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How to create or change workspace categories?

What is a workspace?

A Workspace is a menu that contains links to the forms and reports of a particular
functional area of the product. We will be going through how to set up the basic elements of a
workspace. It's easy to setup your workspace to help you and your team to be productive and
make your job easier every day!

Overview of terminology that will be used:
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@ Time and Expenses
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@ Recewvables

The benefits of making your own workspace in your companies’ tenant is to create spaces
specific to job functions and have a condensed information that various roles can access easily.
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1. To add a new workspace, open up the menu and open the configuration menu (1) and
Edit Menu (2).
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2. Click on Add Workspace (1) and choose your Icon (2), Area (3) and Title (4) for your new
workspace.

@ Data Views
Bills of Material
2 Product Configurator

@ Time and Expenses

Select the items to be added fo the quick menu.

Transactions Processes Inquiries Reports Profitability Analysis
Invoices and Memos Release AR Documents Customer Details AR Balance by GL Account Daily Sales Profitability
LB inventory
nven
Payments and Applications Release AR Retainage ustomer Summary AR Retained Balance (0 Sales Profitability by Salesperso
Finance (O cash Sales Print Invoices and Memoy e = A J AR Balance by Customer Sales Profitability by Customer a
space Parameters
(0 Sales Price Waorkshests Write Off Balances and C' AR Open Documents by Customer (0 Sales Profitability by Customer G _
$ Bankng Profiles O Auto-Apply Payments 7 B business ~ AR Open Documents by Project O sales Profitability by ltem and Or
O Calculate Overdue Charg AR Aging Sales Profitability by ltem Class ...
IE Construction Customers 3 Operations v )
O Customer Locations REECESLE (T Preferences
e i 4
& Project Management () Gystomer Payment Methods Print Statements Front Office] AR Aged Period Sensitive S S
O Non.-Stock tems (O Prepare Dunning Letters. Customer Summary O Statement Cycles
Compliance i OK CANCEL
Credit Terms O Print / Release Dunning | Customer Profiles () Overdue Charges
(O Manage Credit Holds O Discrepancy by Document O Customer History Summary
Fraiiesrs Sales Prices (0 Reason Codes
%l Fix
O Discounts (0 Generate Recurring Transactions Printed Forms O Customer History O Discount Codes
¥3 Currency Manage.. O salespersons O Update Discounts O Dunning Letter 0 Customer Transaction History (0 Customer Classes
o (0 Recurring Transactions Creo R Reais Invoice/Memo O AREdt (O customer Price Classes
o Taxes
(O Recalculate Customer Balances O AR Edit Detailed O ltem Classes
e O Calculate Commissions [J AR Register BrEsE=s
Payables
O Close Commission Period (J AR Retainage Regisier
@ Receivables [ AR Register Detailed
Show All
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3. Once you have created your workspace, go into your new workspace and Add Menu
Item (1) and this area will let you choose what you want displayed in the workspace that
users will see (2 &3) and once done with your selection, hit Add & Close (4)

-+ ADD WORKSPACGE —+ ApD MENU ITEM | =+ ADD TILE

#  Estimating : F t Off
ron Ice

L] Support
New
Qs Payroll
2

{q‘} Configuration Select the items to be added Other
Activities .
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(9 System Managemen
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Non-Steck Items

L
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@ User Security
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3= Row Level Security Other
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ﬁ Equipment (J Recalculate Customer Balances
(O My Payroll Project Hours and Ea
CB Routes (O AIA Report With Quantity
(0 Photo Log
@ Dashboards
O Photo
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(O Unposted GL Documents

Front Office Admin

@ Front Office

3] EXIT MENU EDITING

Other

Generic Inquiries
(O ship via Codes
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(O Reports

(O Appointments Closing

[ unreleased FA Documents
(J Dashboards

(O Non-depreciated Fixed Assets
O Workflows

O site Map

(O Database Scripts

(O Unreleased CA Documents
(O Delete Temporary Batches

(O Dialog Boxes
M Brvne

> I

Other
(O Activate Scenario
O material Wizard 2
(O Current User Site Map
(O Portal Preferences
O Dunning Letter
O welcome Page
(O Scenario History
(J Bank Transaction Rules
O Update Expiration Dates
O Outlook Add-In Read Mode
O Email
(O Reclassification History
(O Memory Profiler

