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The Essence of SAP Business One

In This Chapter
%oWhat Is SAP Business One?
%oBreaking Ground for Small and Midsize Businesses
%o0A Unique Approach

%o0What This Book Will Do for You

SAP® Business One is an integrated business management applicsigmeddrom the ground up
for small and midsize businesses like yours. This book provides a ¢teropé&view of how you can
work with SAP Business One and how it can help your company lgyy@automating its operations,

such as management, business intelligence, sales, productiongdpgistl financial processes.

What Is SAP Business One?

Unlike most other software applications that focus on a spec#i of business, such as accounting
or customer relationship management (CRM), SAP Business On@iggrated business
management application. It offers a complete set of comifins, including financials, customer
relationship management, inventory management, sales, opstaid logistics, which address the

business management needs of your entire company.

More Than a Point Solution

SAP Business One is more than the typical financials softivatevas born out of accounting and
bookkeeping, or a standalone customer relationship management sdiutedps businesses like
yours manage the entire process of selling and servicing cliemtsince orders are taken, they flow
directly into automated fulfillment. As a comprehensive amégrated system, SAP Business One
gives you full visibility into your business, through on-demand aicalyt a personalized cockpit,

live alerts and approval procedures, and &relrd business processes.

Information at Your Finger Tips, Any Time, Anywhere
With SAP Business Orfeflexible delivery model, you can choose where and wherceive

information. If you are in the office, use your personal compotaccess the company data directly,
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if you are on the go, use your mobile device to receive adgpspvals, and reports, view
FXVWRPHUYY VDOHV GDWD DQG HYH® H PREWGHVD®$VLE R WALRKQ
Business One.

An Application for Everyone
The easiest way to understand SAP Business One is to thirlobtls people who are involved in
a business

. There are people in sales that gather leads, go on skdesnd mak sales.

. There are people who account for what has been bought ldnds® who make sure
the money flows properly in and out of the company to and from supptiestomers,

and employees.

. There are people who take custonfirslers and fulfill them, either by sending goods or

by providing services.
. There are people who manage operations such as inventorgl @orgervice delivery.
. There are managers who monitor and manage the entire business.
Now imagine that one application can help all of these peapibei jobs, and that all of them work
with the same set of information using the same applicati¢rcémado the following
Integrate all parts of your business so everyone operates sartigecore business
information

Supply users with personalized interfaces specially desigreegbpmrt the way they

work

Process data in real time so you never have to waitdbitlpior weekly postings, which

means that the financial data of your business is alwaysdgig¢and available

Issue warnings and trigger corrective actions to take placenatitally when certain

limits set by managers and other users are exceeded

Simplify reporting and analysis witReasy to create and rareports delivered to you on

demand.
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Breaking Ground for Small and Midsize
Businesses

Although each business is unique, common patterns of activitibshallenges appear in almost

every business.

The Challenges Facing Small and Midsize Businesses

Small and midsize businesses focus first on increasing salesdditalyiity. Getting orders from
customers and fulfilling them at a profit is always job omel software can be a tool to increase
efficiency and productivity. But at some point, especidlfyrowth has been rapid, most businesses
find that the process of increasing sales is being slowed dewause information is not flowing

smoothly from one part of the business to the other. This can hégpeaany different reasons.

Information Gap

The information gap refers to the lack of timely busineksmation needed to run the business
efficiently. For example, if a large order comes in fhdime sensitive, the key question is: When
can we fulfill this order? In the face of an informatigpep, the right information must be assembled
from a variety of sources, if it has been properly captirdie first place. In the face of a persistent
information gap, business decisions are made without sufficiemtation, resulting in mistakes,

rework, or missed opportunities.

Process Gap

A process gap exists when manual business tasks are not aut@matgdmation stops in one
application and must be manually transferred to anotheceBs gaps are resolved by duplicate
reentry of information from one application into anothebyrconstructing brittle, special-purpose
software to do the transfer. Process gaps slow a company deavd, aleange, and reduce the
possibilities for automation. Effective and complete irdiign, in which information flows from

one step to the next, bridges the process gap, as shown in Figure 1-1.
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Figure 1-1: SAP Business One provides comprehensive integration

Multiple Point Solutions

Companies often acquire multiple point solutions to meaetifipaeeds as business expands; for
example, an accounting application to manage general ledgkmsvaices, or a warehouse
management solution to keep track of inventory. Keeping this catitinof applications up to

date, integrated, and running smoothly can be a challenggetTopicture of what is happening in
every part of the business takes a lot of work and requirasriafion to be extracted and reconciled
across many systems. While such applications may serve foeauftimately your business needs a

more flexible and integrated solution.

How SAP Business One Addresses the Challenges

SAP Business One meets the challenges of small and midsize busimessselit is designed to do

so, as shown in Figure 1-2.

Yesterday's dilemma Business requirements Today's application

Multiple, different applications Increase control Provide true, unified picture
Locked silos of information Grow profitably Access up-to-the-minute information
Outdated data Address customer mandates Stay on fop of the business
Difficult to change Improve compefifiveness Grow with the business
IT dependency Adapt fo change Take charge
High total cost of ownership Accelerate fime to benefit

Figure 1-2: SAP Business One meets the challenges of small andnidsize businesses
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A Unigue Approach

While most business software is focused on automation, few seftwarpanies, if any, approach

the challenge of creating software in the same way as SA8t. d¥ithe time, a software vendor

picks one area, such as accounting or CRM, and builds a ptodugtport the particular processes
related to that area. How these processes work witbthiee fundamental processes of other areas is
a question left unanswered. SAP Business One is the answat guéstion.

An Integrated Solution

6$3 %XVLQHVV 2QH W D N Hpprdach 16 lbQsihessl mamagereviaRd)process
automation. Sale§,RM, financials, and operations are all supported and autorim&aP Business
One. The automation of each process is integrated, asosadées flow into the accounting software
and become requests to manufacture products, which mayeresatierials to be withdrawn from

inventory. The historical boundaries between applications tlexigt in SAP Business One.

Streamlined Business Processes

The broad scope of SAP Business One helps you streamline and awonragntire business from
end to end, including CRM, accounting, warehouse managemdmnpy@atuction. Furthermore,
when an important business event occurs, automatic responsesaatbted as needed. This
managemenby-exception paradigm increases productivity by reducing infoomatverload and

inappropriate actions, allowing you to be proactive in managing business, rather than reactive.

Instant Access to Information

Having all business data stored in a single integrated afipfidke SAP Business One means
critical business informatiois simply a few clicks away in a configurable dashboartaugh
intuitive drill-down reports. Since SAP Business One works ailgnin real time, changes are
recorded instantly, without delay. You can get the statieeobusiness whenever and wherever you
need it through a variety of different reporting meckans, including Microsoft Office applications

mobile devicesCrystal Reports, SAP Lumira and dashboards

Customizable and Adaptable

SAP Business One is designed to be easily configured, inteégeaie extended. Through its
integration capabilities, SAP Business One unifies business appieaind desktop productivity
applications.7 KU R X J K gbod fidtwork of certified solution partners, SAP Businessdanée
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adapted to meet the specific needs of local markets ancev@ntlustriesThrough the integration

framework, SAP Business One can be run by subsidiaries ofdacgents that require full
transparency into the ecosystem. Through built-in configur&tiols requiring no prior skills, the
application can be adapted to your unique needs, allowing yoadiynfields, forms and menus
easily.

The adaptability of SAP Business One means that the softwars gritvyour business and can be

modified easily to meet your changing business needs.

Designed Exclusively for Small and Midsize Businesses and
Backed by SAP

SAP Business One is a new breed of business management softwdrerntifte ground up
exclusively for small and midsize business@d. NH \RXUV W GUDZ\BOR€r$&3MV PRUH

experience in creating business applications that serve the neediarfs of users worldwide

SAP Business One is available in over 40 country localizatiatstipport country-specific legal
requirements. Furthermore even within a given locatinatisers can choose from over 25
languages in which to do their work. This means that ifhate a company has employees who

speak different languages, you can accommodate them.

As the worldwide leader in business management software, SAmigitted to bringing
comprehensive business management solutions to meet your currétuamtbusiness needs.
Helping you run your business smoothly is one of the most impootasof SAP and its global

network of certified SAP Business One partners.

Internationalization note : SAP Business One, like all SAP software applications, is €signed
for companies around the world. SAP Business One«To Gois aimed at a U.S. audience, and
includes information that is relevant only to U.S. companies, such as 1099 reporting. However,
for the most part, all users of SAP Business One will find this book helpful and relevant to their
work.

What This Book Will Do for You

This book is intended to create a framework for furthenleg. First, we introduce SAP Business
One and explain its general approach. Next, we cover the badiex@ain the core functionality

for keeping track of accounts and business partners, aasuwblé fundamental processes for
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purchasing and sales. Then we review the powerful functior@#y Business One offers for
managing inventoryral production, sales and service using CRM, and related asalgs well as

introducing ways to automate your business processes.

At times, this book provides step-by-step instructions for getting tioioge. But most of all, it
explains the way to think about SAP Business One so thatiimggjdieas about how to put the
product to work in your business will follow quickly.
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The Personality of
SAP Business One

In This Chapter

%0 Getting Started

%oUnderstanding the Personality of SAP Business One
%o0Knowing Where You Are

%oFinding What You Are Looking For

%o Getting Where You Want to Go

%oFinding Answers to Your Questions

Getting acquainted with a new software application istlijd@g to find your way around a city you
have never visited before. In New York City, for examplee you understand the grid of numbered
streets and the way avenues are numbered, named,tanedieyou can figure out pretty quickly
where any address is. In Paris, you need to know thattbedissementgo clockwise starting from
the center of the city so that you can use yRlan du Paris to consult a map to find the street and

the closest metro stop.

But the geography of a city is only a start. An enjoyableinldlye city starts with a visit to one
destination, then moves from one spot to the next: from breakfhst ladtel, to a museum, to a

nightclub.

This chapter is all about helping you get your bearings so that yauelook at an SAP® Business
One screen, you know what you are looking at. Getting to know theBiRess One application
means understanding the map of the different types of infornsttioed (the geography) and also

knowing how a business transaction is recorded and tracked (theldaiji).

Features such as the personalized cockpit, the drill down tolyindedata, UDJ 5HODWHE
Enterprise Search, multiple concurrent windows and theatulibuild one document from another

will quickly give you control over your business processes and nealitisight into your company
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performances. We are sure thid@ X OO ILQG 6%$3 %XVLQHVV 2QH HDV\ WR XVH
navigation and familiar look and feel. And s) b RXTOO OHDUQ MXVW KRZ IOH[LEOH L

Getting Started

To start SAP Business One, double-click the icon shown in Figlire 2-

Double-click the SAP
Business One icon to SAP Business One
start the application and
display the login screen

w Business
Nna

\ J
X
M3 Compary Mame QEC Computers
i i
-@ at User ID * (]
5 - b P: rd: G
%_ _aA\d _’g A5IWO

A
?
-

3 , NGy ] Logon with Windows Account
-

"

=

- hd

ok | es |

Enter User ID and
Password or

Change Company
Choose Company - X
User ID | Password
Log on with Current Domain User
Current Server  HANADB ¥ 10.17.90.115:30015 v
Database DEMCOREC]
Click the company Companies on Current Server
name in the Choose Company Mame & Database Mame  Localization Wersion
Company window OEC Computers  DEMORECZ Urited States OF A 910110
OEC Computers DEMORECH Urited States OF & 910110
GmpuUlers CECDEMOUS
OEC Computers Deuts SBODEMCDE Germany 410110 Find By:
OEC Computers FR ~ SBODEMOFR  France 310110 (2} Company Name
OEC Computers UK SBODEMOGE  United Kingdom,Tr 910110 I Database Narne
OEC Ordenadores  SBODEMOES  Spain 310110

Figure 2-1: Starting SAP Business One, logging in, and ch@sing a company
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The first screen that you see is the login window where ytar gaur user name and password.

Atfter the first login, the last company that you logged istautomatically selected

At the bottom right of the login window, you can click ieangeCompanybutton to select a
different company to work with. Some organizations use mal§#\P Business One companies,
keeping track of different companies, divisions, or business adiatieseparate companies.

The first time you log in, you will need to select your #ate server as well. Consult your system

administration to retrieve this information.

A user name and a password must be entered in order dodpé company databasex audit
purposes, user information is recorded in every new record dficatidn to an existing record that

auser performs.

Users setup: During the implementation, user names are created for the employees that will log
into SAP Business One. Each user must be assigned a valid licese and W KH Xattiitlgs\are
restricted based on the license type. Users can be set up for single sign-on as well. See the security

guide for more information.

SAP Business One comes with a sample company that is fully papulibedata. This company
can be used as a training ground for accelerating leaonitegting new ways of using SAP Business

One Once you have successfully logged in, the learning process gam be

Understanding the Personality of SAP
Business One

Before we move into a detailed explanation of the userfate we want to give you a sersfehe
style, or personality, of SAP Business One. The first time sneehows you the SAP Business One
main window and the main menu, it all looks pretty simple. Hwenask a question: How can we
find purchase orders related to a given supplier? Without hegitasecond, whoever is showing

you the program clicks on the main menu a couple of times,shuip@ blank purchase order
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window, enters the name of the supplier, and, quick as a fteshb, is a purchase order for that

supplier.

Shortcuts: There is nothing better than using shortcuts! There are many ways to c reate
shortcuts to your frequently used documents and reports. Later in the guide you will see how
you can use the workbench widget, to quickly access all forms that may be relevant to sales,

purchasing and more, with one click of a button.

<RX FDQ QRZ VFUROO WKURXJK DQ&8 W WH D\W O/ R$ S\OKLHH & X UHAK DW |
see the items on a purchase order. You simply click o@dn¢entgab to review the ordered items

You want to see the details for one item? One click, anchgoe the item windovwVhich

ZDUHKRXVH LV WKDW LWHP VWRUMHRBRINQQ $ ORW KW U % BILIRFANH DROXG L
\RXTYH DFFHYVYV H@dows) XHe mnbsticdiimon reaction at this point is, well viast

fast. But where am |I? And what can | do next?

2QFH \RX UHDG WKLY FKDSWHU \RXTRDWMNPREZEKXHAKHURXROHQH |
next. And once you work with SAP Business OnefoX VW D ELW \RX ZRQTW ZDQW WF
DSSOLFDWLRQ WKDW LVQYW DV FRQW IR QA KQWMEBEHMGEY Wi@R W WRQX V F

all makes senseyou need to spend some time with a guide.

What happens in the moment when SAP Business One makes seasgadsl ttee how the screens
that you are looking at are connected to both the top-dowrofdayding information through the
main menu and the transactional, process-oriented conneoétmsen each document in the
application. You start to understand how each document inBs&liess One is constructed from
reusable parts. Once you get all of this, SAP Business One is &smapur of the personality of

SAP Business One starts by describing these structures.

Building Documents from Reusable Parts

SAP Business One tracks business activities using documents such asepardhes, invoices,
production orders, sales quotations, and so on. Each of thageetts is constructed from smaller
reusable chunks of data called master data. Master dafac @dvered in detail in Chapter 4, refers
to the key information that describes your customers, vendatdeads as well as items that your
company buys and sells. Figure 2-2 shows how a doci@ptrchase ordéris constructed from

master data.
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E
Vendor master data Item master data
Purchase Order v - B
Vendor B 1010 i No.  Primary v 11051 -0
Name Far Eazt Imports Stabus Open
Posting Date 037302014
Delivery Date 03/30/2014
Document Date 09/30/2014
Accounting Attachmants
Summiny Typs Do Summary 4
Unit Price Dic... TaxC.. Totdl(LC)
1 $40000 0000 ~ NY $ 400.00
1 $120.00 0000 - NY $ 180.00
1 $32000 0000 ~ NY $ 32000
1 $45000 0000 ~ NY $ 450.00
U
Buyer James Chan Y Total Before Discount $ 1,350.00
Owner Discount %
Freight -
[[] Rounding $0.00
Tax $ 11138
Total Paymant Due §L46132
Remarks

Figure 2-2: How SAP Business One documents are built from reugsble master data

Creating documents from master data increases productivityreendata consistency, and reduces
errors. As you learn more about SAP Business One, you will coaygpreciate the benefits of

building documents from reusable master data.
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Opening Documents Using the Main Menu

The second key thing to learn about SAP Business One is how tizeus@in menu to find
documents or master data records. When you first start $8idss One, thdain Menuis shown.
Using theMain Meny as shown in Figure 2-3, you can open links leading to windt@nswhich
you can search for a particular document or scroll thralighe documents of a particular type.

SAP Business One Version notification: SAP Business One is available in two version
platforms: Microsoft SQL Server and SAP Business One version powerd by SAP HANA. In this
guide we are using the SAP Business One powered by SAP HANA, wbh includes certain features
that are not part of the MS SQL version.

Enter the name of the

Q ‘)'

‘™ Purchasing-AP

document you need, to
search the main menu

- Purchase Blanket Agreement
= Purchase Request

= Purchase Quotation

5 3 Or use the top down
- GoodsReceiptPO L.
navigation to locate the

- GoodsRetum document, or report

- AP DownPaymentinvoice
= APImnoice
= APCredtMemo
- APReservelrvaice
= Recuming Transactions
= Recuning Transaction Templa
- LandedCosts
= ProcurementConfimnation Wiz
= Purchase Quotation Generatic
= Document Printing
O PurchasingReports

& BusinessParters
Banking

£ Inventory

Figure 2-3: Navigation from the Main Menu
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The Transactional and Process Structure of Information in SAP
Business One

To record all of the relevant activity related to a bass process, a sequence of documents can be

XVHG DQG WKH OLQNV EHW ZHH @kd\aKdePatRh¢ galés pridcaddd FiRktlaCGedds /HV
is recorded as master data, followed by sales activities sumdila and meetings. Eventually a sales

quotation is issued, which may lead to a sales order andatiinvoice. When a payment comes in,

it must be reconciled with the invoice. So there is a stigaantivity from document to document in

which each step in the business process is recorded.

Each step is an individual business transaction in the most genmaalaé¢he word. A business
process for selling or ordering supplies may require many thoiss in sequence. One of the
DSSOLFDWLRQYV VitaUtR@WsHydwWo tepl srvikdoedivehto create the next in
sequence, while maintaining identical structure between dodayrienease of use. SAP Business
One also keeps track of the connections between the documemas wout can move through the
sequence of documents related to a particular transactiertransactional connections between

documents are maintained in a variety of ways thatxguaieed in this chapter and in later chapters.

Questions for Increasing Your Understanding

The moment of clarity, the moment that the personality d? 8Asiness One becomes crystal clear
happens after you have used it for a little while, and dineepts we have presented are confirmed
and made concrete by actual experience. So far, thisechags prepared you to ask the following

guestions any time you are faced with a new screen:
Is this a document? Is this master data? Is this window sometkimgnd, if so, how does it
relate to documents and master data?

How does this screen fit in the top-down structure or in Hestrctional and process-oriented

structure of SAP Business One?
How can | get to this screen from the main menu?

- What process-oriented navigation allows me to find rdldtEuments and master data from this

screen?
Does this screen display data, allow me to search for dagdiow me to add data?

One of the innovations of SAP Business One is the way that thegnhdesturally incorporates both

top-down navigation through the main menu and process-edieatationships through
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workbenches, as well as navigation, search, and docwmetion mechanisms based on those

relationships. In other words, you can personalize the waygbto the data you need. The rest of
this chapter explains all of these mechanisms in detaibsaviienever you look at a screen you
understand exactly what you are looking at.

Knowing Where You Are

One powerful aspect of SAP Business One is that it is possiblve many windows open at once,
each of which may show a different document or masterréabrd. The main window provides a
context for all your work in SAP Business One.

The Main Window
The main window opens automatically upon launching SAP Businessad is the central place
where you can initiate any task. Only the main window hasrafinar along the top. It also has a

toolbar with icons that provide easy access to commonly usetidos

The SAP Business One Main Menu

As shown in Figure 2-4, thdain Menuhas three tabs:

. TheModulestab shows the top of the SAP Business One hierarchy. It lisgkeahodules in
SAP Business One. Inside each module is a list of functiorek @i a function to launch it or to

expand it and see more selections.

. TheDrag & Relatetab is used for an innovative method of finding transactionsditikenaster

data, as explained later in this chapter.

. TheMy Menuis a customizable menu for quick access to your most commonlyfursgibns,
VLPLODU WR ERRNPDUNV LQ D :HE BUWHRZMWeAWandWU PRUH LQIRU
6KRUWFXWV" ODWHU LQ WKLV FKDSWHU

I \RX GRQ MainWENd yaukéh get to it from the menu bar by choodigdow : Main
Menuor by using the keyboard shortetirl + 0 (zero, not the letter O).
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Company and User

name
OEC Computers

manager

B Administration

Main Menu Tabs j

..'ﬂ Financials

Figure 2-4: SAP Business OneMain Menu

SAP Business One version for SAP HANA note  : as noted before, the look and feel can be
different based on the version of SAP Business One that you are runring. Figure 2-3is a
representation of the main menu in the HANA version. Figure 2-3 is a representation of the main
menu in SQL version

The Menu Bar and Toolbar

The SAP Business One menu bar is displayed across the topnadiithevindow. Clicking on each
menu item displays a pull-down menu that leads to more ch&bestcuts using thalt andCitrl

keys work the same way they do in many desktop applications.

\\ Menu Bar ,/
N/ Tool Bar
File Edit “iew [ats GoTo Modules Tools Window Help I l\- v -/}
IEesl ®© + EBBBEABGEBEEW B

Figure 2-5: SAP Business One menu bar and toolbar
The menu bar includes the following menus:
File: Primary commands, sucls @lose Print Preview Exportto, andLaunch Application
Edit: General editing commands, suchtaslo Redq Cut, Copy, Paste andDelete

View. Commands that change the view of the data in the window, sltses-Defined Fields

Picker Display Systemnformation RestoreColumnWidth andLegend

Data Commands that manipulate application data as well as comnmamds\ing between

records, manipulating rows in a table, and other editing @mdmpertinent to data
Goto Dynamic menu that changes according to the currentgteel window

Modules Modules shown in thain Menu
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Tools Commands such d&int LayoutDesigner Form Settings My MenuandCustomization

tools

Window Commands associated with managing windows, including acchtsinndMeny
Messages/Alet®verview andCalendar

Help: Commands that provide access to online help and the support desk

The Toolbar

The toolbar is just below the menu bar. It is a collection ofsicbat provide easy access to

commonly used functions. The same functions are also avadatenu options from the menu bar.

Active functions are shown in color while inactive or unauttemtifunctions are in gray. To hide or
display a toolbar icon group, place your cursor on the toolbar;cight and then check or uncheck
the appropriate boxes. Toolbar icons are context sensitivesihbéy change depending on what

you are doing.
If you forget what a particular icon does, simply move the cwger the button to display a tooltip.

The Status Bar

The status bar extends along the entire lower edge of the SARBsIS ne main window and

contains various fields.

The bottom-left area of the status bar displays the follotyipgs of messages:

An appears over a red background and informs you that the

procedure cannot continue until corrective action is taken.

An appears over a blue background and informs you about an

issue that does not prevent the procedure from continuing.

A Welqiilgn el N EEEEl] appears over a green background and informs you about
the successful execution of a procedure.

The bottom-left area also displays system information when ligkuiato a field, or roll your
mouse over a field in the active window. The system infoamatiill indicate the database table
name for the field, the field name, index number and i@n8ystem information is only active
when you enabl¥iew: System Informatiofrom the menu bar. This is valuable information for

creating reports because it helps you understand the database schema.
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The middle of the status bar contains the current dataraads defined in the server.

The top-left area displays important information abbetdctive window. For example, when
you move your cursor over an input field, text describing the irgratdt and length appears.

The four boxes on the right-hand side of the status bar ghovto show data from up to four
specific fields that you can select. The data is baseldeoretisable master data you selected and
is updated depending on the active window. For example, to disj@dyusiness partner balance
in the status bar, open the customer master data window anttheltagjance field using the left
mouse click onto one of the boxes in the status bar. Fprdinen list fields, hold down the

CTRL key first. Now, whenever you create a transactionrigrbausiness partner, the
corresponding balance will appear in the status bar. To rerigvedlection, hold down the ALT
key and click the status bar box.

Description or active

\_ field in a$willdnw J \ CUTN:;DENE )
BP Code (15 Characters) 05,03/2003

v Operation completed successfully [Message 200-45]

r”r Error, information, or confirmation message about current procedure —\\\

Figure 2-6: Anatomy of the status bar

The System Messages Log

The system messages log records all messages that apgeastaius bar as you work. It includes
errors, warning and information messages. Every time you logf ke application, the messages
log clears. This is especially useful to track errors tbatiowhile you enter data into the system.
You can go back to the error at time to analyze it ardld resolution. Often an error message

includes a link to the appropriate help files to assist yoasalving the error.

To open the system messages loguseth® GRZ: 6\V W H B Lodg#renvthelHenu bar. You
can now minimize it or close it completely.
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Enterprise Search
The enterprise search is a comprehensive search engine, ndbakihg into your data, but also

gives you the option to filter, and narrow down your searcladidition it includes many links to
corresponding documents and master data. You can save yourtsemiplates, for repeat usage.
You can also decide which user defined fields and objectmelusled and displayed in the search
results. And all this is powered by the in-memory technology, dasit lightning, SAP HANA
database platform. Figure 2-7 shows how you search for a custamed Earthshaker, and narrow
the data down to the individual credit memo document, you wédoeking

for:

\ Start by entering the text }

|

Earth Q' v

X

Get multiple results containing the text l

Search Result

Narrow down the
search, using
Layout

Drill down to the
individual
transaction

o ) Cornx
v

. J
Business QO Aaned 0 AR Crect Meeno 3 x

L ARGedit Memo 3 fleen (1)
00 Mo B Code C40000 3 co0009 3 cooo10
0 N Cudnhd ot C(Cosadl)
Tostr'g Oate- 2008 Oue Date 2000-01
Cooummrt Duta 200 Toted 80125

Figure 2-7: Enterprise Search
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Using the Cockpit Instead of the Main Menu

The cockpit is a major part of SAP Business @personality. The cockpit sits in the main window

and is one of the first things you see after you tog i

We can call it a control centetthis is where you start your morning, with full control andbiigy
into your business, by viewing open documents and major repsitg}, links to frequently used
windows, evaluating the company status in terms of revenue, segpand inventory, and having the

ability to do a complete database search with a clicklmurttan.

You can choose whether to use the cockpit and what appetargadunican easily different widgets
into the cockpit

With the SAP Business One version for SAP HANA, the cockglisplayed in a HTML 5 user-

interface, called Fiori-style, and has some additionaitfans that appear in the main window.
In figure 2-8 you can see an example of a configured cocéptaining the following widgst

1. Key performance indicator (KPI) widgets that allow you taklyi spot whether you have

reached business targets

2. Dashboards that graphically depict business performance fdrgsimg, sales, inventory

and financial activity in your company.
3. My Workbench containing links to common functions for each basipeocess
4. Recent Updates widget that displays your most recent titiorsac

5. Count widget that shows the number of items returned for query
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File Edit View Data Goto  Modules  Tools  Window  Help 2o m
Eedbbl PR BB TE BREBR RBE BRE Bro
Meny Drag&Relate = My Cockpit e /7 Q
Q, Search Menu S G ey @ Inventory Turnover (By ltem Group)
L Administration
& Financials
[ Sales Opportunities F 1 5’000 M v 7 850 M
Key Performance Indicator Key Performance Indical T _ ™
& Sales- AR | Accestor
P ing -
% Pucharg A Recently Updated @ Sales Process High Value Customers
# Business Partners The r_blo co. rom them is
Invoice 69 oo ||g| @ ‘El
& Banking C2000-General Motors | e
Sales Quotation Dunning Wizard 1 O @ : + }
; o .
C2000-Ganeral Motors ‘@ > =D, ‘@ -> rE
+ Deposits et =
Customer 120 ik Slaes Crder Detivery AR Invoice
+  Outgoing Payments General Motars v
+ Payment Wizard o I
Opportunity 21 @ 2 - \@ - | %
1 -
A Bl Rbabasimete e Bk B General Motors =
A System Message Logs (10) — @ X
2014.04.28 -
16:00 SAP

Figure 2-7: My Cockpit Window

Activating the Cockpit  : the cockpit is automatically activated in the SAP Business One version for
SAP HANA. However, with the MS SQL Server, the cockpit is an optioal component and needs to be
activated. You can choose to activate for certain users. Go to Administration . System Initialization
. General Settings . Cockpit Then goto 7Tools ;. Cockpit . Enable my Cockpit.

