How to Use the Custom Lookup Wizard

The magnifying glass is your lookup icon.
=E Customer Maintenance (ABC) 10/3/201 > — |EI|£|

Cuztomer Mo, |%E 4 4 B ® [ """ [Egpy me...l lHenumlger...H tore... E]

MHame |

1. Main l 2. Additional I 2. Statistics I 4. Surmmary I 5. History I B. Invoices ]E.Transactions] 8 5/0s

Address - Terms Code =

Erimary Contact o
Ship Code o

ZIP Code | Primary Ship To !
City | State | |
Country : Tax Scheduls I:I gl

e
Residental pct [] -. —_—

Salesperzon
Telephone Eut | |

Credit Hald ]|

E-mail Address _ ] Paperless...
-

URL Address

[ Aocept ] LCaneel l Delete .

Click the Custom Button

52 Customer List

[ iF |
-AWHET Avnet Processing Corp Active Ra1z20 [414] BR5-2635
01-BRESLIM Breszlin Partz Supply Active R3266 [414] B55-9654
11-HILLSE Hillzbora Service Center Active R31A1 [414] BRA-ERSS
01 -MARE M averick Papers Inactive BOBOT [212) 8611200
M-RSSUPFL R &5 Supply Corp. Active R3Z2E [414] BR5-6R87 RS
M-SHEFARD  Shepard Motarwarks Active 53151 [414] B55-6544 SHE
02-4LLEMAR  Allen's Appliance Repair Active 92875 [714] BB5-3121 ALLI
02-AMERCON  American Concrete Service Active 92625 [¥14] BR5-2124 AME
02-4T0Z A ToZ Carpet Supply Active 92661 [714] BE5-2231 ATO
02-AUTOCR Autocraft Accessories Active 92667-0002  [714) BBE-0101 AT
02-BavPvRO Bay Pyrotronics Corp. Active Q22R7-0007  [415] BEE-96R4 Bav
02-CAFRI Capii Sailing Ships Active 92662 [714] B55-4421 Cap
02-CUSTOM Custorn Craft Products Active 92054 [714] BB5-7848 ClUs
D2I-GF|EAL.&F| Greater Alam Company Active 92266 [714] 555-55I3'| Gilill
4 3
Search | Cugtomer Mo ﬂl | Beging with ﬂ | | Firnd
g | Standard |

[ Select l LCancel E

|F|:|und 17 records | | |
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Enter a description for your view. Click Next.

= | pokup Customization Wizard llil

Select view parameters for Lookup - AR Customer Master &

Compary 8BC, Uzer 510 .
Wi Create new view ﬂ|
Dezcription | Last Activity

[ < Back ][ Mest » ][ Finizh l [ Cancel l

On the next screen there are two boxes. The box to the left is the available fields, the box to the right
are the fields the lookup is currently using.

Remove any fields you don’t want in the view by clicking on them, one at a time, then clicking the
single blue arrow that points to the left.

Select or modify the column(z) for Lookup - AR Customer baster ™
Company ABC, User SJD View - Last Activity .
Axailable Fields Selected Columns

- BRDiviziont o =] * Custamer Mo

- Custormer o J E] Mame

- AddreszLinel @ S_tatus

. Zip Code

- AddregsLine? hane Nurber

- AddressLine3

- City

- Shate

Remoj=

- CountryCode I:

- Telephonek «t

- FasMa

- Emailtddress

- JALAddress j
[ < Back ] [ Mest > ] [ Finish ] [ Cancel ]
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Select the fields from the box on the left that you would like to appear in your lookup. Click on the

field and then click on the single blue arrow that points to the right. Click Next.

=F Lookup Customization Wizard

Select ar madify the column(z] far Loakup - AR Custamner bMaster

Company &BC, Uszer S0 Wiew - Lazt Activity

21x
N

Available Figlds Selected Coluning

® DateE stablished - * Custamer Mo
rie

;,tpa tgzde J @teLastﬁ.ctivity
- Phone Humnber
- Sort Field

- AR DivisionMo
- Cugtomerto

- AddressLinel
- AddressLine?
- AddressLine3
- City

Etatel o j

88

AE

[ ¢ Back ][ Mest > ][ Einizh ] [ LCancel ]

You can filter your data by selecting a column on the Filter screen and adding your condition. Then

click Next.

