget Creation
General Ledger Accountf &  ACCOUNT DIMENSIONS

O Search —+ New  Manage . =
A Search  — New B2 Edit List uj Delete

ffective Until
o Blo D Fund A
3 OPERATING FUND L -
3 REVENUE
3 PROPERTY TAXATION
3 TAX LEVY
1 Rural Levy
Click on the cell Effective Until Date
Account! &  ACCOUNT DIMENSIONS
Manage . = B
L Search 1 New B Edit List il Delete ﬂﬂ QOpen in Excel
:j:‘l Budget Manager
eat.. El Fund Account T Code
> = [ 009
KATION
Click on a date in the calendar . " R - p—

Dimension Valid Combination is created for the G/L Account "Federal Government"

2mo General Ledger Account! ACCOUNT DIMENSIONS

All O Search —+ New Manage :
O Search —+ New % Edit List

Naine Bloc..

-00-000-0000 OPERATING FUND =i = I@
-10-000-0000 REVENUE
-10-100-0000 PROPERTY TAXATION
-10-100-1000 TAX LEVY
2.34. How to Setup Default Dimensions

2.3.4.1. Overview
Default dimensions can be setup for any Dimension Code on a G/L Account.

In the Education Suite the dimensions corresponding with the G/L Account segments are setup automatically

ODT Education Suite Help 9/29/2020 54/217
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as are any others defined in Education Suite Setup (as indicated in the earlier section).

It is still possible to manually make changes to specific accounts to add or change dimension defaults.
However those associated with the G/L Account segments should not be changed as this is how the system
validates that these dimensions are posting correctly.

There are two levels for entering dimensions on G/L Accounts:

. Dimensions — Single: Single Account

. Dimensions — Multiple: Multiple Accounts

Work in Fund Accounting Role

23.4.2. Dimensions - Single
To illustrate the use of single dimensions, let’s take a look at the default G/L Account dimensions

Work from Chart of Account page. Stay on the G/L Account line you wish to see Dimesnions.

Click on the navigation menu item popup Navigate _

ounts Receivable Inquiry Reports Setup History =

Report [x:] Open in Excel Actions ~ Navigate Report Fewer options

ome/Ba.. otalling (En
‘ome Sta... Begin-Total
come Sta... Begin-Total 0.00 _
come Sta... Begin-Total 0.00 _
‘ome Sta... Begin-Total 0.00 i
able Accounts Receivable Inquiry Reports Setup History
Process Report ~ uﬂ Open in Excel Actions Navigate Report Fewe
Account » Ledger Entries
=F Balance Comments
Income/Ba... Totalling
Income Sta... Begin-Total Export GIFI to Excel I Dimensions
Income Sta... Begin-Total Transfer G/L Entry Data Extended Text
Income Sta... Begin-Total Receivables-Payab
Income $ta... Begin-Total Where-Used List

Click on the navigation menu item Dimensions-Sing|e —

‘eports Setup History =
ons MNavigate - Report Fewer options
count 5,3 Ledger Entries
lance 5 @ Comments .r Net Change Met CJI«:-m;lel .
t GIFI to Excel & Dimensions > | & Dimensions-Single
er G/L Entry Data Extended Text '?,;, Dimensions-Multiple |
5: Receivables-Payables Dimensions-Valid Combinations 1N
:" Where-Used List Y Set Dimension Filter... =

1.029,387.95

Window with Default Single Dimensions for the G/L Account "Federal Government" opens:

ODT Education Suite Help 9/29/2020 55/217
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ODT EDSuite Demo

Chart of Accounts:  All

General Ledger Accounl < | /L ACCOUNT 1101002005 SAVED

O search + MNew  Manage

1100000000
1101000000

1101001000

1101001989
1101002000

1101002005 :

1101002999

1101003000

1101003999

1101004000

1101004999

1101005000

1101005999

1-10-000-0000

1-10-100-0000

1-10-100-

-10-100-

1000

1-10-100-1002

1-10-100-10

1-10-100-19

1-10-100-2000

-10-100-2¢

1-10-100-2006

1-10-100-3999

1-10-100-4000

1-10-100-4938

1-10-100-4999

1-10-100

1-10-100;

5000

5010

FUND
REVENUE
PROPERTY TAXATION
TAX LEVY
Rural Levy
Urban Levy
Supplemental Levy
TOTAL TAX LEVY
GRANTS IN LIEU OF TA)
Federal Government
Provincial Goverament
Railways
Other Grants in Lieu of
TOTAL GRANTS IN LIEU
TREATY LAND ENTITLE]
Treaty Land Entitlement
Treaty Land Entitlement
TOTAL TREATY LAND EY
HOUSE TRAILER FEES
House Trailer Fees
TOTAL HOUSE TRAILER
ADDITIONS TO LEVY
Penalties
Other Additions to Levy

TOTAL ADDITIONS TO L

Default Dimensions O Search + Mew B Edit List Delete 8 Open in Excel Y =

Het Change

The above screen shows what the default dimensions for an account with the standard setup will look. It is
possible to additional dimension codes to the setup and have them be required by setting the Value Posting to
be Code Mandatory

2.3.4.3.

Dimensions - Multiple

G/L Account dimensions can be used to illustrate multiple dimension capability as well.

From the Chart of Account page click on the navigation
menu item Dimensions-Multiple

‘eports Setup History =
ons Navigate Report Fewer options
count rﬁ:! Ledger Entries
lance & Comments
l{= ce} Net
t GIFI to Excel & Dimensions & Dimensions-Single
er G/L Entry Data Extended Text 2, Dimensions-Multiple

¥ Receivables-Payables
:" Where-Used List
1,029,387.95

99.99

Dimensions-Valid Combinations

Y Set Dimension Filter... -

Window with Default Multiple Dimensions for the G/L Account "Federal Government" opens:
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amics 365 Business Central

(6]

)T EDSuite Demo

General Ledger - Accounty

Chart of Accounts: Al

New  BR Editlist

f New Managd DEFAULT DIMENSIONS-MULTIPLE

1000000000 OPERATING FUND. y
1100000000 REVENUE o1
1101000000 PROPERTY TAXATION 002
1101001000 TAX LEVY 005,
Rural L
Urban Levy > 08 SUBPROGRAM
Supplemental Levy
1101001999 TOTAL TAX LEVY
1101002000 00-2000 GRANTS IN LIEU OF TAXES income Sta... Begin-Total 500 z
1101002005 :  1-10-100-2005 Federal Government Income Sta... Posting

ways

Other Grants in Lieu of Taxes

1101002999 1-10

TOTAL GRANTS IN LIEU OF TAXES

1101003000 TREATY LAND ENTITLEMENT

Treaty Lan

ement

Treaty Land Entitlement - Rura
1101003989 TOTAL TREATY LAND ENTITLEMENT
1101004000 HOUSE TRAILER FEES

499 House Trailer Fees
1101004989 TOTAL HOUSE TRAILER FEES
1101005000 ADDITIONS TO LEVY

Penalties

Other Additions 1o Levy

TATAL ARRITIONG T LEVY
page=178&dc=&runinframs

d-Total

Begin-Total

Posting

Code Mandatory

As an example, lets say you decide that you wanted to track information for G/L Account "Federal Government"
using additional dimension code called Location.

amics 365 Business Central

ODT EDSuite Demo nt§

General Ledger

Chart of Accounts: Al

+ New B Edit List @A Open in Excel

L New Manag DEFAULTDIMENSIONS-MULTIPLE

1000000000 1-00-000- OPERATING FUND R \
1100000000 REVENUE o
1101000000 PROPERTY TAXATION 002
1101001000 TAX LEVY 005
Rural L
Wi kg = 08 SUBPROGRAM
Supplemental Lavy
1101001989 TOTAL TAX LEVY
1101002000 00-2000 GRANTS IN LIEU OF TAXES Income Sta... Begin-Total 000 -
1101002005 :  1-10-100-2005 Federal Government Income Sta... Fosting 39995

006

al Government

~10-100-2007

r Grants in Lieu of Taxes

1101002999 1-10-1 TOTAL GRANTS IN LIEU OF TAXES

1101003000 TREATY LAND ENTITLEMENT

Treaty Lan ement

Treaty Land Entitlement - Rura
1101003989 TOTAL TREATY LAND ENTITLEMENT
1101004000 HOUSE TRAILER FEES
4 House Trailer Fees

1101004999 TOTAL HOUSE TRAILER FEES
1101005000 ADDITIONS TO LEVY

Penalties

Other Additions to Levy

1101005000

3 TOTAL ANDITIONS TN LEVY
Demokpage= 17&dc=dirurinram

Posting

d-Total

Mandat

Code Mandat

y

Code Mandatary

“ Cancel
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Click on the navigation menu item New

Goneral e Accountl L searc B Edit List  [i] Delete  Ed Opel
C
bate a new entry.
O senny | hew Mahage‘ DEFAULT DIMENSIONS-MULTIPLE
B |
Dimension Code T
Name |
| 01 FUND
H OPERATING FUND
| 02 CATEGORY
! REVENUE 03 FUNCTION
|} PROPERTY TAXATION 04 OBJECT
| S y 05 SUBOBJECT
H H H H 01 FUND 1
Click on the lookup button in the cell Dimension Code
02 CATEGORY 1
03 FUNCTION 01
04 OBJECT 002
05 SUBOBJECT 005
06 BUDGET MANAGER
07 PROGRAM
—
- L
Al
08 SUBPROGRAM
Income Sta... Posting 399.98
Click on the link in cell Code with the value 10 oy | - v
OCATION Supplemental Lev: |
A ) : | Code T Name
TOTAL TAX LEVY | = =
y 07 PROGRAM Program
GRANTS IN LIEU OF TAX g =
08 SUBPROGRAM Subprogram
Fedemttatemant 03 SBF School Based Funds
Provincial Government 10 LOCATION Location
Railways 11 PROJECT 11 project
Other Grants in Lieu of Taxes
TOTAL GRANTS IN LIEU OF TAXES Income Sta... End-Total 1101002000..11010023
TREATY LAND ENTITLEMENT Income Sta... Begin-Total
Click on the cell Value Posting. Select proper value 1 E
H 1
from the list. L
01
002 i
005 | -
Code Mandatory | 1
Code Mandatory .
| -lf
Code Mandatory |
E
=m |
399.98
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Click on the button OK : -

Code Mandatory | -
Code Mandatory

‘ Code Mandatory V‘V

Code Mandatory

| e ‘ V

359.98

3,000.500.00 -, = = =

0.00

This will force anyone attempting to post to G/L Account "Federal Government" to include a Location Code prior
to posting

2.4. Education Suite Setup
24.1. How to Setup Educational Suite Setup

2411. Overview
The Education Suite Setup defines certain basic rules to be used in the Education Suite application area.

The Education Setup defines general budget information, G/L Account structure, basic Segment and
Dimensions setups

Education Suite Setup page consists of the following Tabs:

- General - defines current budget and fund information

- G/L Account Setup - defines G/L Account structure and view

- Segment Setup - activates Dimensions up to 8 segments respectively

- G/L Account Default Dimensions - defines default G/L Account dimensions

Dynamics 365 Business Central

ODT EDSuite Demo Generall < EDUCATION SUITE SETUP 0] =1
Purchase lists  Sales lists O

ACTIONS

t Add Purchase Invoice > See Purch General »

Insights

G/L Account Setup >

Activities
PAYMENTS
Segment Setup >

PURCHASE DO. PURCH. INVOI.
DUE TODAY NEXT WEEK
4 O (] G/L Account Default Dimension >

>

INCOMING DOCUMENTS

APPROVEDINC. | OCR
DOCUMENTS COMPLETED

>

Back to top
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24.1.2. Steps to Setup Educations Suite Setup

Fund Accounting Profile

Click on the navigation menu item popup Setup

s Receivable Inquiry Reports History =

Click on the navigation menu item Education Suite
Setup

Fill in General Tab first.

Click on General

e Demo General Ledger Accounts Payable Accounts Receivable Ir

yables Setup  Sales & Receivables Setup No. Series

se Invoice > See Purchase Invoices [ Sales Invoices Report

FINANCIALS

Dynamics 365 Business Central

e EDUCATION SUITE SETUP

0

|Genera|>|

G/L Account Setup >

Segment Setup >

Click on the lookup button Current Budget Name

School Based Fund Dimension

- |

School Based Fund FS Line

ODT Education Suite Help 9/29/2020
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Click on the link in cell Name. Select proper Budget
name from the drop-down list.

Iget Name

Lookup Filter

Name T Description

unt Setup >

Setup >

Click on the field School Based Fund Dimension

.~/ SAVED B = &
Look up vare
Click on the link in cell Code. Select proper Fund
Dimension from the drop-down menu
d Fund Dimension ‘
d Fund FS Line
Code T Name
02 CATEGORY Category
03 FUNCTION Function
04 OBJECT Object
05 SUBOBJECT Sub-Object
Fill in information into G/L Account Setup
Click on G/L Account Setup
General
Current Budget Name 2018-19BUD

GL Account Lookup Filter

|G/L Account Setup > |

Segment Setup >

G/L Account Default Dimension >

ODT Education Suite Help 9/29/2020 61/217
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Click on the field G/L Account Separator reveere— =
| ]
Enter G/L Account Separator. ey =
| |
Click on the field G/L Account Mask
R

Enter G/L Account Mask.

Enter Segment Setup settings to manage segments.
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CI|Ck on Segment Setup G/L Account Separator

G/L Account Mask FoEE ERF FEE

|Segment Setup > |

G/L Account Default Dimension >

Remember, that G/L Account Segment Setup cannot be activated/deactivated if any unposted transaction lines
found by the system

Fill in last Education Suite Tab - G/L Account Default Dimensions.
This Tab determine relations between Dimensions and G/L Account

You can assign a default dimension for a specific account. The dimension will be copied to the journal or
document when you enter the account number on a line, but you can delete or change the code on the line if

appropriate.

You can also make a dimension required for posting an entry with a specific type of account.

Click on G/L Account Default Dimension Saqmient Diftiansion 2 Cos 02 CATEGORY
Segment 2 Default Dim. [ o]
Segment Dimension 3 Code 03 FUNCTION
Segment 3 Default Dim. [ o]
Segment Dimension 4 Code 04 OBJECT
Segment 4 Default Dim. [ e}

IG/L Account Default Dimension >|

Click on the field Dimension 1 Code

04 OBJECT o

mension

Look up value
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Click on the link in cell Code with the value 06 | code
BUDGET MANAGER -
foue Gode Code? Name
'q 03 FUNCTION Function
> Code 04 OBJECT Object
- . 05 SUBOBJECT Sub-Object
Reluciean: — Budget Manager
'9 07 PROGRAM Program
3 Code NA SIHIRPROGRAM Suhnronram
3 Value Code
g
Click on the field Dimension Value Code ek =
[ o)
mension

‘ 06 BUDGET MANAGERI

You can specify any Dimension Value here or leave it blank.

Click on the field Value Posting

Value Posting can be selected as per list below:

mension

06 BUDGET MANAGER

Blank means no posting restriction.Transactions can be posted with any dimension value or without a

dimension value.

Code Mandatory - any dimension value for the given dimension can be added. If dimension value is blank then

Business Central will throw an error.

Same Code - only a single dimension value defined in Default Dimension can be used while posting.

No Code

means dimensions must not be specified on the transactions.
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Click on the field Dimension 2 Code )
mension
06 BUDGET MANAGER e
‘ Code Mandatory V‘
| -
Click on the link in cell Code with the value 07 o ey
PROGRAM 2 Code
2 Value Code
Code T Name
. B S
05 SUBOBJECT Sub-Object

3 Code
06 BUDGET MANAGER __ Budget Manager

3 Value Code 07 PROGRAM Pragram

g 08 SUBPROGRAM Subprogram

09 SBF School Based Funds
4 Code

4 Value Code

g

& EDUCATION SUITE SETUP

0

Activate Segments m
Segment Dimension 1 Code 01 FUND
Segment 1 Default Dim. m
Segment Dimension 2 Code 02 CATEGORY
Segment 2 Default Dim. m

Click on the field Value Posting

A Dimension 6 Value Code
e Value Posting
: Dimension 7 Code
Dimension 7 Value Code
hd Value Posting
w | Dimension 8 Code
| Dimension 8 Value Code
hdl| Value Posting

Select up to 8 G/L Account Default Dimensions if needed.
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Education Suite setup is completed. You can exit this
page by the clicking on the back button.
EDUCATION SUITE SETUP
mhect |
U
Activate Segments [ o]
Segment Dimension 1 Code 01 FUND
Segment 1 Default Dim. [ o)

on 2 Code 02 CATEGORY

2.5. Self-Balancing Functionality

2.51. Self-Balancing Overview

2.51.1. Overview

Some school organizations still require fund accounting, others do not. The Education Suite does not have a
specific field to track funds.

However, the flexibility of the General Ledger structure allows one of the dimension fields to be identified as a
self-balancing dimension. The result is a fairly simple and easy to maintain fund system.

2.51.2. Self-Balancing Overview

The basic premise in the Education Suite is that all funds must clear through one identified fund, regardless of
whether the original transaction even includes any reference to that fund. In most organizations, the clearing
account is the operating fund.

The reason for this design was to force all transactions to balance between funds so that manual entries did not
have to be made.

It would be fairly simple to automatically balance the two funds entry but anything with more than two funds
would be impossible to balance automatically.

2.5.2. How to Setup Self-Balancing Functionality

25.21. Steps to Setup Self-Balancing Functionality
Self-Balancing setup is determined from the Dimension Table.

Click on the link Tell me what you want to do.
QUiCKIy access aCtions! pages! reportsl Tell me what you want to do. Quickly access actions, pages, reports, ca , and apps and consulting services,
documentation, and apps and consulting services. =
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Click on the field Type to start search:

Aoy Accounti TELL MEWHAT YOU WANT TO DO
Don't know what to search for? Try exploring
e Invoices  [E Sales Invoices Report

FINANCIALS

Enter Type to start search:.

Accounts TELL MEWHAT YOU WANTTO DO

L

Don't know what to search for? Try exploring

a
(o}
[

e Invoices  [E Sales Invoices Report

FINANCIALS

Click on Dimensions Administration [

dger Accounts TELL MEWHAT YOU WANT TO DO

‘d'\menswons‘

Go to Pages and Tasks

ie Invoices [ Salg ) i
e > Dimensions Administra
> Intercompany Dimensions Administra
> Dimension Combinations Administra
FIN{

HASEDI.. Go to Reports and Analysis

Select the Dimension from the list, which will be set as clearing account. As was mentioned previously, for most

organizations, this will be the Operating fund.

Stay on the line with the code "01 FUND", which is the operating fund in the current example.

Click on the cell Self-Balancing Dimension Value Code

' SAVED = e

N

Blocked Length

I

o

B w|w ||
O00o0oo0oog

~
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Click on the cell Code with the value 1
Description Blocked ength ::Ian
Fund { ] 1 L|
FS Category
Function Code Name
Object =G Begin-Total
Budget Manager > Capital £und
Program
3 Reserve Fund
Subprogram
4 Trust Fund
School Based Funds T
Location ‘ )
Project (]} 5 C
Click on Self-Balancing ——
" SAVED EL B a2
RT—
Blocked Length Map to Segment

Dimension "01 FUND" is set to be self-balancing fund now.

Next step is to setup proper Dimension Values.

Click on the navigation menu item popup Dimension

AENSIONS

D Search — New E% Edit List
Code Name

» 01 FUND Fund
02 CATEGORY Category
03 FUNCTION Function
04 OBJECT Object

05 SUBOBJECT
06 BUDGET MA...

Sub-Object

iil Delete

Budget Manager

‘D?
4

)

Boalw oW oo A A

~

ﬂﬂ Open in Excel

Dimension Meore op
Code Caption Filty
Fund Account Fun
F/S Code F/s
Function Code Fun
Object Code Obj
Subobject Code Sub
Budget Manager Code Buc

Double click on the navigation menu item Dimension
Values

Dynamics 365 Business Central

& DIMENSIONS

S0 Search —+ New

& Dimension Values

B% Edit List il Delete Dimension

Account Type Default Dim. E“g, Translations

TEwor edil the dimension values for the current dimension. |

- 01 FUND
02 CATEGORY
03 FUNCTION
04 GBJECT
05 SUBOBJECT
06 BUDGET MA...

Enter proper G/L Accounts by the selecting accounts from drop down menu.

Above is a classic Education Suite example.
You can set it in a way specific to Your School Division.

Fund Fund Account
Category F/S Code
Function Function Code
Chject Object Code
Sub-Object Subobject Code

Budget Manager Budget Manager Code

ﬂﬂ Open in Ex
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Dynamics 365 Business Central

& 01FUND FUND -/ SAVED

Dimension Values O Search + New B Edit List Delete B8 Open in Excel

o Begin-Total

> : Operating Fund 1 1695996998

9 End-Total E End-Total 0.9

Self-Balancing functionality is now all set. You can exit
the page by the clicking on the back button.
01 FUND - FUND

Dimension Values O search —+ New B Edit List [§ Delete  EHO
> IE-;:I lB;g;n-Tutal .l:l
1 Operating Fund ] 1
2 Capital Fund O
: e o
9 End-Total ] 9
2.6. General Ledger Budgets
2.6.1. General Ledger Budgets Overview

2.6.1.1. Overview

Budgeting is a process and plan for determining how money is to be raised and spent, as well as a document—
the budget—developed and approved during the budgeting process.

Budget is a statement of the total educational program for a given unit, as well as an estimate of resources
necessary to carry out the program and the revenues needed to cover those expenditures.

2.6.1.2. General Ledger Budgets Overview

There are a number of different ways to enter or import a budget into Business Central Education Suite both
with and without Budget Dimension filters.

The method you ultimately choose to use depends on your specific budget processes and the detail level that
you budget to. The following section will cover several methods of establishing your budget in Business Central
Education Suite.
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To access G/L Budgets in Business Central work in Fund Accounting Role.

Ledger

ODT EDSuite Demo Accounts Payable

Purchase lists  Sales lists

ACTIONS

-+ Add Purchase Invoice > See Purchase Invoices  [E Sales Invoices Repc
Insights

Activities

PAYMENTS FINANCIALS

ODT EDSuite Demo General Ledger Accounts Pay
Chart of Accounts  |G/L Budget] General Journal  Import Gen
ACTIONS

<+ Add Purchase Invoice > See Purchase Invoices [ Sales Imy

Insights

Activities
PAYMENTS FINANCI,

From the Budget window you can enter or import budget transactions against combinations of G/L Accounts
and Dimensions and in various time periods.

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable J stor
G/LBudget: Al O Search <+ New  Manage Y = [
2018-198UD i 20i8-19Budget 01 FUND 06 BUDGET MANA... 07 PROGRAM 08 SUBPROGRAM 10 LOCATION

2019-20Budget 01 FUND 06 BUDGET MANA... 07 PROGRAN
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Click on the link in cell Name with the value 2018-

19BUD

ODT EDSuite Demo General Ledger Accounts |

G/L Budget:  All -~ )’-\' Search T New Manage P

Name T Description
2018-19BUD 2018-19Budget

2019-20BUD 2019-20Budget

The Budget Window header has two tabs: General and Filters.
General tab fields includes:

Budget Name - This is the name of the budget; the name is setup in the Budget Name
table along with other information as described above.

Dynamics 365 Business Central

ODT EDSuite Demo General <  BupGET 7 - w SAVED
G/LBudget:  All O Search 4 20‘]8”‘98UD T =07
t Dimension 4 Web
. Process Report Period  Column  Budget g e b

2018-198UD : 2018-19Budget

2019-20Budget General

2018-198UD View b Month v
GILA Non v
Period how Column Name @

Budget Matrix Balance B
> 1000000000 OPERATING FUND
1100000000 REVENUE _
1101000000 PROPERTY TAXATION _
1101001000 TAX LEVY

1101 Rural Levy 2039996

1101

1101001004 Supplemental Levy
1101001999 TOTAL TAX LEVY
Filters

18-09-01.19-08-31

Income Statement v

Show as Lines - Default it G/L Account but can change to be a Dimension Code or
Period.