/IHWTV GLVFXVV HDFK W\SH RI ZLGJHW LQ PRUH GHWDLO

Key Performance Indicators

7KLV H[FLWLQJ ZLGJHW DOORZV \RXLW R UFHUGHD @ &b B BEFVaW/RKIDWY G F
its status. For example you want to compare gross profitsofrtbnth to last month, or expenses of
WKLV PRQWK FRPSDUH WR WKH VDPOLPRQYWKVWOD VB, \YDW H7 EB W

gueries you create, so any area that is interesting forygawan create a KPI to evaluate it.

7KH .3,V VKRZ WKH RYHUDOO DPRBXSHW LW&H Y6 W KM/ WRIUH QUX I F

previous period.
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Receivables Overdue

~1.79m

2014-10-02 A%

Figure 2-8 KPI for Overdue Receivables

Dashboards

Dashboards are visualized reports that grab a large anfodeiacand present it in a way that is easy
to read. There are two types of dashboards in SAP Busbmessersion for SAP HANA: pervasive
dashboards and advanced dashboards. SAP delivers adanger of pervasive dashboards and you

can easily create your own.

For example, you can use a pervasive dashboard that didpdalysdp customers in the cockpit,aor
dashboard showing expenses versus budget. You can have as mangrdasidgou wish in your

cockpit based on what interests you.

Open Sales Dashboard
Top 5 Customers by Sales Amount SRS
C30000 Micra... Qpen Customer Master
40000 Earth...
20000 Maxi-... Search far Custarmer Info
CEOO00 205 EL..

CTO000 Acuen...

Figure 2-9: Pervasive Dashboard

One nice feature of pervasive dashboards is that theyas@clontext menus that launch additional
actions. In Figure 2-9, we see a dashboard that can apatvanced dashboard for sales statistics,

open a master data window for customer information, orhgsEmterprise Search to find customer
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information. We call this abilityinsight to Action” +you start from a simple dashboard, and are
able to easily retrieve all possible information you masdregbout this item.

You can also include a pervasive dashboard as an extensiomaier data window or document

Advanced dashboards are the latest innovation in SAP Businesgetsion for SAP HANA.
Advanced dashboards act like supplementary cockpits that egehed from your pervasive
dashboards. For example, you want to know all your iffsaies statistics, warehouse quantities,
open service calls, gross profit, etc.

An advanced dashboard can have multiple pages. In Rigl@ewe see a dashboard with two
pages: one for items and one for customer analytics. Usersgrpe b@tween the pages.

) Sales c /Y
ltems Customers V
= 7 7
Opportunity Status Customer Opportunties
A (,,\<./!“;!.
' Py
4
-I-III--I-- Ill---l-l---lll- ‘1' 4
L Lost Open Wen Lost Open L »
Total Sales Amount Top 5 Customers by Sales Amount =2
...
=
238.71 Koee =
=
Z e
) & Sales
ltems Customers
Top 5 Best Sellers by Sales Amount = 2 Revenue Versus Gross Profit for Last 6 Months =9
orcus... [ &
4. [
... [ .
. e
014

Figure 2-10: Advanced Dashboard
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My Workbench

The workbench is composed of all documents and repdatgigeto a business process. This widget
gives you quick and clear access to windows without the naesktthe main menu. SAP Business
One provides 4 workbenches: sales, purchasing, inventory andidilsaBy clicking the dropdown
indicator you can launch a report related to that busingss ste

}'urchasing Process

Open lterms List
e\a Doc. Drafts Repart |4 $
Frice Report
Furchase Last Prices Report AP DF Invaice
Request Froc. Confirm. Wizard
; Inventary Status ;
3 Inv. in Whse Report v
g — . $
¢ g - 2 - @ > 8
5 Furchase Goods AP Inwoice Qutgoing Wandor
% Qrder Feceipt PO Fayments
L:,r - = [
g{ = S v

Goods AP Credit Furch. Reports
Return,

Figure 2-11 Purchasing Workbench

My Recent Updates
This widget displays the most recently added updated objectsothabgted

My Recent Updates

AIP Invoice 421

Far EastImpons

AIR Invoice 674

Earthshaker Corparation

AIR Invoice 673

Microchips

Figure 2-12 My Recent Updates
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My Count Widget

This widget shows you the result of a query as a number. tarar the number of activities that
you created or are assigned to. For example, it could digpanumber of all your open sales
guotations or invoices. From the widget, you can drill dowrthe numbeto get a list of the
documents that are included in the total.

My Open AR Invoices
My Open AR Invoices

Click the number to open the report

l—> 11

My Qpen A/R Invoices - Detailed Results
Document In... Document N... CustomerC... Customer N... Posling Date Due Date Open Amount Original Am.
» 805 661 - C40000 Earthshaker Cc  08/01/2014 090172014 8175 8
+ 802 659 = C23900 Parameter Tect 080572014 090472014 954 9
gor 663 40000 Earthshaker Cc 081472014 09152014 408.75 408,
812 665 C23900 Parameter Tect 082212014 0972272014 636 6
14 666 C23900 Parameter Tect 08/26r2014 D9r25r2014 318 3
= C42000 Mashina Corpo  08/26/2014 091252014 530 5
C23900 Parameter Tect 0S/08/2014 10Mar2014 2,385 2,3
40000 Earthshaker Cc  DS/09/2014 1000972014 396625 3,966,
30000 Micrachips 1072072014 111972014 549,500 5495
C23900 Parameter Tect 1002572014 11242014 341,850 3.8
40000 Earthshaker G 10/2672014 1142502014 800,000 800,0

Figure 2-13 My Open A/R Invoices

Customizing your cockpit: you can change the arrangement of the widgets or choose additional
widgets for your cockpit. Use the pencil icon to edit the cockpit. Click the plus sign, to add widgets.
To remove a widget, click it, hold down the mouse and drag it to the tr ash can located in the bottom
right. To create new KPI TV DOigsBboards, use the Pervasive Analyticsicon located in the tool bar.
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Document Windows
1RZ WKDW \RX KDYH WKH ELJ SLFWXWR RISWRHQP VYRR H RQ GRKAH 1!
of the SAP Business One user interface.

Window Operation Modes

There are four possible window operation modes in SAP Business One

. Add: Add a new record or document
Find: Search for existing records or documents
- View: View an existing record or document
Update: Modify the data of an existing record or document

Windows in SAP Business One have a default modeF#hiFD Q EHGHIWRKHBIBQG ~ GHSHQ
on the context of what yolildidéing. For example, when you chooseBosinesdartner Master

Data or theltem MasterDatawindow, it opens automatically in find mode because you wiltm

often want to display information that has already te@ered. When you want to process a sales

order or purchase order, on the other hand, the window opens &oatisnan add mode because

you usually want to add a new purchase order.

+RZ GR \RX NQRZ ZKDW PB@dd in BhX §ottdtin-lefdcorridt bif the window changes

to Add Find, OK (for view mode), otJpdateaccording to the current mode of the window.
You can switch between operation modes in several ways:
. To add a new object (such as a document or masterataaly, use the add function. There are
several ways to activate the add function, such as the falipwi
From the menu bar, chooBata : Add
PressCtrl + A on the keyboard
From the toolbar, choose the add icon

. To find an existing object (such as a document or mastereetrd), use the find function. SAP
Business One displays the object in find mode, wittFihd button at the bottom-left corner of

the window. There are several ways to activate the find fumdmcluding the following:

From the menu bar, chooBata : Find
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PressCtrl + F on the keyboard

From the toolbar, choose the find icon

When you enter or change data in an existing object, SAMBss One automatically switches
to update mode, causing tbpdatebutton to appear at the bottom-left corner of the window.
Click on theUpdatebutton to save data you entered or changed; click o@aheelbutton if
\RX GRQYW ZDQW WR VDYH RU XSGDWH GDWD

Switching operation modes alert . You cannot always change data in a document or a master
data record once it has been added. At certain points, documents become read-only if the
business process related to the document has progressed beyond a certainstage or when one
document has been copied to another. Data that cannot be changed is usually grayed out.

Context Menu

When you are working in any window, you can click the right radugton to open a context menu
that provides access to the most commonly used functions faeittéon of the window. Because
these functions are context-sensitive, the options change dependimg area of the screen you

click on.

Row Details

Sales and purchasing documents include tables that providmatfon about quantities, prices, and
descriptions. To work with these tables easily and extend ¢laeaxailable on the screen, you can
open theRowDetails window. This window allows you to view or edit rows in a tablehsag that

found in theContentgab of a sales document.

TheRowDetails window shown in Figure 2-14 can be opened by right-clickingatvenumber of

the required item, by double clicking the row number, pngsstrl + L, or by selectindRowDetails

I URP WKH PGP H@X I¥RPH ILHOGY DUH 3UHDG ROQHDAGDLQYG DSSHI
editable, once you enter the new data, the field is updatethatitally? that is, there is n@K or

Updatebutton in this window.
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- . ils... - - Ox
nght-cllck or double i%ow Details.. - Purchase Order
click row number to S k it " e
access the Row Details Totl (Do) 540000
. —_— Told(sc) § 400.00
window Typs -
Tan Code NY
VoD Tax Liskls Yas -
ficma Associstes Reowwe SLarus Open
Sarsh Kl X Freight 1 Tax Code
Fraight 2 Tax Coda
| Fraight 3 Tax Code
Diziribute Fraight Yas v
Diatrib, Asrount (LC)
Tax Type Regular Tax -
Shipping Typs Fadyx EM »
Contents Logistics ficcounting oM Hame
Therr Details
I hfService Type Thern * Gross Total (LS) § 4300
e M, Ttem Dascriphi,.,  Quantity Uni# Price Qy(Trventiary Lo} 1
1B, Cificeprink 14 1 §agg Sorider Quantity o =
Ad000Z 1. Cfficaprint 11 1 $ 200 LO.::'_::;'Q" !
3 ADNE 18, Officeprint 11 1 L, Sy e
4~ ADMO4 Rainbow Color Py 1 £50 oo Carudog o
5 Tam Dascriplion JE. Officaprint 1450
Bar Code
M Mo,
Sarlal Mo,
Facher 1 1
Factor 2 1
Fachor 3 1
Fachor 4 1
Craantity H
Buyer James Chan ¥ Invenkery Lioh Mo ha
Covmr Mo. of Packages 1
Lindk Price § 40000
Discount % 0,000
Fate 1600000
Price after Discount § 40000
Famarks Tax % 8.5
Total (L) § 40000
Wihze i
Del. Date
EZ — Ta— =
Comen. 9% 0.000
Project
Crpen Qly 1
In Stock 672
Comriithed 1
Crdered 80
Langhh w
widih 0
Height 10"
Wokana L,000

wol, Unit i it

Figure 2-14: Accessing the Row Detaillswindow

Maximizing the Grid

If you have a large number of items to enter into a doatinigeu can enlarge the grid on the
Contentdab. Select Maximize/Restore Grid from the context memnkarge th&€ontentstable
area. This allows you to focus on the items, while you enter. tBeire you are done, right click

again to select the same option to restore the grid twiginal size.
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Finding What You Are Looking For

SAP Business One provides you with extensive support for searchioljéots (sales and
purchasing documents, and business partner and item mastes liecdoduments). The two main
methods are discussed below: looking up business partners and iteralhamse from Lisand
using the toolbar arrows to scroll through documents or magdteretzords of a certain type.

Looking Up Business Partners and Iltems
SAP Business One makes it easy to look up business partner andf@enation while you are

entering sales and purchasing documents. Figure 2-15 demonstratesusathe selection Ist

Tolocate an existing customer or item master data, click the Choose From List button
1

Sales Order v -0
Customer E:":':':'I D Mo. Primnary ¥iees
Narne Microchips Stabus Open
Contact Person Judy Brown v Posting Date 10022014
Customer Ref. Mo, Delivery Date
BP Currency % Docurment Date 104022014
Contents Logistics Accounting Attachments
ItemfService Type Item i Summary Type Mo Summary il
# Item Mo, Quanlity Unit Price Discount 9% Tax C... Total (LC) (8]

1 1 § 500,00 0.000 MY $ 500,00 Manw
2 0.000

Sales Employes Eill Levine » Total Befors Discount 4 500.00
Qwiner Discount %
...or press Tab in a blank field. A selection list appears in a separate $0.00
window $41.25
$541.25
Remarks

Copy From a

Figure 2-15: How to look up customers and items in a sales order
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After you press the selection list icon, a selection list aggaaa separate window. You can move

through the list quickly by typing the first characteeiher the business partner code or item
number; the selection list scrolls as you type. You canlsertelection list, by double clicking the
column header. Now you can type in the beginning of the valuanglooking for, and the system

will search in the sorted column.

If you are more familiar with customer names and item desmngpthan with their codes, you can
use adildcard” to search. For example, to display a selection list obmests whose names begin
ZLWK 3 &tid theNdrnefield, typeCh, and then presEab to display the list. If you know that
the name contai€h, type the wildcard charactér first (*Ch)

If you know that only one customer name starts \iiEh" for example, simply typ& in theName
field and pres3ab. SAP Business One fills in the information for that customéhérsales order

Theltem Descriptionfield works the same way for finding item information.

The same search methods are available in the masteriddtawas well. The only difference is that

instead of pressing the Tab key, you pifester or theFind button at the bottom of the window.
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Using Toolbar Arrows to Find Documents

One easy way to scroll through documents or master datgasticular type is to use the arrows on
the SAP Business One toolbar (see Figure 2-16). If you disgdaychase order (by selecting
PurchaseOrder from the SAP Business Ohain Meny, you can use the arrow icons to quickly
scroll through all the purchase orders you have. This worlanfptype of document in SAP
Business One, such as sales orders, A/R invoices, as well as itémsémeks partner master data
records.

Click the double arrows to move to the first or last docunwick the single arrows to move to the
next or previous document. Next and previous are determined by dotaomber. To see the last
few purchase orders you entered, for example, ifPtirehaseOrder window, click the right double

arrow to go to the last purchase order and then cliclethsihgle arrow to move to previous ones.

First Record Previous Record

Next Record /JJ Last Record

/
Flh E @ [e « 9 @ © 3l

Figure 2-16: Using the SAP Business One toolbar arrow buttons
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Getting Where You Want To Go

SAP Business One has some unique features that allow you toteayigekly and successfully
locate the information you need. This section explains sortieesé navigational features.

Orange Arrow Navigation

The orange arro\= that appears in almost every window is perhaps the most powssfih the
DSSOLFDWLRQTV XVHU L QWyiduchD &liek onlt td displayHdmasiet detal ddcdraVv
(as shown in Figure 2-17) or the details of master datagetisuch as tax codes or payment terms.
Sometimes orange arrows lead to linked documents, such asdobas®nt or a journal entry. The
arrows enable you to drill down to more detail about asaetion without having to perform a

search or traverse a top-down menu structure.

Click on orange navigation arrow to drill down to master

AR Invoice
Custonmer
e Thomgien
Centact Parsen ;
x
R R Business Partner Master Data -0
Local Currency Code Mharwal = Cutlomes Laesl Currency -
Haena Mant-Teg Account Balance 2BEATITE
Foreign Marne Draliveries [ ]
Broup Corslruction ¥ Ordars 213,905 58
Currency US Dollar T Opportunities [}
Contents Foderal Tax 1D LIS2E-927634
e /Service Type Ttemn
# | Ttem No. Quantity Garural Conkact Pargon: Addrettes Paymant Tarma Payreent Run AL pnling Propartis Rermarks Altachiments
1 A0E001 Tel 1 SES-0110 Contact Person Max Teq
2 Anonz Tal2 555-0101 0N 2
2 o :'d* i 585-0111
EEs !
4 ADD004
: E-Mal info@maxi-leqsap.com Remnarks
‘Wab Sihe e rnanc-teq.Tap.com
Shipping Type UPS Ground > Sales Employes Sales Manager i
Paszweord
Factoring Indicatar User-Dafirad Commirsion. ¥ 0,000
BP Project EP Chanrml Code
Indhustry hd Technician
Business Partner Type Company hd Territory
Akas Mt
GLM
Sales Employes Sales Mar
Cwenar
(=) Ackive Fram To Ramnarks
Inactive
Payrnt Grder Bun ) Advanced
Remarks Sased On
1. Bised
1Bated
.
—

Figure 2-17: Using the link arrow to navigate from an invoice to master data
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Drag&Relate

The Drag&Relate feature is an interactive tool that algau to display a wide array of real-time
information about your business quickly and easily. Drag&Regeterates ad hoc views of data by
linking master data elements to transactions. The featurehgsaransactions as lvas master data,
such as G/L accounts and business partners.

You can compare just about any two objects within SAP BusinessFKar example, you can link a

customer code to the sales order object and get a list ofesll@aers for a particular customer. By

dragging a master data object onto the list of transagfeston thérag & Relatetab, you can

JDLQ DQ HIFHOOHQW RYHUYLHZ RIRRYW FIRP PLG\IV SOBURBGEWQ
further refine the resulting list by using the filter function

Figure 2-18 illustrates how you can use the Drag&Relate fettuyet a list of A/P invoices for a
particular item.

To use Drag&Relate, click and hold on a field that identifies data.
I'\..,,_ Drag the outline of the field to the desired transaction on the Drag & Relate tab _ﬂ//

wiaEs " rimany u 9 ==
Far Ent Impoct ety Spen
B Cortat Parsan rer M = Fomeg Lo S T
N — - vandzs Ral, bie. [ 1628 200
Loy Turrengy o Rt Taie TR T
B Sees-am
W Puchasng - AF
Aocountng
B Purchase Order ettt 3
Sy Type et Sy =
O Purchase Order Detals # Towm Na. Quanthy it Prica Dbt TanCe  Tobal [LC)
P Gocct Receipt PO ‘k@ i ORS00 . MY 0UNE -
Ll i 153,008 000G MY LEOOC &
Oc Receiet PO Datals 00003 i L5005 0000 MY @500 %
P Goods Return i
O Goods Return Detuls
P A trreoce
B AP rrvoce Detals r e
i reme = Tenn! Bulurs Drazeuri pXi k- -F
P A Credi Moo Crpsert -y
Fragkt -

O & Credt Momo Detals

Bueaness Par fress
I M HE A S e

AL 1B Infegrest 1112
AL 1EM Irekspent 1112

Irventory

[Praductien

Eerve

L] IBM Infprint 1122
ipfeerrtilal

e The Drag & Relate window appears with a list of documents that include _‘-\\
information related to the data you dragged to the Drag & Relate tab.
Dragging item AQ0001 from the purchase order to the AP Invoice
Details area, displays all A'P Invoices rows that include itermn AQC001

Figure 2-18: Using Drag&Relate to find A/P invoices for a particular item
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My Menu and My Shortcuts
You can increase your navigation efficiency by usingMligdVlenuand creating user-defined

keyboard shortcuts for one-step access to frequently openethdots.

For example, if you work in purchasing and are responsiblisgaing purchase orders and updating
business partner master data, savéPtirehaseOrder andBusiness Partner Master Dawindow in
your My MenuunderFormsto provide easy access (see Figure 2-19). To save an itbeMy

Menuy display the document, report, or form that you want totaddeMy Menu With that window

as the active window, choo3eols : My Menu: Add toMy Menu.

DEC Computers
mansger

Modules

@ Forms
Purchase Order
AP Invoice
Reports
Open Items List

Purchase Analysis - Selection Criteria

@ Queries
@ Links
Figure 2-19: Saving frequently used documents to the My Menu

On the other hand, if you are a very busy purchasing agentrfanafacturing company and even

two clicks are too far away for a purchase order, SABii&ss One permits you to assign certain
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documents to function keys, suchFs F2, and so on.

: 1. From the Menu Bar choose Tools = My Shortcuts =2 Cusromize_ﬁ/

stomize N — X

2. Select function

key from the drip Allocation List
“ Shortout Current Window
F2 ¥ [Sales Quotation
Madule Wrindow
Adrninistr ation Sales Blanket Agreement
Financials Sales Quotation
Sales Opportunities Sales Order
Sales - AR Delivery
Purchasing - AP Return
Business Partners AR Down Payment Invoice
Banking AR Invoice
Irventory A% Invoice + Payment
Resources AR Credit Memo
Production AR Reserve Invoice
MRP Document Generation Wizard

o] poc

3. Select the module and window for the key board shortcut and click Allocate

Figure 2-20: Creating user-defined keyboard shortcuts

Display Settings

You can change several display settings to personalize youB8%iRess One workplace. You can

add a company logo or staff photo to the desktop. Other sadtitigde user interface language, font

size, color, and date and time formats. ChopsePLQLVWUDWLRQ : 6\VWHP ,QLWLDOI

Settinggo make changes for the connected user.

Form Settings
In SAP Business One, each user can easily customize the camidmthavior of most windows

using theForm Settingsfunction.

To activated-orm Settings make sure the window you want to customize is open and abive,

click on @ in the toolbar or choosEools : Form Settings
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Although theForm Settingswindow varies depending on the content of window you are

customizing, the typicaform Settingsvindow is divided into four tabs:

. TableFormat Customize how columns appear in the table (for those windowsdhtain a
table)

RowFormat Determine how fields appear in tR®wDetails window associated with the table

in the window you are customizing

DocumentMake changes to the general settings related to the window atadblb¢hat you are
customizing? but you should note that the changes you make in this tab affedherdyrrent

document, and not all documents of this type

Ul Elementslists the fields and tabs that appear in the current form,iafioyou to hide, or
make fields invisible. This includes fields in all areaghefdocument. See more in e

Configuration Templatsection

The Form Settingsfunction is a very powerful feature. SAP Business One has redy that are

not shown by default. Usingorm Settingsyou can select which fields are visible and which can be
FKDQJHG WKH WHUP IRU WKLV MVKK{ DRWGHH RI<IRX ¢F6GQ BE\HPQLULN
name and dragging it up or down. One common customizatioisgiay the warehouse from

which an item will ship on th8alesOrder window. In Figure 2-21, we used thableFormattab to

make theWVhsefield both visible and active, and we repositioned thel féel that it displays without

the need to scroll to the right or open Bew Detailswindow.
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The form settings are saved by user. To save time, login using a user from each role, and make
all the settings you need. Once you are done, login as a super user, open the user setup, located on
the Administration . Setup : General . Users, find each user and press the Copy Form settings.
This will copy all the settings from the selected user to the other user s.

1. Checking the Visible box makes 2. Checking the Active box makes the field
the field appear in the table area 1gs - A/R || editable. The Visible box must be checked

te

Table Form Dac LI Elernents
Find
Colurnn Wisible Active
# v
s =2
Itern Mo, v [w]
EP Catalog Mo. ]
Itern Description v [w]
v vl

3. Toreorder columns drag the field up or down
and drop in the desired location

Restore Default

Figure 2-21: Using the Form Settings function

Ul Configuration Template
You would like to make SAP Business One even easier to use plfging the user interface and
E\ UHPRYLQJ LQIRUPDWLRQ WK DWW & XampteReR $0elignG&RIHY Q TW XV H

documents and master data, without any need for special dmezibpkills.

The Ul Configuration Template lets you modify forms to remalaactivate and reposition fields to
PHHW \RXU FR P.&DuQndk¥ the Ehdrgas in a template, and then you can applyahe

multiple usersor as a single user you can modify the form just for your own coenee.
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Figure 2-22 shows the template screen. This example shows vadoecarycreate a template for

sales employeesothat each sales employee sees a simplified version of thesrdsaduments

1. Create a template 2. Select the forms 3. Assign users
i [ [
I Confi jon Template - 0O x
UI Template Mame Sales
1 Sales
2 MyUI Description Sales Documents
3 BP
4 E5 SIMEALE Forms Assigned Users
Forms
1 Sales Quotation
2 AR Invoice
3 Sales Order
4  Delivery
& AP Invoice
E -

Figure 2-22: Creating Ul Configuration Template
To create a template, o ® GPLQLVWUDWLRQ : 8WLOLWLHVY : 8, &RQILIXUDYV

Then you select the form you wish to edit, and clickBdé Form Ul Now you are in edit mode,
and can start moving fields around, simply by clicking théou can right click a field and choose

to hide or disable itYou can move fields from one tab to the other and even chantgbtbsize

and location.

You can also use tHél Elementdab in theForm Settingsvindow to make fields visible and actjve
and from here you can also hide an entire tab if you haneed for it. Figure 2-23 shows a
simplified sales quotation form, with enlarged table dless visible fields, and fields that were

moved from one area to the other.
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Sales Quotation in Ul Edit Mode

Logistics and Financials tab are hidden

Sales Quotation - Ul Edit Mode
Cuskomer Mo. ¥ 946
Mamne St Open
Contact Person v q Drate 10,07 /2014
Walid Untdl
Conl%nls 3 Lca:'slics I
Ttern/Service Type Thern v Surnmnary Type Mo Summmary it
# Ttem Mo, Quantity Unit Price Disc... TaxC.. Total (LC)

4 2000 Enlarged Contents area

/

Payment Terms field moved to the bottom

User field moved from the right panel to
the document

v
| Payment Terms | Total $0.00 W
Remarks
[Tracking Mo |
[

Figure 2-23: Simplified quotation form

To make Ul modifications just for your own use, open the dgédorm, and usethe RROV :(GLW

Form Ul menu

Customizing Field Names

Changing the names of fields in SAP Business One is remaréasyy One of the most common
customizations of thBurchaseOrder window is to change théendorRef.No. field to Vendor
InvoiceNo. Changing this or any field can be accomplished by holding doe@trl key and
double-clicking the field name. A window then pops up that allbwdield name to be changed or
the original name to be restored. This change applies to &l @ely users with the appropriate

general authorization can modify field names
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Hold down the CTRL and double click the field name
to display the Changing Description window

- Ox
W10000 Mo, Prirmary ¥ 1051 -0
Acme Associstes Status Open
Contact Person Sarah Kierl b Posting Date 10/07,/2014
{[vendor Ref. Mo, 10001 | Delivery Date 10/07,/2014
BP Currency ~ $ Document Diate 10072014
Changing Description - X
Original Description endor Ref. MNo.
Mew Description Wendor Invoice #
p— p— 3 -
It Format | Bold || Italics Lnnary

e E:‘ Enter a new field name and click Update

Figure 2-24. Changing field names

Adding User-Defined Fields and Tables

While SAP Business One provides a comprehensive set of fieldshirok#€ modules, your
company may need additional fields to pursue tagay work or to conform to particular business
practices. Th&Jser-DefinedrieldsandUser Defined Tablesetup (found on th€ools:
Customization Toolmenu) lets you create your own fields in existing SAP BusiDessmaster

data or transaction tables.

Portal pointer . For detailed, step-by-step instructions on user-defined fields and tables, go to SAP
Business One Customer Portal athttp://service.sap.com/smb/sbocustomer DQG GRZQORDG WKH 3+R
to Create User-'HILQHG )LHOGV DQG 7DEOHV™ JXLGH

Filling in Fields with User Defined Values
Another example of the robust flexibility of SAP Business Onesitlser Defined Values
functionality. This feature can be used to calculate valués display defaults for both SAP

Business One fields and user-defined fields.

For example, you might waatsales order to display the name of the delivery driver. Irctis you
would use tha&JserDefinedFields function to add a field to the sales order, and add useredef
values to that field. The user defined values can bdia litaof available drivers, one of which can
be selected for the order. Alternately, the user-definkoksaan be a query that automatically fills

in the name of the delivery driver based on the location afuk®mer or other criteria. Because
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user-defined values setup is an advanced feature, you mayovmanform these types of

customizations with the help of your implementation partner.