(O External Commitments

ADL 4 ADD & CLOSE CLOSE

4. You can also add Tiles for quick access to certain forms in Acumatica. Click Add Tile (1),
choose Icon (2) that you prefer, type a Title (3) and finally choose the Form (4) that you
would want the Tile to be linked to and your final result (6) will be a tile that is quick
access to certain functions.

+ ApDMENUITEM - ADD TILE

~+ ADD WORKSPACE

/ Estimating
Front Office 4
€% support
4 New 6
Receipt
25 Payroll

Select the items to be added to the quick menu
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dgh Integration
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OR l\:en - add ‘ 2
s
) user Security T
O Employees | Title: New PO l 3
31— Row Level Security
Form PO3010PL - Purchase 0r<|e- 4
E Services Add optional URL parameters to apply to the selected form (see
sxamples
ﬁ Equipment Parameters:
B Routes 5 CANCEL
(2 Dashboards
@ Commerce

@ Front Office Admin

N Ceant Offra
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5. Finally, you are done creating your new workspace. Exit Menu Editing and your new
workspace is available to use.
G Sweotlfe DN O o e
(@ Time and Expenses

New New PO
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[@ Finance Activities Other
Non-Stock ltems Employees
$ Banking
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& Project Management Reports
S Show Less ~
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@ Receivables
Sales Orders
-E Purchases

E Services

@ Front Office
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How to create Dashboards and Widgets in Acumatica

What is a dashboard?

Dashboards are a convenient way to display essential data so you can tell at a
glance what you need to know. With Acumatica, you can monitor current financial,
operational and organizational information that relate to the user’s job.

Dashboards offer a way to visualize complex data through widgets that can display a
wide variety of data types, including:

- Charts

- Data tables

- Data from external source

- Power Bl tiles

- KPI’s

1. Use the universal search bar or go into Customization — Profiles and then
Dashboards. This will open the Dashboard screen.

MENU ITEMS (1)

(') Time and Expenses

b Inventory
&% Customization

Finance

Profiles
S Banking Dashboards
‘ﬁ:S Construction
% Project Management
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2. Choose and assign the following fields:
- Name (1): you can either look up an existing dashboard or type in a new dashboard
name here.
- Owner Role (2): Select the role that will be designing and maintaining the
dashboard.
- Make Visible of the Ul (3): This will make the dashboard visible on the instance and
will need to be assigned where the dashboard will be shown. Choose the Title (4)
and the Workspace (5) and Category (6).

Dashboards

o + @ o- x < > o [EF -
[ame ] 1 [Esios Peromance] 2] [Ere vt onie U] 3

2 Administrater - System Administrator ] 4 Sales Performance
[ Allow Users to Personalize 5 Data Views o
[C]Expose to the Mobile Application 6 Dashboards P
VISIBLE TO: PARAMETERS
(I
& Role Guest Description * Access
Role Rights
> Accountant Role for accountants and managers who acce Mot Sat
AcumaticaSupport Role for Acumatica Support. Access similarto ... Not Set
Administrator System Administrator Not Set
Anonymous i) Anonymous Not Set
AP Admin Access to AP functions and settings Not Set
AP Clerk Access to AP functions Not Set
AP Viewer Read-only access to AP functions Mot Set
AR Admin Access to AR functions and settings Not Set
AR Clerk Access to AR functions Not Set
AR Viewer Read-only access to AR functions Mot Set
Audit History Access Access to complete audit trails Not Set
BI Access to Business Intelligence Views Mot Set
Eranch HeadOffice Access to the HeadOffice branch Not Set
Branch MHead Access to the Muffins Wholesale branch Not Set
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How to design dashboards