=EF Lookup Customization Wizard

Enter ar madify the filterz] for Lookup - AR Custormer bMaster
Compatny 8BC, User S0 Wiew - Last Activity

2%
N

Colurn | Operand | W alue
1| DateLasthctivity j Lezz than j12.-’31 2204
2] - -

¢ Back ][ Mewt » ][ Einizh ] [ LCancel
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To change the Default Lookup field, click the down arrow and choose the column you would like to
search by. You can also change the Default Search Option. Click Finish when done.

=¥ | gokup Customization Wizard 7| x|
N

Select ather parameters for Loakup - AR Custorner Master
Company ABC, Uszer SJ0 Wiew - Lazt Activity .

Initial Digplay

Title | Custarner List |
Default Search Colurmn | M ame j|
Default Search Option | Contains ﬂ|

oo

[ ¢ Back ][ Mest > ][

] [ Cancel

The system will come back to the Lookup screen. Click the down arrow next to View — Standard to
select your new view.

/x|
Cugtomer Mo / | M ame | Statuz | Zip Code | Phone Mumber | Sopl = %

01-4BF Amencan Buzsiness Futures Active 532051204  [414] 6554787 AME
01-aWMET Awnet Proceszing Corp Active 53120 [414) BE5-2635 AN
01-BRESLIM Breslin Partz Supply Active B3Z2EE [414] 5559654 BRE
01-HILLSB Hillzbaro Service Center Active 53151 [414] 5556539 HILL
07 -MaNWRE M awverick Papers Inactive GOE01 [312) 8611200
01-RSSUPPL R &S Supply Corp. Active B3126 [414) BR5-BEE7 RE&S
01-SHEPARD  Shepard Motomwarks Active 53151 [414) 5556544 SHE
D2-ALLEMAP  Allen's Appliance Repair Active 32875 [714] BBE-2121 ALLI
02-4MERCOM  American Concrete Service Active 92625 [¥14] 555-2134 AME
02-4TOZ & ToZ Carpet Supply Active 92EE1 [714) BRE-2231 ATO
02-4UTOCK Autocraft Accessories Active 92661-0002  [714) 5550101 AT
02-BAYFYRO  Bay Purotronics Corp. Active 922570007 [415) 5559654 BAYT
02-CaPRI Capri Sailing Ships Active 92662 [714) BE5-4421 CaR
02-CUSTOM Custom Craft Products Active 92854 [714] 5E5-7348 Cus
02-GREALAR  Greater Alarm Company Active 92266 [714] 555-55I31 Gilill
4 3
Search | Customer Mo ﬂ| | Begins with 7| | | Fird
igw | Standard hd

| Standard

CUST TFE
[ Select I LCancel
| Found 17 records | | |
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You can Sort each column by clicking on the column. You can Print or Export the data to Excel by
clicking on the appropriate icons.

_oix

Cuztomer Mo | [ arne | Datel aztductivity / | o %
07 -heh R Il avernick Papers
: American Bus utures 5/31/2010
01-AWHET Avnet Processing Corp BAa31/20Mm0
1-BRESLIM Brezlin Partz Supply R/A1/2010
O01-HILLSE Hillzboro Service Center 531200
01-RSSUPPL R &S Supply Corp. BAa31/20Mm0
01-SHEPARD  Shepard Motonworks Rfa1s20Mma
02-6LLEMARP  Allen's Appliance Bepair R/31/2010
02-4MERCON  American Concrete Service 531200
02-ATOZ A ToZ Carpet Supply BAa31/20Mm0
02-4UTOCRH Autocraft Acceszones R/A1/2010
0z2-Ba¥yFrRO  Bay Pyrotronics Caorp. R/31/2010
02-CAPRI Capri Sailing Ships 5fa1/2Mm0
02-CUSTOM Cuztom Craft Products 543142010 |
02-GREALAR  Greater Alarm Compaty R/A1/2010
02-JELLCO Jellco Packing Bfa1s20mn j
Search | Marne ﬂ | Cortair d | | Find
g | Last Activity |
I | —

