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About This Guide

This guide is intended for SyteLine 9.00 and Infor CloudSuite users who also work in one or more
Microsoft Office products and want to share information between Infor CloudSuite and the Office
product.

Note: The latest version (9.01) of the Microsoft Add-Ins for Excel and Project is backwards
compatible to version 9.00. Version 9.00 still had the name SyteLine. Beginning with 9.00.20, the
name was changed to Infor CloudSuite. This document uses the Infor CloudSuite name throughout,
but you can use it for those two add-ins with the 9.00 version of SyteLine. The Outlook add-in requires
Infor CloudSuite 9.01.

Infor CloudSuite integrates with Microsoft Excel, Microsoft Outlook, and Microsoft Project. Each of
these integrations requires some installation and configuration, which is described in the individual
sections of this guide.

The integration also includes a "search" Web service, so that you can search for related Infor
CloudSuite data from any Office application’s Research task pane. This integration, which does not
require any installation but does require registration of the service, is described in a section of this
guide.

The requirements (prerequisites) for integration with each product are described in the appropriate
sections.

Installation files

All of the files that are required to install these Office add-ins are included in the
InforCloudSuiteOfficelntegrations[version].zip file, where version is the latest version. You can
download this file from our Product Download Center, which you can access through the
InforXtreme.com support site. For instructions to install and configure each of the add-ins, see the
appropriate chapter in this guide.
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About This Guide

Contacting Infor

If you have questions about Infor products, go to the Infor Xtreme Support portal at http://
www.infor.com/inforxtreme.

If we update this document after the product release, we will post the new version on this Web site.
We recommend that you check this Web site periodically for updated documentation.

If you have comments about Infor documentation, contact documentation@infor.com.
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Chapter 1: Excel-Based Toolset for

Financial Reporting

This section describes how to install, set up, and use the Excel-based Toolset for Financial Reporting.

Requirements

e Microsoft Excel version 2010 or 2013.

e The latest Windows and Office Updates.

e Ability to connect to Infor CloudSuite ERP database server.

e The Period Sorting method 1 and 2 must exist in Infor CloudSuite ERP, and the Index is active for

both.

If you use the drill-down functionality and choose to have the data displayed in an Infor
CloudSuite form, and a separate Infor CloudSuite session is open at the same time, you must
have a concurrent license. If you don’t have a concurrent license, you can still operate in the
given scenario if you have two User IDs; one for Infor CloudSuite and the other to use in the
drilldown from Excel.

Using Infor CloudSuite forms for drilldown is subject to certain conditions. If you choose to show
data in an Infor CloudSuite form, the forms that open are standard forms rendered on a Web
Browser. This feature is available only when the Web Client framework is installed and configured
on the utility/webserver. The add-in must know the details of the utility server, and this must be
configured prior to using this feature. See the Infor CloudSuite Installation Guide for information
on how to install and configure the Web Client.

Note: Drill-down data can be displayed on a new Excel Worksheet without the above drill-down
requirements.

Recommendations

Use absolute cell references instead of relative cell references for faster performance.
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Turn off the automatic calculations for better performance. This is most important when using a
large spreadsheet with lots of complex calculations. Press the F9 key in Excel to perform the
calculations on demand when automatic calculations is off, or use CTRL+ALT+F9 to calculate all
formulas in all open workbooks. To set the calculations to manual, choose Tools > Options and
then click the Calculations tab. Set the calculation to Manual. See the help in Microsoft Excel for
all recalculating options.

Turn on caching and use populate cache whenever possible. This is a performance
recommendation.

Be careful when using cell references, especially as they relate to dates. For example, a cell may
contain an actual value like "10/14/2016", which is formatted as "2016-10-14". When you use this
cell as a reference in GL functions, Excel sends the actual value "10/14/2016" instead of the
formatted value "2016-10-14".

List separator

The examples in this guide use a comma (,) as a list separator. You may be using a different
character as a list separator. Excel uses the default list separator from your operating system’s
Region and Language settings (the name of which is slightly different in different versions of
Windows), and different areas of the world have different default list separators.

Install the Tool

Note: You may need administrator privileges to install the add-in.

This tool comes bundled with other Microsoft Office Add-Ins in a zip file. The zip file is named
InforCloudSuiteOfficelntegrations[version].zip.

1

Download the InforCloudSuiteOfficelntegrations[version].zip file from the Product Downloads
site. From within that zip file, copy InforCloudSuiteExcelAddIn.exe to the computer on which
you want to use this tool. If you are installing into Excel 64-bit, copy
InforCloudSuiteExcelAddIn64.exe. The computer to which you copy the file must be a client
machine.
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2 Launch either InforCloudSuiteExcelAddIn.exe or InforCloudSuiteExcelAddin64.exe
depending on the criteria mentioned in step 1 above. The Infor CloudSuite Financial Reporting
Tool Excel Add-In screen is displayed.

Elnfur CloudSuite Financial Reporting Tool Excel Add-In - InstallShield Wizard

Remove Installation Files % i
Do wou wank ko remove the Files used ko perform the
installation? ‘ i,

Urpack the files used to perfomn the installation to a temparany location, and
tamatically remove these files after the setup is completed. Select this option if wou?
iare not planning ko run the setup again |ater.

= Unpack the files used to parform the installation to the location specified below, and
don't removwe these files after the getup iz completed. Select thiz option if vou are
planning to run the setup again at a later time. |f the specified folder location does not
exist, it will be created automatically.

Save filez in folder:;
C:Program Files [«BE]\ nfarCloudSuiteE sceldddin

Chanage... |

To continue, click Mest.

= Back I Tk = I Zancel |

Imstallshield

3 When asked whether to remove the installation files, read the instructions and select an option.

e The first option allows the setup to choose the folder where it will unpack the installation files.
This can cause an error if you do not have appropriate permissions on the selected folder.

e The second option is recommended, because you can specify a folder that has appropriate
permissions.

4 Click Next. The Welcome screen is displayed.
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5 Click Next. The Select Installation Folder screen is displayed.
rﬁ Infor CloudSuite Financial Reporting Tool Excel Add-In EI [=] @

Select Installation Folder |—

The installer will install Infor CloudSuite Financial Reporting Tool Excel Add-In ta the following falder.

Tainztal in this falder, chick "Mext”. To install to a different folder, enter it below or click "Browse".

Folder:

C:Program Files [«86)\nfor Global Solutionz\Infar ClaudSuite Financi. Browse...
Dizk Cost...

Install Infor CloudSuite Financial Reporting Tool Bxcel Add-In for yourself, or for anyone who uses
this computer:

Everyone

@ Just me

| Cancel | | < Back | [ Mewt »

»

Accept the default folder for installation or Browse to another folder.

~

Set the availability of the tool to just you or to anyone who has access to the computer it is being
installed on.

8 Click the Disk Cost button to see the space available on all available drives.

9 Click Next. The Confirm Installation screen is displayed.

10 Click Next to start the installation.

11 When the installation is complete, the Installation Complete screen is displayed.
12 Click Close to close the wizard.

13 Check the installation folder that you chose earlier to ensure .dll files have been installed. Provide
read-write permission to this folder. The add-in needs to create an XML file that is required for
some functionality.

Setting up the Tool

Now that the tool is installed, you must set up the tool to work with your environment.

Note: If, after following the directions in this section, you notice that the Infor CloudSuite functions are
not available, perform the following steps:

e Disable all third-party Add-ins (do NOT remove them) from Excel. Do not disable the Infor
CloudSuite Add-in.
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Open Microsoft Excel.

Select the Infor CloudSuite menu.

Ed

FILE HOME

0 ? =

Report
Helper Wizard
Helper

Version GL
Info

Infor CloudsSuite

INSERT

PAGE LAYOUT

-]

COA Drill-
Dimension  Down -
Drill Down

FORMULAS

REVIEW
=€ - [BIQ
Associate Site  Populate  Clear
To Workbook ~ Cache  Cache

Action

DATA

Close and restart Excel. You should now see the Infor CloudSuite functions.
Enable the third-party Add-ins that you disabled.

VIEW | INFOR CLOUDSUITE

&

Setup

Site  |OH
Period |4
Year 2015

- Q Query -l 1 6o

FSB Name
Parameters

Infor CloudSuite Setup Query

Note: You must use your operating system’s uninstall process to remove the tool once it is

installed.

The toolbar contains the following fields and buttons:

Version Info: Click this button to see the version of the Infor CloudSuite Excel Add-In, the

version of Infor CloudSuite that is compatible with this version of the Add-In, the version of
Excel, and the version of Infor CloudSuite you are connected to (if you are connected).

Site: Use this field to select the desired site.
Period: Use this field to select the desired period. The period value shows the current period

of the default site. You can change the period here. The default value is shown whenever you
change the value in the site field.

Year: Use this field to select the year. The year value shows the current fiscal year of the

default site. You can change the year here. The default value is shown whenever you change
the value in the site field.

Query Command

GET ALL CODES

GET ASSET CODES

GET LIABILITY CODES

GET REVENUE CODES

GET EXPENSE CODES

GET EQUITY CODES

GET CODES STARTING WITH

GET CODES ENDING WITH

GET DESCRIPTION STARTING
WITH

GET DESCRIPTION ENDING
WITH

GET DESCRIPTION CONTAINS

Query: This field lists all the possible queries. See the list below:

Description

Returns all codes from the COA

Returns all codes with type Asset

Returns all codes with type Liability
Returns all codes with type Revenue
Returns all codes with type Expense
Returns all codes with type Owner's Equity

Returns all codes staring with a given pattern
Example: GET CODES STARTING WITH 1005*

Returns all codes ending with a given pattern
Example: GET CODES ENDING WITH *100

Returns all codes whose associated description start with the
given pattern
Example: GET DESCRIPTION STARTING WITH Cash

Returns all codes whose associated description end with the
given pattern

Example: GET DESCRIPTION ENDING WITH "Discount"
Returns all codes whose associated description contains a

given pattern
Example: GET DESCRIPTION CONTAINS Inventory
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Query Command
GET UNITCODE {1..4} FOR

GET CURRENT ASSESTS
GET NONCURRENT ASSETS
GET CURRENT LIABILITIES

GET
NONCURRENTLIABILITIES

GET EQUITY(AC)
GET REVENUE

GET COST OF SALES

GET OPERATING EXPENSE

GET DEPRECIATION AND
AMORTIZATION EXPENSE

GET INTEREST INCOME
EXPENSE

GET NON-OPERATING
INCOME EXPENSE

GET TAX EXPENSE

Description

Returns unit codes for the given account

Example: GET UNIT CODE 1 FOR 102000 (Returns all the
unit codes 1 for account code 102000)

GET UNIT CODE 4 FOR 504000 (Returns all the unit codes
4 for account code 504000).

Return all codes with Account Class 'Current Assets'
Return all codes with Account Class 'Noncurrent Assets'
Return all codes with Account Class 'Current Liabilities'
Return all codes with Account Class 'Noncurrent Liabilities'

Return all codes with Account Class 'Equity’

Return all codes with Account Class 'Revenue’

Return all codes with Account Class 'Cost of Sales'
Return all codes with Account Class 'Operating Expense'

Return all codes with Account Class 'Depreciation and
Amortization Expense'

Return all codes with Account Class 'Interest Income
Expense'

Return all codes with Account Class 'Non Operating Income
Expense'

Return all codes with Account Class 'Tax Expense'

e ! Go - Use this button to execute your chosen query.

Note: If you select a query command that requires extra input, the Search String field displays
as in this example:

Q, Query |GET DESCRIPTION CONTAINS -1 Go
Search String cash
Query

e Setup: Click this button to set up your company information as detailed in the next step.

3 While viewing the Infor CloudSuite Add-In (on the Infor CloudSuite menu), click Setup and then
Setup Company.
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4 The Infor CloudSuite GL Setup window is displayed.

2 [nfor CloudSuite GL Setup & ﬁ

Infor CloudSute Conmechon |General | Reporting Pack |

Connection Mode
(" Direct Conmection ® |DOWeb Service

Direct Conneclion

ServerMame  [gervengi9n

DE Mame |db_narne

User D [gqlusm

Password |m< v

10O Web Service

End Point |nr_'|:| [l{semnerIDORequestService/ConfigSenverasps

Actire Configs » M a
» OH
cA -
Default Config |DH ﬂ

[* Use Workstation Login

Infor CloudSuite UsarID [5luse

Password |

LI T

5 Click the Infor CloudSuite Connection tab.There are two ways to use the information on this
tab. Either choose the Direct Connection option or the IDO Web Service option.

e Direct Connection: If you select this option, the Direct Connection area of the window
becomes enabled. Select this option if you plan to have a direct (non-web) connection to
the database. If you choose this option, jump to step 6.

e IDO Web Service: If you select this option, the IDO Web Service area of the window
becomes enabled. Select this option if you plan to use a URL to connect to the database.
If you choose this option, jump to step 7.

6 For the Direct Connection, provide the following information:

e Server Name: Enter the name of the server where the data you want to see resides. If you
have an instance also, provide that with the following syntax - servernamel\instance.

e DB Name: Enter the database name that contains the data you want to see.

e User ID: Enter the user ID for the database.

e Password: Enter the password associated with the user ID you supplied.

7 For the IDO Web Service, provide the following information:

e End Point: This is the URL address of IDO Web service. Use the following syntax: http://
utilityorwebservername/IDORequestService/IDOWebService.asmx
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e Active Configs: This is a list of check boxes that displays all available configurations
retrieved from the given End Point. This list may contain configuration for the test environment
or multiple configurations pointing to the same Site.

You must select at least one configuration from the list. The selected Config(s) is used to
retrieve the Site name that is available for selection from the Tool Bar within Excel.

e Default Config: This is the default site that is used when no Site name is explicitly provided
as a parameter. You can select the Default Config from the drop-down list. This list is
populated based on the selected items in the Active Config field.

e Use Workstation Login: Select this check box use use the workstation login. If selected, the
Infor CloudSuite User ID and Password fields are disabled.

e Infor CloudSuite User ID: This is a valid Infor CloudSuite User ID.

e Password: This is the password for the Infor CloudSuite User ID you provided.

Note: In order to use the IDO Web Service, a SyteLine user must be assigned a
SyteLineAutomation license. An Infor CloudSuite Industrial user must be assigned the

Automation license. For more information about this license type, see the Infor CloudSuite
Industrial Licensing guide.

On the Object Authorizations for User form in Infor CloudSuite, these privileges must be
granted for any user who wishes to use the IDO web service.
e set Object Type to MIDDLEWARE
e set Execute Privilege to Granted
e set Read Privilege to Granted
e set Object Name for each of these (you have to do them one at a time): SLPertots,
SLLedgers, SLPoVchs, SLInvitemAlls
8 Click the General tab.
Infor CloudSuite GL Setup =] B3

Infor CloudSuite Connection  General | Fieporting F'ac:kl

Performance Caching and Event Logging

" Enable Logging
[" Enable Caching

Fiefrezh string walues from Infor CloudSuite Refresh |

Crilldown details can be rendered on a Infor CloudSuite Web
Faorm. Enter the intemet address of the ‘Web Server where the
Infor CloudSuite ‘web rendering client iz installed:

web Service Client URL:

Infor CloudSuite form can be rendered on an external Browser or
an embedded Farm within Excel

[ Display inside the default Browser

Image Location for Report Templates

oK Cancel
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e Enable Logging - Select or clear the Enable Logging check box. Query execution details
and error log, if any, are logged into the System Event Log if you check this check box. The
event log is named "Infor Global Solutions - Infor CloudSuite", and the entries are logged with
the source name "InforCloudSuiteGL Excel Add-Ins". Use Windows Event Viewer to access
these logs.

In order to write to the event log, you must have the read and write permission in the registry
for:

HKEY_LOCAL_MACHINE\SYSTEM\CurrentControlSet\services\eventlog\Application
HKEY_LOCAL_MACHINE\SYSTEM\CurrentControlSet\services\eventlog\Security
HKEY_LOCAL_MACHINE\SYSTEM\CurrentControlSef\services\eventlog

Note: The Enable Logging should be enabled only for troubleshooting purposes. Turn it off when
the troubleshooting is complete.

The Add-ins creates an Event Log one time and writes entries into the log when Event
Logging is enabled. However, the event log creation may fail if you do not have administrator
privileges to create one. So, we recommend that you run EXCEL in Admin mode at least once
to create the Event Log. A standard user can read or write into an Event log unless there are
special security settings that prevent doing so.

To run Excel in Admin mode:
a.Click the Windows Start Button.
b.Type "Excel".

c.Press SHIFT + CTRL + ENTER.

e Enable Caching: Select or clear the Enable Caching check box. If this field is cleared,
caching is enabled only for the current session when activated by selecting 'Populate Cache'
from the Toolbar menu. If you want to enable caching every time you work with GL functions,
select this field.

e Web Service Client URL: If you plan to view drilldown details on an Infor CloudSuite form,
enter the internet address of the Web Server where the Web Client is installed. The syntax is
http://servername/WSWebClient/Default.aspx.

e Display inside the default Browser: Select this check box to display the Infor CloudSuite
form in your default browser. If you clear this check box, the form is displayed as an
embedded form in Excel.

e Image Location for Report Templates: Enter the name or browse to the name of the folder
where you store images for the report templates. If you aren’t using the report templates, you
can leave this field blank.
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9 If you plan to use the Chinese Reporting Pack, click the Reporting Pack tab; otherwise, skip to
Step 13.

Infor CloudSuite GL Setup =] B3

Infor CloudSuite Eonnectionl General Reporting Pack. |

Select the Reporting Templates you may want to uge from the available list.
The Standard Templates are selected by default and cannot be removed.

[wl Standard Reporting Templates
[[] Chinese Reporting Templates

Select a default Reporting Pack when you have selected more than one
from the above.

Default Reporting Pack j

oK | Cancel |

10 Select the Chinese Reporting Templates check box. You should also select the Standard
Reporting Templates check box.

11 Select a default reporting pack from the drop down list.
12 Click OK.

13 Restart Excel after making any changes in the Infor CloudSuite GL Setup window.

Using the Tool

Now that the tool has been installed and set up, you can use it.

GL Helper

The GL Helper is a learning tool for beginning users that helps them become familiar with the way the
Excel-Based Toolset for Financial Reporting tool works. It helps the user build formulas.

1 Click the GL Helper button on the Infor CloudSuite toolbar.
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2 The GL Function Helper screen is displayed.

a5l GL Function Helper =ARC X

Chart of Account Parameters

Start Account Code 5

[10000 ~] Site 1752 =~

End Account Code Period | =l
|32000 -] Yesr 2012 -

¥ Use Cell Reference ¥ Use Dynamic Parameters
Selected ltemis)

Account Code Description

Period Plan Total Period Balance Total

¥TD Plan Total Period Budget Total

YTD Bal Tatal
Y1B Balance Tos

Generate Close

b

3 Provide the following information:

Chart of Account: The accounts in the two drop-down fields default from the from the site
selected in the Site field. Choose the range of accounts. Select the Use Cell Reference
check box to use the cell reference of the account code instead of the actual code; see

example below.

B2 ~ _t;,[ =SLDESC(A2) ] laz v Ix I:smssq"mooo"} |
A B K A 8 c
1 1
2 10000]Cash 2 10000 Cash
1 L]
3
When cell reference is used When cell reference is not used
Parameters:

e Site: Select a Site from the drop-down. The default site comes from the Site selected from
the Excel Toolbar. The Start Account Code, End Account Code, and Year fields are
updated when you change the site.

e Period: Select the period that will be used in the formula

e Year: Select the fiscal-year that will be used in the formula
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e Use Dynamic Parameters: Select this check box to make the report more interactive by
using the selectable parameters list. Period, Fiscal Year, and Site are added to the top of
the spreadsheet, each with a selectable drop-down list; see example below.

Period, Fiscal Year and Site Parameters
B3 Jfe| OH inserted as selectable drop-down list

A v
Period 12
_Fiscal Year 2007

1
2
3 site [or E
4
5

e Selected Item(s): This area is divided into two panes. The left pane includes items that are
NOT selected. The right pane includes items that ARE selected. You have to select an item
and click one of the arrows (either pointing left or right) to get the item into the pane you want.
By default, all items are in the left (unselected) pane. Move the items you want to be in the
right (selected) pane.

Description of the items:

Item Description

Account Code Insert Account code as text.

Description Insert SLDESC function to retrieve the Account Name.
Examples:
=SLDESC("10000")
=SLDESC(A1)

Period Balance Total Insert SLGL function to retrieve the period total for the
selected Period and Fiscal Year.

Examples:
=SLGL("10000",7,2011, "A")
=SLGL(A1, $B$1, $B$2, "A")
Period Budget Total Insert SLGL function to retrieve the Budget amount for the
selected Period and Fiscal Year.

Examples:
=SLGL("10000",7,2011, "B")
=SLGL(A1, $B%$1, $B$2, "B")
Period Plan Total Insert SLGL function to retrieve the Plan amount for the
selected Period and Fiscal Year.

Examples:
=SLGL("10000",7,2011, "P")
=SLGL(A1, $B$1, $B$2, "P")
YTD Balance Total Insert SLGL function to retrieve the balance as of the
selected Period and Fiscal Year.

Examples:
=SLGLBAL("10000",7,2011, "A")
=SLGLBAL(A1, $B$1, $B$2, "A")
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Item Description

YTD Budget Total Insert SLGL function to retrieve the Budget amount as of the
selected Period and Fiscal Year.
Examples:
=SLGLBAL("10000",7,2011, "B")
=SLGLBAL(A1, $B%1, $B%$2, "B")

YTD Plan Total Insert SLGL function to retrieve the Plan amount as of the
selected Period and Fiscal Year.

Examples:
=SLGLBAL("10000",7,2011, "P")
=SLGLBAL(A1, $B%$1, $B%2, "P")

4  Click the Generate button. The following is an example of the result.

. v ° X « f| =SLGL("10000",$B$1,5852,"A", $BS3)

A B C D
1 Period [ 12]
2 Fiscal Year 2007
3 |Site OH
il
5 10000 Cash |=SLGL{"1000O",SBSl,S| 1072062.77
6 10100 Petty Cash 0 500
7 11000 Accounts Receivable -543249.67 1744584.87
8 11100 Allowance for Bad Debts 0 -10000
9 11500 Employee Loan Receivables -225 -225
10 11600 AP Deposit 0 0
11 11700 Unrealized Gain 0 0
12 11710 A/R Unrealized Offset 0 0
13 12100 Raw Material Inventory 0 15121.36
14 12110 Component Part Inventory 0 21712.22

Using COA Dimension

Use the COA Dimension feature to retrieve COA Dimension and attributes directly into Excel
Worksheet. This feature is not available for customers on the Cloud or for any client useing IDO Web
Services for back-end connection.

1 Click COA Dimension in the Infor CloudSuite toolbar.
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2 This screen is displayed:

r

@5' Chart of Accounts Dimension Details — =] i:h

Chart of Account Parameters

Account Code

Sit OH
[10100 ~] ' ~
Dimension Renodiy4 :Iv
-] Year 2015 h
Selected Attribute(s)
Ledger Transaction Date Year -

Ledger Transaction Date Period
Customer Number

Customer Type

Customer Sales Person
Customer End User Type
Customer SIC Code

Customer Territory Code
Customer Name

Customer City

Customer State

Customer Zip Code

Customer County

Customer Country

Customer Corporate Account -

m

HE

=

<

Generate Close

3 Specify:
e Account Code: The account code comes from the dimension subscriber table, so this drop-
down lists only those COA codes which have a dimension defined for it.
Dimension: This is a list of dimensions associated with the selected account code.
Site: Select a site. The Year field is re-populated when the site selection changes.
Period: Select the period to be used to filter the dimension data.
Year: Select fiscal year to be used in the filter.

