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Module 1: General Ledger 
This module introduces the new enhancements to the General Ledger year-end close 

process in Microsoft Dynamics GP 2013.  

Before You Begin 
Before starting this module, you should: 

¶ Have access to a Microsoft Dynamics GP 2013 installation. 

¶ Understand the GL year-end close process.  

¶ Know how to use Inquiry windows to view journal entries. 

¶ Understand the Reconcile to GL routine. 

¶ Be familiar with Currency Translation used with Management Reporter. 

 

What You Will Learn 
After completing this module, you will be able to: 

¶ Describe the feature changes made to the GL year-end close window and process. 

¶ Describe the options a user has for removing inactive GL accounts during the year-

end close process. 

¶ Describe changes made to the Unit Account Maintenance window. 

¶ Describe how to view historical journal entries in GL. 

¶ Instruct how to track information for prior Reconciliations to GL and how to drill 

back to GP windows. 

¶ Explain how to change the Average Exchange Method used for Currency Translation 

in Management Reporter. 
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Lesson 1: Year-End Close Options 
This lesson explains several feature changes for the GL Year-end close process. 

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Describe the new options to remove inactive accounts during the GL year-end close 

process.  

¶ Describe changes made to the Year-End Closing window for GL. 

¶ Describe how to clear balances for Unit Accounts as part of the GL year-end close 

process. 

 

GL Year-End Close options 
This lessons outlines three new features added to the GL year-end close process as 

described below. 

To open the Year-End Closing window, click Tools  on the Microsoft Dynamics GP  menu, 

point to Routines,  point to Financial , and then click Year-End Closing.  

 

Maintain Inactive Accounts Option  
In current versions, the GL year-end close process will remove inactive accounts if they 

meet certain criteria. For example, if an inactive status has a zero balance and no year-to-

date history.  New functionality will add another validation to check if the inactive account 

has any budgeted amounts.  Options have been added to not remove the inactive account if 

it  is included in a budget with a budgeted amount. 

The new validation will allow accounting managers to create new GL accounts, and set the 

accounts to inactive so they are not used during the current fiscal year. They could be 

included in a budget for any budget year. 

 

 Note: 
The validation is for the GL account, and checks all budgets in General Ledger for any 
year. However, there is no validation against budgets created in the Analytical 
Accounting module. 

 

Changes to the Year-End Closing Window 
A Maintain Inactive Accounts  option was added to the Year-End Closing window as shown 

in the figure below.  
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¶ If the Maintain Inactive Accounts  option is not marked, the radio buttons are 

disabled and there is no change in functionality.  All inactive accounts with a zero 

balance will be removed during the GL year-end close process. 

¶ If the Maintain Inactive Accounts  option is marked, the radio buttons will become 

available. The option for With Budget Amounts  will be marked by default.  

Inactive accounts that have a budgeted amount greater than or less than zero; will 

not be deleted during the GL year-end close process.  All other inactive accounts 

with a zero balance and no budgeted amounts will be deleted as normal. 

¶ If the Maintain Inactive Accounts  option is marked and the All Inactive  Accounts 

radio button is marked, then no inactive accounts will be deleted during the GL 

year-end close process. 

 

Figure 1: Maintain Inactive Accounts 

 

 Note: 
Always have a current backup of the Dynamics database and the Company database 
before starting the GL Year-End closing process.  If there are any errors during the 
process, it is recommended to restore immediately and fix the issue before trying to 
close the year again.  

 

 

Progress Bar Added  
A progess bar has been added to the Year-End Closing window, which will display the 

progress of the General Ledger closing process.  This will help users to see where the 

system is at in the process, and the user can let it run to completion and not disrupt the 

closing process.  The progress bar is hidden when the Year-End Closing window is first 

opened and becomes visible when the user clicks Close Year.  
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The Progress bar prompt changes as follows: 

¶ 7ÈÅÎ ÔÈÅ #ÌÏÓÅ 9ÅÁÒ ÂÕÔÔÏÎ ÉÓ ÍÁÒËÅÄȟ ÔÈÅ ÐÒÏÇÒÅÓÓ ÂÁÒ ÓÈÏÕÌÄ ÒÅÁÄ ȰStarting year-end 

cÌÏÓÉÎÇ ÐÒÏÃÅÓÓȣȱȢ 

¶ After each step in the closing process is completed, the Closing Progress prompt should 

ÃÈÁÎÇÅ ÔÏ ÒÅÆÌÅÃÔ ȰStep X of X completeȣȱȢ  Where X being a sequential integer number 

for the total number of steps in the process. 

 

Figure 2:  Progress bar 

¶ When the Year-End Closing report has been printed and the year-end closing process is 

ÃÏÍÐÌÅÔÅȟ ÔÈÅ 0ÒÏÇÅÓÓ ÂÁÒ ÐÒÏÍÐÔ ×ÉÌÌ ÒÅÁÄ ȰProcess complete.ȱȢ   

 

Figure 3: Process complete 
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 Note: 
Always have a current backup of the Dynamics database and the Company database 
before starting the GL Year-End closing process.  If there are any errors during the 
process, it is recommended to restore immediately and fix the issue before trying to 
close the year again.  

 

 
Clear Unit Account Balances option  

A new option for Clear Balance During Year -End Close has been added the Unit Account 

Maintenance window. This is unmarked by default, when the window is opened.   

¶ If the option is marked for the specific unit account, then the balance will be cleared or 

reset to zero for the next fiscal year.    

¶ If the option is left unmarked, the unit account balance will be rolled forward to the next 

fiscal year. This is how it was in previous versions of Microsoft Dynamics GP.   

To navigate to the Unit Account Maintenance window, click Cards, point to Financial , 

and then click Unit Account .  

