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Enhanced Notes
Enhanced Notes add-on extends the standard Dynamics GP notes functionality by providing the
following features:

Multiple notes storage — each with author and time/date stamp

Each note can be emailed to multiple recipients and/or groups

Dynamics tasks can be associated with a note, assigned to another Dynamics user, and given a
due date

Existing notes prior to install of Enhanced Notes are retained

Notes categorisation for selective viewing

Any individual note is not editable; changes are entered as a separate note, thus retaining an
accurate history

Each user’s ability to delete Dynamics notes is individually enabled

A full print of the notes is available

Enhancement is provided on transaction, record, and window notes

Enhanced Note Window

The new Enhanced Note window looks similar to the old notes window and is accessed anywhere you

access Dynamics GP Notes.

Old note window:

B (nTPC] Note - [u]

File Edit Tools Additional Help 27217200 7

x

507077 0/0/0000
5a12/21/2021 8:20:54 PM
|

e § Atach

12:00:00 AM
-

v

Delete

New Enhanced Note window:

| I (MTRC] Enhanced Nate

| File Edit Tools Additional Help

[s503308 201401
I

Standard Notes Area

=24 ] Aitach
|| Mo Categany | Mo Subcategory

| [ Emai

| O Assign Task 1o

| Due Date Tussday . December 21 -

71909 PM| Cagagory Fiter Show Al
-
SY5-Req - SQLDynamics

this is & header note

Notes History Area

Delets

X

5a NWT Power Corporation 2021-12-21

021101 T19PM o K
Billing
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Transferring an existing note (pre—Enhanced Notes installation) to History

Any notes information in the system prior to the Enhanced Notes installation will be sitting in the
Standard Notes Area. To retain the note, click the Attach button before adding anything new and the
original note will be transferred and become the first history entry.

Example: Note on a project prior to the Enhanced Note installation.

P (NTPC] Enhanced Note - X
sa NWT Power Corporation 2021-12-21
120500730005300 20110217 10:51:06 AM | Category Filter Show Al Show Al
| ~
lharrizon 4/21/2010 2:42:26 PM
Costs transfered ta 1218807 leaving 0 balance to cloze.
There is no note history for this record
v
o B || atach Delets
Mo Category ~ | Mo Subcategory
] Email
[] Assign Task to v
Use Due Date Tuesday . December 21 -«
Click Attach to add the note to the history:
I [NTPC] Enhanced Note - X
File  Edit Tools Additional Help sa NWT Power Corporation 2021-12-21
120500730005300 2021-12-21 8:26:55 PM | Category Filter Show Al ~ | | Show Al
| ~
S¥5-Reg - SQLDynamics 2021-1221 826PM # XK
lhamison  4/21/2010 24326 FM
Costs transfered to 1218607 leaving 0 balance to close.
v
.l © B || adach Delets
Mo Category ~ | Mo Subcategory
[] Email
[] Assign Task to v
Use Due Date Tuesday . December 21 ~
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Inserting/Adding a Note
Type a new note using the standard method, then click Attach.

¥ [NTPC] Enhanced Note — x
File Edit Tools Additional Help sa NWT Power Corporation 2021-12-21
120500730005300 20211221 B:26:55 PM | Category Filter| Show Al v | | Show Al
This iz a new naotg| ~
5Y5-Req - SQUDynamics 2021-12-21 826PM ¥
lhamison  4/21/2010 2:43:26 PM

Costs transfered to 1218607 leaving 0 balance to close.

L

No Category ~ | No Subcategory
[] Email
[ Assign Task to w

Use Due Date Tuesday . December 21 -

The most recent note will appear at the top of the Notes History area.
Notes can only be edited or deleted by authorized users once they are stored in History.

Categorising Notes

To assign an optional category to a note, select the category/subcategory from the drop-down lists
under the notes input area before attaching it.

¥ (NTPC] Enhanced Note — x
File Edit Tools Additional Help sa NWT Power Corporation 2021-12-21
120500730005300 202112-1 8:26:55 PM | Catenory Filter| Show Al ~ | | Show All
Thiz iz a new noke ~
5Y5-Req - SQLDynamics 2021-12-21  826PM ' K
lhamizon  4/21/2010 2:43:26 PM

Costs transfered to 1218607 leaving 0 balance to close.

E é (7] ] Attach Delete

No Subcategory

Customer Relations
erts ber 27 -
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The category of each note is then displayed for each note.