[ Select ] Cancel I !
|

| Found 17 records | | |

ElE9-- %2R S EBRA-EFH I =i Bookl - Microsoft Excel =R
Home Insert Page Layout Formulas Data Review View GoFileRoom Acrobat ] o o EE ER
‘—3 & e e Ao == Q Fo = General = _?ﬁ Conditional Formatting = 5= Insert = - % [ﬁ
- 53~ $ - % » | [BEFormatas Table - 5 Delete ~ @ - ]
Pavste B AW &~ é NEEEEE @v %0 58 (=} Cell Styles - [ZjFormat' 2T éi?tr:r&v ELT:ct&v
Clipboard = Font ] Alignment [F} Mumber ] Styles Cells Editing
B34 - 5 v
A [ B [ C D E F G H JE
1 |Customer List |
2 Customer No MName DatelastActivity
3 |01-MAVRK  Maverick Papers
4 01-ABF American Business Futures 5/31/2010
5 |01-AVNET Awvnet Processing Corp 5/31/2010
6 |01-BRESLIN Breslin Parts Supply 5/31/2010
7 |01-HILLSB Hillsboro Semvice Center 53172010
8 |01-RSSUPPL R & S Supply Corp. 5/31/2010
9 |01-SHEPARD Shepard Motorworks 5/31/2010
10 |02-ALLENAP  Allen's Appliance Repair 5/31/2010
11 | 02-AMERCON American Concrete Senice 5372010 £
12 |02-ATOZ A To Z Carpet Supply 5/31/2010
13 |02-AUTOCR. Autocraft Accessories 5/31/2010
14 |02-BAYPYRO Bay Pyrotronics Corp. 5/31/2010
15 | 02-CAPRI Capri Sailing Ships 813172010
16 |02-CUSTOM  Custom Craft Products 5/31/2010
17 |02-GREALAR. Greater Alarm Company 5/31/2010
18 |02-JELLCO  Jellco Packing 5/31/2010
19 |02-ORANGE  Orange Door & Window Co. 513172010
20
21 B
32 il
4 4 » ¥ | Sheetl , Sheet? . Sheet3 . ¥ 4 Il | ¥
Ready | ([Eam w0% ——0—F)
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How to create a Default View for all Employees

SE ¥ Order Number List

soet [ o [

Qooooiod4 40200200100 R WERBAL 02-AT0Z A ToZ Carpet Supply 1805 Mewport Blvd A ToZ Carpet Supply 1805 Mewpart Blvd
0000108 452020000 M T50420 01-8WMET Awmet Processing Corp 3361 W, Kenosha Awnet Processing C... 3361 %W, Kenosha
oooo111 &AA2010 B WERBAL 02-JELLCO Jellea Packing 1889 E. Ball Road Jellea Packing 1889 E. Ball Road
ootz &A342010 5 YERBAL 02-CUSTOM Cusztorn Craft Products 1007 Wwest Tet Street Custom Craft Produw... 1007 West 15t Stree
oooons  BA8S20M0 0 5 YERBAL 01-4BF Amenican Business F... 2131 E. 14th Street Armerican Business ... Distribution W areho
ooo0011e  &A92000 0 S 901004 01-BRESLIM Breglin Parts Supply 2035 M. Molalla Ave  Breslin Partz Supply 2035 M. Molalla Ave
0000143 BAEL20M0 0 5 02-aLLEMAP  allen's Appliance Fe.. 18026 E. 10th Allen's Appliance B... 18026 E. 10th |
0ooo1d4s &/23°20010 B 02-4MERCOM  Amernican Concrete ... 11733 Cardinal Circle  American Conerete .. 11733 Cardinal Circle
oooosz2 541200 B 01-BRESLIM Breslin Parts Supply 2035 M. Molalla &ve  Breslin Partz Supply 2035 M. Molalla Ave
Qooo1se3  AM1.2010 B ¥x-830200  01-ABF Amenican Business F... 2131 E. 14th Street American Business .. 2131 E. 1dth Strest
Qooo1se 5452000 5 02-AT0DZ A TaZ Carpet Supply 1805 Mewpart Blvd A ToZ Carpet Supply 1805 Mewpart Blvd
0ooo1s7 BABSLZIID 5 02-CUSTOM Custom Craft Products 1007 West Tst Street Custorn Craft Produ... 1007 West 1st Shee
Qooo1se  AABLZOID 5 02-2UTACK Autocraft Accessores 310 Fernando Street Autocraft Accessories 310 Fernando Street
EIEIIDD1 85 &A8200 5 02-GREALAR  Greater Alamn Comp... 18330 ard Street Greater Alarm Comp... 18330 W ard Street T
A »
Search | PO Number ﬂl ||:ontains d| | | Find

