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Microsoft Dynamics GP Tip:
Using Tasks

Many people ignore this feature because they are annoyed by the built in Task for the “Customer Improvement
Program”
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The first thing | do when | work with a user one-on-one is complete this task so that it no longer pops up when they
log in.
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How to Complete the “Customer Experience Improvement Program Task

1. If you have turned off this feature from your Homepage, turn it back on.
a. Click “Customize this page...” in the upper right corner of your homepage.
b. Make sure that the “To Do” option is checked in the “Mark content to display” field. Then click the
Blue Arrow next to the To Do section and make sure that “Microsoft Dynamics GP tasks” is checked.
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2. Now that the Task is back on your Home Page, click the task

Past Due Customer Transactions® [51,940,732.95)

Tasks Mew Task...

Customer Experience Improvement Program (CEIF]




3. This opens the Task window:

File Edit Tools Help za Fabrkam, Inc. 4/12/2017
E Save | & Clea 2 Delete | & Becunence

Task: Custorner Experience Improvemnent Program [CEIP)

Click the link below to leam maore about the program.

DueDate | 84442011 i Task Azzigned Tao: A -
Status Pending -

Link. Ty Microzoft Dynamics GP window -

I amme: Cuztormer Feedback Options. ..

o

4. Click the blue “Name”
5. In this next window, review the terms of the program and choose “Yes..” or “No...”
Customer Experience Improvement Program

We invite pou to join our Customer Esperience Improvement Program o o
improwve the guality, reliability, and performance of Microzoft zoftware and =
gEMviCes.

If you accept, we will collect anonpmous information about pour hardware
configuration and how vou use our zoftware and services to identify trends and
uzage patterns.

W will not collect your name, address, or any other perzonally identifiable
information. There are no surveys to complete, no salezperzon will call, and
yoL can continue warking without intermuption. [t s simple, user-fiendly, and
completely anonymous. vou can leave thiz program at any time by clicking
Help »> Cuztomer Feedback Optionz to return to thiz dialog.

) “es, | am willing to participate anonyrmously in the Custorner
Experience Impravement Pragram [Fecommended]

@ Mo, | don't wish to participate

Pleaze Bead Our Privacy Statement

(] ] [ Cancel

6. Click OK



7. You will be back in the main task window, change the status from “Pending” to “Completed”
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IH Save & Clear 3 Delste | £ Becurence

Task: Custorner Experience Improvemnent Program [CEIP)

Click the link below to leam maore about the program.

DueDate | 84442011 = Task Azzigned Tao: A -
Statuz Pending i : I I
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8. Click Save.

Note: If you just Delete the task, it will keep coming back when you restart GP. This task needs to be completed on

each workstation.

9. Inthe Upper right corner of your screen, click “Refresh” to clear the task off of your homepage.
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Creating Custom Tasks
Tasks are a great way to remind you (or someone at your company) to do something.

Note:
1. These tasks do not integrate with Outlook. So, don’t assign something critical to someone via these tasks if
they rarely use GP.
2. Once you assign a task to another user, you no longer have control of the task. You won’t be able to see it,
edit it or delete it.

To create the task:

1. Onthe homepage, click “New Task”

Tasks Mew Task...

2. Click “New Task” in the Task List window

- Task List =
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dzer 1D 18 %l:j Mew Tazk ﬁ- Open
iew: Al T asks B

Task Assigned User DueDate  Date Compl Completed By

] e AR Balances _ 45132017 lojooo00 | |

O Close Fiscal Period for last month 5/10/2017 Ufﬂ..fﬂﬂﬂﬂ

[ Buy toner for new printer before year end ... sa 12/4/2017  0/0/0000

O Check for Payroll tax updates <Any User= 6/19,/2017  0/0/0000

Customer Experience Improvement Progr.. sa &/4/2011 401272017 L%

Age AR Balances sa 412/2007  12/15/2017 sa

3. Type a description/instructions for the task
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4. Optional: Assign to a different user.
5. Optional: Click the dropdown next to “Link To:”. You can link to a GP Window, a Web Page, or an External
Program or File.
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6. Once you pick the Link To type, click the Blue Arrow to attach the link
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Status Pending -

Link Toa: Microzoft Dynamics GP window
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7. Ifyou are linking to a GP Window, navigate to it in the next screen:

Add Command . *
Chooze the category/command to add and click OF.
Menu Groups: Cateqariez/Commatidz:
ki ft Ciynaniic: -- Financial
Tranzactions EI Sales
Inquiry - Post Scheduled Payments
Reports M Aging H
Cards -
Help - Finance Charge
- Statements
[ - Reprint Statements
- Transfer Commission
- Write Off Documents
- Paid Transaction Rermoval
- Wear-End Cloze
- Checklists
- Purchasing
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8. Click OK




9. Optional: Make the Task recurring

(4 Task e e e )
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Task: Age AR Balances
DueDate | 412/2M7 i Task Azzigned Tao: A -
Status Pending -

|
Link Tar Microzoft Dynamics GP window -

I anmne:; Aging

a. Click Recurrence
b. Setthe Recurrence options
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Recurence Patterm
() Daily Recur every 1| weeklz] arn:

@ ‘Weekly ] Sunday Monday — [] Tuesday Wedneszday

(1 Manthly ] Thursday i al,l [ Saturday
1 Yearly

Range of recurence
Start: anz22m?  HE| @ Moenddate

(71 End after: 10| oceurences
() End by aM22m7 H
f:) @ [ aEk. J ’ Cancel ] ’ Bemowve Recurrence
c. Click OK

d. Save the Task

NOTE: The task will not show on your Homepage until it is Due. If you complete the task, mark it as complete. If it is
recurring, it will pop up again next time it is due.