- X
sa NWT Power Corporation 2021-12-21
~ | | Show Al

2021-1221 830PMfl o XK
Eillin

B INTPC] Enhanced Mote
File Edit Tools Additional Help
120500730005300 2021-12-21 B30T0PM | Cstegory Filter Show Al
| "
5Y5-Req - SQUDynamics
This is a new note
SYS-Req - SQUDynamics
Ihamson  4/21/2010
W
Qj ] Attach Delete
No Category ~ | No Subcategory
[] Email
[[] Assign Task to -
Use Due Date Tuesday . December 21 -

2:43:26 PM
Costs transfered to 1218607 leaving 0 balance to close

20211221 826FM o ¥

You can filter the notes to display those with a particular category. Select the required category from the
drop-down Category Filter list above the note's history area. You can also filter further by selecting the

subcategory from the drop down.

Show All is the default category displaying all notes with an
No Category displays those notes without a set category.

sa NWT Power Corporation 202T-TZ-A1

Show Al Show All

]Category Filter

20211221 830PM & XK
Eilling

Thisi Collections
1518 @ NEW N0y stomer Relations
Payments

Sending a Note as an email

d without a set category.

¥ (NTPC] Enhanced MNote

File Edit Tools Additional Help

120500730005300 202711221
Please review this project

83010 PM | Category Filter| Show Al
~

- X
sa NWT Power Corporation 2021-12-21
| | Show All

SYS-Reg - SQLIDynamics

This is a new note

20211221 830PM o ¥
Eilling

S5YS-Req - SQL/Dynamics

lhamison 4/21/2010 24326 PM

led B anach Delete

Email Project Review Required|

— o I

S
Tuesday , December 21

[] Use Due Date

Costs transfered to 1218607 leaving 0 balance to close.

20011221 326PM  H ¥

NORTHWEST TERRITORIES

POWER

CORPORATION

Empowering Communities



7.

Enter the

note text in the usual way.

Select the email option before the Note is attached. A note cannot be emailed once is has been

attached.

Enter a subject for the email in the box to the right of the checkbox. If there is a default subject
assigned to the category it will be populated in the text box. Leave the text box empty for the

default subject.
If you wish to include a Due Date on the email, then select the Use Due Date option and pick a
date from the calendar.
Click the Attach button.

You will have to login to your email using your email address and password:

Exchange Log On
E rnail Addrezs: [plett@Entpe. com
Pazsword: RN RRERRRRRRNERE
Show Advanced...
@ Carce

Add recipients by searching in the address book. Click OK.

Send MNote To...

leah

Ta -

Boe -»

Leah Platt <LPlsti&ntpe. com>

Search

Leah Plett <LPlett@ntpe. coms

0K Cancel

You will receive confirmation the email has been sent:

Enhanced Motes x

Your message has been sent.
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The email will look like this:

Project Review Required

Leah Plett
To = Leah Plett

N

Mote must be actioned by 12/24/2021

Please review this project

Any note that has been sent as an email is shown in the enhanced Notes History area with the Author
name as a hyperlink. Hover on the hyperlink to briefly view details of the recipient.

T

Leah Plett

Please

Leah Plett

Mote sent to the following recipients

Click on the hyperlink to display details on the recipients until OK is clicked.

Enhanced Notes s

Mote sent to the following recipients
Leah Plett

Setting the note as a Dynamics GP task

¥ [NTPC] Enhanced Note
File Edit Tools Additional Help
120500730005300 20211221 8:30:10 PM
Please fix the mazking on thiz project ~
v
Q} @ 1] Attach Delete
Mo Category ~ | Mo Subcategory
e
Assign Task to Dorathy Jones w
Use Due Date Thursday . [y 23

X

sa NWT Power Corporation 2021-12-22

Category Filter Show Al ~ | | Show Al

SYS-Req - SQLDynamics 2021-1221 835PM o ¥ 7

Please review this project

SYS-Req - SQLUDynamics 2021-12-21 B30PM o
Billir

Thig is a new note

SYS-Req - SQLUDynamics 2021-12-21 B26PM ¥

lhamison  4/21/2010 24326 PM

Costs transfered to 1218607 leaving 0 balance to close.

