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» System/Job Cost/Module Control — choose the Projects Tab. If Use Projects is turned on you will
have access to the Limit jobs by Project switch
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APPROVALS AND ALERTS

Question:

| would like to be able to email PO originators when Purchase Orders are overdue, i.e to select records where
the expected date is less than or equal to "Today's Date". Is this possible?

Answer:

Yes, in the record selection screen, drag the 'expected’ date into the query section, select 'Is less than or equal
to' then, in the field to the right type 'today'.
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ACCOUNTS RECEIVABLE

Question:
The "Reverse" button is disabled in AR Standing Invoice batch. What causes this to be disabled?

Answer:

The reverse button is available only on the last item processed for a particular standing invoice i.e. if there are
update logs for a standing invoice in January and in February then the reverse will be available for the
February transactions only.

Question:
Is it possible to Change a Customer's Code?

Answer:

Yes - but the way this is done is dependent on the schema Greentree is being accessed from.

1. logging in via GreenTreeSchema - access is via System Scripts > Accounts Receivable > Change
Customer Code

2. logging in via CRM (or HR, POS) Schema AND has access to CRM Module - they will have access via
CRM Scripts

3. logging in via CRM (or HR, POS) but do not have CRM module in use - they won't have access to this
function (Log# 659529 has been raised to have this added for these sites).

E-REPORTING

Question:
When output to Auto Fax/Email - should the system look to the Customer or Supplier Maintenance to
determine which form to use eg. Purchase Order, AP Remittance, AR Invoice etc?

Answer:

No. eReporting is actioned via a report criteria form and the user is already in the report parameters when
running the report. It was designed as a way of sending each type of form eg. invoices out on mass. The
hotprinting functionality checks each customer and then calls the appropriate report and is designed for
individual printing. The two are not compatible.
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SUNDRY

Question:

The Google Maps icon is not showing beside the customer address field. How is this activated?

Answer:

This was brought into general release at 3@7-7 - so provided your system is packed past this point, on the
Menu Security tab of user preferences, there are two check boxes under the heading ‘'Internet Access'. By
setting these to true, the google maps functionality will become available. These are placed there to control

which users have access to this functionality.

TO ACTIVATE GOOGLE MAPS AND EMAIL:

» System/System Setup/User Maintenance — select the User and click the More Preferences Button —

then choose the Menu Security Tab
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SCREEN DISPLAY FOR REPORTS - WORKFLOW DESKS

Question:
When previewing a report, the screen that displays is bigger than the desktop screen. Why does this happen
and how can it be fixed?

Answer:

Check the "print preview default size" setting for the user (which can be found on the print forms tab of User
Preferences). If Workflow is in use, check the User Preferences for Workflow and see if "Remember form
sizes and positions" is set to true or false. This can be reset and forms/reports will displayed correctly.

TO CHECK THESE SETTINGS:

» System/System Setup/User Maintenance — select the User and click the More Preferences Button —
then choose the Print Forms Tab

@ User Preferences |E|
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» Select the Workflow Button in User Preferences and uncheck “Remember form sizes and positions”

as shown
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WORKFLOW - DESKS

Question: Is there a fast way to switch from Workflow Desk design mode to view mode in order to check that
my design is on track?.

Answer:

Yes. The Organise Desk form has a 'Load Desk' button. This button loads the currently selected Desk while
the Organise Desk form remains open allowing users to view the Desk to ascertain what still needs to be
added / changed. Close it to continue with design.
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SALES ORDER ENTRY

Question:
Why would the 'Generate Packing Slip' and 'Generate Invoice' buttons be greyed out for a single user whereas

all other users have access to these buttons?
Answer:

For security reason if a user does not have access to the corresponding process menu item they will not have
access to these buttons either.

UT USER MAINTENANCE
Question:
Is it possible to edit a Greentree login name once it has been set up? E.g. Have spelt user login name as

"Jane" when it should have been "Jayne"

Answer: In User Maintenance it is possible to change the value in the "Login name" field and save the
changes. The user will be saved with the amended name and all associated user preferences.
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FREE - GL DRILLDOWN

Question:

| am not able to drill down to Greentree when right clicking on the gtGLActBal function. What could cause this?

Answer:

Ensure the worksheet is not set on print preview mode. If it is, change it to normal view mode and the GL

Drilldown should become available.

HOW DO | DO THIS?
From the View tab in Excel 2007:
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From the View Tab in Excel 2003:
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