 

Figure 4: Clear Balance During Year-End Close 

 

Net Change and Period Balance Columns 
In prior versions of Microsoft Dynamics GP, there was one Amount column in the Unit 

Account Maintenance window.  In this window, you could toggle the Display radio group 
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between Net Change and Period Balances.  With the new functionality, the Amount column 

has been replaced by two new columns: 

¶ Net Change ɀ displays the amounts that would have been shown when the Display 

radio group was set to Net Change.  

¶ Period Balance  ɀ displays the amounts that would have been shown when the 

Display radio group was set to Period Balances.  The Total  field displays the last 

period amount in the Period Balance column.  

 

 Note: 
If you select a period and then click to drill back on Net Change or Period Balance, the 
Detail Inquiry window will open to display the transaction detail for that period. 

 

 

Lesson Review 
Topics covered in this lesson include the following: 

¶ Options were added to the GL Year-End Closing window to allow users to remove all 

inactive accounts, not remove any inactive accounts, or remove all inactive accounts 

except those with budgeted amounts in GL. 

¶ A progress bar was added to the GL Year-End Closing window to enable the user to 

watch if the process completes successfully. 

¶ An option to clear unit account balances was added to the Unit Account Maintenance 

window so users can control by account if they want the balance brought forward to 

the next fiscal year, or reset to zero.  

 

Answer the following questions to confirm your understanding of lesson topics. 

1. In the GL Year-End Closing window, what option must be marked to have no inactive 

accounts removed at all during the closing process? 

Mark the Maintain Inactive Accounts  checkbox and the All Inactive Accounts  radio 

button.  
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2. In the Year-End Closing Process window, how do you get the Progress Bar to show? 

Click Close Year, and the progress bar will become visible.  

 

3. How can the user reset balances to zero for the unit accounts in the next fiscal year? 

Go to the Unit Accounts Maintenance window and mark the option for Clear Balance 

During Year -End Close for the specific unit accounts that you wish to have reset to zero 

each year. 

 

4. If the unit account is set to have its balance reset to zero each year, what happens to the 

balance if you post a transaction to a closed year using this unit account? 

Nothing.  No Balance Brought Forward entry is made if the Clear Balance During Year-End 

Close option is marked and you post to a closed year.  No balance is carried forward.  

 



       
 

  
8       
 

Lesson 2: Journal Entry Historical Inquiry 
This lesson explains modifications to the Journal Entry Inquiry window in General Ledger to 

allow inquiry on journal entries in historical years. 

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Describe how to view historical journal entries in the Journal Entry Inquiry window in 

General Ledger. 

 

Journal Entry Historical Inquiry  
The Journal Entry Inquiry window previously displayed journal entries only from open 

fiscal years. This was modified to include journal entries from historical fiscal years.     

To navigate to this window, click Inquiry , point to Financial , and then click Journal Entry 

Inquiry.  

 

Journal Entry Lookup Button 
You can click Lookup for the Journal Entry  field to search for a journal entry.  In Microsoft 

Dynamics GP 2010 and earlier versions, the Open Year Journal Entries window would open.  

This window has now been renamed Journal Entries, since it lists both open and historical 

journal entries.   

When you open the Journal Entries Advanced Lookup window, the view is set by default to 

All Open Year Journal Entries ; by Journal Entry , and will only display posted journal 

entries for all open fiscal years.  The user can use the View  drop-down list to change the 

view to display All Historical Year Journal Entries to view only posted journal entries for 

historical fiscal years.  The Refresh option will refresh the window to display any new 

records entered since you opened the window.  
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Figure 5: Journal Entry Inquiry Lookup 

 

Fiscal Year Field  
In the Journal Entry Inquiry window, a new field titled Fiscal Year has been added. When 

the Journal Entry Inquiry window is opened, by default the Fiscal Year field is blank. When a 

Journal Entry number is entered, the Fiscal year field will automatically populate with the 

actual fiscal year for the selected journal entry. 

 

Figure 6: Fiscal Year field  
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Fiscal Year Lookup 
The drop-ÄÏ×Î ÍÅÎÕ ÆÏÒ ÔÈÅ &ÉÓÃÁÌ 9ÅÁÒ ÆÉÅÌÄ ×ÉÌÌ ÌÉÓÔ ÁÌÌ ÔÈÅ ÆÉÓÃÁÌ ÙÅÁÒÓ ÆÒÏÍ ÔÈÅ ÃÏÍÐÁÎÙȭÓ 

Fiscal Period Setup, ordered by Fiscal Year.  

If you enter a Fiscal Year value that is not valid in the Company Fiscal Period Setup, this 

message will display: 

 

Figure 7: Fiscal Year Period Setup - message 

 

Duplicate Journal Entries 
If there are duplicate Journal Entries with the same Journal Entry number, the most recent 

transaction date for that Journal Entry number will display in the window.  The user can 

change the Fiscal year field to review journal entries with the same Journal Entry number in 

other years.   

If the user selects a Fiscal year in which the Journal Entry number does not exist, this 

message will display:   

 

Figure 8: Fiscal Year, Journal Entry number does not exist - Message 
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Lesson Review 
Topics covered in this lesson include the following: 

¶ The Journal Entry Inquiry window can be used to display journal entries from both 

open and historical fiscal years. 

¶ If you use the Journal Entry Lookup button, the Journal Entries window will open. In 

the Advanced Lookup, you can change the view to All Open Year Journal Entries or All 

Historical Year Journal Entries.   

¶ When you enter a journal entry number, the Fiscal Year field will automatically 

populate to the most recent transaction for that journal entry number. 

¶ You can toggle the Fiscal Fear field to look for duplicate journal entries. 

¶ The Fiscal Year drop-down list will show only valid years from the Company Fiscal 

Period Setup.  