Show as Columns - Default is Period but can be changed to be a Dimension Code or G/L
Account.
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Dynamics 365 Business Central

ODT EDSuite Demo General & BuDGET / - @ SAVED

G/LBudget: Al O Search 4 20‘]8_W98UD e |
o Description Process Report Period  Column  Budget E

2018-198UD i 2018-19Budget

2019-20Budget General

®
Budget Matrix =}
~ 1000000000 : OPERATING FUND
1100000000 REVENUE -
1101000000 PROPERTY TAXATION _
1101001000 TAX LEVY _
0.399.91 0
2 0 20,000.00
1,049,487.94 20,399.96  1,029,087.98

Filters

18-09-01.19-08-31

View By - Default G/L Budget view by the different time period.

Rounding Factor - Default is None; any other setting will result in budget figures being
rounded as per this setting. Options are 1, 1000, or 1000000.

Show Column Name - If selected the Column heading will be the name of the Period, G/L
Account or Dimension rather than the code.

Dynamics 365 Business Central

ODT EDSuite Demo General & BuDGET / - @ SAVED
G/LBudget: Al O Search 4 20‘]8_W98 UD e |
+Dien
' Process  Report  Period  Column  Budget i
2018-198UD i 2013-198udget

2019-20Budget General

O

Budget Matrix =
~ 1000000000 i OPERATING FUND

1100000000 REVENUE -

1101000000 PROPERTY TAXATION -

1101001000 TAX LEVY _

1101001001 Rural Levy 102938 20399.96 1.008.987.99

1101001004 upplemental Levy 20.000.00 20,000.00

1101001999 TOTAL TAX LEVY 1,049,487.94 20399.96  1,029,087.98

Filters

18-09-01.19-08-31

Filters Tab includes list of the different filters available to set convinience budget view.
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Dynamics 365 Business Central

ODT EDSuite Demo General & BuDGET - @ SAVED
G/LBudget: Al O Search 4 20‘]8_W98UD

Process Report  Period  Column  Budget
2018-198UD i 2018-19Budget

2019-20Budget General

Budget Matrix Balance =}
~ 1000000000 : OPERATING FUND
1100000000 REVENUE -
1101000000 PROPERTY TAXATION _
1101001000 TAX LEVY _
9. 1.008
2 20,000.00
1,049,487.94 20,399.96  1,029,087.98

Filters

18-09-01.19-08-31

Date Filter can be used to restrict the Period columns available for viewing or budget entry.
G/L Account Filters can be used to restrict the G/L Accounts available for viewing or budget entry.

Other available filters myight vary depends on organization's setup.

Dynamics 365 Business Central

ODT EDSuite Demo General &  BUDGET - 0] SAVED
G/LBudget:  All O Search 4 2018 WgBUD
Process Budget
2018-198UD i 2018-198udget
2019-20Budget General
018-198U v
®
Budget Matrix Balance =
> 1000000000 OPERATING FUND
1100000000 REVENUE _
1101000000 PROPERTY TAXATION _
1101001000 TAX LEVY -
1101001001 9 1.008
2 20,000.00
1,049,487.94 2039096  1029,087.98

Filters

18-09-01.19-08-31

2.6.2. How to Create a Budget

2.6.2.1. How to Create Budget Manually

Fund Accounting Profile
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Ledger
ODT EDSuite Demo Accounts Payable

Purchase lists  Sales lists

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E Sales Invoices Repc
Insights

Activities

PAYMENTS FINANCIALS

ODT EDSuite Demo General Ledger Accounts Pay

Chart of Accounts  |G/L Budget] General Journal  Import Gen

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  El Sales Iny
Insights

Activities

PAYMENTS FINANCI,

ODT EDSuite Demo General Ledger Accounts Payable Accou

G/L Budget:  All -~ P Search | + New Manage Process Report

Mame T Description
2018-19BUD 2018-19Budget 01 FUND
2019-208UD 2019-20Budget 01 FUND

ODT EDSuite Demo General & G/L BUDGET
G/L Budget:  All £ Search |+ = ,
: ) L Search  — New B2 Edit Lis
Name T Description
x Name t
2018-198UD 1 2018-158udget
=% |
2019-20BUD 2019-20Budget
2018-198UD 2018-19Budgs
2019-208UD 2019-20Budgy
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Click on the cell Description
Generall & G/LBUDGET

,D Search T 2 -
£ Search -+ New  EZEditlist  [ii] Delete  Process  Repori

Gl

Description

Name T Descri o
- % ZD—E‘\BUd I IJ1 FUND 06
2018-19BUD 2018-19Budget 01 FUND 06
2018-20BUD 2019-20Budget 01 FUND 06

2018-19Budget

2019-20Budget

Enter Unique Budget Description. Press the Enter

key Generall & G/LBUDGET
O Search + e =
L Search 1 New B Edit List [ Delete Process Repori
Description 1
N Name 1 Description C Co
2018-19Budget =
- 2020-21BUD Iaozl In FUND 05
2019-20Budget
e 2018-198UD 2018 19Bucget 01FUND |06
2019-20BUD 2019-20Budgat 01FUND (06

Assign the appropriate Budget Dimension Codes.

Remember that Global dimensions are already defined available and do not need to be defined specified here.
You should only define additional dimensions beyond those already included in the G/L Account segments or
Global Dimensions.

Click on the cell Budget Dimension 1 Code
.~ SAVED =

N

List il Delete  Process  Report  EH Open in Excel Y

3udget 01 FUND 06 BUDGET ..

dget 01 FUND 06 BUDGET ... 07 PROGRAM |08 SUBPROG... |10 LOCATION
dget 01 FUND 06 BUDGET ... 07 PROGRAM |08 SUBPROG... |10 LOCATION
Click on the link in cell Code with the value 07
PROG RAM 01 FUND 06 BUDGET ... w
01 FUND 06 BUDGET ...
01 FUND 06 BUDGET ... Code 1 Name

s e

05 SUBOBJECT Sub-Object
MANAGER  Budget Manager

M Program
08 SUBPROGRAM Subprogram
09 SBF School Based Funds

ODT Education Suite Help 9/29/2020 751217
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-/ SAVED (B =
e Process Report uﬂ Open in Excel Y =
get Diment

Bu

D

Code Code
01 FUND 06 BUDGET ...
01 FUND 06 BUDGET ... 07 PROGRAM
01 FUND 06 BUDGET ... 07 PROGRAM

08 SUBPROG... |10
08 SUBPROG... 10

LOCATION
LOCATION

Click on the link in cell Code with the value 08

Bud

get Dimension 4

SUBPROGRAM e e ]
11 FUND 06 BUDGET ... 07 PROGRAM v
11 FUND 06 BUDGET ... 07 PROGRAM
11 FUND 06 BUDGET ... 07 PROGRAM Code ? Name
07 PROGRAM Program
08 SUBPR! [Subprogram
09 SBF School Based Funds
10 LOCATION Location
11 PROJECT 11 project
Click on the cell Budget Dimension 3 Code
» SAVED (il =
Report [ ;] Open in Excel Y =
Budget get Dimension 4
1 Dimension 1 E Block
Code ﬁ'
06 BUDGET ... 07 PROGRAM
06 BUDGET ... 07 PROGRAM IS
06 BUDGET ... 07 PROGRAM 08 SUBPROG... 10 LOCATION

Click on the link in cell Code with the value 10

LOCATION

8 SUBPROG... || w

M

8 SUBPROG... |10 LOCATION
8 SUBPROG... |10 LOCATION

Code T

07 PROGRAM
08 SUEPROGRAM
(09 SBF

10 LOCATION

11 PROJECT

Name

Program
Subprogram
School Based Funds
Location

11 project
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Click on the navigation menu item popup Process

- BUDGET |

D Search —— New E% Edit List ij Delete Process Report [ Open in Excel

Bu
Name * c
2020-21BUD @ 2020-21Budget 01 FUND 06 BUDGET ... 07 PROGRAM 08
2018-19BUD 2018-19Budget 01 FUND 06 BUDGET ... 07 PROGRAM |08
2019-208UD 2019-20Budget 01 FUND 06 BUDGET ... 07 PROGRAM |08

Click on the navigation menu item Edit Budget

[ EDSuite Demo Generall & G/LBUDGET
udget:  All L Search. + -
g ! A Search T New % Edit List fu] Delet
ot Dot B Eoit Budget
2018,193u 3 ] Name Lescription

2019-20Budget

= 2020-21BUD
2018-19BUD
2019-20BUD

: 2020-21Budget

2018-19Budget
2019-20Budget

Enter Budget manually, enter Date Filters on the
Filters tab of the Budget Window and enter
amounts right in the Budget Window. . Press the

[ & GABUDGET €& BUDGET
Enter key. .| 3

i D Search — New 2 02 O —2 W B U D

4 Glol
| Dim Proc Bzport] Period  Column Budg:
N MName T Cod
2018-19BUD {o1# General
| 2019-208UD 011
= = 2020-218UD : O1f Budget Name 2020-21BUD
Show as Lines G/L Account

Click in the appropriate Account Number under the
period you want to enter your budget for ‘ . i

fe Name udgeted Amoun Sep 2020 Qct

10000000 OPERATING FUND _

10000000 REVENUE _

11000000 PROPERTY TAXATION _

11001000 TAX LEVY

1001001 Rural Levy I _ I

11001002 Urban Levy Open record ™"

11001004 Supplemental Levy =

11001999 TOTAL TAX LEVY
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Click on the navigation menu item New

< 1101001001 RURAL LEVY

)- G/L Budget Entries R Searc - New
Budget Name G/L Accoun
Re T4 v Date T W No. T W

B Edit List Delete  Elf Oper
Descriptio
(There is nothing to show in this view)

Click on the cell Description

01001 - RURAL LEVY

3udget Entries L Search -+ New BB Edit List

Budget Name

il Delete

uﬂ Open in Excel N

R 4 Datet ¥ N Dese
2020-21BUD £ |1101001001 I

Enter Description. However, it is not mandatory.

01001- RURAL LEVY

il Delete

uﬂ Open in Excel N

3udget Entries 5 Search -+ New R Edit List
Budget Name G

L 4 Date T W N Desc
2020-21BUD 2020-09-01 1101001001 m

Click on the cell Fund Account

More options W =

-+ New B Edit List il Delete B8 Open in Excel
Descripti Fund Ac
1101001001 Rural Levy 20-21 I

Look up value
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Select Fund Account from the drop-down list

ODT Education Suite Help 79/217

Eeount Budget ?:“
T Description Fund Account  ManagerCode  Program Co |
01001 Rural Levy 20-21 mm——] L

Code Name

= -0 Begin-Total
Operaiing Fund

2 Capital Fund

3 Reserve Fund

4 Trust Fund

Enter Dimensions, if applicable.

NOT SAVED N =l

Edit List il Delete  EA Open in Excel More options ¥ =

get Dimension :

Description Fund Account

Rural Levy 20-21

Click on the cell Amount

NOT SAVED (=

S

it List ij Delete B8 Open in Excel

5
)

I

o
.

=
5

@

11

3et Dimension 4
g

Enter Amount. Press the Enter key.

NOT SAVED i o=
idit List ] Delete x| Open in Excel Meare options =
. 3¢t Dimension 4
Facility E
Program Code ode Location Code Amount Entry
000 |
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<« G/L BUDGET (& BUDGET 1101001001 - RURAL LEVY
O Search 2 020 - G/L Budget Entries O Search +

Budget Name
Process Re i 4 Date T W

Name?
2018-198L 2020-21BUD 2020-08-01 [11(
3 General
= 2020-21BUD [EEEE |1t
2019-2081 mi
— 2020-21BL Budget Name

Show as Lines

Budget Entry is created. You can enter other entries the same way.

Dynamics 365 Business Central

ODT &  G&/LBUDGET € BUDGET - 1o} SAVED r
G/L Bus v =0
S well  2020-21BUD
4 = set Dimension 4 » W
. Dim Process Report Period  Colurn  Budget
2018 “
2018-198UD 014 General
2019-,
2019-208UD | |01
2020- - 2020-21BUD i 01} Budget Name 2020-218UD View b Month -
G/L Account Rounding Factor None -
0
Budget Matrix Balance =
1600000000 OPERATING FUND
1100000000 REVENUE
1101000000 PROPERTY TAXATION

1101001000 TAX LEVY

3:000.000.00
1101001999 TOTAL TAX LEVY 3,000,00000  3,000,000.00
Filters
0-09-0
st v
120n/BC/Tcompany =0DT EDSuite Demolinode=0151112d-197-0000-0c31-d000836bc2d28 page=0307 &dc=08baokmark=31%3b/gAMACLAQAAAAITH2F AATwAWAD AAMAAWADI%3 d& runinframes= 18

Once budget transactions have been entered the budget window shows a summary of the amounts budgeted
for each G/L account in different time periods.

2.6.3. Program Assisted Budget Creation

2.6.3.1. Overview

There are a number of methods of budget creation that can speed up budget creation and make it more
efficient.
These methods include copying budgets, creating budgets and importing Budgets.

2.6.3.2. How to Copy Budgets

In Business Central Education Suite It is possible to copy budget entries from one budget to another.

Fund Accounting Role

ODT Education Suite Help 9/29/2020 80/217



L

Open Door Technology Inc. kristina

Open September 29,
TEGHNOLOGY 2020

- ODT Education Suite Help 81/217

Click on the navigation menu item popup General
Ledger

65 Business Central

ODT EDSuite Demo Accounts Payable

Purchase lists  Sales lists

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E] Sales Invoices Repc

Insights

Activities
PAYMENTS FINANCIALS

Click on the navigation menu item G/L Budget

bynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Pay
Chart of Accounts  |G/L Budget] General Journal  Import Gen
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  E Sales Iny

Insights

Activities
PAYMENTS FINANCI,

Click on the link in cell Name with the Budget Name
you want to copy

Dynamics 365 Business Centra

ODT EDSuite Demo General Ledger Accounts |
G/L Budget:  All -~ O Search —+ New Manage P
E% Edit List
Name 1 Description R
il Delete
2019-20BUD 2019-20Budget

Click on the navigation menu item popup Budget

BUDGET T
Process Report Period Column Budget Mare options
General

Budget Name 2018-19BUD * View by

Show as Lines G/L Account - Rounding Factor
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Click on the navigation menu item Copy Budget...
[ EDSuite Demo General ¢ BUDGET
udget:  All - 2 search  + 20»] 8 _»] 9 B U D
8 Deciits Process Report Period Column EBudg:
3-19BUD ! 2018-19Budget = =
y o] udget... X Delete Budge EE By
520600 2015-20Budget e M ——
Budget Name 2018-19BUD
Show as Lines .G,."L Account
Show as Columns Period

Options window opens. Let's create a new Budget for the same accounts, exept that we are expecting our
2019-2020 costs to be 5% higher than they were last period.

Click on the field Budget Name in a Copy From section

COPY G/L BUDGET L/‘ 5
B_W 9B L Options
COPY FROM
Report Pen
Source ‘ G/L Entry V|
Budget Name I‘ o |I
TR < Look up value
s G/L Account No. N
< Date P
: Closing Entries Include b
urnn -
Dimensions
Select a Budget name to copy from
COPY FROM
Source G/L Budget Entry e r
Budget Name ~ E
G/L Account No
Name T Description
s
Date
- | 2018-13BUD 2018-19Budget
T —
Closing Entries S—ZOBudget
Dimensions + New

COPYTO

Budget Name

Set other options if applicable:

» G/L Account Number — you can select an account or accounts to copy information for.

* Date — the date or date range to read from

* Closing Entries — If Source is G/L Entries then indicate whether to include closing entries or not.
» Dimensions — choose all of the dimensions that you want to include in the new budget.

Normally this will include all of the G/L Account segments plus any others that you need to budget for.
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Click on the field Budget Name in a Copy To section No. ' an
's | Include V.
=

Mar 2¢
| ~ B

No. ~

ctor 1
thod b
Select a Budgtet name to copy to J Dimensions
COPYTO
§ Budget Name o
10
o] G/LAccount No.
m- — Name 1 Description
.0' —> _2018-19BUD 2018-19Budget
| §  Adjustment Factor 2019—2(]Budget
2 | Rounding Method + New
| d Date Change Formula
9
sl Date Compression | Day ~
Fill in the Apply section
Click on the field Adjustment Factor =
2019-208UD . M
No. “
actor I| E|I |
thod ' M
Formula
ssion Day ]
Enter the text 1.05. Adjustment Factor is set to 1 B
what is 100%, 1.05 would be a 5% increase. |
2019-208UD . il
Ne. ~
actor I| E|I |
thod . ~ |
Formula
ssion Day .
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Click on the field Rounding Method. Rounding Method
— If using an Adjustment Factor other than 1 you could

Mar 20

2019-20BUD e
end up with decimals. ” ul
actor 1.05. |
[ =l
Formula
ssion . Day V.
[ I —
Click on the field Date Change Formula |2019-208UD ~|
No. ~ |
actor 105 B
thod || ~ | I
Formula I| |I B
ssion .Day v B
o Rl —
Enter If copying an annual budget, use 1Y. |2019-208uD v| .
No. W |
actor 1.05. E
thod ~ |
Formula I|| |I |
ssion .Day v B
o e —
Set Date Compression to Month and click OK eihod F
: Formula v
ession Month V‘ |
- el
FOTRENTESDT CUUYETVIENEgeT T
[ Program Filter |
h Subprogram Filter
ne Statement W Location Filter
ODT Education Suite Help 9/29/2020 84/217
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Click on the button Yes on the confirmation message
| o Do you want to start the copy? | s
1
| Yes | ‘ No |
Urban Le;y j
Supplemental Levy =
TOTAL TAX LEVY =
Click on the button OK
feb 2020 Mar 2(

udget has been successfully copied.

Levy
mental Lewy
AX LEVY

TIMLLICIE A TA

Budget entries are succesfully copied over, amounts are adjusted according to rounding factor.

Dynamics 365 Business Central

ODT EDSuite Demo General < BuDGET

G/LBudget: Al P search  + 20‘]97 2 O B U D

2018-19Budget

2013-208UD i 2019-20Budget

0} SAVED
Process Column Budg
General
2013-208UD aw b Month .
G/L Account Norw -
Period @

Budget Matrix

~ 1000000000
1100000000
1101000000

1101001000

110100

1101001998

Filters

i OPERATING FUND
REVENUE
PROPERTY TAXATION
TAX LEVY

1,101,962.34 2141996  1,080,542.38

Income Statement v

If you tried the Copy Budget functionality and messed it up, you can use function "Delete Budget" from the
Budget window to delete the budget and start over.
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Dynamics 365 Business Central

ODT EDSuite Demo General & BUDGET ) - 1o} SAVED
G/LBudget: Al PO search  + 20-]9 2OBUD Y =0
set Dimension 4
Derript Process  Report Period  Column  Budget | :
2018-198UD 2018-19Budget
2019-208UD : 2019-20Budget General
Budget Name 2013-208U0 View by Month -
G/L Account None -
Period L]
Budget Matrix Balance =
~ 1000000000  : OPERATING FUND
1100000000 REVENUE -
1101000000 PROPERTY TAXATION _
1101001000 TAX LEVY _
1101001001 Rural Levy 1080.857.3. 2141996
1101001 Urban Levy 10499

110100100 Supplemental Levy 21,000.00 21,00
1101001999 TOTAL TAX LEV 1,101,962.34 21,419.96 1,080,542,
Filters

income Statement v

€& BUDGET W
Process Report Period Column Budget More options
General
Budget Name 2019-20BUD 25 View by
Show as Lines G/L Account . Rounding Factor

Click on the navigation menu item Delete Budget ———

General & BUDGET

c==  2019-20BUD

Description

Process Report Period Column Budget More optior|
2018-19Budget
] Copy Budget... X Delete Budget FR Export to Excel... iz
2019-20Budget B
Budget Name 2019-20BUD o View
Show as Lines G/L Account .- Rour|
Show as Columns Pericd - Shov
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Clicking Yes on the confirmation message does not
delete the Budget Name but it will delete all Budget
Entries for the Budget you are currently viewing. Click

NO to the confirmation message for now.

Levy

o you want to delete the budget entries shown?

2.6.3.3. How to Export Budget to Excel

B

Pt 2019

L437.39
104.99

21,000.00

21,419.96 1,080,542.38

Business Central also has functionality to export budget transactions to a Microsoft Excel workbook. This
functionality can be used to modify or add to an existing budget.

Click on the navigation menu item popup Budget

&  BUDGET

2019-20BUD

Process Report

General

Period Column

Budget Meore options

Budget Name

Show as Lines

2018-20BUD

G/L Account

Rounding Factor

Click on the navigation menu item Export to Excel...

Export Budget to Excel window opens.

& BUDGET

2019-20BUD

Procsss Report

L] Copy Budget...

Budget Name
Show as Lines

Show as Columns

Period Column

X Delete Budget

2019-20BUD
G/L Account

Pericd

/‘V V\\
{ ]
@) g
Budget Meore opticns
gﬁ Export to Excel... *u:*‘, Import from Excel...
View by
Rounding Factor

Show Column Name

Notice that the Budget Name is filled in automatically based on the budget you start from.
Any dimension or other filters would also fill in automatically if set on the budget header prior to running the

export.

If you have no filters other than the Budget name, all budget entries for that budget will be exported.

Start Date is the beginning date for the Budget to be exported. If an annual budget the entries are typically

entered with a 01/01 date.
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Click on the field Number of Periods. Enter the number | NG
of separate periods in the budget. Eivai Rinsa e Bk A s
)_20 BL Options
o o Start Date ‘ | |
No. of Periods I‘ 0 |I
Period Length ™ |
me Column Dimensions :
nes nclude Totalling Formulas ':_.:_:' |

olumns

Enter No. of Periods. Press the Enter key. S ——

EXPORT BUDGET TO EXCEL f i
9_ 20 BL Options

Start Date 2020-01-02 ]

Report Peri

No. of Periods I‘ 1‘ |I

Period Length ™ —_—
me Column Dimensions
nes nclude Totalling Formulas (Ol

alumns

Period Length — date formula field. In BC Education Suite period is 1 month.

Column Dimensions — choose all dimensions that are not part of the G/L Account itself (to the level that you
budget for).

They can be selected by clicking the ellipse button and putting a check mark to the left of the dimensions that
are to be included.

You can choose to include Totaling Formulas if you want to. Business Central will create Sum formulas in Excel
based on the Begin and End Totals in the Chart of Accounts as well as Begin and End.

Click on the button OK to complete the Export to
Excel. This can take a seconds or minutes depending
on the size of the budget information being exported. - Fitter

Budget Dimension 4 Code

Schedule... |I‘ QK |I| Cancel ‘_

f 1
Income Statement s Location Filter

Budget Dimension 4 F..

2.6.34. How to Import Budget from Excel

Business Central also has functionality to import budget transactions from a Microsoft Excel workbook. This
functionality can be used to create new budgets.
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& BUDGET .f,}j. 1 W
Process Report Period Column Budget Meore options
General
Budget Name 2019-20BUD o View by
Show as Lines G/L Account ¥ Rounding Factor
Click on the navigation menu item Import from
Excel... {//\} - [iif # SAVED
’0BUD
wt Period Column Budget Meore options
et... X Delete Budget Tﬂ Export to Excel... Eﬂ Import from Excal...
2019-20BUD . View by Month
G/L Account g Rounding Facter None
Period i Show Column Name @

Import Budget from Excel window opens.