|F0und 24 records

Click on Library Master\Main\User Lookup Wizard

21x|

The Usger Lookup *izard allows exizting lookups to be customized by

Comparny and zer Code. .
Lookur |

Company Code | I1zer Code |

todify > ][ Mew > ] [ Cancel
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Select the lookup table that you would like to modify, click New.

21x|

N
The Usger Lookup *izard allows exizting lookups to be customized by
Comparny and zer Code. .
Lookup | 50_Salez0rderT ype Sales Order Entry Header List - All Type ﬂ|
S0_SalesOrdLotS erial Sales Order Lot Serial List -]

Compar

S50_Salez0rderBack Sales Order Entry Header List - B Type
50_Salez0rderDetal 5ales Order Enty Detail File
S0_SalesOrderHiztory Sales Order Hiztory Header List
50_Salez0rderkd astRep Sales Order Entry Header List - kAR Tupe
50_SalesOrderkd aster 540 Entry Header List - Master Type Only
S0_SalezOrdertemo Sales Order Memo List
50_Salez0rderRecap Sales Order Recap List
S0_Sales0rderiRepeat 5/0 Entry Header List - Repeating Type
S0_Salez0rderStdBack Sales Order Entry Header List - S/B Type =
S0_Salez0rderType Sales Order Entry Header List - All Type
S0_SalezperzonLnComm Line lkem Commizgion S alezperson List
S0_ShiplreoiceDetail Shipping [tem Mumber reoice List

50 _ShipT odvddress Customer Ship to Addregs List ;l

todify > ][ Hew > ] [ Cancel ]

pt Sales Order Lizt - Mo Progpect Quotes

Select the specific company or ALL, then select ALL users. Click Next.

N
Select the Company and User Code for Lookup - Sales Order Entry Header List - Al .
Company Codes |lzer Codes

Code I I arne | Code I M arne |

ABC ABC Distributior ... BOE  Eob

AB¥ Amencan Busines.. SID Sue
OO Demao Company :

EEC Edwardzon Electr...
MFG  MFG Computer 5...

TST test
S ATE Manufactur...
Al All companies

¢ Back ][ Mewt » ][ Einizh ] [ LCancel
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Select the columns that you would like the users to see when they click the magnifying glass for this

lookup. Click Next.

=EF User Lookup Wizard

Select ar madify the column(z) for Lookup - Sales Order Entry Header List - All Type

Company &BC, Uzer Al

21x
N

Available Figlds

Selected Coluning

- Cugtomerto

- BillT oDivigionk o
- BillT oCustormert o
- BillT ntvddress2

- BillT ntvddress3

- Bill T oCity

- BillT o5tate

- BillToZipCode

- BillT aCountryCode
- ShipToCode

- ShipT oAddrezs?
- ShipT odddress3

- T e

*Order Mo
Order D ate
Type

Customer Mo
Bill To Mame
BillT adddreszs1
PO Hurmber
ShipT oM ame
ShipT adddress1

7]
2+ B

|| Einish | | Cancel |

If you want to filter the data, choose the column or columns to filter. Then click Next.

=E User Lookup Wizard

Enter ar madify the filterz) for Lookup - Sales Order Entry Header List - Al Type

Company &BC, User Al

2%
N

Colurn | Operand | " alue | Lock |
] E - O
2] - - O
¢ Back ] [ Mewt » ] [ Einizh ] [ LCancel
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To modify the Default Search, choose the column from the drop down list. Then click Finish.