Finding Answers to Your Questions

In addition to the support and training that your implemeémgiartner can provide, a wealth of
information about SAP Business One features and functionsilatdegahrough online help as well

as on the customer portal.

Online Help
The online help provides details about many aspects of workingSA#hBusiness One. If you are
working with an unfamiliar screen and want to gain an wstdeding of its contents, you can find

definitions of every field on the screen in the online help.

You can use SAP Business One online help in several ways. If ygaHire/ou get context-
sensitive help; that is, help about the particular screemgmon. Use Shift 1 to get a field

context help.

SelectingHelp : Support Desk Find a Solutiorfrom the main window menu bar displays an
SAP Librarywindow, which allows you to search for a solution by key wolélgou select+ HO S :
Welcome Screea new window opens with links to different guides, end us@rihg by role and

additional documentation.

SAP Business One Customer Portal
The SAP Business One Customer Portal provides resources to hetpagter SAP Business One.

The portal is organized into areas for different gypeactivities, such as:
GetSupport Collaborate with your implementation partner on technical stijjgsues, search

SAP Notes database, or request a license key

SolutionOverview Review general information about the application and leane mdmout how

to integrate SAP Business One with the SAP Business Suitly fafnhiusiness applications

DocumentationFind documentation for the latest release, includin@gsel@otes, how-to guides,

and other useful guides on specific features and functions
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Education View e-learning couesson the key components of SAP Business One modules
including accounting, banking, master data, purchasingsaled

w SAP BUSINESS ONE CUSTOMER PORTAL

Home | Get Support | Solution Overview | Documentation | Implementation | Education | News |

Select Language
IEnghsh vi

Workbench N
€ Find Solution

Q Contact Support

€1 ser aaminstaton SAP BUSINESS ONE

sl AN CUSTOMER PORTAL

€1 piscussion Forum

My Profile
a 4 ABOUT SAP BUSINESS ONE:
ﬂ License Key SAP has d d SAP One, a software application, specifically for small and midsize businesses. Used by over 20,000

customers today, it's an affordable, easy-to-use way to manage critical business functions across sales, distribution, and financials - all in a single
My Workbench [Edit]

No Favorites stored.

integrated software system. With SAP Business One, you can instantaneously access critical data that provides a complete and up-to-the-minute view of
your business - 80 you can respond to customers faster and grow your business more profitably.

Get Support

Find a solution for known problems via the SAP Business One Notes database.

B Get the answer to your problem or query from peers in the SAP Business One Forum on the SAP C Network. Access is free of charge.
Register now
= Contact your Support Provider directly via the web, by creating a message via the

SAP Message Wizard.

®  Find in your Inbox the answers to your messages from our Support Provider.

Solution Overview: Research the details of the SAP Business One Solution, and learn more about how to integrate mySAP Business Suite with SAP
Business One (only available in English).

Figure 2-25: Using SAP Business One Customer Portal

SAP Business One Customer Portal is available in seven languagesaanessible at

http://service.sap.com/smb/sbocustomésu need a valid S-user name and password to log in.

Consult with your implementation partner to get these.

SCN =SAP Community Network
Another excellent source for information is the SAP Commuétwork. When you log into

http://scn.sap.comgou can find a community for each SAP solution, including 84Biness One.

In the SAP Business One community pages, you can find the lavestpast questions on a forum,
and take training on SAP Business One in the SAP Business Odemya This is a public forum

S0 it is accessible without an S-user.
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The Basics of
Financial Accounting

In This Chapter
%o00verview of Financial Accounting
%o Setting Up Financial Accounting
%o Performing Daily Procedures
%oMaintaining Records
%oPeriod-End Procedures
%oIncoming and Outgoing Payments
%o Cost Accounting
%o0Budgeting
%o Cashflow

%olnquiries and Reports

SAP® Business One delivers the tools and reportidgscD FLW\ \RX QHHG WR PDQDJH \R
finances effectively and according to Generally AcceptecbAnting Principles (GAAP). SAP

Business One can bring your financial accounting to a newdéagitomation:

Real-time, really. Every time you add (or post) a tratisacyour general ledger is updated. No
need to batch journal entries for later postidgQ OHVYV WKDWYV ZKDW \RX ZDQW WI

. Automatic journal entries. Perhaps the largest productivitgtiodSAP Business One is its
ability to create various journal entries automaticallyreatly reducing the need to make journal

entries or corrections manually.

Drill-down functionality. SAP Business One gives you the abilitglrith down using the orange
navigation arrows, not only to the general ledger but alivieto the source documents of a

transactior? another powerful labor- and time-saving feature.
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Task automation. You can automate redundant tasks by usingmgquostings and avoid

posting mistakes by using posting templates.

Data integrity. To prevent users from posting manual joumtailes to certain accounts, you can
set up confidential accounts. In addition, alerts help you masammses by informing you
when expenses reach their budget threshold.

Automatic and manual reconciliation. Transactions are autaaigitieconciled allowing you to
save time and get accurate reporting. In addition you carucbadnanual reconciliation to close
outstanding activity.

Audit trail. SAP Business One provides a complete audit tilyiag you to track who made
changes to all data or documehtand when.

Overview of Financial Accounting

The key to making the most of the finance and accountingrésain SAP Business One is careful
design and implementation to make sure that every part apiplecation precisely describes and
tracks the way your business works. Of course, most companies c@AP tBusiness One with a
well-established chart of accounts (and other financiadanting methods) as well as legacy
databases of customers, vendors, and transactions. Working withmpdementation partner, you
translate and migrate the way your business works into SAP Bagiree. The five-step process of

setting up financial accounting is shown in Figure 3-1.

These steps represent general guidelines. In any given impleiorntiae order of these steps may
be changed or new steps may be added to reflect the unique néaicamstances of your

company.

Setup tip . When setting up your chart of accounts and financial accounting p rocesses, discuss

with your implementation partner the types of financial reporting you re quire. Financial reporting
requirements drive most of the initial settings and configuration d ecisions. Your implementation

partner knows the software and you know your business; together you ¢ an make SAP Business
One work for you.
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Step 1: Tell SAP Business One how you divide the year
Set up your posfing periods up for accounting and reporting purposes

Step 2: These segments usually represent the specific business
Define your account segments units or acfivities that you want to track
Assign each account an account code that is a
Step 3:
(reate your chart of accounts

combination of your defined account segments.
Then create a chart of accounts that organizes all
of these accounts into higher level categories.
Step 4: Tell SAP Business One which accounts to use for
Make your 6/L account journal entries created automatically when you post
deferminations purchasing, sales, and inventory documents
Step 5: Import data from existing sources
Migrate your legacy data into SAP Business One

Figure 3-1: Accounting setup step-by-step
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Definitions

Account : Formal record of a type of asset, liability, equity, revenue, or expense that shows its
beginning balance, increases and decreases (transactions), and resiting ending balance for a
specified period.

Control account : Control accounts are linked to business partners. When a documernt is posted
to the business partner, the journal entry includes also the control ac count. Each customer has
one default A/R control account, and each vendor has one default A/P control account, however
it is possible to replace the control account in any document. A control account holds the total
A/R or A/P balance for all linked business partners. Control accownts are included in the balance
sheet report, so their balance reflects your total balances for custom ers and vendors. Manual
journal entries cannot be posted to a control account.

Clearing account : An account to which postings are recorded temporarily because of a time
gap between accounting transactions, organizational task distribution, or accounting transactions
requiring clarifications.

Active account : An account in the chart of accounts to which journal entries ar e posted.

Account segmentation : A bookkeeping method of creating account codes based on the
hierarchical structure of a business. The individual segments carrespond to different business
units, such as company, division, region, department, group, and so forth, and to different
categories, such as travel expense, box office revenue, product line, and so forth.

Natural account segment : The first segment of an account code that identifies the type of
account, such as fixed asset, liability, revenue, expense, and so forth. Account codes can consist
of numeric values only when using account segmentation, or be alphanumeric in a company that
is not using account segmentation

Chart of accounts : The index or coded listing of the accounts in a general ledger.

General ledger (G/L) : The main accounting record of a business. The G/L uses double-entry
ERRNNHHSLQJ LW XVXDOO\ FRQWDLQV YK B\DWHRX Q@D ERWDWIOHR | B
income, expenditure items, funds, and reserves.

Journal entry : A record of a transaction that usually includes transaction date, titl es of affected
accounts, amount of each debit and credit, and transaction description

Posting : The process of recording journal entries (credits and debits) in the G/L

Transaction : A business activity or event that debits one G/L account and credits anoth er

SAP Business One ... 7o Go 53




e The Basics of Financial Accounting

Setting up Financial Accounting

Proper setup of financial and accounting functionality ésfédundation on which much of the
automation of SAP Business One rests. With the right chadcoliats, posting periods, and

account determination for automated journal entrief BAsiness One takes care of many tasks that
are usually performed manually. That is why we spend muttiso€hapter on issues related to

initial setup of financial accounting

Step 1: Setting up Your Posting Periods

The first step, which you may have already taken with yopiementation partner, is to establish
your posting periods: Will you have monthly posting periods? D&tyhewhere in between? Will
your fiscal year correspond to the calendar year or wilbgscalendar years?

The first posting period must be defined at the time the comgataypase is created. Afterwards, t
set up new posting periods, goAdministration: System Initialization. Posting PeriodsFrom
here you can update the generated periods (such as date rangespndew ones. You can also

set or change the start of the fiscal year.

While SAP Business One is very flexible when it comes to sgénigds and fiscal years, you and
your implementation partner should bear in mind the folloviimgortant caveats:
. The beginning of the fiscal year can only be the first ofitbath

It is recommended to create the posting periods from the @lddstp. Consider the oldest data

you would like to migrate to determine the first pefri
You cannot have overlapping posting periods

G/L account determination is saved by period and is copied fremrevious period to the next.

So make sure you define your primary G/L accounts before yolweadditional posting periods

- Thesystemdetd?d LQHV ZKLFK SRVWLQJ SHULRG WKH WLJ@WUDVANMRLARIQY
posting date

Once you have created a posting period you cannot remove itHeosystem; however you can

change the posting date range

Posting periods have one of four period statuses:
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Unlocked This is the default status for new period creation. This stditnss all users to post

any type of transaction.

Unlocked Except Saleghis statusllows authorized users to post all types of transactions
excep for sales documents. This period status is often asewnth- end time.

Closing periodThis status allows authorized users to post all types of tramsadisers that are
not authorized for this period status cannot post any gctiovthis period status. In the posting
period setup screen, you can determine the number of daygheffeeriod has expired, to
automatically change the period status to this status. Thasnigonly used at month-end or

year-end time.
Locked This status prevents all users from posting any activity to énisgbstatus.

The period status can be changed back and forth any time.

Period Status Authorization . You can determine the authorized users for the different period
statuses in the Administration . System Initialization . Authorizations . General Authorizations.
Select the user, and expand the Genera/module

Step 2: Defining Your Account Segments
If you plan to use a segmented chart of accounts, the npXbstgour implementation partner and

you is to decide on and define the account segments you need.

To define account segments, goddministration: Setup: Financials: Account Segmentation
You must have at least the first, natural account segimeinyou can rename it or change its length,
as you can with all other segments. Usually, companies daetheir account segments based on
their business processes and financial reporting needs. Tinegasent divisions, departments,
regions, lines of business, entities, branches, and so fortlreFeR shows how account segments

are merged to create an account code.
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= Size Type

1 8 Alphanumeric
2 2 Alphanumeric
3 3 Alphanumeric
4 | Department 2 Alphanumeric
[ oK I | Cance |

Figure 3-2: A segmented account code

SAP Business One provides four default account segments and afidavd.0. During setup you
can change the size and name of any segment, as well &stkdelentire segment, but the first
segment must always be the natural account segment. To dgetends, right-click the last

segment row and chooBelete Row

Account segment alertlt is important that your implementation partner and plaun your use of

be deleted once the very first G/L account is created; andamnot change the length or the type|of

a segment later on.

Once you have defined all your account segments in SAP BusinesgdDri@ve created the

foundation for a fully qualified chart of accounts, whizhpther words, is the concatenation of all

account segments. A fully qualified account code, as shoWigime 3-2, includes all account
VHIPHQWY )RU H[DPSOH D WUDYHOXH[ENE®VOHNNVARXEMN NRGH X
looks exactly like the travel expense account code used by glesrdepartment, except for the

segment of the account code representing the department.

Note that account segmentation is not mandatory. Depenflihg company, and the county

localization, segmentation may not be necessary.

Step 3: Creating Your Chart of Accounts
Once you have determined your financial or posting periodaeswlint segments, you are ready to

create your chart of accounts in SAP Business One. Theipatjan of the chart of accounts follows
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*$$3 LQ ZKLFK WKHUH LV D VHSDUBWHQMGIU@Z BV V HRALV D BER X Q @/LV
revenues, cost of sales, expenses, financing, and other es\eamii expenses. These drawers, which

have been defined by SAP and cannot be changed, organizacgounts by level in a logical

fashion appropriate to your financial accounting and reppprocesses.

Chart of accounts reminder . The chart of accounts is an index of all G/L accounts used by
your business. Every G/L account has an account code, an account descriptbn, and other
properties that determine the functions of the G/L account. To access the ch art of accounts,
select Financials : Chart of Accounts

In theChart of Accountswvindow, SAP Business One asks you to characterize every G/ura@®
either a title account or an active account and ideitiflevel. Because only active accounts can be
posted to in SAP Business One, it is a good practice to hayaualactive accounts at the same
level. In reports, a title account summarizes all tharimds of each active account below it. In the
account segmentation shown in Figure 3-3, level 4 is the lowestheteontains postings of

transactions. Thus it is not mandatory to use all levels. #olave active accounts in level 3 or 2.

— Level 1: Drawer: Assets |

e o] — “ox

GAL Account | Assets Level 2: Title: Current Assets ‘
Narne Current Assets - Current Assels e
T = L ash and Equiv - Cash and Cash Equivalents .
‘ Level 3: Title: Cash and Equiv ”/ 11100000-01-001-01 - Cash on Hand (HO, USA, GA ) \_‘
o covE AT 11200000-01-001-01 - ¢ ysh at Bank - Checking (HO, USA, GA ) e
External Code 11210000-01-001-01 - at Bank - Payroll (HO, USA, GA ) Lisbilities
Currency US Dollar ¥ 11220000-01-001-01 - ] \at Bank - Savings (HO, USA, G& )
[ Confidensial i 5 11230000-01-001-01 - Barik - Credit Card (HO, USa, GA ITI
11300000-01-001-01 - Account Clearing (HO, USA, Gt
Balance 0.00 § - 11300001-01-001-01 - Account Clearing - EUR (HO, U Equity
11300002-01-001-01 - ccount Clearing = CAM (HO, L
GA Account Properties 11400000-01-001-01 - learing (HO, USA, GA ) N—
Account Type Other - 11500000-01-001-01 - westrnents (HO, USA, GA )
[ Control Account Level 4: All fully qualified [ **’
P
active accounts omestic (HO, USE —
. oreign (HO, USA,
L Carh Account 12400000-01-001-01 - Allowance for Doubtful Debls (HO, USA, o of v
L Reval. (Currency) 12500000-01-001-01 - Inkerast Recaivable (HO, USA, G& ) [
12510000-01-001-01 - Other Receivables (HO, USA, GA ) —
[7] Cagh Flow Relevant 12540000-01-001-01 - Trawel Expenses - Adwances (HO, USA, G Erpenses
Relewant for Cost Accounting Trwwenkory - Inventory
[ Project 13100000-01-001-01 - Inwenkory - Raw Material (HO, USA, G& ) ee—
Distribution Rule 13200000-01-001-01 - Inwvenkory - Wiork In Progress (HO, USA, —
[ eranch 13300000-01-001-01 - Inwenkory - Semi Finished Goods (HO, LS Financing
[7] Product Line 13400000-01-001-01 - Inwentory - Finished Goods (HO, USA, G,
13500000-01-001-01 = Inwentory = Returns (HO, USA, GA)  —
13900000-01-001-01 - Goods Clearing Account (HO, USA, GA) var Ravenues and
Obher Current - Other Current Aszets Expenses
m 14100000-01-001-01 - Prepaid Expenses (HO, USA, GA )

Figure 3-3: Chart of accounts organized by drawers and levels

Account activity alert . You cannot delete an account with activity against it. You can only
make it inactive. When using segmentation accounts you can modify the account code at any
point in time
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To add an account or a title, click the drawer ¢e that you want to add the new account under.
ChooseData #Addfrom the menu bar, and enter the complete account coahe, @ad other
properties.

To rearrange your chart of accounts structure, usedreChart of Accountscreen. Here you
choose the account level and location in the chart ouatco

Setup Tip. Itis possible to import your legacy chart of accounts from a text file u sing the Data
Transfer Workbench tool provided by SAP. You must define the correspnding account
segmentation setup as well as the segments code prior to the import

Foreign Currency Management

Foreign currency management is available for companies thatwple currencies. In SAP

Business One, you can specify G/L accounts and business partraal asifrency, specific foreign

currency or as All CurrencieBefining an account as All Currencies allows you to post decitisn

and journal transactions to the G/L accouwmtbusiness partner in any currency, as long as the

currency is defined in the SAP Business One company. Reconcifiateports, and balances of

G/L accounts and business partners with All Currencies arerpexdl, calculated, and displayed in

the local currency. In th&dministration: 6 \VWHP ,QLWLDOL]DWLRQ : &RPSDQ\ '"HV
Initialization tab, you can determine whether a new G/L account is crbgtéefault in local or all

currencies Once transactions have been posted, it is not possibhatme the account from an All

Currencies or a specific foreign currency account, howetvir always possible to change to All

Currencies,

You can define an additional currency in the system fontaiging accounts. This is called the
System Currencyf your company is required to report to a parent comparigh is located
RYHUVHDV \RX ZLOO GHILQH WKH SIVKHQWVMRHPES BFQUIWHQRKFDO F

All the system reports can be displayed in system curreaging you the need to re-valuate your

financials and other reports.

To define your local and system currency gétministration: 6\VWHP ,QLWLDOL]DWLRQ :
'"HWDLOV : %DVLRhQLWLDOL]DWLRQ
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Foreign Currency maintenance. When working with foreign currencies, you must manually

maintain the exchange rates in the Exchange Rate and Indexes table located in the Administration
module. If there is no rate available for the current date, the system will automatically open the

table for you to enter the exchange rate.

In certain cases the system posts exchange rate differenocegmtcally. This can occur for example
when you pay an invoice using a foreign currency. If the payrmagmvaries from the invoice tex

the difference is posted to an exchange rate differencesraazfined in your G/L account
determination. Periodically you should run techange Rate Differencetsility to manually

identify and post additional exchange rate differences.

Step 4: Making Your G/L Account Determinations

One of the key advantages of SAP Business One is its abilitgatecvarious journal entries
automatically, particularly those involving sales, purchasingjrarehtory transactions.. In SAP
Business One, when an invoice is created, the accountingseaite created at the same time. But
how does the application know how to create those accountingsén@/L account determination is
the process of telling SAP Business One in which accounts to fotsaorts of automatically

created accounting entries.

7R WDNH IXOO DGYDQWDJH RI WKH DruSt@akddpatial Raefte/plolE X VW D)

SAP Business One with the correct information in@ie AccountDeterminationwindow.

To specify G/L accounts, go fadministration: Setup: Financials: G/L Account

Determination

G/L account determination tip .YRXU FRPSDQ\fV FRQWUROOHU RU DFERXQWDQ!'
approval of your G/L account determination settings.

Basic Procedure

Determining your G/L accounts thoroughly and accuratelyusiarto the automatic creation of

journal entries in SAP Business One.
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Portal pointer . For detailed G/L account determination instructions, consult your SAP

LPSOHPHQWDWLRQ SDUW QHbW tdIR@ErnenR @/Q AcBoDrds fdf KiHorhatic
Creation of Journal Entries” DQG 3+RZ WR ODNH WKH ,QLWLDO 6HW®HWUIV LQ 6%$3
from SAP Business One Customer Portal ahttp://service.sap.com/smb/sbocustomer .

Figure 3-4 shows the G/L account determination setup window. Sctoents are mandatory, for
example, the revenue account underShkestab. The revenue account is the default revenue
account used for any A/R invoice. It is overridden if anotbeemue account is specified in item or

warehouse master data.

Specify the primary accounts by period and module

e

G/L Account Determination W - X
———
I Sales Purchasing General Inwentory Fesources WIP Mapping I
General Tax
Accounts Receivable n [v] Permit Change of Control Accounts
Default Custorer for AR Invoice and 99999 Ore Time Cushommer
Payrent
#  Type of Account Account Code Account Nare Advanced Rules
Domestic Accounts Receivable 12100000-01-001-01 Accounts Receivable - Domestic (HO, USA, GA
Foreign Accounits Receivable 12200000-01-001-01 Accounts Receivable - Foreign (HO, USA, GA )
Checks Received 11300000-01-001-01 Checking Account Clearing (HO, USA, GA. )
Cath on Hand 11100000-01-001-01 Cash on Hand (HO, USA, GA. )
Crverpayment AR Account 42Z00000-01-001-01 Mizcellanecus Income (HO, USA, GA)
Underpayrnent AR Account £2200000-01-001-01 Wirite-Offs (HO, USA, GA)
Payment Advances
Realized Exchangs Diff. Gain $2100000-01-001-01 Realized Gain (HO, USA, GA )
Realized Exchange Diff. Loss 82200000-01-001-01 Realized Loss (HO, USA, GA )
Cash Discount £1200000-01-001-01 Discounts Allowed (HO, USA, GA )
Revenue Account 41100000-01-001-01 Sales Revenues - Domestic (HO, US&, GA ) 2 Rules
Sales Credit Account 41100000-01-001-01 Sabes Reveres = Dorestic (HO, LSA, GA )
o i

Figure 3-4: Mandatory fields for G/L Account Determination. Salestab

Inventory alert . The /nventory tab is active only if the Use Perpetual Inventory checkbox is
selected on the Basic/nitialization tab. Go to Main Menu . Administration . System Initialization
Company Details.

Setup tip . Your implementation partner will make sure additional primary accounts are defined,
such as tax accounts, credit card clearing accounts and house banks Use the corresponding
setup menu to define these accounts.
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Advanced G/L Account Determination

Once the primary accounts are defined, you have the abiliigfine more complex rules for
determining the appropriate G/L accounts to be.usétW V ORRN D WoD €llldiDemnS OH
that belongs to the accessories item group, and from warehoodxer 01, you want the posting

to go to a designated revenues account, as well as a @@Bnt. However if you sell an

accessory from warehouse number 02, different accounts besused.

So first you set the determination criteria, for inventang resourceso identity which criteria
you which to take into account: figure 3-5 shows 4 active datation criteria for inventory
however you have up to 10 that can be activated.

Determination Criteria - Inv — O X

Creterrnination Criteria Active

#

1 Ship-to Country
2 Item Group

3 Item Code

4 warehouse Code
5 Business Partner Group
£ Federal Tax I

7 Ship-to State

%  Tax Code

9 BP Code

10 BP Type

o i 2
[*

Figure 3-5: Determination Criteria

Next, you specify the rules for determining the appropriateusntsoFrom th&/L account
determinatiorwindow, press th&dvancedutton Figure 3-6 shows how you can set up different

revenues and COGS account by item group and warehouse.
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Account rules are by period ‘

Advanced G/L Account De ation Rules - Inventory

Period 2014 v

Priority Code Ship-to Country Item Group Item Code ‘Warehou... Description Active  Inwentory Account Rewenue Account Cost of Goods ...
1 Rew_CA  Canada v gl ¥ Al v gl - v -01-00° -1~

2 Rev_ACC All YiAccessorie: ¥ All ¥ ¥ [ccessories for WH 01 [v] 41110000-01-00; = 51100000-01-00
3 Few_ACCH all | Accessorie: ™ All v 02 ¥ [Piccessories for WH 02 i;' 41300000-01-00; 51600000-01-00
4 Al - Al - all v al v [v|

Choose the rule: item group,
combined with the warehouse
code

Choose the accounts to be
used, when the rule is met

Lo ] e

Figure 3-6: Advanced G/L Account Determination Rules

Setup Rules: you can have an unlimited number of rules, using different criteria. When the
system posts a transaction, it looks up the list of rules, by priority, an d once the rule is met,

these are the accounts that will be used.

For accounts that remain blank in this window, the systensltwkm up in the G/L account

determination window.

Journal Entry Preview:  to ensure the system picks up the right accounts, based on the G/L

account determination and rules, you can preview the Journal Entry IRU DQ\ GRFXPHQW

actually posted. Simply right click in the document window, and sel ect Journal Entry Preview

IFRS: International Financial Reporting Standards

International Financial Reporting standards (IFRS) plewistandards, interpretations and the
framework for the Preparation and Presentation of Fiah8tatements (in absence of a Standard or

an Interpretation) adopted by the International Accoursitagndards Board (IASBBAP Business
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One allows you to meet these standards, in addition to GAdRoaal standards by enabling the

parallel account model.

5\

-

T ~ 7 ~

/ Local GAAP
% Reportin !
bt e g -

-~ -

b
\IFRS Reporting)
”

e

For more information on how to implement the parallel accmodel in SAP Business One see
the How-To Guide for Parallel Accounting and the white p&#dP Business One in an IFRS

Environment in the Documentation area of the Customer portal.

Multi Branch

You can activate the multi branch feature to enable gauotrk across branches on one company
database, but only with authorized data. For examplenga&ny with several stores could use a
single company database to manage all their stores as branitheagi the data is centralized in

one database, the data for each individual store can alsartjeutated and reported separately.
Major functions of this feature include:

x Documents are created for specific branches and only witlerdesta, such as warehouses

and business partners that are assigned to the branches.

x Different branches can share some common data and setingsafmple, items and

document settings.

X You can create purchasing documents from one branch based aosalegnts from

another branch.
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X You can run reports for specific branches, as well as companehss.

You can enable multi branches on Beesic Initializationtab of theCompany Detailsvindow.
Additional settings are done in tBetupmenu for Financials.

Step 5: Migrating Your Legacy Data

When making the change from your legacy financial accoustiaggem to SAP Business One, you
are faced with the challenge of having to keep historic @atae for audit and research purposes as
well as for ongoing daye-day business activities.

The data transfer workbench for SAP Business One is atimigtaol that enables you to transfer
data from your legacy system into SAP Business One. It ei@nsfaster data, such as business
partner and item records, as well as transaction datla,asuorders, invoices, and balances, since

both types of data need to be available in SAP Business One

How does the data transfer workbench work ? Legacy data is exported into Microsoft Excel
spreadsheet templates and then imported into SAP Business One. Legacy da migration is a
process that is best done collaboratively with your SAP implementation partner. It is not
recommended to import past activity that was already closed. Only import your master data,
open documents, and opening balances for items and G/L accounts.

Another useful tool that you can access inside SAP Business @reelimport from Excel. Since

this is not used for financial data, we will discuss gdain when we discuss master data.

Setting Up 1099 Vendors (United States)

In the United States, certain vendors are subject to 1099 reparieaning that payments to them
must be tracked and reported to the United States InfeRevanue Service (IRS). With a little setup,
SAP Business One automates the tracking of payments that are¢ suthj@@9 reporting and

automatically creates 1099 forms at tax time.

When importing any existing vendor master data into SAP Bssi@aeyou should designate your

1099 vendors as such. This saves you from having to change businessnpastaedata manually.

For setting up new vendors, you should know that the processkihyd 099 payments starts in the
Busines$artner MasterDatawindow. TheAccountingtab has two subtab&eneralandTax In

the A/P invoice window, you can override the default form andifooeeded.
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Figure 3-7 shows two boxes on the lower right of@®smeraltab that allow you to specify which
1099 form will be used to track payments to this vendor andcatiegary for payment&Vith these

boxes set, the payments to this vendor are tracked so that &afd9n be created and sent to the
IRS as required.