4 Use the move buttons to add or remove desired selected attributes to the left panel.

5 Click Generate.

Using the Report Wizard

The Report Wizard is a simple step method used to generate various financial reports on the fly by
using the GL function to retrieve data from the selected site.

1 Click Report Wizard in the Infor CloudSuite toolbar.
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2 This screen is displayed.

[ a5 Report Wizard l =] |& ]

Reporting Pack

Select a Reparting Pack Standard Reporting Templates ﬂ

Report Parameters

Report Template |F‘roﬁt and Loss Statement ﬂ
Site |OH v | Currency |[CAD |
Period |4 ﬂ ESE | ﬂ

Year 2015 ~|

[ Use Dynamic Parameters
[ Include Zero Balance

[ Use Expense-to-Revenue

Generate Close

A4

b

3 Provide this information:

e Select a Reporting Pack: Select either Standard or Chinese.

e Report Template: There are four financial report templates available for selection if you use
the standard reporting pack. The templates are Balance Sheet By Type, Balance Sheet By
Account Class, Trial Balance, and Profit and Loss Statement. Select the template that you
want to use. There are also four financial report templates avalable for selection if you use the
Chinese reporting pack. The templates are Income Statement, Balance Sheet, Statement of
Cash Flow, and Statement of Changes in Equity Report. Select the template that you want to
use.

e Site: Select a site. This default site name comes from the site selected on the Excel toolbar.
The Year field is updated when the site changes.

e Period: Select the period that will be used in the formula.
e Year: Select the fiscal year that will be used in the formula.

e Currency: If you select a currency, the report is formatted to use the GL function with a
currency parameter. The G/L balances are converted to the selected currency when the
currency parameter is supplied to the function. The currency selection is not visible for the
Chinese Reporting Pack or for the Trial Balance from the Standard Reporting Template.
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e FSB: This field provides a list of FSB names that is populated each time a different site is
selected. Selection of FSB is optional. The primary GL is used when no FSB is selected.

e Use Dynamic Parameters: Select this check box to make the report interactive. When
selected, Period, Year, and Site are added to the top of the report, each with a selectable
drop-down list. Choose an option in the drop-down list, and the data in the report changes.

e Include Zero Balance: This check box does not display if using the Chinese Reporting Pack
and Income Statement is selected as the report template. Otherwise, if this check box is
cleared, the tool removes GL accounts that have zero balances for the selected period and
fiscal-year. Select this check box if you want to include zero-balance accounts.

4 Click Generate. The report is generated. The following is an example of the Balance Sheet By
Type report.

Progressive Cycles OH Site
1 Period
2010 Fiscal Year
ASSETS
10000 Cash 2,002,997.90
10100 Petty Cash 500.00
11000 Accounts Receivable 1,082,087.81
11100 Allowance for Bad Debts 10000
11500 Employee Loan Receivables 225
12100 Raw Material Inventory 15,121.36
12110 Component Part Inventory 21,712.22
12260 WIP Material 312,664.25
12262 WIP Labor 3,266.68
12264 WIP Fixed Overhead 2.6R5.33
L£HIU WIEUILAIE 1dA FdydUe-CHHPIuyee LIUUD.20
22500 FUI Tax Payable 1329.78
22700 5UI Tax Payable 1040.98
23000 Garnish Deductions Payable 50
23100 Charitable Contribution Payable 505
23200 Pension Payable 79906.41
23500 Co-Paid Insurance 25.98
23600 Retirement Contribution Payable 7811.24
23700 Health Insurance Liability 24730.1
25000 Motes Payable-Long Term 3470577.79
26000 AR Deposit 17200
OWNER'S EQUITY
30000 Common Stock 500000
31000 Additional Paid In Capital 515190
32000 Retained Earnings
{Estimated P/L
5,740,717.06  8,740,717.06
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Report Template Details

There are 4 report templates if you use the standard reporting pack: Balance Sheet by Type, Balance
Sheet by Account Class, Trial Balance, and Profit and Loss Statement.

Balance Sheet by Type: This report, grouped by the Type column from the Chart of Accounts, has
Account Code and the SLDESC function to retrieve the description, and either the SLGLBAL or the
SLNGLBAL function to retrieve the balance amount. The Site, Period, and Year have a selectable
drop-down list, so you can easily change the data that displays in the report. The difference between
revenue and expenditure is added to the bottom of the Balance Sheet with a title of Estimated P/L.
The argument value of the GL function uses absolute cell reference for Site, Period, and Year, and
relative cell references for account code, when the Use Dynamic Parameters is checked in the Report
Wizard. The estimated P/L is calculated using the End of Period rate.

Balance Sheet by Account Class: This report is the same as Balance Sheet by Type except that the
grouping is performed based on Account Class.

Trial Balance: This report is set up with the use of an extra drop down list field on the Report Wizard.
When you select Trial Balance as the Report Template, the Income Summary Account field is

displayed.
85 Report Wizard lﬁ

Reporting Pack

Select a Reporting Pack Standard Reporting Templates _V_]

Report Parameters

Report Template il Balance| =]
Site |OH -]

Period |5 -] FSB -]
Year [0 7]

Income Summary - I

Account
[ Use Dynamic Parameters

[~ Include Zero Balance

Generate | Close ’

V.

LS

This report is grouped by Account Class. It includes account codes with type Assets, Liabilities,
Owners' Equity, Revenue and Expense. The closing amount, which may be already part of Retained
Earnings, may cause a non-balanced debit and credit totals. To avoid this, the closing balance must
be subtracted from the Retained Earnings account. Since the SL doesn’t keep the Income Summary
account while performing the Year-end closing activities, the Add-in requires you to select the same
prior to generating the Trial Balance. The Income Summary Account field only displays account
codes with the type ‘Owners Equity’.

The closing summary amount is calculated as:
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SLPL(12, 2012, "OH", "Y") - SLPL(12, 2012, "OH", "N")

Profit and Loss Statement: This report is set up with the use of an extra check box on the Report
Wizard. When you select Profit and Loss Statement as the Report Template, the Use Expense-to-
Revenue check box is displayed.

If you select the Use Expense-to-Revenue check box, the period total and YTD total percentage is
calculated by dividing an individual expense by total revenue. If this check box is cleared, the
percentage is calculated by dividing an individual expense amount by total expense.

This report includes items from revenue and expenditure type accounts. You must assign the
appropriate Account Class to your chart of accounts code to generate this statement. The report is
formatted in the following order:

Revenue and Group Total

Cost of Sales and Group Total

Gross Profit. Calculated : Revenue - COS

Operating Expense and Group Total

Profit from Operations. Calculated: GP - Operation Total

Interest Income Expense and Group Total

Non-Operating Income Expense and Group Total

Depreciation and Amortization Expense and Group Total

Profit before Tax Expense. Calculated: GP - Total Expense (without Tax)

Tax Expense and Group Total

Net Profit Calculated: GP - Total Expense
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Here is an example of the Profit and Loss Statement:

Company

Account Description

REVENUE

4000 Sales

4100 Returns & Allowances
TOTAL REVENUE

COST OF SALES

4500 COGS Material

4501 COGS Labor

4502 COGS Fixed Overhead

4504 COGS Outside Services
TOTAL COST OF SALES
GROSS PROFIT

OPERATING EXPENSE

5000 Wages

5001 Indirect Labor

5002 Holiday Pay

Prev.Period

9,822,028.24
-136,759.53
9,685,278.71

2,772,168.88
570,910.11
1,366,830.92
359,415.27
5,069,325.18

4,615,953.53

195,078.76
279,706.84
70,000.00

A ————

OH Site
[ 4 5 Period
I 2015 2015 Fiscal Year
CAD Currency
Period % Sales Prev.Year YTD % Sales
15,000.00 100.0 41,240,525.50 38,031,530.87 102.1
0.00 0.0 -605,333.86 -795,016.94 -2.1
15,000.00 100.0 40,635,191.64 37,236,513.93 100.0
509,979.06 47.4 11,886,207.75 11,447,450.30 53.4
145,222.08 13.5 2,602,925.69 2,477,823.66 116
340,396.76 317 5,852,237.45 5,952,306.42 27.8
79,553.45 7.4 1,553,404.16 1,546,828.62 7.2
1,075,151.35 100.0 21,894,775.05 21,424,449.00 100.0
-1,060,151.35 18,740,416.59 15,812,064.93
0.00 - 1,128,393.64 966,323.98 15
0.00 - 1,573,253.34 1,233,742.99 2.0
0.00 - 410,000.00 340,000.00 0.5

7008 Exceptional Expense 0.00 0.00 - 0.00 60,342,249.79 95.6
TOTAL OPERATING EXPENSE 624,061.07 -10,889.83 0.0 3,670,833.35 63,140,866.86 100.0
Profit from Operation 3,991,892.46 -1,049,261.52 15,069,583.24 -47,328,801.93

DEPRECIATION AND AMORTIZATION EXPEPR

6720 Depreciation 52,229.66 0.00 - 248,274.39 254,936.31 100.0
TOTAL DEPRECIATION AND AN 52,229.66 0.00 0.0 248,274.39 254,936.31 100.0
Profit before Tax Expense 3,939,662.80 -1,049,261.52 14,821,308.85 -47,583,738.24

TAX EXPENSE

6003 Payroll Tax 39,453.91 9.43 - 212,519.44 204,333.48 810

6100 Taxes - Purchases 8,486.80 -360.20 - 72,565.56 37,191.04 14.7

6101 Taxes - Real Estate 2,000.00 0.00 - 12,750.00 10,750.00 4.3
TOTAL TAX EXPENSE 49,940.71 -350.77 0.0 297,835.00 252,274.52 100.0
NET PROFIT 3,889,722.09 -1,048,910.75 14,523,473.85 -47,836,012.76

There are four report templates if you use the Chinese reporting pack: Income Statement, Balance
Sheet, Statement of Cash Flow, and Statement of Changes in Equity Report. The main content of the
Chinese reports consists of the Reporting Group, Sequence Number, Amount columns that show the
current month as well as the cumulative amount.

Income Statement (CRP only): This is an income statement report. It includes the Company Name,
Site Name, Day, Month, Year of the statement, and the name of the person who prepared this
statement. Initially, this report is generated with no balance amount. That's because the Reporting
Group definition has no account code associated with it. Once the report is rendered on a worksheet,
you can right click on each Reporting Group and assign account codes from the Add To Reporting
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Group form. This is a one-time setup, and you can modify the grouping when needed.Here is a
sample:

Progressive Cycles OH iz

2
2012 F

A i (-

| _ it
TR 1 0.00 9,172,204.94
o BLRF

Wanm 2 0.00 2,611,754.16
BLIRE N 3 .00 3432200
SWEMm 4 000 6.526,128.77
iR .00 450,484 52
el L % Format Cells... 0.00 047,811 45
BT 0.00 0.00
il Pick From Drop-down List... B0 1653723
BakFlin 0.00 981,305.58
i s Reme N .00 0.00
TR & H link... 0uD0 0.00
ot e N Ml 0.00 200,00
#: FRLME Insert Infor CloudSuite Parameters  » | 0% 147763
Pl LR (107 980,027.95
PTG ! Maodify Reporting Group 0.00 457,458.49
IEET] 16 000 522,560.46]

Balace Sheet - CRP (CRP only): This report is grouped by the Type and Account Class column from
the Chart of Accounts. It is formatted using the Excel functions, SLDESC to retrieve description and
SLGLBAL function to retrieve the balance amount. The Site, Period and Year are choices in the drop-
down list, so the report can be viewed for different periods.

Statement of Cash Flow: The Statement of Cash Flow shows the actual cash collected and paid by
using inflow and outflow.

The Statement of Cash Flow has these three sections:

e Operating Activities
e Investing Activities
e Financing Activities

The columns headers in the report are: Item, Line No, Subtotal, and Cumulative. The report template
is formatted using the SL GROUPING functions such as SLGRPDESC, SLGRPGLBAL,
SLGRPGLYTDBAL and SLNGRPGLYTDBAL. Initially, the report is rendered without any balance;
that is because there is no COA associated with any group definitions. Once the template is
generated, you can add COA to each group. You can modify the group definition to suit your
requirement.

Most of the inflow and outflow balances are derived after adding or subtracting certain Balance Sheet
items. In this case, an increase or decrease in current year balance is calculated by comparing with
the previous year balance. The columns that retrieve previous year and current year balance to
calculate the difference are hidden.
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This table shows the addition or subtraction of differences to Inflow and Outflow total:

Increase Decrease
Asset Outflow Inflow
Liabilities Infow Outflow
Equity Inflow Outflow
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Line ltem

Sales of goods or services
received in cash

Type: Inflow

Cash Received from Other
Operating Activities

Type: Inflow

Refunds of taxes
Type: Inflow
Interest Income
Type: Inflow

Other operating cash
receipts

Type: Inflow

Cash Flows from Operating Activities Using the Direct Method

Description

Sales +- (add or subtract) A/R difference - Bad Debt Expenses
Line 1 : Net Sales = YTD Sales (SLNGRPGLYTDBAL)

Line 2: A/R Difference = Previous Year A/R
Balance(SLGRPGLBAL) - Current Year A/R Balance
(SLGRPGLBAL)

If difference is + amount (means decrease in AR) then amount is
added to the inflow.

If difference is - amount (means increase in AR) then amount is
subtracted from the inflow.
Prev. Year Current Year
100 80

Effect
Inflow.

Added to
Sales

Result (Prev-Curr)
+20

70 100 -30 Outflow.

Subtracted
from Sales

Line 3: Bad Debts = Total bad debts expenses(P/L)
Other Income +- Income Receivable difference
Line 4: Other Income = Income Accounts excluding Sales.

Line 5: Difference Income Receivable : Previous Year Balance(B/
S) - Current Year Balance (B/S)

If difference is + amount (means decrease in Income Receivable)
then amount is added to the inflow.

If difference is - amount (means increase in Income Receivable)
then amount is subtracted from the inflow.

Line 6 : Tax Refund Account

Line 7: Interest Income

Line 8: Other Cash Receipt
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Line ltem

Purchase of goods and
services paid by cash

Type: Outflow

Cash Payments for
Operating Expenses

Type: Outflow

Description
COGH+- Difference Inventory - Difference A/P

Line 9: COG = Cost of Goods Sold

Line 10: Difference Inventory = Current Year Balance(B/S) -
Previous Year(B/S)

If difference is + amount (means increase in Inventory) then
amount is added to the COG.

If difference is - amount (means decrease in Inventory) then
amount is subtracted from the COG.

Current Year Prev. Year Result (Curr-Prev) Effect

100 80 +20 Outflow.
Added to
COG

70 100 -30 Inflow.
Subtracted
from COG

Line 11: A/P = Previous Year (B/S) - Current Year (B/S)

If difference is + amount (means decrease in A/P) then amount is

added to the COG.

If difference is - amount (means increase in A/P) then amount is

subtracted from the COG.

Prev. Year  Current Year Result (Curr-Prev) Effect

100 80 +20 Outflow.
Added to
COG

70 100 -30 Inflow.
Subtracted
from COG

Total Operating Expenses +- Accrued Liabilities difference

Line 12: Total Operating Expense=Expense type accounts
excluding Bad Debt Expenses and Depreciation

Line 13: Accrued Liabilities = Previous Year - Current Year

Prev. Year  Current Year Result (Curr-Prev) Effect

100 80 +20 Outflow.
Added to
Operating
Expenses

70 100 -30 Inflow.
Subtracted
from
Operating
Expenses
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Line Item Description

Paid to and for employees  Line 14: Employee Expenses

Type : Outflow

Cash Paid for Interest Line 15: Interest Expense
Cash Paid for Taxes Tax Expense +- Difference Accrued Taxes Payable
Type : Outflow Line 16: Tax Expense: YTD Tax Expense total (P/L)

Line 17: Accrued Taxes Payable = Previous Year - Current Year

Prev. Year  Current Year Result (Curr-Prev) Effect

100 80 +20 Inflow.
Added to Tax
Expense

70 100 -30 Outflow.
Subtracted
from Tax
Expense

Other Payment Line 18: +/- Other Expense
Type : Outflow

The Add-In finds the previous fiscal-year by using the current fiscal year definitions. The end-period of
the previous fiscal-year is retrieved from the period table.

Financing and Investing sections have total inflow and outflow which is added to the total Inflow and
Outflow at the end.

Statement of Changes in Owner's Equity Report (SOCE): The SOCE statement shows the
increase and decrease in the owner's equity.

Description Retrieved using the SLGRPDESC function

Line No A sequence number

Share Capital Record the opening balance and subsequence changes in
the share capital

Capital Reserve Record the opening balance and subsequence changes in
the capital reserve

Surplus Reserve Record the opening balance and subsequence changes in
the surplus reserve
Reserve

Undistributed Profit Record the opening balance and subsequence changes in
the undistributed profit

Treasury Shares Record the opening balance and subsequence changes in
the treasury shares

Total owners' equity Calculate the total
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This table shows line items:

Line No. Description Details
1 Balance at the end of The balance from the previous year is
last year calculated using the function SLGLGRPBAL.
The end-period of previous fiscal year is
used.
2 Changes in accounting  The balance is added to the undistributed
policies profit
3 Prior period errors The balance is added to the undistributed
profit
4 Profit for the year The balance is added to the undistributed
profit
5 Other The balance is added to the undistributed
profit
6 Owner Capital The balance is added to the share capital
investment
7 Repurchase of treasury  The balance is added to the treasury shares
shares
8 Allocated to the owners  The balance is added to the share capital
(shareholders)
9 Transfer to surplus The balance is added to the surplus reserve
reserve
10 Capitalizing of capital The balance is added to the capital reserve
reserves
1" Capitalizing of surplus The balance is added to the surplus reserve
reserves
12 Surplus reserves make  The balance is added to the surplus reserve
up losses

Reporting Group

A Reporting Group is collection of COA Codes and related Unit Codes that precisely define a subset
of real data. This high-level data model can be used along with other parameters such as Period,
Fiscal Year, etc. to retrieve summary balance amount for generating various financial statements,
KPlIs etc.

The Reporting Group definition is stored in a file and placed in a folder where the Add-In assembly is
located. The local user may require read and write permission on this folder. The definition file is a
simple XML file named "InforCloudSuiteGLReportGroup.XML". If you want to share your XML file with
other people in the same company, simply copy the XML file and place it in the same folder where the
Add-in is installed. You can find the Assembly location from the Infor CloudSuite Add-In Information
window which can be opened from the Add-Ins Ribbon.
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The following is an example of Report Group "COG" and the Excel function SLGRPBAL that retrieve
the sum of the balance amount of accounts code that is grouped under "COG".

Account Diescription Amount
43210 COGS-Material 25,000,000
43212 COGS Labor 10, 000,00
43214 COGS Fixed Overhead 20,000.00 COSt Of GOOds SOId
43216 COGS Variable Overhead 45,000.00 $1 25000000
43218 COGS Outside Services  25,000.00
c2 - I =5LGRPGLB!—".LI{”COG”}
B B C D

1

2 Cost of Goods Sold |125.DDD-DD_I

3

To define a reporting group

1 Select Tools > Reporting Group > New Reporting Group. The Reporting Group form is
displayed.

[ = | -

ot Reporting Group

GroupName  [MGTCOST

Description |I'-J'Ianagemerrt Cost
New Delete | Cancel |
Group Mame Description -
QOPINCOME Operating Income
BTAX Business Tax and Surcharges
OPEXPENSES Operating Expense
» MGTCOST Management Cost

e

2 Provide the following information:

e Group Name: Enter a unique group name. The maximum character allowed is 100.

e Description: Enter a Description for the group. The maximum character allowed is 240. This
description can be retrieved by using the Excel function =SLGRPDESC() by passing the

Group Name as an argument.

3 Click Save.
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The example below shows the Excel function used to retrieve the Group Description.

B2 -~ fe | =SLGRPDESC("BTAX")
A B C
1
2 Business Tax and Surcharge

To add to a reporting group
There are three different methods you can use to assign COA codes to a Reporting Group.

e Method 1: Select a cell or multiple cells that have Excel functions SLDESC, SLGL, SLGLBAL,
and SLGLTRAN, then right click to access Add to Reporting Group menu.

Method 1 Example
1 Generate a Trial Balance Template including zero balance account.
2 Select one or more cells that contain the related accounts.

3 Right Click and select Add To Reporting Group.

& ot
“d  Lopy %
I Paste Options:

[Rocount  [escription ] B
Paste Jpedial...
F1000 Additicnal Paid Im Capital it}
32000 Fetained Earnings jnsert n
REVENUE Elest
ear Coptents
40000 Sales . M
40200 Currency Gains Fiitg " n
40400 Freight Rewvenus Soat v I
40450 Sales Dizcount
40500 Finance Charge Rewerne = Inzer o
40600 Migcellaneoas Revenus - ]
40700 Other Eewvernze-Asset Disposal — o

COST OF SALES

4321 000G 5-Naterial B, Hyperjnk

43212)00G5 Labor

4321400GE Fized Ovarkead Insert Pasamelen:

432 16p00G5 Variable Owverhead Add To Reporting Group
I B)00ES Dyt zide Saruicss T

OPERATING EXPENSE FE -2 - A A8 -% + EH

4  From the Add To Reporting Group window, select an appropriate Group name. Click New
Group Name to add a new group.

5 Click Apply to keep the changes.

OR
e Method 2 (Modifying): Modify the existing definition using this method.

Method 2 Example
1 Select a cell that has an Excel Function SLGRPDESC, SLGRPGL, and SLGPGLBAL.
2 Right click and choose Modify Reporting Group. The Add To Reporting Group window opens.
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3 Make any changes you wish and click Apply to keep the changes.

OR
e Method 3: Use the Add to Reporting Group form from the Tools Menu.

Method 3 Example
1 Select Tools > Reporting Group > Add to Reporting Group.

.
sl Add To Reporting Group =RN X

Reporting Group

Group Name |COG ﬂ New Group Name

Diescription |Cost of Goods Sold

Edit
Code |__sove | |

=) Unit 1 Unit 2 Uit 2 Unit 4
[420450 I = = = =
Chart Of Accounts

Code Unit 1 Unit 2 Unit 3 Unit 4 =
43210 - - -
43212 - - - -

43214 - - - -

43216 - * - - -

| [»

Al

b

2 Select a Group Name.

3 Click New to add a new code. The code and Unit 1 to Unit 4 components are enabled so you can
enter new values.

4 Select a code from the dropdown or enter a code directly into the column below. The add-in does
not validate the code entered manually. Invalid codes are ignored when retrieving the data.

How to use the Reporting Group:

=SLGRPDESC("COG") retrieves the description "Cost of Goods Sold" and
=SLGRPGLBAL("COG") retrieves the total amount of all the COA codes defined under this group.
See SLGRPDESC and SLGRPGLBAL functions for more details.

5 Click Save to keep the changes.
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Images for Report Templates

The header part of the reports is formatted with an image. By default, the image looks like this (Trial
Balance used as an example):

nior RPN\,

You can use your own images to format each report. There are four images that are part of the
standard reporting pack and two that are part of the Chinese reporting pack. To format the report with
custom images:

1 Create images in PNG format and place them in a folder.

The images (for the standard reporting pack) must be named exactly as follows:
e Balance Sheet By Account Class.png

e Balance Sheet By Type.png

e Trial Balance.png

e Profit and Loss Statement.png

The images (for the Chinese reporting pack) must be named exactly as follows:
e Income Statement CRP.png

e Balance Sheet CRP.png

2 From the General tab of the Infor CloudSuite GL Setup dialog, enter or select the name of the
folder where the images are stored.

Caching (optional)

Caching is an option to optimize the performance of Excel calculation of the Infor CloudSuite GL data.
It's a memory-based output caching where the data result returned from the server is stored in the
memory for reuse when an Excel GL function requests the same data again.

The cache can be cleared and refreshed anytime, and it clears automatically when you shut down the
Excel Application.