1. Once your dashboard is created, search the dashboard by using the Universal Search (1) or by
going to the workspace that you have assigned the dashboard to. Once in the Dashboard click
the Design (2) link at the top right.
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Sales Performance REFRESH ALL ToOoLS
2
SALES ORDERS SALES ORDER THIS YEAR TOP 10 RMAITEMS
20K &M ORANGES ] . ORANGES
" i aveLes W opies
ORaAMOS M oraavos
7.5M
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Il creenesos
FRUITTEA12
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2. Click the add a new widget button

E—

Sales Performance

o 7 m o 7 @O

201 -
7.5M
ask
34.82K ' '] ,
o 8l L] 10.2M

K

+ Add a new widget

i Drag your widget here

3. Select the Widget type you would like to use.

Add Widget X

Selact the widget you want fo add to dashboard

QjD Chart
Displays the chart using data from a particular view.

Data Table
i Displays the table with data from a particular view.

Embedded Page

P Shows embedded document within a widget

| a= Header
Shows just a title,
Key Performance Indicator (KPI)
X' Displays a KPl as a meter or scorecard
é) Link
Displays a link to a workspace item or a form

= Pivot Table
= Displays the pivot table using data from a particular view.

Power Bl Tile
"‘l Displays embedded Power Bl tile.

Trend Card KPI
Displays the trend of the selected column value from the inquiry over the time period

CANCEL NEXT
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4. Select the inquiry screen (1) that you would like to display information for and choose all the
parameters that you would like the KPI etc (2) to display and click Finish (3).

Widget Properties *
Specify the widget properties
* Inguiry Screen: Sales Orders 0 ' 1 =
]
Shared Filter to Apply: | All Records o
FILTER SETTINGS
Refresh Data: Every 5 Min -
f Fizld to Aggragate: Order Total -
Aggregate Function: Sum -
Mormal Level Typa: Absolute Value -
MNormal Level: 35.000.00
Alarm Level Type: Absolute Value - 2
Alarm Level: 20.000.00
MNormal Color: B Green ~
Warning Color: Yellow -
Alarm Color: B Red - -
CANC 3 FINISH

5. After you have finished adding your desired Widgets, you can arrange them in any way you like
and as the last step click Design again and your Dashboard will be ready to use.

Sales Performance PROPERTES  EDITLAYOUT ~ REFRESHALL TooLs ¥

o 7 m 0 7 B 0 7 @

206 e
APPLES W seiss
omamos || W ormos
754 .
- APIAMSS R
BLACKTEADS

1 W cresnTERs
mumeaz | .
cremnTEos || -
TRAINING | | ER=sets

mSTALL W rrammG

34.82K 0
@ - LEMONS I INSTALL.
o a8k 0 L T T d

L} 500 1,000 1,500 2,000 2,500 W svons

+ Add a new widget

% Drag your widget here
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How to add google maps to a dashboard

Step by step guide on how clients can utilize google maps to display vendor locations or customer
locations for better understanding of their business.

1. Before creating the dashboard widget with the map, we need to first export the list of
clients/vendors with their address, city, postal code etc. from Acumatica so that we can import
it into the map for google.

2. Once you have the list, we can create the map. The way we achieve that is by looking up
“Google create a map” in your browser and click the first link “My Maps”.

Google google create a map X & @ Q

Q Al Q Maps [ Images [ Videos [E News i More Tools

About 3,960,000,000 results (0.45 seconds)

https:/iwww.google.com » maps > about » mymaps

B My Maps — About - Google
Discover the world with Google Maps. Experience Street View, 3D Mapping, turn-by-tum
directions, indoor maps and more across your devices.

3. Click Create a New Map.
= Google My Maps

Untitled map Sweetlife Customers
Jan24,2023 @ Jan 24,2023 @

4. Rename your map to any desired name (1) and then Import (2) your list of clients/vendors into
the map.

Testing Map

TTWas Seconds 200
* Add layer &+ Share @D Preview

1 Untitled layer

2
Add places to this layer by drawing or
importing data. Learn more

- Basemap
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5. Once the file is imported, it will ask for a “Placemarks”. This is where you will choose the address
information such as Address Line 1, Address Line 2, City etc.