Business Partner Master Data —0Ox
Code Marisal Vo000 Mendor ¥ Local Currency i
Mame SMD Technologies Accourt Balance -7, 782,19
Foreign Marme Goods Receipt POz 235,806 .57
Group General Supplies ¥ Purchase Orders -62,746.03
Currency US Dollar w
Faderal Tax ID S 11-245650
General Contack Pergons Sddresses Payment Terms Payment Run Accounting Properties Rernarks Attachments
General Tax
Consolidating BP
e Payment Consolidation Delivery Consolidation
Control Accounts H
Accounts Payable 21100000-01-001-01 Accounts Payable - Domestic (HO, USA, GA )

Payrnent Advances

1059 Farm 1093 MISC ¥
1099 Biox 03 - Other incorme ™
Planining Group
[] affliate

Figure 3-7: Setting the 1099 Formand 1099 Box

Setup Tip . If you started working with the system in the middle of the year, you have the option
to enter 1099 opening balances for your vendors. Go to Main Menu . Administration . System
Initialization : Opening Balances: 1099 Opening Balances.
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Performing Daily Procedures

Once you have set up your chart of accounts and your G/L aatet@ntmination, you are ready to
use SAP Business One for dimyeay activities as well as for period- and year-end closiskst

Posting Manual Journal Entries

The majority of journal entries in SAP Business One come @moenof the other modules; sales,
purchasing, payment, and inventory documents post transactions tcadynto the G/L. However,
in GAAP accrual-based accounting, you sometimes need tomeagal journal entries in the G/L,
such as depreciation entries, accrual entries, correctirigssrand the liké anything, in other
words, that would not come from one of the other SAP Businesm@dules. When a journal entry
is added manually, it is recorded immediately and cannotlbted@ only reversed. (To do so, see
S5HYHUVLQJ 7TUDQVDFWLRQV" ODWHU LQ WKLV FKDSWHU

Using theJournal Entry window shown in Figure 3-8, you can create journal entragsually. The
purpose of manual journal entries is to record transactioharthaot automatically initiated from a
sub ledger or from another process within SAP Business One. Foplexa manual journal entry

might be used to record a finance charge to a customaurgtaar a service fee to a bank account.

The Origin and Origin No. fields indicate what the source of the journal entry is. Click
the orange arrow to display the source document. In this example A/R Invoice

Journal Enfry -0 x
Series Mumbe ue Date Doc, Date Remarks "] Fixed Exchange Rate
Primary [11/19/2014] [ 10/20/2014 AR Invoices - C30000
Origin . Trans. Mo, Template Type Template Indicator Project
IN 873 5152 il
Trans. Code Ref. 1 Ref. 2 Ref. 3

o L
Elanket Agreement
» Expand Editing Mode

# G/ Acch/BP ... GL Acch/BP Mame Drebit Credit Ref. 1 Ref. 2
1 CE0000 Microchipz § £49,500.00 E73

2 ZZZ00000-01-1 Sales Tax Accrual (HO, $ 2550000 673

2 22230000-01-1 Sales Tax Accrusl - Co § 12,000.00 £73

4 ZZ240000-01-1 Sales Tax Accrual - Cit $ 12,000,00 672

5 41100000-01-1 Sales Revenues - Do § 500,000.00 £73

§543,500.00  § £49,500.00
= T /\ Cigires [Doiun

‘ Debit must be equal to credit or the journal entry cannot be added

Figure 3-8: Entering a manual journal entry in the Joumal Entry window
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To create a manual journal entry, gaMain Menu : Financials : Journal Entry A journal entry
can be displayed and created in an expanded editing modaiocedeediting mode.

To enter amounts in foreign currency for an accounnhddfasAll Currencies,or to enter a specific
foreign currency account, check thesplay FC box

In some cases you may receive a large journal entry fromagmauntant, for example for payroll,
in an Excel worksheet. All you need to do is copy the rows irlEand paste them into a journal
entry window. Make sure the columns in Excel match the columns shawa 8AP Business One

journal entry to make this operation successful.

Journal Entry tip . Normally from the Journal Entryscreen, you make postings to G/L accounts.
To display a list of G/L accounts from the G/L Acct/BP Codefield, press Tab. You can also use a
journal entry to book an entry to a business partner code (for example, wh en posting a finance
charge to a business partner account). To display a list of business partners instead of a list of
G/L accounts, pressControl + Tab in the G/L Acct/BP Namefield.

Setup tip. You can define default settings for manual journal entries, such as whether to block
posing of an unbalanced journal entry in a foreign currency, or wh ether the row posting date can
be edited. Go to MainMenu: $SGPLQLVWUDWLRQ : 6\VWHP ,QLWLDOL]DWLRQ
Per Document tab and select Journal Entry  from the drop down list. Some of these defaults can
be overwritten in the journal entry window, using Form Settings.

Making Recurring Postings
Some transactions recur monthly or weekly. The transactiontsimay not be the same each time
and the percentages may not necessarily be fixed (althougtethayon dates that are known in

advance and are usually made up of the same G/L accounts).

You use recurring journal entries for expenses such as depyecidiipment lease payments,

payroll, and office rent and utility costs.
To access recurring postings, gdMain Menu : Financials : Recurring Postings

When you define a recurring posting you must specify all the accouliusiness partners, as well

as actual amounts. You will determine the frequency andxpieation of the recurring posting. The
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system will duplicate the original posting each time the datives, and will allow you to either add

the posting as is, or modify it before the final posting togieral ledger.

Another way to work with a recurring posting is to set tiegdiency toremplate, ard then use the
recurring posting as a template each time you post a manuaajentry.

Using Posting Templates

Posting templates help streamline the posting of individual joemteks that repeat from period to
period but where the actual amounts are not known in advanoecr¥ate a posting template with
percentages defined in the rows, instead of amounts. When gba joournal entry based on a
posting templateyou enter an amount on one of the rows and the system afldbatamounts in the
other rows according to the percentages defined in the teEmpla

You can use the posting template function to atlwaa expensdor example, marketing costs, as a
percentage over two or more departments. With a postingaemgbu can take 100% of one

account and allocate it automatically to the other egleaccounts based on fixed percentages.

It is also possible to leave certain rows without an accselattion and instead provide a
description for the type of account or business partner tbatdshe selected when the journal entry

is posted.

To access the posting template function, gel&in Menu : Financials : PostingTemplates.

Using Journal Vouchers

You can use journal vouchers to review a batch of finabteiakactions before posting them. Before

you post the entries as journal vouchers, you have the opportuasitit,tochange, or delete entries,

as required/ HWTV FRQVLGHU D FRXSOH RI VLW XML F@X AKH KL BK UR
\RXTUH Wheb egplogeé, &nd rather than risking that some or aVe H QHZ HPSOR\HH(V
journal entries might have to be reversed, you cawale new employee to create journal vouchers

that you can review. This eliminates the risk that the employee could post incorrect journal

entries that would have to be reversed later. You muee journal vouchers to perform what-if

analyses. You can run the cash flow report and include jopemal vouchers to determine the effect

of the postings before you actually post them.
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Another advantage is that a journal voucher can be savedriihpeven when unbalanced. If you
have a very large journal entry that you are working onvésid to come back to it later, the voucher
allows you to save your work before the entry is complete.

In other systems, a journal voucher is used sometimes usedifgiejournal entry. In SAP
Business One, a journal voucher is always used for a bat@mehtitions, meaning that you enter
multiple journal entries in one voucher. When you post the vouchibetgeneral ledger, all the
journal entries contained in the voucher are posted together.

To create a journal voucher, goMain Menu: Financials : Journal Vouchers

Maintaining Records

A variety of tasks come under the category of maintainiogrds, including reversing transactions,

editing G/L accounts, and editing 1099s. This section covers th@stenaace topics.

Reversing Transactions
You have the ability to cancel a manual journal entryoogting it, right click and sele@ancel A

new journal entry opens, with the amounts reversed, lapdianeed to do is add.

Alternatively, you can schedule a reversal of a journalydnt date. Automatic reversal of manual
journal entries is usually set up to occur on the first dagefdllowing month. For a list of manual
journal entries scheduled for reversal, gbi@in Menu : Financials : Reversélransactions

Note that this option is used primarily during month- and-geat closings.

Check the Reverse box and enter a reversal date for manual journal entries
Journal Entry \X - 0Ox
Saries Mumber Posting Drate Duse Date Doc, Date Remarks [ Eiad Bach £ak

Prirnary 3826 10/07/2014 10072014 10/07/2014 ¥ Reverse 12f31/2014 |
Origin Crrigin Mo, Trans. Mo, Template Type Template Indicator Project || Adj. Trans, (Period 13)

E 3826 5159 it

Trans, Code Ref. 1 Ref. 2 Ref. 2

Blarket Agreement

¥ Expand Editing Mode

#  GA AcclfBP .. GA Acct/BP Mame  Debit Cradit Ref. 1 Ref. 2
1 11100000-01-1 Cash on Hand (HO, LE § 100,00 |
2 11200000-01-1 Cash at Bank - Checkil § 100.00

Figure 3-9: Automatic reversal of manual journal entries
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Setup tip . The reversal transaction can either post negative amounts on the same side, or post a
debit to reverse a credit and a credit to reverse a debit. To determine the reversal method, go to
Main Menu . Administration . System Initialization : Company Detalls . Basic initializationtab.

Editing G/L Accounts

In the normal course of business, you may have to adjust theoflaadounts from time to time.
Using theEdit Chart of Accountsnvindow, you can make changes to the chart of accounts, create
new accounts, rearrange groupings, and change and edit existnges.

To display theedit Chart of Accountsvindow, go toMain Menu :  Financials : Edit Chart of
Accounts or Administration: Setup: Financials : Edit Chart of Accounts.

Creating codes for a set of newly created accounts is moortask when adding new accounts. The
account code generator is a tool that enables you to assigs twonewly created account segments
at the click of a button. In addition, you can insere@ &/L account in a number of different
account segments (for example, departments) simultaneoushg.céss the account code generator,

selectFinancials : AccountCodeGenerator

Editing 1099s (United States)

Vendors that are assigned a 1099 form within business partner detstevill have A/P invoices
and credit memos that accumulate 1099 amounts for year-amtimgpo federal authorities. If a
document is incorrectly posted with the wrong 1099 amount,, forinox, you can use the 1099
editing function to modify the data. To access 1099 editogpMain Menu : Financials : 1099
Editing.

Change the 7099 Form and Box for unpaid invoices and credits ‘ ‘ Edit 1099 Amountfor paid invoices

1099 Ediiting \/
Form 1 Payrmert Mo,  Payment Amourd 1093 it
256 216.50 21650
257 75775 7E7TS

Wendor Code  Vendor Mame Inwoice No, Posting Date  Inwoice Amount_ 1!
Figure 3-10: The 1099 Editing window

VD000 SMD Technologic -~ 422 2165081093 MISC 03 - Other in
YO0 SMD Technobogic -~ 424 757751093 MISC 03 - Cther in

Reviewing Changes to Data: Audit Trail
When a change is made to a document, master data receeti o element, an audit trail is created.

To view these changes, selddols : Change Logrom the SAP Business One menu bar to display
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aChange Logvindow that lists changes, including user, date, and timeh#vat been made to that

particular document or master data record. You can tieknan an entry to see the change that was
made. If there are multiple changes, hold d&@th and click on two or more lines, then click o
Show Differencem the lower right of th€hange Logvindow to see what has changed between

iterations of the document.

For audit purposes, SAP Business One allows you to viewdbess Logrom theToolsmenu. The
access log shows a list of users, and their login information.cén track which user logged onto
the system, the times they logged on and off, and whether thera failed attempt to log in with a

certain user ID.

Period-End Procedures

Much of the work of financial accounting takes place atahd of each period and at the end of the
year when transactions are examined and any correctionfustmaghts are made. SAP Business

One supports such activities in a variety of ways.

Period-End Closing Checklist
Period-end activities take place at the end of the mantiecend of the quarter, or both, depending
on how your financial accounting processes work. In eithag, ¢he checklist at the end of the

period is much the same.

%oMake sure that all transactions for the period were pgstggerly, including adjustments

and accruals
%o Print trial balancga balance of each account and a current status)

%o Print vendor liabilities aging and customer receivables agpuyteto reconcile receivable

accounts with the G/L
%o Print inventory audit report to reconcile inventory with @
%o Print financial statements
%oMake a backup of your database and put it in an off-sitegedoaation

%oClose or inactivate the fiscal period by locking it using posting period window
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Year-End Closing Checklist

Year-end closing is a big event that affects many aspeb®mBAP Business One operates. For

example, a year-end close will zero all profit and E&sount balances to the retained earnings
account. Balance sheet accounts are summarized, bringibglémees forward as the beginning
balances in the new fiscal year. All of this activity takeeetiof course. The year can remain open
until all adjusting entries are received from accountamiisother reporting entities.

Here is a general year-end checkilist:

%oPast final transactions for the period in all modules

%o Complete the period-end procedures

%oPost any final adjusting entries in the G/L

%oClose the last period of the fiscal year

%oMake a backup of your database and put it in an off-sitegetdogation
%o Print 1099s

%oPrint a final detailed trial balance

%oPrint financial statements

%oSet up a new fiscal year

%oRun the period-end closing routine to close the fiscal year

Year-end closing alert . Itis strongly recommended that you consider your year-end closing
processes during setup and implementation. Soon after going live with SAP Business One,

perform the first-month or first-quarter closing together with your implementation consultant.
'RZQORDG WKH 337(Q8 BRORYHQU JXLGH IURP 6%$3 %XVaA@HVV RQH &XVV
http://service.sap.com/smb/sbocustomer .

Data Archiving

As part of the period end procedure you may consider using theAidtiaing wizard. If your
company database is over two years old, you can optionalle ddteactivity such as sales and
purchasing documents, inventory documents, sales opportunitianocaedArchiving old data helps
you reduce your database size, increase performance, reddadigk space needed for backups,
and even allow faster upgrades when a new version is availatde.yOu remove the old
transactions you can also manually delete master data thaldnger is use, such as customer,

vendors and items.
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As you already learned, in SAP Business One you build one docummenahother, and journal

entries are posted automatically with the document. For @eaim sales quotation was copied to an
order that was copied to two deliveries. The deliveries waped to one A/R invoice which was
fully paid. This is called a closed cluster. It means d@ighe transactions that are involved in a
particular workflow are closed. The data archiving onlyoees closed clusters. In our example, if
the invoice was partially paid, that means that the clustgpén, and none of these transactions will
be removed. These prerequisites are important to keep thatgrity and consistency.

The Data Archiving Wizard

To open the wizard, go t6 GPL QL VW Wilited R ata Archive Wizard. Figure 3-11
describes the main steps of the wizard.

Wizard Options Archive
*Simulation Parameters
sActual Run *Period

sLoad saved run *Rate

#Search across data
archiverun

recommendations Journal Entry
*View by cluster or Compression

document Rules

*Drill Down to cluster ePeriod

sFilter displayed *Sub Period
*Month

transactions

Figure 3-11: 'DWD $UFKLYH :L]JDUGTV ODLQ 6WHSV

The wizard options consist of:

Simulation. This will provide you with the information of witdata will be archived, indicate
non removable clusters, and show expected results with regahgsttael number of

transactions that are removed, and database size at tbéteegrocess.
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The actual run will complete the process by removing the apptepréansactions and shrink the

database size. You must conduct a backup prior to the agctudliote that there is no roll back
option, other than to manually restore the company backup.

Loading a saved wizard run lets you view previous archiving iuease you wish to search for

a particular transaction or cluster.

You can search for certain transactions across muttgte archive runs, in case you do not

know in which run the transaction was removed. You can seardatbyand transaction type.

In the archive parameters you select the posting period rangeoyd hike to archive. The start
date of the archived period is always the first period o€ttmepany. You can only archive periods
that are 2 years or older then the system date. Additiorila#iyperiod must be locked, and a period

end closing process applied to it.

In the recommendation step you can view all the transactiolusi@ttin the date range. The wizard
displays both removable and non removable transactions group&dstey,cor without grouping.

You can drill down to a specific cluster to view all thengactions belonging to it. The archiving
wizard removes transactions such as sales and purchasing docsalestepportunities, activities,
payments and inventory revaluation. Master data, such as custochitgems are not removed by the
wizard. These will have to be removed manually by the a$tr the wizard completed the

transactional information.

Since journal entries are removed from the system, theiaiscbalances must remain intact. Thus
during the archiving process consolidated journal entriesraaged to reflect those balances. You

can choose to consolidate by period, sub period or by month.

Data Archiving Checkilist:

%oRun a simulation to find open clustered that can be closed
%oClose open clusters
%oCreate a backup of the company database

%oRun the data archive wizard
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Audit trail . The data archive wizard creates a read only database backup that can be restored later
on. This database consists of all the data before the deletion. For audit purposes, you can restore
this back to view old transactions.

Master Data Cleanup

After you have completed the data archiving, you can run tleteviBata Cleanup Wizard. This is
also located under thedministration: 8SWLOLWLHYV

Here you can delete any bulk master data that is no longerdnééalecan remove: items, business
partners, G/L accounts, projects, distribution rules, tax catteemployees that have no activity.

Incoming and Outgoing Payments

In SAP Business One, the functionality and reporting assdodth processing payments are
accessed through tBankingmodule. This section provides only the basic information you reed t
get started. When processing payments you should select the fmarsstcbe closed by the
payment, either fully or partially. If there is no priorrtsaction to select, or you are unsure which

transaction applies, you can enterayfent on Account

Incoming Payments
Incoming payments can be received in four ways: cash, cheekiit, cards, and bank transfers. SAP
Business One handles all of them in basically the samé wilier by making a payment against a

specific A/R invoice or by making a payment to a customeinagavo or more A/R invoices.

Creating Incoming Payments for Specific Invoices

The following steps explain how to create an incoming paymemsgaiecific invoices:

1) GototheBanking: Incoming Payments Incoming Paymentaindow shown in Figure
3-12
2) Click the selection list button to the right of tBedefield and then select a customer
3) Reviewthe Documentdor Paymentable that displays all the open invoices for the customer
4) Select the invoices for which you want to apply a paymentictie selection box next to
the row numbér the cumulative amount is displayed in fhaal Amount Dudield in the
footer of the window

5) Change thdotal Paymenamount field to do a partial payment
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6) Select the payment means ic©1 from the SAP Business One toolbar to openRagment
Meanswindow. Select the tab for the desired payment meang; filé relevant detail&nd
click OK, which brings you back to tHacomingPaymentavindow.

7) Click Add to post the document

Incoming Payments = E] e
Code | (%) Customer Mo, Primary v 228 ]
Marne Earthshaker Corporation () Vendor Posting Date 1007 /2014 ]
Bill To 16700 MacArthur Bled O Account Due Date 10,/07/2014 'E
FAPAR e Document Date 10/07/2014 ]
USA Reference ]
Transaction No. ]
Contact Bob McKensly
Project

Select the customer

Select open
transactions to be
paid
——gcted Documen... Document Type Date *  Overd.. a Total Elo... | Total Payment | Pay...
v 670 IN 09/09/2014 -2 $ 3,966.25 $ 3,966.25
v 663 N 08/14f2014 * 22 $ 408.75 § 408.75
O 3 N 08/01/2014 * 3% £ 217.50 $817.50
O 653 N 07/10/2014 * 57 $1.812.13 $1,812.13
v 540 b 06/30/2014 * 69 § 1,61457 % 1,000.00
O 373 N 06/23/2014 * 7% § 2,584.67 § 2,584.67
O 545 N 05/25/2014 * 105 $5,232.00 $5,232.00
O 634 (] 05/13/2014  * 111 $ 449.63 $ 449.63
[T Payment on Account 0.00
% Amount Due $5,375.00 £
Remark:
1ournsl | OF, to accept a payment with been Bal Adjust the Total Payment field for
reference, choose Payment On partial payments
cre| Account
I

Figure 3-12: /ncoming Paymentswindow

Once the incoming payment document is added, the following actienaken:

-RXUQDO HQWULHV Rkétbuad raceialielcénixdl acdoimtdod] debit the bank

account or a clearing account.

The payment is applied to the invoice.
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. The paid invoices are closed and no longer appear i@plealtemsList, Documentgor
PaymentableDQG LQ WKH FXVWRPHUYY UHFHLYDEOH DJLQJ UHSRU

- When a partial payment is processed, the selected invoiegnsenpen for the balance due

amount

- When a full payment is processed, the invoice and the paymeantearelly reconciled and
closed.

If the payment is made by check, cash or credit card, thegraysposted to a clearing account,
and a deposit document must be processed in order to tramsfends from the clearing
account to the house bank account

Creating Incoming Payments on Account

You can accept payments that are received without refetemspecific invoice(s3 for example, a
one-time pant-of-sale purchase. To do this, you checkRagmenbn Accountcheckbox of the
IncomingPaymentsvindow and fill in the required information. Once thednméng payment

document has been posted, the appropriate journal entrytecrea

Outgoing Payments

Just as with incoming payments, there are, generally speadimgyvéys of sending outgoing

payments: cash, checks, credit cards, and bank transfersai¥@eidorm the following activities:
Create outgoing payments for business partners and accounts ugng payment means
Print and void checks for a payment for various purposes dingiemployee bonuses

Create, trace, and process drafts of outgoing payment docuarehtrafts of checks for

payment
Generate £heckRegisterReport

The main difference between incoming and outgoing payniwetiie need to define an account for
the different payment means. For example if you createi@oiog payment with cash, you must
select the outgoing cash account for the transaction.drdisie, it can be your house bank account

or a petty cash account.

For more information about managing outgoing payments with SAMBss One, consult the

online help.
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Special Scenarios

You can define a maximum amount for over and under payntaatiens. One situation might be if

your customers always round the invoice amount, which may resutto $1 difference between

the invoice and the paymento @lefine the allowed over or under payment maximum amount, go to
$GPLQLVWUDWLRQ : 6\VWHP ,QLWLDOL]DWLR& andRdfeXtPHQW 6H W\
Incoming/Outgoing Paymentfrom the drop down list

When you process the payment, and if the payment differendgthis the amount defined as an
under or over payment, the system processes the payment as a payole posting is made to
the business partner for the payment amount, and the smalediféeis posted to a dedicated G/L
account you define in th®/L Account determination.

Cash discount is a special discount given when your customer gayes the invoice due date, or

ZKHQ \RX SD\ \RXU YHQGRU DKHDG RHQWLP HH TKHGHFD V®& HGL Y DRW R
payment terms, and the discount amount is automaticativlagéd when the payment document is

entered. The discount amount is posted to a dedicateddddunt. You can also adjust the cash

discount percentage, or change the amount to include alisashint, by modifying the appropriate

fields on the invoice row in the payment document.

Payments made in a foreign currency often produce exchategyeariances. When you close an
invoice with a payment, and the exchange rate varies betivegrmyment and the invoice, the
system automatically calculates the exchange rate gaisoamount and posts it to a dedicated G/L

account.

Payment Wizard

SAP Business One provides a payment wizard that allows youate anetgoing payments in
batches for checks and bank transfers, and to batch processriggpayments by bank transfers
The payments are created according to your selectionadied payment methods. Using the

payment wizard requires the following steps to properly prapareclevant master data:

1) Create a payment method by goingdministration: Setup: Banking: Payment
Method

2) Define default payment methods for customers and vendors by gourimistration :
6\VWHP ,QLWLDOL]DWLRQ tabHQHUDO 6HWWLQJV : %3
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3)

4)

Assign the payment method to the business partner dPayraent Systetab of the
Business Partner Master Datindow if it differs from the default

Select the payment methods you want to include in the paymearidvdy going to
Administration: Setup: Banking: Payment Run Defaults

The payment wizard then steps you through the process of crpagingents, deciding who you

want to pay, how, and when.

To access the payment wizard, gdtmking : PaymentWizard

The payment wizard consists of several steps:

1)

2)

3)

4)

5)

6)

7

Payment Run Selectio6hoose whether to load a previous created payment rupaie @

new one

General ParameterdDetermine the payment posting date and the payment#gp&yoing

or/and incoming, as well as the payment meadisecks or/and bank transfer

Business Partner Selection Criteri@elect the customers and vendors to participate in the

run. Business partners with a balance of zero are autoityatickeluded from the list.

Document Parameter®etermine the maximum due date of open transactiomgltadie in

the run. In addition you can filter by posting date, amondtdocument numbers,

Payment Methods Selection CriterBased on the payment type you selected, active
payment methods appear. Select the payment methods you want to, iaslwddl as the
maximum balance for the entire run. The default balasdeait of tle G/L account linked to
the payment method. In case you have open transactions to pwiffail total higher than

the balance, some transactions will not be included.

Recommendation RepoBased on the selection you made, open transactions appear her
Choose which transactions you would like to include. Youraadify the balance due to be
paid, cash discount as well the number of checks in dameégning payment by checks.
Click the Non Included Transaction to view which ones atgad of the recommendation,

and the reason they are not included.

Save OptionsChoose between executing the run, saving the recommendasare the

selection criteria only.
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8) Document and Report Printin@rint varies reports such as the payment forms, non included

transactions, outgoing checks and summary reports.

Block Payments. The payment wizard includes all type of open transactions: Invoi ces, Journal
Entries, Payments on Account, and Credits. You have an option toblock a particular invoice or
journal entry from being paid by the wizard. Select the Payment Blockcheckbox on the business
partner row in the journal entry or on the Accounting tab in the invoice window. You can also
block a business partner by selecting the Payment Blockcheckbox on the Payment System tab in
the business partner master data.

Printing Checks

Printing checks is an important payment process for mostusthesses. The setup for printing
checks usually requires some help from an implementation paParerof the check printing process
involves making sure that the correct printer is designatechmk printing and that the check

forms are loaded and ready to go.

Once properly set up, printing the checks is easy. Sintpdgse your house bank, verify the next
check number is correct and print. Once the printing is domewlbneed to confirm the assigned

check numbers, with an option to make additional corrections,
You can choose one of three preferences to print checks:

Blank Paper. This option is primarily for companies thaholouse a pre-printed check

stock, where checks are printed in electronic format @died MICR)

Overflow Check Stock. If the check stub overflows to the next ghgeystem continues to
use the pre-numbered check stock for all pages, while voidinguthbers that were used

for overflow.

Overflow Blank Paper. The system prints the first page oftileek on the regular pre-
numbered check stock. For overflow pages, the system pausespas@ggplace the check

stock, with non pre-numbered pages, and prints the rest ondfianks.

To define the printing preferences go$cG PLQLVWUDWLRQ : 6\VWHP ,QLWLDOL]DYV
3HU 'RFXPHQW : &KHFNV IRU 3D\PHQWYV
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You can override the company default printing method when you defurehgase banks. Go to
$GPLQLVWSEMpV LBRMing: House Bank Accounts Paper Ty field

Audit Trail. Use the Check Register Reporto keep an audit trail of all check numbers that were
used. Go to Banking : Banking Reports . Check Register Report

Internal Reconciliation

Internal reconciliation is a mechanism that runs in tlekdpaund of SAP Business One and is
automatically performed for documents; however users can@isiict internal reconciliation
manually. You may wonder how critical internal reconciliatie to the running of your company.
Well, the answer is that internal reconciliation is ab®bjucritical! Essentially, internal
reconciliation matches debits and credits in the same G/luacoo business partner. For example,
an invoice is matched with a payment or a credit, or a payim matched with a deposit. If no
internal reconciliation was performed by SAP Business One,desaiiould remain open even if
they had been paid. Imagine that your invoice remain openthéy are paid. You would not be

able to do collections from customers, pay vendors and more.

