How to Modify Your Screen Using Custom Office

Open Screen to edit. Right click in gray area of screen; choose Panel Settings from the pop-up. Then
click Customizer.
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The Customizer Panel Selection box will appear. Create a New Customized Panel or choose to Modify an
Already Customized Panel.
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M Tazk. ... Cuzstomer Maintenance
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Right click on the field that you would like to Edit. On the Main tab, make your changes to the field,
such as field name, font size, style, color, etc.

2(x|

1. Main ] 2. Options ]
— Attributes
Text —
Lo | [ | Bold [ Box
Font |[Default] ﬂl A [ demdine [ word-
[] Underline Wiap

Size | FulSize 7

Text Calar |[Defau|l]

Background | [Default]
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On the Options tab, adjust position and width of the field. Review the Properties of the field to see if
there are any other requirements that you would like to change. Click Ok, then done.

2] x|
1. Main ] 2 Options ]
— Poszition & Size ———  — Properties
Calurmin [ Hidden
B
Width
Height 1.00 =
Prewiew.. ..
LCancel l Delete I@ ]

Click the Save button on the Customizer Toolbar.
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How to Hide a Field

Open the Customizer Panel that you would like to Edit.

=E Customire: AR_CUSTOMER.M4L - PMAIN [ Main Folder ] il
Address r_] Terms Code |ck | |
Prirary Contact |Ck | |
Ship Code %
ZIP Code | Primary Ship To |q@ | |
City | State ?
Country |Ck | Tax Schedule | Ho. | |
Fiesidential Addr [ ] | Exemptions...
%m] |Ck | | Split Cormrn...
Telephone Ext | | Credit Hold = B
Fax W | M
\ / ‘
E-mnall Address erless... E
URL Address o
\Add Buttan (741825 [141] | GID | ABC | 5/16/2014

Right click on the field you would like to Hide. Then click on the Options tab. Select the Hidden button.
Repeat for any other fields that you want to Hide. Click the Save button from the Customizer Tool bar
when done.

=P Multi-Line Definition [CREDITLIMIT] llil
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— Pogition & Size — Propertiez
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=¢ * Cuystomer Maintenance (ABC) 5/16/2014 - IEI |i|

Cuztarner Ma.

01-ABF

T bMB

[Egp_l,l From... l [Henuml_:er... ] l More... B
Custarner On Credit Hold

Mame Amernican Business Futures |
1. Main I 2. Additional ] 3. Statistics I 4, Summary ] 5 Histary I E. Invoices ] 7. Tranzactions ] 8 5/0s ]
Address Z131 N, 14th Street 4 | | TemsCode o |G Net30Days
Suite 100 Primary Contact | ARTIE JOHN Q@ Artie Jahneonajfs.
Accounting Department Ship Code JPS BLUE ck
ZIF Code 532051204 | Primary Ship To |2 q@ American Business Future
City tilwwaukee | State
Country USA Q United States of America Ta= Schedule wf] MAILMIL Qa
Residential Addr |:| Milwaukes el
#emption:
Salesperson (0100 |G Jim Kentley Split Camm...
Telephone [414] BE&-4737 Ext |2‘| 9 | .
- (_ Crsibetd== I =] ——
SN )
—

URL Address

E-mail &ddress | sdeters@connerash. cam

this is & test

e
[t II"CI|.II:.‘I_|I: =
©

Cancel I Delete I&IG]
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How to Edit Columns on Screen

Select the screen to edit. Right click in gray area and select Panel Settings, then Customizer.

=e * Customer Maintenance (ABC) 5/16/2014 ;Iglil
Custarner Ma. | 01-2EF | O T Y| [Cgp_l,l Fram... l [Henuml_:er... ] [ tore... IE]
MName American Business Futures | Cusztamer On Credit Hald

