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Navigation 
Tips

Tips and tricks to help you 
navigate around Business Central



Tip 1: Use Factboxes to Avoid Opening 
Extra Pages



Tip 2: Adjustable FactBox Pane Width



Tip 3: Tell Me Search ALT+Q



Tip 4: Use Find Entries

Previously ‘Navigate’ in older 

versions of NAV



Tip 5: Company Badge for Easy Recognition

Circle for Production

Square for Sandbox



Tip 6: Utilise Page Inspection for Audit Fields 
CTRL + ALT 
+ F1 opens 

Page 

Inspection



Operational 
Tips

Tips and tricks to aid your 
operational efficiency whilst 
using Business Central



Tip 7: Upload Multiple Files in Attachments

Drag and drop or open File Explorer



Tip 8: Preview PDF Attachments In-Browser 



Tip 9: Use ‘Copy Document’ 



Tip 10: Actions Across Multiple Selected Records



Tip 11: Word Report Layouts



Tip 12: Concurrent Posting



Tip 13: Use Background Posting Where Available 

Enable Background 
Posting and create a 
Job Queue entry to 

Post documents in 
the background



Tip 14: Clean Up Old & Failing Job Queues 



Step

1
Step

2
Step

3

Tip 15: Get Notified When a Job Queue Fails



Copilot and 
AI Tips

Tips and tricks to get the best 
out of using Copilot and AI in 
Business Central



Tip 16: Suggest Sales Lines



Tip 17: Chat With Copilot



Tip 18: Bank Reconciliation with Copilot



Tip 19: Summarise With Copilot

• Instant AI summary of any record

• Tailored to your role



Tip 20: Copilot Analysis Assist



Tip 21: Sales Order Agent

• Reads incoming customer emails

• Validates data

• Automates Sales Order creation



Tip 22: Payables Agent

• Monitors designated mailboxes

• Identifies PDF vendor invoices

• Matches to ‘Open’ Purchase Orders 



Warehouse and 
Manufacturing 

Tips

Tips and tricks to help you get 
the best out of the Warehouse 
and Manufacturing modules



Tip 23: Document Attachments in Manufacturing



Tip 24: Improved Manufacturing Costing



Tip 25: Cancel Production Orders

Reopen Finished Production Orders

Reverse entries



Tip 26: Over Picking

Once enabled on the 

Item Card…

…change the value in 
the Quantity field for 
the Take line.



Tip 27: Transfer Routes

Map out a route in the 
Transfer Routes Matrix

Correct ‘In -Transit’ Code 
will automatically populate



Tip 28: Item Availability by Pages

Matrix overview of Item 
Availability by Location



Tip 29: Maintain Accurate Lead Times

Lead times are used in replenishment 
calculations and to determine pricing, 
this is important!



Finance
Tips

Tips and tricks for Finance …



Tip 30: Match Purchase Invoices to Multiple Lines



Tip 31: Correct/Cancel Invoices



Tip 32: Calendar Short Dates and Times



Tip 33: Preview Posting



Tip 34: Related Table Data Analysis

Note ‘Contact’ is smaller, this 
indicates this data is from a 

related table!



Tip 35: Use Drill-Down Everywhere

If it’s blue, you can drill down!



Sandbox and 
Admin Centre

Tips

Tips and tricks for utilising your 
Admin Centre and Sandbox 
environments



Tip 36: Testing and Troubleshooting



Tip 37: Capacity Checker



Tip 38: Sandbox Preview Updates

Update manually or, define the date you 
would like the environment to update 

automatically.



Tip 39: Extended Update Window



Tip 40: Unified Extension Management



BONUS TIP: Master Data Sync



Thank You.
www.node4.co.uk

moreinfo@node4.co.uk

End Slide Layout
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Loved it? Learned 
something? Had 
opinions? 
Head to the app and share your 
thoughts - stars and honesty 
encouraged 
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