In SAP Business One, when you apply a payment to an inwsicancel a document, and a posting
is made to the general ledger, an internal reconciliatiomaity takes place, and you do not have to
do anything more. In a few cases you will have to comphet@tocess by conducting manual

reconciliation. Manual reconciliation is necessary in thevalhg cases:
For a payment on account, where the invoice was creatdladtpayment
When writing off any rounding or over/under payments differences

To match transactions for a business partner that is batst@ancer and a vendor

To make corrections to previously reconciled transactions

To internally reconcile a G/L account, goRimancials : ,QWHU QD O 5 HF REHAAIROQLAEWVDLLD®V L R

and choose the account

To access internal reconciliation f@business partner goto XVLQHVY 3DUWQHUV :,QWHU
S5HFRQFLOLDWLRQ Sektt thR Bubihedd Haitviér Ri@l cReconcile If you have
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customers that are also vendors, check@heO W Lbc¥ 81l \¢hoose both master recordsu can
also access internal reconciliation for a business partpeu ibpen the business partner account
balance, and choose thiternal Reconciliatiorbutton.

Reconciliation trail . Simply right click the mouse on any document window, and choose Applied
Transactions. This will show you all the transactions that are reconciled with the current document.

Internal reconciliation supports cash discount calculatiorhasmge rate differences, and over/under
payment scenarios when you reconcile a single payment withr anere invoices.

Select open transactions The transaction’s balance due is displayed.
to be reconciled You can adjust the amount to be reconciled

Norm Thompson Reconciation Currency

Reconcifation Date ToE

# |Selected| Origin Origin Mo,  Posting Date Amount Ba'ance Dus Cash Discou... | Amount to Reconcis
v N 22 |07/15/07 5 2,187.50 5 2.187.50 £ 1,000.00] =
| IN 17 1337007 5 537500 5 B.375.00 % £,375,00
] IN 18 1227007 § L125.00 § L125.00 £ 1,135.00
O [= 3 & %5 01/01/05 5 1,000,00 5 1.000.00 $ 1,000.00
O N 25 | 08f14/09 § -625.00 § -625.00 § -E1500
| CN 3 08/17/09 £ -551.50 £ -581.50 5 -551.50
v IN 27 081709 £ 500,00 5 500,00 5 10.00 5 450,00
vl RC 13 |08/17/09 5 (10,665.00) s (10,665.00) 5 (10,865,00)
Total amount to L—‘_\\___s 10,00 5 0,00

reconciled must be zero |

e [ oo | _‘,_,——“le Adjustments ||| Print Settirgs

Post adjustment while reconciling: Journal
Entry, Incoming/Outgoing Payment

Figure 3-13: Internal Reconciliation window

Cost Accounting

In the United States, cost accounting is used to trackatfieus cost and cost centers of a business.
Using cost accounting, you can track departments, divisiongrimus geographies as if they were

separate entities. You can determine how much spending or egigameing generated for various
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business purposes. In Europe and other parts of the world, sedmleatts of accounts are not

considered Generally Accepted Accounting Practices (GA&d¥t accounting is the prevalent
method used.

Using cost accounting can help you reduce the number ofgiéegger accounts that need to be
maintained. For example, instead of having a separateuewaecount for each department, product
line and location, you can have just one general account, theftathich is then divided between
the cost centers through reporting

Using 6$3 %XVLQHVYV 2QHYV FRVW DFFRXQW\WEtcdtesFovadlmogtD O LW\
any purpose by going tdain Menu: Financials : CostAccounting: CostCenters

Cost center definition . A cost center is a company unit or division that performs a specific
business function. For example, a specific company unit might be responsible for manufacturing a
product or providing a service. You can use the profit center function to define the cost centers
that exist in your company. However, account segmentation often serves the same purpose and
allows you to analyze profits and expenses by business unit in much the same way.

Using Dimensions to Group Cost Centers
You can also use Dimensions to group cost centers togethpresmht data in different ways in cost
accounting reports. Using dimensions is optional; thereforenged to decide whether to activate

the multi dimensions option for the company in @wst Accountingab of theGeneral Settings

You should not use the multi dimension option if you have a simple cgngpaicture with just a
few divisions or if you maintain a separate account foheaea. In these cases, you can still use the

cost accounting module, just in a simplified way.

How to activate Dimensions is shown in figure 3-14.
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General Settings

L Brdget Sarvica: Dirpluy Fore & BRod Path Tnwertory Risourees Cauh Flowr Cockp Conl fseounting Priging iy Functiors
Activate Multidimensions
Display Cestribation Bube
Tn a Liified Cobnn for the company

*) Iry Separ sla Cobemen:

Sputily how to pott joumal eniry e without 5 distribution nas or project whan Gl sccourt i o up for cosl sccounting

Deroton s N Protec G W W Activate upto 5
> - dimensions in the
IMEensiens =E: . .
— e Financials > Cost
Omaraion 1 Branch Accounting 2
[Dimarcion 2 Prodhuct Ling g -
O [ tocwen Dimensions

Damarsion 4 Convmerusscn 4
Cenension § [ Darwrizion §
. M. =

Figure 3-14: Activating Dimensions

The next step for setting up dimensions is to define the variousolas@r departments in your

company as cost centers. You assign each cost center tersitim set validity dates and make it

active.
Cost Centers - Setup — O x
iZost Center MY _EB
Marne Mew York Branch
Sort Code
Dirnenzion Branch -

iZost Center Type

Effective From 010172012 To

Arctive

“ I: =he EI

Open Table

Figure 3-15: Setup Cost Center

Once you create a cost centedistribution rule is created automatically, and marked &stdir
allocation, with 100% of the amount assigned. On a dagispthe system uses distribution rules,
whether you created them manually or automatically. Seeekiesection to learn more about

distribution rules
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How Are Distribution Rules Used?
A distribution rule is used to allocate direct and indirectscast] revenues to one or more cost
centers. Consequently, each distribution rule containsniation regarding the portion of costs or

revenues to be allocated to each individual cost center.

Distribution rules that are created when you set up a cagraae always considered as direct
allocation. To distribute indirect costs incurred by rentgf@ample, you could specify what portion
of the total rented space a specific cost center usesnativezly, you could allocate costs by
specifying the number of employees belonging to a cost centgpersentage of the total headcount
in the company.

You can use a distribution rule for several different casnehts. If, for example, one store uses
1500 square feet of the total rented floor space of 2000 squaveiiteanother uses only 500
square feet, you distribute the costs incurred by rent andgsiohal cleaning services

proportionately between the two stores on the basis of thisniaf@n.

Distribution Rules - Setup - 0O X Define Effective date
range. You can have

Code Rent | Effective From 010172014 To 12/31/2014 multiple instances of the

Description Rent expenses same distribution rule,

Set the total value. It can

for different periods.
be a percentage, or P

Dirension Branch v

Tota simply a numeric value

Center Code Center Mame WEIDE

o R Select cost centers and

@ Mavi Yok Brarch the ration of each one.
Only cost center that are
assigned to the
dimension of the
distribution rule appear

Centr_z General Center

Table Total 2,000
[ o |

Figure 3-16: Indirect distribution rule

If the ratio between the cost centers changei$,yau need to add or remove a cost center from the
distribution rule, use thEffective Frondate to define multiple instances of the same distribution
rule. This way you maintain the historical allocation of rewes and expenses, but activate new rules

for reporting future transactions.
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To access the cost accounting distribution rules funcgomo Main Menu: Financials : Cost
Accounting: Distribution Rules

Assigning Distribution Rules

You can assign distribution rules to transactions throughout theatppfi, including sales and
purchasing documents, manual journal entries, and more. Yiaass@gn a default distribution rule
to a specific revenue or expense account. To do this,tbparhart of accounts, locate the account,
select the Dimension, and the corresponding distribution rule.

Chart of Accounts -0 x
G/L Account £3200000 01 001 (01 |Expenses —
Mame Utilities (HO, USA, GA ) General Expense - General Expenses Arcars
Trawvel Expenses - Travel Expenses
G Account Details £1100000-01-001-01 - Travel Exper
Title s) Active Account £1110000-01-001-01 - Travel Exper
Extwrral Code 61120000-01-001-01 - Travel Exper | Lisbilities
. = g
Currency all Currencies Define a default
- : b T ECLT T : —
L Confidential Level 4 by distribution rule for this T
; by
Bilarce = 5 = g expenseacr::ount,.orjust
¢ check the dimension
G/l Account Properti ¢ box, and leave it blank to
Account Type Expenditure - & indicate a distribution Revenues
& rule must be assigned for _‘
# product line, when the —
) i (raes) Bad“ accountis used Cost of Sales

~01 - Bad Debts (F
1-001-01 - Write-Offs (+
0000-01-001-01 - Miscellaneou

Relevant for Cost Accounting

"V' Project

Distribution Rule

(| Branch
[v| Product Line

[ Location

cpane | e |

dmin Expenses - Administrative Exps
£2100000-01-001-01 - Office and B
63200000-01-001-01 - Utilities (HO,
£3210000-01-001-01 - Electricity (H
£3220000-01-001-01 - Gas (HO, US
£3230000-01-001-01 - Water (HO, |
£3300000-01-001-01 - Telephone (}
£3400000-01-001-01 - Insurance (F

Figure 3-17: Assigning Distribution Rule to accounts

Financing
Other Revenues and

Expenses

If you are not using dimensions, there will be one fisldach account for assigning the relevant

distribution rule.
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Projects : using projects is separate from cost accounting; however it provide s similar
functionalities. Projects are used for plans that the company is working on, and would like to the
ability to track transactions by project. You can assign a project to an account, as shown in figure 3-
17, or assign it at the transaction level. The selected project is registered in the journal entry, so you
can run financial reports by projects.

Using Distribution Rules in Transactions

Using the distribution rules and cost centers in transaction®jdesiWherthe account already has
an assigned ruj¢he rule will appear in the invoice or journal entry. Othiseayou need to select the
distribution rule for each dimension. Use thdministration £System Initialization£General
Settings ££Cost Accountingab to make the following setup:

x Display distribution rule in a unified column, or in separatiemns

X Choose whether to prompt a warning or to block posting, wheangusing an account that

is set up for cost accounting and the transaction does not kigstélzution rule assign to it.

Wi INWoIce -

Distribution rule in A/IR Invoice,

Cusbormer 23300 . Ha, Prifn sy
Name Parameter Tachnology show as unified column for all Shatus
Contact Person Daniel Brown il dimensions Posting Date
Custorner Ref, Mo, 7 Due Date
BP Currency bl - Document Date
Cortents Logistics Accounting
Thern fService Type L - Summary Type
#  Them Mo. Thern Deseriphi...  Whee Cuantity Uit Price Total (LC) {COWES Distr. Rule

i 00001 JE. Officeprint 1= 01 1 § 150,00 § 150,00 L _BiHP
2
Select Distr. Rule O x
# Dimenzions Distr. Rule Code Distr, Rule Mame Choose one
Branch LA B Los Angeles Branch : 3 5
e 3 S dlstrlbl:ltlon r.ule for
Location each dimension

e [

Figure 3-18: Assigning Distribution Rule A/R Invoice
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If you specified to have the distribution rules in separate cauthe dimensions appear as columns,

where you can select a distribution rule for each dimension the document window.

Cost Accounting Reports
The key reason for using cost accounting is the ability toegports to analyze your business and
company divisions for profitability and efficiency. There andtiple reports available to you:

x Table of Cost Centers and Distribution Rukesimply a list of your cost centers and
distribution rules by dimensions, including effective dates amd aohounts.

x Distribution reportis a more detailed report that shows transactions posyedito

distribution rules by G/L Accounts including budget amounts.

x Cost Accounting Summary Repisrsimilar to the previous report, only it shows you the

data from the cost center perspective rather than by distmibruties.

X Budget Versus Cost Accountiisga comparison report of your actual amounts versus budget

amounts by G/L Account.

X Cost Accounting Reconciliaticallows you to compare your profit and loss amounts in terms
of legal requirements vs. management reporting needs. Spécifima can see cost
accounting postings to a certain G/L account shown as acsprabsd across a period of
time, as opposed to an external view with the posting dathe financial transactions. To
make the report work, you need to perform additional stepk,asidefining additional G/I
accounts and accrual types. If you would like to know moretahé functionality, consult

your implementation partner.

Cost Center Hierarchy :the Cost Center Report and the Cost Center Summary Reportcan be
based on a custom cost center hierarchy. A hierarchy is a way to create a report structure
customized to your FR P S D Q\ 9 V wRiehkl®Ws you to present data grouped in various ways. A
template can be created for each dimension separately, with up to 3 levels, text lines for
informational purposes, and formulas.
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Budgeting

You use the budget functions in SAP Business tOiack corporate expenses and revenues. SAP

Business One has an encumbrance function that allows you todulditional transactions if the

budget is exceeded. SAP Business One can calculate budget anibomiztiaally based on a series

of distribution methods that you specify for calendar morkbs.example, you can base budget
DPRXQWY RQ D SUHYLRXV \HDUTV EXGIIHAW R Q G IPAIRRXNHWSKHFPN XIB[ §
revenues will increase by a certain percentage. Theupadn be distributed equally to all accounts

or incrementally. SAP Business One can automate the procegsubuaiccountant should help

decide what distribution method to use.

In the course of routine work, SAP Business One checks thesitidbivf accounts for which you
have defined a budget amount, and, if the budget is exceedes, saiarning or blocks the action,

depending on which method was chosen.

To begin the process of defining a budget, set the requirazhepti theAdministration: System
Initialization : General Settings Budgettab. For all other budget functions, goMain Menu :

Financials : Budget

Budget Scenarios

Budget scenarios are used for planning as well as budget trackimgpeorting. They help you

analyze the financial position for your company (or divisiodepartment) given certain conditions.

SAP Business One allows you to define these conditions as well anideténe fiscal period
during which they apply. WHQHYHU \RX VHW XS D QHZ FRPSDQ\ IWVFHQDU
is created automatically. All the checks for budget deviai@done against the main budget. You

can use this scenario as a basis of other scenarios, but you delet@the main budget scenario.

When you create a new posting period, you must define the maintBusigfer this fiscal year.

When you run the different budget reports onNfaén Menu: Financials: )LQDQFLDO 5HSRUW)
Budget reportsyou select which scenario to use for comparison. This wago get insights

regarding how your budget may be affected if you increasecdcoeat®ed the budget amount.

To define the monthly budget amount, gdvtain Menu : Financials : Budget 6 H W 88dget

Enterdebit amount for expenses, aadkdit for revenues.
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To set up budget scenarios, gdMain Menu : Financials : BudgetSetup: BudgetScenarios

You can add and rename new
budget scenarios expect for
the Main Budget

You can base a new budget
scenario on the Main Budget
or any other scenarios

In the Initial Ratio enter the % of
the budget scenario in
comparison to the base budget

#  Budget Name Based On
Main Bu

2 Optimistic Scenario  Main Budget

=T =S

Use the Copy Scenario to copy the

scenario within the same company

budget amounts from a previous budget

(%) Rounding Method
100 Mo Rounding
110 Mo Rounding

Budget S ios - Setup O x
Fiscal Year 01701201, k.
Initial Ratio

Sopy S

I\

Use the Import Scenario to import the
budget amounts from a previous budget
scenario from a different company

Figure 3-19: Setting up budget scenarios

Budget Distribution Methods

By default, each company in SAP Business One has three cometbads of budget distribution:

Equat This method distributes the budget amount equally among the morittesyadar.

Ascending orderThis method distributes the budget amount in ascending order and ishesed

you increase your budget expenses over the year. For examplayamydgou use only a small

portion of your budget, in February you increase your expensespand

Descending ordeiT his method distributes the budget amount in descending order and can be

used when you decrease your budget expenses over the year. For exaiaplgary, you use

the largest portion of your budget, in February you use alétke and so on.

When you set up the budget amount, inke&n Menu : Financials : Budget6 H W )B8dget

you can choose for each G/L account what will beBhdget Distribution Method€nce you enter

the debit, or credit amount, double click the row numberee and modify the budget amount by

calendar months.
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You can use these methods or define new budget distribution methdids ardget scenarios you

create by going tMain Menu: Financials : Budget Setup Budget Distribution Methods.

Budget distribution method alert . Even if you work with an annual budget, the amount is still
distributed between the months. This definition only applies to the budget alerts calculation.
Remember that the amount is distributed by calendar months. If your sub periods are defined
otherwise, the monthly budget amount may not match exactly the amount that should be
distributed for a certain sub period.

Cashflow

Knowing your cashflow situation is a crucial part of running your business can plan ahead, by
being proactive about incoming and outgoing funds. You can predies tivhere the company may
be low on cashflow, so you can reduce your expenses, or akgedoiarchases. On the other hafd, i

you are expecting times where more money is available, yoohtase to expand, and invest.

SAP Business One provides different cashflow reports. The omstéports are based on your
existing accounting entries, however in some of the repatscan include non-accounting

documents such as drafts and journal vouchers.
You can find all cashflow reports in tikénancials Ainancial ReportsZFinancials

We will focus on the Cashflow Forecast, which is only avadlablthe SAP Business One version
for SAP HANA.

Cashflow Forecast

The cashflow forecast is a robust, visual tool that gathensaaiactions in the database and presents
them in a time line that is easy to interpret. You can s@aedhich transactions to include by

certainty level, whether to add opening balances, adjusimbdine you are analyzing, and drill

down to view the details.

Figure 3-20 shows the cashflow forecast looking 6 months ahead. Enednhirepresent incoming
amount from debits to cash accounts, A/R invoices, incoming pagraad more. The green bar
represents outgoing amounts from credits to the cash acédBritansactions, and outgoing

payments and more.
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Default timeline is six month. Move the yellow bar further to the future, or
\\_reduce the range, by dragging the edges to focus of specific period i

Cash Flow Forecast \\// -0Ox
» Configuration
o /18/2015
T ¢
l]F 2?&3314 Irec Dan Feb I Ve [etay [un [ g [Sep ot
R ECEEEEREE R e LSRR e rm o e i i e L L LR

B Incorring amount Bl Outgoing amourtt B het,

4,000,000,00

200 — .

Double click each bar, to view
detailed transactions. You can also

~4,000,000.00 export the list to Excel
Oct Mov Det

Corgidered Business Chijects

Oby. Type Ho. of Document Opening Bal, Incoming Amourt Outgoing Amount Certainty Level
Cash Accounts 0 $ -505,325.04 $0.00 $0001

Outgoing Payments ] 40,00 $0.00 $0.001

AP Inwoices 3 $ -707,159.70 $0.00 $2,165,757.75 4

AP Credit Mamos o] 4 0.00 $0.00 $0.00 4

Mariuial Journal Entries ] $0.00 $0.00 $0.00 4
w Inl + 000 £ 000 4000 4

List of considered objects that are part of the calculation, with
amounts, and certainly level

Figure 3-20: Cashflow Forecast main window

Configuring the Certainty Levels

If you expand th&€onfigurationarea at the top of the report, you can change some settitite
forecast. You can choose which measures to include alon@aéditional criteria. You can also
modify the certainly level. The certainty level represéms nutshell how sure you are about
receiving or paying this money. For example, incoming paymeetgesy secure, since they are

money in your bank, so they can be in levéldwever sales orders may or may not get paid, so they
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should be in level 7 or 8. The system does provide defaults forceatainly level, but you can also

modify them as shown in figure 3-21.

fenkt Sl Forecaet Determine the measures and other criteria to affect the report | = *
w Configuration

Megsire Criteria

I Outgaing CashfOutgoing Tr... [ Expense Forecast [IRecurring Postings [¥ Journial Vouchers

[w Incoming Cash/Incoming Tr... [ Sales Forecast [CIRecuriing Transactions ["]Draft Documents

[l Opening Balance [Blanket Agresments [ Considier Delays in Payments

Cotanty levl:  Hoh T [iE) | tow|

Certainty Level Settings ®
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Certainty Levdl 6 Certainty Level 7 Certainty Level 8

Adjust certainly level, by dragging and dropping the
transaction time to the certainly level area

Figure 3-21: Cashflow Forecast main window
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Inquiries and Reports

SAP Business One offers a comprehensive suite of standarddiramd control reports. Choose
Main Menu: Financials : Financial Reportgo access standard reports such as those in the
following table. In addition to these standard reports, BABiness One offers tools for creating

custom reports.

Report How to reach What it shows

Accounting All of the receivables that are current and past due,

Aging usually by several periods; receivables aging in
Customer .
: aggregate as well as detail for each customer.
receivables ;
aqin Customer statements can be accessed and printed
ging from this report. Available on the Business Partners
Reportsmenu as well
L Accounting : How much is owed each vendor and how much is
Vendor liabilities : .
aging Aging current and past due (in the same way as the customer
receivables aging report)
Financial Summary of the financial position of a business: value

RI D FRPSDQ\fVY DVVHWYVY WRWDO
equity including a relative percentage of each account
of the total
Financial Details for each account: beginning balance for a
particular period, all of the debits and credits, and the
ending balance. You can include all customers and
vendors in this report

Balance sheet

Trial balance

Profit and loss Financial .
Income of your business

statement
Financial Cash flow forecast based on open A/R and A/P as well
Cash flow
as cash accounts
Document Accounting All the detailed journal entries created manually or
journal automatically
Transaction Accounting Posted journal entries by journal entry number, with
journal drill-down to related transactions for more detalil
Main Menu Listing of all items in inventory, along with details of
Inventory . every posted transaction related to the item and cost
Inventory audit | Inventory of the remaining on-hand quantities; used by
Reports accountants and auditors to reconcile inventory
transactions to their G/L
Banking Listing of all checks including complete details such as
Check register Outgoing account code, vendor ID, payment amount, status,
Payments whether it was printed, and who printed it
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Master Data

In This Chapter
%oHow Master Data Is Used in SAP Business One
%o The Master Data Creation and Management Process
%o Setting Up Predefined Values and Defaults for MasterData
%o Creating Business Partner Master Data

%oCreating ltem Master Data

Skillful use of master data is essential to getting the matsdf the SAP® Business One application.
Data describing business partners such as customers, vendors, arigl teaster data. Descriptions
of items that are kept in inventory or manufactured by tmepany are master data. G/L accounts
which are used to post transactions are also master datsa &\hew document, such as a purchase
order, an invoice, a sales quotation, or a goods receiptated, master data provides much of the

necessary information.

Master data also keeps track of predefined values and settirigae used by the automated wizards
for payment processing, dunning activities, and materialirements planning (MRP). Default
control accounts assigned to vendors and customers are alsodagestdihe rest of the information

that describes what is happening for a specific transaistimalled transactional data.

Proper setup and management of master data allow everyore3&BLBusiness One to maximum
efficiency. If master data is set up accurately, creaidgcument such as a sales order becomes a

lot easier. You only have to confirm that the default infaromais correct.

However, if master data is not accurate, business processesocarmalt while people figure out
how to enter the correct information. This chapter offeidance to help you understand, set up, and

use master data properly so that you and your company get therfefit of SAP Business One.
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How Master Data Is Used In
SAP Business One

If business were a game like chess, master data would be ptilmsaf each of the pieces. Instead

of kings, queens, and rooks, you have customers, vendors, leadepandiransactional data
GHVFULEHY VSHFLILF PRYHV WKDW PRLHVFMWRDWTRDGH D QV WD
task sSXFK DV 3 FUHDWH SXUFKDVH RUGHU IRW DY WEKGRW JH V'IRUIXEPHH\Q Y
moves that may involve master data records for several chess.gi@r example, a purchase order

may include master data describing several items, the slaigdress of the correct warehouse, the

preferred payment method, and the name of the conta& agmidor selling the items. All of this

master data and more goes into a purchase order.

The reason that master data is so important in SAP Busdmesss that almost every document is

created by starting with one or more master data recdéridat happens is that the player of the SAP
%XVLQHVV 2QH FKHVV JDPH WHOOV WRHHGBEBSIGUF /W LR QY HEERID'V
application takes the vendor information from the master deted@nd copies it into the newly

created purchase order. If the data being copied is totihequrchase order will be correct. If the

data is not correct, the purchase order will have to reated somewhere down the road. Ensuring

that master data is correct makes your work in SAP Busines&&sier.

Different Types of Master Data Records

In SAP Business One, master datésfalainly into two categories: business partners and items.
The business partner category includes:

Lead dataDescribes people and organizations in the sales pifelinar potential customers.
Lead master data records are used as the foundation asdlenarketing. When you make the
first sale to a lead, you change the business partner typsttmner, turning the lead into a

customer.

Customer dataDescribes people and organizations to which your company sadlaqts and
services. Customer master data records are used as the ifmufatatiocuments related to

processing and fulfilling orders for customers and for the wif@rdunning customers.
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Vendor dataDescribes the people and organizations from which your compasy buy

products and services. Vendor master data records are usedt®documents related to

purchasing and accepting delivery of goods and services and proqesgingntso

vendors.

Additional Master Data Types

. There are additional master data types, such as resources,
fixed assets and serial numbers. These will be discussed intheir respective chapters.

Because there is a great deal of similarity betweeddkefor each of these types of master data

records, SAP Business One uses windows with a common structuFégisex4-1) for each record

type.

The header fields keep track of basic information about the business partner name, groups, currency and balances

Each tab
keep track
of different
business
partner
information

Business Partner Master Data - 0Ox
Code Marual 30000 Customer ¥ Local Currency *
Marne Microchips Account Balance £97,100.37
Fareign Mame Deliweries 20,089.84 |f]
Group Large Accounts ¥|  Orders 321,323.31 |
Currency US Dallar ¥ Opportunities 3
Federal Tax ID LIS26-487636
General Contact Pergons Addresses Payment Terms Payment Run Accounting Properties Remarks Attachments
Tel 1 555-0103 Contact Persan Judy Brown
Tel 2 A444 ID No. 2
Mobile Phone
Fax SE5-0104
E-Maid info@rnicrachips.sap.com Remarks
Web Site wevew ricrochips sap.com
Shipping Type UPS Red ¥ Sales Employes Eill Levine i
Password
Factoring Indicator User-Defined Commission /7,500
EP Project 8P Channel Code
Industry ¥ Technician
Buziness Partner Type Company - Territory
Alias Name
GLH

*) Active From Ta Remarks

) Inactive

) Advanced

Figure 4-1: BusinessPartner Master Data window

The various areas of this window are discussed in more gtethé following sections.
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Item master records are used to create sales quotationsagriccders, bills of materials, and

documents used to move goods in and out of your company. Figure 42 thleostructure of the

ItemMasterData window.

Header shows basic item information and item type

Item Master Data - 0Ox
Ttern Me, Marvwal ADOG01 [V Irweritory Them

Crseription 1B, Officeprint 1450 [v] Sales Ttem

Foreign Mame [v] Purchase Ttem

Ttern Type ITherns ol

Ttern Group 1.B. Printerz bl

Lok Group Manusl v Bar Code n

Price Lisk Eaze Price - Unit Price Prirnary Curre™ § 400,00

Each tab
keep track
of different
item
information

LI

General | Purchasing Data | Sales Data  Inwentory Data | Planning Data  Production Dats  Properties  Remarks | Attachmants

[] Do Mot Apply Discount Groups

Marufacturer 18, Gk
Additional Tdentifier

Shipping Type Fedex EM >
Serisl and Batch Numbers

Manage iern by Mone i

®) Active Fram To Renarks
) Inactive
O dvanced

Advanced Rule Type ‘W arehouse >

Figure 4-2: /tem Master Datawindow

Item data includes how the item may be purchased or solgritieeof the item, the inventory level,

and how purchasing of the item is forecast and planned. lestemdata supports a two-way

process. Some items in inventory are sold by your compahgr @éms are purchased by your

company. Some items may be fixed assets that are tragkedcfounting purposes.

Master data record deletion reminder . One important rule applies to all master data. If a
master data record is involved in an accounting or inventory transactio n (such as an A/P invoice,
A/R Invoice, Journal Entry and so on), it cannot be deleted. In addition, once a sales order is
created, the business partner or the item linked to it cannot be removed .
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Fixed Assets data . Use the Fixed Assets module to maintain the company assets. Fixed Asets
allows you to automatically calculate and post depreciation journal entries across fiscal years, and
to create forecast reports with regards to each asset § #ture value. To activate the feature go to
Administration ASystem Initialization AECompany Detaills ABasic Initialization.

Predefined Values and Defaults
One kind of data used in business partners and items is thibakap@pulates the drop-down lists
and shows up in each window by default as the first choice to pemaeain fields.

