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Enhancing User Experience:  MIP Tips and Tricks

❑Optimizing / Customizing your Workstation
❑MIP Magic (Tips and Tricks)
❑How to utilize Process Manager
❑Default Coding & Entry Defaults
❑Recurring Entries 
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✓ Optimizing / Customizing your Workstation

Benefits:

o Puts all of the functions, forms, reports and help menus you are 
responsible for at your fingertips!

o Great for new employees in your department!
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Make Sure Navigator, Help Menus and Process Manager are all 
turned on under the View Menu.
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REPORTS

HELP MENUS
RELATED TASKS
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Click on Help & Support - Set your Default Startup Page for MIP
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Navigate to Options >Customize Workstation Settings

Note: These settings will be specific to the workstation.
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• Recommended  settings. 

o Save form Layout

o Apply Offsets on Save/Close

o Change Records per Page to 
at least 500 (better 1000)
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• Recommended settings for the 
Alerts Tab

• Adjust based on responsibilities
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• Customize  
Colors for 
required fields 
and data entry 
forms.
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Utilize the MIP Data Entry Quick Keys

▪ F1 Opens Help

▪ F2 Select Contents for Edit

▪ F4 Opens the drop-down box on a look-up field

▪ F5 Copies field on line above

▪ F6 Copies entire line above

▪ F7 Fills in all default fields for the current line
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Zoom In and Out!

oUse CTRL + Scroll on your mouse to 
zoom in or out on data entry grids 
within MIP
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Before Zoom

      After Zoom
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If you are not sure if a vendor is a 1099 vendor, but need to 
process an invoice (before you get a W-9 Form)

o Set that vendor as a 1099 Vendor prior to posting any transactions.  
You can always remove the 1099 flag from that vendor in vendor 
maintenance.

o BENEFIT: If you set them to 1099 after transactions are already 
posted, you will have make a 1099 Adjustment in the Vendor 
Maintenance screen.
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Setup all of your Account and Fund Offset 

oAccounting Setup >Offset Account Assignments

BENEFITS:  

oSpeeds entry and accuracy of all entry screens (Accounts 
Payable, Accounts Receivable & Cash Receipts).

o If you set up your fund offsets, all fund offsets will 
automatically be made correctly as well

o If you have multiple entities/funds in your MIP database you 
can create offsets to book your intercompany amounts.



©JMT Consulting. All rights reserved.

• Setup of your offset 

Accounts

• Under Maintain 

Menu or Account 

Setup from 

Navigator

• Example AP offset
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Use the Offset Icon 

during transaction entry.

You can also have offset 

populated automatically 

by work station 

customization and 

selecting save.
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Better than manually setting offset account assignments, 
use the wizard when creating new GL accounts:

Navigate to Maintain>Chart of Accounts and click New

Select the wizard icon
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The wizard allows you to select a model account to mimic the settings 
for your new account or only select settings such as the 4 most 
important:
• Offset account assignments
• Closing account assignments 
• Financial statement assignments
• Report group assignments
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More Tips & Tricks

Set your allowable transaction dates under – Organization> 
Organization Preferences> Entry Dates. This is considered a “soft 
close” (as opposed to a fiscal year end close).

BENEFIT: This eliminates the possibility of staff back-posting 
entries to periods that may be closed. It also eliminates the 
possibility of keying a transaction in a future year or period by 
accident



©JMT Consulting. All rights reserved.

Entry Dates
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Set up your Company Account Code Combinations
oOrganization > Organization Preferences > 

Processing
oThen Set account combinations

Accounting Setup> Account Code Combinations
oMap out a plan of action on your combinations

BENEFIT: This eliminates the possibility of 
transactions being recorded in any module to an 
incorrect account combination.
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Customize the input screens that you use frequently to your needs.

oMost grid-type entry screens in MIP can be customized to 
move columns into the order you want to enter them by 
dragging and dropping the column headings within the form.

oThese form settings will be saved for the current workstation 
if you have ‘Save for Layout’ selected under the Customize 
Workstation settings.
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Utilize the Process Manager

• Update Favorites 

folder(s) with 

frequently used 

reports. 

• Select the Reports tab. 

• Open/Browse to the 

reporting category and 

click on the plus sign 

to see all reports in 

that category

• Right click on the report 
and select “Add to 
Favorites”. A shortcut to 
that report will be placed 
on your Favorites tab. 

• Create and organize 
specific folders (AP, 
Financials) for related 
reports that you use 
regularly will be easily at 
your fingertips!
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• Once you have created your own 
favorite directories you can 
highlight the folder and publish 
the folder so other users can 
utilize the same reports

• After the reports are published, 
any user can go to the Favorites 
folder and select import public 
folder. A dropdown box of 
available folders will be available
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Setup your default coding and distribution codes for all your 
Accounts payable vendors to make A/P entry more efficient and 
accurate.
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• Click Maintain 
Vendors

• Double Click 
each vendor to 
setup.
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You can enter a default expense account and distribution code 
associated with each vendor.

During transaction entry, clicking F7 will bring these defaults into 
the form.
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Set the Accounts Payable Invoice Entry defaults to make A/P 
Entry quicker!

Set a default 

for any field 

listed
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Entry Defaults are available in most MIP modules and 
can be set for each type of transaction (API, APM, ARB, 
ARC)

All entry defaults are specific to the workstation, not the 
user.

All basic transactions types (JV, CR, and CD) should be 
set up.
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Setup your recurring AP Invoices (rents, lease payments, etc) as 
a Memorized Document or a Recurring Document.
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o Memorized documents can be set up with fixed amounts or 
percentages, so you can enter the amount of the bill each month and it 
will be allocated based upon your original memorized allocation.

o Recurring transactions (e.g.. Rent payments) can be set up to 
automatically enter on a schedule for a specified amount and an end 
period. (schedule loan or lease payments
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• Click the Memorize Document 
Icon on the completed Invoice 
you want to memorize.
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Memorized Document 
Setup

Recurring Document 
Setup
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• Click on the Recall 
Memorized Document 
Icon to Recall your 
document.
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• Select your 
Memorized 
Document.

• Give it a 
document ID, 
Description, 
Date and 
Amount.
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Navigate to 
Manage Recurring 
Entries from the 
Activities Menu



©JMT Consulting. All rights reserved.

1.Select entry 
for processing

2.Enter Session 
and 
Document IDs

3.Click Process

1 2

3
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Recap of Objectives

✓ Optimizing / Customizing your Workstation

✓ MIP Magic (Tips and Tricks)

✓ How to utilize Process Manager

✓ Default Coding & Entry Defaults

✓ Recurring Entries 
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QUESTIONS
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