Select the Budget Name to import into, indicate whether you want to add entries or replace existing entries,
and put in a description (each budget entry created will have this description).

The Replace Entries option will replace any existing entries with the same G/L Account,
dimension and date combination.

Click on the button OK to complete Import from Excel. . S n - >

Replace entries bt

Imported from Excel 20-09-25

] -

TING FUNL

NUE

PERTY TAXATION

X LEVY

ural Levy =

[

Click on the field CHOOSE and system will redirect _
you to the window to select file for uploading.

PG  IMPORT EXCEL FILE 7 B2 ke

ave
I | I‘ Choose... || Cancel

L L e — | (-7,

Last used options and filters

Iptions

adget Name 2019-20BUD

This can take a seconds or minutes depending on the size of the budget information being imported.
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3. Purchase & Payables

3.1. Purchase & Payables Overview

3.1.1. Purchase & Payables Overview

3.1.1.1. Overview

Accounts Payables is a key application area for the Education Suite. Among other things, this is where vendors
are setup, invoices are entered and posted and where cheques are written and posted.

Accounts Payable is fully integrated with the General Ledger and updates the G/L immediately as each
transaction is posted.

Unlike many other systems used by school divisions, Business Central Education Suite separates invoicing and
cheque-processing into two separate processes rather than a single process.

This section covers accounts payable invoice processing in Business Central. As mentioned before, invoice
processing in Business Central is a separate process from cheque processing. Invoices are typically entered
and posted individually when they are received and then paid in a separate process when they are due.

The Education Suite adds the ability to input vendor invoices by user batches with or without batch control

totals. How your organization will process invoices in the program is a decision that is up to you. If you haven’t
made that decision, this material should help to explain the pros and cons of each method.

3.2. Purchase & Payables Setup
3.2.1. Purchase & Payables Setup

3.21.1. Overview

Purchase & Payables Setup contains the fields for specifying the Number Series to be used for Accounts
Payable application for Educations Suite.

Setups here defines all the other Education Suite specific functionalities such as Self-Assessment, Purchase
Card or Quick Pay.

That's why it is very important to set everything up correctly before starts working with Accounts Payable
Education Suite in Business Central.

Before you begin working with Purchases & Payables, you specify here the number series that will be used for
vendors, purchase documents, and so on. You also specify here other options such as how you want to
calculate and post discounts and whether you want to round invoices

The following steps demonstrates how to set up Purchase & Payables for Education Suite Business Central

3.21.2. How to Setup Purchase & Payables Setup

Fund Accounting Profile

ODT Education Suite Help 9/29/2020 90/217
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Click on the navigation menu item popup Setup

s Receivable Inquiry

Reports History =

Click on the navigation menu item Purchase &

Dynamics 365 Business Central

Payables Setup

Purchase & Payables Setup window opens

ODT EDSuite Demo General Ledger Accounts |

!Purchase & Payables Setuu! Sales & Receivables Setup  Edu

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices [E] Sales

Insights

Activities
PAYMENTS FINAI

3.2.1.3. How to Setup the General Tab

From the Purchase & Payables Setup window expand the General Tab

Dynamics 365 Business Central

< PURCHASE & PAYABLES SETUP
Purchase & Payables Setup
& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

General »

SAVED =g

Number Series >

Background Posting >

Archiving >

Education Suite

Purchase Card >

Vendor Invoice Import >

Email Setup >

Default Accounts

Advanced Payables >

Quick Pay »

ODT Education Suite Help
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Click on General

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

& Vendor Posting Groups |}S\gnature List [} Incoming Documents Setup

|Genera| > |

Number Series >

Background Posting >

The following setting are recommended for Education Suite. However, might vary depending on the School

Division policy.

Click on the field Discount Posting

o T,
iyables Setup

D’S\gna!ure List |—D Incoming Documents Setup Meore options

Mo Discounts

Invoice Discounts
mo

Line Discounts

All Discounts
@

Click on the item No Discounts in the list

iyables Setup

Q’S\gna!ure List [N} Incoming Documents Setup More options

No Discounts o

Invoice Discounts

Line Discounts

All Discounts
®
Click on the toggle field Invoice Rounding eral
sunt Posting Mo Discounts
ipt on Invoice @

rn Shipment on Credit Memo
ice Rounding

te ltem from ltem No.

¢ Yendor Name to Entries

Joc. No. Mandatory

v Tax Difference
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Click on the toggle field External Document Noumber
Mandatory

ipt on Invoice
rn Shipment on Credit Memo
ice Rounding
te Item from Item No.
¢ WYendor Name to Entries
Joc. No. Mandatary
v Tax Difference
Inv. Discount
Inv. Disc. per VAT ID

n. between Currencies

Click on the toggle field Allow Tax Difference

rn Shipment on Credit Memo
ice Rounding

te Item from ltem No.

¢ Vendor Name to Entries
Joc. No. Mandatory

v Tax Difference

Inv. Discount

Inv. Disc. per VAT ID

n. between Currencies MNane
¢ Comments Blanket to Order [(CHD)]
Click on the field Application between Currencies L
-
[ o)
@
@
[= 7
der (O]
sipt @
= @
Click on the toggle field Copy Comments Blanketto """ p—
Order v Tax Difference [ @]
Inv. Discount [(CHD
Inv. Disc. per VAT ID [(CHD)]
n. between Currencies ‘ None

¢ Comments Blanket to Order

¢ Comments Order to Invoice e )
¢ Comments Order to Receipt '\(_. _)

¢ Cmts Ret.Ord. to Cr. Memo

¢ Cmts Ret.Ord. to Ret.Shpt

‘]
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v lax Ditference

Inv. Discount

Inv. Disc. per VAT ID

n. between Currencies

¢ Comments Blanket to Order
¢ Comments Order to Invoice
¢ Comments Order to Receipt

7 Cmts Ret.Ord. to Cr. Memo

7 Cmts Ret.Ord. to Ret.Shpt

t Cost Reversing Mandatory ® )
Click on the toggle field Copy Comments Return Order """ —

to Credit Memo

n. between Currencies i MNone
¢ Comments Blanket to Order -D
¢ Comments Order to Invoice [ o]
¢ Comments Order to Receipt Q
¢ Cmts Ret.Ord. to Cr. Mema
¢ Cmts Ret.Ord. to Ret.Shpt (

t Cost Reversing Mandatory

k Prepmt. when Posting

Click on the toggle field Copy Comments Return Order

to Return Shipments

n. between Currencies None
¢ Comments Blanket to Order ‘)
¢ Comments Order to Invoice -D
¢ Comments Order to Receipt -)
¢ Cmts Ret.Crd. to Cr. Memo -)
¢ Cmts Ret.Ord. to Ret.Shpt

t Cost Reversing Mandatory

k Prepmt. when Posting

Click on the field Prepayment Auto Update Frequency

v SAYEU =

Show less

Daily

Weekly
It ATWaYS CONDINE

ODT Education Suite Help
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Click on the field Default Posting Date

oy MNever

Work Date

e E
It is preferable to set Default Posting Date as "Work Date"

Click on the toggle field Use Vendor's Tax Area Code

mt. Auto Update Frequency Never

ult Posting Date Work Date

ult Qty. to Receive ‘ Remainder

bine Special Orders Default Always Combine

Vendor's Tax Area Code

v Document Deletion Before

re Updated Addresses ’-:_. _;‘
ing Description Rule Vendor Name
or Line Tax Calculation From Gross Amount Including Tax

Next fields set is specific for Education Suite. Determine here the way to calculate taxes in purchase order,
invoice or credit memo lines. Select from the available options:

- From Gross Amount Including Tax or

- From Direct Cost

Click on the field Order Line Tax Calculation =
Click on the button Yes to the warning message Use Vendor's Tex Area Code q
Allow Document Delation Before
Would you like to update all vendor Order Line Tax Calculation ‘!
type to From Direct Unit Cost b v
. F
| Yes | ‘ No | [ F
U IV T A T T F
Invoice By

Allow Purchase Line Tax Difference

Default Tax Groun Code

The same way select Invoice and Credit Memo Tax Calculation options.

Note: selecting Invoice By "Gross Amount" will set up default quantity on the lines to 100
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Click on the link Invoice By oo pestes A
Posting Description Rule

Order Line Tax Calculation

Invoice Line Tax Calculation

i Credit Memo Tax Calculation
(LU0 | ine Tax Difference
Learn more g Cotde
Archive Quotes
Archive Orders
Click on the button Yes to the warning message Use Vendor's Tax Area Code 4
Allew Document Deletion Before [l
Would you like to update all vendor Invoice By type to Gross | @
Amount v
B
| Yes ‘ No | | F
) I
Invoice By F
Allow Purchase Line Tax Difference [
Default Tax Groun Code
Click on the field Allow Purchase Line Tax R "
Difference From Gross Amount Including Tax td
From Gross Amount Including Tax V
From Gross Amount Including Tax v
Gross Amount o
nce I‘ 0.00 ‘I
v
Never v
@
Enter Allow Purchase Line Tax Difference. Press e -
the Enter key From Gross Amount Including Tax .
From Gross Amount Including Tax "
From Gross Amount Including Tax v
Gross Amount v
| ]
v
Mever k4
(O
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Click on the lookup button Default Tax Group Code R R e i
From Gross Amount Including Tax v
From Gross Amount Including Tax hd
Gross Amount -
0.10
n O
Never ~
@
®_
Click on the link in select default Tax Group Code pase Line Tax Difference
e Code? Description

Enable any other fields if you prefer.

3.2.1.4.

| GST 100% ITC (No PST)

P GST 100% ITC (With PST)
ze No. To Payment Reference N Non-Taxable
TAX GST 100% Boaoks
+ MNew

How to Setup the Number Series Tab

As a pre-step before setting up Purchase & Payables Number Series Tab, Number Series List need to be

created.

Click on the navigation menu item popup Setup

s Receivable Inquiry Reports

Click on the navigation menu item Number Series

Ledger Accounts Payable Accounts Receivable Inquiry Reports

eceivables Setup  Education Suite Setup

\ase Invoices  [E] Sales Invoices Report

FINANCIALS

Here is an example, how to create New Number Series for Education Suite Business Central.
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Click on the navigation menu item New

‘Demo General & NO.SERIES
Sales lists o : -
A Searcll  — New B Edit List i Delete Navigat
:Invoice: > See Purch -
Absence ABSO0(
APPLICANT Applicants s
BANK BANK BO10
BANKDEP Bank Deposit BDEPO(
BANKDREC Bank Deposit Receipts BDEPO!
y ... .. K ] BANKRECAD) Bank Rec Adjustment |
Foter the Number Series Code Prensiefnterkey [ ]
‘Demo General & NO.SERIES
Sales lists o | A .
A Searcll T New B2 Edit List i Delete Navigat
| . 3 ool H Code T Description Starting
* Invoice ee Furc
] |
ABSENCE Abzence ABSO0(
APPLICANT Applicants e
BANK BANK BO10
BANKDEP Bank Deposit BDEPO(
y ... K ] BANKDREC Bank Deposit Receipts
Demo General €& MNO.SERIES
Sales lists = i T .
A2 Searcl] —— New B2 Edit List il Delete Navigat
. Code ™ Description
: Invoice: > See Purch
= coMMITM & |
ABSENCE Absence ABSO0(
APPLICANT Applicants i
BANK BANK
BANKDEP Bank Deposit
y ... K ] BANKDREC Bank Deposit Receipts
Click on the cell Description with the value e |
Commitment Generall €& No.SERIES
s ~ -
A Search T New % Edit List i Delete Navigate uﬂO
Code T Description Starting No. |
> See Purch
= COMMITM  : |Commitment] \I I
ABSENCE Absence ABS0001 £
APPLICANT Applicants | J
BANK BANK BO10 i
BANKDEP Bank Deposit BDEP00O i
EANKDREC Bank Depesit Receipts BDEP0OC1T E
. INVOL. PU|
EEK NE] BANKRECAD) Bank Rec Adjustment L, |
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Enter Startig Date. Press the Enter key.

i] Delete @3 Open in Excel

MMITMENT

Enter Starting Number. Press the enter key.

i] Delete @8 Open in Excal

MMITMENT

Enter Ending Number. Press the Enter key..

il Delete B Open in Excel

MMITMENT

Click on the button Close

Close |

ODT Education Suite Help 9/29/2020

99/217




L

Open Door Technology Inc. kristina
Open September 29,
TEGHNOLOGY 2020
- ODT Education Suite Help 100/217
Click on Default Nos. B o .
BDEP9999 S I |
- = s
- - L
E = et
e e e
o o]
CONT99999 | _ L
CUS99999 2020-09-04 CUsS00003
- = -
EMP99999 . L
= e et
FA99999

ODT EDSuite Demo | General NO. SERIES

Purchase lists  Sales lists

L Search - New MR Edit List
ACTIONS
. Code T Description
-+ Add Purchase Invoice > See Purch
ABSENCE Absence
- APPLICANT Applicants
Insights PP
BANK BANK
Activities » BAMKDEP Bank Deposit
PAYMENTS BANKDREC Bank Deposit Recei}
T e ™ BANKRECAD) Bank Rec Adjustme

With the full Number Series list setup, go back to Purchase & Payables to define default number series for each
field as needed.

Click on Number Series Purchases & Payables Setup

& Vendor Posting Groups QS\gnature List [N} Incoming Documents Setup

General >

|Number Series > I

Background Posting >

Archiving »
Click on the field Commitment Nos. -
P-BATCH N
P-INV-IMP hod

P-INV-Q W

ODT Education Suite Help 9/29/2020 100/217



L

Open Door Technology Inc.

kristina

ECHNGLDGY

September 29,
2020

openc

ODT Education Suite Help 101/217
Enter Commitment Nos.. .
P-BATCH e
P-INV-IMP v
1 4|
Code T Description
ABSENCE Absence
APPLICANT Applicants
BANK BANK
Click on the link in cell Code with the value COMMITM = """ e
Log No.
nt Nos. com
ce Nos.
Code T Description
e > COMMIT Commitments

COMMITM [Commitment

+ New

Created before Number Series for the Commitments is assigned.

Dynamics 365 Business Central

&« PURCHASE & PAYABLES SETUP
Purchase & Payables Setup
& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

General >

SAVED 0o

Number Series

P-QUO

P-ORD

Background Posting >

P-BATCH

P-INV-IMP

COMMIT

P-INV-Q

Archiving >

Education Suite >

Purchase Card >

Vendor Invoice Import >

For each field determine Number Series by the selecting preferable one from the drop-down menu.

ODT Education Suite Help
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Dynamics 365 Business Central

& PURCHASE & PAYABLES SETUP

Purchase & Payables Setup

& Vendor Posting Groups [ Signature List [ Incoming Documents Setup

General »

SAVED (=

Number Series

VEND

P-QUO

P-ORD

P-INV

P-INV

P-CR

P-CR

RCPT

Background Posting >

P-BATCH

P-INV-IMP

COMMIT

P-INV-Q

Archiving >

Education Suite >

Purchase Card >

Vendor Invoice Import >

3.2.1.5.
Click on Education Suite

How to Setup the Education Suite Tab

Background Posting >

Archiving >

|Education Suite > I

Purchase Card >

Vendor Invoice Import >

Education Suite Tab defines key Accounts Payables areas.
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Dynamics 365 Business Central

& PURCHASE & PAYABLES SETUP

Purchase & Payables Setup

& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

Education Suite

EMPLOYEE VENDOR DEFAULTS

Other Tax Amount

User Wamning

First Name Last Name
No Name

Emp. Email

-

Ol

V00016

MINFINCA

PROV-SK

SAVED (=

Tax Type 1 and 2 Captions, as well as Other Tax Type Captions defines the Tax names in Purchase Order,
Purchase Invoice and Credit Memos lines. You can enter any preferable names.

Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

& Vendor Posting Groups (¥ Signature List [ Incoming Documents Setup

Education Suite

GST Amount

PST Amount

Other Tax Amount

EMPLOYEE VENDOR DEFAULTS

User Warning

EFT

(Il
First Name Last Name
No Narme

Emp. Email

Fill in special section to select default settings for Employee Vendor:

SAVED

ODT Education Suite Help
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Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

& Vendor Posting Groups [ Signature List

Education Suite

D) Incoming Documents Setup

GST Amount
PST Amount
Other Tax Amount

User Warning

EMPLOYEE VENDOR DEFAULTS

First Name Last Name

No Name

Emp. Emai

V00016

MINFINCA

PROV-SK

R

SAVED [=

Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

2 Vendor Posting Groups [ Signature List

[ Incoming Documents Setup

First Name Last Name
No Name

Emp. Email

V00016

MINFINCA

PROV-SK

R

N

Purchase Card >

Bank Account

8010

SAVED

Vendor Invoice Import >
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3.2.1.6. How to Setup the Purchase Card Setup

Click on Purchase Card
Archiving >

Education Suite >

|Purchase Card >|

Vendor Invoice Import >

Email Setup >

Select settings that define default Purchase Card import and posting for Education Suite:

Dynamics 365 Business Central

€ PURCHASES & PAYABLES SETUP SAVED =g

Purchases & Payables Setup
& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

General »

Number Series >

Background Posting >

Archiving >

Education Suite

Purchase Card

o
5
%

 Vendor No V00017

|.‘ B ;
- S

8010

06 BUDGET MANAGER

Vendor Invoice Import >

Email Setup >

Default Accounts >

Select default Purchase Card Vendor, Bank Account and Tax Group Code. Select Number Series. Enable
Validate Dimension Combinations and Purchase Card Auto Post if needed. Purchase card dimension is
defined from this tab as well. Enable Post G/L Entries in Detail if needed.

ODT Education Suite Help 9/29/2020 105/217
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Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP (2) + W SAVED o

Purchases & Payables Setup
& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

General »

Number Series >

Background Posting >

Archiving >

Education Suite

Purchase Card

o
5
%

 Vendor No V00017

8010

|.‘ B ;
- S

06 BUDGET MANAGER

Vendor Invoice Import >

Email Setup >

Default Accounts >

3.21.7. How to Setup Quick Pay Setup
Click on Quick Pay :

Default Accounts >

Advanced Payables >

|Quick Pay>|

Select settings to define Quick Pay functionality
process. Select Quick Pay Method Code and Payment
Type, as well as Default AP Cheque Account. Other :
fields are optional. o : : -

Shown in this video steps are key for Education Suite Purchase and Payables working properly. You can add
any other setting specific for your organization. Otherwise, you can close the page.
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Dynamics 365 Business Central

&« PURCHASE & PAYABLES SETUP y + w SAVED
Purchase & Payables Setup
& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

General

Number Series

Background Posting

Archiving >

Education Suite

Purchase Card >

Vendor Invoice Import

Email Setup

Default Accounts

Advanced Payables

Quick Pay >

PURCHASE & PAYABLES SETUP
I

urchase & Payables Setup

& Vendor Posting Groups Q‘S\gnature List [N} Incoming Documents Setup

General »

Number Series >

3.3. Accounts Payable Batch Management

3.3.1. Accounts Payable Batch Management Overview

3.3.1.1. Overview

The Education Suite adds the ability to input vendor invoices by user batches with or without batch control
totals. Accounts Payable Batch Management allows to control invoice processing by separate users within
individiual batch.

In this method invoices are processed after first creating a batch and then adding invoices to that batch before
posting the entire batch. Batch processing adds some batch controls capability and related reports and also
facilitates posting and filing of accounts payable invoices by batch.

3.3.1.2. Accounts Payable Batch Management Overview
There are a number of setup items required to cover related to batch accounts payable invoice processing.

1) Batch Number Series can be specified for automatic sequential numbering of new batches in Numbering Tab
under Purchase & Payables Setup
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Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

& Vendor Posting Groups [ Signature List

General »

D) Incoming Documents Setup

SAVED (=

Number Series

Nos VEND
P-QUO
os. P-INV-IMP

P-INV
PLIN COMMIT
o.cR P-INV-Q
P-CR
RCPT

Background Posting >

Archiving >

Education Suite >

Purchase Card
vooo17 P-CARD
8010 -

2) Batch user access is determined by the selecting options of the Batch Mode in Education Suite Tab under
Purchase & Payables Setup:

Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

2 Vendor Posting Groups [ Signature List

Education Suite

D) Incoming Documents Setup

GST Amount
PST Amount

Other Tax Amount

EMPLOYEE VENDOR DEFAULTS

User Warning v

There are three options:

First Name Last Name

No Name

Emp. Email

V00016

MINFINCA

PROV-SK

B

SAVED [

1. Blank — no restrictions or warnings any user can access and modify another user’s batches.

2. User Error — users attempting to access another user’s batch will receive an error and will be unable to

access it.

ODT Education Suite Help

9/29/2020

108/217




L

Open Door Technology Inc. kristina

O‘pen September 29,
2020

- ODT Education Suite Help 109/217

3. User Warning — users accessing another user’s batch will get a warning message but will be able to access
and process other user’s batches if necessary

3) Default Batch Control Validation is used as a default to indicate whether batch control validation should be
activated or not for new batches created in the program.

Dynamics 365 Business Central

€ PURCHASE & PAYABLES SETUP 7 + 0] SAVED
Purchase & Payables Setup

& Vendor Posting Groups (¥ Signature List [ Incomin g Documents Setup

Education Suite

EMPLOYEE VENDOR DEFAULTS

This serves as a default only and Batch Control Validation can be turned off on individual batches.

Batch control validation determines whether the total entered in the Control Amount Including Tax field
(calculated outside of the program) must agree to the Batch Amount (total of documents entered in the batch as
calculated by the program) before a batch can be posted.

3.3.2. How to create a New AP Batch

3.3.21. How to Create a New AP Batch

When using the batch processing method of accounts payable invoicing, the first step in invoicing is to create a
new batch.

Fund Accounting Profile

Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Receivable

e lists  Sales lists

Purchase Invoice > See Purchase Invoices [ Sales Invoices Report
s

ies

rs FINANCIALS
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Click on the navigation menu item popup Invoice
Entry

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts
Vendor -~ Order Processing Cheque F

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales
Insights

Activities

PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager
List

AP Batch Manager list opens.

Click on the navigation menu item New

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts

Vendor -~ Inyqice Entry Qrder Processing Cheque F
AP Batch Manager List

ACTIONS B
Purchase Invoices _

—+ Add Purck 1ase Invoices & Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import

PAYMENTS FINAI

Demo General € AP BATCH MANAGER LIST
Sales lists . .
A Searcll  — New Manage Process Batch Fun
: Invoice: > See Purch Creatic
No. T Description Batch ID Date
APB00002 School Supplies  ODT\KRISTINA 2020-
MINFINCA Minister of Fina... ODT\KRISTINA 2020-
e ™
Click on the Field Number. )
+ New AP Batch Manager Card
Batch Functions Post More options
General
No. I‘ ’—‘_ll Remaining
Cloen oooics Lo
o —
Description Posted Ar|
Batch ID Printed
Due Date | Released |
Control Amount Incl. ... 0.00 Posted C¢

Business Central will automatically assign the next available batch number from the Number Series

ODT Education Suite Help 9/29/2020
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Click on the field Description ' e -~
Batch Functions Post More options
Descript
: General
:  School
Ministe No. l:| Remaininy
Description I‘ ‘I Posted Ar
Batch ID Printed
Due Date | Released |
Control Amount Incl. ... 0.00 Posted Cc
Batch Amount 0.00 Complete
Enter Description. R M paLclcti vial lclgcl alu
Batch Functions Post More options
Descript
General
i School
Ministe No. APB00003 Remaining
Description I‘ D‘ ‘I Postad Ar
Batch ID CDT\KRISTINA Printed
Due Date i Released |
Control Amount Incl. ... 0.00 Posted Cc
Batch Amount 0.00 Complete

Batch ID is assigned automatically, based on your user id when you insert a new batch

Due Date can be entered on the Batch header as a default for all invoices and credit memos entered on the
batch.