We call the data that populates the dlgRZQ OLVWYV 3SUHGHILQHG YDOXHV ~ )RU
countries is shown, where does that list come from? What abdigttbevendors, customers, or

items? Or what about different payment terms? All of dlais describes various values that are used

over and over again in master data records and thatwialdo reporting and to powering the

automation performed by various wizards; for examplep#lygnent wizard uses the payment

methods information. You can add predefined values by seietieDefine Newwhen you open

the drop-down list, or go to the corresponding menu item, untigr.se

Default data is also crucially important. When a new arastcord is created, SAP Business One
uses the settings for default data to determine what datedteds start with. Whas the most
common method of payment? That should be the default paymdmdn®&¥hat warehouse are most

products shipped from? That should probably be the default waesh®ug so on.

Master Data and Documents

One of the most useful features of SAP Business One is theg &bititeate documents such as
invoices, purchase orders, using master data records asragtaitit. When creating a hew
document, you have to specify which master records withédoundation, and then the appropriate
fields are copied into the document. This feature helpsceedata entry errors and speeds up the

creation of new documents.

Most of the documents in SAP Business One can be createdfi®ior more master data records.

This is possible because an initial document can be crigatadne kind of master data record but

completed by addid RWKHUV )RU H[DPSOH OHW{VHDMHWKIIRW D S X WHKD
vendor information is drawn into that purchase order, and dtms can be drawn in as well. This

is covered later in this chapter and in geedetail in Chapter 10, which describes how to copy from

one or several documents to create the next document in thepfiove.
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Master Data and General Ledger Account Determination

One of the most important aspects of master data for cus@né vendors is the control account
determination that appears on thecountingtab. The whole topic of account determination comes
up because SAP Business One automatically creates accountirgy gniries when various

documents such as invoices are saved

When an A/P invoice is received and posted, for example,EB&ess One creates an accounting
journal entry indicating an increase in accounts payadbie.question that account determination
answers is: To what control account should that journal éetpyosted? Thaccountingtab d

master data records allows you to set which account re@aesatically created journal entries.

Automatic postings from documents that affect business partmensaate to what is called a control

account, which is an account that represents alBbeVLQHVYVY SDUWQHUYYV WUDQVDFWL
balance. Customers have a default accounts receivable @utooint; and vendors have a default

accounts payable control account. On documents thatmeatarnal entry; it is possible to replace

the default control account for an individual transactidris s usefulf you need to separate

outstanding transactions, without affecting the master data.

How Master Data Is Used in Reporting

Master data plays a crucial role in allowing SAP Business €mats to be created to meet your
needs. Th&roup andPropertiesfields of the business partner master data recuddhe item

master data record allow master data records to befiddssiways that help you keep track of and
report on your business. Business partner and item masteedattdsr also have a set of general

purpose properties, on/off switches if you will, that can be as$igalaes.

The reporting mechanisms in SAP Business One can use thssifichtions to select and aggregate
data to help provide the right level of detail. If you wanteggort on how items introduced in a
specific year fared, create an item property. If you waseparate retailers from wholesalers in
reports, create a business partner property. You must considgpéiseof information you want in

your reports to set up master data most effectively.
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Master Data Creation and Management

When you set up SAP Business One, you work with an implementatramer who is expert at
making the application work for your business. As shown in Figletdere are two broad phases

to creating master datasetting up the master data and then using it to run your business.

Figure 4-3: Master data process overview

Master data setup is a key part of implementation. This phaseésvareating predefined values

and defaults, making sure the primary accounts are properhlynitetel, and importing data.
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Data import tip . SAP Business One gives you multiple tools for importing masterdata. The Data
Transfer workbench allows you to import data automatically from all ¢ ore business areas, such as
accounting, sales, purchasing, and logistics. The data transfer workbench tool transfers master data,
such as business partner and item records, as well as transaction data from actual sales orders and
invoices; The Import from Excel Utility allows you to import business partner and item master data
from an Excel spreadsheet. A similar utility is available for importing fixed asset master data from
Excel. For more information on these tools see the online help or training courses on SCN.

Creating new master data records is part of the daily wfoitke SAP Business One user. While SAP
Business One does everything it can to ensure master data id caagetly, mistakes are

inevitable, and a regular quality control review is padmf sound master data management process.
As business needs change, predefined values and default valuesonageal to be adjustéibr

example, if the company is reorganized)

Setting up Predefined Values and Defaults
for Master Data

In the ideal situation, when a user creates a new masgeratard or a document that draws data
from a master data record, adjusting the data is a simpdegs of looking everything over and
changing a few data items here or there if needed, prefdmabiging drop-down lists and other
error-resistant methods. The rationale for creating ypis of master data is to help SAP Business
One make this ideal situation happen as frequently as poSdigl@redefined values appear in the
drop-down lists for countries, groups of customers, payment &nohsnore. The default data is the

data that fills in fields as a first choice.

Each of these settings provides defaults that are used when daateecords are created and
controls various behavior in documents that use master datax&mple, in thénventorytab of the
Systeninitialization window, you can select a checkbox to indicate that a gieemshould be
added automatically to every warehouse. Please note thahange that you submit to the defaults
already defined does not influence existing master data secbné change is applicable for master

data records that are created after the change was sabmitte

Setting up predefined values and defaults happens in four plabesadrinistration module of
SAP Business One:
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- Administration: System Initialization: General Settings BP tab

Defaults and settings such as credit and commitment limits, Smams, payment terms,
payment methods, dunning terms, and approval procedures for business ipaster records,
as shown in Figure 4-4

Administration: System Initializatiort General Settings Inventory W D Etemssubtab
Defaults and settings such as management methods for serial emddrabersdefault

warehouses for items, and whether to show inactive itempantseand documen

Administration: Setup: General /Business Partner
Defaults and settings for predefined values such as countriesmensind vendor groups,

custom properties, sales employees and address formats.

Administration: Setup: Inventory
Defaults and settings for predefined values such as item gitampgroperties, warehouses,

units of measurement, customs groups, shipping types, cycle courihdadation

KHQ ZRUNLQJ ZLWK EXVLQHVV SDUWGSHUO DR N Q/RZP ZPKODAW HILH G |
mandatory, particularly if you are importing master dedanfanother application

Figure 4-4: General settings for business partners
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Creating Business Partner Master Data

With all of the predefined values and defaults in placs, possible to create master data records

quickly and efficiently. As we pointed out in the procegsraiew of setting up master data earlier, it

is likely that much of the data will be imported frongdey sources and then massaged into shape.

But after that is done, many people will be adding new businesgepanaster records during the

FRXUVH RI EXVLQHVY DV XVXDO WR NHHS Q@ KN W i \Q H K IF\XY VAR

going to review in this section. We will focus on:

. The data that resides in each type of master record
How that data is used by other parts of SAP Business One

After we cover business partners, we will do the same for itagtemdata in the next section.

Business Partner Master Data Window
The customer, lead, and vendor master data records sharevn structure. Figure 4-5 shows a

customer master data record with ezountingtab selected.

1RWH WKDW LQ WKH IROORZLQJ GLVRAX@HMURQVRHGXWH UNLIEH \E RWF

customer master data settings.

Figure 4-5: BusinessPartner Master Datawindow, Accountingtab
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Each of the tabs in the master data record has the same infaraheation and a footer that consists

of a row of buttons along the bottom.

Right-click a field and chooseK D W  V t@ KdeN fleld level help and get a description of each
field.

TheBusines$artner MasterData header is divided into two groups of fields. The left side lists
crucial information about the company. On the right are aéfietds summarizing the financial
activity related to a business partridere are some highlights:

Each business partner has a unique ID assigned by the ugeodedield. If a business partner
is both a customer and a vendor, you must create two business paster data records: one

customer type and one vendor type.
TheForeignNameshows the name of the company in its native language.

The Group specifies the user-defined category in which the customer Yallschoose from a
drop-down list of groups defined in the predefined values memntieadier. Groups can be used

for reporting and dividing up customers for other types of prougss

TheCurrencysetting is very important because it determines the currbatwill be used for

documents created for this customer.

The orange link arrows next to the fields on the right sidheheader allow you to drill down to

see the detail of the documents that make up the summary umber

The graph icons on the far right of the header allow you tdagigwaphs that summarize the

activity for the customer.

Master Data Codes . When you move your master data from the legacy system, it is a good
opportunity to set new clean and improved codes for your business partners and items. The master
data codes are alpha numeric with up to 20 characters for items and 15 for business partners. A
common convention is to start customer codes with the letter T~ followed by a certain number of
zeroes and to start vendor codes with W KH OWWWYWuHdh &lso set automatic numbering, for
customers, vendors and items. Go to Administration ASystem Initialization ADocument Numbering.
By using the automatic numbering series, you can enforce your coding convention to get unified
master data codes.

TheGeneraltab, provides a summary of various important aspects of a cusasmell as key

information about how your company works with the customer. Irdtiom ranges from contact
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information, such as phone numbers and e-mail addresseeféored shipping methods to
information about which salesperson on your staff handles tham@tc&usiness partners, either
customers or vendors, can be assigned to territories Beaheraltab and can also be marked as
active or inactive by date range. (Note that all businetegra are active, by defaylt

In theContactPersongab, you can keep track of the contact details for pegglac@ated with the
business partner. One of those contacts can be set as thig ddfich means that one name appears
when company information is displayed (for example, inGbeeraltab of the customer master
record). You can choose to remove a contact person, ifidt iknked to a document, or make it
inactive if it does. You can assign contacts with an ematlg which is a distribution list. When

you send out emails, you can send a message to an email gndugd] contacts assigned to it will be

included.

TheAddressesab keeps track of multiple bill-to and ship-to addressesdoh customer and vendor

and allows one of each type of address to be set as thetdéfeuship-to address is used in the

Logisticstab of the sales document. In the US, it is importanss@a the appropriate tax code to

WKH FXVWRPHUYV VKLS WR DGGUHVW KH QD WKW HGDQ RIPDNWHL R\
Alternatively, you can also set up Tax Codes Determinatiorette rules for sales and purchasing
documents that will automatically determine which tax codestobased on different criteria such as
business partner group, ship to state, warehouse and user defided3io toAdministration

ASetup Ainancials A ax.

ThePaymenfTermstab enables you to define all the parameters related takfidation of the due

date of invoices, and how and when the payments should take plaegdmple, you could set up

four installments, the first of which is due 30 days afterinvoice was created, and you could also

choose whether holidays are considered as business days for thatpdgtaealculation). On this

tab,\RX DOVR HQWHU WKH EXVLQHVV %DWwiang prifereBdBQN LQIRUPD)\

effective discouts and priority.

The PaymentSystentab specifies the set of parameters required for efficiem of thePayment
Wizard.

TheAccountingtab, shown in Figure 4-5, displays the control account settited were made as
part of the crucially important G/L account determioatiOther fields control dunning and enable

you to assign one customer to a group that will be consoliflatdiling and payments.
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ThePropertiestab allows you to set any of the 64 custom properties assouititedach master

record. Defining the meaning of these properties is pahegjob of setting up predefined values.
Properties can be used in reporting or to control othenimehaf SAP Business One.

At the bottom right use the You Can Also drop down to vieateel service calls, activities,
recurring transactions, blanket agreement or create actvity.

Lead Master Data

When you identify a potential customer, you can createdanf@ester data record using tBesiness
Partner MasterData window. This enables you to document and track the presaigsiesivith

this lead. You can create the following documents for ieaster data: sales quotation, sales order,
sales opportunity, and activity.

When the lead takes the next step and buys a product or sedrgitead becomes a customer. In this
case, all you have to do is to change the type of the businessrpasster record from lead to
customer. All the information you have added to the lead mdata record is saved, as well as the
documents you created for this lead. It is recommended th@same numbering sequence for lead
and customer master data codes, since you will not be abllange the code once you have posted

documents to this lead.

Additional functions. Once the business partner is set up, right mouse click anywhere in the
business partner master data window to access additional functions. You can define Special Prices
and Catalog Numbers for the business partner. You can also accessa Dunning History report and an
Inventory Posting List by BP report.

Creating Item Master Data

Although item master data is completely different from busipasmer master data in content, both
are set up in a robust yet versatile way. For example, it@stemrecords keep track of items that are
sold, purchased, and inventoried by your business. Frequentlyntkateas are purchased,

inventoried, and sold. The information is the same; it isugstl differently.

Iltem master data is at the heart of almost every proses8RP Business One. It is used in almost

every module, including the sales, purchasing, production, MRP, inyemtiad service modules.
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Figure 4-6: /tem Master Datawindow, /nventory Datatab

Figure 4-6 shows thimventoryData tab of thdtem MasterData window. At the top of the window,
a header provides the essential summary information abotethedach tab on the window goes

into greater detail about various aspects of the item.

What follows is a brief tour of the information in the headw®t an each tab, with an explanation of

how the data on each page changes the behavior of SAP Business One

The header of the item master data record contains gamferahation about the item, including a
unigue ID number assigned by the user or assigned autonaligall numbering seriea,

description (including a description in a foreign language) settihgs to determine the type of the
item, the group it belongs to, the first price list, and theiegige price. Checkboxes on the right
indicate whether the item is kept in inventory and whetherdffered for sale or purchase (in many

cases both apply). The item can be marked as a fixed adseimather checkbox.
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TheGeneraltab of thdtem MasterData window has a mix of information about the manufacturer

of the item, additional identifiers, shipping methods, and issetod.

ThePurchasingData tab indicates the main vendor who sells the item, how toifgéne item in a
catalog, the units of measurement used for the item for @sirghpurposes, and the actual size of
the item. For items with a purchasing history, you cark ditthe chart icon on the lower left of the
tab to display a graphical purchase analysis.

TheSalesData tab contains similar fields to the ones in hechasing Datdab such as units of
measurement, packaging, and other parameters that determirnieehitsm is handled. It also offers
a graphical view of sales data for the item when yok ditthe chart icon in the lower left of the
tab.

ThelnventoryDatatab, shown in Figure 4-6, tracks quantities in warehousigsets inventory and

management parameters, such as the following:

A valuation method that controls how item costs are calculd@tad is applicable when the
perpetual inventory system is used in the company. The defaeftiessed from the selected
item group. When the item is first set up, you can choose aaiffealuation method (Standard,

Moving Average, FIFO or Serial/Batch if the itésrmanaged by serial or batch numbers).

A Manage Inventory by Warehouse checkbox that determines wlitetimequantities are
managed separately in each warehouse or at the compahyflthie box is checked, the
Maximum MinimumandRequiredquantity fields move from thimventory Datatab header to

the warehouse grid below .
The actual inventory quantities for the item for eacthefwarehouses.
You can read more about perpetual inventory systetime Inventory chapter.

ThePlanningDatatab contains settings that control how the planning for purchasipgpducing
an item takes place. The order interval, order multgrhe, minimum order quantity can be set here,

as well as the required lead time in days. These settiagsad by the MRP module.
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Units of Measure

Items are sold in different shapes and sizes. You may purahatam by the carton, but sell it by
different packaging. In SAP Business One you can dé&firieof Measuregroups that explain the
ratio between different measures, allowing the system toatically convert from a base unit to

the other units of measure.

There are two setup windows for defining units of measure iAdngnistration£Setup £

Inventory

x Units of Measuravhere you define all the possible units your company uses, including

volume and weight

x Units of Measure Groupshere you define the ratio between a base unit and other finits o
measure. Figure 4-7 shows a unit of measure group called pdueee, the base unit is a

pack and the ratio is set up for other units of measure.

Figure 4-7: Unit of Measure Group
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In the item master data, you would assign the group angsatefault unit of measure for
purchasing, sales and inventory in the respective tabs. Higislhows the window opened from
thePurchasing UoM Coden thePurchasing Datdab. When you create sales, purchasing and
inventory counting documents, the default unit of measurepisipied automatically; however you
can replace it if needed. For inventory and production deotsnthe base unit is always used.

Figure 4-8: Unit of Measure Group

If you are selling items by weight, you can incorporate thightéactor when you create the units of
measure groups. For example you purchase a carton of screvegllathem by kilos or pounds.

You create a UoM for kilos and pounds, and use the additionahadh the unit of measure group
window to assign the unit to a weight factor. Based on thehiveetup of the company, SAP
Business One will convert from the base unit to the appropriatégthi2 document. You can also

use any user defined field from the item as a factor inrthiecanversion.

Manual UoM Groups . If you do not want to define units of measure groups, use the M anual UoM
group for your items. Even without setting up a group, you can still create a relationship between a
base unit for the item and a different quantity for receiving or selling i tems. Inthe Sales Dataand
Purchasing Datatabs of the item, you can set the Items per Purchase/Sales unit . The quantity
entered here is multiplied by the quantity entered in the document to calcul ate the total quantity of
the inventory change. For example, you purchase cases of bottles and eac case contains 12 units.
When you buy the quantity of 1 case, 12 bottles enter stock. This field ¢ an be updated at any time

in the item master or in the document itself to reflect different units of measure for the item.
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In This Chapter
%o00verview of Sales-A/R Process
%o Getting Started
%o Taking It Step by Step
%oBuilding One Document from Another
%oProcessing Groups of Documents
%oAccounting and Inventory Impact

%oSales Checklist

Today the sales process is rarely as simple as selling widgetthewmunter for cash to one

customer at a time. Rather, it has evolved into a compléectioh of interrelated processes that

may involve some, if not all, of the following: production plannimgentory and logistics

management, ordering, billing and dunning, and maintaicliisgpmer relationships as well as

seeking out new sales opportunities. The sales process startsislitfing sales opportunities (see

Chapter 8 for details), creating sales quotations, entsaileg orders, and invoicing customers. This
FKDSWHU FRYHUV WKH LPSRUWDQWLQWO®I$E LRQ FKIR R WIRY A RRKDYRMUI
into a sales order, how to make sure that an order is delipewpdrly, and how to ensure that a

timely invoice is generated to enhance positive cash flow.
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Overview of Sales-A/R Process

The sales-A/R process moves from issuing a sales quotatioting et goods (and services) to
delivering those goods to invoicing the customer foir therchases

Figure 5-1 illustrates this processDQG ZH GHVFULEH HDFK VWHS V@I MKIR & DN
Each of the steps involves a document, such as a sales ord& iovédice. SAP® Business One

efficiently moves all relevant information from one docuiri® the next in the document flow.

(Note that you can adapt the steps for your needs and businesssg)

Figure 5-1: Sales and A/R document flow in SAP Business One

Getting Started

Sales and A/R documents carry much of the same informhtionghout the sales process. This
section helps you recognize what is the same in each documeat gouttan quickly focus on just

the information you need.

SAP Business One ... 7o Go 113




Sales Documents and Accounts Receivable

Definitions

The term item is used in a very specific way in SAP Business One. It refers aly to goods and
materials bought, produced, sold, and warehoused. Items can also be used for services the
company provides. In this case, the item is defined as a non-invento ry item.

The Blanket Agreement is a commitment document from your customer to purchase items or
services from you, in a certain period of time. Once sales documents are posted and a blanket
agreement exists, the system keeps track of the fulfillment of the agreement.

The sales quotation is an offer or proposal containing a price commitment for specifi ¢ goods or
services that you would provide to a customer or a lead if accepted.

The sales order is a commitment from a customer or lead to buy 2 at agreed-to quantities and
price 2 a product or service from you.

The delivery indicates that the shipment of goods has occurred.

The return document reverses 2 either partially or fully 2 the postings of a delivery. It is used
when customers send goods back or to correct errors made in the base document(s) before the
A/R invoice is posted.

The A/R invoice is the only document that must be created in the sales process. Itis th e
request for payment and records the revenue in the profit-and-loss statem ent.

The A/R invoice plus payment is the A/R invoice document you use for cash sales to one-time
customers.

The A/R credit memo  reverses? either partially or fully 2 the postings of an A/R invoice. Itis
used when customers send back goods for which an A/R invoice hasalready been created or to
correct errors made in the A/R invoice.

The A/R Reserve Invoice is an alternative to the standard A/R invoice used to bill your
customer before items are shipped. The inventory transaction will take pl ace once the A/R
reserve invoice is copied over to a delivery document

The A/R Down Payment Invoice is used in a prepayment scenario. The amount is recorded to
a predefined liability account, and moved to the revenue accounts once the down payment is
applied to a standard A/R invoice. This document does not affect inventory.
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Common Document Structure

Each sales and A/R document in SAP Business One has simittar laeal footer fields and four

tabs forContentsLogistics Accountingand Attachmentsas shown in Figure 5-2.

Header fields appear in every window of a sales documenteiteun customer data and delivery
dates here, unless you are building one document from anothes¢aibelt near the end of this
chapter).

Footer fields appear in every window of a sales document amgicoine calculated totals for the
sale, including discounts (if any), freight costs, axd ta

Figure 5-2: Anatomy of a sales document in SAP Business One

TheContentdab includes all the specific information about the ordiesds or services.

TheLogisticstab describes where items are to be sent and by whatrghipethod. It also includes

a billing address for sending the A/R invoice. Most of the Hata is pulled from item and business
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SDUWQHU PDVWHU GDWD \RXTYH DO@H HOHH & QDVHVUHIG LIR B $13Q%6RL

master data entry and management.

TheAccountingtab contains information about the payment terms, paymehods installments,

WKH FXVWRPHUTY FRQWURO DFFRXQDOW BQ® D\ Q\LIKQINWVWAD W i HDDXW
document is added. See Chapter 3 for more information abbw@toGount determination and

automatic journal entries that come from the sales and inyemadules.

TheAttachmentgab contains links to different attachment files assigoghlis document. To use
attachments, you need to define an attachments folder Adth@istration £System Initialization
AGeneral Settings#Path window. Any attachment file you select is automatically copiethi®

default folder therefore ensure that the folder is on a seraeisthvailable to all users.

Key Data

Ensuring that key data is correct from the outset helps @voidems later on, especially since SAP

Business One allows you to build one document from another, as dddatiran this chapter.

(YHQ LI WKH LQIRUPDWLRQ LV IDOWRG KIQFINRD QREXP MH W DUHR R\G

Data entry alert . Only those with proper authorization may enter or update business partner s,
items, or other master data. See Chapter 10 for more information.

Key Data: Customer

Customer data provides information about those buying your goodsvimese Before you create a
VDOHV GRFXPHQW PDNH VXUH DOPRUN®GHWIDQW QQDRV IV KHD WV XEVHAR
partner master record. Especially take a look at theddlt ship-to addresses to make sure they

are correct.

To locate existing customer information, click on the buttotlhe right of theCustomeffield in the
document header or press e key or theChoose from Listicon in theCustomeffield. TheList

of Busines$artnerswindow appears (see Figure 5-3).
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Figure 5-3: Specifying a customer in a sales document

If you are authorized, you can enter new customer informatiole creating a sales document. To
do so, click on th&lewbutton on the bottom of tHdst of Busines$artnerswindow to open the

Busines$artner MasterData window in Add mode.

Choose FronList tip. Use theForm Settingsvhen theChoose From Lisis open to customize which

fields appear in the list, as well as how to optionally grinegist of customers. This change will

apply to any field that has@hoose From Lisbf business partners

Key Data: Item

Item data identifies goods or services being sold. To viest aflitems, press thEab key or the
Choose from Listicon from thdtemNo. ILHO G L Q W K EorEeRtEab PriaQeithgnselect
from the list or click théNewbutton to enter a new item. This process is similar totasiea

customer record as explain earlier.
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Usability tip . What if the customer wants to order multiple items? You can select multi ple items
from the L/st of Items by holding down the Ctrl key and clicking on as many items as desired.

You can update customer or item information directly inrehevant fields in the sales document.

However, you should note that this information does not update stemaata record and is
relevantonlytotH VSHFLILF VDOHY GRFXPHQW ZKKUH R X XHVQWRHPUKHRI® W
QDPH RU DQ LWHPYV GHVFULSW L RSU @&WV-H&Wb@iode€d Wehlyoy D OHV C
are finished. Note, however, that if you want to make egeent change or create a new item or

customer, we recommend that you change the relevant masteec#&thor create a new one. That

way, the data you update or the new item or customer isabkeaftom now on for all users.

Using the form settings feature in SAP Business One, youdththaType column to the table in
theContentgab of any sales document. You may want to insert subtiotagjroups of items

ordered. Or you may want to communicate special informatiaut the manufacturing, handling, or
shipping of specific items. As long as you have made the appmphianges using the form settings
feature (see Chapter 6, Figure 6-5), all you need to dalsati the drop-down list in thHEypefield

and selecT (for text) or 6 (for subtotal).

Key data: ship-to and bill-to addresses . Because SAP Business One automates so much of
the processes related to the sales-A/R process, it is essential that you sekct or enter the correct
customer and item data when you initiate a sales order. For example, things as simple as a
FXVWR P Hitb%awd bilktb &ddresses, if entered inaccurately or incompletely, can have a huge
LPSDFW RQ \RXU FRPSDQ\TV ERWWRP OLQHKHKWHO WRRGB RRUGRWHG VI
supposed to or invoices are sent to the wrong office. The tax code and rate is determined based
on the ship to assignment, or based on Tax Code Determination, so make sure you select the
appropriate ship to address from the drop down list, rather than updating the address manually.

Key Calculations: Gross Profit and Weight and Volume
The SAP Business One toolbar provides icons for easy access wigaful calculations: gross profit

and the weight and volume of all of the items in a saleardent.

Calculating Gross Profit

You can immediately find out the impact of a sales doctiimeierms of the bottom line using the

gross profit calculation. Simply click on the gross priofitn [® on the SAP Business One toolbar or

open the context menu to display a window like the one showigime 5-4.
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Figure 5-4: The gross profit calculation in action

GrossProfit is calculated by finding the extended sales prices (sales puitplimd by the quantity)
minus the extended base price (base price multiplied by the tylla¥ibu can always go back and
update base amounts, even if the sales document is alreagly. dlloge that there is not effect on the
accounting figures in this case. Thmfit % is calculated depending on settings on the
Administration: Document Settings Generaltab, where you specified whether gross profit
percentage is the ratio of gross profit to sales price asgrmfit to cost price. On th@eneraltab of
theDocument Settingwindow, you can set the default for how the base price is atdclilthe item
cost (the default shown in Figure 5-5), a specific price listctst of the item, which is the

recommended optigthe last purchase price, and so forth.

Gross profit for service documents. In service type documents, there is no item master data
therefore the base price cannot be retrieved automatically. If you would like to calculate gross profit
in these documents, define the default % on the Administration AEDocument Settings Aeneral
tab.

Calculating Volume and Weight

Determining the volume and weight of an order is criticdh®logistics of sending and receiving

orders. To calculate the volume and weight of all the itenasgiven sales document, click on the

SAP Business One ... 7o Go 119




a Sales Documents and Accounts Receivable

volume and weight icoZLZ on the SAP Business One toolbar. Volume and weight informetion

pulled from master data for each item and totaled autoatigti Note, however, that if some items
do not have this information in their master data recordgpthkwill not be accurate.

Key Reminders: Adding an Activity to a Sales Document

You may want to record information about your contacts aistomers. For example, you might
want make notes about a phone call or a meeting with custovieersnight also want to set a
reminder so that you can follow up to make sure the custonevedahe merchandise and is
satisfied. You can add an activity to any sales documesplddi the sales document as the active
window and seledBoto : New Activityfrom the menu bar to display tAetivity window or right-
click and select thBlew Activityoption. In theActivity window, you can specify activity types and
make notes about the activity. You can also set an adiivitgpeat using thRecurrenceoption. The
activity is automatically linked to the sales document displayed can do the same for master data

records and other document types. For more informatiernChapter 8.

Taking It Step by Step

Now we look at the Sales-A/R process in more detail, @peata time, starting with the sales

guotation.