 

Answer the following questions to confirm your understanding of lesson topics. 

1. What journal entry will display in the Journal Entry Inquiry window if you  have 

duplicate journal entries? 

The journal entry with the most recent transaction date will be displayed.  The user can 

toggle the Fiscal Year field to view older journal entries with the same journal entry 

number.  

 

2. When I use the Journal Entries Lookup button in the Correct Journal Entries window, 

why is the option to change the view grayed out? 

The option edit the view in the Advanced Lookup (or radio group in the Standard Lookup) is 

only editable in the Journal Entry Inquiry window.  
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Lesson 3: Reconcile to GL 
This lesson explains the enhancements made to the Reconcile to GL window. This will allow  

users to save and maintain reconciliation information.  

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Describe the changes made to the Reconcile to GL window. 

¶ List the modules that can be reconciled to GL. 

¶ Maintain and view Reconciliation history. 

¶ Describe the Beginning and Ending Balances that have been added to the Reconcile to 

GL window. 

¶ List the three new buttons and process options added to the Reconcile to GL window.  

  

Feature Changes for Reconcile to GL 
The changes to the Reconcile to GL window are described below. 

 

Changes to Reconcile to GL Window 
This section describes the new fields and changes added to the Reconcile to GL window. 

 

Next Reconciliation Value  
In the General Ledger Setup window, an integer field for Next Reconciliation  was added as 

a required field. This field initially  starts at 1, and is set to the next highest integer value 

greater than the Reconciliation value that has not already been used on a Reconciliation.  

This value will default into the Reconciliation  field on the Reconcile to GL window for a 

new reconciliation.  To navigate to this window, click Tools on the Microsoft Dynamics GP  

menu, point to Setup, point to Financial , and then click General Ledger. 
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Figure 9: General Ledger Setup 

 

A Reconciliation  field has been added to the Reconcile to GL window. To navigate to this 

window, click Tools on the Microsoft Dynamics GP  menu, point to Routines , point to 

Financial , and then click Reconcile to GL. The Reconciliation value will default in from the 

General Ledger Setup window.  
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Figure 10: Reconciliation field 

 

 Note: 
If you change the value of the Reconciliation number in the Reconcile to GL window to a 
value that has already been used, the window will populate with the information 
previously saved for the Reconciliation number entered. 

 

 

Modules added 
In the Reconcile to GL window, Inventory and Bank Reconciliation  have been added to 

the Module drop-down list.  Refer to the Lessons on each of these new reconciliation 

processes for more detailed information.  

 

Figure 11: Inventory and Bank Reconciliation options  
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 Note: 
If the Historical Inventory Trial Balance (HITB) has not been activated when the 
Reconcile to GL window is opened, Inventory is not included as an option in the Module 
Drop-down list.  

 

Reconciliation Date 
The Reconciliation Date  defaults to the current user date. The user is allowed to edit this 

date field. 

 

Output File 
The Output File  field is blank if no reconciliations have been saved for the module selected.  

Click on the folder for the Output File and the Save to Export File window will open. This is 

where you can select a path and filename to save the Excel Spreadsheet.  However, the 

Output File path will default in the path saved for the reconciliation of the selected module 

with the highest Reconciliation value that has a path saved.  The default file name is made 

up of the module, Reconciliation value and Month and Year from the From Date field used in 

the Date Range.  

 

 Figure 12: Reconcile to GL 

 

Balances 
The following balance fields have been added to the Reconcile to GL window.  These fields 

are blank when the window is first opened and are not editable.  The balances will populate 

as follows: 
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¶ Subledger Beginning Balance  - Calculated as the balance of the distribution entries in 

the Subledger for the GL account(s) one day before the From Date.   

¶ Subledger Ending Balance  - Calculated using the Subledger Beginning Balance plus 

the sum of debits minus the sum of credits for the distribution entries from the 

subledger.  

¶ General Ledger Beginning Balance  - Calculated as the balance of the GL account(s) 

one day before the From Date.  This balance should be the same as printing the Detailed 

Trial Balance for the account(s), with the end date of the report being one day before 

the From Date of the reconcile process. 

¶ General Ledger Ending Balance  - Calculated using the GL Beginning Balance plus the 

sum of debits minus the sum of credits for the detailed journal entries from GL. 

¶ Beginning Balance Difference  - This is the difference between the Subledger and GL 

beginning balance. 

¶ Ending Balance Difference  - This is the difference between the Subledger and GL 

ending balance. 

 

Maintain Reconciliation History 
This section describes new functionality that will assist the user to view information from 

prior reconciliations.  

 

Reconciliation Number Lookup 
The Lookup button for the Reconciliation field in the Reconcile to GL window can be used to 

view saved Reconciliations , and to help track reconciliation information and history for 

each module.  If a Reconciliation value is selected, the Reconcile to GL window will populate 

with the information saved for the Reconciliation number. 

 

Figure 13: Reconciliations 
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 Note: 
This Reconciliation information is stored in the GL40401 and GL40402 tables. 

 

This history will allow you to easily track which periods and module reconciliations have 

already been run.  The information will be available to other users in the system. 

 

 Note: 
When the user selects the Reconciliation number of a prior reconciliation, the saved 
information will populate the Reconcile to GL window.  The user can click the Excel 
button to easily open the saved reconciliation spreadsheet in Excel.  

 

The transactions from the last reconciliation for each module are stored in tables that are 

cleared out each time a new reconcile for that module is performed. Refer to the following 

chart for the table information. 