"
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Enter the note text in the usual way.
Check Assign Task To and pick an individual. Do this before the note is attached. A note cannot
be assigned to a task once it has been attached.
If you wish to include a due date on the task, then select the Use Due Date option and pick a

date from the calendar.
Click the Attach button. When the note is attached, successful assignment of the task is

indicated.
Enhanced Motes X
Your task has been assigned to Dorothy Jones,

The task will appear in the assignees Dynamics GP Home page To Do area once it is due. To view
all your tasks, click on the Dynamics GP menu -> Task List.

m To Do
Reminders
Tasks

Please fx the masking on this project
Check for Payroll tax updates

Dorothy Jones's Home  Intelligent Cloud Insights

The due date set in the note will set the due date in the assigned task.

[E NWT Power Corporation - Micresoft Dynamics GP -
User and Company B2
User Date t's Home
Edit
Tools
Maintenance
SmartList Ly Updates
SmartView
Reminders

Details of who created the task and the related note name are also automatically added to the

task.
m [NTPC] Task - NTPC (djones) - O >
= . = =
H9X 2 Il @
L 4 u k. ° 4
Save Clear Delete Recurrence | Additional File Tools = Help Add
- - - - Note
Actions Additional File Tools Help
Task: Fleaze fix the masking on this project
Azzighed fram Nate 1208007 30005300 by 5%5-Req - SOL/Dynamic:
DueDate | 20211223 [ Task Azsigned Tor diones w
Link To: [N Link ]
I ame:
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Any note that has been assigned as a task is shown in the Enhanced Notes Extension area with the
Author name as a hyperlink. Hover on the hyperlink to briefly view details of the users that have had the
task assigned.

SYS-Reg - SQUDynamics 2021-12]

Task assigned to the following users

Dorothy lones
=]} Shs ke Lal kel ey

Tasks for this note

Click on the hyperlink to display details of the users that have been assigned the task and click OK to
close the window.

Enhanced Notes x

Task assigned to the fallowing users
Dorothy Jones

*You can check both the Email and Assign task to options to send an email to inform a user of a note
task assignment.

Due Dates
Due dates in the future are shown as ‘are due <date in black>’

Tasks for this note are due 2021-12-23.

Please fix the masking on this project

Tasks due today are shown as ‘are due <Today in red>’

Tasks for this note are due Today.

Please fix the masking an this project

When the due date is passed the note will show ‘were due <date in black>’

Tasks for this note were due 2021-12-21.

Please fix the masking on this project

The due date requirements are inserted as a line at the top of the email with the notes text below.

Project Review Required

1‘ Leah Plett
~ To @ Leah Plett

Note must be actioned by 12/24/2021

Please review this project
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Deleting Notes

1. Each note has an individual delete button. If you have permissions to delete notes, click the
delete button. Chose Yes or no from the prompt.

m:.'i.::E“:—“:i:: lote — *
File Edit Tools Additional Help sa MWT Power Corporation 2021-12-22
1205007 30005300 20211222 10:29:15 &M |Category Filter Show Al ~ | Show Al
" [s¥sRea- SQLDynamics 21-1222 10288 o X |

Tasks for this note were due 2021-12-21.
Last modified by Dorothy Jones 2021-12-22 10:53 AM

Please fix the masking on this project
The checkb —

Enhanced Motes

SY5Req-5Q 0 Are you sure you want to delete this note? E

Please review
w
Yes No
E!.'f‘? (7] 1] Attach Delete || ST5-Req- 5§
No Category ~ | Mo Subcategory This is a new note
[ Email
1A H T. Lo 4, 1

2. If you have permissions, you can delete all the notes in history at once using the Delete button
in the standard note area.

I [NTPC] Enhanced Note - X
File Edit Teols Additional Help sa NWT Power Corporation 2021-12-22
120500730005300 2021-12-22 10:29:15 AM |Category Filter | Show Al ~ | Show Al
- | ~
5YS-Reg - SAUDynamics 2021-12-21 830PM ' XK
Billing

This is @ new note

5Y5-Req - SQU/Dynamics 2021-1221 826PM i ¥
~
lhamison  4/21/2010 24326 PM v
v
E‘.!.'f‘? (7] 1] Attach Dielete
No Category ~ | Mo Subcategory
] Email
[ Assign Task to v "
Use Due Date Wednesday, December 22 < D
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Modifying Historical Notes

1. If you have permissions to modify notes, click the edit button. This will switch the note to edit
mode.
SYS-Reo - SQL/Dynamics 20m-12-22 10280 F KO
Tasks forthis note were dus 2021-12-21. @@l
Please fix the masking on this project
2.