Choose columns to position your placemarks

Select the columns from your file that tell us where to put placemarks
on the map, such as addresses or latitude-longitude pairs. All columns
will be imported.

Customer ID
Location 1D

Customer Mame

Address Line 1
Address Line 2

City
State

Country

Back Cancel
N
6. Once the place marks have been chosen, the next screen is going to be a selection of what you
want you place marks title to be. Here we will choose the “Customer Name” or “Vendor Name”
as the title.

Choose a column to title your markers

Pick a column to use as the title for the placemarks, such as the name
of the location or person.

Customer 1D

Location ID

|(9." Customer Mame

Address Line 1
Address Line 2
City

State

Country

m Back Cancel

7. Now we need to make sure the map is Shared so that it can embed onto our widget in
Acumatica. Click Share (1) and Anyone with this link can view (2) and Close. This will enable us to
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use the map in our Acumatica environment.

 Customer Locations 20230124 xisx  {
v P uniform style
Q Allitems 1)

- Basemap
Share map

C e
IR Let others search for and find thes map on the internet

@ Lot others see your name and photo on this map
. Onvica Carvalho
itp e oogle commaps/dlu/oiedarmid=tor [0 | : ) ) o8

¥ 4077728, -11939% dsar i

© wevaoa |

8. Once the map is shared, we are going to get the embed iink to put it onto our site. Click embed
on site (2) and copy only the highlighted part (3) to paste into Acumatica.

Copy map
Open amap

Move to Trash

Set default view

Export to KML/KMZ f Paad : ' i ~ | CustomerID UNIFRUIT

Print map Location ID MAIN
AddressLine1 9791 Bradford Dr.
AddressLine2  10vae
city Astoria

View in Google Earth Embed this map
To embed this map in your own website, copy the P ’
following HTML and paste it in the source code for ( ' e
) usa
.200g1e. com/maps/d/u/@/ embed 2mid=10N)12e08XvQbtQuO " { Aeve
width="649" height="480"></iframe> 1 e Postal Code 11105
s TH

¥ 4077725,-7393383

(L
T Abuagerne

'NEW MEXICO
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9. Go back to the Acumatica environment and follow the steps to design a dashboard and add a
new widget. Choose Embedded Page.

Add Widget X

Select the widget you want to add to dashboard

»

Chart
Displays the chart using data from a particular view.

k g Data Table

Displays the table with data from a particular view.
Embedded Page

ws embedded docum thin a widget.

j y

A= Shows just a title.

Key Performance Indicator (KPI)

Displays a KPIl as a meter or scorecard.
Link

Displays a link to a workspace item or a form

Pivot Table
Displays the pivot table using data frem a particular view.

Power Bl Tile
Displays embedded Power Bl tile.

i S &3

Trend Card KPI
Displays the trend of the selected column value from the inquiry over the time peried.

10. Paste the embed link into the source bar and assign a caption to the widget. Click Finish and
your map is ready to use on your dashboard. (You can use the embed page widget to even
display websites onto a dashboard)

Widget Properties X
Specify the widget properties

= Source: https:/fvww. google.com/maps/diu/0/embs

Caption: Google Maps Customer

(GOOGLE MAPS CUSTOMER
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How to create a business event for automated email

What is a business event?

Business Events provide the ability to react to data changes by creating email notifications and

updating business data. This means that you can automate complex business processes without
programming.

The system allows you to automate many diverse business scenarios, such as:

- Warning customers of upcoming invoice due dates.

- Notifying customers when their orders are ready for delivery or pickup and many more scenarios
- Creating email reports that are sent out automatically for reporting purposes.