Module Potentially Matched Unmatched 

GL - Payables GL50503 GL50504 

Payables Management PM50503 PM50504 

GL - Receivables GL50505 GL50506 

Receivables Management RM50505 RM50506 

GL - Inventory GL50501 GL50502 

Inventory IV50501 IV50502 

GL - Bank Reconciliation GL50507 GL50508 

Bank Reconciliation CM50507 CM50508 

 

Save, Delete, Excel Buttons 
The Reconcile to GL window currently has a Process and Cancel button.  The following 

additional buttons have been added to this window:  

¶ Save ɀ To save the current Reconciliation.  The Reconciliation value is committed and 

the window will return to the default values.  The saved reconciliation information can 

be viewed by using the Lookup button next to the Reconciliation field to select the 

saved reconciliation value. 

¶ Delete  ɀ To delete a saved Reconciliation.  This will permanently delete all information 

for the reconciliation from the database tables.  The window will return to the default 

values.  
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¶ Excel ɀ The Excel button is disabled for an unsaved reconciliation that has not been 

processed.  If a saved reconciliation that has been processed is selected to populate the 

window, you can click the Excel button to easily open the saved reconciliation 

spreadsheet in Excel. If the file no longer exists in the Output File location, an error will 

be displayed. 

 

Drillback capability 
In the Excel spreadsheet that is generated by the Reconcile to GL process, new functionality 

has been added. This functionality is able to drill back from certain fields on the Excel 

spreadsheet to GP windows, and will allow users to view further detail about the 

transaction.  This will help to research transactions that were not matched.  See the sections 

for Bank Reconciliation and Inventory on what fields provide this drillback capability.  Drill  

back and save functionality has also been added to the Accounts Payable and Accounts 

Receivable reconciliations as well.   

 

Lesson Review 
Topics covered in this lesson include the following: 

¶ A Reconciliation value has been added to the Reconcile to GL window.  This value 

decrements from the General Ledger Setup window.   

¶ Reconciliations can be saved, and use the Reconciliation number to bring the 

information from that reconciliation back up. 

¶ The reconciliation history will allow you to easily track what periods and modules have 

already been reconciled. 

¶ Inventory and Bank Reconciliation have been added to the list of modules that can now 

be reconciled to GL. 

¶ The output file can be saved in Excel to a path and filename of your choice. 

¶ The Beginning and Ending Balances for the subledger and GL are now displayed in the 

Reconcile to GL window and cannot be edited. 

¶ A Save, Delete and Excel button have been added to the Reconcile to GL window.  

Answer the following questions to confirm your understanding of lesson topics. 

1. List the modules that can be reconciled to GL by using the Reconcile to GL routine. 

Payables Management, Receivables Management, Inventory, and Bank Reconciliation 

2. How do you view the Reconciliation History to view what modules and dates have 

already been reconciled? 

Use the Lookup button next to the Reconciliation filed in the Reconcile to GL window.  
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Lesson 4: Average Exchange Rate Currency Translation 
This lesson outlines new functionality added to calculate an average exchange rate used for 

currency translation.  Amounts will be converted from the functional values to a translation 

currency for financial reporting purposes in Management Reporter.  This functionality was 

previously available in FRx.  However, the information to calculate an average exchange rate 

already exists in the GP tables. Now the same functionality can be achieved from the 

Multicurrency Setup window for use in Management Reporter. 

 

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Describe the changes made to the Multicurrency Setup window.  

¶ Explain each of the Average Calculation Methods:  Exchange Table, Rate Average, and 

Rate Days Average. 

 

Changes to the Multicurrency Setup Window 
Currency Translation  was added to the Multicurrency Setup window in Service Pack 1 for 

Microsoft Dynamics GP 2010.  New functionality in Microsoft Dynamics GP 2013 will 

introduce a new field titled Average Calculation Method  and create a drop-down list to 

select a method for the functional financial data to be converted.   

To navigate to the Multicurrency Setup window, click Tools  on the Microsoft Dynamics GP  

menu, point to Setup, point to Financial , and then click Multicurrency .  
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Figure 14: Multicurrency Setup 

 

The Average Calculation Method can be changed at any time.  If the selection in the drop-

down list for Average Calculation Method is changed, the average exchange table ID will not 

be changed.  The system will display this informational message: 

 

Figure 15: Informational message  
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Note: 
The Average Exchange Rate will be on a monthly basis, using the period request that is 
passed from MR.  If the period requested is greater than a single month (such as a 
quarter), the system will calculate each month exchange rate separately, and then 
perform currency translation as it does today. 

Example: Calculate the amount for each month separately, and then combine for the 
requested range of dates.   

If no rate exists in the requested period, the amounts will be returned as a 1:1 
translation. (ie. 100 CAD = 100 USD) 

 

Average Calculation Method 
The methods now available are listed below and explained in further detail in the following 

sections: 

¶ Exchange Table   

¶ Rate Average  

¶ Rate Days Average 

 

Exchange Table  
Exchange Table  is the default option selected when the window is opened.  With this 

option, the window will use existing functionality and work as it did before.  For any 

account identified as an average currency account, the system will use the average exchange 

Table ID identified in the Multicurrency Setup window to determine the exchange rate for 

the currency and send back the currency amounts using these exchange rates.  