However, if a document date is changed on an individual document, the due date for that document will be
recalculated based on the payment terms in effect. If there is no payment term on that invoice, the Due date
will become the document date.

It is also possible to update the due dates on all documents attached to a batch by entering or changing the
due date on the batch card - even posted documents can be updated.

Entering or changing the due date on the batch card will result in the following screen being displayed
automatically.
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Dynamics 365 Business Central

ODT EDSuite Demo eneral & AP BATCH MANAGER CARD

AP Batch Manager List: ~ All e AP 800003

School Supplies  ODT\H General 1406200
APB000O3 oDTV .00 (
na.. ODT\ 000
ODTKRISTINA
0
Lin, =
Detail
0.00 000
Click on the field Control Amount Incl. Taxes F g
Ministe No. APB00003 maininy
Description Driver Training Posted Ar|
Batch ID ODT\KRISTINA Printed
ue Date | Released |
Control Amount Incl. ... I‘ ‘0.00 ‘I Posted Cc
atch Amount 0.00 Complete
Remaining Amount 0.00 Recurring
lines Manane More ontions
Enter Control Amount Incl. Taxes. Press the Enter - e
key Ministe No. APB00003 maininy
Description Driver Training Posted A
Batch ID ODT\KRISTINA Printed
| Released
Control Amount Incl. ... I‘ 0.00 ‘I Posted Cc
Batch Amount 0.00 Complete
Remaining Amount 0.00 Recurring
Lines Manane More ontions

Control Amount Including Tax the total of all invoices in the batch must be entered in this field if Batch Control
Validation is activated. The intent of this field is to have accounts payable clerks use an adding machine to add

up the total invoices to be entered in their batch and enter the total.

Then when all invoices have been entered for the batch, this amount should agree to the calculated total

represented by the Batch Amount. If it does not, posting will be prevented.

Batch Amount is the program calculated total of all documents entered on the batch. When Batch Control

Validation is activated this is the amount to which the Control Amount Incl. Tax is compared before posting. If

they are not equal, posting will be prevented.
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Once the batch is created you are ready to start invoicing.

ODT &  APBATCH MANAGERLIST
P 0 semen e AP Batch Manac

ACTION
Batch Functions Post More ¢

-+ Adc -

- > | General
Insigh APBD0002  © School

MINFINCA Ministe No. [ apBO0003
Activi
PAYMEI APE00003 Description Driver Training
e | S

3.3.3. How to attach No. Series to Specific User

3.3.3.1. Overview

One of the advantages of using batch invoice processing is that it allows the work of multiple accounts payable
clerks to be easily separated in the program.

If you have more than one person processing invoices at the same time and you want each user to have

sequential document numbers within their own batch, then it is necessary to setup separate number series by
user.

3.3.3.2. How to attach Number Series to Specific User
Fund Accounting Profile

There are a couple of steps to setting this up:

1) Setup Number Series
2) Attach Number Series to each User

Let's start with creating special Number Series.

s Receivable Inquiry Reports History =
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Click on the navigation menu item Number Series

Ledger Accounts Payable Accounts Receivable Inquiry Reports

eceivables Setup  Education Suite Setup

\ase Invoices  [E] Sales Invoices Report

FINANCIALS

Enter INV on the Search button to sort out any

InVOIce related Number series. Press the Enter key 20EDSuite%20Demolipage=456&dc=0&bookmark=25%3bNAEAAAJT%2f0EAQQBTAEUATgBDAEU%3d

€ NO.SERIES

£ P -+ New  EF Edit List i Delete Navigate [
Code T Description Starting No. Ending No.
—» ABSENCE : Absence ABS0001 ABS59999
| APPLICANT Applicants e - a
BANK BANK BO10 B900 2|

Click on the navigation menu item New

r=0DT%20EDSuite%20Demodipage=4568idc=08bookmark=23%3bNAEAAAIT%2f1AALOBDAEEAUGEBE

Semeral <  NO.SERIES

| 2 O INv < | —+ New | B Edit List i Delete  Navigat,
Code 1 Description Starting No. Ending No
Batch .
— P-CARD : Purchase Card Invoice e o
OHf} P-INV Purchase Invoice P100001 FI99999
0BT\ P-INV-Q Quick Invoice s is
Click on the cell Code |
DSuite Demo | Gemeral <&  No.SERIES
1 Manager List:  All .
e | A £ INY X -+ New B Edit i
Code
Description Batch
02 School Supplies  ODTY P-CARD Purchase Card Invoice
03 : Driver Training oDTy P-INV Purchase Invoice
] P-INV- ick Invoice
cA Minister of Fina... ODT\ = Hisick I
PR2AP Payroll Liability A/P Invaoices
S-INV Sales Invoice

ODT Education Suite Help 9/29/2020 114/217
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Enter Code for the new user specific Number

Series.

DSuite Demo | General <  No.SERIES

1 Manager List:  All < .
& | 2 O INv “ | 4+ New  HREditli

Description
Description Batch
[ School Supplics R P-CARD Purchase Card Invoice
103 +  Driver Training oDTy P-INV Purchase Invoice
CA Minister of Fina... ‘OBTY PARN-O Quiick nvois
PR2AP Payroll Liability A/P Invoices
S-INV Sales Invoice

Click on the cell Description

| General &  NO.SERIES

Al = -
‘ ,D ANV — New E% Edit List il Delete

Code 1 Des Starting No |

on Batch

£ = 3 [P-INVT I I
Supplies  ODT\ P-CARD Purchase Card Invoice e i
Taining ODTy P-INV Purchase Invoice PI00001 F
el P-INV- k Invoice

r of Fina.. ODR Q Quick Invoic o B
PR2AP Payroll Liability A/P Invoices L |
S-INV Sales Invoice 5100001 8

Enter Description.

| General &  NO.SERIES

Al = -
‘ p A INV X — New E® Edit List Il Delete
Code T = Starting No |
on Batch
, = PNV A | \I I
Supplies  ODT P-CARD Purchase Card Invoice o i
‘raining ODT\ P-INV Purchase Invoice PIO0001 F
] P-INV- k Invoice
r of Fina.. ODR Q Quick Invoic o E
PR2AP Payroll Liability A/P Invoices |
S-INV Sales Invoice 5100001 8

Double click on the starting number to open line in Edit

mode.

ZRIES "5
INV ® | <+ New  [B2 Edit List il Delete Navigate [ Open in Excel

ode T Description Starting No. Ending No. Last Date Used Li
-INV1 ¢ |Purchase Invoice - User 1 |7 l N 4l
-CARD Purchase Card Invoice B L2 - .
-INV Purchase Invoice PI00001 PI99999 2020-09-14 Pl
-INV-Q Quick Invoice - e - -
R2AP Payroll Liability A/P Invoices _ [ I
-INV Sales Invoice 5100001 5199999 5

ODT Education Suite Help 9/29/2020 115/217
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Enter Starting Date.

—+ New B Edit List il Delete  EH Open in Excel

RIES LINES - P-INV1 - PURCHASE INVOICE - USER 1

Starting Ne. Last Date

1 Ending No. Used

Press the Enter key.

—+ New B Edit List il Delete B8 Open in Excel

RIES LINES - P-INV1: PURCHASE INVOICE - USER 1

Allow
Starting No. Last Date Last No. Increment- ;;c'—\s
+ Ending No Used s Wqrning No. by No. Nos.
I Cm— -
Click on the cell Starting number to enter starting user O Search + New [NERERRREN @ eicte B Open i Eece

specific Invoice number series.

:Demo | Genera!

srlist: Al EDIT - NO. SERIES LINES - P-INV1- PURCHASE INVOICE - USER 1

Starting Starting No Last Date Last No.
Date T Ending No. Used Used

smar [

Description
School Supplies
Driver Training

Minister of Fina... ODFP

Enter Starting Number.

i Deme Genotl O Search —+ New  BEEEditlist i Delete  E8 Open in Exce
wlistt  All« | /(} EDIT - NO. SERIES LINES - P-INV1 - PURCHASE INVOICE - USER 1
Starting Starting No. Last Date Last No.
Description Bat Date T t Ending No. Used Used
School Supplies O = 2020-09-17 H |

Driver Training

Minister of Fina... ‘O

ODT Education Suite Help
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Click on the cell Ending number to enter ending user

specific Invoice number series.

O Search =+ New B Edit List il Delete 08 Open in Excel

EDIT - NO. SERIES LINES - P-INV1- PURCHASE INVOICE - USER 1

Starting Starting No. Last Date Last No.
Date t T Ending Nao. Used Used Warning
~ 2020-09-17

I EEEEEEEE——

1pioocot |

Enter Ending Number.

Starting
Date 7

L Search - New E% Edit List il Delete [ Open in Excel

EDIT - NO. SERIES LINES - P-INV1- PURCHASE INVOICE - USER 1

Starting No. Last Date Last No.
T Ending No. Uzed Used Warning

- 2020-09-17

1picooo1 1| _

Click on the button Close

Click on Default Nos.

PIg9959 2020-09-14
1PI95959 I

5199999 2020-09-15

Mavigate ﬂ Openin Excel -

Ending No. Last Date Used  Last No. Used

7 IAVEU

|PI00009

15100004

ODT Education Suite Help
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Click on the back button

amics 36 X

+

secure | demoes36520na/BC/?company=0DT%20EDSuite%200Demofipage=456&dc=0&bookmark=2

General NO. SERIES

ODT EDSuite Demo

AP Batch Manager List:  All
& i | ,O A INV — New
Code Description
No. t Description Batch
P-CARD Purchase Card Invoi
APBDCO02 School Supplies  ODTY{ P-INV Purchase Invoice
APROONN3 Driver Trainina QDR = P-INVA i Purchase Invoice - |

Now you need to attach created Number Series to the User.

Click on the link Tell me what you want to do.
Quickly access actions, pages, reports,
documentation, and apps and consulting services.

Click on the field Type to start search:

e

daer Accounts TELL MEWHATYOU WANT TO DO
Don't know what to search for? Try exploring
e Invoices  [El sales Invoices Report
FINANCIALS

«dger Accounts TELL ME WHAT YOU WANT TO DO

L

Don't know what to search for? Try exploring
e Invoices  [E Sales Invoices Report

FINANCIALS

ODT Education Suite Help
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Click on User Setup Administration [

«dger Accounts TELL MEWHAT YOU WANTTO DO

‘usersetl

Go to Pages and Tasks

e lnvoices [E Salg | S e sep

Administra
> Approval User Setup Administra
> Security Group User ID Setup Administra

FIN{

Didn’t find what you were looking for? Try exploring
HASEDI..

Click on the cell User ID

& USERSETUP

O Search -+ New B Edit List iil Delete @A Open in Excel
Allow Posting Allow Posting Regis..
User D B o Time
5 s
Enter User ID.
& USERSETUP
L Search - New &7 Edit List il Delete [ Open in Excel

Allow Posting  Allow Po Regis.

User 1D 1 iy Time

]
User Name T

= LUCAS
MNETWORK SERVICE
ODTVALEX
Select User ID from the drop-down list.
Click on the cell Allow Posting From
& USERSETUP
SO Search -+ New B Edit List iil Delete [ Open in Excel
Allow Posting Allow Posting Regis..
User D t From To ne

— |DTWKRISTINA  ~ | | O

ODT Education Suite Help 9/29/2020
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Click on the cell Allow Posting To

USER SETUP
O Search <+ New  BREditlist  [ij Delete  EH Open in Exeal
spers./Purch. Sales
User ID 1 Filter
~ ODTKRISTINA _ 0
Enter Allow Posting To. Press the Enter key.
USER SETUP
L Search =+ New E# Edit List lii Delete  ElH Open in Excel
Allow Posting spers./Purch, Sales
User ID t From Filter
— ODT\KRISTINA 2020-09-01 1| = [l
4 September 2020 3
su Mo Tu We Th P Ss
e S

T

s T v [hElTs

21 S

7l 2l e
Click on the cell AP Batch Number Series

" SA\

Time
Sheet
Admin E-Mail

Lok up value

Select newly created user specific number series code

from the drop-down list.

E-Mail

AP Batch No.

Series

| &

L}
Code T Description
P-INV Purchase Invoice
P-INV1 Purchase Invoice - Us
P-INV-Q Quick Invoice
P-ORD Purchase Order
P-QUO Purchase Quote
PR2AP Payroll Liakility A/P In
+ New
ODT Education Suite Help 9/29/2020 120/217
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USER SETUP
s |
0 Search  — New B Edit List iil Delete K@ Open in Excel
— ODT\KRISTINA L 2020-09-01 2020-09-17 Cl

Any invoice created by this User will have a specific Number from now on.

3.3.4. How to attach No. Series to Specific User

3.3.4.1. Overview

One of the advantages of using batch invoice processing is that it allows the work of multiple accounts payable
clerks to be easily separated in the program.

If you have more than one person processing invoices at the same time and you want each user to have

sequential document numbers within their own batch, then it is necessary to setup separate number series by
user.

3.34.2. How to attach Number Series to Specific User
Fund Accounting Profile

There are a couple of steps to setting this up:

1) Setup Number Series
2) Attach Number Series to each User

Let's start with creating special Number Series.

s Receivable Inquiry Reports History =

ODT Education Suite Help 9/29/2020 121/217
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Click on the navigation menu item Number Series

Ledger Accounts Payable Accounts Receivable Inquiry Reports

eceivables Setup  Education Suite Setup

\ase Invoices  [E] Sales Invoices Report

FINANCIALS

Enter INV on the Search button to sort out any

InVOIce related Number series. Press the Enter key 20EDSuite%20Demolipage=456&dc=0&bookmark=25%3bNAEAAAJT%2f0EAQQBTAEUATgBDAEU%3d

€ NO.SERIES

£ P -+ New  EF Edit List i Delete Navigate [
Code T Description Starting No. Ending No.
—» ABSENCE : Absence ABS0001 ABS59999
| APPLICANT Applicants e - a
BANK BANK BO10 B900 2|

Click on the navigation menu item New

r=0DT%20EDSuite%20Demodipage=4568idc=08bookmark=23%3bNAEAAAIT%2f1AALOBDAEEAUGEBE

Semeral <  NO.SERIES

| 2 O INv < | —+ New | B Edit List i Delete  Navigat,
Code 1 Description Starting No. Ending No
Batch .
— P-CARD : Purchase Card Invoice e o
OHf} P-INV Purchase Invoice P100001 FI99999
0BT\ P-INV-Q Quick Invoice s is
Click on the cell Code |
DSuite Demo | Gemeral <&  No.SERIES
1 Manager List:  All .
e | A £ INY X -+ New B Edit i
Code
Description Batch
02 School Supplies  ODTY P-CARD Purchase Card Invoice
03 : Driver Training oDTy P-INV Purchase Invoice
] P-INV- ick Invoice
cA Minister of Fina... ODT\ = Hisick I
PR2AP Payroll Liability A/P Invaoices
S-INV Sales Invoice

ODT Education Suite Help 9/29/2020 122/217
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Enter Code for the new user specific Number

Series.

DSuite Demo | General <  No.SERIES

1 Manager List:  All < .
& | 2 O INv “ | 4+ New  HREditli

Description
Description Batch
[ School Supplics R P-CARD Purchase Card Invoice
103 +  Driver Training oDTy P-INV Purchase Invoice
CA Minister of Fina... ‘OBTY PARN-O Quiick nvois
PR2AP Payroll Liability A/P Invoices
S-INV Sales Invoice

Click on the cell Description

| General &  NO.SERIES

Al = -
‘ ,D ANV — New E% Edit List il Delete

Code 1 Des Starting No |

on Batch

£ = 3 [P-INVT I I
Supplies  ODT\ P-CARD Purchase Card Invoice e i
Taining ODTy P-INV Purchase Invoice PI00001 F
el P-INV- k Invoice

r of Fina.. ODR Q Quick Invoic o B
PR2AP Payroll Liability A/P Invoices L |
S-INV Sales Invoice 5100001 8

Enter Description.

| General &  NO.SERIES

Al = -
‘ p A INV X — New E® Edit List Il Delete
Code T = Starting No |
on Batch
, = PNV A | \I I
Supplies  ODT P-CARD Purchase Card Invoice o i
‘raining ODT\ P-INV Purchase Invoice PIO0001 F
] P-INV- k Invoice
r of Fina.. ODR Q Quick Invoic o E
PR2AP Payroll Liability A/P Invoices |
S-INV Sales Invoice 5100001 8

Double click on the starting number to open line in Edit

mode.

ZRIES "5
INV ® | <+ New  [B2 Edit List il Delete Navigate [ Open in Excel

ode T Description Starting No. Ending No. Last Date Used Li
-INV1 ¢ |Purchase Invoice - User 1 |7 l N 4l
-CARD Purchase Card Invoice B L2 - .
-INV Purchase Invoice PI00001 PI99999 2020-09-14 Pl
-INV-Q Quick Invoice - e - -
R2AP Payroll Liability A/P Invoices _ [ I

-INV Sales Invoice 5100001 5199999

ODT Education Suite Help
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Enter Starting Date.

—+ New B Edit List il Delete  EH Open in Excel

RIES LINES - P-INV1 - PURCHASE INVOICE - USER 1

Starting Ne. Last Date

1 Ending No. Used

Press the Enter key.

—+ New B Edit List il Delete B8 Open in Excel

RIES LINES - P-INV1: PURCHASE INVOICE - USER 1

Allow
Starting No. Last Date Last No. Increment- ;;c'—\s
+ Ending No Used s Wqrning No. by No. Nos.
I Cm— -
Click on the cell Starting number to enter starting user O Search + New [NERERRREN @ eicte B Open i Eece

specific Invoice number series.

:Demo | Genera!

srlist: Al EDIT - NO. SERIES LINES - P-INV1- PURCHASE INVOICE - USER 1

Starting Starting No Last Date Last No.
Date T Ending No. Used Used

smar [

Description
School Supplies
Driver Training

Minister of Fina... ODFP

Enter Starting Number.

i Deme Genotl O Search —+ New  BEEEditlist i Delete  E8 Open in Exce
wlistt  All« | /(} EDIT - NO. SERIES LINES - P-INV1 - PURCHASE INVOICE - USER 1
Starting Starting No. Last Date Last No.
Description Bat Date T t Ending No. Used Used
School Supplies O = 2020-09-17 H |

Driver Training

Minister of Fina... ‘O

ODT Education Suite Help
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Click on the cell Ending number to enter ending user

specific Invoice number series.

O Search =+ New B Edit List il Delete 08 Open in Excel

EDIT - NO. SERIES LINES - P-INV1- PURCHASE INVOICE - USER 1

Starting Starting No. Last Date Last No.
Date t T Ending Nao. Used Used Warning
~ 2020-09-17

I EEEEEEEE——

1pioocot |

Enter Ending Number.

Starting
Date 7

L Search - New E% Edit List il Delete [ Open in Excel

EDIT - NO. SERIES LINES - P-INV1- PURCHASE INVOICE - USER 1

Starting No. Last Date Last No.
T Ending No. Uzed Used Warning

- 2020-09-17

1picooo1 1| _

Click on the button Close

Click on Default Nos.

PIg9959 2020-09-14
1PI95959 I

5199999 2020-09-15

Mavigate ﬂ Openin Excel -

Ending No. Last Date Used  Last No. Used

7 IAVEU

|PI00009

15100004

ODT Education Suite Help
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Click on the back button

amics 36 X

+

secure | demoes36520na/BC/?company=0DT%20EDSuite%200Demofipage=456&dc=0&bookmark=2

General NO. SERIES

ODT EDSuite Demo

AP Batch Manager List:  All
& i | ,O A INV — New
Code Description
No. t Description Batch
P-CARD Purchase Card Invoi
APBDCO02 School Supplies  ODTY{ P-INV Purchase Invoice
APROONN3 Driver Trainina QDR = P-INVA i Purchase Invoice - |

Now you need to attach created Number Series to the User.

Click on the link Tell me what you want to do.
Quickly access actions, pages, reports,
documentation, and apps and consulting services.

Click on the field Type to start search:

e

daer Accounts TELL MEWHATYOU WANT TO DO
Don't know what to search for? Try exploring
e Invoices  [El sales Invoices Report
FINANCIALS

«dger Accounts TELL ME WHAT YOU WANT TO DO

L

Don't know what to search for? Try exploring
e Invoices  [E Sales Invoices Report

FINANCIALS

ODT Education Suite Help
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Click on User Setup Administration [

«dger Accounts TELL MEWHAT YOU WANTTO DO

‘usersetl

Go to Pages and Tasks

e lnvoices [E Salg | S e sep

Administra
> Approval User Setup Administra
> Security Group User ID Setup Administra

FIN{

Didn’t find what you were looking for? Try exploring
HASEDI..

Click on the cell User ID

& USERSETUP

O Search -+ New B Edit List iil Delete @A Open in Excel
Allow Posting Allow Posting Regis..
User D B o Time
5 s
Enter User ID.
& USERSETUP
L Search - New &7 Edit List il Delete [ Open in Excel

Allow Posting  Allow Po Regis.

User 1D 1 iy Time

]
User Name T

= LUCAS
MNETWORK SERVICE
ODTVALEX
Select User ID from the drop-down list.
Click on the cell Allow Posting From
& USERSETUP
SO Search -+ New B Edit List iil Delete [ Open in Excel
Allow Posting Allow Posting Regis..
User D t From To ne

— |DTWKRISTINA  ~ | | O

ODT Education Suite Help 9/29/2020
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Click on the cell Allow Posting To

USER SETUP
O Search <+ New  BREditlist  [ij Delete  EH Open in Exeal
spers./Purch. Sales
User ID 1 Filter
~ ODTKRISTINA _ 0
Enter Allow Posting To. Press the Enter key.
USER SETUP
L Search =+ New E# Edit List lii Delete  ElH Open in Excel
Allow Posting spers./Purch, Sales
User ID t From Filter
— ODT\KRISTINA 2020-09-01 1| = [l
4 September 2020 3
su Mo Tu We Th P Ss
e S

T

s T v [hElTs

21 S

7l 2l e
Click on the cell AP Batch Number Series

" SA\

Time
Sheet
Admin E-Mail

Lok up value

Select newly created user specific number series code

from the drop-down list.

E-Mail

AP Batch No.

Series

| &

L}
Code T Description
P-INV Purchase Invoice
P-INV1 Purchase Invoice - Us
P-INV-Q Quick Invoice
P-ORD Purchase Order
P-QUO Purchase Quote
PR2AP Payroll Liakility A/P In
+ New
ODT Education Suite Help 9/29/2020 128/217
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Click on the back button to exit the page.

Dynamics 365 Business Central
USER SETUP
et |

5 Search —+ New B Edit List il Delete [ Open in Excel
Allow Posting Allow Posting Regis... Salespers./Pu
UseriD T From Ti
— ODT\KRISTINA L 2020-09-01 2020-09-17 CJ

Any invoice created by this User will have a specific Number from now on.

3.3.5.

3.3.5.1. Overview

How to Print AP Batch Management Report

Batch Control Report is used to print a report listing all documents in the batch with vendor name, invoice
number, invoice amount and other fields, totaling to the Batch Amount.

3.3.5.2.

Fund Accounting Profile.

Click on the navigation menu item popup Accounts
Payable

How to print AP Batch Management Report

DSuite Demo General Ledger Accounts Receivable
e lists  Sales lists

Purchase Invoice > See Purchase Invoices B Sales Invoices Report

s

ies

Is FINANCIALS

Click on the navigation menu item popup Invoice
Entry

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts
Vendor ~ Order Processing Cheque R
ACTIONS

—+ Add Purchase Invoice > See Purchase Invoices [ Sales
Insights

Activities ~

PAYMENTS FINAI

ODT Education Suite Help

9/29/2020
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Click on the AP Batch Number you are going to print

report for.