Enable Cache

When caching is enabled, the Excel GL functions look for data in the cache prior to searching the
database. Data is retrieved from the database only when no data is found in the cache. The data is
then added to the cache for future use.

You can enable the caching feature in two ways:

e By selecting Enable Caching on the General tab of the Infor CloudSuite GL Setup window as
shown in step 8 on page 19 (this way enables caching every time you work with GL functions) or
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e By selecting Populate Cache from the Tools menu. This option generates cache much faster
than individual function caching. It consolidates a number of GL functions as a batch and
retrieves the data from the database. This reduces the number of round-trips to the database,
improving performance.

Clear Cache

To clear the cache, select Clear Cache from the Tools menu.

Drilldown

Functions SLGL, SLNGL, SLGLBAL, SLNGLBAL, SLGLTRAN and SLNGLTRAN have the drilldown
feature enabled. This feature enables you to navigate into informative accounting journals. You can
right-click on an Excel cell that contains one of the above formulas and choose how to drilldown. You
can also use the Drilldown menu on the toolbar.

You can drilldown in two different ways.

e choose to display transaction details on a new work sheet OR

e open the Infor CloudSuite G/L Posted Transaction form in a new window that displays the
transaction details. The details are filtered based on the argument values extracted from the
Excel formula.

1 Drilldown using either the right-click method or the toolbar.

e If you use the Drilldown button on the toolbar, click in the cell you want to drilldown and click
Drilldown.

e If you want to right-click on the cell, right-click and choose Drilldown: What makes up this
number?
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e In either case, you are given two options: Show me in a new Worksheet or Show me in an
Infor CloudSuite form. See the example below about how the two options are rendered:

A B C D
|trans nu_ﬂ_acct trans_date ref
1372 43216 12/15/2007 INV CSH
1382 43216 12/15/2007 INV CSH
1394 43216 12/15/2007 INV CSH
1408 43216 12/15/2007 INV CSH

1428 43216 12/15/2007 INV CSH

1448 i . 5H
1458/ Drilldowndetailsona gy
w42 - So | =SLGLISBA2, W4,5T52) 1463 Work Sheet 5H
. 1478 5H
- . . . n : 1482 33210 TZMSIZOUT IV CSH
> 12-Month P/L Projectior ] 43216 12/15/2007 INV CSH
x ) 1508 43216 12/15/2007 INV CSH
1518 43216 12/15/2007 INV CSH
' & e P 1526 43216 12/15/2007 INV CSH
. Code  Revenue (Sales) 1534 43216 12/15/2007 INV CSH
0 43212 COGS Labor wen 14 e 280 —
41 43214 COGS Fined Overhead 2" oo rsom” 3
12 43216 COGS Vaniable Overhead a8 -03- 128
13 43218 COGS Outside Senvices 2" 00 s12% 9
u“ 50000 Purchase Expense s0s82” 525 w01
15 50050 Usidies Expense so00” 52 20007 02
16 50100 Sales Tax Expanse s’ 339 7’ 01 S
i7 50200 Freight In Expense 152887 159 o" 00 2 o= ETE BTN [T e
18 50300 Miscellaneous Expense 248" 26 w0’ 01 '’ - Ty .
19 o b LT 200007208 20007 02 R o
0 50500 Finance Charge Expense o” 00 " 00 . : Drilldown details ona
"'..' ".‘ L>‘ -" Bance | Pnl projection - ©J d ia Web Page
(Form)

New Worksheet Details

When you choose Show me in a new Worksheet, a new Worksheet is added to the existing
Workbook each time you choose this option.

The following columns headers are included:

Sequence

Account Code

Unit Code 1- 4
Date

Amount (Domestic)
Reference
Cust/Vendor
Invoice/Voucher
Invoice/Vch Seq
Check#
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e Check Date
e Bank Code

Infor CloudSuite Form Details

When you choose Show me in an Infor CloudSuite form, a new Excel Window is opened to host an
Infor CloudSuite form each time the drilldown option is selected. The G/L Posted Transactions form
is used when the "Actual" argument is used. The Chart of Accounts Budget and Plan form is used
when the "Budget" or"Plan" argument is used.

Drilldown to Purchase Order Receipt and Invoice from Ledger

Further drilldown is allowed from the Journal entries to the source transactions such as Purchase
Order Receipt and Sales Invoice.

The Invoice/Voucher number is bold and underlined if further drilldown is allowed. You are presented
with a Purchase Receipt or Invoice (depending upon the type of transactions) context menu, when
you right-click on this cell.

The following graphic shows the drilldown journals that can be further drill downed (Purchase Receipt
in this case).

K2 - s — P =

: s o ; ) X Calibri = 11 « A 47 § ~ % o EE—EIO =

1 AccountUnitd Date Domestic Amoun Reference Cust/Vendor Invoice/Voucher B 7 = - Al ate Bank Code Frc |
2 12/15/2007 -5543 APV 8 1 il n n BK1 AP
3 12/15/2007 -640 APV 157 1 157 £ Cut BK1 AP
4 12/15/2007 -11456 APV 160 2 16¢ 53 Copy BK1 AP

5 12/15/2007 -4180 APV 161 2 161 [, Paste Options: BK1 AP

6 12/15/2007 -30965 APV 5 3 5 ) BK1 AR
7 12/15/2007 7800 APV 6 3 [: Paste Special. BK1 AP
2 13/15/2007 -4300 APV 155 3 155 BK1 AP
3 12/15/2007 -1478 APV 158 3 158 Insert... BK1 AP

10 12/15/2007 -47265.19 APV 163 4 163 Delete... BK1 AP
11 12/15/2007 -4230 APV 7 6 i Clear Contents BK1 AP
12 12/15/2007 -162.5 APV 159 6 15¢ Fiter b BK1 AP
13 12/15/2007 -1512.5 APV 156 8 156 sort N BK1 AP
14 12/15/2007 -5564.54 APV 154 10 154 BK1 AP
15 12/15/2007 -1728 APV 162 13 167 = [nsert Comment BK1 AP
16 12/15/2007 5543 APP 1 1 g & Format Cells.. 12/6/2007 BK1 AP
17 12/15/2007 640 APP 1 1 153 Pick From Drop-down List... 12/6/2007 BK1 AP
12 13/15/2007 11456 APP 2 2 160 Define Name... 11/29/2007 BK1 AP
19 12/15/2007 4180 APP 2 2 161 @ Hyperlink... 11/29/2007 BK1 AP

20 12/15/2007 5175 APP 3 3 3 11/29/2007 BK1 APT
M 4 » M| Sheet4 ,Sheetl .~ Sheet? ~Sheetd /¥d ] Insert Parameters * » [
Ready | Purchase Receipt 00% T [} -!-

For Purchase Receipt, the following column headers are included:

PO#

PO Line

PO Release
Item

Item Description
Received Date
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Qty Vouchered
Item Cost
Extended Cost
Voucher

For Sales Invoice, the following column headers are included:

Invoice#
Site

Invoice Date
Customer
CO#

Cust PO
Item

Co Line

Co Rel

Qty Invoiced
Price
Extended Price

Drilldown Transaction Selection Criteria (Examples)

The criteria for selecting journal transactions from the ledger is determined based on the GL functions
and its arguments.The following graphic is of the Chart of Accounts and Budget Plan form.
Information from this graphic is used in the examples that follow.

i Accounts Budoet and Plan £

Account Un Account; 10000 vI 'I 'I * 'I Fiscal Year:

1 10000 Cash I

2 10000 i Account Type: __Asset =

* Period Start Date End Date Budgeted Change Planned Change Actual Change

i 40000 o vz | foaem | 100,000.00 | ood | 102,000.00

3 il 02 [oz/o/zom | [ozresreon || 120,000.00 | oo | 93,000.00

3 e 03 [ozo/2om | oz || 110,000.00 | oo | 119,380.00

; :2;2 o4 (040172011 | [odszos20m1 || 100,000,001 | .00 | 0.0

™ 05 |os/01/20m1 | osesizeon || 140,000.00 | o.od | 0.00
o [os/01/2011 | oesaoszon1 || 100,000.00 | 0.0 | 0.00
o7 lowoneon | lorsizon || 120,000.00 | 0.0 | 0.00
o |og/on/2om | fossmizeont || 120,000.00 | o.od | 0.0d
o [og/on/2mm1 | [osssoczonn || 120,000.00 | 0.00 | 0.0d
10 [tooeon | foszon || 140,000.00 | o.og | 0.00
11 [oveon | [soeon || 140,000.00 | o.0d | o.0d
12 [1zmsem | [1zmieon || 140,000.00 | 0.0 | 0.00
13 | I || 000 | 0.0 | 0.0

Total: | 1.450,000.00 | 0.00 | 320987
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Consider this graphic with regard to the SLGL drilldown process:

=SLGL($A$5,C3,$C$2)

F 3

A B [ D E F
1
2 Year 2011 Sl B D
3 Month JAN FEB MAR
4
5 10000 Cash
6 Actual | 102000| 99000 119980
7 Budget 100000 120000 110000|
8 Variance 2000 -21000 9980
d | A 4
10

=SLGL($A$5E3, $C$2,™, "B")

The selection criteria is as follows:

Cell Description

C6 Ledger transactions from the Start Date to the End Date of the given period
as defined in the Accounting Periods ( 01/01/2011 and 01/31/2011)

E6 Ledger transactions between 03/01/2011 and 03/31/2011
E7 Chart of Accounts Budget and Plan form filtered by fiscal-year 2011

Consider this graphic with regard to the SLGLBAL drilldown process:

| A B C D E
1

2 Year 2011

3 Month Total

A / =SLGLBAL($A$5, MAR",$CS$2)

5 | IOOOG.ICash

6 Actual 2323978

7 Budget 330000

8 Variance 1993978

9 =SLGLBAL($A%$5,"MAR" $C%$2,,"B")
10

The selection criteria is as follows:

Cell Description

C6 Ledger transactions from the beginning of the fiscal-year (01/01/2011) until
03/31/2011. System does not bring transactions prior to the specified fiscal-
year, although the balance amount may consist of transactions from the
previous year

Cc7 Chart of Accounts Budget and Plan form filtered by fiscal-year 2011

Consider the following with regard to the SLGLTRAN drilldown process:

=SLGLTRAN(10000, "2011-03-01","2011-03-15")
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Ledger transactions between the start date and end date are included in the drilldown details.

Functions

The following are the User Defined Functions added to Excel when you installed the tool. These are
NOT Infor CloudSuite functions or components; they are Excel functions. In the example formulas
used, you can substitute a cell reference for another item when appropriate. For example, one of the
examples below is SLGL(10200, "AUG", 2009, "600"). If "AUG" or "August" is in cell C9, your
formula could be SLGL(10200, C9, 2009, "600") instead.

SLDESC

SLDESC returns the description associated with an account code or unit code.
Use it in this way (proper syntax): SLDESC(Account/unit code, [Unit Segment], [site], []).

e Account is the Chart of Account code or unit code.
0 returns the description for an Account Code. 0 is the default and can be omitted.
1 returns the description of Unit Code 1
2 returns the description of Unit Code 2
3 returns the description of Unit Code 3
4 returns the description of Unit Code 4

e Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes. The Site Group ID is specified with a
prefix "G=Site Group" or "GROUP=Site Group".

Examples:
SLDESC(102000) returns the description associated with the account.
SLDESC(600,1) returns the description associated with the unit code 1 (600).

SLDESC("101000") returns the description associated with the Chart of Account 101000
from Site OH when OH is the default site.

SLDESC("101000",,"MI") returns the description associated with the Chart of Account
101000 from Site MI.

B2 v €A =SLDESC(AY) )

v o |

102000{CASH ON DEPOSIT-NATIONAL BANK |
102100 CASH IN BANK-FLEET BAMK

102400 CASH IN BANK - BANK ONE

102500 CASH IN BANK - 5/3 FLEX

e FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter, however, the use of FSB must provide a valid FSB name as the argument. It has no
default value, when the argument is empty or invalid. In this case, it is assumed to be the primary
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GL. The value is not case sensitive. The FSB argument is ignored when the Unit Segment value
is between 1-4. There is no separate unit code definition for FSBs in Infor CloudSuite.

Examples:
SLDESC("100000", 0, "OH") retrieves the description associated with the Chart of Account

"100000" from Site "OH". The value for FSB name is not supplied, so the system retrieves the
name from the default COA.

SLDESC("101000", 0, "OH", "FSB1") retrieves the description associated with the Chart of
Account "101000" from Site "OH" and FSB "FSB1."

SLGL

SLGL returns the period balance amount for the given account code, period, and fiscal year.

Use it in this way (proper syntax): SLGL(Account [: Account], [Period], [Fiscal Year], [Unit Code
1[,...4]], [Typel, [Site], [FSB], [Currency]).

All parameters except the Account are optional. The system uses the default value when other
parameters are not supplied. To use the default value, the parameter value has to be returned as a
blank value supported by Excel using a pair of empty double quotes (").

Account is a valid account code defined in the Chart of Accounts. A range of accounts can be
grouped by specifying a starting account and ending account separated by a colon (:).

Example:

"100100:100500"
Cell references can be used when a range is specified with the proper syntax.
Example:

SLGL(A1&":"&B2, [Period], [Fiscal Year], [Unit Code 1[,...4]], [Type], [site]).

Period is an optional parameter. If not supplied, the value from the Period column of the toolbar is
used. If the Period column in the toolbar is empty, it picks the current period from Infor CloudSuite.
The parameter value can be 1 to 13.

January (or Jan) to December (or Dec) also can be used to specify the accounting period. If used,

Jan or January reads as period 1, and Dec or December reads as period 12. This is useful for
users who uses 12 month periods starting from January to December.

Fiscal Year is an optional parameter. If not supplied, the value from the Year column of the
toolbar is used. If the Year column in the toolbar is empty, it picks the current fiscal year from Infor
CloudSuite. Year should be specified in century format.

Example:
1999 or 2009.

Unit Code is a valid unit code/sub-account defined in the Unit code table. A maximum of four unit
codes (Unit Code 1, Unit Code 2, Unit Code 3 and Unit Code 4) can be used as a single
parameter separated by commas. If you don’t want to use a certain unit code in the formula, then
use a comma.

Example:
Use "600" for Unit Code 1
Use "600,,,ABC" for Unit Code 1 and Unit Code 4
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Use ",XYX,30,ABC" for Unit Code 2, Unit Code 3, and Unit Code 4
You can also use wild cards in formulas for unit codes.
Example:

Use "100, *, *, *" to return the total of Unit Code 1 (100) and everything for Unit Codes 2, 3,
and 4.

Use "100, 001, *, *" to return the total of Unit Code 1 (100), Unit Code 2 (001) and everything
for Unit Codes 3 and 4.

Use "*,*,*,A*" to return the total of all Unit Codes 1, 2, 3, and then any Unit Code 4 that begins
with "A".

You can specify a range of codes in your formula.

Example:

Use "100:200, *, *,*" to return the total of the range of Unit Code 1 from 100 to 200 and
everything for Unit Codes 2, 3, and 4.

Type is an optional parameter. Possible values are Actual, Budget, and Plan.
Actual or A returns the actual account balance for the given period
Budget or B returns the budget amount for the given period
Plan or P returns the planning amount for the given period
The default is 'Actual'.

Example:

SLGL(10200, "AUG", 2009, "600"). The Type parameter is returned as blank, and the
system takes the default value as Actual.

Use of empty quotations (") can be omitted, if there is no subsequent parameter returned with a
value.

Example:

SLGL(10200, "AUG", 2009). The last three parameters Unit Code, Type, and Site are
omitted as there is no parameter supplied after them.

Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes. The Site Group ID is specified with a
prefix "G=Site Group" or "GROUP=Site Group".

Examples:
SLGL(“102000”) returns the current period total.
SLGL(“102000”, 9, 2009) returns the period total for period 9 and year 2009.

SLGL(“102000”, 9, 2009, "1020") returns the balance of account code 102000 and unit code
1 (1020) for period 9 and year 2009.

SLGL(“102000”, 9, 2009, "1020,,ABC") returns the balance of account code 102000, unit
code 1 (1020) and unit code 3 (ABC) for period 9 and year 2009.

SLGL(“102000”, 13, 2009, "", "B") returns the budget amount for the period of 13 and fiscal
year 2009.

SLGL(“102200:102500”, 8, 2009,, "Actual") returns total balances of accounts between
102200 and 102500 for the period of 8 and fiscal year 2009.
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SLGL("101000") returns the amount associated with the Chart of Account 101000 from Site
OH when OH is the default site.

SLGL("101000", 12,2008,,,"G=ALL") returns the total amount from multiple site(s) which is
defined under Site Group Id 'ALL' for the account code 101000 for period 12, fiscal year 2008.

Examples:

102200 - Cash Account

102300 - Petty Cash

102400 - Cash at Branch x

102500 - Petty Cash Branch Y
The total of all above can be grouped into one 'cash balance' total using the range option.
Example:

= SLGL("102200:102500",3,2003)

The reporting group features can be used for more complex range or groups. See “Reporting
Group” on page 35 for more details.

C2 - % =5LGLAZ 3 ,2003)
A | M | C |
1
L2 | 102000 CAZH ON DEPOSIT-MNATIONAL BAMK I ?140.24!
| 3| 102100 CAZH IM BANK-FLEET BANK 1]
L4 | 102400 CAZH IM BANK - BANK OME 167187 .4
| 8 | 102500 CAZH IM BAMNK - /3 FLEX i
G

e FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter, however, the use of FSB must provide a valid FSB name as the argument. It has no
default value, when the argument is empty or invalid. The value is not case sensitive.

Example:

SLGL("101000", 12,2014,,, "OH", "FSB1") retrieves the period balance from the FSB
"FSB1"

e Currency is an optional parameter, however, use of currency must provide a valid currency code
as arguments. The account balance is converted to the given currency by using the conversion
method assigned to the account code.

This parameter has no default value when the argument is empty or invalid. In this case, no
conversion rate is applied.

Currency code is not case sensitive.
Balance amount from FSB is not translated.

In the case that an account code range is used in the formula, the translation method is
determined using the starting code of the range. The translated amount could be wrong if the
account range contains one or more accounts with a different translation method other than the
translation method of the starting code. In this scenario, we reommend you use the SLGRPGL
function.
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SLGLBAL

SLGLBAL returns the balance amount as on a period and fiscal year for the given account and unit
code.

Use it in this way (proper syntax): SLGLBAL(Account [: Account], [Period], [Fiscal Year], [Unit
Code 1[,...4]], [Typel, [site], [FSB], [Currency]).

Account is a valid account code defined in the Chart of Accounts. A range of accounts can be
grouped by specifying a starting account and an ending account separated by a colon (;).

Example:

"100100:100500"
Cell references can be used when a range is specified with the proper syntax.
Example:

SLGLBAL(A1&":"&B2, [Period], [Fiscal Year], [Unit Code 1[,...4]])

Period is an optional parameter. If not supplied, the value from the Period column of the toolbar is
used. If the Period column in the toolbar is empty, it picks the current period from Infor CloudSuite

The parameter value can be 1 to 13.

January or Jan to December or Dec also can be used to specify the accounting period. If used,
January or Jan reads as period 1, and December or Dec reads as period 12. This is useful for
users who uses 12 month periods starting from January to December.

Fiscal Year is an optional parameter. If not supplied, the value from the Year column of the
toolbar is used. If the Year column in the toolbar is empty, it picks the current fiscal year from Infor
CloudSuite. Year should be specified in century format; example - 1999 or 2009.

Unit Code is a valid unit code/sub-account defined in the Unit code table. A maximum of four unit
codes (Unit Code 1, Unit Code 2, Unit Code 3 and Unit Code 4) can be used as a single
parameter separated by commas. If you don’t want to use a certain unit code in the formula, then
use a comma.

Example:
Use "600" for Unit Code 1
Use "600,,,ABC" for Unit Code 1 and Unit Code 4
Use ", XYX,30,ABC" for Unit Code 2, Unit Code 3, and Unit Code 4

You can also use wild cards in formulas for unit codes.

Example:

Use "100, *, *, *" to return the total of Unit Code 1 (100) and everything for Unit Codes 2, 3,
and 4.

Use "100, 001, *, *" to return the total of Unit Code 1 (100), Unit Code 2 (001) and everything
for Unit Codes 3 and 4.

Use "*,*,*,A*" to return the total of all Unit Codes 1, 2, 3, and then any Unit Code 4 that begins
with "A".

You can specify a range of codes in your formula.

Example:

Use "100:200, *, *,*" to return the total of the range of Unit Code 1 from 100 to 200 and
everything for Unit Codes 2, 3, and 4.
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SLGLBAL("101000:102000", 12,2008, "100,*,*,*", "A","MI") returns the amount for the
account code 101000 through 102000, for the 12th period of 2008, unit code 1 that is equal to
100, everything for unit codes 2-4, and a balance type of actual from the MI site.

e Type is an optional parameter. Possible values are Actual, Budget, and Plan.
Actual or A returns the actual account balance for all periods up to the given period and fiscal
year
Budget or B returns the budget amount for all periods up to the given period and fiscal year
Plan or P returns the planning amount for all periods up to the given period and fiscal year
The default is 'Actual'.

e Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the

default site is used. This parameter can take two types of values, Site and Site Group. The site

value is specified by entering the site id in double quotes. The Site Group ID is specified with a
prefix "G=Site Group" or "GROUP=Site Group".

Examples:
SLGLBAL(“102000”) returns the current balance as of current period.
SLGLBAL(“102000”, 9, 2009) returns the current balance as of period 9, 2009.

SLGLBAL("101000") returns the amount associated with the Chart of Account 101000 from
Site OH when OH is the default site.

SLGLBAL("101000", 12,2008,,,"MI") returns the amount for the account code 101000 for
period 12, fiscal year 2008, and site MI.

SLGLBAL("101000", 12,2008,,,"GROUP=ALL") returns the sum amount for the account
code 101000 for period 12, fiscal year 2008, and from all site(s) defined under Site Group ID
ALL.
SLGLBAL("101000", 12,2008,,,"G=ALL") returns the sum amount for the account code
101000 for period 12, fiscal year 2008, and from all site(s) defined under Site Group ID ALL.
e FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter; however, the use of FSB must provide a valid FSB name as the argument. It has no

default value, when the argument is empty or invalid. In this case, it's assumed to be the primary
GL. The value is not case sensitive.

Example:

SLGLBAL("101000, 12,2014,,, "OH", "FSB1") retrieves the accumulated balance from the
FSB "FSB1"

e Currency is an optional parameter, however, use of currency must provide a valid currency code
as arguments. The account balance is converted to the given currency by using the conversion
method assigned to the account code.

This parameter has no default value when the argument is empty or invalid. In this case, no
conversion rate is applied.

Currency code is not case sensitive.
Balance amount from FSB is not translated.

In the case that an account code range is used in the formula, the translation method is
determined using the starting code of the range. The translated amount could be wrong if the
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account range contains one or more accounts with a different translation method other than the
translation method of the starting code. In this scenario, we reommend you use the SLGRPGL
function.

SLNGL

SLNGL returns the balance amount for the given account code and fiscal period with sign reversed.
The syntax is the same as SLGL.
Example:
-1000 is returned as 1000 and vice versa

SLGLTRAN

SLGLTRAN returns the account balance for any given period other than a fiscal period.

Note: Use of SLGLTRAN should be used sparingly as it is an overloaded function. Use SLGLTRAN
only when you need the balance amount other than for a fiscal period. If you want a fiscal-period
balance, use SLGL or SLNGL instead.

SLGLTRAN is useful for preparing statements with a relatively short term date range like a weekly
cash flow or income statement for a week etc.