1. Main ] 2. Additional ] 3 Statistics I 4. Suramary ] 5 Histary

p—

7. Tranzactions ] 8 5/0s ]

|voice Mo. Invoice Tupe Iny Date ° | Inv Due Date | Disc Date Amnount Dizcount Balance | Customer PO Mo, & H
naogrg Invaice 473002014 5/30/2014 635,35 n.aa £35.35 h
na0gss Invaice WEEL014 42402014 gv.00 n.aa gv.0o
ooy Invaice L0014 42002014 84.00 n.aa 84.00 |- g
naogs Invaice L2014 4752014 131.00 n.aa 131.00 —
naogya Invaice 21820014 342002014 100.00 n.aa 100.00 &
01 000&v Invoice 1232004 202220014 350,00 n.aa 350.00 |_—§
Onoooes Invoice 1232004 202220014 G000 n.aa E0.00
Qa0 91 Invoice 5312010 BA30/2010 2416.25 n.aa 0.aa
COO0A1 oRe 502010 630010 % om0 7 -
4 | 3
Trans Date | Trars Tope | Trars Amount | Pay Date | Check Mo. | Paymert Fet | CrCard | A& No. |

Balance | Current | 30 Daps | B0 Daps | 90 D aps | 120 Days | %

717 1.447.35 n.ao n.ao n.aa 573236

[ Accept I LCancel l Dielete _

The Customizer Panel Selection box will appear. Create a New Customized Panel or choose to Modify an
Already Customized Panel.

=F Customizer Panel Selection 2| x|

\ kodule...... Accounts Receivable
m Custarner M aintenance

Custamer M aintenance

© Create a Mew User sid [Sue] ﬂ L]
Lustomized Panel Company | ABC [ABC Dishibution and Service Corp.) hd | EEA

@ todify an Already
Custornized Fanel

[ oK, [gance| [@]
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Right click in the Panel box.

=E Customize: AR_CUSTOMER.MAL - PINVOICE [ Invoices Folder ] El

\LE_OPEN_INVOICES - Listbox (2.1.2) [86x11.4] | SID | ABC | BA1G/2014

The List Box Definition box will appear. Click on the 2.Format tab.

=¥ | ist Box Definition [LB_OPEN_INVOICES] 2x|

IMan ] 2Fomat | 3Opons |

Initial List ~ {[Frogram-D efined] Default Value | ||

Hat key

Status Meszage | |

ToalTip | |
Help Code |#700 |

Preview.... ['fidth and Height Mot to Scale]
[Fvoice Mo | |nvoice Type | [ D ate | I Due Date | Dizc Date | Sold To

| Ok | Cancel | Dele [ @

Conner Ash P.C. © 2014 Page 7



Select the fields to edit.

= | ist Box Definition [LB_OPEN_INVOICES] 2 x|

1. Main ] 2. Format l 3. Options ]

— Lizt Bow Format

Column Title widh | Postion Hide | =]
T
Invoice Type 12.00 Left il _
v Date 10.00 Left =] 1
Irve Due Drate 12.00 Left il _
Dizc Date 10.00 Left il _
SoldTa 12.00 Left il _ -
Prewview..... [fidth and Height Mot to Scale]
[Fvnice Mo | |nvoice Type | [ D ate | I Due Date | Dizc Date | Sold To

=¥ | ist Box Definition [LB_OPEN_INVOICES] 2x|

1. Main ] 2. Format l 3. Optionz ]

— List Biow Format

Column Tile | width | Postion | Hide

Irve Due Date 12.00 Left = _|

Disc Date 10.00 Left =] o

Sold To 12.00 Left = |

Amount 1200 Right <] _|

Discount 1z00 Rt~ [

Balance 1200 Right +|  _| =

Preview.... ['fidth and Height Mot to Scale]

[Fvoice Mo | |nvoice Type | [ D ate | I Due Date | Sold To |

| Ok | Cancel | Dele [ @
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You can also click the Add button to select fields that are not currently on the screen. If you have
created UDF fields, they will be on this list.

=¢ Field Selection

Toadd a field to the list bowx, double-click the
cormezgponding data zource and field.

AR_Openinvoice

fgg ARDivisionNo

fgg Customerho

IEg IrvvoiceMo

fag InvoiceType

fEg InvoiceDate

fgg InvoiceDueD ate

&g InvoiceDizcountDate

fgg IrvoiceHistorH eaderSeqo
Iy PostingD ate

i TemsCode

g TawSchedule

Igg SalespersorDivisionMo

fag SalesperzonNo

% SphtCommizzionFlag

fgg Comment

fgg CredittemolnvoiceR eference
L] e

[]

(oo [ e [ @),

Click the Save button from the Customizer Toolbar when done.

