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Purpose: 

 To inform the end user about basic navigation skills within D365 F&O  
 

Revision History: 

Revision Prepared By: Description of Change Effective Date 

A Thomas Siegrist Documented Standard Procedure 01/04/23 

    
 

Process(es) required to be completed prior to starting this Work Instruction: 

•  Review System Terminology (D705-D365-System Terminology) 

Table of Contents: 

Exploring the Navigation Pane 

Exploring a Module 

Exploring the Ribbon 

Exploring Related Information 

Duplicating a Tab in the web browser 

How to Favorite a menu 

Popping out a Menu in D365 

Refreshing the Table – maintains filter criteria 

Refreshing the System – removed filter criteria 

Navigating through a field to locate a menu 

Identifying the Navigation Path through the search bar 

Highly Used Menus 

Procedure: 

Exploring the Navigation Pane: 

NOTE: Select the “        “ to pin the open navigation pane to the left side of the screen 

 

 

 

 

 

 

 

 

 

 

 

https://dailyenhancementsllc.sharepoint.com/sites/DailyEnhancements/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FDailyEnhancements%2FShared%20Documents%2F4%2E%20Work%20Instructions%2F2%2E%20Published%20Copy%2FD365F%26O%2F1%2E%20Universal%20Knowledge%2FD705%2DSystem%20Terminology%2Epdf&parent=%2Fsites%2FDailyEnhancements%2FShared%20Documents%2F4%2E%20Work%20Instructions%2F2%2E%20Published%20Copy%2FD365F%26O%2F1%2E%20Universal%20Knowledge
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Exploring a Module: 

What is a Module? 

A module contains all the functionality, data, configuration, and reports for a pillar in the system. 

Example: Procurement and sourcing 

 

NOTE: The “                                                 “ can be used to expand/collapse all dropdowns within the 

module 
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Exploring the Ribbon (Located on a Menu): 

Ribbon: 

• A list of menus (Organized by Function) that have one or more sub-sections  

Example: Costings, Warehouse/work, Order Actions, etc. 

NOTE: Depending on the menu, location of functions may change 

 

Sub-Sections:  

• A group of functions/actions that relate to  

specific topic, the function will execute on  

the highlighted record(s) in the grid 

 

Example: processing an order, cancelling an order, 

modifying the quantity/date of an order 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- Adding an Available PowerApp to the menu 

- Export data to excel or open a data connector in excel 

- View attachments associated with the record highlighted 

-  Refresh the data on the open page (Maintains Filters) 

-  Lasernet Infolog – Ignore if available 

-  Pop out the menu (Similar to duplicating a tab) 

-  Return to the previous screen 
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Exploring Related Information; Pop-Up (Located on the right-side of the menu): 

1. Open the “Related Information” side pop-up menu 

a. Select “Related Information” on the right-hand side of the screen 

b. Select Refresh at the bottom of the related information pop-out to view information 

related to the highlighted record 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Duplicating a Tab in the Web-Browser (Similar to Window Pop-out) 

Purpose: To duplicate sessions another session in D365 to reduce navigational clicks when comparing 

data to another record on the same table/menu 

1. Duplicate the web browser tab 

a. Right-click (on the mouse) the web browser tab at the top of the web browser session 

b. Select “Duplicate” in the pop-up menu that appears 

NOTE: A second web browser will appear that will load the identical table/menu duplicating from 
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How to Favorite a menu: 

Purpose: To show the end user how to add a menu as a favorite, this will show up in the favorites 

section of the navigation pane 

1. Navigate to the menu to add to the favorites list 

a. Select the ≡ menu 

(Navigation Pane) 

b. Select “Modules” 

c. Select the appropriate 

module 

Example: Common 

d. Select the appropriate 

dropdown(s) – IF 

APPLICABLE  

e. Hover over the menu 

f. Select the “      “ that 

appears on the right-side 

of the menu 

 

 

 

 

Popping out a menu in D365 (Similar to Duplicating a Tab in the Web-Browser): 

Purpose: To pop-out a menu in D365 to reduce navigational clicks when comparing data to a 

separate menu/table 

2. Pop out the menu/table in D365 

a. Select the “        “ in the ribbon to pop the table out to a separate window 

b. Wait for the menu to load 
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Refreshing a menu in D365 (Maintaining the Filter Criteria): 

Purpose: To pop-out a menu in D365 to reduce navigational clicks when comparing data to a 

separate menu/table 

1. Refresh the menu/table in D365 

a. Select the “       “ in the ribbon to refresh the table & maintain the filter criteria already 

applied to the grid 

 

 

 

 

 

 

 

 

 

 

 

Refreshing a menu & system in D365 (Removing the Filter Criteria): 

Purpose: To pop-out a menu in D365 to reduce navigational clicks when comparing data to a 

separate menu/table 

1. Refresh the menu/table in D365 

a. Select the “       “ in the web browser to refresh the table/entire system. This will remove 

the filter criteria already applied to the grid 
 

 

 

 

 

 

 

 

 

 

 

 

 



 NAVIGATION OVERVIEW 

Doc# D706A 
Date 01/04/23 
Page 7 of 8 

 

Return to Top 
 

Navigation through a field to locate a menu: 

Purpose: When unable to determine where/how a menu is located, this will provide a potential 

solution to find the menu 

1. Navigate to the specific field on the menu that is unable to be located 

Example: I am unable to locate the License plate menu 

a. Right-click (on the mouse) the field that is located on the menu 

b. Select “View Details” at the bottom of the pop-up to navigate into the fields table/menu 

 

 

 

 

 

 

 

 

Identification of the navigation path through the search bar: 

 
 

Identifying the Navigation Path through the search bar: 

Purpose: When unable to determine where/how a menu is located, this will provide a potential 

solution to find the menu and favorite for future use 

1. Type the name of the menu in the search bar of the colored ribbon 

Example: I am unable to All Purchase Orders 

a. Type the name into the search bar of the colored ribbon (DO NOT SELECT ENTER) 

b. View the path below the menu’s that appear 
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Highly Used Menus: 

Purpose: To inform users of the highly utilized menu’s within D365 for Hercules HOEM 

- All Sales Orders – CSR – Shows all sales order headers – does not show line detail 

- Open Sales Order Lines – CSR – shows only Open sales order lines 

- All Purchase Orders – Supply Chain – Shows Purch Order headers – does not show line detail 

- Open Purchase Order Lines – Supply Chain – Shows open Purch Lines 

- Planned Orders – Supply Chain – Shows suggested supply to order based off demand signals 

- Planned Orders – Simplified – Supply Chain – simplified functionality & processing compared 

to planned orders – user preferred 

- All Production Orders – Operations - All orders related to kitting (Production) 

- Transfer Order – Operations – Shows all transfer orders being sent between warehouses 

- All Shipments – Operations – Shows all shipments being packed, processed, shipped 

- Pack – Operations – Functionality for operations to pack product being shipped 

- Confirmation – Operations – Extension to process through DHL services 