Step 1: Sales Quotation

Before customers commit to ordering, they frequently wasatles quotation that they can review
and circulate within their company. You can enter and waitk sales quotations either in this
module or through the Microsoft Outlook integration add-ar&fAP Business One, as described in

Chapter 8. Sales quotations can be created for leads omaust

To create a sales quotation, seleiin Menu : Sales - A/R: Sales QuotationA blank sales
guotation appears. You specify a customer (or lead) and tliedd#gems Once you are satisfied
with the quotation details, clickdd SAP Business One adds the sales quotation. You can make

changes later as needed.

As described in the previous section, you can view the calculatitie gross profit and the weight

and volume of an item. Simply click on the relevaohiin the SAP Business One toolbar.
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How does SAP Business One manage price information ?In SAP Business One, prices are
defined for items in price lists. A price list is assigned to a b usiness partner (customer or vendor).
When you choose an item, unit prices appear based on the price list assigned to the customer or
lead. The assigned price list appears in the Form Settings window for the document and if
necessary, you can select a different price list for that document. This change will not override
the price list in the customer master data. On top of price lists, you can offer special discounts for
added flexibility. See Chapter 12 for more information on entering and managing special prices
and various discounts for items.

A unique feature for sales quotations is the alternatve row type. Imagine your customer is
interested in a couple of expensive printers, but wouldlikisdo know aboutmore affordable
printers as part of the quotation. By addingiiernativerow type you include additional items
without affecting the total amount of the quotation. Wien convert the quotation to a sales order,

you can decide whether to delete the alternative items, ladsthem as regular items.

Step 2: Sales Order

The sales order is an important docunfeitttells everyone to get busy filling that order. As such,

this document is important for planning production, pickingitiras from the warehouse, creating
purchase orders, and scheduling resources. One unique featur@ BuSidess One is that you can
create purchase orders directly from sales orders or useuawdzcreate purchase orders in bulk,

thereby streamlining your supply chain as well as material mageints planning processes (see

Chapter 7 for details).

Creating and Adding a Sales Order

You can create a sales order either from a sales quotatfoom scratch. Figure 5-5 shows how to

create a sales order from a sales quotation usingapg Tobutton.
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Figure 5-5: Copying a sales quotation to a sales order

TheCopy Tobutton provides an almost instantaneous way to create thdaexhent in your

process. It copies all the information from the base docuNemt.you can make changes in the

target document, such as reducing quantity and adjusting pfidésd 3% XLOGLQJ 2QH 'RFXPH:
$QRWKHU” ODWHU LQ WKLV FKDSWHU IRU PRUH LQIRUPDWLRQ

You can create a new sales order with no referenceudotatopn by selectin§ales - A/R: Sales
Order. When master data is set up properly, you enter informatifusi a couple of fields:
Customeffield: See Figure 5-3
Items: Enter items and specify quantities
If you are not ready to add the sales order (by clicking oAdadbutton), you can save it as a draft

(by choosindFile : SaveasDraft). See Chapter 10 for more information about document drafts.

You can change a sales order (changing quantities, updating pritissaunts, and so on) after
\RXTYH S Ra¥ Whg & JoWhave selected the option to allow changessting orders under
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$GPLQLVWUDWLRQ : 6\VWHP ,QLWLDOL]DWLRQ :: 6RBXP/HDWG B W \
You can only change orders that are open.

If a sales process is stopped, and the sales order has nobpeghto a higher level A/R document,
such as a delivery or an A/R invoice, it is possible to cah¢a$ shown in Figure 5-6). However,
when a sales order has been copied, either entirely tiliyato a higher-level A/R document, the
sales order cannot be cancelled; it can only be cloggwu lwant to only cancel a particular row,
right-click it, and choos€lose Row

Figure 5-6: Cancelling or closing a sales order

Document handling alert . Like all documents in SAP Business One, a sales order is notleleted
when cancelled or closed. It can still be displayed and printed but i t cannot be changed or copied
to a higher-level sales document. In addition, a cancelled or closed document in SAP Business
One is no longer displayed in the open items list.

In a sales order, you can commit specific batch numbemurocystomers, for items that are
managed by batch numbers. Right-click the quantity fialdl select thBatch Numbersption. The
selected batches are allocated to this sales order and bertaé&en by another sales document,
however you still need to reconfirm this batch selection, wherdgtver the item using a delivery

or an A/R Invoice.

Item Availability Check

A sales order represents a commitment that the itembeviklivered in full at a certain date. How

can you make sure you fulfill this commitment to your customersi8 i§ where you can use the

Item Availability Check.To activate this option, go tddminissUDWLRQ : 6\VWHP ,QLWLDOL]
'RFXPHQW 6HWWLQJV : 3HU 'RF XaAdoQask thébtizate Aldothativ 2UGH UV
Availability checklmx.
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As you enter the quantity fomatem in a sales order, if the available quantity fag ttem falls

below the amount required, a new window opens that displayslitving options:

Continue tignores the alert, and keep the items as entered

Change to Available Quantitythe quantity in the row changes to what is currentlylalbs
regardless of the date.

Change to Earliest Availablethe row] felivery date changes based on the earliest date that the
guantity is available. If this quantity is not availabldtiture, this option is disabled.

Display Available to Promise Repotithe report shows cumulative quantity by date, based on
the report you can change the delivery date for that Be@.figure 5-7

Display Quantities in Other Warehousespens thdtems by Warehougeport. If the quantity

is available in another warehouse, this report can proh@aformation needed.

Display Alternative ltemstopens thelternative ltemstSelectionwhere you can choose to
offer a different item that you do have available. Thkermative items should be predefined for

the current item
Delete Row+deletes the current row

Even if you do not wish to use the automatic availability chgol can manually open some of the

options:
X right-click the item code to open the alternative items,
X right-click the quantity to open the available to pronneggort

X right-click onthe warehouse code to open the items by warehouse report.
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Figure 5-7: Available to Promise

Backorder . If you would like to place a backorder, simply create a regular order . Use the backorder
report located under sales reports, to trace backorders and their status. The report shows open rows
from sales orders, the ordered quantity, the delivered quantity and the backorder quantity.

Advanced Available- to-Promise Check and Delivery Scheduling

With the SAP Business One version for SAP HANA you can aetigatadvanced Available to
Promise (ATP) check in th&dministration ASystem Initialization4bocument Settings&seneral
Tah

Click the iconE on the tool bar to open the ATP chegkgraphical view displays ah WH P {V

availability . You can scroll right and left on a timeline to see wihenitem is available as shown in

figure 5-8.
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Figure 5-8: ATP Check

When you go ahead and place an order, SAP Business One verifiéeis thieough quantity

available to deliver on the required date. In case feénsufficient quantity, th®elivery Schedule
Details window opens with recommendations for quantity and delidatgs. In this example, the
customer ordered three printers, however only two can be dalivertime, and the third one will be
delivered in a later date as shown in figure 5-9. Ifa@ligmot enough available quantity on the dates

needed, you can choose a delivery strategy:
x Delivery Proposal splits the delivery to match your available quantity
X One time deliverytonly delivers the items that can be sent on time

x Complete delivery postpones the delivery so the entire quantity is deliveradlin
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Figure 5-9: Delivery Schedule in Sales Order

Delivery Schedule Managemaesta tool for rescheduling orders. For example you have a VIP
customer that requested items which are committed to armtb&ymerYou can use thBelivery
Schedule Managemetat view all open orders for the item with the abilibyréschedule one sales
order so that you can fulf’tv KH 9,3 F XV W.RéuHtah{pygerRthDeliMddy Schedule

Managemeninside a saved order by right-clicking on a row to véeligt of all open orders for that

item. Alternatively you can choose the Delivery Schedule Igament icor& on the tool bar then

select the item.

Figure 5-10 shows the proccess of rescheduling a prior ordiee sales order with the higher

priority is delivered in full on time.
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Figure 5-10: Rescheduling order using the Delivery Schedule Management
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Drop Shipment

How would you handle a sales process where your company only seihesnaiddleman between

customers and vendors? Your customer orders from you and you order\iemrda that ships the

items directly to your customer. This is where you can use thg Ship warehouse functionality.

Dedicate one of your warehouses to drop shipment, and applghi sales order when appropriate.

When you add the order, the system automatically recommendstageiarder creation. In the

confirmation screen, you choose which items to order, the vemdbthe prices. You just need to

accept and a purchase order is created in addition to teeasder. The ship to address in the

purchase ordetV WKH FXVWRPHUfV VKLS WR DGGUHVV IURP WKH VDO

When using a drop ship warehouse, as opposadegular warehouse, no inventory transaction is
posted and the committed quantity is not increased. Thiesitbat even during the delivery of the
items, there will be no effect on the inventory level, nat jisurnal entry posted to reflect inventory

value changes. Thus tdeop ship warehouse is not part of the different inventory reports.

To setup a drop ship warehouse gdbt@ P L Q L V WEepV UiR€htory : WarehousesSelect
theDrop Ship checkbox

Automatic PO creation. It is possible to create a purchase order automatically, similar t o drop ship
function, by checking the Procurement Document  box on the Logisticstab of the sales order.
This will open the Procurement Confirmation Wizardallowing you to create a purchase order or a
production order. This function is usefulif \RX GRQIW NHHS \RXU LQYHQWRU\|LWHPV L(
but you want to purchase on an order- by-order basis and reflect the inventory movement in your
general ledger. You can also use the Procurement Confirmation Wizard WR FUHDWH 32fV|EDVHG R
Sales Orders in bulk. See more information in chapter 10.

Accounting and Inventory Impact of the Sales Order

In SAP Business One, a sales order affects the available st@tkThis means that the stock
available to sell is reduced by the quantity in the ondéren you enter sales orders, no value-based
changes are posted to the G/L, but the items are addedcontingtted quantity in the inventory

module.

When an order for items is cancelled or closed, the cteuhtjuantity in the inventory module is
decreased. You can view the ordered quantities in variongtsepuch as the inventory status report.

This information is important for optimizing sales processabstock levels.
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Step 3: Delivery
A delivery indicates that goods have been shipped. A delivegnigtimes referred to as a packing

slip.

Creating and Posting a Delivery

To create a delivery, seleBtles - A/R: Delivery. A blank delivery appears; you select a customer
and fill in the items being delivered. To post the deliveligk Add

Often you may want to create a delivery from a sales ardssles quotation. To do so, simply

display the sales order or quotation and séetivery from theCopy TOE X WW R-@dw lISEU R S
$OWHUQDWLYHO\ \RX FDQ FUHDWW RUGHCRWHW\LROORP PHAOWWLXQ
'RFXPHQW IURP $QRWKHU" ODWHWYQ WKLY FKDSWHU IRU PRUH

How does SAP Business One facilitate the pick and pack process ? Once you have created
a new sales order with an approved status, you may use the pick and pack manager, accessed
through the inventory module, to handle your picking activities. The proc ess starts with the
creation of a pick list, moves to the reporting of picked quantities, and terminates with packaging
and delivery. The pick and pack manager allows you to release some or allitems to a pick list,
perform a partial pick for the items, or pick all items. You can also create a delivery at any stage
of the picking process. See chapter 12 for more information on the pi ck and pack process

You can cancel a delivery document, choosingtat : Cancelor by choosing the same option in
the context menu. In this case, a new cancellation deliverynuerat is opened, and both the
inventory and the accounting transactions are reversedyouncedd the cancelation delivery. Use
this option when you make a mistake creating the delivery douufe exampldf you choose the
wrong customer or item. Alternatively, if items were dekateand sent back to you, create a return
document based on the delivery to reverse all the transactioms.annot create an A/R invoice
from a delivery that has been closed or canceled noyaanreate another sales document with

reference to the delivery. You can no longer make changes ¢totesl delivery either.
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Figure 5-11: Creating a delivery

Note that you cannot copy from a sales order to creapivery if the business partner is still

classified as a lead. See the following text box for desditait changing a lead to a customer.

How does a lead become a customer ? You change a lead to a customer in the business partner
master data. Go to the business partner master record and select Customerfrom the drop-down list
to the right of the business partner code.

You can identify the packaging structure in a delivery docunTéms is especially useful when you
pack and ship large number of iterBglect théPacking Slipoption from the context menu. Here

you can allocate items and quantities to package types
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If one or more items are managed by serial or batch msmight-click the quantity field, and select

theBatch/Serial Numbergption, to identify which batch and serials are releas®d §tock.

Accounting and Inventory Impact of Delivery

Creating a delivery in SAP Business One reduces the actuatonyésvels. When you post a
delivery, the corresponding goods issue is also posted. The goodshkeswar¢house and the
relevant inventory changes are posted. The inventory acisocradited and the cost of goods sold
account is debited based on the current item cost.

Perpetual inventory alert . When your company is setup to use perpetual inventory, it is crucial
that all items have a cost before you sell them. Otherwise upon the deli very of the items the G/L
changes are not reflected. You can choose to block this situation by deselecting the Allow Stock
Release Without Item Costcheckbox from Administration : System Initialization : Company Details
. Basic Initialization

Optional Step: Return

For various reasons, customers sometimes return goods. In thigatasegate a return document. If
the returned goods have already been invoiced, you should creatie aredit memo instead, as

described later in this chapter.

When you enter a return document, you reversigher partially or fully2 the posting of a delivery.
Once a return document is posted, the inventory quantitiegodeded. Posting a return document
also automatically updates the inventory value using the origfma cost that was used in the
delivery it§ based anf the delivery was based on a sales order, it can be redpace the return is
posted. To allow your users to reopen deliveries, activateptien in Administration4System

Initialization Abocument SettinggPer Documentab.

Step 4: A/R Invoice
Once you deliver goods or provide services, you hill the customer aisiA{R invoice. An A/R
invoice is a request for payment. Posting an A/R invoicerdsdbe revenue in the profit and loss

statement.
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Creating and Posting an A/R Invoice

You can create an A/R invoice from single or multiple salegajions, sales orders, or deliveries
VHH 3% XLOGLQJ 2QH 'RFXPHQW IURP $QRX KB Q DODOWRHRU HQ® W/H LC
from scratch by selectingales - A/R. A/R Invoice.

Once an A/R invoice has been posted, it cannot be changleteted because it is a legal
accounting document that creates entries in the G/L.

Figure 5-12: Creating an A/R invoice

Tax Only Invoice . SAP Business One allows you to post a Tax Only invoice. Foexample if you

gave away items as a gift or a trial, and you must charge sales tax, use the tax only function. The
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tax amount is calculated based on the unit price and the journal entry ref lects the tax posting only.

Use the Form Settingsicon to add the 7ax On/ycolumn to the invoice table.

Accounting and Inventory Impact of the A/R Invoice

Once posted, the A/R invoice postfournal entry to the corresponding customer and revenue
accounts. If it is posted without reference to a delivéry A/R invoice also decreases inventory
values and quantities. The inventory account is creditédhrencost of goods sold account is debited
based on the current item cost in addition to the postings toneeisand revenue accounts.

Negative Invoice . An invoice can include negative rows. This can be used to record credits or
returns from the customer in the same document, instead of creating an additional one. Itis also
possible to have the invoice total as negative. A message appears on@ you add the invoice,
however if you confirm it, the negative invoice is added.

Optional Step: A/R Invoice Plus Payme nt

You use this document for cash sales to one-time customers. Holvefigee you can do so, you
need to create a separate master record for one-time enstdrhis master record is usually defined
during the configuration of SAP Business One when you determineithary G/L accounts. If you
KDYHQfW DOUHDG\ V SiMd-dustorés, you Gar do o y\yoi@uninistration :
Setup: Financials : G/L Account DeterminatiorChoose th&alestab. On th&eneralsubtab,
pressTab in theDefault Customer for A/R Invoice + Paymdield to display a list of customers.

Select a customer or enter a new customer for this purpose.

To enter a one-time sale, sel8etles - A/R:  A/R Invoice + PaymenSAP Business One fills in the
one-W LPH FXWifgrimitidridryol; you can fill in details about this custoihdesired. Enter

the items, quantities, tax code, and any discounts, thantik payment means icc(% to display
thePayment Meanwindow. Enter a payment for the full amount of the invoice elick OK.

(Partial payments cannot be accepted.) ClickAtiébutton to complete the sale.

SAP Business One manages the A/R invoice plus payment in the sgrae awatandard A/R
invoice. The corresponding journal entries in the SAP Businesa€ioeinting and inventory

modules are processed automatically once the document is posted.
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Optional Step: A/R Credit Memo

When a customer returns goods, you issue a return documeescabed earlier. But if you have
already posted the A/R invoice, you issue an A/R credit m@&hen you create an A/R credit
memo, you reverseeither partially or fully? the posting of an A/R invoice. Once the A/R credit
memo is posted, inventory quantities are increased, the custonmint is credited, and the revenue
account is amended by the same amount. The sales tax ®@aisted automatically.

There is a restriction about copying return documents tocA¢Rtit memos based on how you
created the return document. If you created the returmusaiibased on a delivery, you cannot
copy the return document to an A/R credit memo. Howdéfveou did not base the return document
on a delivery, you can copy the return document to an A¢Bitamemo.

In SAP Business One, an A/R credit memo can be createdefkimtmg A/R invoices and return
documentsSometimes when a customer is receiving a credit or rebat@lyo want to invoice
them for items they are purchasing. In those cases, yobase negative rows in a credit memo.

The negative rows are billed to a customer, rather tharegivedit.

It is also possible to create A/R credit memos for serizaes-inventory items). The posting of a

credit memo for services has no effect on inventory quasititie

When you have a need to credit a customer for overchargirgdertain item, instead of using a
service A/R credit memo, you can enter the items but manitieut Quantity Postingcheckbox
for the row to indicate the credit would be monetary onlthaout effect on inventory. Use th&rm

Settingsso reveal this figl.

Optional Step: A/R Reserve Invoice

Use the reserve invoice in cases where you bill your customeaebeafo ship the items. In a reserve
invoice, the revenues are recognized, but no inventory trémséakes place. Once the items are
shipped, create a delivery, and copy from the reserve imvatcthis point the reserve invoice status

changes t®eliveredand the delivery is set t©losed

If you credit an un-delivered reserve invoice, the credit mathamot increase inventory level.
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Accounting and Inventory Impact of the A/R Reserve Invoice

Once posted, the reserve invoice posts a journal enting toulstomer and revenue account. No
inventory transaction is posted, however the committed quasiitgreased. When a related
delivery is created, the committed quantity is clearedtla@adn hand inventory level is decreased.

Cancelling an A/R Reserve Invoice

To cancel a delivered reserve invoice, you must create areindept credit memo and use the
internal reconciliation as explained in chapter 3 to matetiwo together.

If you credit an un-delivered A/R reserve invoice, the craeimo will not increase inventory level.

It will only reverse the journal entry which resulted froraieg the A/R reserve invoice initially.

Optional Step: A/R Down Payment Process

In some cases you require a portion of the total due in adyvasually at the time you create the
sales order, in order to get a real commitment from youorest This is also callealDeposit on
Order. For example if your customer provided his credit card infolonadi the time he signed the

order, you will record this as a down payment.

To record this payment, while creating the sales order, ttlepayment means iCl‘,:% to open the

Payment Meanwindow. Once you add the sales order, three documents atexcrea
1) Thesales order
2) Thedown payment invoice linked to the sales order
3) An incoming paymentwhich closes the down payment invoice.

The process is complete when you issue the final A/R invidigeu base the invoice on the sales

order, the down payment invoice is applied, and the amountusaédrom the invoice amount.

Down Payment Amount Reminder . When you apply a down payment, you can choose to pay
the full amount of the order, including tax and freight. It is al so possible to pay an amount above
the original order amount. In this case, when you create the A/R invo ice, by default the invoice total
about will be zero, however if you choose to, you can apply the entire down payment amount, so
the invoice total is negative.
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The down payment invoice can also be created from scratislomivithout reference to a sales

order. Depending on the business process in your company, you tegate sales orders, or
perhaps the advance payment arrives at a later stage, aftetdytheaales order. In these cases, you
can create the down payment invoice independently. When the pagiriees, create an incoming
payment, and apply it to the down payment invoice.

Accounting and Inventory Impact of the A/R Down Payment Invoice

The down payment invoice has no effect on inventory. The fuleddified in the document are
credited to a predefined liability account, and custoseebited

Once the down payment is paid, it can be applied to the A/R mvaidhis stage the amount is
transferred from the liability to the revenue account Gistomer is debited for the remaining

balance

Specify the default down payment account by goingdministration: Setup: Financials :
G/L Account DeterminatiorChoose th&alestab. On thé&Seneralsubtab, pres§ab in thePayment
Advanceo select the liability account his account also appears on the business partner master data,

and can be overridden with a different account.

Applying a Down Payment to an A/R Invoice . While creating the A/R invoice, click the browse
button at the bottom of the document, next to the  7otal Down Paymentfield. A list of paid down
payment invoices for the selected customer is presented. You can choos to draw the entire
amount, or adjust the Amount to Draw field.
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Figure 5-13: Creating Deposit on Order

You can apply multiple deposits on the same order. To vikist af all down payments, right click

the sales order screen and chdeekated Down Payment Transactions.

Optional Step: Blanket Agreement

With a blanket agreement, a customer comtoitsuying certain items or services from you in a
period of time, and you commit to deliver them on tama special price. Throughout the period,

you need the ability to track the fulfilment level of thygeement to make sure you are on track. Use
the Blanket Agreement document to recorgéterms and the system will do the rest. Any time you
sell items that are covered by the blanket agregntbetsales order is automatically linked to the

blanket agreement allowing you to know at any point in timetteemeny status.

The blanket agreement document contains the customer nameriad pean be based on a

monetary value, or be based on items. It has the following tabs:
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General £specify if it is aSpecificor aGeneralagreement. If the agreement is specific, the prices

set in it will be used in the sales documents.

Details there you identify the items, quantities and prices if theeagent is using the Item method.
If the method is monetary, you specify the total amountdéswbunts the customer has committed to
purchase from you. Doubtlick the row in both cases to identify the frequency ahedugle of the

sales amount or delivered quantities as shown in figure 5-14.

Documentstshows all sales documents that were posted for this custorhapgiga to this blanket

agreement.

Recurring transactionstlets you link recurring documents to the blanket agreememter ¢

reflect the sales throughout the period.

Figure 5-14: Blanket Agreement

Blanket agreements are available for purchasing as welkiat) you to commit your company to
purchase from your vendors based on predefined terms. In both sasemasing the blanket

agreement is not a legally binding document, and has na effeaccounting or inventory.
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Building One Document from Another

Sales documents build on each other. Often, a quotation beeosades order that forms the basis
for a delivery and finally an A/R invoice. Figure 5-5rles in this chapter, shows how to quickly
copy a document to the next document in the sequence usi@gplyelr obutton. The original
document is called a base document; the document you ai@até fs called a target document.

Building one document from another saves time and effort.

Document type alert . When you copy one sales document to another, make sure that the base
document and the target document are of the same type, whether items or servi ces. Sales
documents cannot mix items and services, and an item sales document cannot be copied to or
from a services sales document.

SAP Business One makes it easy to follow the trail from docutaetdcument as well. If you
display a sales order created from a sales quotation andrditiase document ictH, SAP

Business One displays the sales quotation the document was ba$sdwlisplay the sales

guotation and click the target document i«E'E'] SAP Business One displays the sales order.

TheCopy Frombutton allows you to select a base document or documents finioch te create a

new document. Clickin@opy Fromstarts thddraw Document wizardexplained in Chapter 10.

Use theRelationship Mapo see the entire document flow in a graphical way, aitloption to drill
down to every document, item or business partner, as well dseseeirnal entry a document
posted. Thd&elationship Magan be opened from the context menu of any documentimgheding

purchasing and payments.

Figure 5-15 shows a sales process that includes a quotatiaieanteo deliveries, A/R Invoice
and a partial payment. The yellow colifrthe invoice box identifies it was partially paid, a blue
LQGLFDWRU PHDQV LW ZDV IXOON®MIGRIHIG D UHG RQH PHDQV

You can drilldown into any of the objects by clicking on th&fou can also right-click on the

documents shown to view posting details, related items andigtiek
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Figure 5-14: Relationship Map

Processing Groups of Documents

6RPHWLPHV LWYV FRQYHQLHQW WR FUHDMB PDRXVP2DAW GRFKRE
batch of A/R invoices or deliveries. In that case, you daise thddocument Generation wizardf
you have a number of customers who are late with payments, yowanato use th®unning

wizardto create late notices. This section describes these wizard

The Document Generation Wizard

TheDocument Generation wizallows you to perform mass processing of target sales dotsimen
Many companies prefer to do an invoice run rather than genemadinglual invoices. This can also
streamline invoicing for your customers. When you use this wigatdcan combine open sales
orders or deliveries in one invoice, making it convenient for cuEt®to pay all they owe you from

a single invoice instead of receiving multiple invoices from you.

You start the wizard by choosiBales - A/R:  Document Generation Wizardn the wizard, you
select the type of the base and target document. For examplesehés a delivery and the target is

an invoice. It is also possible to select the base as salesamdehe target a delivery or invoice.
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Next, you identify whether one base document creates one w@rgailtiple base documents are

consolidated into one target. Finally you select what tmaase of missing data, such as exchange
rate, as well as accounting and inventory alerts such dis lomgt deviation. At the end of the run
you receive a summary of all the documents that were créatEdjure 5-15 you can see the main
steps for the document generation wizard.

Figure 5-15. Document Generation Wizard Steps

Document generation wizard alert . Because creating sales documents creates automatic
entries in the general ledger, the document generation wizard must be us ed with care and
preferably with help from your implementation partner. See Chapter 10 for deta ils.

The Dunning Wizard
TheDunning wizardautomates the process of sending late notices to customersitionadiae
ZLIDUG NHHSVY WUDFN RI D FXVWRPHOORZ2GDRXHOY W EBKB YA HRFL V

payment terms for future orders. With the help of this wizgmd can post dunning fees and interest
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automatically. This information is also useful when repgrtincredit agencies and other financial

institutions about customers.

You start the wizard by selectii®ples - A/R: Dunning WizardYou can specify whether to load a

saved wizard with its parameters or start a new one. #owspecify general parameters, such as the

name of this dunning run and its date then you select businéserpail he wizard allows you to
specify a postingGDWH UDQJH WR LQFOXGH %\ GKIDWa W UBDIER 5O X\VGNG
wizard runs and shows tfeecommendation Reppshown in Figure 5-16

Figure 5-16: The Recommendation Report in the Dunning Wizard

This window lists overdue A/R invoices for which dunning letteill be created. You can choose to
include manual journal entries, credits and payments thabatesed on invoices in the run. You
can collapse the list to include only business partners without indeiaé by clicking tle Collapse

All button. At the end of the wizard you have options to savpdtameter set and exit, save the
recommendation report as a draft and exit, or print duneitgr$ and exit. For more information on

the dunning wizard, see the online help.

Dunning system setup . Prior to running the Dunning wizardyou must setup the dunning levels
and dunning terms in the company. Go to Administration : Setup : Business Partners Each
customer must be assigned with a dunning term. It is possible t o setup a default dunning term
for new customers on the Administration : System Initialization : General Settings : BPtab
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Recurring Transactions

Similar to recurring journal entries as explained in tharitials chapter, you can use recurring

transactions for sales, purchasing and inventory documentex&mple, if you ara service

provider that bills your customers on a monthly basis, you can @eateirring invoice template
with a frequency of one month, and SAP Business One will prgoeptvhen the time comes to post
the invoice.

To set up a recurring transaction, you openRbeurring Transactiotemplatewindow in the sales
main menu to create a document template. Once you spleeitiocument type (such as a sales
order or A/R invoice), you create a draft document. Thenspecify how often the transaction
should be generated.

In Figure 5-17, a sales order has been set up to be posted weakigry Monday for a particular

time period and an invoice has been set up to bill monthly ofirshelay of the month.

Figure 5-17: Recurring Transactions Template

Based on the next scheduled execution date, SAP Business Orecwifimend posting a recurring
transaction. You can view the recommendation using the RecUmamgactions under the Sales

main menu

Accounting and Inventory Impact

Summarized below are the most important accounting andtimyeimplications of the SAP

Business One sales documents discussed in this chapter.
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Sales document ‘ Accounting impact Inventory impact

Payment Invoice

account and credits payment advance as
defined in the customer master data. If
payment means were entered, there will
EH D FUHGLW WR WKH EX
control account, and a debit to the bank
or a clearing account, depending on the
payment means selected.