 

Rate Average 
For the Rate Average method, the system will use the average exchange Table ID identified 

in the Multicurrency Setup window as the basis for the calculation.  First, a monthly average 

exchange rate is calculated for the requested period, and the average accounts for the 

period are translated using this rate and returned to Management Reporter.  So once the 

average exchange rate is determined, the translation process will continue for average as it 

does today.  The calculation is: 

[Sum of rates in date range/Number of rates in date range] 
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Example: 

Here are the transaction dates and exchange rates used: 

Date:                 Exchange Rates: 

01/05/2012    1.31 

01/15/2012    1.30 

01/25/2012    1.32 

02/10/2012    1.33 

02/11/2012    1.32 

02/27/2012    1.34 

03/01/2012    1.33 

 

SCENARIO:  If the date range requested is for the month of February, there are three 

transactions in the table above that meet this criteria.   The average exchange rate will be 

calculated as follows: 

(1.33 + 1.32 + 1.34)/3 = 1.33 

 

Rate Days Average 
The Rate Days Average method will use the average exchange Table ID identified in the 

Multicurrency Setup window as the basis for the calculation.  This method will calculate a 

monthly ÄÁÙȭÓ average exchange rate first and then translate the average accounts for the 

period to return to Management Reporter.  The calculation is:  

[Sum (Rates*number of days)/Number of days in month] 

 

Example: 

Here are the transaction dates and exchange rates used: 

Date:                 Exchange Rates: 

01/25/2012    1.32 

02/10/2012    1.33 

02/11/2012    1.32 

02/27/2012    1.34 

03/01/2012    1.33 

 

SCENARIO:  If the date range requested is for the month of February, and the Exchange 

Table ID is set to PREVIOUS, the average exchange rate will use the exchange rate for 

01/25/2012 as part of the calculation as follows: 

[(1.32*(10-1)) + (1.33 * (11-10)) + (1.32*(27-11)) + (1.34*(28-27+1)) /28 = 1.32178 
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SCENARIO:  If the date range requested is for the month of February, and the Exchange 

Table ID is set to NEXT, the average exchange rate will use the exchange rate for 

03/01/2012 as part of the calculation as follows: 

 [(1.33*(10-1)) + (1.33 * (11-10)) + (1.32*(1 [for 11th])) + (1.34*(27-11)) + (1.33*(1 [for 

28th]))  /28 = 1.33535 

 

Example: 

Here are the transaction dates and exchange rates used: 

Date:              Time:    Exchange Rates: 

01/25/2012               1.32 

02/10/2012  08:00    1.33 

02/10/2012  14:00    1.35 

02/11/2012               1.34 

02/1 7/2012               1.36 

 

SCENARIO:  If the date range requested is for the month of February, the Exchange Table ID 

is set to PREVIOUS, and overlapping dates occur, the calculation would be: 

[(1.32*(10-1)) + (1.35 * (11-10)) + (1.34*(17-11)) + (1.36*(28-17+1]))  /28 = 1.3425 

 

Note: 
The parameters passed from Management Reporter include Translation Currency ID, 
Translation Date, and Starting and Ending date for the date range of the transactions to 
include.  

 

 

Lesson Review 
Topics covered in this lesson include the following: 

¶ A new field for Average Calculation Method was added to the Multicurrency Setup 

window for use with Management Reporter.  

¶ The first method for Exchange Table is the default method and uses the existing 

functionality. 

¶ The Rate Average and Rate Days Average methods will first calculate an exchange rate 

to use, and then use that rate to calculate the currency translation amount to return to 

Management Reporter. 
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Answer the following questions to confirm your understanding of lesson topics. 

1. In the Multicurrency Setup window, what option in the drop-down list for Average 

Calculation Method will use the existing functionality we have today? 

Exchange Table 

 

2. TRUE or FALSE:  The Average Calculation method can be changed at any time.   

True 
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Module 2: Receivables Management 
This module introduces the new enhancements to Receivables Management in the Financial 

series of Microsoft Dynamics GP 2013.  

Before You Begin 
Before starting this module, you should: 

¶ Have access to a Microsoft Dynamics GP 2013 installation. 

¶ Be registered for Receivables Management and Multicurrency Management. 

¶ Enable and setup Multicurrency. 

¶ Understand Multi-currency functionality.  

¶ Understand how to key, apply, and post a cash receipt. 

¶ Understand user-defined fields. 

¶ Have experience with how to send Customer statements in Receivables 

¶ Have experience with using Email for documents using Word Templates 

¶ Know the requirements needed to use Email Functionality with Word Templates 

 

What You Will Learn 
After completing this module, you will be able to: 

¶ Describe the feature changes with Multicurrency and Cash Receipts.  

¶ Add labels to the user-defined fields in Customer Maintenance. 

¶ Describe how to email receivables statements to Customers  
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Lesson 1: Multicurrency Cash Receipts 
This lesson explains additional functionality added to the Cash Receipts Entry window, 

which, allows you to apply multicurrency documents prior to posting.  

What You Will Learn 
After completing this lesson, you will be able to: 

¶ To apply a multicurrency cash receipt to a multicurr ency invoice prior to posting. 

 

Multicurrency Cash Receipts 
When you use the Cash Receipt Entry window for a multicurrency transaction , the Apply 

button is enabled to allow you to apply a cash receipt to an invoice prior to posting.  

 Note: 
A multicurrency transaction is one that is entered in something other than your 
functional currency. It is also known as an originating currency transaction. 

 

Changes to the Cash Receipts Entry Window 
The Apply button is enabled when you enter a cash receipt transaction in an originating 

currency.  

To navigate to the Cash Receipts Entry window, click Transactions , point to Sales, and then  

click Cash Receipts.  

 

Figure 16: Apply button  
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Feature Described 
On Microsoft Dynamics GP2010 and earlier versions, there was a two-step process for 

posting and applying multicurrency cash receipts.  You needed to first post the cash receipt 

and later use the Apply Sales Document window to apply the document to an invoice.  You 

no longer need to use a two-step process to complete the apply for same currency 

transactions.  The same functionality that has existed in the Apply Sales Document window, 

is available during the entry of the cash receipt.   

 Note: 
You can only apply the same originating currency documents together prior to posting.  
You will only see debit documents of the same currency as the receipt in the Apply Sales 
Documents window prior to posting.   

 

 

Lesson Review 
Topics covered in this lesson include the following: 

¶ When entering a cash receipt in an originating currency, the Apply button is now 

enabled in the Cash Receipt Entry window. 