Click on the navigation menu item popup Post.

Click on the navigation menu item Batch Control

Report

Dynamics 365 Business Central

1ase lists

INS

Sales lists

ODT EDSuite Demo General Ledger Accounts

Vendor lnygice Fotn Qrder Processing Cheque F
AP Batch Manager List

ACTIONS B
Purchase Invoices _

+ Add Purck 1ase Invoices & Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import
PAYMENTS FINAI

):' Search —+ New Manage Process |

1d Purchase Invoice: > See Purch
No. T Description Batch ID
]hts APB00002 School Supplies  ODT\KRISTII
e APB00003 Driver Training ODT\KRISTII
vities =cord "APBO0O0O
it o 2 Jina.. ODT\KRISTI

CHASE DO..
TODAY

PURCH. INVOIC.
NEXT WEEK

0

[ EDSuite Demo \

atch Manager List: ~ All

booo2

00003

FINCA

Description

School Supplies  ODT\}

Driver Training

General € AP BATCH MANAGER CARD
= APB00003
Batch Functions Post More options
Batch |

[&4 Batch Control Report

[ Posted Batch Con

.
= No.

APBQ0003

Minister of Fina... ODT\}

System pops up the message asking if you wish to
replace a Due Date,
Click YES if you want to replace it, or not if you don't

want to.

Description Driver Training
Batch ID ODT\KRISTINA
925.00 Posted Count
92500.  Comoleted @

Replace Due Date?

| | o~ ]
wray v s Remittan
o T Vendar No. Buy-from'Vendor Name No. Status Descripti
1P100001 V00002 Bell Mobility Open
1PI00002 V00002 Bell Mobility Open
Print Settings page opens.
ODT Education Suite Help 9/29/2020 130/217
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Click on the field Due Date ‘OOOO: Print Settings
| Selected printer: (Browser)
‘unctions Paj
Options |
Due Date I“ = |I |
| Sort Order 1 September 2020 4 v |
i Su Mo Tll-I We Th; Fri SaE [ v.
Subtotal by Vendor E : i = ‘j 1b : |

nount Ingl. ... 24| 25 |

Select a due date and enter any other filters if needed.
From this window you are able to preview report, send it to print by the clicking on "PRINT" button or you can
use option "SEND TO..." to open report in PDF, Word or Excel format.

Click on the button Send to...

i ™8  Filter totals by:
—2 Invoice k|
| - Filter...
Invoice 1B
I| Send to... |‘ Print || Preview H

Detail

Click on the button OK to generate report in PDF @ osemen
format.

® PDF Document
O Microsoft Word Document

() Microsoft Excel Document

‘ Cancel | Remittan
| B Descript

I en

+ Filter...

AP Batch Report is generated in PDF Format.

"Printed" is turned to Yes in the AP Batch window.

ODT Education Suite Help 9/29/2020 131/217
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Dynamics 365 Business Central
& APBATCH MANAGER CARD (#) + @ /SAVED O ¥
Batch  Fu [
General
APBO0DO3
Driver Training Posted Amount Incl. Taxes 0.00
D GDT\KRISTINA
te 2020-09-17 B8 Released Count o
Amount Incl. Taxes 925.00 Posted Count o
Amount 925.00 Ol
g Amount 925 Ol
° Lines Manage = °
I 1PI0000T V00002 Bell Mobility Open JULY20-CELL APBO00O3 ODTKRISTL 45000 2020-09-17
1PIO0002 V00002 Bell Mobility Open AUG20-CELL APBO0003 ODTKRISTL... 47500 2020-09-17
Detail
925.00 edit Memo Remaining Amount Incl. Ta 0.00

3.3.6. How to Post AP Batch

3.3.6.1. Overview

AP Batch can be posted after AP Batch report is printed.
Posting the AP Batch will result to posting all the invoices and credit memos created within this batch.

3.3.6.2. How to Post AP Batch
Fund Accounting Profile.

Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Receivable

e lists  Sales lists

Purchase Invoice > See Purchase Invoices [ Sales Invoices Report

5

ies
rs FINANCIALS

ODT Education Suite Help 9/29/2020 132/217
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Click on the navigation menu item popup Invoice
Entry

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts
Vendor ~ Order Processing Cheque R
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales
Insights

Activities

PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager

Dynamics 365 Business Central

List

ODT EDSuite Demo General Ledger Accounts

Vendor~ _lougice Entn Qrder Processing Cheque R
AP Batch Manager List

ACTIONS B
Purchase Invoices _

—+ Add Purck 1ase Invoices & Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import

PAYMENTS FINAI

AP Batch list opens.

Click on the AP Batch Number you are going to post.

nase lists  Sales lists

P Search
INS
1d Purchase Invoice: > See Purch

No. t
|hts APB00002

- APB00003

vities v
Eire MINFI
CHASE DO.. PURCH. INVOIC..
TODAY NEXT WEEK

0

AP Batch page opens, but not in editable mode.

To turn on editable mode, click on the action toggle

—+ New Manage Process |
Description Batch ID
School Supplies  ODT\KRISTII
Driver Training ODT\KRISTII

2cord "APB00002

ord APBOOODS Jina... ODT\KRISTH

edit/view
EATCH MANAGER CARD & -4 T
ch Functions Post Moare options
neral
APBO0003 Remaining Count
cription Driver Training Posted Amount Incl. T...
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€ AP BATCH MANAGER CARD &

APBO00003

Batch Functions Post More options

General

No. APBOD0O3 Rem
Description Driver Training Post

Click on the navigation menu item Batch Post

ANAGER CARD

)0003

1ctions Post

ontrol Report

&

Meore options

@ Posted Batch Control Report

APB00003

Driver Training

71':] Batch Post

Remaining Count

Posted Amount Incl. T...

CODT\KRISTINA Printed
You can enter any addtional filters before posting.
Otherwise, click on the button OK -
e
925.00 Credit Memo Remaini.. 0.00
Click on the button OK on the confirmation message. P orecoun 0
925.00. Compleied @

invoices out of a total of 2 have now been posted.

ey

fendor No.
/00002

/00002

Buy-from Vendor Name
Bell Mobility
Bell Mobility

-

No. Status
Open

Open

All the invoices created within Batch are posted. Keep in mind, that AP Batch disappears after posting.
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AP BATCH MANAGER CARD
MINFINCA

Batch Functions Post More

General

No. MINFINCA

Descripticn Minister of Fina

3.4. Process Invoicing

3.4.1. Process Invoicing Overview

3.41.1. Overview

This section covers accounts payable invoice processing in Business Central Education Suite. Invoices are
typically entered and posted individually when they are received and then paid in a separate process when they
are due.

The Education Suite adds the ability to input vendor invoices by user batches with or without batch control
totals. This Chapter explains the pros and cons of each method.

3.41.2. Process Invoicing Overview

Generally, it makes sense to choose either individual invoice processing or batch processing but it is possible
to use both methods concurrently.

Even when using batches, invoices may still be entered and posted individually without batches depending on
the situation.

An important point to note is that regardless of the method chosen, the program always posts invoices
individually in order to retain the drill down and navigation capability from ledger entries to source documents.

We will first review individual invoice processing outside of a batch and then cover invoice processing from
within a batch. Scenarios covered in this section include:

1) Direct individual invoicing — no purchase order in the system and no batch.
2) Direct batch invoicing — no purchase order in the system.

3) Purchase order receiving and invoicing — there are several methods to invoicing when Purchase Orders exist
in the system.

3.4.2. How to Process Direct Invoicing Within a Batch

3.4.21. Overview

Invoicing within a batch is almost exactly the same as invoicing outside of a batch except there is an additional
layer.

In this method invoices are processed after first creating a batch, and then adding invoices to that batch before
posting the entire batch.

Once the batch is created you are ready to start invoicing.

ODT Education Suite Help 9/29/2020 135/217
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3.4.2.2.

Click on the navigation menu item popup Accounts
Payable

How to Process Direct Invoicing Within a Batch

DSuite Demo Accounts Receivable

General Ledger

Accounts Payable

elists  Sales lists

Purchase Invoice > See Purchase Invoices [ Sales Invoices Report

s

ies
Is FINANCIALS

Click on the navigation menu item popup Invoice
Entry

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts
Vendor ~ Order Processing Cheque F

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices [ Sales
Insights

Activities

PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager
List

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts

Vendor Inyqice Entry Qrder Processing Cheque F
AP Batch Manager List

ACTIONS B
Purchase Invoices _

=+ Add Purck 1ase Invoices [ Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import

PAYMENTS FINAI

Click on the line with AP Batch you want to create new
Invoice within.

ODT EDSuite Demo General Ledger Accounts
AP Batch Manager List: Al O Search +New [ED
Creation
Ne. T Description Batch ID Date
| APB00002 | :  School Supplies ODT\KRISTINA 2020-09-14
MINFING Open record "APB0000Z" ha... ODT\KRISTINA 2020-09-16
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Click on the action toggle edit/view

BATCH MANAGER CARD & il

PB00002

ch Functions Post

s on the page.

Mcre options

neral
APBO0002 Remaining Count
cription Schoel Supplies Posted Amount Incl. T...
uite Demo General & AP BATCH MANAGER CARD (2
nager List:  All « ‘ P

APB00002

Batch Functions Post

More options
Description Batch Il

[ List @T Posted Invoices El_; Posted Credit Memy

School Supplies QDT

Minister of Fina... ODTW
MNo. APB00002

Description School Supplies

Click on the navigation menu item Create Invoice

New Purchase Invoice window opens.

Click on the field Vendor Number

s
[ EDSuite Demo General & AP BATCH MANAGER CARD

APB00002

Batch Functions Post

atch Manager List: ~ All | D

More options

Description Batch ||
s ﬂ Create Invoice ﬁi Create Credit Memo
DODO2 . School Supplies  ODT\ ;
FINCA Minister of Fina... ODT\}
No. APB0D002
Description School Supplies
Batch ID ODT\KRISTINA
e
)
)
g Request Approval Incoming Document Release Navigate More options
I| LS |I Contact
ndor ® ) Document Dz
Name Posting Date

Due Date

Vendor Invoic
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Enter Vendor Number.

g Request Approval Incoming Document Release Navigate More options
I e |I Contact
ndor Posta
Ma. T Name City Code
Namsa
- EMPOO1 Cary Grant Saskatoon S4L.
EMPO003 Alec Ginness Saskatoon 541
EMPQO05 Bette Davis Saskatoon S7L,
Select Vendor from the drop-down list.
Vendor No. w0000 ~
Miscellaneous Vendor
No. T Name Cil
Buy-from Vendor Name vuu Lunia 2 uuuRs L o
BUY-FROM vaoo00s Acklands w
V00006 School Supplies and Beyond Lz
Address
vaooo7 Staples
Address 2 VD0 Selct ecord VOO | s
City 4
-+ New
Province/State
Postal/ZIP Code \
Enter Vendor Purchase Invoice Number.
Vendor No. V00007 N
Miscellangous Vendor .)
Buy-from Vendor Name 1 Staples
BUY-FROM
Address ‘ I I
1 ||
Address 2 ‘
City ‘
Province/State ‘
Postal/ZIP Code ‘
. TIVOILE LIS 1aA Caiuianon [ YOS AIIIGUIIL IaUiy Tas
Click on the cell Number to enter proper G/L Account. .
Requisition No.
. | -
Lines | Manage Line Fewer options
Type No No. Salvage Value  Vendor Ity

-2 |G/L Account

0.00
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Enter G/L Account Name or Number.

Nao, Name Incom
Requisition No.
— 1101001001 Rural Levy Incon
1101001002 Urban Levy Incon
1101001004 Supplemental Levy Incon
Lines Manage 1l 1101002005 Federal Government Incon
1101002006 Provincial Government Incon
4
Type Nol E s
- G/L Account * | v I 0.00

Select G/L Account from the drop-down list. Click
Enter

Move to the right on the line.

Click on the cell Gross Amount Including Tax

Country/Region |

Contact Ne. |

Remittance Description |

Inveice Line Tax Calculation

No, MName Incom

1212130312 JAcademic Supplies Incon

1212140253 Purchase of Academic Furniture Incon

Requisition No.

1216130312  Academic Supplies Incon
Lines Manage 1l 1216140253 Academic Equipment Incon
1221130312 Academic Supplies Incon
o 3
Type No 4 New
D [T AT Ay e ] Status

Self Assessed

Line Fewer options

Direct Unit Cost Gross Amount Tax Group
Quantity Excl. Tax ~ Tax Area Code Incl. Tax GST Amount  Code
Ll K B 1B

Enter Gross Amount Incl. Tax. Press the Enter key.

o e ]

Status

Self Assessed

Line Fewer options

Direct Unit Cost Gross Amount
Quantity Excl. Tax  Tax Area Code Incl. Tax

T —

Tax Group
GST Amount  Code

000 R
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SEIT ASsesseq -

Click on the cell Budget Manager Code

c t Fund Account P
0.00 1
Select Budget Manager Code from the drop-down list. g Shoolfost
nount e A % unas oo
0.00 1
Code Name
— 000 Eegin-Total
006 Facility 006
FBC‘MY el
009 Facility 009
2252 Other Tax Amount o0 Faaility D10
27.03 Tot. Incl. Tax
SEIT ASSEssen -

Click on the cell Subprogram Code.

School Based

Fund Account Funds Program Code
1 007 v
- i ssment Budget Subprogram School Based
Select Subprogram Code from the drop-down list. ki Tt Db Sa ok g
1 007 | w
Code Name
= ACCO Accomodation
APPL Appliences
BUSS Busses
CONF Confe
2 Other Tax Amount onierences
3 Tot. Incl. Tax e
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Click on the cell Program Code. e
Vendo
B4
Vendor I
Budget School Based Balance
Manager Code Funds Program Code
Outstang
007
Amt. Rec
Outstang
Total (%)
Overdue
Invoiced
Pavmant
Select Program Code from the drop-down list. ercode  Co T R Progam Code Sl
— |—v| Qutstanding Or|
Code Name
= 0 System
400 Aboriginal Curriculum
401 Aboriginal Equity
402 Administrators
403 Alternate Education

Go to the Control Totals.

Click on the field Gross Amt. Incl. Tax

s
ODT\KRISTINA PST Amount
.APEDOOGP_ Other Tax Am
ax I| 0.00 |I Amount Excl.
. U‘DGI Self Assessme
Is >
Enter Gross Amt. Incl. Tax. Press the Enter key.
s
ODT\KRISTINA PST Amount
APBO0DO2 5 Other Tax Am
ax I| b‘DU |I Amount Excl.
. 0‘00. Self Assessme
Is >
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PURCHASE INVOICE

1P100003 - Staples

Invoice Posting Request Approval Incoming Decument Release Nav

Lines Manage Line Fewer options

= I Arcount 5 27 N2 nnn ™

Click on the button Yes to exit the Invoice page with no
posting it.

a The document has been saved but is not yet posted.

Are you sure you want to exit?

F

Newly created Invoice is added to the AP Batch Lines.
Batch Amount is updated respectively.

Dynamics 365 Business Central

ODT EDSuite Demo General & AP BATCH MANAGER CARD / - @ SAVED T
AP Batch Manager List: ~ All Ps AP 800002 Y =

Batch  Functions  Post

I 14;6;.0;| ‘:
Lines Manage =] °
[ -1
3.4.3. How to Process Direct Invoicing Outside of a Batch
3.4.3.1. Overview

This scenario involves entering an individual invoice outside of a batch that is not related to a purchase order.

Invoices consist of a header with several tabs and detail lines.

ODT Education Suite Help 9/29/2020 142/217
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Typically information from the vendor defaults in on the header and then from the header to the lines as detail
lines are entered.

3.4.3.2. How to Process Direct Invoicing Outside of a Batch
Fund Accounting Profile

Regular accounts payable invoices are entered by going to Accounts Payable Tab.

Click on the navigation menu item popup Accounts

Payable
DSuite Demo General Ledger Accounts Receivable
e lists  Sales lists
Purchase Invoice > See Purchase Invoices [ Sales Invoices Report
s
ies v
Is FINANCIALS
Click on the navigation menu item popup Invoice DY EE 265 B e GEntrel
Entry
ODT EDSuite Demo General Ledger Accounts
Vendor - Order Processing Chegue F
ACTIONS

-+ Add Purchase Invoice > See Purchase Invoices [ Sales

Insights

Activities
PAYMENTS FINAI

Click on the navigation menu item Purchase Invoices [ syryrimmymem"

ODT EDSuite Demo General Ledger Accounts

Vendor~  Invoice Entry Order Processing Cheque F

AP Batch Manager List

ACTIONS ;
Purchase Invoices

-+ Add Pur bse Invoices [ Sales
Purchase Credit Memos

\nswghts Recurring General Journal

Activities~ Vendor Inveice Import
PAYMENTS FINAI

ODT EDSuite Demo General Ledger Accounts Payable Accounts Re
Purchase Invoices:  All -~ O Search | + New i} Delete Invoice - Posting

Vendc

o. 1 Created By No
PI00001 * V0D00s Acklands INVO
PI00005 V00006 School ... ODT\KRISTINA 55-61
PI00006 V00006 School ... 65-21
PI00009 V00005 Acklands ODT\KRISTINA PPO8

ODT Education Suite Help 9/29/2020 143/217
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New Purchase Invoice window opens. Invoice Number is assigned automatically if Number Series is set to

default.

Click on the field Vendor Number.

: Invoice
g Reguest Approval Inceming Decument Release Mavigate More options
I| ~ |I Contact
dor .: Document Dz
Name Posting Date
Due Date
Vendor Invoig
Enter Vendor name or number to find the correct
Vendor from the drop-down menu. > Invoice
g Reguest Approval Incoming Document Release Mavigate More options
I \1“ ~ |I Contact
ndor P
No. T MName City Co
Name
= EMPOO1 Cary Grant Saskatoon S4L.
EMP003 Alec Ginness Saskatoon S4L |
EMPQOS Bette Davis Saskatoon S7L,
Click on the correct Vendor from the list ki i, oo N
Miscellaneous Vendor
No. T Name Cil
Buy-from Vendor Name
— V00001 Al Andersons N
BUY-FROM Vooog2 Bell Mobility RY
Address V00003 Best School Supplies W
Duna's Books Ltd Sf
Address 2
Select record "V00004" W
City
+ New
Province/State
Postal/ZIP Code
Selecting the vendor populates several fields on the invoice header including name and address, tax
information and payment term if any.
Ensure that the Tax Group Code and other tax information fields are appropriate for the transaction.
Click on the field Vendor Invoice Number
Incom
.2020—99—17 =
Name
2020-09-17 i
.2020-09-77 =
> 4 |
lo.
- Line D
Address Code v
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Enter Vendor Invoice Number. |
2020-09-17 B fome
.2020-09-17 B .
2020-09-17
° Al |
lo.
- Line D
Address Code o

Go to the Invoice Lines.
G/L Account is set to default in the cell Type

TIVOIUE LT 18K CaiLuianui WIUSS ATTIGUTIL TICIUUITY 1ds

Enter G/L Account Number. Start typing name or
number to search from the drop-down menu.

Requisition No.

Lines Manage Line Fewer options
Type No. No. Salvage Value  Vendar Ity
— |G/L Account 0.00
FTeorar vale |
Notice that the G/L Account description comes in automatically when the account is selected. This can be
overwritten if needed.
Move to the right to Enter Gross Amount of the -
Purchase Requisition No.
Lines Manage Line Fewer options
Ty No. No. Salvage Value Vendor Ity
> G/LAccount | 1 [12121303C v |1-21-213-0300 0.00
|
Click on the cell Gross Amount Including Tax. ok S fpen
= Dires _ Sroup
100 %k SK

ODT Education Suite Help 9/29/2020 145/217
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Enter Gross Amount Incl. Tax. Press the Enter key. o s Cpen
Self Asseszed ‘.:,
Direct Unit Cost Tax Group
Quantity Excl. Tax Tax Area Code GST Amount Code
100 |% SK 000 R
Business Central will calculate the GST Amount and PST Amount fields.
Enter mandatory dimensions for the account.
Click on the cell Budget Manager Code e P
Self Assessed '.:
Subprogram School Based
Fund Accou Code Funds B
1
Select Budget Manager Code from the drop-down | e P
menu. M
o Code MName
Self fssessed ~ 000 Segin-Total
006 Facility 006
007 Facility 007
009 Facility 009
010 Facility 010
"»'a‘zzassfd s ; o . na4 ot nda
0.00 1 | v

Click on the cell Subprogram Code S e

Self Aszessed ':_. )

Self
Assessment
Document No. Fund Account

ODT Education Suite Help 9/29/2020 146/217
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Select Subprogram Code from the drop-down menu.

Status
Code Name
Self Assessed
- ACCO Accomodation
APPL Appliences
BBAL Basketball
BUSS Busses
CONF Conferences
ssment Budget
ment No Fund Account Manager Code
1 009 v
H Open
Click on the cell Program Code s Outstant
LI Amt. Ree
Qutstang
Total ()
@ Overdue
Invoiced
Budget ) Subprogram School Based - Payment
Manager Code  Code Funds Program Code
-—
Select Program Code from the drop-down menu.
Open
Code Name
@ ) = .
= 407 Campfire Teachings
408 Catholic Section Seminar
409 Child Hunger
410 Christian Ethics
411 (Community School
jet Subprogram Schosl Based 417 Cammunite Srhanl Sner:
ager Code Code Funds
CONF W efunds (3)
Last Payment D
Go to the Control Totals Tab.
Click on the field Gross Amt. Incl. Tax
s

PST Amount

Other Tax Am

ax l

0.00 |I Amount Excl.

Is >

0.00 Self Aszessme
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Enter Gross Amt. Incl. Tax. Press the Enter key.

PST Amount

Cther Tax Am

ax I| b‘DG |I Amount Excl.

0.00 Self Assessme

Is >

Tax and other amounts are entered automatically by the Business Central.

Once the Total Including Tax and the Total GST and Total PST agree with the corresponding Control Totals,
entered on the invoice header, the invoice is complete and ready to post.

= PURCHASE INVOICE

PIO0011 - Duna's Books Ltd

Invoice Posting Request Approval Incoming Document Release Nav

Lines Manage Line Fewer options

0 Accniint A4 29 nnn m

Before posting the invoice, it is recommended to run Preview Posting first.

Click on the navigation menu item Preview Posting

< PURCHASE INVOICE

PIO0O01 - Duna's Books Ltd

Invoice Posting Request Approval Incoming Document Release Nav

@T Post \L_:F Post and Print @ Preview Posting E Post and New...

Lines Manage Line Fewer options

G/L Account 424,32 0.00 O (]

Click on G/L Entries to see which entries will be posted I
to the General Ledger.

=

%

x| Open in Excel More options Y

ODT Education Suite Help 9/29/2020 148/217
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Click on the back button s Central
EINVOICE €& POSTING PRE\ 1452907998 OUTSTANDING INVOICES
I
)‘H : DUTWa S ‘ O Search G/L Entries Preview O Search ﬂﬂ
Posting Request 4
Related Entries Posting Date Type Documen
G/L Entry 2020-09-17 Inveice b
Vendor Ledg¢ 2020-08-17 Inveice e
Manage Line
Tax Entry 2020-09-17 : Inveice b
GST At Detailed Ven

it 2t

EINVOICE POSTING PREVIEW

)dH . Duﬂa‘s BOOkS Ltd O Search  [& Show Related Entries

Posting Request Approval Incoming Dog
Related Entries

G/L Entry

N q . Vendor Ledger Entry
Manage Line Fewer options

Tax Entry

Tax Group

GST Amount Detailed Vendor Ledg. Entry

Code

fffff . IcIan D

Now you can Post invoice.

