
      Tips ‘n’ Tr icks from  Alt ico 

 

 

There are dozens of lit t le t ips and t r icks for using your 

Microsoft  Dynam ics GP system  that  can m ake your life ever so 

m uch easier.  We’ll be br inging you a new t ip every m onth in 

the hope that  you find them  useful.   

 

 

The resident  Alt ico wizard presents your Septem ber 2006 t ip:  

 

Build I nform at ion Lookups 

Learn bet ter search m ethods in Microsoft  Dynam ics GP to m ake sure you can 

find the inform at ion you need.  When it  com es to t racking down inform at ion, 

Microsoft  Dynam ics GP offers a wide range of search opt ions. For exam ple, 

you can set  up different  Advanced Lookups to search vendors or custom ers 

by ZI P code or phone num ber. Or you can build yourself a “ favorite”  search. 

Here’s how.  

 

For Advanced Lookups, follow these steps:   

• Go to Tools >  Setup >  Com pany >  Advanced Lookups.  

• For each available lookup, you can select  four addit ional search 

cr iter ia. For exam ple, you can choose to search vendors by city or 

phone num ber, or search custom ers by contact  nam e.  

• These Advanced Lookups are accessible via the selected lookup 

window (e.g., clicking the Vendor I D lookup on the Vendor 

Maintenance card accesses the Vendors lookup window) .  

• When you are in the lookup window, click Addit ional Sorts ( in the 

header of the vendor list )  to access Advanced Lookups. 

 

To set  up search capabilit ies in Sm artList  Favorites, follow these steps:  

 

• Go to View >  Sm artList .  

 

• Select  the appropriate Sm artList  for your lookup ( for exam ple, the 

Vendors Sm artList  can be used in the Vendors lookup) .  

 

• Use the Colum ns icon to cont rol the colum ns displayed in the 

Sm art list  and the Search icon to rest r ict  the results ( for exam ple, 

creat ing a Sm artList  that  only shows 1099 vendors) .  

 



• Once these two param eters have been defined, click Favorites to 

nam e and save the Favorite.  

• You can now use the Favorite, accessible from  the m enu of the 

Sm artList  page, to locate the record you wish to view.  

 

• You can then use the Go To but ton in the upper r ight  corner of 

Sm artList  to access windows and inquir ies related to the selected 

record. The Favorite can also be used in conjunct ion with a lookup 

throughout  the system .  

 

• To use the Favorite with a lookup, sim ply click the Views m enu in 

the lookup, then click Favorites and select  the Favorite.  

 

• The lookup will be rest r icted to the search cr iter ia defined in the 

Favorite, and you can perform  a secondary search within the 

returned results.  

 

*  *  *  

 

I ’m  NOT the resident  wizard, but  be that  as it  m ay, you’re welcom e to 

channel your quest ions through m e. 

 

Yours, 

 

Marcia Nita Doron 

Market ing Director 

Alt ico Advisors 

2 Mount  Royal Avenue, Suite 410 

Marlborough, MA 01752 

508-485-5588 x107 

m doron@alt icoadvisors.com  

www.alt icoadvisors.com  

 

 

  

 