Use it in this way (proper syntax): SLGLTRAN (Account, [Start Date], [End Date], [Unit Code
1[,...4]], [DebitOrCredit], [site], [FSB]).
e Account is a valid account code defined in the Chart of Accounts.

e Start Date is the beginning date of transaction and should be used in the format yyyy-mm-dd;
example: 2009-09-17. Date should be used as a string in two quotations.

Example:
SLGLTRAN(*10200"," 2009-09-01" ," 2009-09-15")

e End Date is the end date of transaction and should pass in the format yyyy-mm-dd; example:
2009-09-17. Date should be used as a string in two quotations.

Example:
SLGLTRAN(*10200"," 2009-09-01" ," 2009-09-15")

e Unit Code is a valid unit code/sub-account defined in the Unit code table. A maximum of four unit
codes (Unit Code 1, Unit Code 2, Unit Code 3 and Unit Code 4) can be used as a single
parameter separated by commas. If you don’t want to use a certain unit code in the formula, then
use a comma.

Example:

Use "600" for Unit Code 1

Use "600,,,ABC" for Unit Code 1 and Unit Code 4

Use ", XYX,30,ABC" for Unit Code 2, Unit Code 3, and Unit Code 4
You can also use wild cards in formulas for unit codes.

Example:
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Use "100, *, *, *" to return the total of Unit Code 1 (100) and everything for Unit Codes 2, 3,
and 4.

Use "100, 001, *, *" to return the total of Unit Code 1 (100), Unit Code 2 (001) and everything
for Unit Codes 3 and 4.
Use "*,*,*,A*" to return the total of all Unit Codes 1, 2, 3, and then any Unit Code 4 that begins
with "A".

You can specify a range of codes in your formula.

Example:

Use "100:200, *, *,*" to return the total of the range of Unit Code 1 from 100 to 200 and
everything for Unit Codes 2, 3, and 4.

e DebitOrCredit is the type of the balance. The possible values are Debit or Dr, Credit or Cr, or
blank.

Debit or Dr sums only debit balance.
Credit or Cr sums only credit balance.
Blank (the default) returns the net balance amount.

e Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes. The Site Group ID is specified with a
prefix "G=Site Group" or "GROUP=Site Group".

Examples:

SLGLTRAN(“102000”, "2009-08-15", "2009-09-15") returns the balance between the given
account and date range.

SLGLTRAN(“102000”, "2009-08-15", "2009-09-15",, "Debit") returns the debit total for the
given account and date range.

SLGLTRAN("101000", "12-01-2009", "12-05-2009") returns the amount for the account code
101000 for the period between 12-01-2009 and 12-05-2009.

SLGLTRAN("101000", ", "12-01-2009", "12-05-2009",,,"MI") returns the amount for the
account code 101000 for the period between 12-01-2009 and 12-05-2009 and site MI.

Note: Account codes can be used without double quotes as long as the code is only numeric.
This doesn’t work if the account code is alpha numeric. For example, SLGLTRAN(10-2000)
returns an error. It should be specified as SLGLTRAN(“10-2000").

e FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter; however, the use of FSB must provide a valid FSB name as the argument. It has no
default value, when the argument is empty or invalid. In this case, it's assumed to be the primary
GL. The value is not case sensitive.

SLNGLBAL

SLNGLBAL returns the balance amount for the given account code and fiscal period with sign
reversed. The syntax is the same as SLGLBAL.

Example:
-1000 is returned as 1000 and vice versa
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SLNGLTRAN

SLNGLTRAN returns the balance amount for the given account code and fiscal period with sign
reversed. The syntax is the same as SLGLTRAN.
Example:
-1000 is returned as 1000 and vice versa

SLPARMS

SLPARMS returns company-specific information such as company name, site, etc.

Use it in this way (proper syntax): SLPARMS("Company") or SLPARMS("Site") or
SLPARMS("Period") or SLPARMS("Fiscal_year"). You can add an optional parameter of site at the
end.

Company - Returns the company name.

Site - This site returns the default site.

Period - Returns the current period.

Fiscal_year - Returns the current fiscal year.

Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes. The Site Group ID is specified with a
prefix "G=Site Group" or "GROUP=Site Group".

Examples:
SLPARMS(“COMPANY”, “OH”) returns the company name of site OH
SLPARMS(“FISCAL_YEAR?”, “OH”) returns the current fiscal year site OH
SLPARMS(“PERIOD”) returns the current period of the current site

SLPL

SLPL returns the difference amount of revenue and expenditure for a period and fiscal year.

Note: SLPL is used in the Balance Sheet Report templates to calculate the estimated Profit or Loss.

Use it in this way (proper syntax): SLPL([period], [fiscal_year], [site]).

e Period is an optional parameter. If not supplied, the value from the Period column of the toolbar is
used. If the Period column in the toolbar is empty, it picks the current period from Infor CloudSuite
The parameter value can be 1 to 13.

January or Jan to December or Dec also can be used to specify the accounting period. If used,
January or Jan reads as period 1, and December or Dec reads as period 12. This is useful for
users who uses 12 month periods starting from January to December.

e Fiscal Year is an optional parameter. If not supplied, the value from the Year column of the
toolbar is used. If the Year column in the toolbar is empty, it picks the current fiscal year from Infor
CloudSuite. Year should be specified in century format; example - 1999 or 2009.
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Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes.

IncludeClosingBal is an optional parameter that can take values of Y or N. The default value of
N means the summary amount from year-end closing entries are not be considered while
calculating the balance of an account. The value Y indicates that the closing entries are included.
For example, when IncludeClosingBal =Y, if the Sales Revenue account has a balance of $1000
at year-end, when the year-end closing entries are passed, the balance of this account becomes
$0. When IncludeClosingBal = N, the value returned by the function is $1000.

SLPLMTD

SLPLMTD returns the difference amount of revenue and expenditure for a single period.

Note: SLPLMTD is used in the Balance Sheet Report templates to calculate the estimated Profit or
Loss.

Use it in this way (proper syntax): SLPLMTD([period], [fiscal_year], [site]).

Period is an optional parameter. If not supplied, the value from the Period column of the toolbar is
used. If the Period column in the toolbar is empty, it picks the current period from Infor CloudSuite

The parameter value can be 1 to 13.

January or Jan to December or Dec also can be used to specify the accounting period. If used,
January or Jan reads as period 1, and December or Dec reads as period 12. This is useful for
users who uses 12 month periods starting from January to December.

Fiscal Year is an optional parameter. If not supplied, the value from the Year column of the
toolbar is used. If the Year column in the toolbar is empty, it picks the current fiscal year from Infor
CloudSuite. Year should be specified in century format; example - 1999 or 2009.

Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes.

IncludeClosingBal is an optional parameter that can take values of Y or N. The default value of
N means the summary amount from year-end closing entries are not be considered while
calculating the balance of an account. The value Y indicates that the closing entries are included.
For example, when IncludeClosingBal =Y, if the Sales Revenue account has a balance of $1000
at year-end, when the year-end closing entries are passed, the balance of this account becomes
$0. When IncludeClosingBal = N, the value returned by the function is $1000.

SLGRPDESC

SLGRPDESC returns the Description associated with a Reporting Group Code.
Use it in this way (proper syntax): SLGRPDESC (Group Name).

Group Name is a valid group code defined in the Reporting Group.
Example:
=SLGRPDESC("COG")
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SLGRPGL

SLGRPGL retrieves period balance for a given Account Code, Period and Fiscal-year.

Use it in this way (proper syntax): SLGRPGL (Group Name, [period], [fiscal year], [Type], [Site],
[FSB], [Currency]).

e Group Name is a valid group code defined in the Reporting Group.

e Period is an optional parameter. If not supplied, the value from the Period column of the toolbar is
used. If the Period column in the toolbar is empty, it picks the current period from Infor CloudSuite.

The parameter value can be 1 to 13.

January (or Jan) to December (or Dec) also can be used to specify the accounting period. If used,
Jan or January reads as period 1, and Dec or December reads as period 12. This is useful for
users who uses 12 month periods starting from January to December.

e Fiscal Year is an optional parameter. If not supplied, the value from the Year column of the
toolbar is used. If the Year column in the toolbar is empty, it picks the current fiscal year from Infor
CloudSuite. Year should be specified in century format; example - 1999 or 2009.

e Type is an optional parameter. Possible values are Actual, Budget, and Plan.

Actual or A returns the actual account balance for all periods up to the given period and fiscal
year

Budget or B returns the budget amount for all periods up to the given period and fiscal year
Plan or P returns the planning amount for all periods up to the given period and fiscal year

The account COA code and unit code values are picked up from the Group definition. The COA
codes and unit codes defined under a group definition is not site specific. These codes are used to
retrieve the data from the site specified in the SLGRPGLBAL and SLGRPGL functions. If the code
doesn't exist in any site, it simply returns nothing; no error message is displayed.

e FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter, however, the use of FSB must provide a valid FSB name as the argument. It has no
default value, when the argument is empty or invalid. In this case, it is assumed to be the primary
GL. The value is not case sensitive.

e Currency is an optional parameter, however, use of currency must provide a valid currency code
as arguments. The account balance is converted to the given currency by using the conversion
method assigned to the account code.

This parameter has no default value when the argument is empty or invalid. In this case, no
conversion rate is applied.

Currency code is not case sensitive.
Balance amount from FSB is not translated.

In the case that an account code range is used in the formula, the translation method is
determined using the starting code of the range. The translated amount could be wrong if the
account range contains one or more accounts with a different translation method other than the
translation method of the starting code. In this scenario, we reommend you use the SLGRPGL
function.
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SLGRPGLBAL

SLGRPGLBAL retrieves balance for a given Account Code, Period and Fiscal-year.

Use it in this way (proper syntax): SLGRPGLBAL (Group Name, [period], [fiscal year], [Type], [Site],
[FSB], [Currency]).

Group Name is a valid group code defined in the Reporting Group.

Period is an optional parameter. If not supplied, the value from the Period column of the toolbar is
used. If the Period column in the toolbar is empty, it picks the current period from Infor CloudSuite.
The parameter value can be 1 to 13.

January (or Jan) to December (or Dec) also can be used to specify the accounting period. If used,
Jan or January reads as period 1, and Dec or December reads as period 12. This is useful for
users who uses 12 month periods starting from January to December.

Fiscal Year is an optional parameter. If not supplied, the value from the Year column of the

toolbar is used. If the Year column in the toolbar is empty, it picks the current fiscal year from Infor
CloudSuite. Year should be specified in century format; example - 1999 or 2009.

The account COA code and unit code values are picked up from the Group definition. The COA
codes and unit codes defined under a group definition is not site specific. These codes are used to
retrieve the data from the site specified in the SLGRPGLBAL and SLGRPGL functions. If the code
doesn't exist in any site, it simply returns nothing; no error message is displayed.

FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter, however, the use of FSB must provide a valid FSB name as the argument. It has no
default value, when the argument is empty or invalid. In this case, it is assumed to be the primary
GL. The value is not case sensitive.

Currency is an optional parameter, however, use of currency must provide a valid currency code
as arguments. The account balance is converted to the given currency by using the conversion
method assigned to the account code.

This parameter has no default value when the argument is empty or invalid. In this case, no
conversion rate is applied.

Currency code is not case sensitive.
Balance amount from FSB is not translated.

In the case that an account code range is used in the formula, the translation method is
determined using the starting code of the range. The translated amount could be wrong if the
account range contains one or more accounts with a different translation method other than the
translation method of the starting code. In this scenario, we reommend you use the SLGRPGL
function.

SLGRPGLYTDBAL

This function is the same as SLGRPGLBAL except the balances are only from the current fiscal-year
and do not include any previous year balance.
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SLNGRPGLYTDBAL

This function is same as SLGRPGLYTDBAL except the result is reversed to the opposite sign. For
example: minus to plus or plus to minus.

SLNGRPGL
SLNGRPGL is the same as SLNGRPGL. The value is returned with reverse sign.
Use it in this way (proper syntax): SLNGRPGL(Group Name, [period], [fiscal year], [Type], [Site]).

SLNGRPGLBAL
SLNGRPGLBAL is the same as SLGRPGLBAL. The value is returned with reverse sign.
Use it in this way (proper syntax): SLNGRPGLBAL(Group Name, [period], [fiscal year], [Type], [Site]).

SLGLYTDBAL

SLGLYTDBAL returns the balance amount computed from the beginning of the given fiscal year until
the given period of the same fiscal year for the given account and unit code.

Use it in this way (proper syntax): SLGLYTDBAL (Account [: Account], [period], [Fiscal year], [U1 [:U1]
[....4]], Type, Site, [FSB], [Currency]).

e Account is a valid account code defined in the Chart of Accounts. A range of accounts can be
grouped by specifying a starting account and ending account separated by a “:” (colon). Cell
references can be used when a range is specified with the proper syntax.

Example:
SLGLYTDBAL(A1&":"&B2, ...)

e Period is an optional parameter. If not supplied, it will default the value from the Period column of
Tool Bar. If Period column in the Tool Bar is empty then it picks the current period from Infor
CloudSuite. The parameter value can be, 1 to 13.

January (or Jan) to December (or Dec) also can be used to specify the accounting period. If used,
Jan or January will read as period 1 and Dec or December will read as period 12. This is useful
for users who uses 12 months period starting from January to December.

e Fiscal Year is an optional parameter. If not supplied, it will default the value from the Year column

of Tool Bar. If the Year column in the Tool Bar is empty, it picks the current Fiscal Year from Infor
CloudSuite. Year should be specified in century format. example - 1999 or 2009

e Unit Code is a valid unit code/sub-account defined in the Unit code table. A maximum of four unit
codes (Unit Code 1, Unit Code 2, Unit Code 3 and Unit Code 4) can be used as a single
parameter separated by commas. If you don’t want to use a certain unit code in the formula, then
use a comma.

Example:
Use "600" for Unit Code 1
Use "600,,,ABC" for Unit Code 1 and Unit Code 4
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Use ",XYX,30,ABC" for Unit Code 2, Unit Code 3, and Unit Code 4

You can also use wild cards in formulas for unit codes.

Example:
Use "100, *, *, *" to return the total of Unit Code 1 (100) and everything for Unit Codes 2, 3,
and 4.
Use "100, 001, *, *" to return the total of Unit Code 1 (100), Unit Code 2 (001) and everything
for Unit Codes 3 and 4.
Use "*,*,*,A*" to return the total of all Unit Codes 1, 2, 3, and then any Unit Code 4 that begins
with "A".

You can specify a range of codes in your formula.

Example:

Use "100:200, *, *,*" to return the total of the range of Unit Code 1 from 100 to 200 and
everything for Unit Codes 2, 3, and 4.

e Type is an optional parameter. Possible values are Actual, Budget, and Plan.

Actual or A returns the actual account balance for all periods up to the given period and fiscal
year

Budget or B returns the budget amount for all periods up to the given period and fiscal year
Plan or P returns the planning amount for all periods up to the given period and fiscal year

e Site is a valid site name. Site is an optional parameter. If you do not provide this parameter, the
default site is used. This parameter can take two types of values, Site and Site Group. The site
value is specified by entering the site id in double quotes. The Site Group ID is specified with a
prefix "G=Site Group" or "GROUP=Site Group".

e FSB is a valid Multi-Financial Set of Books name. You can omit the argument for this optional
parameter, however, the use of FSB must provide a valid FSB name as the argument. It has no
default value, when the argument is empty or invalid. In this case, it is assumed to be the primary
GL. The value is not case sensitive.

Example:
SLGLYTDBAL("101000", 12,2014,,, "OH", "FSB1") retrieves the accumulated balance from
the beginning of given fiscal-year from the FSB "FSB1"

e Currency is an optional parameter, however, use of currency must provide a valid currency code
as arguments. The account balance is converted to the given currency by using the conversion
method assigned to the account code.

This parameter has no default value when the argument is empty or invalid. In this case, no
conversion rate is applied.

Currency code is not case sensitive.
Balance amount from FSB is not translated.

In the case that an account code range is used in the formula, the translation method is
determined using the starting code of the range. The translated amount could be wrong if the
account range contains one or more accounts with a different translation method other than the
translation method of the starting code. In this scenario, we reommend you use the SLGRPGL
function.
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SLCURRENCYRATE

SLCURRENCYRATE returns the currency rate of currency for a period and fiscal-year.

Use it in this way (proper syntax): SLCURRENCYRATE (Currency, [period], [fiscal year], [Translation
Method], [Site]).

e Currency is a valid currency code. A valid currency code is the one which is defined in the
currency table.

Currency has no default value when the argument is empty or invalid. In this case, no conversion
rate is applied.

Currency code is not case sensitive.
e Period is an optional parameter. If not supplied, it defaults the value of the Period dropdown from

the Tool Bar. If the Period column in the Tool Bar is empty, it picks the current period from Infor
CloudSuite Industrial.

The parameter value can be, 1 to 13.

January (] Jan) to December (| Dec) also can be used to specify the accounting period. If used,
Jan | January will read as period 1 and Dec | December will read as period 12. This is useful for
users who uses 12 months period starting from January to December.

e Fiscal Year is an optional parameter. If not supplied, it will default the value from the Year column
of Tool Bar. If Year column in the Tool Bar is empty, it picks the current Fiscal Year from SyteLine.
Year should be specified in century format. Eg 1999 or 2009

e Translation Method. Possible values are A (Average), E (End of Period), and C (Current). The
default is Current when no value is explicitly supplied.

Associating a Site with a Worksheet

You can associate a site with a worksheet. If you have multiple sites, you might create one Excel
workbook with multiple worksheets; each worksheet associated with a different site. The site chosen
then becomes the default site for that worksheet. When a site is associated with a worksheet, you
don’t have to use the site parameter in the formulas you write. In most cases, we recommend that you
include the site name in all formulas, to provide clarity about from which site the data comes. The
exception to this is for dynamic worksheets that you run against different sites.

To associate different worksheets with different sites:
1 Select a site name from the drop-down list in the toolbar.
2 Right-click on the worksheet tab and select Associate Site(sitename).

The worksheet stays associated with that site even when you select a different default site name
in the toolbar. If you do not associate a site with a worksheet, the ‘home site’ is the default. The
’home site’ is defined as part of the setup when you specify a connection to a Infor CloudSuite
database server and application (site) database.
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A workbook can display data from more than one Infor CloudSuite site, as long as the following
criteria are met:

e The site must be on the same database server as the home site.

e The site must be listed on the Sites/Entities form at the home site, and the Application Database
field on that form must be filled in for the site.

Any sites that meet this criteria display in the drop-down list on the toolbar.

Building a Dynamic Excel Report

You can insert Infor CloudSuite parameters (Site, Period, and Year) into specific cells. These cells
then have a drop-down which shows the available sites, periods, and fiscal years.
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Unit Code 3
Unit Code 4
Currency
FSB

1 Right-click in a cell.

2 Select Insert Infor CloudSuite Parameters and then either Site, Period, or Fiscal Year. You
can also select unit codes 1-4. The cell now has a drop-down containing all possible options for
site or period or fiscal year.
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Chapter 2: Microsoft Outlook Add-in for
Infor CloudSuite

This section describes how to use the Infor CloudSuite Outlook add-in. It also includes the steps to
install and set up the add-in.

Overview

For many people, especially those in Sales or Marketing positions, Microsoft Outlook is an essential
tool for communication and organization. You use Outlook tools to manage your e-mail, your
calendar, your list of tasks, and your contacts.

Calendars, Tasks, and Contacts

Infor CloudSuite includes a User Calendar, Task Lists and Contacts that can be tightly integrated with
their Outlook counterparts, so you can work with the same information seamlessly in both Outlook
and Infor CloudSuite. With the click of a button, you can selectively duplicate contacts, appointments,
and tasks from either Outlook or Infor CloudSuite into the other application. Your Outlook Contacts tab
also shows a subset of the Sales Contacts form from Infor CloudSuite so you can easily view
information about the current contact that is stored in Infor CloudSuite.

E-mails

When you view e-mails in Outlook to or from certain customers, vendors, prospects, and sales
contacts, the Infor CloudSuite details display along with the e-mail, for easy reference when you reply
to or call that customer, vendor, prospect, or sales contact. The details of Infor CloudSuite interactions
are also available with the Outlook e-mail, so you can see all interactions and refer to ongoing
discussions.

You can also add selected incoming or outgoing Outlook e-mails to the Infor CloudSuite Customer
Interactions, Vendor Interactions, Prospect Interactions and Sales Contact Interactions forms by
clicking a button in Outlook.
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SmartLink

You can enable SmartLink in the Outlook add-in. SmartLink scans your incoming Outlook e-mails for
certain search items - key words that are defined in the Search Items form in Infor CloudSuite - based
on whether the e-mail is coming from a customer, vendor, prospect, employee, or contact defined in
Infor CloudSuite, or from another Infor CloudSuite user.

From the Outlook add-in options dialog box, you can click a link to open the Search Preference List
form in Infor CloudSuite. Use that form to define which search items the add-in should look for in e-
mails coming from certain groups of senders. For example, you can specify that the add-in should
look in the Infor CloudSuite database for PONum data that matches any text in e-mails sent from
people who match a contact e-mail address included in the Vendors search group.

If you set up the example above, SmartLink searches for data matching PO numbers in Outlook e-
mails from contacts who are defined in Infor CloudSuite as vendors. If you receive an e-mail from a
vendor that contains the text 1089679, and if SmartLink finds a matching PO number 1089679 in the
Infor CloudSuite database, then when you open the e-mail, SmartLink causes the text 1089679 in the
e-mail to display as a hyperlink. When you click the link, the Purchase Orders form is displayed in a
separate browser window, filtered to show additional details about PO 1089679.

Infor CloudSuite Explorer in Outlook

Use the Infor CloudSuite Explorer module in Outlook to open Infor CloudSuite forms directly in the
Outlook reading pane. (Or you can set up the add-in so that forms open in a separate browser
window.) You can customize this Explorer to include only the forms that you access regularly, and you
can set up filters so that the forms show only the information that interests you.

Behind the Scenes

This is what happens in the system when you synchronize the data from either Outlook or Infor
CloudSuite, or when you open an e-mail relating to a customer you designated in Outlook as a Infor
CloudSuite customer:

Microsoft Outlook

IDO _
Web Infor CloudSuite
Infar ol Service -
CloudSuite
Add-in

The add-in communicates through the IDO Web Service on the Infor CloudSuite utility server,
enabling Outlook to make calls over the Internet to load (that is, read from) or update (write to) Infor
CloudSuite IDO collections. The data result set is returned to Outlook through an XML interface over
HTTP using SOAP protocol.
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Requirements

Before you can install and use the Outlook add-in, ensure that these requirements are met:

You are using Microsoft Office Outlook 2010 or 2013.
You are using Infor CloudSuite 9.00.00 or higher.
The IDO Request Web Service option was installed with the Infor CloudSuite utility/web server.

You must be logged in as an administrator on the computer where you are installing the Outlook
add-in.

Installing and Setting Up Outlook Integration with
Infor CloudSuite

Upgrading

If you are upgrading from a previous release of the Outlook add-in, use the Add or Remove Programs
utility to remove the Infor CloudSuite Outlook add-in before installing the new version.

Installing the Infor CloudSuite Outlook Add-in

To install the add-in on your computer:

1 Copy InforCloudSuiteOutlookAddin.exe from the
InforCloudSuiteOfficelntegrations[version].zip file to a local folder on your client computer, for
example C:\Temp.

2 On your computer, double-click InforCloudSuiteOutlookAddin.exe to run the installation.
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3 When asked whether to remove the installation files, read the instructions and select an option:

Remove Installation Files % i
Do wou want ko remove the files used to perform the
installation? ‘ frmr—

" Unpack the files uzed to perfarm the installation to a temporany location, and
automatically remove these files after the getup i= completed. Select thiz option if vou
are hot planning to run the setup again later.