= PURCHASE INVOICE

PIO0O011 - Duna's Books Ltd

Invoice Posting Request Approval Incoming Decument Release Nav

Lines Manage Line Fewer options

Othe
Type GST Amount PST Amo A
CH Acraiint 2C2EN D 42422
. . . . Uynamics 36> Business Lentral
Click on the navigation menu item Post
— PURCHASE INVOICE
1
PI00011 - Duna's Books Ltd
Invoice Posting Request Approval Incoming Document Release Nav
@T Post 6 Post and Print EC\‘ Praview Posting @T Post and New...
Lines Manage Line Fewer options
Tax Group Othe
Type GSTAmount  Code PST Amount Ami
G/L Account 353.60 R 424,32

ODT Education Suite Help 9/29/2020 149/217
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Click on the button Yes on the confirmation message.

o Do you want to post the invoice?

] | Yes | ‘ No |

Click on the button Yes to open the posted invoice

The invoice is posted as number PIO0011 and moved to the
Posted Purchase Invoices window.

Do you want to open the posted invoice?

|

Posted Purchase Invoice window opens.

POSTED PURCHASE INVOICE

PIO0O011 - Duna's Books Ltd

Process Correct Invoice Print/Send Navigate More options
General
Vendor Duna's Books Ltd
Buy-from Vendor Name 2
Miscellaneous Vendor
3.4.4. How to Process Invoicing with Purchase Orders

3.441. Overview

Timely purchases that are made at the best price improve an organization's inventory
management, reduce costs, and have a direct effect on the budget management.

Posting of a Purchase Order receiving results in a Posted Purchase Receipt document in the program. This
serves as an electronic packing slip that can be referred to at any time. There are several different options for
receiving purchase orders that goint to be reviewed in this chapter.

3.44.2. Receiving on Purchase Orders
Fund Accounting Profile

ODT Education Suite Help 9/29/2020 150/217
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3.4.4.3. How to Create Purchase Order

Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger

Accounts Receivable

elists  Sales lists

Purchase Invoice > See Purchase Invoices [ Sales Invoices Report

S

ies
Is FINANCIALS

Processing

ODT EDSuite Demo General Ledger Accounts Payable
Vendor Invoice Entry Cheque Runs Pur
ACTIONS

—+ Add Purchase Invoice > See Purchase Invoices [E] Sales Invoices Rep

Insights

Activities
PAYMENTS FINANCIALS

Click on the navigation menu item Purchase Orders .

ODT EDSuite Demo General Ledger Accounts Payable

Vendor Invoice Entry Order Processing ~~  Cheque Runs Pur,
Contacts

ACTIONS

Purchase Quotes
+ Add Purchase Invoice > Sales Invoices Rep

Purchase Orders

Insights

Activities
PAYMENTS FINANCIALS

PURCHASE DO.. PURCH. INVOIC.. | PURCHASEDL. UNPROCESSED
D QDA NEXT WEEK NEXT WEEK PAYMEN

ODT EDSuite Demo General Ledger Accounts Payable Accounts

Purchase Orders:  All - O Search | + New [l Delete Print/Send ~. Order

Create a new entry.

No. 1 Vend o Narie
PO0OD00D1 1 V00006 School Supplies and Beyond
PO00002 V00009 Sticker's World

PO00003 V00004 Duna's Books Ltd

ODT Education Suite Help 9/29/2020 151/217
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> Order

ise Posting Order Request Approval Print/Send Navigate More options
I| o |I Inveice By
ndo: '. :' Order Line Ta
Name Clear PO
Self Assessed
B | Requisition N
Enter Vendor Number. Select from the drop-down list.
Vendor No. ~
Miscellaneous Vendor
No. T Name Ci
Buy-from Vendor Name il
V00004 Duna's Books Ltd 5
St V00005 Acklznds w
Document Date V0006 School Supplies and Beyond Lz
Vo007 Stapl
Vendor Invoice Ne. * i i
WVONNNR Mr 1iha Q!
No. of Archived Versions
+ New

linec

Manana lina

Ennctinne

Ordar

Eawar antinnc

Other Vendor information, including Invoice By and Order Tax Calculation, is populated automatically in the
header lines.

Click on the field Vendor Invoice Number. i Y| ecely
ndor ':_.:.:' Order Line Ta;
Name School Supplies and Beyond Clear PO
Self Assessed
.2020—09—22 Efl“ Requisition N
0. "1“ |I Vendor Shipn
‘ersions 4] Status
nage Line Functions Order Fewer options
Enter Vendor Invoice Number. i Y| Invocely
ndo ':_.::' Order Line Ta
Name | School Supplies and Beyond Clear PO
Self Assessed
'.2020—09—22 Fflu Requisition N
o. ’|1|| |I Vendor Shipn
fersions 0 Status

nage Line

Functions Order

Fewer options

ODT Education Suite Help
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Go to Purchase Order Lines.

Cunitacs

LINE DETAIL

4

1212140253
1216130312

Purchase of Academic Furniture Incon

Academic Supplies Incon
1216140253

1221130312

Academic Equipment Incon|

Incon

|

Academic Supplies

Document Date | 2020-09-22
Vendor Inveice No. * | PI2351
Mo. of Archived Versions
‘ Manage Line Functions Order Fewer options
Type No. GST/HST Description
- G/L Account %k
CI'Ck on the Ce” Number No. of Archived Versions
Lines Manage Line Functions Order Fewer options
Type No. GST/HST Description
= |/ Aiconunt
L neTan
Enter G/L Account name or number. No. of Archived Versions
Lines Manage Line Functions Order Fewer options
Type No. GST/HST Description
- G/L Account |* V I
No. Name Incom:
—» 1101001001 Rural Levy Incon
—
1101001002 Urban Levy Incon|
1101001004 Supplemental Levy Incon
L neTan FiSese e =
Select proper G/L Account from the drop-down list. Linas Manage Line Functions Order  Fewer options
Type No. GST/HST Deseription
- G/L Account % |aca e
Na. Name Incom
Academic Supplies Incon
[

GST Amount

<+ New
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Scroll to the right on the line. T L TR vew Temm TR e
= G:L’Acccunt o f;car;en;\: Supplies
I.
LINE DETAIL

Instruction - Academic Supplies

GST Amount

Click on the cell Gross Amount Total. 0 Status
ons Order Fewer options
Direct Unit Cost Gross Amount Gross
Excl, Tax o GST Amount
0.00
Enter Gross Amount. Press the Enter key. 0 st
ons Order Fewer options

Direct Unit Cost

Excl Tax ~ TexAreaCode  Tax Group Code GST Amount
SK R Q.00
Enter Direct Unit Cost for the Vendors that are set as Invoice by Quantity
Click on the cell Budget Manager Code and select one 0 Status Open
from the drop-down list.
chool Ba:
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Q Status Open
5y Promised Budget Subprogram School Based
d  ReceiptDate  Fund Account Manager Code Funds Program Code
1 009
. T |
Select Subprogram Code from the drop-down list.
Code Name
- ACCO Accomodation
APPL Appliences
BBAL Basketball
BUSS Busses
86 Other Tax Amount
43 Tot. Incl. Tax 3
H Overd)
Click on the cell Program Code Open
Invoice
Payme
& Refung
Last Pz
Budget Subprogram School Based
Manager Code  Code Funds Program Code ty B
uy-
R S R
Vendo
Quoted
. sgercous  wous s T ——— ey .
Select Program code from the drop-down list. e ] 2 Buy-from
Code Name
- 001 System
400 Aboriginal Curriculum
401 Aboriginal Equity
402 Administrators
403 Alternate Education

361550 0
Pst_d. Return

ODT Education Suite Help
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Control Totals lines are filled out by the system

automatically.

Purchase Order is created now.

3.4.44.

° LINE UETAIL

GST Amount

PST Amount

|Contr0| Totals |

Instruction - Academic Supplies

Facility 009

Gross Amt. Incl. Tax

GST Amount

PST Amount

How to Receive only on Purchase Order

Receiving only from Purchase Order involves BC users receiving Purchase Orders lines. Typically, based on
signed packing slips and/or receiving reports provided by school staff indicating what has been physically

received.

Full or partial receiving is possible.

It is possible to receive Orders partially from the Vendors that are set to be Invoice by Quantity. Enter exact
quantity to receive in to the cell "Quantity to Receive" on the lines.

Dynamics 365 Business Central

&« PURCHASE ORDER o
PO00004 - School Supplies and Beyond
Process R Posting  Order  Request Ap Prin/Send N
General Details
V00006 Gross Amount b4
‘: Gross Amount Including Tax v
School Supplies and Beyond
()
2020-09-22 [ous
PI2351
0 Oper
° Lines Manage line  Functions  Order ]

- G/LAccount | 3 0.00

LINE DETAIL 1 yrction - Academic Supplies

Control Totals

Administrators

16286

19543

Vendor Statistics

Attachments (0)

ODT Education Suite Help
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t PURCHASE ORDER

PO00004 - School Supplies and Beyond

Process Release Posting Order Request Approval Print/Send Na'
No. of Archived VersiOTe

Lines Manage Line Functions Order Fewer options

Q

ERel
2

Click on the navigation menu item Post...

< PURCHASE ORDER
PO00004 - School Supplies and Beyond

Process Release Posting Order Request Approval Print/Send Na'

@T Post... 6 Post and Print... ﬁit Preview Posting Iﬂ Post and New...

Lines Manage Line Functions Order Fewer options

= N Acraint - 100

Select "Receive" option on the pop up window.

100 1 009 CONF

oEC eve

) Invoice

(@ Receive and Invoice

Click on the button OK

o @ Receive

) Invoice

() Receive and Invoice

i ‘7&]"@' | - Tax G
L] #ires Code Tax Gro
: 1 . : : -

You will notice that Quantity to Receive on the lines is switched to Quantity Received cell and Purchase Order
is set as "Released" now.
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Dynamics 365 Business Central

€ PURCHASEORDER (&) 0} SAVED [=1
PO00004 - School Supplies and Beyond
Process Release Posting  Order  RequestApproval  PrinySend  Navigate ore
General D Details Attachments (0)
VOO0 e Gross Amount v Vendor Statistics
® alculaf Gross Amount Including Tax M
School Suppiies and Beyond
(s
2020-09-22 ]
PI2351
0 Released
° Lines Manage Line  Functions  Order ns =
s  Encu uar
> 6/L Account |1 000 No == 100 100 1
LINEDETAIL) . osr setion - Academic Supplies Administrators
Facility 009
16286 000
195.43 3561550

Control Totals

Purchase Receipt is created by the system automatically.

Click on the back button to return to the Purchase

Orders list.

Dynamics 365 Business Central

PURCHASE ORDER

000004 - School Supplies and Beyond

Process Release Posting Order Request Approval Print/Send Na
General

Vendor No. u____'llllf

Miscellaneous Vendor @

Buy-from Vendor Name School Supplies and Beyond

Click on the navigation menu item popup Navigate

Accounts Receivable Inquiry Reports Setup History =
end Order ~ Release Posting MNavigate 5] Open in Excel More optic
Vendor
A ati... Assigned User  Document A
Na. Location Code D Date Status Amount
2020-09-05 Open 5873.88
2020-09-15 Open 3,801.80
2020-09-18 Open 8,810.81
2020-09-22 Released 3.257.21
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wnts Payable Accounts Receivable Inquiry Reparts Setup Histon
elete Print/Send Order Release Posting Navigate ﬂﬂ Open in Excel

= Receipts

d purchase receipts for the ¢

- Name No. Location Code

:s and Beyond 2020-09-08 Open
i 2020-09-15 Open
Lid 2020-09-18 Open

:s and Beyond 2020-09-22  Released

Click on the line to open Receipt card. .|

< POSTED PURCHASE RECEIPTS

O Search Manage Print/Send Receipt ﬂﬂ Open in Excel More
Na. Buy-from Vendor No. Buy-from |
RCPT0003 : V00006 School S

Created Purchase Receipt opens, and is showing reference to the relevant Purchase Order on the header.

Dynamics 365 Business Central

& POSTED PURCHASE RECEIPT 7 - w / SAVED o A

RCPT0003 - School Supplies and Beyond

Receipt  Print/Send
General
RCPT0003 2020-09-22
V00006 2020-09-22
BUY-FROM
School Supplies and Beyond
BOX 509 PO00C4
Lashburm
Z! SOK 4L0
CA
0
Unes Manage  More options =
*» GfLAccount = : 1212130312 100 2020-09-22  2020-09-22 CON|
Invoicing
V00006 Fund Account 1
.
3.4.4.5. How to Reverse Received Purchase Order

There is an option in Business Central Education Suite to reverse (undo) created Receipt.
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Accounts Receivable Inguiry Reports Setup History =
end Order Release Posting Navigate ﬂﬂ Open in Excel More optic

Assigned User

No. Location Code ID Statu: Amoun
2020-09-03 Open 5.873.88
2020-09-15 Open 3.801.80
2020-09-18  Open 8.810.81
2020-09-22 Open 3,257.21
Click on the navigation menu item Receipts _
unts Payable Accounts Receivable Inquiry Reports Setup Histon
elete Print/Send Order ~ Release Posting Navigate [ ;] Open in Excel
= Receipts
-Name o Code [ Invoices Status
:s and Beyond 2020-09-08 Open
i 2020-09-15 Open
Lid 2020-09-18 Open
:s and Beyond 2020-09-22 Open

Click on the Receipt line to open it. L -______________________________________|

i POSTED PURCHASE RECEIPTS

0 Search Manage Print/Send Receipt ;] Open in Excel Actior,
No. Buy-from Vendor No Buy-from |
RCPT0003 V00006 School Si

£ POSTED PURCHASE RECEIPT

RCPT0003 - School Supplies and Beyond

Receipt Print/Send Actions Mavigate Fewer options
General

No. RCPTO003
Buy-from Vendor No. V00006

Buy-from Contact No.

ODT Education Suite Help 9/29/2020 160/217
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Click on the navigation menu item popup Functions

Uynamics 365 bBusiness Lentral

POSTED PURCHASE RECEIPT

RCPT0003 - School Supplies and Beyond

Receipt Print/Send Actions Mavigate Fewer options
Functions \:n! Print... I'@ Navigate

No. RCPTO003

Buy-from Vendor No V00006

Buy-from Contact No.

Click on the navigation menu item Undo Complete
Receipt

POSTED PURCHASE RECEIPT

RCPT0013 - School Supplies and Beyond

Receipt Print/Send Actions Mavigate Fewer options

Functions EDP Print... IE\ Navigate

Undo Complete Receipt

RCPTO013
Buy-from Vendor No. V00006
Buy-from Contact No.,
BUY-FROM
Click on the button Yes on the confirmation message PR ————
Guote No.
L P
I e Do you really want to undo the entire Receipt?
! T |~ |
Responsibility Centre
a
Click on the button Yes if you want to delete related FEmmE
Purchase Order. Select No if you want just to reverse Sudie Vo
Receipt lines rm— 7
I o Would you like to delete the associated Purchase Order?
! e | o~ |

Responsibility Centre

ODT Education Suite Help 9/29/2020
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Reversed receipt line is created. Click on the back
button to close Purchase Receipt

EDPURCHASERECEPT
PT0013 - School Supplies and Beyond

Receipt Print/Send Actions Navigate Fewer options
General
|
No. RCPTO013
Buy-from Vendor No. V000086
Buy-from Contact No.

STED PURCHASE RECEIPTS
PPec |

)':3‘ Search Manage Print/Send Receipt uﬂ Open in Excel Actior
RCPT0003 : V00006 School S
3.4.4.6. How to Receive and Invoice on Purchase Order

Receive and Invoice also involves BC users receiving Purchase Order lines.

This method could be used in situations where an approved invoice is sent in to accounts payable from the
schools and serves as both proof of receiving and authorization for payment. Receiving in this scenario
happens at the same time as invoicing.

Follow the same steps as described in above to create Purchase Order.

Click on the navigation menu item popup Posting Dynamics 365 Business Central

£ PURCHASE ORDER

PO00004 - School Supplies and Beyond

Process Release Posting Order Request Approval Print/Send Na'
General

Vendor No. m

Miscellaneous Vendor '-..:

Buy-from Vendor Name School Supplies and Beyond

ODT Education Suite Help 9/29/2020 162/217
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Click on the navigation menu item Post...

= PURCHASE ORDER

PO00004 - School Supplies and Beyond

Process Release Posting Order Request Approval Print/Send MNa

@T Post... ﬁ Post and Print... ﬁﬁi Preview Posting lﬂ[ Post and New...

Vendor No. |voooos
Miscellaneous Vendor ".:'
Buy-from Vendor Name School Supplies and Beyond
Select Receive and Invoice option on the pop up o B o~
message.
E Reguisition No.
__I o (O Receive
O Invoice
ecewe and Invoice
Fewer options
\cademic Supplies : ey T
Click on the button OK B Sk
_I o ) Receive b
O Invoice

@ Receive and Invoice

ig “‘ £aneel | c Tax G
g L | HAreaCode Tax Gro

Click on the button Yes to the confirmation message. g E

I The order is posted as number PI00013 and moved to the Posted
Purchase Invoices window.

Do you want to open the posted invoice?

L] BArea Code Tax Gro

T 70077 3Z5T2ZTI5K R

Posted Purchase Invoice window opens.
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Dynamics 365 Business Central

& POSTED PURCHASE INVOICE i 0] o

P100013 - School Supplies and Beyond

General D Detail t
School Supplies and Beyond Incoming Decument Files
u Manage  More = Line Details
Control Totals
3.4.5. How to Create Invoice by the Getting PO Lines
3.4.51. Overview

Invoicing from Invoice window when PO has not been received method is based on the created, but not
received yet Purchase Order.

When using this method the user goes directly to a Purchase Invoice and uses special function "Get PO Lines"
to bring in un-received PO lines for invoicing. Receiving of quantities occurs automatically when lines are
copied into the invoice.

This method is identical for the Purchase Invoices created within or outside of the AP Batch.

3.45.2. How to Process Invoicing by getting Purchase Order Lines
Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Acc y Accounts Receivable

elists  Sales lists

Purchase Invoice > See Purchase Invoices [l Sales Invoices Report
s

ies

rs FINANCIALS
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Entry
ODT EDSuite Demo General Ledger Accounts
Vendor ~ Order Processing Cheque R
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales

Insights

Activities
PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager [ e rrmmp—"
List

ODT EDSuite Demo General Ledger Accounts

Vendor -~ Inyqice Entry Qrder Processing Cheque F

AP Batch Manager List

ACTIONS
Purchase Invoices

—+ Add Purck \ase Invoices  [E] Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import
PAYMENTS FINAI

Click on AP Batch you are going to create Purchase

. . ODT EDSuite Demo General Ledger Accounts
Invoice in.
AP Batch Manager List: Al O Search +New [ED
Creation
No. T Description Batch ID )
APBOO002 :  School Supplies  ODT\KRISTINA 2020-09-14
MINFINCA Minister of Fina... ODT\KRISTINA 2020-09-16

Click on the navigation menu item popup Functions _

uite Demo | Generall & AP BATCH MANAGER CARD &
nagerList. Al | D= AP BOOOOZ
Batch Functions Post Mare options
Description Batch Il
School Supplies  ODRY General
Minister of Fina... ODT\
No. APBO0002
Description School Supplies
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Click on the navigation menu item Create Invoice
[ EDSuite Demo | General & AP BATCH MANAGER CARD
stch Manager List: ~ All | 3 A P BOO 002
Batch Functions Post More options
Description Batch |
0002 SehoolSUnpES 0@ ﬂ Create Invoice Iff: Createl(i‘redii Memo
E nvoice (Ctrl+l)
FINCA Minister of Fina... ODT\}
No. APBO0002
Description School Supplies
Batch ID ODT\KRISTINA
Click on the field Purchase Order Number o
2020-09-23 s
Name
2020-09-23 =
=
| |
- Line D
Address Code s
ntre Lo
Enter Purchase Order, that is already created. o
Press the Enter key. R E e
2020-09-23 B
=
o. *
e | |
- Line D
Address Code v
ntre Bt
System will bring in automatically all the Vendor information from the Purchase Order.
Click on the navigation menu item popup Line Remittance Description
nveice Line Tax Calculation Gross Amount Including Tax
Requisition No.
Lines Manage Line Fewer options
Type No No Salvage Value  Vendor It
= |G/L Account %k 0.00

ODT Education Suite Help
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Click on the navigation menu item Get PO Lines

Page with Purchase Order lines opens.

Click on the navigation menu item OK

Inveice Line Tax Calculation Gross Amount Including Tax

Requisition No.

Lines Manage Line Fewer options
¥ Functions Get PO Lines Undo Receipt Line Item Availability by
- |G/L Account * 0.00

Dynamics 365 Business Central

Actions Navigate Fewer options

V00004 Duna's Books Lf

— | G/L Account 1-21-213-0300 Textbooks

Lines are automatically entered with all the copied from the Purchase Order information.

Now you can proceed with usual invoice processing.
Or there is an option to Undo Created lines if needed.

Click on the navigation menu item popup Line

Remittance Description
nvoice Line Tax Calculation Gross Amount Including Tax

Requisition No.

Lines Manage Line Fewer options

Sslvage Value  Vendor It

0.00

— G/L Account 1212130300 1-21-213-0300

Click on the navigation menu item Undo Receipt Line

Invoice Line Tax Calculation Gross Amount Including Tax

Requisition Nao.

Lines Manage Line ewer options
¥ Functions Get PO Lines Undo Receipt Line Item Availability by
0,00
= G/LAccount | : 1212130300 1-21-213-0300 0.00

ODT Education Suite Help 9/29/2020
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Click on the button Yes on the confirmation message. : Purchaser Cade
Campaign No. )

o o Do you really want to undo the selected Receipt lines? =

Click on the back button to go back to the AP Batch
window.
PURCHASE INVOICE

1PI00004 - Duna's Books Ltd

Invoice Posting Request Approval Incoming Decument Release Nav
General
Vendor No. V00004
Miscellaneous Vendor '.:
Buy-from Vendor Name Duna's Books Ltd
3.4.6. How to Create Invoice by getting Purchase Receipt Lines

3.4.6.1. Overview

Invoicing from Invoice window when Purchase Order is already received can be used with the Business
Central Receive Only done first.

With this method the user goes directly to the Purchase Invoice window and uses function "Get Receipt Lines"
to bring in already received purchase order lines for invoicing.

3.4.6.2. How to Process Invoicing by getting Purchase Receipt Lines
Fund Accounting Profile

3.4.6.3. Option #1: Using Purchase Order Number
Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Pay Accounts Receivable

e lists  Sales lists

Purchase Invoice > See Purchase Invoices B Sales Invoices Report
s

ies

Is FINANCIALS
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Entry
ODT EDSuite Demo General Ledger Accounts
Vendor ~ Order Processing Cheque R
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales

Insights

Activities
PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager [ e rrmmp—"
List

ODT EDSuite Demo General Ledger Accounts

Vendor -~ Inyqice Entry Qrder Processing Cheque F

AP Batch Manager List

ACTIONS
Purchase Invoices

—+ Add Purck \ase Invoices  [E] Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import
PAYMENTS FINAI

Click on AP Batch you are going to create Purchase

. . ODT EDSuite Demo General Ledger Accounts
Invoice in.
AP Batch Manager List: Al O Search +New [ED
Creation
No. T Description Batch ID )
APBOO002 :  School Supplies  ODT\KRISTINA 2020-09-14
MINFINCA Minister of Fina... ODT\KRISTINA 2020-09-16

Click on the navigation menu item popup Functions _

uite Demo | Generall & AP BATCH MANAGER CARD &
nagerList. Al | D= AP BOOOOZ
Batch Functions Post Mare options
Description Batch Il
School Supplies  ODRY General
Minister of Fina... ODT\
No. APBO0002
Description School Supplies
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Click on the navigation menu item Create Invoice
[ EDSuite Demo | General & AP BATCH MANAGER CARD
stch Manager List: Al «. | 3 A P BOO 002
Batch Functions Post More options
i Description Batch ||
0002 5 Sl CURED Dﬁaﬁ ﬂ Create Invoice ’ﬁ Create Credit Memo
FINCA Minister of Fina... ODT\}
No. APB00002
Description School Supplies
Batch ID ODT\KRISTINA
Click on the field Purchase Order Number o
2020-09-23 s
Name
2020-09-23 ]
=
o *|

Line D
Address Code e
ntre Lo
Enter Purchase Order, that is already created and o
received. Press the Enter key. R o -
.2020-09-23 B
o
. *
to i |
- Line D

Address Code

ntre

w

System populates Vendor information from the Purchase Order automatically in the Purchase Invoice header.