¶ You will be able to apply a cash receipt in an originating currency to a document in 

the same originating currency. 

 

Try This: Applying a Multicurrency Document Prior to Posting  
Take what you have learned and try to apply an originating receipt to an originating invoice. 

1. In the Receivables Transaction Entry window, enter an invoice in an originating 

currency.   

a. Note:  Select a currency other than the functional currency. Note the 

customer and document number.  

2. Post the invoice.  

3. In the Cash Receipt Entry window, enter a cash receipt for the same customer and 

originating currency ID entered in step 1.  

4. Click Apply, and apply the cash receipt to the invoice from Step 1. 
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Lesson 2: Edit User-Defined Labels 
This lesson explains the enhancement made to User Defined fields in the Customer Address 

Maintenance window. 

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Explain how to add labels to the User-Defined fields in the Customer Address 

Maintenance window. 

 

Edit Customer Address User-Defined Labels 
You can change the label on the User-Defined fields that are available in the Customer 

Address Maintenance window to allow more customization of your application. This will 

provide clarity into the information being tracked. 

 

 Note: 
On previous versions, the user defined information in the Customer Address 
Maintenance window would always appear with the non-descriptive label of User-
Defined 1 and User-Defined 2. 

 

Changes to Existing Windows 
Changes have been made to Receivables Setup Options and Customer Address 

Maintenance  to accommodate the enhancement. 

 

Receivables Setup Options 
Two new User-Defined fields for Customer Address have been added to Receivables Setup 

Options  window and allow the user to change the label of the user-defined fields from 

User-Defined 1 and User-Defined 2 to their own label.  To navigate to this window, click 

Tools under Microsoft Dynamics GP , point to Setup, point to Sales, click Receivables, and 

then click Options .   

The original two User-Defined fields are now located under a heading titled Customer 

Master .  The two new User-Defined fields are listed under a heading titled Customer 

Address  as shown in the illustration below. 
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Figure 17:  Customer Address ς User-Defined 1 and User-Defined 2 

 

 Note: 
The Customer Address labels for the User-Defined fields are stored in the RM40101 
table in the USRDRPR3 and USRDPR4 fields. 

 

Customer Address Maintenance 
Once the changes for the User-Defined fields have been saved in the Receivables Setup 

Options window, the new labels are displayed in the Customer Address Maintenance  

window.  To navigate to this window, click Cards, point to Sales, click Customer , and then 

click Address.  
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Figure 18: Customer Address Maintenance ς Manager and User-Defined 2  

 

Lesson Review 
Topics covered in this lesson include the following: 

¶ How to add labels to the User-Defined fields in the Customer Address Maintenance 

window. 

 

Try This: Modify the Label for the User-Defined Field 
Take what you have learned, and change the label used for the User-Defined 1 field for 

Customer addresses. See the effect in the address window. 

1. In Receivables Setup Options, change the label for the User-Defined 1 field to 

Manager. 

2. Click OK, and close the setup windows to save your changes. 

3. Use Customer Address Maintenance  to view that Manager is now displayed for 

the User-Defined 1 field. 
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Lesson 3: Email for Receivables Management 
Statements 

This lesson explains how to set up and email customer statements electronically using the Word 

Template functionality. 

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Set up and email Receivables Management statements to customers. 

 

Setup Requirements  
In Microsoft Dynamics GP 2013, the ability to email customer statements using the Word 

Template functionality has been added.  This will provide cost savings so statements can be 

emailed instead of printed and mailed.   

 Note: 
Refer to the Report Writer manual for more information on how to use Word Template 
functionality, prerequisites and how to modify Word Templates.  

 

Company Setup 
To set up the functionality to email receivables statements, follow these steps: 

1.  Under Microsoft Dynamics GP,  click Tools , click Setup, click Company, and then click 

E-mail Settings .    

2. Select the E-mail Document Options as desired.  Note, the formats marked under the 

File Formats Allowed  will create the pick-list available at the Customer level.  

 

Figure 19: Company E-mail Setup 
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3. In the Company E-mail Setup window, click Sales Series.  

 Note: 
The first time you click Sales, you may be prompted to enter your logon credentials to 
access the Exchange server.   

 

 

4. After accessing the Exchange server, the Sales E-mail Setup window will open.  In the 

Sales E-mail Setup window, click the checkbox Customer Statement.  

 

Figure 20: Sales E-mail Setup 

5. In the Sales E-mail Setup window, select a Message ID to be used for the Subject Line 

and body of the email.  Click OK to close the window.  
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¶ If you already have a Message ID set up for Customer Statements, click on the 

Lookup button to select a Message ID to use.   Only Message IDs for the 

document type of Customer Statements  will be accessible.   

¶ You have the ability to key a new name for a Message ID.  If it does not exist, the 

system will prompt you to add it.   

 

Message ID setup 
Follow these steps to setup the Message ID: 

1. If you are prompted to create a new Message ID, click Yes and add one.  You can also 

navigate directly to Tools  under Microsoft Dynamics GP , click Setup, click Company, 

and then click E-mail Message Setup. 

 

Figure 21: Message Setup 
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2. Set up the Message with the Subject Line and Body of your choice.   

3. The Series must be set to Sales, and the Doc. Type must be set to Customer 

Statements .  

 

Customer Setup 
Follow the steps below to enable the email functionality for a customer: 

1. Navigate to Cards, click Sales, and then click Customer  to open the Customer 

Maintenance  window. 

2. In Customer Maintenance window, select the appropriate Address ID in the Statement 

To field.  This Address ID will be used to mail and email the statements to.  

3. In the Customer Maintenance window, click E-mail .  

a. In the Customer E-mail Options window, click the checkbox to Enable the 

Customer Statement for the Customer.  

b. Select or create a Message ID to use for the Subject line and body of the email. 