% Unpack the files uzed to perfarm the installation to the location specified below, and
dor't remove these filez after the setup i completed. Select thiz option if wou are
planning to run the zetup again at a later time. If the specified folder location does not
exizt, it will be created autamatically,

Save filez in folder:
C:%Program FileshSyteline Outlook Add-ln Setup

Change... |

Ta continue, click Mest.

Imstallshield

= Back | MNext = | Cancel

e The first option allows the setup to choose the folder where it will unpack the installation files.
This can cause an error if you do not have appropriate permissions on the selected folder.

e The second option is recommended, because you can specify a folder that has appropriate

permissions.
4 Some files are loaded and the installer screen is displayed.
5 Click Install.

Before the customization installation starts, it checks your system for all the required components.

If it finds missing components, it tries to download them from the Microsoft site, if an internet

connection is present. Otherwise it returns an error, asking you to perform a .Net update.

6 When the customization installation is complete, open Microsoft Outlook.

Note: If this is an upgrade or a reinstallation, a message is displayed asking you to close and

reopen Outlook. Do this to refresh the contents of the configuration file.

7 In Outlook you should see this new menu option (This example is from Outlook 2013.):

e e - Inbox - Outlook 7T B - O X
HOME SEND / RECEIVE FOLDER VIEW INFOR CLOUDSUITE
3 E »
i = O Vi E X
Version Infor CloudSuite Infor CloudSuite Infor CloudSuite  Sync  Outlook Outlook Outlook  Sync
Info Contact Task Calendar In All  Contact Task  Calendar Out All
Infor CloudSuite sync In Sync Out N

Note: If you want to temporarily disable the add-in in Outlook without uninstalling it, select File >
Options > Add-Ins. Select Manage COM Add-ins and click Go. Clear the Infor CloudSuite Outlook

Add-in check box.

To enable it again, follow the same steps and select the Infor CloudSuite Outlook Add-ins check

box.
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Setting Up the Add-in in Outlook

To set up the add-in in Microsoft Outlook after it is installed:

1 Select File > Options > Add-Ins and click Add-Ins Options.

Add-in Options

Infor ClowdSuite Setup | Infor CloudSuite Interactions | Sync -Dmlnrrsl Senice
infor CloudSuite Connection

c i I ' format. ented the URL to spacify e o

End Posnt  hitpf|sened ID0ORequestSenviceConbgSanier aopx

Ignore S5 Warrng

Lise Worksiation '.ﬂgll'l

Infipr CloudSute User D sjuser

| Dusplay form inside the default browser
| Enable Smartlink gt Search Préference

AURD Sync Dt
| Contact
| Task
| Appointment

s

Fassword |
Infor CloudSume Config QM * | Load Config |
Web Client LIRL [Hearverlweswebchantdefault aspx

Desplay Infor CloudSute Sales Contacts form in Outlook Cortact

| ok || cance Appily

2 Specify these values on the Infor CloudSuite Setup tab:

e Use Workstation Login: Select this check box use use the workstation login. If selected, the
Infor CloudSuite User ID and Password fields are disabled.

e Infor CloudSuite User ID: Enter a user name that is valid for the specified Infor CloudSuite
configuration. If not supplied, the system uses the default Windows login name.

e Password: Enter the password for the specified user.

e Infor CloudSuite Config: Click Load Config to load the list of configurations based on the
URL in the End Point field. Then specify the name of the configuration you want to access
through the Infor CloudSuite utility server.

e Auto Sync Out (Contact, Task, Appointment): Select any or all of these check boxes if you
want to automatically synchronize to Infor CloudSuite any changes made in Outlook, without
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clicking the Sync Out All button on the Outlook toolbar. For example, if these fields are
selected and you add a new contact, task, or appointment in Outlook, it is automatically added
to the Infor CloudSuite Sales Contacts, Infor CloudSuite Task List, or Infor CloudSuite User
Calendar.

e End Point: Enter the URL address of the IDO web service on the Infor CloudSuite web/utility
server where the configuration you want to access is defined. For example: http:/
servername/IDORequestService/IDOWebService.aspx

e Web Client URL: Enter the URL address of the Infor CloudSuite web server where the web
rendering client is installed. For example: http://servername/wswebclient/default.aspx

e Display form inside the default browser: Select this option to place the Infor CloudSuite
Explorer pane in a separate instance of your default Web browser. By default, the Explorer is
displayed inside an Outlook window. For more information, see “Using the Infor CloudSuite
Explorer in Outlook” on page 104.

e Enable SmartLink: Select this option to enable the SmartLink feature in Outlook. For more
information, see “Using SmartLink with Outlook E-mails” on page 93.

e Set Search Preference: If you enabled SmartLink, click this link to open the Infor CloudSuite
Search Preferences form, where you can specify the types of text you want SmartLink to
search for in the Infor CloudSuite database. For more information, see the Infor CloudSuite
help on setting up SmartLink search preferences. If you are a system administrator who
wants to create additional search items, see the Infor CloudSuite help on setting up search
items.

e Display Infor CloudSuite Sales Contacts form in Outlook Contact: Select this option if
you want to display a subset of the Sales Contacts form, filtered to display Infor CloudSuite
settings for the current Outlook contact, in the Outlook contact pane. For more information,
see “Viewing Sales Contacts in Outlook” on page 81.
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3 On the Infor CloudSuite Interactions tab:

F — Te |
Add-in Options s & s
Infor CloudSuite Setup | Infor CloudSuite Interactions | Sync opﬁonsi
Interaction Type
Sender's email address can be recognized against the following list of
items. Check the appropriate that's applicable to you. When the email
address is matched in multiple items. the first one from the listis used
il | 7] customer E
| [¥] Prospect
[¥] Contact
[v] vendor B
! | Usethe Up and Down keys to re-arrange your search
I | preference. The top selected item is the default
Caps
The caps refers to the maximum number of records that the system can
return at one time to populate the drop-down list The record cap
change is not persisted and applicable only for the current session
‘| | Drop-downs
|
| ~) Retrieve all
' ©) Use specified max -1
N
N
[ OK J [ Cancel Appl
%
e Select or clear interaction types you wish to use. This table describes each interaction type:
Type Search Result
Customer Search for External and Customer Order and Order details
Internal email address in
Customers. When no match is
found, then search for Email in
Customer Contact.
Vendor Search for External and Purchase Order and details
Internal Email Address in
Vendors.
Prospect Search for Email in Prospect Opportunities and Opportunity Tasks
Sales Contact Cross
Reference.
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Type Search Result

Contact Search for Email in Sales Sales Person(s) associated with the
Contact Sales Person Cross contact
Reference.

Incident Search for Email in Incidents. Incidents

e When selected, the interaction type is available in the drop-down, so the email message can
be attached to the selected interaction log.

e Selected items are the list source for the Interaction Type drop-down in the Interaction Pane.
The first selected item from the list is the default value for the drop-down. The search is
performed in the order as it appears in the list. The order can be re-arranged using the Up and
Down arrow keys.

Note: You must select Incident to enable the ability to create incidents, events, and notes from
Outlook messages.

4 Click OK.
5 A prompt indicates that the data was saved to the Outlook store. Click OK.
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6 On the Sync Options tab,
Add-in Options:. s
| infor Cloudsuite Setup | Infor Cloudsuite Interactions | Sync Options |

Contact Sync Out

Verify if a contact already exist in Infor CloudSuite by using the following
Properties:

[Z]First Name i
Last Name

Company |
Email L

[ ok || cancel ] Apply
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e Select or clear the check boxes for First Name, Last Name, Company, and Email to verify if a
contact already exists in Infor CloudSuite.

During the synchronization process, the add-in establishes a link between Outlook and an Infor
CloudSuite contact using a unique id (RowPointer from Infor CloudSuite contact record). This
will facilitate future bi-directional synchronization and ensures the contacts are not duplicated
on either side; instead, it performs an update. When you perform a Sync Out process from
Outlook, the add-in first tries to match the contact in Infor CloudSuite using the id, then it
updates the record when a match found. It creates a new contact when no match exists in Infor
CloudSuite.

In some cases, different users may have the same contact in their Outlook contact folder, so
when they try to Sync Out their contact, it may end up duplicating records in Infor CloudSuite.
This usually happens when users migrate to the new system for the first time. In this case, you
can implement additional contact matching criteria using the Sync Options. The available
search properties are First Name, Last Name, Company, and Email. We recommend that you
select all the properties to ensure best matching of records.

This example explains how the additional search criteria helps to not duplicate contacts in Infor
CloudSuite.

Example - User A and B have the same contacts with the same First Name, Last Name,
Company, and Email address. When user A uses Sync Out for the first time, it creates a new
contact in Infor CloudSuite and establishes a link for future updates. When user B tries to Sync
Out, the add-in will not find a match, so it performs an additional search using the First Name,
Last Name, Company, and Email address to find a match. So, it the establishes a link with the
existing contact and performs an update instead of creating a new contact.

Note: The settings are saved into the users’ local machine, so it has to be set up in every user’s
machine that will be synchronizing contacts. The additional duplicate check is performed only
when performing Sync Out process.
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7 On the Service tab:

| Add-in Options | =

Infor Cloud5uite Setup | Infor Cloud5uite Interactions 5ynchtinns| Service |_

Field Service Plus Settings

Flag Incident email messages with special icon.
Perform Smart Search when opens a message.
Add Qutlook Reminder automatically for the Incident.

Set a default Event Code:

Event Code: -

[ OK ] [ Cancel Apply

e Select Flag Incident email messages with special icon. to display a special icon beside
messages that have been converted into an incident or event.

e Select Perform Smart Search when opens a message. to automatically search for special
key characters, such as an incident number, in the message body or subject line when
opening a message, then automatically set the Incident number after validating. When this
check box is cleared, use the Search button to search for an incident number.

e Select Add Outlook Reminder automatically for the Incident. to automatically create an
Outlook reminder from an email message by using the follow-up date.

e |If you typically use the same event code when creating a new event, select that code in the
Event Code field. This code will be automatically set when creating new events.

8 Click Apply.
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Linking Windows User Names to Infor CloudSuite Salespersons

Microsoft Outlook can recognize you as a Infor CloudSuite salesperson and display Infor CloudSuite
information specific to you, if you meet all of these requirements in setting up your user names on
Infor CloudSuite and Microsoft Windows:

e Your Windows user name and your Infor CloudSuite user name are the same. (If they are
different, the system uses the name defined in the Infor CloudSuite tab of the Outlook options,
shown above.)

e Your Infor CloudSuite user name is assigned to a salesperson on the Salespersons form in Infor
CloudSuite.

Setting Infor CloudSuite User License and Authorizations

In order to use the Infor CloudSuite add-in, you must have a valid Infor CloudSuite user name. This is
the user name that is specified in the Infor CloudSuite tab of the Outlook Options dialog box. (See
“Setting Up the Add-in in Outlook” on page 65.)

Licenses

To use any of the features, a SyteLIne user must be assigned a SyteLineAutomation license. Infor
CloudSuite Industrial users must be assigned an Automation license.

To view the Sales Contacts (Office) form, which is available in the Outlook Contacts tab as well as in
Infor CloudSuite, SyteLine users must be assigned a SyteLineOfficelntegration license. Infor
CloudSuite Industrial users must be assigned an Officelntegration license.This module allows you to
display custom Infor CloudSuite forms inside Microsoft Office modules.

To open other Infor CloudSuite forms through the Explorer in Outlook, a SyteLine user name must be
assigned a standard SytelLineAutomation license. An Infor CloudSuite Industrial user must be
assigned the Automation license. When the user opens an Infor CloudSuite form through the Outlook
Explorer, one instance of that license is consumed.

For more information about any of these license types, see the Infor CloudSuite Industrial Licensing
guide.

Authorizations

On the Object Authorizations for User form in Infor CloudSuite, these privileges must be granted
for this user, for object type MIDDLEWARE:

Edit Execute Read Update
Object Name Privilege Privilege Privilege Privilege
DocumentTypes Revoked Granted Granted Revoked
MonitoredResources Revoked Granted Granted
SearchPreferencelLists Revoked Granted Granted
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Edit Execute Read Update
Object Name Privilege Privilege Privilege Privilege
SLCoitems Revoked Granted Granted
SLContacts Granted Granted Granted Granted
SLContactSIspersons Granted Granted Granted Granted
SLCos Revoked Granted Granted
SLCustomers Revoked Granted Granted
SLCustomerContacts Granted Granted Granted Granted
SLDocumentObjectAndRefExt | Granted Granted Granted Granted
Views
SLForms Revoked Granted Granted
SLInteractions Granted Granted Granted Granted
SLInteractionDetails Granted Granted Granted Granted
SLInteractionTopics Revoked Granted Granted
SLOpportunities Revoked Granted Granted
SLProspectContacts Granted Granted Granted Granted
SLSIsmans Revoked Granted Granted
SLUserLocals Revoked Granted Granted
UserNames Revoked Granted Granted
UserTasks Granted Granted Granted Granted
UserCalendars Granted Granted Granted Granted
SLVendors Revoked Granted Granted Revoked
SLPos Revoked Granted Granted Revoked
SLPoitems Revoked Granted Granted Revoked
SLProspects Revoked Granted Granted Revoked

The highlighted sections above indicate IDOs where update privileges must be granted. All other
IDOs require read privilege for this user. Note that the MIDDLEWARE authorizations do not affect the
user’s ability to edit or view information through Infor CloudSuite forms.

Seeing the Sync Buttons In Infor CloudSuite

The MS Outlook Sync In, MS Outlook Sync Out, and MS Outlook Sync Out All buttons display in
these Infor CloudSuite forms only if there is a Microsoft Outlook client installed and active on the
same computer where the Infor CloudSuite client is installed:

e Sales Contacts

e Task List

e User Calendar
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Using the Outlook Add-in

Sync In or Sync Out?

You can create and update your contacts, tasks, and appointments in either Infor CloudSuite or
Microsoft Outlook and synchronize the changes so they appear in the other system. In Outlook, you
can sync in or synch out all, or you can sync in or sync out individual pieces.

Look at the buttons on the menu. Infor CloudSuite Contact, Infor CloudSuite Task, and Infor
CloudSuite Calendar are all sync in buttons. Outlook Contact, Outlook Task, and Outlook
Calendar are all sync out buttons.

e - Inbox - Outlook 7 B - 0O X
HOME SEND / RECEIVE FOLDER VIEW INFOR CLOUDSUITE
= om vV B &
Version Infor CloudSuite Infor CloudSuite Infor CloudSuite  Sync  Outlook Outlook Outlook  Sync
Info Contact Task Calendar In All  Contact Task  Calendar OutAll
Infor CloudSuite Sync In Sync Out ~

This table shows the result of clicking the sync in or sync out buttons.

Button Result
Infor CloudSuite Pulls all new and changed
Contact Contact(s) from Infor

CloudSuite and updates
Outlook Contact(s).

Infor CloudSuite Pulls all new and changed
Task Task(s) from Infor CloudSuite
and updates Outlook Task(s).
Infor CloudSuite Pulls all new and changed
Calendar Appointment(s) from Infor
CloudSuite and updates
Outlook Appointment (s).
Outlook Contact Connects to Infor CloudSuite

and updates all new and
changed Outlook Contact(s).

Outlook Task Connects to Infor CloudSuite
and updates all new and
changed Outlook Task(s).

Outlook Calendar Connects to Infor CloudSuite
and updates all new and
changed Outlook
Appointment(s).

Sync In All Pulls all new and changed
Task(s), Contact(s) and
Appointment(s) from Infor
CloudSuite and updates
Outlook.
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Button Result

Sync Out All Connects to Infor CloudSuite
and updates all new and
changed Outlook Task(s),
Contact(s) and
Appointment(s).

Decide which system - Infor CloudSuite or Outlook - is the "master" system where your contacts,
tasks and appointments are created. The other system can contain synchronized copies of that
information. Your decision determines whether you use the Sync In button or the Sync Out button.

Mastar Copy
Syne Out ' l
Copy Master
_I
Sync In

Your system administrator may tell you which button to use.

Sync In and Sync Out synchronize your contacts, tasks and appointments, but not those created by
other users.

Caution

When you use Sync In or Sync Out, the sending system overwrites the existing contact, task or
appointment information in the receiving system. So, for example, you should not try to maintain the
same contact with different information in Infor CloudSuite and Outlook.

In Outlook

In Microsoft Outlook, these Sync options are available:

e If you create your contacts, tasks and calendar appointments in Microsoft Outlook, use the
appropriate sync out buttons on the Infor CloudSuite menu to copy:

e All tasks flagged as "Task in Infor CloudSuite" from Outlook to the Infor CloudSuite Task List
form

e All contacts flagged as "Contact in Infor CloudSuite" from Outlook to the Infor CloudSuite
Sales Contacts form

e All calendar appointments flagged as "Appointment in Infor CloudSuite" from Outlook to the
Infor CloudSuite User Calendar form.

To copy a specific task, contact, or appointment, display it and use the appropriate sync out

button on the Infor CloudSuite menu.
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e If you create your contacts, tasks and calendar appointments in Infor CloudSuite, use the
appropriate sync in buttons on the Infor CloudSuite menu to copy all contacts, tasks, and
appointments you created in Infor CloudSuite to your Outlook contacts, tasks, and appointments

areas.

To copy changes to a specific contact, task, or appointment that already exists in both Infor
CloudSuite and Outlook, display it and use the appropriate sync out button on the Infor

CloudSuite menu.

e If Auto Sync Out is selected in the Infor CloudSuite tab of the Outlook Options dialog box, then
any time you add or update a Infor CloudSuite-designated task, contact, or appointment in

Outlook, the information is duplicated to Infor CloudSuite.

You can also toggle the Disable/Enable Auto Sync Out button on the appropriate ribbon
toolbars. This button overrides the Auto Sync Out setting in the Options dialog. If this button is set
to "Enable," the add-in immediately synchronizes new or existing Infor CloudSuite-designated
contacts, tasks or appointments from Outlook to Infor CloudSuite as soon as you save them. If it
is set to "Disable," you must select Sync Out to manually perform the synchronizations.

In Infor CloudSuite

Use the Sync buttons in the appropriate Infor CloudSuite forms to synchronize contacts, tasks and
appointments. These buttons are enabled when Outlook is installed and active on the computer
where Infor CloudSuite is running.

MS Outlook Sync In Button: Use this button to synchronize Infor CloudSuite information that was
created or updated in Microsoft Outlook, so that it is displayed in the appropriate Infor CloudSuite

form (see the table below).

After the synchronization, select View > Refresh to see the new or changed information in the Infor

CloudSuite form.

On this form

Use this button to

Notes

Sales Contacts

Synchronize contact information
that was created or updated in
Microsoft Outlook and marked as
"Contact in Infor CloudSuite", so
that it is displayed in the Sales
Contacts form.

Before you synchronize Infor CloudSuite
contacts from Outlook, make sure the
contact's last name, first name, and business
phone numbers are saved in Outlook; if any
of these fields are missing, an error is
displayed and skips updating the contact in
Infor CloudSuite.

Task List

Synchronize task information that
was created or updated in Microsoft
Outlook and marked as "Task in
Infor CloudSuite", so that in the
Infor CloudSuite Task List form it is
displayed.

You cannot change the task name in Infor
CloudSuite after the task exists there.

User Calendar

Synchronize Infor CloudSuite
calendar information that was
created or updated in Microsoft
Outlook and marked as
"Appointment in Infor CloudSuite",
so that in the Infor CloudSuite User
Calendar it is displayed.

A new appointment must have a unique user
ID, appointment name, start time, and end
time in order to be imported into Infor
CloudSuite. Existing appointments can be
updated with a new start time and end time.
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MS Outlook Sync Out Button: Use this button to synchronize the information for the current record
that was created or updated in the appropriate Infor CloudSuite form (see the table below), so that in
Microsoft Outlook it is displayed.

On this form

Use this button to

Notes

Sales Contacts

Synchronize the information for the
current contact that was created or
updated in the Sales Contacts form,
so that in Microsoft Outlook it is
displayed..

Before you synchronize Infor CloudSuite
contacts from Outlook, make sure the
contact's last name, first name, and business
phone numbers are saved in Outlook; if any
of these fields are missing, an error is
displayed and skips updating the contact in
Infor CloudSuite.

The contact is marked in Outlook as "Contact
in Infor CloudSuite."

Task List

Synchronize information for the
current task that was created or
updated in the Sales Contacts form,
so that in Microsoft Outlook it is
displayed.

The task is marked in Outlook as "Task in
Infor CloudSuite."

User Calendar

Synchronize the current
appointment from the Infor
CloudSuite calendar, so that in
Microsoft Outlook it is displayed.

The appointment is marked in Outlook as
"Appointment in Infor CloudSuite."

MS Outlook Sync Out All Button: Use this button to synchronize all information that was created or
updated in the appropriate Infor CloudSuite form (see the table below), so that in Microsoft Outlook it

is displayed.

On this form

Use this button to

Notes

Sales Contacts

Synchronize all Infor CloudSuite
sales contact information that was
created or updated in the Sales
Contacts form, so that in Microsoft
Outlook it is displayed.

Before you synchronize Infor CloudSuite
contacts into Outlook, make sure each
contact's last name, first name, and office
phone numbers are saved in Infor
CloudSuite. The contacts are marked in
Outlook as "Contact in Infor CloudSuite."

Task List

Synchronize all Infor CloudSuite
task information that was created or
updated in the Task List form, so
that in Microsoft Outlook it is
displayed.

You cannot change the task name in Infor
CloudSuite after the task exists there. The
tasks are marked in Outlook as "Task in Infor
CloudSuite."

User Calendar

Synchronize all Infor CloudSuite
appointments for the current user
that are not past due, so that they
display in Microsoft Outlook.

If an appointment already exists in Outlook, it
is updated. The appointments are marked in
Outlook as "Appointment in Infor
CloudSuite."
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Contacts

Adding Contacts in Outlook

To add a contact in Microsoft Outlook that will be synchronized to Infor CloudSuite:

1 In Outlook, add a new contact.

2 Fillin the fields for the contact:

The information in these fields will be synchronized to Infor CloudSuite:

First Name - required, first 15 characters only
Last Name - required, first 15 characters only
Middle Name - optional, first character only
Job Title - optional

E-mail - optional

Business Phone - required

Home Phone - optional

Business Fax - optional

Mobile Phone - optional

Business Address - optional. Some parts of the address are validated against information
in the Infor CloudSuite database. For example, if you enter the country as "USA" and Infor
CloudSuite does not have a country set up called "USA" an error is displayed.

Salesperson - optional

3 In the Infor CloudSuite pane, select Contact in Infor CloudSuite.

4 Save the new contact without closing the window.

5 Click Sync Out on the Infor CloudSuite menu to immediately save this contact in the Infor
CloudSuite contacts. (If you have not yet saved the contact, the system prompts you to save the
contact first.) You can also wait and later Sync Out all changes to your contacts at one time, using
the Outlook Contact option on the Infor CloudSuite menu.

Or you can set the toolbar ribbon option to Enable Auto Sync Out so that any addition or update
to a Infor CloudSuite contact in Outlook is automatically synchronized to Infor CloudSuite as soon
as you save the contact in Outlook.

6 You can optionally click the Contact X-Ref button to associate a Infor CloudSuite salesperson,
customer, and prospect with this contact.
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7 If you selected a salesperson, the Infor CloudSuite Opportunities field shows the opportunities
associated with the salesperson and contact, if the selected contact is a Infor CloudSuite contact.
Otherwise, the opportunities associated with the salesperson are displayed.

Infor CloudSuite v X

Contact In Infor CloudSuite

Customer X-Ref

Customer ShipTo  Name &~
1 1 Coordinated Bicycles - North
1 2 Coordinated Bicycles - South )

Prospect X-Ref
Prospect

Company Phone

Alpha Bikes

Barco Trading Contact (972) 231-1234

Salespersons X-Ref

Slsman Name

Daniels, David

Andrews, Shawna L.