Click on the navigation menu item popup Line

Remittance Description
nveice Line Tax Calculation

Requisition No.

Lines Manage Line

New Line  #X Delete Line

= |G/L Account *

Gross Amount Including Tax

Fewer options

& Select items...

0.00

ODT Education Suite Help
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Click on the navigation menu item popup Functions

Requisition No.

Lines

Manage

Inveice Line Tax Calculation

¥ Functions »

—* | G/L Account

*

Get PO Lines Undo Receipt Line

| Gross Amount Including Tax

Line  Fewer options

Item Availability by

0.00

Click on the navigation menu item Get Receipt

Lines...

Lines

# Functions

Manage

Get PO Lines Undo Receipt Line

Line Fewer options

Item Availability by

Explode BOM

Insert Ext. Text

[®: Get Receipt Lines...

LINE DETAIL

GST Amount

0.00

Get Receipt Lines window open. This window displays  -:oice

previously posted purchase receipt lines for the
selected vendor. Select the Purchase Order lines that

you will be invoicing.

2 Search Line [ ;] Open in Excel

0008 - Duna's Books Ltd || °ETRECEPTLINES

Posting Reguest Approval Incoming Docl Buy-from
TR | Document Mo. Order No. Vendor No.
:.SK _— _RCPT0006 * PO00003 V00004
= RCPT0009 : POO000OT V00004
P Code 57M 278
‘Region CA
No.
ice Description E
. Ziziousuy TERIUUURS Tuu
Click on the button OK 212130300  Textbooks 100

Incoming Do

Name

5 ‘ (There is

[ - =N

Line Details

B

Business Central copies the information from the receipt line into the purchase invoice window. The resulting
invoice lines includes a line with the Purchase Receipt Number.

ODT Education Suite Help
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Fill in Gross Amount Including Tax into Control Totals Tt
lines.
s
ODT\KRISTINA PST Amount
APB00002 & Other Tax Am
ax I| 0.00 |I Amount Excl.
0.00 Self Assessme
Is >
J5uite Demod&ipage=51&dc=08&bookmark=31%3bJgAAAACLAgAAAAITH2F1 AASQAWADAAMAAWADU%:3d&runinframe
Enter Gross Amt. Incl. Tax. Press the Enter key. T
s
ODT\KRISTINA PST Amount
APB00002 Other Tax Am
ax I| b‘DG |I Amount Excl.
0.00 Self Assessme
Is >

Click on the back button to go back to the AP Batch
window.
PURCHASE INVOICE

1PI00008 - Duna's Books Ltd

Inveice Posting Reguest Approval Incoming Decument Release Mav

nvoice Line Tax Calculation Gross Amount Including Tax

Requisition No.

Click on the button Yes on the confirmation message. | Sl [
Burchacarfada. coccvvsvvvvvsvvsscss I

o 0 The document has been saved but is not yet posted.

i} Are you sure you want to exit?

= | Yes | ‘ No |
[

Status Open

Self Assessed @ )
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3.4.6.4.

Click on the navigation menu item popup Accounts
Payable

Option #2: Using Vendor Number

DSuite Demo Accounts Receivable

General Ledger

Accounts Payable

elists  Sales lists

Purchase Invoice > See Purchase Invoices [ Sales Invoices Report

v

rs FINANCIALS

Click on the navigation menu item popup Invoice
Entry

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts
Vendor -~ Order Processing Cheque F

ACTIONS

+ Add Purchase Invoice > See Purchase Invoices [E] Sales
Insights

Activities

PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager
List

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts

Vendor Invpics Entry Quder Processing Cheque F
AP Batch Manager List

ACTIONS s
Purchase Invoices _

-+ Add Purct ase Invoices  [E] Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import

PAYMENTS FINAI

Click on AP Batch you are going to create Purchase

Invoice in. ODT EDSuite Demo General Ledger Accounts
AP Batch Manager List: ~ All O Search —+ New & D
Ne. T Description Batch ID L.;t: -
:  School Supplies  ODT\KRISTINA 2020-09-14
MINFINCA Minister of Fina... ODT\KRISTINA 2020-09-16
ODT Education Suite Help 9/29/2020 173/217
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Click on the navigation menu item popup Functions

uite Demo | General < AP BATCH MANAGER CARD &
nagerlist: Al | 0% APBOOOOZ
Batch Functions Post More options
Description Batchl|
School Supplies Qﬁﬁ General
Minister of Fina... ODT\K
No. APBO0002
Description School Supplies
Click on the navigation menu item Create Invoice
[ EDSuite Demo | Generall & AP BATCH MANAGER CARD
stch Manager List: Al | 08 A P BOO 002
Batch Functions Post More options
Description Batch I|
0002 Sehool S 2 E.Iﬁ ﬂ Create Invoice ’ﬁ Create Credit Memo
FINCA Minister of Fina... ODT\}
No. APB00002
Description Schoel Supplies
Batch ID ODT\KRISTINA
. . ==
Click on the field Vendor Number
g Request Approval Incoming Document Release Navigate More options
I|| LS |I Contact
ndor @ ) Document Dz
Name Posting Date
Due Date
Vendor Invoic
=
Enter Vendor Number.
g Request Approval Incoming Document Release Navigate More options
I L |I Contact
ndor Posta
No. 1 MName City Code
Name
— EMPOD1 Cary Grant Saskatoon S4L.
EMPOO3 Alec Ginness Saskatoon S4L)
EMP0O5 Bette Davis Saskatoon S7L,
ODT Education Suite Help 9/29/2020 174/217
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Select vendor from the drop-down list.

Invoice

General

Posting Request Approval

Incoming Document

Release MNavigate !

Vendor No.

Miscellaneous Vendor

Buy-from Vendor Name

BUY-FROM

Address
Address 2

City

VOo0os

No. T MName Cif

Voooos Sticker's World el

“+ New

Click on the field Vendor Invoice Number

| | Incom
i2020-09-23 = |
Name

!2020709723 |
|2020—09—23 7 |

o 4l |

lo. i |
| | Line D
| v]

Address Code | v |

Enter Vendor Invoice Number.
| | Incom
i2020-09-23 |
Name

!2020709723 |
[2020-09-23 i

Q. l I

lo. i |
| 7] Line D
| v]

Address Code | ~ |

Click on the navigation menu item popup Line

Remittance Description
Inveice Line Tax Calculation

Requisition No.

| Direct Unit Cost

Contact |
Lines Manage | Line | Fewer options
Type No. No. Salvage Value  Vendor iy
- G/L Account * 0.00
ODT Education Suite Help 9/29/2020 175/217
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Click on the navigation menu item popup Functions

Invoice Line lax Calculation
Requisition No.

Contact

Lines Manage Line

¥ Functions Get PO Lines Undo Receipt Line

- |G/L Account *

| Direct Unit Cost

Fewer options

Item Availability by

0.00

Click on the navigation menu item Get Receipt

Lines...

Click on the button OK

AELUISILTTT 1%,

Contact

Lines Manage Line

# Functions Get PO Lines

Explode BOM

Insert Ext. Text

[®: Get Receipt Lines...

LINE DETAIL

Fewer aptions

Undo Receipt Line ltem Availability by

0.00

demoes36520na/BC/Tcompany=00T EDSuite Demo8ipage=51&dc=08&bookmark=31%3bJgAAAACLAGAAAAITH2f1...

Get Receipt Lines window opens. This window displays previously posted purchase receipt lines for the
selected vendor. Select the Purchase Order lines that you will be invoicing.

=

i Code

T

Incoming Doy

Name

(There is

The resulting invoice lines include a line with the Purchase Receipt Number.

Fill in Gross Amount Including Tax into Control Totals

lines.

Line Details

Is >

ODTVKRISTINA

APBOOD02

PST Amount

Other Tax Am

0.00 |I Amount Excl.

0.00 Self Assessme

ODT Education Suite Help
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Enter Gross Amount Including Tax. Press the Enter
key.
s
ODT\KRISTINA PST Amount
APB00002 i Other Tax Am
ax I| b‘DG |I Amount Excl.
0.00 Self Assessme
Is>

Click on the back button to go back to the AP Batch
window.
PURCHASE INVOICE

|OOO1O - Sticker's World

Invoice Posting Request Approval Incoming Decument Release Nav
Requisition No.

Contact

Lines Manage Line Fewer options

Click on the button Yes on the confirmation message. e

Academic Supplies 100 2¢

e The document has been saved but is not yet posted.

Are you sure you want to exit?

B O
3.4.7. How to create Purchase Document directly from Vendor's

Card

Business Central provides an ability for user to create Purchase Document, such as Purchase Order, Invoice or
Credit Memo, directly from the Vendor List or Vendor Card.

Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Receivable

elists  Sales lists

Purchase Invoice > See Purchase Invoices  [El Sales Invoices Report

s

ies
Is FINANCIALS

ODT Education Suite Help 9/29/2020 1771217
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ODT EDSuite Demo General Ledger Accounts
Invoice Entry Order Processing Cheque R
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales

Insights

Activities
PAYMENTS FINAI

ODT EDSuite Demo General Ledger Accounts
lendor, lnugice Entry Order Processing Cheque R
Vendor List

Contact List
See Purchase Invoices £ Sales

Aged Accounts Payable

Vendor - Detail Trial Balance

Payment Terms
FINAI

Standard Purchase Codes

Stay on the line with the Vendor name you are going to

EMPO15 Bob Baliki 12 Cranberry
create Purchase Document for.
V00001 Al Andersons 1160 - 101st
V00002 Bell Mobility 260 BARRETT
V00003 Best School Supplies PMB269 167(
V00004 Duna's Books Ltd 626 WELDON
i Acklands BOX 2959
V00006 School Supplies and Beyond BOX 909
VooooT Staples
V0D000s Mr. Lube #305, 50632
V00009 Sticker's World BOX 68
Document
General Ledger Accounts Payable Accounts Receivable Inquiry Re
! Search T New i} Delete Process ~ New Document Vendor Navigate

itomatically from newly created vendors.  Create contacts from vendors | Disable notification

Name 2 Address Address 2

Box 729, Station A

s 1921 Cairns Avenue Address 2
429 Avenue W South Address 2
ck 230 Roborecki Crescent Address 2

From this link you can select an option to create Purchase Order, Purchase Invoice or Purchase Credit Memo
for this vendor.
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365 Business Central

ODT EDSuite Demo General Le: Accounts Payable -~ Accounts Receivable nquiry Reports Setup History =
Vendor List: Al 0O search + New Delete  Process New Decument Venfior Navigate B3 0pen in Excel Y =l
X You can create contacts automatically from newly created vendors.  Create 15 purchase Invoice & notification v

[ Purchase Order

[ Purchase Credit Memo

Cary Grant Saskatoon K D Details
Alec Ginness 1921 Caiims Avenue Address 2 Saskatoon K -1
Vendor Statistics
EMPOOS Bette Davis 429 Avenue W South Address 2 Saskatoon K 304
EMPOOT Gregory Peck 230 Roborecki Crescent Address 2 Saskatoon 5K
Vivian Lee 1526 Empress Avenue Adaress 2 Saskatoon K
Grant James 230 Roborecki Crescent Address 2 Saskatoon SK
Angus Baker PO Box 615 Address 2 Warman oN
Bob Baliki 12 Cranberry Quay Address 2 Collingwood oN A S asef2
Al Andersons 1160 - 101st STREET NORTH BATTLEFO... SK
Bell Mobility 260 BARRETT DRIVE RED DEER AB
Best School Supplies PMB262 1670 5. ROBERT ST. W, ST. PAUL MN
Duna's Books Lid 526 WELDON AVENUE SASKATOON K
Acklands 80X 2969 WINNIPEG ME 18 Buy-from Vendor History
School Supplies snd Beyond 80X 909 Lsshburn K 304
Staples 0 0
Mr. Lube #305, 506 & 25TH STREET EAST SASKATOON K
Blanket Orders | Orders
Sticker's World BOX 68 COCHIN SK
Sask Power BOX 4006, STATION C CALGARY AB 2 0 (0]
CuPE 2268 420 22nd Street East Saskatoon sk
ivoices Retum orgers | creait Memos

Canada Customs And Revenue 875 Heron Rd Ottawa oN
0 0 2
Municipal Employees Pension 1000 - 1801 Hamilton St Regina K G
et Retum
Teachers Superannuation Fund Room 129, 3085 Albert Street Regina £ 30§ Snioments. | Potd. Receiots | Psict ivoices
2 0

Miscellaneous Vendor 115 Benthem Cres. Saskatoon K
Minister of Finance Revenue Division 2350 Albert Street Regina K
8MO Master Card Payment Cen... PO Box 6044 Montreal ac

Click on the navigation menu item Purchase Invoice

General Ledger Accounts Payable Accounts Receivable Inquiry Re
! Search — New i} Delete Process New Document ~~ Vendor - Navigate
itomatically from newly created vendors.  Createk ] purchase Invoice notification
g invoice for items or seny

Purcha : :ut-:l

Nam Address 2
Fr; Purchase Credit Memo
s 1921 Cairns Avenue Address 2
429 Avenue W South Address 2
ck 230 Roborecki Crescent Address 2

System creates Purchase Invoice automatically with Vendor infrormation already filled in on the Header

ODT Education Suite Help 9/29/2020 179/217
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Dynamics 365 Business Central

<« PURCHASE INVOICE (&) -+
Acklands
nvoice  Posting  RequestApproval  Incoming Document  Release  Navigate More options

General

dor No. V00005 ontact

Acklands

BUY-FROM

BOX 2959

WINNIPEG

M8

R3C 485

A

Gross Amount Including Tax -

Lines Manage  Line

> G/L Account * 0.00 *

2020-09-24
2020-09-24
2020-09-24

*

Open

You can create Purchase Documents from the Vendor's Card as well.

Stay on the line with the Vendor name you are going to
create Purchase Document for.

EMP015

V00001

V00002

V00003

V00004

V00005

V00006

Voooa7

V00008&

V00009

Bob Baliki

Al Andersons

Bell Mobility

Best School Supplies
Duna's Books Ltd

Acklands

School Supplies and Beyond
Staples

Mr. Lube

Sticker's World

B}

12 Cranberry
1160 - 101st !
260 BARRETT
PMB269 167(
626 WELDON
BOX 2969

BOX 909

#305, 50642

BOX 68

Click on the navigation menu item popup New e

Document & VENDOR CARD

V00005 - Acklands

X You can create contacts automatically from newly created vendors.

Create contacts frc

Process Report Request Approval New Document Navigate Vendor |
General

No. | /00005

Name Acklands

Select from the pop up lit selection Purchase Document you want to create for this Vendor. Click on any, and

system will create Purchase Document automatically.

ODT Education Suite Help 9/29/2020
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Dynamics 365 Business Central

€ VENDOR CARD - 0} / SAVED

V00005 - Acklands

Address & Contact

° ADDRESS CONTACT °

WINNIPEG
R3C 485

Show on Map

Invoicing

a POSTING DETAILS

3.4.8. How to Process AP PST Self-Assessment

3.4.8.1. Overview

Business Central for Education Suite has been enhanced to allow an Accounts Payable user to mark all
transactions purchased from outside of the province, that are subject to self-assessment of provincial sales tax.

The system will then post the calculated sales tax to an open invoice, or create one if one does not exist, for
payment.
This sales tax invoice can be posted at any time and as frequently as desired.

The self-assessed tax will be coded to the expense account on the original invoice
although it will show up separately in the general ledger for the original purchase amount.

3.4.8.2. Default Self-Assessment Parameters
The Purchases & Payables Setup screen contains default information for the self-assessment process.

Self Assess. Vendor Number — The default vendor to whom the self-assessment tax is payable. There is only
one allowed per organization.

Self Assess. Batch Number — If the organization is using batch entry for AP Invoice entry, a batch can be
specified for the creation of the self-assessment invoice and that will remain open even after the invoice has
been posted.

ODT Education Suite Help 9/29/2020 181/217
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Dynamics 365 Business Central

& PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

& Vendor Posting Groups [ Signature List 1Y Incoming Documents Setup

No Name

Emp. Emai

V00016

MINFINCA

PROV-SK

R

N

Bank Account

8010

Purchase Card

Vendor Inveice Import >

Email Setup >

SAVED =P

Default Accounts

Advanced Payables >

Quick Pay >

Self Assess. Tax Jurisdiction — This field represents the default tax jurisdiction code for the self-assessment
vendor. This is necessary for the transactions to be coded correctly for purposes of tax reporting.

Self Assess. Tax Group — This field represents the default tax group code for the self-assessment vendor. It is
also necessary for tax reporting.

Dynamics 365 Business Central

€ PURCHASES & PAYABLES SETUP

Purchases & Payables Setup

& Vendor Posting Groups [ Signature List 1) Incoming Documents Setup

No Name

Emp. Emai

V00016

MINFINCA

PROV-SK

R

N

Purchase Card

Vendor Invoice Import »

Email Setup >

Bank Account

B010

SAVED [ ©f f

Default Accounts

Advanced Payables >

Quick Pay >

Vendors, that are subject to self-assessment of provincial sales tax, has to be set to default self-assessment in

Vendor Card. Self-Assessed need to be enabled in General Tab of the Vendor's Card.

ODT Education Suite H
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& VENDORCARD

V00005 - Acklands

Process Report  RequestApproval  NewDocument  Navigate  Vendor More options
General
V0000
m Acklands .
.
. ACKLANDS
2020-09-15
s >
- (e
Address & Contact
ADDRESS CONTACT
BOX 2969
A 1888-801-0007
WINNIPEG
Postal/ZIP Code R3C 485

Show on Map

Invoicing

3.4.8.3.

Click on the navigation menu item popup Accounts

Payable

Accounts Receivable

DSuite Demo

e lists  Sales lists

Purchase Invoice > See Purchase Invoices B Sales Invoices Report

w

rs FINANCIALS

Click on the navigation menu item popup Invoice

Entry

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts
Vendor ~ Order Processing Cheque f
ACTIONS

-+ Add Purchase Invoice > See Purchase Invoices [ Sales

Insights

Activities
PAYMENTS FINAI

ODT Education Suite Help
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Click on the navigation menu item AP Batch Manager
List

ODT EDSuite Demo General Ledger Accounts

Vendor~ lougice Eotny Quder Drocessing Cheque R

AP Batch Manager List

ACTIONS
Purchase Invoices

-+ Add Purct \ase Invoices [ Sales
Purchase Credit Memos
\nswghts Recurring General Journal

Activities~ Vendor Invoice Import

PAYMENTS FINAI
Clik on the AP Batch specially created for self- ikl ity : sl
assessed postings_ AP Batch Manager List: Al O Search —+New [HD

No. t Description Batch ID C:Zm

APB0O0O002 :  School Supplies  ODT\KRISTINA 2020-09-14

Minister of Fina... ODT\KRISTINA 2020-09-16

This Batch is specially created and shouldn't be ever posted.
Any self-assessed provincial tax will be transferred to the invoice payable to the tax authority and will be coded
to the same general ledger codes as included on the individual line item.

Dynamics 365 Business Central

ODT EDSuite Demo Generall & AP BATCH MANAGER CARD 4 } @ o 2
AP Batch Manager List: ~ All Ps M ‘ N FI NCA Y =0
Batch  Functions  Post _—
Batch | Amount  Am >
School Supplies  ODT\} General Show mare 1562.00 0.00
MINFINCA  ©  Minister of Fina.. QDT 0.00 0.00 0.00
MINFINCA Remaining Count 0
D Minister of Finance Posted Amount Incl. T. 0.00
ODTKRISTINA

0.00 o
0.00
0.00
Lines Manage &
o
Detail
0.00 0.00

Let's create Purchase Invoice of something purchased from outside the province. For example, for purchasing
school supplies from Manitoba for Saskatchewan-based school division.

ODT Education Suite Help 9/29/2020 184/217
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Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Receivable

elists  Sales lists

Purchase Invoice > See Purchase Invoices [ Sales Invoices Report

rs FINANCIALS

Entry

ODT EDSuite Demo General Ledger Accounts
Vendor -~ Order Processing Cheque F
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices [E] Sales

Insights

Activities
PAYMENTS FINAI

ODT EDSuite Demo General Ledger Accounts

Vendor~  Invoice Entry Order Processing Cheque R

AP Batch Manager List

ACTIONS
Purchase Invoicas

-+ Add Pur e Invoices [ Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import
PAYMENTS FINAI

ODT EDSuite Demo General Ledger Accounts Payable Accounts Re

Purchase Invoices:  All -~ P Search | T New fi] Delete Invoice - Posting
-

Vende

No. 1 Created By No.
1PI00003 * V00007 Staples ODT\KRISTINA 12/0%
1P100004

1PI0000S ODT\KRISTINA

1PI0000E V00004 Duna's ... ODT\KRISTINA

ODT Education Suite Help 9/29/2020 185/217
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Enter Vendor Number. Select Vendor from the drop-
down list. e. v
1eous Vendor
No. t Name Cit
iVendor Name -«- - vy | mananee it ) A
M V00003 Best School Supplies W
WDO004 Duna's Books Ltd SE
Acklands W
2 V00008 School Supplies and Beyond La
-+ New
[State
P Code
Click on the field Vendor Invoice Number
2020-09-24 EIV
2020-09-24 =
2020-09-24 Ffl.
H |
e hve
Enter Vendor Invoice number.
2020-09-24 E-
2020-09-24 =
2020-09-24 £
H |
e W
Go to Purchase Invoice Lines.
Click on the cell Number. s A Y 12
Requisition No.
Lines | Manage Line Fewer options
Type No. No. Salvage Value  Vendor It

- G/L Account 0.00

ODT Education Suite Help
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Enter G/L Account Number. .
R o, Name Incom
Requisition No.
— 1101001001 Rural Levy Incon
1101001002 Urban Levy Incon
1101001004 Supplemental Levy Incon
Lines Manage 1l 1101002005 Federal Government Incon
1101002006 Provincial Government Incon
1 I
Type Nol t E s
— |G/L Account Eacl s I 0.00

Select one from the drop-down list.

Country/Region cA
Contact Ne.
Remittance Description

Inveice Line Tax Calculation

No, MName Incom

1212130312 JAcademic Supplies Incon

1212140253 Purchase of Academic Furniture Incon

Requisition No.

1216130312  Academic Supplies Incon
Lines Manage 1l 1216140253 Academic Equipment Incon

1221130312 Academic Supplies Incon
.1 A "
Type No 4 New

Move to the right. I -
—

Requisition No.