Step by step guide on how to create business events

13

1. Acumatica Business Events are driven from Generic Inquiries. To begin the implementation, we

need to write a generic inquiry that contains the information that we are going to use to send

out our email or use one of the preexisting ones from Acumatica
Replenishment

o v H B

D warshous scrition — Descrioy o a - Vandor ame
1o

L] Retail Warehouse APPLES Fresh apples 11t 1300 1200 2600 000 ALLFRUTS Al Fruits Mal

0 DBAGONFR Fresh dragon fruit 11b 100 000 100 000 GLORYFRUIT Glory Fruit Case
B GUAVAS Fresh guavas 1 b 200 000 200 000 GLORYFRUIT Glory Fruit Case
s CRANGES Frash aranges 11> 2100 900 3000 000 ALFRUTS  AllFruits Mol
Ll GUAVAS Fresh guavas 1 b 100 000 100 0.00 ORYFRUI Glory Fruit Case
Ll LEMONS Fras ons 11 0 200 3500 000 ALLFRUTS All Frutts Mal

1] Wholasala Warshouss PEARS Fresh pears 11b 1300 1200 100 3000 GLORYFRUIT Glory Fruit Case

2. Create the Business Event
a. Define the Event ID (1)
b. Select the Generic Inquiry that you want to use the information from (2)

c. Define the Type (3). The type could be Trigger by Record Change, Tigger by Schedule or

Trigger by Action. For this example we are using Trigger by Schedule.

Business Events

‘WMReplenishmentNotification

“ O+ w0~ K< > 3 VIEWSCREEN  VIEW HISTORY
1 WMReplenishmentNotificatior © [ Active 2 Replenishment o
Trigger by Schedule -3 GIB40103

Once for All Records -

ReplenishmentNotification
TRIGGER CONDITIONS SUBSCRIBERS SCHEDULES

& 4+ X A & CREATESUBSCRIBER - ||
"

d. Navigate to the Subscribers tab, this will allow you to create a notification template

(email) that will be sent out.

Business Evenls

'WMReplenishmentNotification

“« v+ W @~ KK < > ¥ VEWSCREEN  VIEWHISTORY

[ Event ID 1 WMReplenishmentNotification © B Aciive

Trigger by Schedule -3

2 Replenishment )

GI640103

Once for All Records

ReplenishmentNotiication

ONS  SUBSCRIBERS  SCHEDULES

O 4+ X A &  CREATESUBSCRIBER - |-|
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e. On the email notification screen, fill out the description of the notification and all
corresponding information such as the From/To/Subject (2) and in the Message (3) field,
this is where you will build the contents of your email and what you would like it to
entail.

mplates CINOTES  FILES  CUSTOMIZATION
New Record

=B o+ @8 0. K o< >

<NEW> o

o vlo|lo

VISUAL * «3 (% Paragraph * B I u-

>
by
"
fifi
iin
il
1]

& NSERT

f. Once you email template is done, navigate to the business event again and go into
Schedule (1) and create a schedule (2).
“ONDITIONS St

UBSCRIBERS [ SCHEDULES h
O 4+ x VEWSCHEDULEHISTORY [[ENZNEIGSITI] o

Active Schedule ID

L

Replenishment Every Hour

g. Inthe Automation Schedule, define the Description (1), Schedule Type (2) if it’s going to
be daily/weekly etc. Define the Schedule details (3) such as the next execution date and
what days you want the business event to run. Define the Execution Time (4), this
determines what time you want the event to run at.

Schedule ID WM ReplenishmentNotificatio 2 [ Active
1 WM ReplenishmentNotification
= Screen ID, Replenishment L = Action Name, Raise Business Event v
DETAILS SCHEDULE CONDITIONS FILTER VALUES EVENTS
SCHEDULETYPE — SCHEDULE DETAILS 3 |
O Daily 2 » Next Execution Date 112312023 -
® Weekly Every: 1 Wesk(s)
O Manthly [ Sunday [ Wednesday [ Saturday
O By Financial Period 9 Monday (O Thursday
[J Tuesday [ Friday
EXECUTION TIME
Starts On: 8.00 AM 4 * Next Execution Time: 8.00 AM M
Stops On: 8:00 AM - Exact Time
Every 00:00

h. Your Business event is ready to use.

Please do not hesitate to contact The Answer Company for any assistance. Our consultants are
there to help!
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