Infor CloudSuite Opportunities

Description Status EstValue
Bicycle Tires Cpen 2,000.00
< | 1] 3

The Infor CloudSuite Opportunities area is refreshed each time you open the contact window or
select a different salesperson name.
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The resulting information is shown in the Infor CloudSuite Sales Contacts form.

O sales Contacts

Full Name
13 Job Titie: |gm

*[Jenniter First Name!"Walters

ail: |jwalters@alpha.com
ate: 31212014

3. hpurayil

s _Interactions _Preferences

Eoles

5
2 Jennifer, Walters
: Alpha Bikes
4
8820 John Hickman Parkway
5
6
7
8
9 ty: |Frisco
10 75034
= United States
12) Jennifer, Walters Off ne’|(972) 231-1234
1 Mobile Phone
14 e Phone
15
[EECUCREIRE Customer Ship-Tc T al

16
17

I Nam¢
18

ss [1

The salesperson is added to the Salesperson Cross-Reference for that contact.

BB Sales Contact Salesperson Cross References (Linked)

Contact Contact's Mame Salezperzon

1 56 Wilsan, Karen DAHM

Salezperzon's Mame

Daniels, David

II=] E3

Adding Contacts in Infor CloudSuite

To add a contact in Infor CloudSuite that will be synchronized to Outlook:

1 In Infor CloudSuite, open the Sales Contacts form.

2 Select Actions > New and fill in the information about the contact:
The information in these fields will be synchronized to Infor CloudSuite:

Middle Initial - optional

Job Title - optional

E-mail - optional

Business Phone - required
Home Phone - optional
Business Fax - optional
Mobile Phone - optional
Business Address - optional.

First Name - required, first 15 characters only
Last Name - required, first 15 characters only
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3 Save the information.
4 Click the MS Outlook Sync Out button to duplicate the contact information in Microsoft Outlook.

5 The contact is added to Outlook, and the Contact in Infor CloudSuite check box is selected for the
contact.

Updating Infor CloudSuite Contact Information in Either System

After Infor CloudSuite contacts are set up and synchronized so that they appear in both systems, you
can update the information in either system and click the appropriate Sync Out button to duplicate
the changes in the other system. Or, go to the other system and click the appropriate Sync In button
to pull in all new or changed Infor CloudSuite contacts.

Deleting Contacts in Either System

If you delete a contact in either Outlook or Infor CloudSuite, the contact is not deleted when you
perform a Sync In or Sync Out. You must manually delete the contact.

Viewing Sales Contacts in Outlook

When you open a contact in Outlook, a subset of the Infor CloudSuite Sales Contacts form is
displayed in the Outlook Contacts tab, if:

e You enabled Display Infor CloudSuite Sales Contacts form in Outlook Contact in the Infor
CloudSuite Add-in, as described in “Setting Up the Add-in in Outlook” on page 65.

The contact is marked in Outlook as a "Contact in Infor CloudSuite."

SyteLine users have a SyteLineOfficelntegration license.

Infor CloudSuite Industrial users have an Officelntegration license.

You have a Infor CloudSuite login. The "Use workstation logon" setting should be set up for this
user in Infor CloudSuite, so that no login screen is displayed in Outlook.

This Sales Contacts form is displayed filtered on the current contact name. The Customer Bill-Tos,
Prospects, Salespersons, and Interactions tabs all contain display-only information. On the
Preferences tab, you can set or change contact preferences; then right-click in the form and select
Save to save your changes.

- X
Contact In Infor CloudSuite

53 ec Mergon  312¢on, Doberah ‘l Sales Contacts

Infor Cloud Suite Opportunities

= [ Customer 88-Tos | Prospects | Salespersons | Interactions | Preferences

Dezcriztion Tabus l | = I | |
¥ oK 7o cat I™ 0K To Send Other Communication
¥ oK To Send Emai I 0K To Send Mail

r OK To Send Fax r OK To Send News
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Tasks

Adding Tasks in Outlook

To add a task in Microsoft Outlook that will be synchronized to Infor CloudSuite:

1

In Outlook, select create a new task. This is performed differently depending on the version of
Outlook you are using.

If you have outstanding tasks saved in Infor CloudSuite, these display in the Infor CloudSuite
pane.

Fill in the fields for the task.

The information in these fields will be synchronized to Infor CloudSuite:
e Subiject - required, first 80 characters
e Reminder Date/Time - required
e Description - optional

In the Infor CloudSuite pane, select Task in Infor CloudSuite.

If you want the task to be automatically deleted from Infor CloudSuite after the reminder has been
sent, select Delete After Reminder. The task will not be deleted from Outlook.

Save the task.

Click Sync Out in the Task toolbar ribbon to immediately save this task in your Infor CloudSuite
task list. (If you have not yet saved the task, the system prompts you to save the task first.) You
can also wait and later Sync Out all changes to your tasks at one time, using the Sync Out All

button on the Infor CloudSuite menu.

You can set the toolbar ribbon option to Enable Auto Sync Out so that any addition or update to
a Infor CloudSuite task in Outlook is automatically synchronized to Infor CloudSuite as soon as
you save the task in Outlook. This option defaults to the setting in the Tools > Options dialog box
and can be overridden either here or in the Tasks pane.
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The resulting information is shown in the Infor CloudSuiteTask List form:

ER Task List M=l 3 I
User Mame: ]jenhec ﬂ

Task Mame: |Eall Bob Sanders |

[~ Delete After Reminder ™ Show Al

Description
Azk Bob about the status of the order. ;I
M5 Outlook Sync In M5 Outlook Sync Out M5 Outlook Sync Out All |

Adding Tasks in Infor CloudSuite

To add a task in Infor CloudSuite that will be synchronized to Outlook:

1

In Infor CloudSuite, select View > Task and fill in the fields on the Create User Task form:
B8 Create User Task M= E3

Task Mame: |Status Report |

Remind Date: |11/03/200912:00:00 AW =

[V Dielete After Remindsr

Description: | Send status report to Gene] ;I

ak, I Cancel MyT asks

The information in these fields will be synchronized to Outlook:
e Task Name - required, first 80 characters

e Reminder Date/Time - required. Use the drop-down calendar to select a date and accept
the default time of 12 a.m., or enter a date and time manually.

e Description - optional.

If you want the task to be automatically deleted from Infor CloudSuite after the reminder has been
sent, select Delete After Reminder.

Click OK to save the task.

Open the Task List, select the task, and click the MS Outlook Sync Out button to duplicate the
task information in Microsoft Outlook.

The task is added to Outlook, and the Task in Infor CloudSuite check box is selected for the task.
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The resulting task is displayed in your To-Do List in Outlook.

Updating Task Information in Either System

After Infor CloudSuite tasks are set up and synchronized so that they appear in both systems, you
can update the information in either system and click the appropriate Sync Out button to duplicate
the changes in the other system. Or, go to the other system and click the appropriate Sync In button
to pull in all new or changed Infor CloudSuite tasks.

Deleting Tasks in Either System

If you delete a task in either Outlook or Infor CloudSuite, the task is not deleted when you perform a
Sync In or Sync Out. You must manually delete the task.

Calendar Appointments

Adding Appointments in Outlook

To add a calendar appointment in Microsoft Outlook that will be synchronized to Infor CloudSuite:

1 In Outlook, create a new appointment. This is performed differently depending on the version of
Outlook you are using.

If you have outstanding Infor CloudSuite-designated appointments, these display in the Infor
CloudSuite pane.

2 Fill'in the fields for the appointment.

The information in these fields will be synchronized to Infor CloudSuite:

Subject - optional, first 80 characters
Location - optional, first 80 characters
Start Date/Time - required

End Date/Time - required

Reminder Date/Time - optional. The reminder time specified in the Outlook toolbar (as
shown below) is subtracted from the Outlook Start Time to build the Infor CloudSuite
Remind Date. For example, if the Outlook reminder time is 15 minutes and the Start Time
is Wed 2/17/2010 3:00 PM, the Infor CloudSuite Remind Date is set to 2/17/2010
02:45:00 PM.

S 15 minutes <

Description - optional, truncated to the length of the Description field in Infor CloudSuite.

3 In the Infor CloudSuite pane, select Appointment in Infor CloudSuite.
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4

If you want the appointment to be automatically deleted from Infor CloudSuite after the reminder
has been sent, select Delete After Reminder. The appointment will not be deleted from Outlook.

Save the appointment.

Click Sync Out in the "Infor CloudSuite Appointments" toolbar ribbon to immediately save this
appointment in your Infor CloudSuite User Calendar. (If you have not yet saved the appointment,
the system prompts you to save the appointment first.) You can also wait and later Sync Out all
changes to your appointments at one time, using the Sync Out All button on the Infor CloudSuite
menu.

You can set the toolbar ribbon option to Enable Auto Sync Out so that any addition or update to
a Infor CloudSuite appointment in Outlook is automatically synchronized to Infor CloudSuite as
soon as you save the appointment in Outlook. This option defaults to the setting in the Tools >
Options dialog box and can be overridden either here or in the Appointments pane.

The resulting information is shown in the Infor CloudSuite User Calendar form:

1
2
3k
*

1
BR User Calendar M=l E3

Subject

€ (= February 2010
Staff meeting ’

Sales presen...
Jan 31 1 2 3 4 5 [

Feb&

Jan21-

Feb7-Feb 13

(Staf mesting )| (RyanCo Prasentation |

|Sales presentation |

Feh 14 - Fz5 20

&b 27

2521 - F

F

Feb28-Marg

MS Oullook Syncln | M5 Ouliock SycDut | MS Dutlook Sync Dual |

Adding Appointments in Infor CloudSuite

To add a calendar appointment in Infor CloudSuite that will be synchronized to Outlook:
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2

In Infor CloudSuite, open the User Calendar and double-click on the day the appointment should
take place:

€ (=) March 2010

Feb 28 1 % 2

Feb28-Msarf

Mar 7 - Mar 13

In the Create User Appointment form, specify the information about the new appointment:

E= Create User Appointment (Modal) =]

Subject: ‘Staff meeting ‘

Location: ‘Mam Conference Room ﬂ

Starting Time:  |03/01/2010 11:00:00 AW = Femind Date: |03/01/2010 10:45:00 4M ¥

Ending Time:  |03/01/2010 12:00:00 &M = [V Delste After Reminder
\ Bl
[ |
Cencel_|

The information in these fields will be synchronized to Outlook. For all date/time fields, use the
drop-down calendar to select a date and accept the default time of 12 a.m., or enter a date and
time manually.

Subject - optional, first 80 characters
Location - optional, first 80 characters
Start Date/Time - required

End Date/Time - required

Reminder Date/Time - optional.
Description - optional.

If you want the appointment to be automatically deleted from Infor CloudSuite after the reminder
has been sent, select Delete After Reminder.

Click OK to save the appointment and return to the User Calendar.

In the grid side of the User Calendar form, select the row for the appointment you created. Click
MS Outlook Sync Out to duplicate the task information in Microsoft Outlook.

The system tells you that an Outlook appointment(s) export will be performed. Click OK.

The system tells you how many appointments were added or updated in the Microsoft Outlook
Calendar folder.Click OK.

The appointment is added to Outlook, and the Appointment in Infor CloudSuite check box is
selected. The resulting appointment is displayed in your Outlook Calendar:
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Updating Appointments in Either System

After Infor CloudSuite appointments are set up and synchronized so that they appear in both systems,
you can update the information in either system and click the appropriate Sync Out button to
duplicate the changes in the other system. Or, go to the other system and click the appropriate Sync
In button to pull in all new or changed Infor CloudSuite appointments.

Deleting Appointments in Either System

If you delete an appointment in either Outlook or Infor CloudSuite, the appointment is not deleted
when you perform a Sync In or Sync Out. You must manually delete the appointment.

Service
“ Home Send / Receive Folder View INFOR CLOUDSUITE
3 . 52 By, LB M
n \;1= = - | == v B ed —+ N 5 1
Version Infor CloudSuite Infor CloudSuite Infor CloudSuite Sync  OQOutlook Outlook Outlook  Sync New New Add

Info Contact Task Calendar InAll  Contact Task Calendar Out All Incident Event Note Incidents

Creating an Incident from an Outlook Message
1 Open the Outlook message that you want to use to create an incident, or click New Incident.
2 Specify this information:

Interaction Type: Select Incident.
Priority: Select a code to indicate the level of priority for the incident.
Status: Select a status for the incident.

SSR: If the current user is a SSR, the username is displayed by default. Otherwise, click the
ellipsis button to open the Search screen and search for a SSR.

e Customer: Select a customer using the Search screen. If the email address from the Outlook
message is associated with a customer, that customer is displayed by default.

e Add Attachment: Optionally, select this check box to include any attached documents.

e Document Type: When including an attachment, select the document type for the
attachment.

e Subject: The subject of the email message is used by default and is truncated to the first 40
characters. Optionally, specify a different subject.

3 Optionally, select Mark as Internal to set the incident as internal.

4 Click Submit. The message is flagged with a new icon to indicate that it was converted to an
incident. The incident is generated in Infor CloudSuite Industrial and the Incident field in the
Email Interaction pane is updated with the new incident number.
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Creating an Event from an Outlook Message

1

Open the Outlook message that you want to use to create an event, or click New Event. The
message must already have an incident associated with it.

Specify this information:

e Interaction Type: Select Incident.

e Incident: Click the ellipsis button to open the Search screen and search for an incident. If you
are using an email message that contains an incident number or that you previously
converted to an incident, that incident number is displayed by default.

e New Event: Select this check box.

e Event Code: Select an event code.

o Follow-up Date: Select a follow-up date for the event. An automatic reminder is added for the
email, if applicable.

e Add Attachment: Optionally, select this check box to include any attached documents.

e Document Type: When including an attachment, select the document type for the
attachment.

e Mark Note as Internal: The email message is attached to the event as a note. Select this
check box if you want to use the note for internal purposes only.

e Subject: The subject of the email is used by default and is truncated to the first 40 characters.
Optionally, specify a new subject.

Click Submit. A message is displayed saying that the message has already been added to an
incident. Click Yes to continue. The message is flagged with a new icon to indicate that it was
converted to an event.

Adding a Note to an Incident

1

2
3
4

Select an email message. The message must not be flagged with the New Incident icon.
Click Add Note. The email is opened and the Interaction Type is set to Incident.
To create a new incident for the note, select New Incident.

To add the note to an existing incident, click Search to open the Search Incidents form and select
an incident. All incidents associated with the current SSR are displayed. Select the incident, then
click Select and Close.

Click Submit. A message is displayed saying that a message has been attached to the note.

Smart Match

The add-in uses a smart matching feature to detect an incident number inside an email message or
subject when the message is opened in read mode. The incident number is automatically selected
and displayed in the interaction pane. If multiple records are detected, an asterisk (*) is added to the
Incidents field label, indicating that multiple matches exist. All matches are displayed in the grid when
you click Search.
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You can disable smart match as described in Setting Up the Add-in in Outlook.

Customer, Vendor, Prospect, and Sales Contact Interactions

Note: | In SyteLine version 8.03, the Vendor Interactions, Sales Contact
Interactions, and Propect Interactions forms had no e-mail
functionality at all, so you must be at least up to version 9.00 to
realize that functionality for those forms.

Adding Outlook E-mails to Infor CloudSuite Interactions

In Infor CloudSuite, interactions are used to keep track of information about any encounters with a
customer, vendor, prospect, or sales contact; for example, e-mails, phone calls, and faxes.

You can add incoming and outgoing Outlook e-mails to the Infor CloudSuite Customer Interactions,
Vendor Interactions, Prospect Interactions, and Sales Contact Interactions forms. When you
open a received or sent email, the Infor CloudSuite add-in form is displayed below the reading pane
when you open the message in Outlook.

Example

The next five numbered steps detail how to add a message to the Infor CloudSuite Customer
Interactions form. This is an example that can be used to understand how you can also add a
message to the Vendor Interactions, Prospect Interactions, and Sales Contact Interactions
forms.

To add the message to the Infor CloudSuite Customer Interactions form:
1 You can attach the message to an existing interaction, or create a new interaction:

e To attach the message to an existing interaction, first select a customer, then search for an
existing interaction. You can provide other details if needed. When you select a customer, the
customer number, ship-to number, and customer name are displayed. The Outlook add-in
locates the existing interaction using the reference number (for example, Customer, Vendor)
and the email subject.

e To create a new interaction, select Create New Interaction. The additional fields Choose
Topic and Description display. If you select a topic from the available list, the Description
contains the e-mail subject. Alternately you can write your own description..

Customer i [ xisting Interact == vt e il os «f Typs  [Opporunity

— Fallow-Up Date 272015 243 -

Note: In this example, the add-in tries to set a default value for the Customer field based on the
sender’s e-mail address. If the e-mail address matches either a Primary Contact or Secondary
Contact e-mail address in the Infor CloudSuite Customers form, then the matching customer name is
placed in this field.
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When you are sending an e-mail, the add-in tries to provide a default value by matching the first
address on the To line with a primary or secondary contact e-mail address in the Infor CloudSuite
Customers form. If no match is found, the add-in looks through the Customer contact table. If
multiple matches are found, the add-in will pick the first record. An asterik(*) will suffix the
customer label to indicate that there are multiple matches.

2 Use the Search button to find a Ship-To name for the customer.

3 Select a follow-up date, or keep the default of today’s date.

4  Click Submit.

5 You will see a prompt confirming that the message was attached to the interaction.

The resulting attachment in the Infor CloudSuite Customer Interactions form looks like this:

O Customer Interactions E@
Interaction: 12 Status: | Active
Topic: | WebEx WebEx Meeting Interaction Date: | 7/16/2013
Customer 3 Ship To 0 v Follow-Up Date: | 7/16/2013

Claymare Bicycles

Conversations [JEEIEE]

nteractions

Sequence *Contact Date Internal Incoming *Entry Name Type:| Email @ Alert Subscribers
w1k [E ] spayne Follow up
o -

From: Jjenniferwilsonly@email.com Email Status:
To bobplinowski@email.com
Ce:

Subject: Sales Order Status
Message: Hi Bob,

Please let me know whether you are still interested in ordering the parts from us this week.

Thanks,
Jennifer

These fields from the Outlook e-mail are included in the interaction:

Outlook field Infor CloudSuite field

Incoming e-mail or Incoming (selected for incoming e-mail; not
Sent item selected for sent item)

N/A Type (E-mail)

Create date/time (sent e-mail) Contact date/time

From From

To To

Cc Cc

Follow Up Follow-Up Date

Subject Subject (80 characters)
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Outlook field Infor CloudSuite field

Message Message
Customer (from add-in form) Customer
Ship-To (from add-in form) Ship-To

Contact Id (retrieved from email id match) | Contact Id

If the Outlook e-mail is formatted using HTML, or if it contains special characters or formatting, the
formatting may not be compatible with Infor CloudSuite note formatting. In that case, the special
formatting is ignored, and additional spacing may appear in the interaction record.

Sending E-mail Attachments

If the e-mail you want to send to Infor CloudSuite has an e-mail attachment or attachments, you can
send that e-mail along with the attachments.

If the e-mail has an attachement, an additional group box is displayed in the form below the reading
pane.

ot Lt 4

To send the e-mail attachment to Infor CloudSuite:
1 Select the Include Attachment(s) check box. This check box is cleared by default.

2 Select a document type from the list. You can read more about document types in the Infor
CloudSuite online help regarding the Document Types form.

3 Click Submit.

Viewing Outlook E-mails with Infor CloudSuite Interaction Details

After an e-mail is associated with a customer, vendor, prospect, or sales contact, an additional pane is
displayed at the bottom with interaction details. This lets you easily refer to recent orders or
communications when you contact the customer, vendor, prospect, or sales contact without requiring

Infor CloudSuite Industrial - Microsoft Office Integration User Guide | 91



you to log into Infor CloudSuite to research this information. The bottom pane for each type of
interaction is similar. This is what the customer interaction type looks like:

Order Order Date
x00000001 /2972014
Wx00000001 22014
WEBS90003% 5272018

Stotms Folow, Lo “|  Please send us more details about the product listed in
40000000000 | | (472372014 Colectons A |emae the quote
20000000000 | | [a7z272014 CortactA A |z
20250000000 | | [ar1672014 A |eneoe
nnnnnnnnnnn 2

2 |5T=ToTe]
&

Lne. fem Prce. eq
1 BK27000 1.00000000 4000000000 | |1 O] 47232018 magle_portal

The bottom pane for the customer interaction type contains:

e Order header information: order number, date, status, and order total. These are sorted based on
order number. The maximum number of orders that display is based on the default record cap
limit set in Infor CloudSuite.

e Order details: order line, item, quantity ordered, and unit price, filtered based on what you select
in the order header section.

e Interactions: interaction date, topic, contact name, status, follow-up date, sequence, incoming flag
(Y for incoming and N for sent items), contact date, and name of the Infor CloudSuite user. These
are sorted based on contact date. The maximum number of interactions that display is based on
the default record cap limit set in Infor CloudSuite. When you select an interaction from the grid,
the contents of the interaction are displayed in the right pane.

e The panes for the other interaction types contain information appropriate to those types.

If you close this pane, the only way to reopen it is to close and reopen the e-mail.

Viewing E-mail Attachments in Infor CloudSuite

The procedure detailed here is for the Customer Interactions form. You can also view e-mail
attachments on the Vendor Interactions, Prospect Interactions, and Sales Contact Interactions
forms.

To view e-mail attachments sent to Infor CloudSuite in Infor CloudSuite:

1 Open the Customer Interactions form.
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2 Select the interaction row on the Conversations tab with the desired e-mail attachment.

Conversations ESjEE]

nteractions

Sequence  Contact Date Internal Incoming  Entry Name

1r |1 |U?.l'15.l'201312100100.‘\r\l1 | | |username1

3 Select Actions > Documents for Current from the menu bar. The Attached Documents form is
displayed.

Using SmartLink with Outlook E-mails

If all of the following are true:

e You specified the Web Client URL and enabled SmartLink in the Infor CloudSuite add-in, as
described in “Setting Up the Add-in in Outlook” on page 65.

e You clicked the link in the add-in to define your search preferences in Infor CloudSuite.

e You are opening an e-mail message in Outlook from an e-mail address that belongs to a group
that is defined in your search preferences.

e The "Use workstation logon" setting is set up for this user in Infor CloudSuite, so that no login
screen is displayed in Outlook.

Then SmartLink compares all of the text in the e-mail to the Infor CloudSuite data sets that are
defined in your search preferences. If it finds matching text in the e-mail, SmartLink adds a hyperlink
to the text, like this:

Subject: Order status | http://usc/wswebclient/default.aspx?
page=formonly&form=items(filter(item=
‘fa-10000") ) L
Please advise me on the status of the order 102902, We are expecting the shig Click to follow link q

Can you please let me know the availability and the price details of item FA-100007

Click the link to open the appropriate Infor CloudSuite form, filtered to show the value indicated by the
link. You must have the appropriate Infor CloudSuite license/authorizations to open the form.
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Example Setup

In order for the example shown above to display that link, the following setup must be done on the
Infor CloudSuite side:

e The sender’s e-mail address is defined in the Infor CloudSuite Customers form as an external or
internal e-mail address.

e In the Search Items form, the ltemNum search item is defined as:

Active = enabled
Table Name = item
Column Name = item
Form Name = Iltems

That is, search for matching text in the item.item table/column (which maps to the item number
field on the Items form). If it finds a match, SmartLink builds a hyperlink to the ltems form, filtered
on the matching item number.

e In the Search Preferences form, this row exists for the Outlook user receiving the e-mail:
Search Group = CUSTOMER and Search Item Name = [temNum

That is, if the sender’s e-mail address is found in the CUSTOMER Search Group (which maps to
the external and internal e-mail addresses from the Customers form), then search for matching
text in the search item named ltemNum.