Make your changes and press the save button.

SY5-Req - SQL/Ovnamics

2021-12-22 10:28 A

Please foc the masking on this project
The checkbox was missing|

A log will display who last edited a note entry.

5Y5-Reg - SQLDynamics

2021-12-22 1104 8M & ¥

Last modffied by 5Y5-Req - SQL/Dynamics 2021-12-22 11:04 AM I

Please review this project
Masking was incomect

Attachments

You can attach files to a note.

1. Click the Attachment icon to open the Document Attachment Management window.
[ (NTPC] Enhanced Note - *
File Edit Tools Additional Help sa NWT Power Corporation 2021-12-22
506030 0000-00-00 12:00:00 4M | category Filter Show Al Show Al
~
There is no note history for this record
w
ﬂ; @ Aftach Delete
Mo Category ~ | Mo Subcategory

[] Email
[ A=sign Task to

L

Use Due Date

‘Wednesday, December 22

10
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Click the Attach button. Browse and select the file to attach.

m [NTPC] Document Attachment Management - NTPC (sa) - e

O @ afle

QK Additional File Tools | Help
- - - -
Actions _ Addit File | Tool | Help |
Recard Tupe: | Mate |
Record Number | 00022483 |

File Attachments:

Active  |Deleted |

v
| Preview || S IH Attach I |

Add an optional description. Click OK.

Preview an attachment by clicking on an attachment in the grid and clicking Preview.

m [NTPC] Document Attachment Management - NTPC (sa) — X

O * =i e

OK Additicnal File Tools | Help

Actions | Additional File Tools | Help |
Record Type: ‘ Note ‘
Record Number: 00022483 |

File: Attachments:
Active  |Deleted |

20211222 11:06:25 At

Add a description here

I Breview |I el || Attach |
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5. Delete an attachment by selecting an attachment in the grid and clicking the Delete icon.
File Attachments:
Active  |Deleted |
| D File Mame D ate < Time U zer Origiry B &
Diezcription =
g - P-L 20211222 11015 48M | 2a HOTES

OR Right click on a row and select Delete Row.

Deleted Attachments are just moved to the Deleted tab and are never permanently delete.
File Attachments:

Active ||Deleted J

| D File Mame Date ¥ Time ser Origin B &

Diezcription =
] P 2 2021-12-22 1110715 4M | za MOTES ~

6. You can tell if a Note has an attachment as the icon will display differently.

(]

Printing Enhanced Notes
A full print of the notes is available.

Use the Print button in the notes window to print the full notes history.

[NTPC] Enhanced Note - X
File Edit Tools Additional Help Debug sa NWT Power Corporation 12/22/2021

503335 12/21/2021 348552 PM | Category Filter Show Al v | Show Al

S * [Leah Pret 12212021 33PM o K °

Last modified by Leah Plett 12/21/2021 3:48 PM

this iz a note with an attachment
this iz edited

SYS-Req - SQUDynamics 12212021 323PM i K

Tasks forthis note are due 12/23/2021.

This is a test
v
35; h 1] Altach Delete
SY5-Req - SQLDynamics 10192021 426PM ' ¥
Mo Category v | No Subcategory HR
[] Email test
[] Assign Task to w
v
Use Due Date ‘Wednesday, December 22, 20 P >
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m Screen Qutput - Enhanced Notes

- O X

File Edit Tools Find Help Debug sa NWT Power Corporation 12/22/2021
o Pt =] SendTo W]  Modiy Completed 1 Page Page 1
Company: NWT Power Corporation Page:1l "
System: 12/22/20213:58:56 PM User ID: SYS-Reg - §
User Date: 12/22/2021
RECORD NOTES REFORT

Note ID: 503335

Created By: Leah Plett 12/21/2021 3:37:01 PM
Category:

Sub Category:

this is a note with an attachment

this is edited

Created By: SY5-Reqg - SQL/Dynamic 12/21/2021 3:23:37 EM
Category:

Sub Category:

This is a test

Created By: 5¥YS-Reqg - SQL/Dynamic 10/1%/2021 4:26:30 PM
Category: HR

Sub Category:

test
Created By: 8YS-Req - SQL/Dynamic 10/18/2021 4:25:35 pM

Category: HE
Sub Category:

test
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