(See the Message ID Setup section for more information.) 

c. Select the Format to use.  For Word Templates, select DOCX. 

d. Click OK to close the Customer E-mail Options window. 

4. In the Customer Maintenance window, click the Internet Information  icon next to the 

Address ID.  

 

Figure 22: Customer Maintenance 

a. In the Internet Information window, select the Address ID  that you want to 

enter Email information for.  The Address ID should be the same as the Address 

ID selected for the Statement To  field on the Customer Maintenance window. 

b. Under Email Addresses , enter the email addresses to send the statements to in 

the To, Cc and Bcc fields.  
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Figure 23: Internet Information 

 

 Note: 
Using the E-mail Addresses section in the Internet Information window will 
automatically disable the prior functionality for the Send E-mail Statements section in 
the Customer Maintenance Options window.  

 Note: 
The E-mail Addresses must be keyed into the Internet Information window (SY01200).  If 
prior email functionality was used in previous versions of Microsoft Dynamics GP, the 
email address(s) in the Send E-mail Statements section in the Customer Maintenance 
Options window will not automatically populate the Internet Information window.  

 

Email Statements 
To email Receivables statements to the customer, follow these steps: 
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1. To open the Print Receivables Statements  window, navigate to Tools under 

Microsoft Dynamics GP , click Routines,  click Sales, and then click Statements . 

2. In the Print Receivables Statements window, the Form  must be set to On Blank Paper .  

3. Click Destination , select the Destination options as desired, click Report Type  of 

Template , and then click OK.  

4. In the Print Receivables Statements window, enter any other restrictions as desired, and 

then click E-mail .  Save your changes if prompted.  The emails should generate: 

 

Figure 24: Progress 

5. Review the Receivables Management Email Statements Report to ensure the statements 

have successfully been created and e-mailed.  Any error messages will be displayed 

under the Status column.  

 

Figure 25: Error display under Status column 

The Invalid Recipients message in the Status column above is due to the Customer not 

having an email address entered in the Internet Information window on the Customer 

Maintenance window.  

 

 Note: 
In Outlook, you will see the emails sent in your Sent Items folder.  Make sure to check 
the Outbox for any emails that may be stuck for any reason.  

 Note: 
It is recommended to test the E-mail functionality using the out-of-the-box customer 
statement first, just to make sure you can successfully send the email, before you 
introduce a modified statement in to the picture.   
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Email Reprinted Statements 
In Microsoft Dynamics GP, the email functionality is also available in the Reprint Statements 

window.  Follow these steps to re-send the customer statements electronically. 

1.  Open the Reprint Statements  window.   To do this, click Tools  under Microsoft 

Dynamics GP, click Routines , click Sales, and then click Reprint Statements .  

2. Enter the appropriate restrictions as desired, and be sure to select On Blank Paper  for 

the Form .   

3. Mark the checkbox in the left margin to select the line for the Customer ID, Statement 

Name, Date and Run Number that you wish to reprint.  If you select a Customer ID that 

is set up to have emails generated, the E-mail  button in the top menu-bar will become 

visible.  

 

Figure 26: E-mail button 

4. Click Email  at the top to re-generate the E-mail.  

5. Review the RM Email Statements Report  for any error messages. 
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Lesson Review 
Topics covered in this lesson include the following: 

¶ The Message ID is used to populate the Subject Line and body for the email. 

¶ The Message ID must have the Series set to Sales and the Doc Type set to Customer 

Statements . 

¶ To use Word Templates, set the format type to DOCX. 

¶ The Statement To  field in the Customer Maintenance window is the Address ID used to 

print or email the customer statements to.   

¶ The email address information should be entered in the Internet Information  window 

for the Address ID used for the statement.   

¶ The statement Form  must be set to On Blank Paper .  

¶ Review the RM Email Statements Report  for errors.  

¶ Check the Outbox  or Sent Items folder in Outlook to make sure the emails were sent 

successfully.  

 

Answer the following questions to confirm your understanding of lesson topics. 

1. If the customer was previously set up to email statements in Receivables, do I need to 

re-enter their email address again? 

Yes, the email addresses must be rekeyed in the Internet Information  window for the 

Address ID used for the statement if you want to send the email using Word Template 

functionality.  The email will not be automatically copied over from the Send E-mail 

Statements  section in the Customer Maintenance Options window.    

 

2. If the E-mail  button is missing in the Reprint Statements window, what could be the 

cause? 

Either the Form  is not set to On Blank Paper , or the customer selected is not set up to e-

mail the Customer Statement using the Word Template functionality.  
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Module 3: Payables Management 
This module introduces the new enhancements to Payables Management in the Financial 

series of Microsoft Dynamics GP 2013.  

Before You Begin 
Before starting this module, you should: 

¶ Have access to a Microsoft Dynamics GP 2013 installation. 

¶ Understand how a computer check or manual check is generated and posted in 

Payables Management. 

¶ Understand how a check is voided.  

¶ Understand how a check is reconciled in the Bank Reconciliation module.  

¶ Understand credit card payments and how documents update the credit card 

vendor.  

¶ Have a basic understanding of setting up vendors as a 1099 in Payables 

Management. 

¶ Have a basic understanding of printing 1099 forms in Payables Management and 

filing with the IRS. 

 

What You Will Learn 
After completing this module, you will be able to: 

¶ Understand how credit documents are unapplied when a payment is voided.  

¶ Describe how to reprint the original check remittance information for a check or 

voided check.  

¶ Determine if a check has been reconciled before you void it. 

¶ Describe how to edit the Remit-To address on a posted transaction that is not yet 

paid. 

¶ Describe how to update 1099 information for a vendor and for specific transactions. 

¶ Name some of the changes to the Vendor Maintenance card for 1099 changes. 