For more information about defining search preferences and search items, see the Infor CloudSuite
help.

Using the Data-Grid Pane

The Infor CloudSuite data-grid pane is located below the Interaction pane. The Infor CloudSuite data-
grid pane gives a quick access to the information related to the people you work with or exchange the
message with. The people can be anyone from customers, vendors, contacts or prospects. If you
don't work with all of these, you can turn them off selectively from the Add-In Options, so the data-grid
won't be visible to you. You can also just close the grid pane.

The data-grid pane is not always visible when a message is opened. It is visible only when the
sender's email id matched in a Infor CloudSuite database against the Interaction Type or the existing
message has previously been attached to any of the above Interaction Types. Depending upon the
match, the data-grid shows different data.

94 | Infor CloudSuite Industrial - Microsoft Office Integration User Guide



Data-Grid Example for Customer

cccccccc

CCCCC St ghcow by || Please send us more details about the product listed in

mmmmmmm

nnnnnnnn

The grid looks similar but has different data for Vendor, Prospect, and Contact.

Replacing a Data-Grid with a Custom Infor CloudSuite Form

The default Data-Grid can be replaced with a Infor CloudSuite custom form. SyteLine users must be
assigned the SytelLineOfficelntegration license to replace a data-grid with a custom Infor CloudSuite
form. Infor CloudSuite Industrial users must be assigned the Officelntegration license. The form is

displayed in ‘form only’ mode.

To replace the data-grid with a custom Infor CloudSuite form:

1 Right-click on the grid or outside area then select Settings. The Settings window is displayed.

.

g5l Settings - Contact

= 5 - |

Custom form to replace the built-in grid with a Syteline form.,

Lhoose Une

_1 Built-In Grid
@ Custom Form
CustomerOrders

Filter Property Name

The Built-In Grid is the Add-In default which shows data in a grid. Choose

CustMNum

o |

Cancel

2 Select Custom Form.

3 From the drop-down list, select the form with which you want to replace the data-grid.

Hiding and Showing Infor CloudSuite Custom Panes

You can show and hide the custom panes. The pane displays by default for email, task, contact, and

calendar items.
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Hide Panes

Click the X (Close) button to close the pane. All of the available panes can be closed in this manner.

_

=~ infor ChouaiSube Imerasion

Ondur Cindur Dt St Order Prcn [r— =] Lo it o st it e osspcions -
Togee  Contact S Follow Up B ) $ Rt e 3 848
) - P
sy |aesma lo 531 esoo000 | e I | mrees Jemmltme i
seMas | |dastrery Micviche [ | V52014 251 _ | = | 1ol it intirchurn e, @ coviiacualt
Lne  Bem ey Frce Sieq Wcomeg  Contscl Date [ =] gt g gravicia Mess Sunorlotans
. :

1 Jra-mooe | nomomon | meemos || [y | ¢ [assounsaam [ bgmsrmet B e e s, Pk aels e ntlocns
T (e | [ e | B R N R e [—— | | e e s it Mo s o

Wl o hasnaama | Foaw—y 1 = | o vaplen plncerst s ek miplecorst

Show Panes

When the pane is closed, to view it again, click on the button in the toolbar labeled “Show Data Grid
Pane.”

Using the Search Button

The interaction pane contains two Search buttons.
i e

| itz Ty Cantomast - B 1 e st tencinon g "¢
! 1 L | ;
Foa— O 0 S——— =
Baseo Trdes St ¢4‘-‘m VHEOMH BT = FENY Ww— —
| e mamsmsmamsmam

Search Button 1
This is the button below the Submit button.

The Search button performs a search for both Customer or Prospect if either is displayed in the
Interaction Type field, and the results are placed in the result grid on the Interaction Search window
that displays. Results for Vendor and Contact are displayed separately on their own tabs.
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1 Click the Search button below the Submit button to search for customer, prospect, contact or
vendor, depending on what is selected in the Interaction Type field. The Interaction Search
window is displayed.

o5l Interaction Search EI@

Search Criteria

arc
Company [ | Phome [ ZiPosul

Search Result

Contact Full Mame Company City

Select and Close Close

This window has three tabs, Customer/Prospect, Contact, and Vendor. The appropriate tab is
selected based on your search criteria, and any search results are seen in the grid.

This window performs an automatic search when opened based on the following conditions:

e Incoming email: The reference number (Customer, Vendor, Prospect, Contact) is defaulted
automatically when an incoming email is opened. If the add-in finds multiple records matching
the sender’s email id, an asterisk (*) is placed next to reference label (for example, Customers®,
Prospects®) to indicate the multiple result. The multiple result is automatically displayed in the
search window when you click the Search button.

e Outgoing email: The search can be performed only when a receiver’s address is entered. The
add-in uses the first email id when multiple email addresses are entered. The add-in performs an
automatic search using the receiver’'s email, and the result is placed in the result window when
you click the Search button.

2 Supply information into any of the fields on this Interaction Search window and click the Search
button to further narrow your search.

3 Select the result you were searching for and click Select and Close.

Search Button 2
This is the search button that is NOT under the Submit button.
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1

3

Click this Search button. The Search Existing Interaction window is displayed.

5! Search Existing Interaction EI@
Search Criteria
Interaction 1D | Description RE: Emmor Interaction Date
Search
Topic Topic Description Followup Date

Interaction Drescription Interaction D ate Folloveup Date Topic

Select and Close Close

You can attach an email message to an existing interaction or a new interaction id. You can search
by Interaction ID, Description, Interaction Date, Topic, Topic Description, and Follow up Date.

Supply information into any of the fields on this Search Existing Interaction window and click the
Search button to further narrow your search. Any existing interactions are displayed in the grid.

Select the interaction you were searching for and click Select and Close.

Incident Search

When Incident is selected as the Interaction Type, click Search to open the Search Incidents
window. As with the customer and prospect Interaction Types, the results are displayed in a grid and
you can select the interaction you were searching for. You can perform three types of searches:

Smart Search: The Search Incidents window automatically searches for and locates incident
numbers in an email message or subject. The Search Incidents window scans the message and
subject for a pattern using the regular expression to detect any incident numbers included in the
message.

Owner Search: The Search Incidents window automatically filters for all of the latest and open
incidents that belong to the current user.

Field Search: You can perform a more advanced search by entering in the other fields available
on the Incidents Search window, such as Description, SSR Name, and Owner Name.

SSR Search

For Incident Interaction Types, you can perform a search based on the SSR code and name. Click the
ellipsis button next to the SSR field in the interaction pane. You can search for the code or the name
or both. The results are displayed in the grid and you can select the interaction you were searching

for.
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Cross Referencing Customer, Prospect, and Salesperson from
Outlook Contact

The 'Contact X-Ref button is displayed on the top menu of the Outlook Contact ribbon. This graphic
shows the button and grids inside the custom pane.

! 2 H + 4 Walters Jennifer - Contact T X |
COMTACT INSERT FORMAT TEXT RENEEW
——
Fed x B Sove & New - o Emal s A% & e o z - . &
= tl = [T Meeting — b . 5 2=
Save & Delete Show o Aeddreds Check  Butiness Pcture Update Enable Aufo Symc Symc ontack
5 BE, Coetionte = 2 Mg = i - x Pereale s = B
Close Book Mames  Card SmcOm Om I Rl
i Walterz Jemnife: |nfor CloudSuite A
ipha Bk
Hpha B e
¥ Cormcrinlrbe Cloudiu
=
== Customer X-Fud
Jereder, Walirs Comtrmar shpTo  Hame

[Jema - Inblel B Com 1 i Cosrdmated Birydes - Mok

1 1 Cocrdmnated Bicyched - South
Waltirg Jernder (jwalter Salpha coe)

o .| ooz
St Persons X-Rel
Shoman Mame
s
[
r— - | 00 sobr bickman Parmay Descrpion Gpdes Extdakn
— Fritca, X TH00 9 Bicyche Tres Opes 1p0000
Walter loneiter fio o D o

The existing reference is displayed on the custom pane on the right-hand side. The displayed grids
include Customer, Prospects, and Salespersons. The opportunity grid displays every item that is
associated with a Salesperson. This grid is refreshed when you select a different salesperson from
the grid.
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Adding a New Cross-Reference

1 Click the Contact X-Ref button. The Contact X-Ref window is displayed.

s Contact X-Ref
CustomgrsProspact | Salpsparson
Sparch Criteria

II CustomarProspaect ¥-Fed

| L] iy State
=
Other Cribeesn - SeachString
Seloct Typs CusyProspd  Ship-To CustomenCompany Name Address City Piow/S PostlTip | =
‘ c Z000002 o tosl cusiomar 2 123 easi hond skesl Colminug OH 43
| C 2000003 o o5l cusiomern 290 o5l street Toleda oH 40001 =
L L o Afants LaCrosse 3od Sports £33 M Highland Axwa NE Adlanta GA ey
| M 1 ¥
|

Apply Selection

Cocidinated Bicychas - Momh
Cootdinated Bicyches - Sauth

C 1 1
C 1 2
P 2 L]
P 3 0

Barca Teadeg Contatt

Ty  CuttomunProspect Ship=To  Customed/Campany Mame Phis

The bottom grid shows any existing reference already added to the contact. The top grid shows

the search result.

2 Optionally provide search criteria into any of the fields and click the Search button. Customers

and prospects are combined in the search. Salesperson is a separate search.

3 Select the appropriate record in the top grid. On the Customers/Prospects tab, the Type column
defines whether the record is for a customer or a prospect. Type ‘C’ is customer. Type ‘P’ is

prospect. On the Salesperson tab, there is no need for a type column.

4 Click the Apply Selection button.
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Sending and attaching a New Email to an Interaction

You can attach a new email message to Infor CloudSuite interactions before sending. The Send and
Submit button is displayed for new email messages and when you reply to messages.

EH e s Untitled - Message (HTML) 7 @ - &8 X
3113 MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER

= - sal oS [ b s I FollowUp~
Calibri Bc-[11 - A A o B ) R D) P Follow Up Q =
Yo U L
1 High Importance

Paste | BIuU W-A- = Address Check | Attach Attach Signature Zoom  Show Data-
¥ Format Painter . = = "Book Names File ltem- - ¥ LowImportance Grid Pane

Clipboard 5 Basic Text 5 Names Include Tags 5 Zoom Infor Cloudsuite CRM ~

To

=
Send

El — mfor Cloudsuite Interaction

Interaction Type: Customer ¥ [ sendandsubmit | Existing Interaction: R Crea n R Ty [EEREEEEE
Choose T %/ s
Customer 0 P acseilgpe Number

Search Follow-Up Date 4020720161001 v [] Alert Subscribers Description Description

When you click this button, it sends the email message and attaches the email to the selected
interaction at the same time. The email message is not attached to the Infor CloudSuite interaction if
you use the Outlook Send button to send the email.

Using the Ref Type field

The Ref Type field is an optional field. Choose a reference type from the Ref Type field to go along
with the interaction type in the Interaction Type field. The selected reference is sent to Infor
CloudSuite along with the interaction and is displayed when the interaction is opened either from
Outlook or Infor CloudSuite.

=] — Infor CloudSuite Interaction
Interaction Type: |Customer ) [ serdandSubmit | Existing Interactior = Create New Interaction s =

Chaase Topic =
Customer 0 i

Search Fellow-Up Date 32772015 243 ¥ Alert Subscribers Description:

This area looks a bit different if the message has an attachment. In this case, the Reference section is
collapsed.

=) = Infor CloudsSuite Interaction
Interaction Type: Customer - o Existing Interaction Creste New Intersction Include Attschment(s)
Search .
Choose Topic v] |R| Doc Type -
Customer 0 e L J e
e Foliow-Up Date 3272005 250 Alen Subscribers Description Replay: FUELI Field TalkRadio: | ©

Click +REF to expand the section. This is a toggle key. The attachment section is moved right when
the reference section is expanded, and a scroll bar displays so you can scroll to see all contents.
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This table displays the reference types available for each interaction type and the IDO read and
execute access required. Note that the Contact interaction type isn’t listed. This is because this
feature is not available for that interaction type.

Interaction Type Reference Type IDO read and execute access
required.
Customer Opportunity SLOpportunities
Item SLItems
Lead SLLeads
Estimate SLCOs
Estimate Project SLProjs
Customer Order SLCOs
Project SLProjs
Prospect
Lead SLLeads
Opportunity SLOpportunities
Estimate
Estimate Project SLProjs
Vendor
Item Price Request SLItemPriceRequests
Purchase Order SLPOs
Item SLItems

Selecting a reference number

1 To select a reference number, click the search button to the right side of the number field. An
Interaction Type and value (for example, Customer, Vendor, etc.) must be selected prior to
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selecting the reference number. This search window is displayed based on the reference type

selected.
o' Reference Search l = ‘ =] \_i':hj
Search Criteria
Reference Type ltem -
Search
ltem |
Description |
Search Result
[tem Description o
LB-45000 ToolWrench
LB-46000 Caliper
MA-10000 Right. I-Beam Support
MA-20000 Left, -Beam Support El
MB-10000 Bicycle Model-180 Mountain Black/White
MB-11000 Bicycle Model-200 Mountain,Silver
MB-12000 Bicycle Model-200 Mountain.Blue
MD-10000 Mold
MF-50900 Frame Assembly MTHN Carbon-Steel Black
Select and Close ‘ ‘ Close

2 Enter the appropriate search criteria then click Search to show the result. You can change the
reference type from this window if you wish.
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Using the Infor CloudSuite Explorer in Outlook

The Infor CloudSuite add-in creates a new Infor CloudSuite Explorer module that is displayed in the
Outlook Navigation pane. When you select it, the Explorer folders display in the pane above, and the
available forms are listed in the pane to the right.

search Customer service (Ctri+k) p

Sales Teams

Sales Contact Interactions
Sales Contact

Prospect Interactions
Prospects

4 @ Infor CloudSuite Explorer
| Customer Service

] Sales

By default, forms open in an Outlook window; however, you can change the add-in settings so that
forms open in a separate Web browser window. In that case, they open in your default browser, such
as Internet Explorer, Firefox, etc.

The forms display from the Infor CloudSuite server and configuration that you specified in the Add-in
Options dialog.

Adding, Deleting and Changing Folders and Forms in the Explorer
Initially, certain CRM and Salesperson folders and forms are included in the Explorer.
You can right-click to add, remove, or rename folders in the folders pane.

To add a new form to a folder:

1 Right-click on the folder and select Add New Infor CloudSuite Form.

2 In the Infor CloudSuite Form Link dialog, specify this information:

e Form Name: Select a Infor CloudSuite form from the drop-down list.
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3

e Form Caption: To display a form caption in the right pane that is different from the default form
name, specify it here. For example, if you set a filter on the Customer Orders form to show
only customer orders that you are responsible for, you could rename it "My Customer Orders.

e Form Filter: Set any filter condition to be applied when the form opens. For example, if you
are salesperson "BJS" and you want to filter your version of the Customer Orders form to
show only your orders, specify the filter Sisman =’BJS’. (Use Infor CloudSuite to determine
the appropriate filter, as described in “Finding a Property Name to Use in a Filter.")

Click OK.

Finding a Property Name to Use in a Filter

Filters require you to specify a property name. If you do not know the underlying property names used
on a form, here is the simplest way to find them:

1
2

In Infor CloudSuite, open the form with filter-in-place.

Specify the filter you want - for example, on the Customer Orders form, enter BJS in the
Salesperson field - and then click the filter button on the toolbar. Only orders where the
salesperson is set to BJS are displayed.

Select Help > About this Form.

In the About this Form dialog, find the User-Specified Filter - in our example,
Slsman ='BJS’.

In Outlook, type the user-specified filter from Step 4 into the Form Filter field of the Infor
CloudSuite Form Link dialog box in Outlook.
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Chapter 3: Mongoose Application Search 3
Service for Microsoft Office
Products

Overview

You can use Mongooes Application Search to search and access Infor CloudSuite data directly from
Microsoft Office 2010 or 2013 applications such as Outlook and Word. To set up this feature in the
Office application, you simply register a URL to the Mongoose Application Search Web service; no
installation is needed on the client side. You must also have an Infor CloudSuite or SyteLine login and
license.

Search Example

In Microsoft Outlook, you receive an e-mail that references item FA-10000. You recognize that this is
a Infor CloudSuite item, but you are not sure what that item is and you need to find a description of it.
Select the text FA-10000 in the e-mail. Right-click and select Look up, or Alt-click on the text.

If appropriate search rules have been defined in Infor CloudSuite - in this case, for a search on the
items table - then the Office application’s Research task pane displays the results of the Infor
CloudSuite database search for references to FA-10000. The results include a result title (in this case
the item description text for FA-10000), a result description (the item’s overview text), and a link to a
Infor CloudSuite form.

If you click the link, the Infor CloudSuite Items form, filtered for FA-10000, displays in a Web browser.
You can use the form to find out more information about the item.

You can also right-click in an Office document, e-mail or spreadsheet and select Look up with nothing
selected. Then you enter search text directly in the Research pane. For more information about what
text you can enter, see “Searching for Information” on page 111.
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Behind the Scenes

On the Infor CloudSuite side, administrators must define the search rules:

e Use the Search Items form to specify the search items - that is, the types of information that
Office users can search for, such as ltem Number or Customer Name, and the database table and
column that is searched when that information type is requested.

The Search Items form also specifies the result that the Office user sees: the form name used in
the link, and the columns from the database that are returned as the search result title and
description.

e The tables that are used to define search items require unique full-text indexes, which are set up
through the Infor CloudSuite Full-Text Indexing form and associated with the SearchCatalog
catalog.

This diagram shows the system processing that occurs when a user requests a search for Infor
CloudSuite data from any Office application:

Mongoose App DB
{Full-Text Search

4 Query
R t
Search on e Mongoose
‘FA-10000" in Application Search .
- —SOAP— !
Office applications ® (SAS) Web IDO Web Service
(Outlook, Word, etc.) [+ Query Service

Response

The Infor CloudSuite Application Search Web Service (also known as the Search Service) is installed
on a Infor CloudSuite web/utility server. The Search Service corresponds to a "provider" and can
process search requests, each of which corresponds to a "service." The Research Task service
sends the search request to the "provider" when the user searches for a term. Then the "provider"
processes the request using the Infor CloudSuite application database, via an IDO Web Service
method call. The search result created by the method is then returned to the Research Task service.

All communication between the research task pane and the Web service uses SOAP messages.
These SOAP messages contain XML packets that conform to schemas specific to each type of
request and response.

Requirements

To use the Search feature, ensure that these requirements are met:
e You are using Microsoft Office 2010 or 2013.
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You are using SyteLine 8.03 or later version.

The IDO Request Web Service and the Infor CloudSuite Application Search Web Service options
are installed on the Infor CloudSuite utility/web server.

The account that the Search Web Service runs under must have read and write permissions to
create a file in the folder where the service executable file is installed. If those permissions are not
granted, give them to any user who will use the search feature. Give those permissions to the
folder typically located here (you may have installed it to a different location):
C:\inetpub\wwwroot\ApplicationSearchServiceForOffice. This folder is created on the utility server
during the initial setp of Infor CloudSuite. If the folder does not exist, run the Infor ERP SL
Configuration Wizard on the utility server and add the Application Search Service for Office
component. See the Infor CloudSuite Installation Guide for instructions on how to add that
component.

SyteLine users must be assigned a SyteLineAutomation license. Infor CloudSuite Industrial users
must be assigned an Automation license. For more information about this license type, see the
Infor CloudSuite Industrial Licensing guide.

You must have a user account on the Infor CloudSuite configuration to which the Search Service
will connect.

Note: The "Use workstation logon" setting should be set up for this user in Infor CloudSuite, so
that no login screen displays when you click on a link to display a form.

This Infor CloudSuite user account must be set up with Execute and Read privileges on the IDO
object Searchitems.

A system administrator must set up appropriate search items and full-text indexing of tables in
Infor CloudSuite. For more information, see the Infor CloudSuite online help topic about setting up
search items for Mongoose Application Search.

Setting Up the Search Service

Use these steps to set up the Search Service in your Microsoft Office application. You can set this up
in one Office application and then it is available to all other Office applications.

Note: If any of these steps fail, verify that you have met all the requirements listed above.

Registering the Search Service

To register the service in your Office application:

Ask your Infor CloudSuite system administrator for the URL to connect to the Search Service.

2 Use the help in your Office application to determine how to access the Research Options dialog

box.

For example, to access Research Options in Outlook, you might open an e-mail message, right-
click anywhere in the message body and select Look up > Research Options.
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In the Research Options dialog box, click Add Services.

4 Specify the URL of the Search Web Service, for example:
http://server/ApplicationSearchServiceForOffice/SearchService.asmx

The registration is processed and returns an introduction message about the service.
5 Click Continue.

6 Inthe Setup dialog box, ensure that the Mongoose Application Search Service is selected and
click Install.

7 After the service is registered, a success message displays.

8 Make Infor CloudSuite Application Search Service your default search provider. From the
Research Options task pane, select Mongoose Application Search and click the Favorite
button.

Configuring the Search Service

Infor CloudSuite data can be searched only by authorized Infor CloudSuite users. You must set up a
valid Infor CloudSuite user name and password.

1 When you make a search request for the first time from an Office application, this window
displays:

Research v X
Search for:
Mongoose Application Search IZ|
aBack v 5 | T
4 Mongoose Application Search -
Enter User Name 1 |userl
Enter Password LT TTY YT YY TN

IDO Web Service URL:  |http:/f{server}/IDORequestService  IDOWebService, asmx

: | Load Config Names
Select a Config : |5L8.03_OH_Dev lz‘
Web Client URL i |http:/f{=erver}fwswebdient/default.aspx

Save

** Select a Configuration **

4 Can't find it?

Try one of these alternatives or see Help for hints on refining your search.
Other places to search

Search for 'FA-10000" in:

[, All Reference Books

[, All Research Sites

o Get updates to your services. ..
&) Get services on Office Marketplace
[, Research options...

2 Specify this information:
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Infor CloudSuite user name and password

IDO Web Service URL, for example:
http://server/IDORequestService/IDOWebService.asmx

Infor CloudSuite configuration name. You must click Load Config Names before you can
select a configuration.

Web Client URL, for example:

http://server/WSWebclient/default.aspx

This is used to format the link URL on the result set.

Click Save.

A success message displays. You are ready to perform searches.

Removing or Reconfiguring the Search Service

After registration, the Search Service is listed as Mongoose Application Search Service service
under the Enterprise Resources category in the Office application’s Research Options dialog box.

To remove the service, use the Update/Remove button on the dialog box.

To reconfigure the service, click the Config link on any search results window.

Searching for Information

After the Search Service is set up, you can use the Research task pane in your Office application to
search for information.

1

Use the Office application help to determine how to display the Research pane.

For example, in Outlook, you might select some text in an e-mail, right-click and select Look Up,
or hold down the Alt key and click on the text, to display the Research pane.

If you selected text in a document or e-mail, that text displays in the "Search for" field. You can
also manually enter text into the "Search for" field.

You can search for one word, multiple words, phrases, or Boolean combinations of words:

If you enter multiple words, the search looks for each word separately. For example, entering
mountain bicycle returns these results: Configurable Mountain Bicycle, Bicycle with
Mountain Tires, and even Bicycle with Hybrid Tires.

Results might not contain the words in the same order or even use all the specified words;
however, results with more matching words in the correct order are more relevant and display
near the top of the result set.

If you enter single or multiple words, the search tries to match the meaning of the text, rather
than exact letters. For example, race bike also returns Configurable Racing Bicycle.
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e If you enter a phrase surrounded by double quotation marks, the search looks for the
combined phrase. For example, entering "mountain bicycle" returns Configurable
Mountain Bicycle but not the other two results listed in the previous example.