=E User Lookup Wizard

Select ather parameters for Loakup - Sales Order Entry Header List - Al Type

Company &BC, Uzer Al

21x
N

[ritial Dizplay

Locked Customization

[]

Title
Default Search Colurmn

Default Search Option

| Order Mumber List

Crder Ho

Order Mo
Order D ate
Type
Custarmer Mo
Bill Ta Mame

PO Murmber
BillT o ddress1
ShipT oM arme
ShipT oadddresz1

| <Back || Mew> || Finish

] [ LCancel

This will now be your default lookup for ALL users.

o]
Cuztomer Mo Bill T odddress] =
Q00103 & no 0Z2-0RAMGE ; 1750 E dinger &
oo1od 452042000 R 12-ATOZ A TaZ Carpet Supply 1805 Mewport £
oo10s 452002000 0 M 01-aWMET Aynet Proceszing Corp F367 W Kenos
o011 BA/2010 B 0Z2-JELLCO Jellco Packing 1889 E. Ball Rc
00112 54342010 5 02-CUSTOM Custorm Craft Products 1007 west 1=t
oo115 54852000 S 1-ABF American Business Futures 2131 E. 14th SI
o016 59200 5 01-BRESLIM Breslin Partz Supply 2035 M. Molallz
00143 5A52M0 5 DZ-ALLEMAF  Allen's &ppliance Repair 18026 E. 10tk |
00143 542352000 B 02-AMERCOM  Amencan Concrete Service 11733 Cardinal
o052 BA1A2M0 B 01-BRESLIM Breszlin Partz Supply 2035 M. Malallz
0153 51200 B M-4BF Amernican Business Futures 2131 E. 14th 51
0o1se 552000 5 12-ATOZ A ToZ Carpet Supply 1805 Mewport £
0o1s? 5A5/2000 S 02-CUSTOM Custorm Craft Products 1007 west 1=t
oo1e8 5A5/2000 S 12-AUTOCRH Autocraft Accessones 30 Femanda &
00153 5A852000 0 S 02-GREALAR  Greater Alarm Compary 18330 Ward_StIﬂ
3
Search | Bill To Name =/ [Range | From | Find |
g

| Select | Cancel ]E[&]@]

|Fn:|ur'u:| 24 recardz
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Bonus Round!

The Defaults button is located in Sales Order Entry, Sales Order Invoice Entry and Purchase Order
Entry. It is used to set defaults for your current and/or future entry sessions.

SE Sales Order Entry (ABC) 10/9/2013 o =]
Order Mumber I:IC% E—‘é 4 Bk [Cop_l,l_frorn...] [De[aults... ] [C Lomer...l [ Credi.. ]
LHeader | 2addess | 3lnes | 4Totss | 5 CreditCard |User | =
Odedse [ | ouerTiee
Custormer Mo | . [
Cust PO
Ship To Addr =
Terms Code :I .
Confirm To | L
Status|Mew »|| HBeason I:I E -mail |_
wihse - Fax MNo. | Batch Fax [
Gales Ta Comment : |
Schedule I:I I Salesperson | B
Split Cormm. | Mo = | Split Camm...
Frint Order ]
Frint Fick Shests [
Quick Prit tithaut Displaying Printing window [
[Plintgrder...l Frint Pick... Hecalc F'rice] [ fccept I Cancel l Delete :

For example, if your user should always be selection a specific warehouse, Ship Via or FOB, you can set
it here.

=F Default Values for Sales Order Entry 2| x|
Mext Order Mo 0000133

Order Date 1ve2ms |57

Order Type Standard Order ﬂ|
Ship Drate 10/9/4201 3 :

W arehouse 0 % EAST wWAREHOUSE
Frint Order Frink Fick. Sheet

Salezperzon I:I

Ship %ia IJFS BLUE ck UFS 2HD DAY AlR
FOB Drestination
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Once you click OK, the system will prompt you to Save the values for future sessions.

=E Sage 100 ERP x|

» Dopouwant bo zave the values for Order Type, Warehouze, Print Order, Print Pick Sheet, Ship Yia and
\:l) FOEB for use with future Order Entry sessions?
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