¶ Explain how to issue a 1096 form. 
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Lesson 1: Void Enhancements 
This lesson explains when enhancements made to the voiding process in Payables 

Management for both computer checks and manual checks. 

What You Will Learn 
After completing this lesson, you will be able to: 

¶ Understand that credit documents will be unapplied, that were associated with a 

payment that was voided.  

¶ Explain how a voided credit card payment will affect the invoice posted to the Credit 

Card vendor.  

¶ Determine if a check has already been reconciled. 

 

Void with Credit Documents Applied 
When a payment is voided, the invoice it was applied to will return to open status, and also 

automatically un-apply any credit documents (credit memos and returns) that were 

associated with the payment that has been voided.    

The credit document will be unapplied when the payment is voided: 

¶ If the credit document is a credit memo or a return. 

¶ If the credit document was previously applied to the invoice, or if it was automatically 

applied during the select checks process. 

¶ If the payment is a computer check payment or a manual payment.  

 

 Note: 
If the credit document is partially applied across multiple invoices, only that portion of 
the credit document that is directly linked to the voided payment will be unapplied. 

 

Example: 

ACETRAVE0001 has a $25 credit memo that was previously applied to a $500 invoice.  The 

net remaining invoice amount is $475.   There is another credit memo for $75 for this 

vendor, which is unapplied.   
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Figure 27: Payables Transaction Inquiry ς Vendor, example 

 

During the select checks process, credit memos are set to be automatically applied.  Check 

#20063 is printed and posted for a net amount of $400.  The $500 invoice is netted by the 

amount of both credit memos. Both credit memos are listed on the check remittance.  

 

Figure 28: Check remittance 
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When payment #20063 is voided, the check shows as voided in the Payables Transaction 

Inquiry  window.  The invoice and both credit memos have returned to open status and are 

unapplied. 

 

Figure 29: Payables Transaction Inquiry ς Vendor, Credit memo open and unapplied status 

 

When the invoice and credit memo are unapplied and returned to open status, the user can: 

¶ Void the invoice without affecting the credit memo. 

¶ Void the credit memo without affecting the invoice. 

¶ Reapply the credit memo to a different invoice (or same invoice). 

¶ Apply a different credit document to the invoice, without using the credit memo. 

 

 

Void with Credit Card Payment Applied 
When you use a credit card to pay invoices, an open invoice is automatically created for the 

Credit Card vendor in the amount of the credit card payment.    

¶ If the user voids the credit card payment that is applied to a vendor invoice, the 

open invoice under the Credit Card vendor will be automatically voided at the same 

time.  
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¶ If the credit card payment under the credit card vendor has been paid out and is in 

historical status, then the following message will be displayed when the payment 

applied to the vendor invoice is voided:   

 

Figure 30: Payment applied to vendor invoice ς message 

 

Click Continue  to void the payment applied to the vendor invoice only, and the invoice 

under the Credit Card vendor will remain in history. 

Click Cancel to close the message window, and no changes will be made. 

 

 Note: 
Voiding the open invoice under the Credit Card Vendor will have no impact on the credit 
card payment applied to a vendor invoice.  

 

 

Void a Check that has already been Reconciled in Bank 
Reconciliation 

A warning message will appear when you try to void a Payables check that has already been 

reconciled in the Bank Reconciliation module.  This message will indicate that the payment 

has already been processed by the bank and you will need to determine if you still wish to 

void it in Microsoft Dynamics GP. 

Warning Message 
When you mark to void a check in the Void Historical Payables Transactions  window or 

Void Open Payables Transactions  window that has already been marked off as reconciled 

in Bank Reconciliation module; ÙÏÕ ×ÉÌÌ ÂÅ ÐÒÏÍÐÔÅÄ ×ÉÔÈ ÔÈÅ ÍÅÓÓÁÇÅ Ȱ4Èis payment has 

ÂÅÅÎ ÒÅÃÏÎÃÉÌÅÄȢ  $Ï ÙÏÕ ×ÁÎÔ ÔÏ ÃÏÎÔÉÎÕÅȩȱ  
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Figure 31: Warning message 

 

The options to proceed are: 

¶ Continue  ɀ The warning message will close and the user is returned to the Void 

History Payables Transaction window or Void Open Payables Transactions  

window in which the Void checkbox for the selected check is marked.  The user may 

proceed to void the check.  

¶ Cancel ɀ The warning message will close and the user is returned to the Void 

History Payables Transaction window or Void Open Payables Transactions  

window in which the check is not marked to be voided. 

 

New Field: Reconciled 
In the Void Historical Payables Transactions  window or Void Open Payables 

Transactions  window, a new field titled Reconciled  has been added.  You can click on this 

link to drill back to the Checkbook Registry Inquiry window where the payment is 

displayed, and you can verify it has been reconciled.  If more than one record is selected, the 

zoom will be based off the record the last record marked as voided.  The Reconciled field in 

the Checkbook Register inquiry window will be set to Yes or No.   
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Figure 32: New field - Void Historical Payables Transactions window or Void Open Payables Transactions window 

 

 

Figure 33: Drillback to Checkbook Register Inquiry 
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 Note: 
If you void a reconciled check, a transaction is created in Bank Reconciliation for a 
negative amount of the Check amount to indicate the discrepancy with the bank 
statement.   If you reissue the check, the reissued amount can be manually cleared 
against the negative voided amount.  

 

New Reconciled Indicator in Lists 
A visual indicator has also been added to the Payables Transaction List , and All 

Purchasing Transactions List  for all payments that have been reconciled but not voided.  

The reconciled indicator will be a unique icon as displayed below: 

 

Figure 34: Reconciled Indicator 

 

 

Figure 35: Reconciled Indicator on Lists 

 

 

 

 

 










































































































































































