Lines Manage Line Fewer options

Type No. No. Salvage Value  Vendor Ity

= |G/LAccount  : [212130312 ~ |1-21-213-0312 0.00

=

Status Open

Self Assessed ‘)

Click on the cell Gross Amount Incl. Tax

Direct Unit Cost Gross Amount Tax Group
Quantity Excl. Tax  Tax Area Code Incl. Tax GST Amount  Code
100 3% 5K

op 000 R

ODT Education Suite Help 9/29/2020 187/217
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Enter Gross Amount Incl. Tax. Press the Enter key. st Sess
Self Assessed -:)
Quantity GST Amount za;g'ir:up
100 0.00 R
Scroll furter to the righ on a line. oS ATOGTE g 3%
Requisition No.
Lines

Manage Line Fewer options

Type Vendor item No. Vendor item Description
—> |G/L Account

o
b

|
You can see that PST Amount of $194.60 is set as a st )
Self-Assessed Amount, and Self-Assessed is enabled Self Assessed -
on a line and on Purchase Header.

Tax Self
Other Tax Difi... Self Self Assessed Assessment |
PST Amount Amount  Acc.. Ass... Amount  Document No. Fund Account |
Click on the cell Budget Manager Code ek
Assessed ‘)
Self
Assessment Subprogram School Based
Document Mo, Fund Accou Code Funds

ODT Education Suite Help 9/29/2020

188/217




L

Open Door Technology Inc.

kristina

ECHNGLDGY

openc

September 29,
2020

ODT Education Suite Help 189/217
Select Budget Manager Code from the drop-down list. —
Code Name
Assessed Z
— 000 Begin-Total
006 Facility 006
007 Facility 007
009 Facility 009
I |0?0 Facility 010
Fund Account - e
1 [ ]
Click on the cell Subprogram Code fpes
-
Self
Assessment Subprogram School Based
Document No. Fund Account Code Funds Program Code
1
ook up value
Select Subprogram Code from the drop-down list. fesigned Ueer
Tax Liable -
v st
Code Name
Se
- ACCO Accomodation
APPL Appliences
BBAL Basketball
BUSS Busses
Tax CONF Conferences
Other Tax  Diff... Self
ST Amount Amount  Acc.. Ass..
194.59 0.00 ] 194.60 1 010
Click on the cell Program Code e
-
=
Budget Subprogram School Based
Manager Code  Code Funds Program Code

ODT Education Suite Help
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Select Program Code from the drop-down list. —_— -
S Code Name
Self Assessed E— e
400 Aboriginal Curriculum
401 Aberiginal Equity
dm'\nistrators
Sel 403 Alternate Education
] - 1 o010 BBAL
Go to Control Totals.
Click on the field Gross Amt. Incl. Tax
| 000
0.00
Enter Gross Amt. Incl. Tax. Press the Enter key.
| 000
0.00

Invoice need to be posted now in order to create entry in AP Batch payable to Minister of Finance.

Click on the navigation menu item popup Posting

Dynamics 365 Business Central

t PURCHASE INVOICE

PIO0017 - Acklands

Invoice

Posting

General

Request Approval Incoming Decument Release Nav

Vendor No.
Miscellaneous Vendor

Buy-from Vendor Name

V00005

Acklands

ODT Education Suite Help
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Click on the navigation menu item Post

= PURCHASE INVOICE

PI00017 - Acklands

Inveice Posting Request Approval Incoming Decument Release Nav

@T Post | ﬁ Post and Print @f Preview Posting @T Post and New...

Finalize the document or journal by pesting the amounts and guantities to the related ac

Vendor No. V00005

Miscellaneous Vendor ‘:.::‘

Buy-from Vendor Name Acklands
Click on the button Yes on the confirmation message. Purchase Order No

Purchaser Code

o Do you want to post the invoice?

u | Yes | ‘ No |
Tax [iable’ [ ]
~
Status o]
Self Assessed .

Click on the button Yes to open posted Purchase g \
Invoice. | o
The invoice is posted as number PI00017 and moved to the
Posted Purchase Invoices window.

- Do you want to open the posted invoice?

1 | | | |
] L |
~
Status 0o
Self Assessed .
Self-Assessed is enable on the posted Invoice.
Remittance Description
Posting Date 2020-09-24
Due Date 2020-09-24
Vendor Invoice No. PI81-213
Self Assessed D
Unit of Direct Unit Cost
amsibs b _roal - Linit Driza 141 Tav Aras Cada CCT An)
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Invoice.
POSTED PURCHASE INVOICE

PIO0017 - Acklands

Process Correct Invoice Print/Send Navigate More options
General
Vendor Acklands

Buy-from Vendor Name 2
Miscellaneous Vendor

Let's review now the posting created by the Business Central in special Minister of Finance AP Batch.

Click on the navigation menu item popup Accounts
Payable

DSuite Demo eneral Ledger Accounts Payable ounts Receivable

¢ Invoices: Al - »3 Search T Mew ii] Delete Invoice Posting - Release

Buy-
from

Vendor Invoice

Name Created By No.

Buy-from Vendor

3 voooo7 Staples ODT\KRISTINA 12/08/2020
4
5 ODT\KRISTINA
V00004 Duna's ... ODT\KRISTINA
Click on the navigation menu item popup Invoice Dynamics 365 Business Central
Entry
ODT EDSuite Demo General Ledger Accounts Payable Account
Vendor Order Processing Chegque Runs Purchase Ca
Buy-from Vendor
No. 1 No Name Crested By N
1PI00003 V0oao7 Staples ODT\KRISTINA 1
1PI00004
1PI00O00S ODT\KRISTINA
1PI0000G V00004 Duna's... ODT\KRISTINA
Click on the navigation menu item AP Batch Manager [ rprmmp—"
List
ODT EDSuite Demo General Ledger Accounts Payable Account
Vendor - Inyoice Cotry Qrder Processing Cheque Runs Purchase Ca
AP Batch Manager List
Purchase Invoices
Ne. T Created By N

Purchase Credit Memos
1PI00003 Staples  ODT\KRISTINA 1
Recurring General Journal

1PI00004
1PIO000S ¥epdorintaos mport ODT\KRISTINA
1PIO000G V00004 Duna's.. ODT\KRISTINA
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Select Minister of Finance AP Batch from the AP Batch T e e iy ol

Manager List. AP Batch Manager List: Al O Search —+New [EHD
No. t Description Batch 1D Date

APB00002 :  School Supplies  ODT\KRISTINA 2020-09-14

Minister of Fina... ODT\KRISTINA 2020-09-16

You can see that Invoice is created here by the system.

Dynamics 365 Business Central

ODT EDSuite Demo General € AP BATCH MANAGER CARD + W =g
AP Batch Manager List: ~ All Ls M ‘ N FINCA o = []
Batch  Funct Post _—
Batch | Ao i
School Supplies  ODT\ General £562.00 2 0.00
MINFINCA  ©  Minister of Fin.. ODT\ 0.00 0.00 0.00
MINFINCA 0
Minister of Finance 0.00
ODTKRISTINA
0
0.00 0
0.00
0.00
u Manage =
Detail
000 0.00
Click on the link in cell Document Type with the value Remaining Amount
Invoice °
Lines Manage Line Fewer options

—> i Plooo18 V00016

Invoice payable to Minister of Finance is created in the amount of provincial sales tax:

ODT Education Suite Help 9/29/2020 193/217
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& PURCHASEINVOICE

0] ~/ SAVED [=1
PI00018 - Minister of Finance
nvoice  Posting  Request Approva g Document  Release  Navigate |  More options
General
. 2020-09-24 i
Minister of Fi 2020-09-24 a
Re: visiof
2350 Albert Street
Regina
S4P 446
-
Gross Am including Tax hd Open
Ol
Lines Manage Ui &
- G/L Account 12121 0.0 Acklands-PI81-213-20-09-24 19460 SK 000 N
LINEDETAIL)trction - Academic Supplies
Notice, that system created description related to the
original invoice automatically.
tem Vendor ltem Description ption/Comment Quantit
IAcklands-PIE‘l-Z]3-20-09-24 I 1

Remittance Description field in the AP Invoice header allow the user to print a description line on the cheque
stub for a specific invoice. This quick note can be added to the invoice header screen and will print on the
cheque stub just below the payment detail line for that invoice.
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Dynamics 365 Business Central

<« PURCHASE INVOICE y ) -+ 10} -~ SAVED
PI00018 - Minister of Finance
Posting  Request Approval  Incoming Document  Release  Navigate

General

V00016 ocument Date 2020-09-24

]}

(] Posting Date 2020-03-24
Minister of Finance Due Date 2020-09-24

BUY-FROM dor rvoice Mo *

LINE DETAIL, on - Ac ;
Instruction - Academic Supplies

At the end of reporting period invoice can be posted and submitted as usual.

3.4.9. How to Create Invoice for Miscellaneous Vendor

3.491. Overview

Purchase Invoices and Credit Memos are modified to allow a Miscellaneous Vendor to be used. The name,
address and invoicing information of the vendor is directly entered on the Purchase Invoice or Credit Memo
header form.

Able to use the Payment Journal and the Suggest Vendor Payments functionality as for any other vendor.

Able to print cheques from the posted invoice using the vendor's name and address information.

3.4.9.2. How to Create Miscellaneous Vendor
Separate Vendor Card need to be Created for Miscellaneous Vendor.

Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Receivable

e lists  Sales lists

Purchase Invoice > See Purchase Invoices B Sales Invoices Report
s

ies

Is FINANCIALS
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ODT EDSuite Demo General Ledger Accounts
Invoice Entry Order Processing Cheque R
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales

Insights

Activities
PAYMENTS FINAI

ODT EDSuite Demo General Ledger Accounts
lendor, lnugice Entry Order Processing Cheque R
Vendor List

Contact List
See Purchase Invoices £ Sales

Aged Accounts Payable

Vendor - Detail Trial Balance

Payment Terms
FINAI

Standard Purchase Codes

Click on the link with Miscellaneous Vendor

V0000s Mr. Lube #305, 50652
V00009 Sticker's World BOX 68
Vo010 Sask Power BOX 4006, ST
V00011 C.U.P.E. 2268 420 22nd Stre
V0ooi2 Canada Customs And Revenue 875 Heron Re
V00013 Municipal Employees Pension 1000 - 1801 ¢
V00014 Teachers Superannuation Fund Room 129, 3(
Miscellaneous Vendor 115 Benthem
V0ooie Minister of Finance Revenue Divit

vNnn17 BMOY Mactar Card Pavmant Cen PO Bov ANAA
demoes36520na/BC/?company=00T EDSuite Demo8tbookmark=31%3bJgAAAACLAGAAALIT 221 AASOQAWADAAMAAN

Any number of miscellaneous vendors can be set up by creating a new vendor card and clicking on the
Miscellaneous Vendor flag. No other information is required on the General tab other than a vendor number
and a general description.
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Dynamics 365 Business Central

& VENDORCARD (&) + ® / SAVED (=

V00015 - Miscellaneous Vendor

General

Miscellaneous Vendor

MISCELLANEOUS VENDOR

2020-09-02

Address & Contact

ADDRESS CONTACT

Show on Map

Invoicing

Invoicing Tab need to be filled as for any other Vendor.

The completion of this may vary by school organization and according to the number and type of miscellaneous
vendors. The above is a sample. The Tax Group Code, Tax Area Code, Tax Liable, and Vendor Posting Group
fields must be filled in.

Dynamics 365 Business Central

& VENDORCARD 7))+ 0] SAVED (=

V00015 - Miscellaneous Vendor

General » Miscellanecus Vendor

Address & Contact >

Invoicing

N POSTING DETAILS

VEND

From Gross Amount Including Tax v

Payments

Legal Entity v

It may be desirable to set up multiple miscellaneous vendors to accommodate a variety of scenarios involving
different combinations of set up fields, such as posting groups, tax groups, etc.

All fields, except posting groups, can be overridden on the Purchase Invoice or Credit Memo form. Multiple
miscellaneous vendors can be made more readily identifiable by assigning unique vendor numbers such as
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“TaxExpense”, etc., or by assigning miscellaneous vendors to a unique number series.

3.4.9.3. How to create invoice for Miscellaneous Vendor

Click on the navigation menu item popup Accounts
Payable

DSuite Demo General Ledger Accounts Receivable

elists  Sales lists

Purchase Invoice > See Purchase Invoices  [E Sales Invoices Report

w

ies
Is FINANCIALS

Entry

ODT EDSuite Demo General Ledger Accounts
Vendor -~ Order Processing Cheque F
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices  [E| Sales

Insights

Activities
PAYMENTS FINAI

Click on the navigation menu item AP Batch Manager
List

ODT EDSuite Demo General Ledger Accounts

Vendor -~ Inyqice Entry Qrder Processing Cheque F

AP Batch Manager List

ACTIONS
Purchase Invoices

—+ Add Purck \ase Invoices  [E] Sales
Purchase Credit Memos

‘ns{ghts Recurring General Journal

Activities~ Vendor Invoice Import

PAYMENTS FINAI
Click on the navigation menu item Create Invoice
[ EDSuite Demo General| & AP BATCH MANAGER CARD
stch Manager List: Al | Ceese A P B OO OO 2
Batch Functions Post More options
Description Batch ||
T # 5 £ - oo
o002 2 i Suprdicd 09"2’ T Creata Invoice i Create Credit Memo
FINCA Minister of Fina... ODT\}
No. APB00002
Description School Supplies
Batch ID ODT\KRISTINA
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Select AP Batch from the list.
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ODT EDSuite Demo General Ledger Accounts
AP Batch Manager List: ~ All O Search  + New & D
Creation
No. Description Batch ID Date
APB00002 :  School Supplies  ODT\KRISTINA 2020-09-14
MINFINCA Minister of Fina... ODT\KRISTINA 2020-09-16

Click on the navigation menu item popup Functions

uite Demo | Generall & AP BATCH MANAGER CARD Vi

nager List:  All « ‘ R

- APB00002

Batch Functions Post More options
Description Batch Il
School Supplies 0D ~§ General
Minister of Fina... ODT\}
MNo. APBO0002
Description School Supplies
. . & f
Click on the field Vendor Number. N
it Approval Incoming Document Release Navigate More options
y Look up value
. P
Enter Miscellaneous Vendor Number. 2/
't Approval Incoming Document Releasze Navigate More options
I 1
Posta
Ne. t Name City Code
— EMPO0O1 Cary Grant Saszkatoon S4L:
EMP0O3 Alec Ginness Saskatoon S4L:
EMPOO5 Bette Davis Saskatoon S7L.

Select Miscalleneous vendro from the drop-down list.

ODT Education Suite Help

9/29/2020 199/21

7




L

Open Door Technology Inc. kristina
Open September 29,
TECHNGLOGY 2020
- ODT Education Suite Help 200/217
Cllck on the fleld BUY'from vendor Name 't Approval Incoming Document Release Navigate More options
‘vooms{ v ‘
(o]
I‘ Miscellaneous Vendor ‘I
Vendor name could be overridden if needed.
Delete Mlsce”aneOUS Vendor name. Enter the new 't Approval Incoming Document Release Navigate More options
Vendor name.
V00015 M,
-
L ]
Click on the field Address
Vooo15 v.
-
‘Frank Smith ‘
[ ]
Enter Address.
V00015 =
-
Frank Smith
[ ]
ODT Education Suite Help 9/29/2020 200/217
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Click on the field City

Open Door Technology Inc. kristina
September 29,
2020
ODT Education Suite Help 201/217
[ o)
Frank Smith

‘ 32 Algonquin Ave 5

Enter City.

V00015

Frank Smith

32 Algonguin Ave S

Frank Smith

Click on the field Province/State

| 32 Algonquin Ave 5

Regina

Frank Smith

Enter Province.

| 32 Algonquin Ave S

Regina

ODT Education Suite Help
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3£ Algonguin Ave 5

Click on the field Country/Region

Regina

E |

Gross Amount Including Tax o
ince/State 5K
Select country code
al/ZIP Code
Atry/Region
act No.
Code T Name
ttance Descriptior
ARER e — AU Australia
ce Line Tax Calculation |CA Canada
; UK United Kingdom
lisition No.
us USA
+ MNew

i Manage Line Fewer options

Override other invoicing information if necessary. Use different set up scenarios
to make data entry as efficient as possible.

Dynamics 365 Business Central

€ PURCHASE INVOICE (&) + 0} SAVED

1PI00011 - Frank Smith

nvoice  Posting  Request Approval  Incoming Document  Release  Navigate
General
dor No. ‘m 2020-09-24 a
- 2020-09-24 ]
Frank Smith 2020-09-24 ]
BUY-FROM *
32 Algonquin Ave S.
Regina
A °
-
Gross Amount including Tax ~
9 Open
(Il
Lines Manage  Line =
~ G/L Account * 000 * 000 0.00
LINE DETAIL

Enter a vendor invoice number, complete the purchase lines and post the document.
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Dynamics 365 Business Central

<« PURCHASE INVOICE y ) -+ 10} -~ SAVED
1PI00011 - Frank Smith
Posting  RequestApproval  Incoming Document  Release  Navigate

General

oS scument Date 2020-03-24 =]
Posting Dite 2020-09-24

]}

Frank Smith Due Date 2020-09-24

BUY-FROM dor rvoice Mo *

Regina

3.5. Encumbrances on Purchase Order
3.5.1. Encumbrances on Purchase Order Overview

An encumbrance refers to restricted funds inside an account that are reserved for a specific debt or liability in
the future.

The encumbering process has the principal purpose of preventing the creation of liabilities in excess of
approved appropriations.

In order for a school district to maintain budgetary control and to arrive at an accurate estimate of its
uncommitted appropriations, it is necessary to encumber all of its known obligations.

Business Central for Education Suite allows users to post encumbrances on Purchase Order for a separate line
or for the whole Purchase Order.

Click on the navigation menu item popup Accounts _
Payable

DSuite Demo General Ledger Accounts Payable~] Accounts Receivable
nvoice Entry Order Processing Cheque Runs Purchase Card Setur

Purchase Invoice > See Purchase Invoices  [El Sales Invoices Report

s

ies

rs FINANCIALS
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3.5.2. How to post Encumbrances for Purchase Order
3.5.2.1. How to create Purchase Order to post Encumbrances

Fund Accounting Profile

To demonstrate how to post encumbrances for Purchase order, let's create an example with 2 lines reflecting
telephone expenses in August, 2020 for 2 different locations of the organization.

Click on the navigation menu item popup Accounts
Payable

DSuite Demo General Ledger Accounts Receivable

e lists  Sales lists

Purchase Invoice > See Purchase Invoices B Sales Invoices Report

s

ies
Is FINANCIALS

Click on the navigation menu item popup Order
Processing

B65 Business Central

ODT EDSuite Demo General Ledger Accounts Payable
Vendor Invoice Entry Cheque Runs Pur
ACTIONS

+ Add Purchase Invoice > See Purchase Invoices [ Sales Invoices Rep

Insights

Activities v
PAYMENTS FINANCIALS

Click on the navigation menu item Purchase Orders

ODT EDSuite Demo General Ledger Accounts Payable

Vendor Invoice Entry Order Processing Cheque Runs Pur
Contacts

ACTIONS

Purchase Quotes
-+ Add Purchase Invoice > Sales Invoices Rep

Purchase Orders

Insights

Activities v
PAYMENTS FINANCIALS

PURCHASEDO.. PURCH. INVOL.. PURCHASEDI... UNPROCESSED
D QDA NEXT WEEK NEXT WEEK PAYMEN

Click on the navigation menu item New

Dynamics 365 Business Central

ODT EDSuite Demo General Ledger Accounts Payable Accounts f
Purchase Orders:  All - )"., Search | + New |;=§| Delete Print/Send Order
Vendor
Buy-from Authorizati..
Mo. 1 Vendor No, Buy-from Vendor Name No.
PO00002 1 V00009 Sticker's World
PC00003 Vvoooo4 Duna's Books Ltd
PQ00007 V00004 Duna's Books Ltd
POD000S V00009 Sticker's World
ODT Education Suite Help 9/29/2020 204/217
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Click on the field Vendor Number
: Order
ise Posting Order Request Approval Print/Send Navigate Actions Navigats
I|| — o |I Inveice By
jl====n =
ndor ® Order Line Ta;
Namsa Clear PO
Self Assessed
B | Requisition N
Enter Vendor Number.
: Order
ise Posting Order Request Approval Print/Send Navigate Actions Navigate
I vl o |I Invoice By
ndor Posta
No. t MName City Code
Name
- EMPOO1 Cary Grant Saskatoon S4L.
EMPQ0O3 Alec Ginness Saskatoon S4L |
EMPOOS Bette Davis Saskatoon S7L,
Select Vendor from the drop-down list. Vg i 7 3
Miscellaneous Vendor
No. T Name Cil
Buy-from Vendor Name B
- — EMPOD5 Bette Davis Sz
Contact EMPO09 Vivian Lee Se
BSRGRERE Bt V00001 Al Andersons Ny
V0002 Bell Mobility RE
Vendoriminioe NG. il Best School Supplies w
No. of Archived Versions .
4+ New
Lines Manage Line Functions Order Fewer options
. . . V00002 ~
Click on the field Vendor Invoice Number.
@
Bell Mobility
2020-09-25 ]
gl ]
1]
Functions Order Fewer options
ODT Education Suite Help 9/29/2020 205/217
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Enter Vendor Invoice Number. Press the Enter key.
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ODT Education Suite Help 206/217
‘VDODOZ E% ‘
® >
‘BeH Mobility ‘
12020709725 ‘

4

1]
Functions Order Fewer options
GO tO |IneS CI'Ck on the Ce" Number No. of Archived Versions
Lines Manage Order Fewer options
Type No. Description
S r—
L neTan
Enter G/L Account Number No. of Archived Versions
Lines Manage Order Fewer options
Type No. Description
— G/L Account %
Incom:
Rural Levy Incon
—
Urban Levy Incon|
Supplemental Levy Incon
L neTan > =
Select G/L Account from the drop-down list. Urias Mariage Ordei  Fawereptions
Type No. Description
- G/L Account *

Incom:

1211150211 [Telephone, Fax, Portable Commu Incon
|

LINE DETAIL

GST Amount

Telephone, Fax. Portable Commu Incon
Telephone, Fax, Portable Commu Incon
Telephone, Fax. Portable Commu Incon

Telephone, Fax, Portable Commu Incon

ODT Education Suite Help
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Click on the cell Location Code

ttions Order Fewer options

GST/HST Description

Location Code Bin Code Quantity
] Telephone, Fax, Portable Commu 100
Select Location code for the line. Order  Fewer options
Unit of
HST Description Location Code Bin Code Quantity Meazure
Telephone, Fax, Portable Commu | b 100
Code T Name
—> | LOCATION 1
LOCATION 2
+ New
Portable Communications & Internet
0.00 Other Tax
Click on the cell Gross Amount Total Open
Direct Unit Cost Gross Amount Gi
Excl Tax  TaxAreaCode  Tax Group Code Total GEF A

Enter Gross Amount Total. Press the Enter key. Open

Direct Unit Cost Gross Amount

Excl. Tax  Tex Area Code Tax Group Code Total

GST Amount

Now let's create a second line for the order.
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Click on the cell Number.

Lines Manage Li

Type No.

G/L Account
—2 | G/L Account

ne Functions Order Fewer options

GST/HST Description

o] Telephone, Fax, Portable Comm

LINE DETAIL
Enter Select G/L Account from the drop-down list.
Lines Manage Line Functions Order Fewer options
Type No. GST/HST Description
G/L Account Telephone, Fax, Portable Comm
= |G/L Account %k l| v
No. Name Incom:
I
— 1101001001 Rural Levy Incon
1101001002 Urban Levy Incon
LINE DETAIL 1101001004  Supplemental Levy Incon|
Click on the lookup button in the cell Location Code
‘der Fewer options
Unit of
Description Location Code Bin Code Quantity  Measure Code|
Telephone, Fax, Portable Commu  LOCATION 1 100

Telephone, Fax, Portable Commu

SeIeCt Locatlon COde for the Ilne' 45T Description Loc