Conner Ash P.C. © 2014

Page 9



= customizer ST

Panel Edit

Help

— Uzer/Company —
#d
ABC

— Add an [kem

FNE-B

— Group/Jnda ——

The screen will now have the changes that you made.

= * Customer Maintenance (ABC) 5/16/2014 ;Iglil

Customer No. | 01-48F | S o [Cgpy me...] lFienumI_Jer...] l Mare... B
Mame American Business Futures | Custarner Op Credit Hald
1. Main ] 2. Additional ] 2. Statistics ] 4 Summary I 5 History ] 7. Transactions ] 8 5/0z ]

Invoice Mo. | Invaice Tupe | Iny Date '\_l I Due Date | Amountl Ealancel Customer PO Mo. | Cormrment | Tem = H
mooo7s Invoice 443024 B/30/2014 £35.35 E35.35 m !
0100075 Inwaice WER2ME 42402014 av.00 a7.00 m
0100073 Ivaice FEA2M4 402002004 84.00 84.00 01| @
o007 Invoice AEA2014 4/58/2014 131.00 131.00 m
01oo0wa Inwoice 28204 32002014 100.00 100.00 m @
0100067 Ivaice 1423204 202272004 350.00 350000 m
0100063 Invoice 1/23/2Ma 20222014 G0.00 G0.00 m .
nooo1 91 Invoice BA31/200 0 B/A3042010 241625 Rt} b onthly supply order m
0100041 Inwaice RA31200 0 B/3042010 3820 3|20 7e9 m-
| | »

Tranz Date | Trans Type Trang .t‘-\mountl Pay D ate | Check Mo. | Payment B ef | Cr Card | RMA Mo. |

Balarce | Current | 30 Daps | B0 Daps | 90 Days | 120 Days | %
7.179.71 1.447.35 Rt} Rt} n.an B.732.36

’ Accept I LCancel l Delsts @
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How to Edit an Existing Report Using Crystal

Select the report that you would like to Edit.

=E Accounts Payable Aged Invoice Report (ABC) 5/16/2014 = |EI |£|
ReportSetting | STANDARD a, save [+
Dezcnption Accounts Payable Sged [nvoice Report |

~— Sethng Options

Type Public ﬂ Print Report Settings |:| Murnber of Copies

Default Report [ | Three Hole Punch ] Callated
Sart Report By |Vendul Mumber ﬂl

— Options
Age |mvoices as Of 5ME/204 |5 Exclude Future Dated Transactions
Age [rvoices By Invoice Date | Frint in Summary Format ]
Aging Option to Print All Invoices ﬂ|
[waices to Print Open ﬂ

— Selections

Select Field | Operand Walue
Yendar Mumber all Il
Yendaor Mame all Il
Sort Field All Il
State all Il
ZIP Code all Il
Phone Murnber all Il

Keep Window Dpen After [

HPF Laszer et P2055d UPD PCL & ﬂl Prirt | | Preview

l Prewview l Setup .:

Click on the down arrow next to the Save button. Choose Save As. At the Report Setting field enter a
new report name. Click on the Default Report button if you would like this to be your default report.

20/
Repart Setting AP AGING |

Dezcription Aocounts Payable Aged Invoice R epart |

—Setting O ption

Type Public =]

Detault Report

—Office Merge Optian

Alwapz uze thiz template |:|

Template | | -

| ok | cencel | @
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Click the down arrow next to the Save button again and choose Designer. This will open your custom
report up in Crystal.

Fle Edit View Insert Format Database Report Window Help
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Select the fields you would like to edit and make your changes.
Notes: Remove Invoice Discount, Hold Payment, and Discount Amount. Remove Discount Amount from
Footers. Move other footer fields over, align bottoms. Then move the Invoice Date and Invoice Due

Date over. Highlight all fields in Details A and move up. Then move bar up. Save.

The report can now be run with your changes.
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