Phrases are also useful when your search text includes a special character such as a hyphen.
For example, if you specify FA-10000, the search ignores the hyphen and finds results for
both FA and 10000, including results such as FA-12035 and FC-10000. To retrieve only
matches for FA-10000, specify it as a phrase: "FA-10000".

e If you combine words by using Boolean operators (OR, AND, and AND NOT), then the exact
letters are searched for. For example, bicycle AND blue will find results that contain both the
word bicycle and the word blue. Bicycle AND NOT Tires returns Configurable Mountain
Bicycle, but not Bicycle with Mountain Tires or Bicycle with Hybrid Tires.

Place Boolean operators between single words or phrases. For example:
e Not Correct: Bicycle AND NOT mountain tires
e Correct: Bicycle AND NOT "mountain tires"

Search Results

Up to 10 matching search results are displayed in the Research task pane. If additional results are
available, you can navigate to them.

Click on a link in the search results to open the related Infor CloudSuite form where you can find more
information. (The "Use workstation logon" setting should be set up for your user ID in Infor
CloudSuite, so that no login screen displays when you click on a link to display a form.)

If no results are available for the text you specified, a message displays.
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Chapter 4: Microsoft Project Add-In for
Infor CloudSuite

This section describes how to install and use the Microsoft Project Add-In so that you can integrate
with Infor CloudSuite. This Add-In allows you to pull in data from Infor CloudSuite and also to send
data from Microsoft Project to Infor CloudSuite.

Requirements

You are using Microsoft Project version 2010 or 2013.

You are using SyteLine version 8.03 or later version, up to Infor CloudSuite Industrial 9.01.00
The latest Windows and Office Updates.

The IDO Request Web Service option was installed with the Infor CloudSuite utility/web server.

You must be logged in as an administrator on the computer where you are installing the Project
Add-In.

SyteLine users must have SyteLineTrans and SyteLineAutomation licenses applied.
e Infor CloudSuite users must have Transactional and Automation licenses applied.
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e Infor CloudSuite user must have the following permissions set for object type MIDDLEWARE:

Object Name Edit Privilege \Em&e Privilege | Read Privilege ‘ Update Privilege
SLCostCodes Revoked . Granted . Granted .

SLCustomers Revoked Granted Granted
SLEmployees Revoked Granted Granted
SLInvparms Revoked Granted Granted
SLltems Revoked Granted Granted
SLProdcodes Revoked Granted Granted
SLProjMatls Granted Granted Granted Granted
SLProjResourceTypes Revoked Granted Granted
SLProjs Granted Granted Granted Granted
SLProjT asks Granted Granted Granted Granted
SLProjtypes Revoked Granted Granted
SLProjworkResources Granted Granted Granted Granted
SLUMs Revoked Granted Granted
SLUserLocals Revoked Granted Granted
SLVendaddrs Revoked Granted Granted
SLwhses Revoked Granted Granted

Note: See the online help for the Object Authorizations for User form for help on setting these
authorizations.

Installing the Tool

1 Copy InforCloudSuiteProjectAddin.exe from the
InforCloudSuiteOfficelntegrations[version].zip file to a local folder on your client computer, for
example C:\Temp. The computer to which you copy the file must be a client machine.

2 Double-click InforCloudSuiteProjectAddin.exe to launch the executable.
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3 The InstallShield Wizard appears.

Remove Installation Files Q
Do you wank to remove the files used to perform the
installation? ‘ e —-

" Unpack the files used to perform the installation to a temparary location, and
automatically remove these files after the setup iz completed. Select thiz option if you
are not planning to run the setup again later.

& Unpack the files used to perform the installation to the location specified below, and
don’t remove these files after the setup is completed. Select this option if you are
planning to run the setup again at a later time. |f the specified folder location does
ewist, it will be created automatically.

Save filez in folder:
C:\Program FileghSyteline MS Project Add-In Setup

LChange... |

To continue, click Next.

InistallShield

< Back I Mext = I Cancel

4 Choose the second option and change the location of the saved files if you wish. The first option
can cause an error if you do not have appropriate permissions on the selected folder.

5 Click Next. The license agreement screen appears.

6 Once you've agreed to the terms, click Accept.

7 The installation process begins. You may be prompted for decisions during the installation

process. Respond to all prompts.

8 When the screen appears that says it has been successfully installed, click Close.

Setting up the Tool

1 Open Microsoft Project.
2 Select Infor CloudSuite from the Add-in menu.

3 Choose Setup.
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4  The Infor CloudSuite IDO Web Service Setup form appears.

s/ Infor CloudSuite IDO Web Servi

Infor CloudSuite Connection

CloudSuite Project

name is also

d Password to acces
vice. A Infor CloudSuite Co

Infor CloudSuite User ID

Password
Infor CloudSuite Config
| Auto Sync Out
End Point
e Usin rd HT TP format enter the URL to specify the entry pointto the
IDO\

End Point

Message Size

at can be communicated between the
s 65536

to popu

i and applicable only for the curre

Drop-downs

@) Use default
Retrieve all
Use specified max

| ok |[ Cencel

A

5 Provide the following information:
e End Point - The URL address of IDO Web service. The format looks like this: http://
servername/IDORequestService/IDOWebService.aspx.

e Use Workstation Login: Select this check box use use the workstation login. If selected, the
Infor CloudSuite User ID and Password fields are disabled.

Infor CloudSuite User ID - a valid Infor CloudSuite user ID.
Password - password for the Infor CloudSuite user.
Infor CloudSuite Config - a valid Infor CloudSuite configuration name.

Auto Sync Out - If you select this check box, it enables you to Sync Out changes
automatically without having to click the Sync Out button.

6 Click OK. A message appears telling you that data has been saved to the registry and that you
must restart Project.

Note: The message telling you to restart Project appears even if you've not made any changes
on the Infor CloudSuite IDO Web Service Setup form. You do not need to restart unless you've
made changes on the form.

7 Click OK.

116 | Infor CloudSuite Industrial - Microsoft Office Integration User Guide



8 Close Project and then restart Project.

Using the Tool

Now that you have installed and set up the Add-In, you can use it.

Sync In, Sync Out, and Enable Auto Sync Out

Sync In, Sync Out, and Enable Auto Sync Out are buttons found on the Infor CloudSuite toolbar that
was added to Project when you installed the Add-In.

Syteline Sync In Sync Ouk Assign Sykeline Resource Assign Syteline Work Resource E] Enable Auto Sync Out B

The items on the Toolbar are enabled or disabled based on the following conditions.

e Sync Out/Sync In are enabled only when the 'Project In Infor CloudSuite’ check box is selected
e Sync In is disabled when a valid project number is not available

e Assign Infor CloudSuite Work Resource and Assign Infor CloudSuite Resource are enabled
only when the 'Project In Infor CloudSuite’ check box is selected and a valid Project Number is
assigned

Sync In and Sync Out synchronize changes on the Project between Infor CloudSuite and the
Microsoft Project client. Enable Auto Sync Out enables you to Sync Out changes automatically
without having to click the Sync Out button.

Sync In - Brings the changes from the Infor CloudSuite Project. The following message displays
when you click Sync In:

(" 5 |
Infor CloudSuite | ]

8. Sync In process may modify or create new item(s) in your current
Project. Do you want to continue?
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Sync Out - Sends any changes made in the current project to Infor CloudSuite. The following
message displays when you click Sync Out:

M N
Infor CloudSuite | P “I

Sync Out Process will create a new Project in Infor CloudSuite. Do
¥’ you want to continue?

I Yes ‘ No

Enable Auto Sync Out - This button is a toggle button; it is either enabled or disabled. If enabled,
every change made in Microsoft Project is updated in Infor CloudSuite immediately when you save
the Project.

Sync In Activities
A Sync In Process:

1 Brings in new tasks, material resources, and work resources created in the Infor CloudSuite
project.

2 Updates existing tasks, material resources, and work resources.

3 Sets Predecessor(s).
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Object Mapping:

Infor

CloudSuite MS Project Description

Infor Project Task A Infor CloudSuite Task is created and managed
CloudSuite as MS Project Task.

Task

Infor Project Sub-Task A Material Resource is created and managed as MS
CloudSuite Project Task. This is always created as a sub-task of
Material a parent Infor CloudSuite Task.

Resource

Work Resource Work Resource A work resource added under a Infor

CloudSuite task is added to the MS Project
Resource pool and makes them available to
assign to tasks within the project. The resource
is assigned to its parent task by default.

Predecessor Predecessor A Predecessor task is tied to a task to indicate
that the current task has dependencies on
other task. Tasks with dependency
relationships are linked automatically by the
MS Project and the Add-In will not resolve any
conflict that may arise due to more complex
relationship including delay and overlap

Updating a Project Task

You can update many facets of a project task and resource including task name, status of task, and
start and finish date based on the data from Infor CloudSuite project.

1 Marking Project Task as completed: When a task in Infor CloudSuite has completed, the add-in
marks an MS project task that has been completed as scheduled by setting Percent Completed to
100%.

2 Updating actual start date and finish date: When the actual start and finish date is changed in
Infor CloudSuite, the add-in updates these changes during the Sync In process. When a duration
is specified in Infor CloudSuite and Firm Start Date or Firm End Date is checked, the start and end
date is calculated based on the duration. Any conflicts such as dependency or overlap that may
arise due to changes in the start date and date have to be resolved manually.

Sync In and MS Project Layout

MS Project allows you organize your project data in various ways. You can visualize, organize, and
adjust the project task, sub-task, and work resource that is different from the Infor CloudSuite project
structure. To preserve the MS project format, the add-in updates only the project data from Infor
CloudSuite and leaves format intact. The add-in does not change the position of a task or subtask, or
the order of outline children during the Sync In.
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When a new Task is created in Infor CloudSuite, the add-in finds a best possible delineation. To
determine the position, the Add-in uses the task sequence, its parent task, and outline children from
Infor CloudSuite.

Project Items Affected During Synchronization

The following Project Items are affected during synchronization:

e Project Task(s)
e Work Resources

Any user-defined work resource is ignored. You are informed about any skipped user-defined
resource with an error message.

The progress of the Sync Out process is displayed on the toolbar.

Infor CloudSuite Project Information

The Infor CloudSuite Project Information screen collects all mandatory data required to create a
Project in Infor CloudSuite. This screen can be accessed in the following ways:

e From the menu bar, select Infor CloudSuite > Infor CloudSuite Project Information. You can
access this screen in this manner anytime to update project information.

e When you click the Sync Out button. This screen appears only if any required data is missing.

The screen looks like this:

F N
oy Infor CloudSuite Project Information { =)= ﬁ
| Project In Infor CloudSuite
Project Projectl
Customer [ ] ~ | Coordinated Bicycles
Ship To 0 w Coordinated Bicycles
Current Date 2/ 22015 g Type FIX ¥
Start Date 2/ 22015 [E+ Status Active -
End Date 2 22015 [O~ Product Code FG-200 -
| Sync Out i | OK |

e Project In Infor CloudSuite - Project data is synched only when this check box is selected.

e Project - This number is assigned by Infor CloudSuite when a project is synched or exported to
Microsoft Project. This is a read-only field.
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Project Name - This is the name of the project.

Customer - Select a customer number from the drop down list.
(Customer Name) - The name of the customer displays.

Ship To - Select a ship to customer from the drop down list.

(Ship To Customer Name) - The name of the ship to customer displays.

Current Date - This date defaults from Microsoft Project Information. Any changes will update
Microsoft Project Information.

Start Date - This date defaults from Microsoft Project Information. Any changes will update
Microsoft Project Information.

End Date - This date defaults from Microsoft Project Information. Any changes will update
Microsoft Project Information.

Type - Select a type from the drop down list.
Status - Select a project status from the drop down list.
Product Code - Select a product code from the drop down list.

Sync Out - The Sync Out button will update/create a Project in Infor CloudSuite. This button is
enabled only when the 'Project In Infor CloudSuite’ check box is selected. Use Sync Out from the
Infor CloudSuite toolbar or Infor CloudSuite menu to update Project, Project Tasks, and Project
Work Resources.

If the project number is blank, a new project is created and assigned to the project number. The
following warning displays when you click Sync Out:

[ > |
Infor CloudSuite | ]

Sync Out Process will create a new Project in Infor CloudSuite. Do
¥/ you want to continue?

_ Yes ‘ No
————————
If the project number is not blank, then it will update the Project Information in Infor CloudSuite.
The following warning displays when you click Sync Out:

Infor CloudSuite | [

Sync Out process may modify or create new item(s) in Project,
Project Task and Work Resources. Do you want to continue?

A A

No- Closes the form.
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Creating an Estimate Project

Choose a status of "Estimate" on the Infor CloudSuite Project Information form. Once created, the
status field becomes disabled.

83 Infor CloudSuite Project Information { e[S ﬁ

| Project In Infor CloudSuite

Project PJ00000084 Projectl
Customer 10 » Engineered Bicycles
Ship To 0 + Engineered Bicycles
Current Date 2 2008 [ Type P v
Start Date 2/ 2015 [~ Status Esima- S
End Date 2/ 22015 [E~ Product Code FG-200 -

| Sync Out I I OK
Y s — . - el

Creating a Project Task
Atask is created/updated in Infor CloudSuite when you perform the Sync Out process from the menu

or when you click the Assign Infor CloudSuite Resource button.

1 Enter a task in Microsoft Project, and then click on the Assign Infor CloudSuite Resource
button.

2 Click the Sync Out button on the form without filling the Item details (Sync Out creates a material
resource, if an item is selected).

3 Anew Task is created in Infor CloudSuite and returns the Task Num that displays on the Task
Num column.
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4 The Project Resource section of this form is disabled.

r ‘
uy' Infor CloudSuite Project Resource { == ﬁ

Task Details

TaskNum

Task Date 2/2/2015 i Start Date i

Task Status | Active v End Date -
|

Item bl Sequence

Description

Type v Qty 1.0 uom -

Cost Code he Whse MAIN ¥

Due Date 2/ 2/2015 Projected Date -
F Sync Out | I OK I IJ

Assigning a Infor CloudSuite Resource

The Infor CloudSuite Project Resource screen lets you assign a material resource to a task. A
material resource appears as sub-task in Microsoft Project. You can define a material resource as a
sub-task by selecting a Task and then selecting Infor CloudSuite > Assign Infor CloudSuite
Resource from the menu. Both project task and material resource can be updated using the Infor
CloudSuite Project Resource screen.

You can move the material resources under a different task by using Indent or Outdent functions.
After moving a material resource under a different task, you must execute the Sync Out from the Infor
CloudSuite Project Resource screen to create the material resource under the new project task in
Infor CloudSuite. However, the material resources created earlier under the previous task are not
deleted. You must delete them manually from Infor CloudSuite.

Open the Infor CloudSuite Project Resource screen in one of two ways:

e From the menu bar select Infor CloudSuite > Assign Infor CloudSuite Resource.
OR
e On the Infor CloudSuite toolbar, click the Assign Infor CloudSuite Resource button.
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The screen looks like this:

r T N

85 Infor CloudSuite Project Resource . ==

TaskNum
Task Date 2/2/2015 i Start Date =
Task Status Active o End Date P v

I’
Item 04-80-C v Sequence
Description
Type Material v Qty 1.0 UOM pcs -
CostCode MM Y Whse MAIN ¥

l Due Date 2/ 22015 [~ Projected Date - I

Sync Out ‘ ‘ oK 1

L v

Note: The Task Details section is enabled when you come from a project task. The Project Resources
section is disabled at this time. The Project Resources section is enabled when you come from the
material resource. The Task Details section is disabled at this time.

Task Num - This is the number of the task.
(Task Name) - This is the name of the task.

Task Date - This is the date the task was entered into Infor CloudSuite either on the Estimate
Project Tasks form, the Project Tasks, or the Project Resources form.

Task Status - You can change the status by selecting a different from the drop-down list.
Changes are updated in Infor CloudSuite during the Sync Out process.

Start Date - Defaulted from the Microsoft project task start date.
End Date - Defaulted from the Microsoft project task end date.

Item - Select an item from the drop down list. The description appears automatically upon item
selection. The item cannot be changed for an existing resource.

Description - The description of the item displays.

Sequence - The sequence number displays. This field is read only.
Type - Choose the type from the drop down list.

Cost Code - Choose the cost code from the drop down list.

Due Date - Enter a due date.

Qty - Enter the quantity.

Whse - Choose the warehouse from the drop down list.

Projected Date - This field is read only. The date comes from the Project Resources form in Infor
CloudSuite.

UOM - Choose the unit of measure from the drop down list.
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e Sync Out - Sync Out creates a new task or material resource in Infor CloudSuite. An update is
performed for the existing item. The following message displays when you click Sync Out.

Infor CloudSuite | - 1

Sync Out process may modify or create new item(s) in Project,
Project Task and Work Resources. Do you want to continue?

Assigning Infor CloudSuite Work Resources

Infor CloudSuite work resources are defined on the Project Resource Type form in Infor CloudSuite.
Included as defaults are employee, user, and vendor. You can add more types on that form.

You can assign these work resources to a project task using the Assign Infor CloudSuite Work
Resources screen.

Any resources assigned by this form are added to the Microsoft Project Resources.

Select Infor CloudSuite > Assign Infor CloudSuite Resource from the menu bar to open the Infor
CloudSuite Project Work Resource screen.

r 5
8y Infor CloudSuite Project Work Resource [ — = Lﬁ
Task Details
TaskNum T

Sequence |

Wark Resource Type -

Work Resource Name b

SyncOut | | Ok ]

e Task Num - The number of the task displays. This field is read only.
e (Description) - The description of the task number displays. This field is read only.

e Sequence - Enter a sequence to edit the existing sequence value or leave blank to create a new
sequence value.

e Work Resource Type - Select a work resource type from the drop down list.

e Work Resource Name - Select a work resource name from the drop down list. The drop-down is
filtered based on the selection in the Work Resource Type field.
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e Sync Out - Click this button to create a new work resource. Update is performed on the existing
resource. The following message displays when you click Sync Out:

F |
Infor CloudSuite —
Sync Out process may modify or create new item(s) in Project,
Project Task and Work Resources. Do you want to continue?
Yes | No

Summary Task Information Resources Tab

In Microsoft Project, open the Summary Task Information screen.

Summary Task Information rz|
General l Predecessors Resources l Advanced l Mokes l Custom Fields l
ame: Etl'éé'r'ﬁi'té' ........................................................................... Duration: o190 2]
Resources:
Xlv] ~
Resource Marme Assignrment Cwner Lnits Cost
Dianmy 100%, 40,00
‘Wilson Supply 100% 40,00
Sue 100% $0.00
=
cle Supplies Inc. *
i-Cycle Supplies Inc, —
| Bobby
~
b
Lo W)

On the Resources tab of this screen, you can select an existing work resource. The selected work
resource is added to Infor CloudSuite during the Sync Out process. If you create or select a resource
which is not a Infor CloudSuite Resource, it is excluded during the Sync Out process.
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Examples

Creating a New Project in Infor CloudSuite Using Microsoft Project

Client
1 Open the Microsoft Project Client.
2 From the menu select Infor CloudSuite > Infor CloudSuite Project Information.
[ 85! Infor CloudSuite Project Information { == lﬁ1
| Project In Infor CloudSuite

Project PJ00000084 | ProjectT

Customer =] v | Coordinated Bicycles

Ship To 0 ~ Coordinated Bicycles

Current Date 2/ 2/2015 E~ Type FIX -

Start Date 2/ 2/2015 El+ Status Active -
End Date 2 2015 [ Product Code FG-200 -
| sycouw || OK |
If the Infor CloudSuite menu is not available, see the installation and setup section of this guide.
3 Select the ‘Project In Infor CloudSuite’ check box.
4 Enter a project name.
5 Select a customer and ship to.
6 Select a type.
7 Select the status.
8 Select a product code.
9 Change the current date, start date, and end date if needed.
10 Click the Sync Out button, and then click Yes for the warning message. A new project has been
created in Infor CloudSuite and returns the next project number on the project column.

11 To verify that the new project is in Infor CloudSuite, open the Projects form in Infor CloudSuite and

filter for the project number returned to the above column.
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Creating a New Project Task in Infor CloudSuite Using Microsoft
Project Client

Create a Single Task

1 Enter a task name (Task 1) on the Microsoft Project Client.
2 Click Assign Infor CloudSuite Resource on the toolbar.
3 Select a Status of ‘Active’.

4 Click the Sync Out button, and the click Yes at the prompt.
5

This creates a new task under the project created in step one and returns the Task Num.

Create a Multiple Task

1 Enter Task 2 and Task 3 on the Microsoft Project Client.

2 Click the Sync Out button on the toolbar, and then click Yes at the prompt.

3 The Sync Out process creates two new tasks in Infor CloudSuite and returns the Task Numbers.
4

To verify the task number, select Task 2, and then click Assign Infor CloudSuite Resource. The
task number shows the new number created in Infor CloudSuite.

5 To verify the new project tasks in Infor CloudSuite, open the Project Tasks form in Infor
CloudSuite and filter for the project number created in the first step.

Creating a New Resource (Material) in Infor CloudSuite Using
Microsoft Project Client

Infor CloudSuite Project Tasks and Resources are treated as tasks in Microsoft Project Client. The
Add-In will flag the task to distinguish between tasks and resources.

1 Select an existing task from the Microsoft Project client. This task should have a valid Infor
CloudSuite task number assigned using the Sync Out process.

2 Insert a new task. Enter a short name for the task as this task name is overwritten by the Add-In
with the actual item later.

3 Indent the task under the selected task. A material resource can be created only as a child for
valid Infor CloudSuite task.

4 Click on Assign Infor CloudSuite Resource from the toolbar.
5 Enter the ltem and other details as required.

6 Click the Sync Out button and then click Yes at the prompt.
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7

8

This creates a resource in Infor CloudSuite under the selected task and displays as shown below.

[i] Tazk Mame Duration Start Finizh
1 Tazk 1 1 day? FrigHgno FrigHgno
2 Tazk2 1 day? FrigHgno FrigHgno
3 =l Task 3 1day? Fri 61810 Fri 61810
4 | [1] - FA-10000 | tdsy?  Fiensno  Friensio

To verify the new project resources in Infor CloudSuite, open the Project Resources form in Infor
CloudSuite and filter for the project number created in the first step.

Creating a New Work Resource (Employee, User, etc.) in Infor
CloudSuite Using Microsoft Project Client

1
2

o a0 AW

Select a task in Microsoft Project Client with a valid task num.

Click Assign Infor CloudSuite Work Resource in the Infor CloudSuite toolbar. The Infor
CloudSuite Work Resource screen appears with the selected task number and name on the
header.

Enter a sequence number or leave blank to get the next number assigned by the system.
Select a work resource type such as employee or user.
Select a work resource name. Overwrite this name if required.

Click the Sync Out button, and then click Yes at the prompt. This creates a new work resource
name and assigns it to the selected task. In the example below, the employee name ‘Danny’ is
assigned to the task Task 2.

[i] Tazk Mame Duration Start Finizh Pred Resource Names
1 Task 1 1 day? FrigHgno FrigHgno
2 | Task2 | 1dw?  Friemano Frienano Daniry
3 -l Task 3 1day? Fri 61810 Fri 61810
4 [1]- Fa-10000 1 day? FrigHgno FrigHgno

To verify the new work resources in Infor CloudSuite, open the Project Tasks form, filter the
selected task, and then click on the MS Work Resources tab.

Assigning Existing Work Resources to Different Tasks Using
Microsoft Project Client

1
2

Double-click the existing task.

The Microsoft Task Information screen appears. Select the Resources tab.
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3 Select a resource name from the drop-down list.

Task Information

General l Predecessors Resources l
Mame: |Task1
Resources:
]+

Resource Mame Assignrment

Bicycle Parts Company

Note: A user created resource is not included during the Sync process.
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