Blanket No postings No postings
Agreement
Sales quotation No postings No postings
Sales order Increases committed
No postings guantity, decreases
available inventory.
Delivery Debits cost-of-goods-sold account and .
. : Decreases actual inventory
credits inventory account when using . .
. and committed quantity
perpetual inventory system
Return Debits inventory returns account and
credits cost-of-goods-sold account when | Increases actual inventory
using perpetual inventory system
A/R invoice If the A/R invoice is based on a delivery,
GHELWY EXVLQHVY SDUW
account and credits sales revenue
account Decreases actual inventory
If the A/R invoice is not based on a if A/R invoice is created
GHOLYHU\ GHELWV EXVL| without reference to a
control account and credits sales delivery
revenue account; also debits cost-of-
goods-sold account and credits inventory
account.
A/R Down DHELWY EXVLQHVV SDUW

No postings

A/R invoice plus
payment

Debits businHVV SDUWQHUTV
account and credits sales revenue
account; debits cost-of-goods-sold
account and credits inventory account;
debits checks-received account and
FUHGLWY EXVLQHVYV SDU
account

Decreases available
inventory

A/R credit memo

Credits EXVLQHVY SDUWQHU
account and Debits revenue account alsa
credits cost-of-goods-sold account and
debits sales return account

Increases actual inventory

A/R reserve
invoice

'"HELWV EXVLQHVYV SDUW(
account and credits sales revenue

account

Increases committed
inventory if not based on
sales order
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Purchasing Documents and
Accounts Payable

In This Chapter
%o00verview of Purchasing-A/P Process
%o Getting Started: Common Structure and Key Data
%oTaking It Step by Step
%oBuilding One Document from Another
%oAccounting and Inventory Impact
%oPurchasing Checklist

Purchasing is not just about ordering and paying for pencils qait pbps. Rather, purchasing is
the process of making sure that a steady stream of requéttediais is on the way to your company
when and where you need them. As a fully integratedt@edd business management application,
SAP® Business One helps you run the purchasing process, startirtigeyithrchase quotation and

purchase order and continuing with the rest of the purchasing dotsin$AP Business One

DXWRPDWLFDOO\ FDSWXUHV LQIRUP®INZRRWIW R Q FKD\DWE HLSQ VIR VY

well as the uge-the-minute financial state of your business. The real-tire tielps you identyf
potential shortages before they happen (see details abaurtahegquirements planning in Chapter

7). Precise historical information keeps track of which vemdome through for you consistently.

In this chapter we focus on the basic steps involved in executinglaagerorder (PO) in SAP

Business One and the other purchasing documents that flow from it.

Overview of Purchasing-A/P Process

In this section, we take you through the basic three-partggaferdering, receiving, and paying

for goods or services. The flowchart in Figure 65S UHVHQWYV WKH 3ELJ SLFWXUH’

One purchasing documents relate to each other, includioftak optional steps, which are

discussed in the next section.
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Figure 6-1: Purchasing document flow in SAP Business One

6RPHWLPHY WKH SURFHVV GRHVQTW VREROH B RAWD Q RWKKAH S D YZWRKU E
reason, SAP Business One allows you to create other relatedgingcdocuments to address

special circumstances. These additional purchasing documentsyalll to account automatically

for all changes that may occur along the A/P process?paiibh as sending multiple purchase

guotations to vendors to get the best offer, having to refefective items, paying customs charges

or other fees,andsBRQ 2EYLRXVO\ WKLV ZLOO VDYHRBXVIH ORXV ZRR QW WP |

have to manually match the changes to the original purchasiogéots.
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Definitions

The term item is used in a very specific way in SAP Business One. It refers aly to goods and
materials bought, produced, sold, and warehoused.

The purchase request is an internal document that is submitted by an employee including a
request to purchase item or service.

The purchase blanket agreement is a commitment from your company to purchase items or
monetary value from your vendor over a specified period of time.

The purchase quotation  is the document you send to your vendors, so they can provide you
with an offer for requested items or services, including prices, qu antities and delivery dates.

The purchase order (PO) is the document you provide to the vendor specifying the items or
services you want to purchase, including agreed-to quantities and prices.

The A/P reserve invoice is similar to a PO but it includes a request for payment. Itis u sed
when the vendor bills you before delivering an item or service.

The goods receipt PO is the document that denotes the delivery of goods from a vendor to a
company. It is used to update the inventory quantities and values.

The goods return  document is used to reverse a goods receipt PO after it has been posted. It is
used whenever part or all of the goods received are returned to the vendor.

The landed costs document is used when additional costs are involved in the purchase of items,
usually fromabrRDG VXFK DV WDULIIV EURNHUVY IHHV DQG VR RQ

The A/P invoice LV WKH GRFXPHQW LQWR ZKLFK DFFRXQWYV SD\DEOH HQW|
information and sets up the payment.

An A/P credit memo is used to reverse the A/P invoice 2 partially or in its entirety 2 after it has
been posted. It credits the company for the goods returned to the vendor.

The A/ P Down Payment Invoice  is used in a prepayment scenario. The amount is recorded to
a predefined asset account, and moved to the expenses or the inventory account once the down
payment is applied to a standard A/P invoice. This document does not affect inventory.
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Getting Started:
Common Structure and Key Data

All of the purchasing documents in SAP Business One share arsstniicture and use much of the
same data% HIRUH GLYLQJ LQWR WKH GRFXPKDW VYV KHKH fAD P DIERX

document.

Common Document Structure
Each purchasing document in SAP Business One has nearly idaetid®r and footer fields and
four tabs forContentsLogistics AccountingandAttachments

Header fields appear in every window of a purchasing documeutehter vendor data and delivery

dates here, if SAP Business One does not fill it in automitiaalpart of the process flow.

Footer fields appear in every window of a purchasing docunmeiht@ntain the calculated totals for

the purchase, including freight costs and tax.

TheContentdab is where all the specific information about the orddesds or services is entered,

such as quantity, price, item number, and description.

TheLogisticstab contains the details about where the items or servicesllassvpayments are to be
sent. Shipping method is also specified here. Most of thasdptdled from preconfigured master

company details and vendor data.

TheAccountingtab contains the relevant general ledger (G/L) accoumtrivétion for the purchase
pulled from the financial accounting master data. See €hdgdbr more information about G/L
account determination and how SAP Business One handles autgooated entries that come via

the purchasing as well as sales and inventory modules.

TheAttachmentgab contains links to different attachment files assigodhis document. An
attachment folder must be predefined inAlgninistration £System Initialization£General
Settings APath Any attachment file you select is automatically copiethi® default folder
WKHUHIRUH PDNH VXU Halséwgnthdd isvakaldble @ allR@6S.HU RQ
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Figure 6-2: Anatomy of a purchasing document in SAP Business Or

Key Data

Getting the most important data right from the startissthat the A/P processes flow smoothly

and avoids unnecessary roadblocks later especially since SAP Business One allows you to build
GRFXPHQWY IURP H[LVWLQJ RQHV VHHRWKHWGCGQLDW 2Q H QRWXR M
For each of the purchasing documents, therefore, it is wisake sure that the following

information is complete and correct.

Data entry alert . Only users with the proper authorization may enter or update business
partner or other master data. See Chapter 10 for more information.

Key Data: Vendor

Vendor data identifies who is supplying the goods and services. Befategasing documents can be
created, the vendor must be entered in the SAP Business Qofeblistiness partners. See Chapter 4

for instructions on entering master data.
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To locate existing vendor information, either click on thedyuto the right of th&/endorfield in

the document header or pressTiad key in theVendorfield. TheList of Business Partneegppears

in a pop-up window.

If you are authorized, you can enter new vendor informatiofewhéating a purchasing document.

To do so, click on thBlewbutton on the bottom of tHast of Business Partnesop-up window.

Payment method alert . If you plan to issue the vendor a check using the payment wizard,
make sure you have defined the payment method in the vendor business partner m aster data
record. See Chapter 4 for more information on master data management.

Figure 6-3: Specifying a vendor

Key Data: Item

Item data identifies what is being purchased. To locatkithef Itemggoods and materials), press
theTab key or theChoose From Lisicon from thdtemNo. ILHO G LQ W K&orEeRtEabPHQW TV
From the resulting pop-up window, you can select from the lishter new data by clicking on the

Newbutton.
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Figure 6-4: Specifying an item

Usability tip . You can select multiple items from the list by holding down the Ctrl key and
clicking on as many items as desired. To select a range of items, click the first record, hold down
the Shift key and click the last record.

You can enter new or updated vendor or item informationttlirietto the relevant fields in the

purchasing document. However, you should note that this informddies not update the master

data record and is relevant only to the specific purchakingment into which it has been entered.

, I \RX GR FKDQJH WKH YHQGRUYV QD®H LRU WKH LSXHFTKD @ HY F GLRS
pressCtrl + Tab to proceed when you are finished. However, if you want teeragpermanent
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change or create a new item or vendor, we recommend th&hgmge the relevant master data

record or create a new item or vendor. That way, ttee ylau update or the new item or vendor will

be available from now on.

As shown in Figure 6-5jou can change the format of any row in @ententstab of any SAP
Business One purchasing document to insert text or a subtdt@ pfeceding row. Simply click on
the drop-down list in th&ypefield and selecT (for text) or 6 (for subtotal). When you sele€t the
Text Editorpop-up window appears. From here, insert predefined text frodrapedown list or
insert your own text. This is especially helpful when you waibnvey specific instructions to your
vendor about how items should be manufactured, handled, or shipped

Figure 6-5: Changing the type of a row in a purchasing document

Key Data: Pay to and Ship to Addresses

It is important to understand how tBlipto andPayto addresses are used in the purchasing

process.

Shipto address: This information is displayed underltbgisticstab. If you check th&lse
Warehouse Addredsmox underAdministration: System Initializationn Document Settings

Generaltab, the ship to address displayed is the one from the firstextl@arehouse. Otherwise,
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WKH FRPSDQ\YV DG G U HduWwcan vhoGifly th&kifd &ti@regsHhptichasing
documents to ensure that goods are shipped to the correairocat

Payto addras This information is displayed under thegisticstab and is defined in the vendor
business partner master data record. Make suiRath address is the one you want for a given
purchase since this information prints on the check when paysnestied.

Figure 6-6: Where Ship to and Pay to addresses are defined

The tax code in purchasing documents is determined based ofettitedearehouse. Go to
$GPLQLVWUDWLRQ : 6HWXS : tpQl¥rtfQtheRad tode:fbr thid Warekaubke. If
different items have different warehouses, the appropriateotdexappears for each row.

Approval alert . The Approvedcheckbox is selected only if the person creating the purchasing
document has the authorization to post it. See Chapter 10 for more inf ormation.

Taking It Step by Step

Now we look at the process in more detail, one step ateq $tarting with the purchase order.

Step 1: Purchase Order
Creating a PO is the first and most basic task in any psirghapplication. In a nutshell, a PO is a
commercial document issued by a buyer to a seller specifyingems (goods or materials) or

serviceg along with agreed-to quantities and pActhat the seller will provide the buyer.

Creating and Posting a PO

You may create a new PO by clicking on the document nathe imodule menu or by basing it on

an existing sales order. This latter feature is especialfylit&eeping inventory in the warehouse
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is expensive or dangerous (such as with diamonflammable materials), and the company orders

the product from the vendor (that is, creates a PO) ordy aftustomer wants to buy the product

(that is, creates a sales ordeBee more information in the previous chapter aBboap Shipment

32TV FDQ D O ViRbik-ushy tHrd¢temnent Confirmation Wizais explained later in

this chapter. $GGLWLRQDOO\ 329V PD\ EH FUHD WMHRGRXEWRPERWLFD OO\

for more information.

If you have attended to the master data issues discussed gatlieeed to enter only the following

information in your PO:

DeliveryDate This is the date that you would like to receive the it@nservices) being
ordered.

- Vendor 6HH 3*HWWLQJ 6WDUWHG &RPPRDBEMWWXBRWXKIH OFK® SMAH

Contentdab: In theltem/Service Typ#eld, make sure the type you select corresponds to what
you are ordering, as shown in Figure 6-7. Enter all itemsegjviceg but note that you cannot
mix the two items and services in a single purchasing documeangrgwrdering into the table.
6HH 3*HWW L &R FSPARIU BWHEX FW XUH DQG .H\ 'DWD” HDUOLHU LQ

Figure 6-7: Purchasing an item and or a service

Once you have entered this information into the heade€Cantentgab of your PO, the rest of the
document is populated with the data necessary to issu®©théyou are not ready to add the PO (by
clicking theAdd button), you can save it as a draft (by pressilhg+ S or clickingFile : Save as
Draft; see Chapter 10 for more information about document draftSAP Business One, the PO is

the only purchasing document you can amend after it has been added

Approval procedures tip . In SAP Business One not only can you specify who may initiate
purchase orders and who needs to sign off on purchase orders, but you can also set spending
limits for each person so authorized. See Chapter 10 for more information.
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Accounting and Inventory Impact of a PO

When a PO is added in SAP Business One, no value-based augalnainges occur. However, the

order quantities listed in inventory management are incregsedcan view items and quantities on

order in various reports and windows, such as the inventdosseport and thekem MasterData

window. Obviously, having such real-time access to this mm@dion can play a key role in

RSWLPL]JLQJ \RXU FRPSDQ\TVY SXUFKDVLQJ DRMWVVNAIYHQWRU\ PDQ

How PO Information Is Used Later

In the course of a garden-variety accounts payable ggpadien goods are received, purchase

orders are matched with packing slips and vendor invoices befairesthiees are paid. In SAP

Business One, this process is automated: the purchase order candlifleegoods receipt PO

(information from packing slip), which then can be linkedh® A/P invoice (information from
YHQGRUTV LQYRLFH DOORZLQJ LQDRQRADBWVLRWRW RKR N VW RMKWH. \BW
never have to enter data twitespecially if you have been mindful to attend to the malsiier

issues discussed earlier.

Report reminder . The vendor liabilities aging report and purchase analysis report are essential
reports in the Purchasing-A/P module. The vendor liabilities aging report shows all the money a
company owes and how long it has been owed. This is a key report in managing the cash flow of
a company and choosing which bills to pay first in times of cash shortages. The purchase analysis
report allows purchases to be listed by vendor, item, purchasing employee, and other dimensions
to enable detailed analysis of purchasing patterns. Both reports are available under Purchasing
Reportsin the Purchasing- A/Parea of the main menu.

Optional Step: Purchase Request

In some case the purchasing process may be initiated bgleaparrequest document. The purchase
UHTXHVW LV DQ LQWHUQDO GRFXPHQWMVKBVEN WRHSRKRF8D QHIf ¥
items or services by a certain date. The request midiat ldfice equipment or to prepare for an

upcoming sales event where additional items need to be onTHamgurchase request can later be

used as a base document for creating purchase quotationslag®iorders.
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Figure 6-8: Purchase Request document

Optional Step: Purchase Quotation

Any good purchasing manager knows that purchases have to be cqlefutigd to obtain the best
SRVVLEOH RIITHU WKDW ILWV WKH FRPFXDYHV\RNKH®YX Z% MR WHR\ k
few vendors and see which one gives you a better price anddmditery options. The purchas

guotation allows you to create an informal document¢ortequotations you are receiving from

vendors. You can create purchase quotations individually or by asimzgard. For example you are

buying a new printer. There are five known vendors that sell thitepriYou want to know how

soon, in what quantity arat what price you buy the new printétere are the steps of creating

multiple purchase quotations to multiple vendors for your prifieistart the wizard, go to

Purchasing+A/P APurchase Quotation Generation Wizard.
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You can follow the steps in the wizard to set the relevdettsen criteria for the items you plan to

purchase, optionally specify possible vendors, and then run zaedib generate purchase

guotations.

There is an option create an online quotation to automigt&getd an email to the vendors with a
link to the purchase quotations. The vendor can than update ppieegities and delivery dates, and
the information is sent back to SAP Business One with the h#he 81iF (Business One

Integration Framework).

Figure 6-9: Quotation comparison report

Once the expiration date arrived, you can rurRthichase Quotation Comparison Repladated in
thePurchasing APurchasing ReportsThis report shows you all the purchase quotations you
created, with the updated information received from timelmes, allowing you to choose the best

offer and convert it into a purchase order as shown in figi®e 6

Optional step: Blanket Agreement

The purchasing blanket agreement records an agreement leunitla your vendor in which you
commit to purchase certain items or services in a peridchef ind your vendor commits to deliver
them on time and sometimes with a special price. Throughopetiw you need the ability to track

the fulfillment level of the agreement. Anytime you post echasing document for this vendor, it is
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automatically linked to the blanket agreement allowing you tp keek of its status at any point in

time. See more information about the Blanket Agreementrdentin chapter 5.

Step 2: Goods Receipt PO

In SAP Business One, a goods receipt PO is created when wdtergoods from a vendor. In most
companies, the person in the warehouse or the office respdiesitd&ing delivery of shipments
executes the goods receipt PO. For services, the person fortivb@a@rvices are rendered usually

issues the document.

Creating and Posting a Goods Receipt PO

A goods receipt PO can be created new by selecting the docoamae in the module menu, or it
can be built from an existing PO (Figure 6-8 shows both methdg®u lare basing your goods
receipt PO on an existing PO, you may copy all the datained in the PO or use the draw
document wizard (see Chapter 10) to select the data yofimp one or more existing POs. Even if
you copy all data from an existing PO you can still adjustntities and pricesas well as dates,

vendor, and item informatichbefore you post (add) the document.
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Figure 6-10: Creating a goods receipt PO from an existing PO

Regardless of how you create your goods receipt PO, there shawddlifeerences between the data

LQ WKH JRRGV UHFHLSW 32 DQG WKH YHSGRHQW Y KWEKSWEH G RMH
EHFDXVH WKH GHWDLOV LQ WKH YHQ GHRE hfievan dRenggahrt@3V DUH OH.
EHWZHHQ WKH EDVH 32 GDWD DQG WKH YHREGRO YW WKKLISFS ZQW K |

vendor before you post your goods receipt PO.

Managing serial numbers

Managing serial numbers for inventory items allows you to atelyrkocate and track particular
units you have purchased and sold. Every stock movement recoatssghial number was used,

and by using various reports you can view the transaction lagcbfserial number.
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Serial numbers can be used in the Service module as welbn@rsequipment cards can be created

automatically when a serial number is sold. Read more #fdservice module in chapter 9.

On theAdministration: System Initialization General Settings Inventory : Itemstabyou can

set the management method for serial numbers. If you seés@h Every Transactioonption, a

serial number must be identified in every stock entry lease. For items received into inventory,

for example, using a goods receipt PO, you must define thémmender attributes in order to create

them and add the document. If you select@neRelease Onlgption, serial numbers must be

selected to be released on documents that reduce inventinas delivery. That means that upon

the creation of the goodsre&W 32 LW LV QRW QHFHVVDU\ WIRL BEXIWHHOH WKH )
method is mainly dedicated for companies that purchasevahgmes and do not wish the

purchasing process to be held up for the purpose of defining isenidders. At a later stage, the

VHULDO QXPEHUYY DWWULEXWHY DUH XSGDWHG

To define serial number attributes on creation or to selexs to be released, right-click the quantity

field in a document and chooSerial Numbers

Accounting and Inventory Impact of a Goods Receipt PO

,W LV HVVHQWLDO WKDW WKH TXDUBSWLYL IFPYD W RIG VB KH FHVQIGER U X
document. Unlike a PO, a goods receipt PO cannot be ameifteteitl llas been added to SAP

Business One because it triggers both inventory and accourtivggttions.

Optional Step: Goods Return

Of course, there are always those occasions when itemgeaeeee found to be defective or
RWKHUZLVH QRW DFFHSWDEOH DQGFPXWX EB QHW R K QO BHWRR) W E
goods receipt PO, you can create a goods return document, asish€éigure 6-11. This purchasing

document reverses partially or completely the quantity ahgevbased changes made by the goods

receipt PO that was created when the items were received.
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Figure 6-11: Creating a goods return document

Optional Step: Landed Costs

From time to time you may need to account for costs irdunhen importing items from abroad,
such as customs, broker, and insurance feeS8AP Business One you can create a landed costs
document that is used to update the cost of the imported &ed is required for calculating
inventory valuation, gross profit, or any other inventorgtexl calculation. It is mandatory that this
purchasing document be based on a goods receipt PO, A/P Invaicetioer landed cost.. After you
post the landed costs document, the price of the importedigarpsdated. And since it also contains
all the costs that were allocated, the landed costs documeates a journal entry to reflect the

additional import costs in accounting.

If your final costs are not known yet, you can post landed @ssain estimate, and at a later stage
post an adjusted landed cost document with the final nurmecapying the first landed cost

document to a hew one.
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Figure 6-12: Landed Cost Steps

In order to enable automatic journal entries you must definegpopriate G/L accounts. Go to
$GPLQLVWUDWLRQ : 6HWXS CGXWRKDVILQH - WRR®HDAQGHG FRVWT
account. GOt GPLQLVWUDWLRQ : 6HWXS : ,Q YddefveRHd cust&dmsVW RPV *U

allocation and expense accounts.

Accounting and Inventory Impact of Landed Costs

The landed cost document does not change quantity levels inanudbhdoes however update the
item unit cost, based on tkods ReceigPO or A/P Invoiceoriginal cost plus the additional
expenses identified in the landed cost document. The joemtrgl will debit the inventory account
and credit th&€ustoms Allocatiomccount for the customs amount. If you prefer that customs does
not affect inventory cost, the amount will be posted tdCthstoms Expens@gcount instead. As for
the landed cost expenses, the journal entry will debintrentory account and credit the landed

costs allocation accounts.

The final step of recording landed cost is to post a servieenibice to your vendor which
represents the broker you paid the additional expenses to. Hewoutd credit the vendor, and

debit the corresponding allocation accounts so the amount isdtlear
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Step 3: A/P Invoice
7KH $ 3 LQYRLFH LV WKH SXUFKDVLQJ GRRXHFHKGEIW  LIQ Wb 38 KW XIVQ Q
that the vendor sends for items or services ordered and réc€&heaccounts payable clerk usually

creates the A/P invoice that is required to request payfimetite vendor. The A/P invoice results in
a journal entry that reflects an increase in the compéallity to the vendor and updates the tax

account and relevant expense account(s).

Creating and Posting an A/P Invoice

You can create an A/P invoice directly by selecting the mhecit name in the module menu or by
basing it on one or more POs or goods receipt POs. If you sirgheur A/P invoice on one or
more existing purchasing documents, you may copy all thecdatained in the PO or use theaw
Document wizardsee Chapter 10) to select the data to copy from one @ ewisting POs or goods
receipt POs. Even if you copy all data from existing purchagirmgment(s), you can still adjust
guantities and pricésas well as dates, vendor, and item informatidrefore you post the

document.

Data entry tip . Use the Document Datefield in the A/P invoice headertoente U WKH YHQGRUTTV
invoice date. This is important for accounting and auditing reaso ns as the invoice date and the
posting date may differ. You may also wish to change the name of th e Vendor Ref. No.field in
the document header to Vendor Invoice No. This field prints on the check and allows your vendor
to tie the payment to their invoice. See Figure 2-24 for details. You can choose whether to allow
a duplicate vendor reference number, receive a warning, or block this situation. You can select
your desired option in the Administration ASystem Initialization ADocument Settings AEPer
Documentfor each document type.

Accounting and Inventory Impact of an A/P Invoice

Once posted to SAP Business One, an A/P invoice cannot be dharsdeis the legal accounting
document that generates entries in the general ledger. The pd3tend/oice also updates the

related vendor accounts in accounting.

,Q WKRVH FDVHV ZKHUH D YHQGRBYVDIUMHYBHFH LD'HEGL QG BDHIIIR U R
purchase is managed in the warehouse, the resulting A/P inl&ici@ereases inventory quantities

and values.
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Optional Step: A/P Reserve Invoice

The A/P reserve invoice is similar to a PO but it also indwdeequest for payment. It is used when
the vendor is concerned about your creditworthiness and requipsg/prent before delivering an

item

The A/P reserve invoice is a combination of a PO anduest for payment. It can be created
directly or from an existing PO. Once posted, the documentsdélei relevant accounts in the
general ledger without affecting inventory quantities and galliee A/P reserve invoice cannot be

used for services.

Optional Step: A/P Credit Memo

You use the A/P credit memo in SAP Business One to revepsgtior entirely the inventory or
accounting transactions posted by an A/P invoice in the casesyuunlitems later or realize you

have made mistakes while entering data in previous relateldgsimg documents that have not been
corrected. You create an A/P credit memo using the A/Pdevaid your base document (as shown in
Figure 6-13) if you want to establish a link between thettenasactions. However, you can also

create an A/P credit memo without a base document.
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Figure 6-13: Creating an A/P credit memo

If, before you execute an A/P invoice, you have returned itgrdghe vendor has sent you a goods
return document, first create a goods return in SAP Businesth@nwill update the inventory
guantities and values. When you receive a credit membdaeturned items from the vendor,

create an A/P credit memo to update the accounting tiamss.

Optional Step: A/P Down Payment Process

In some cases you are required to pay a portion of thedisgah advance, usually at the time you
place the PO. For example if your vendor asks you to providecyedit card information at the

time he commits to fulfill your purchase order, you will metthis as a down payment.
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To record this payment, while creating the PO, click the paymeans ico® to open the

Payment Meanwindow. Once you add the PO, three documents are created:
1) ThePO
2) TheA/P down payment invoicelinked to the PO
3) An Outgoing Paymentwhich closes the A/P down payment invoice.

The process is complete when you issue the final A/P invbigeu base the invoice on the PO, the
A/P down payment invoice is applied, and the amount is reduaedtfre A/P invoice amount.

Down Payment Amount Reminder . When you apply a down payment, you can choose to pay
the full amount of the order, including tax and freight. It is al so possible to pay an amount above
the original PO amount. In this case, when you create the A/P invoi ce, by default the invoice total
about will be zero, however if you choose to, you can apply the entire down payment amount, so
the A/P invoice total is negative.

The A/P down payment invoice can also be created from kaondite or without reference to a PO.
Depending on the business process in your company, you may net@abr perhaps the advance
payment is done at a later stage, after you add the POskdhses, you can create the A/P down
payment invoice independently. When the payment is done, creatitgaing payment, and apply it

to the A/P down payment invoice.

Accounting and Inventory Impact of the A/P Down Payment Invoice

The down payment invoice has no effect on inventory. The fiddgified in the document are

debited to a predefined asset account, and the vendodigedre

Once the A/P down payment is paid, it can be applied to fRén&oice. At this stage the amount is
transferred from the asset to the inventory or expensmiatccl he vendor is credited for the

remaining balance.

Specify the default down payment account by goingdministration: Setup: Financials :
G/L Account DeterminatiorChoose th€urchasingtab. On thé&eneralsubtab, pres§ab in the
Payment Advanc® select the asset accouhhis account also appears on the business partner

master data. The account can be overridden by enteriffgredi account.
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Applying a Down Payment to an A/P Invoice . While creating the A/P invoice, click the browse
button at the bottom of the document, next to the  7otal Down Paymentfield. A list of paid A/P
down payment invoices for the selected vendor is presented. You can choose to draw the entire
amount, or adjust the Amount to Draw field.

You can apply multiple outgoing down payments on the d&@d o view a list of all down
payments, right click the sales order screen and cti®elsted Down Payment Transactions.

Building One Document from Another

Many of these documents have much of the same informatidh Bai8iness One allows you to
FUHDWH HDFK 3WDUJHW ™ SXUFKDVLWKH RFXWHQ@®REKNHQWERG &

that precede it in the process.

For example, a goods receipt PO is usually built from thehirsdigh which the item was ordered.
When one document is built from another, all the relevant irdtbam is copied from the base
document to the new document. This saves you valuable timetingdudck on redundant data
entry, and it also reduces data entry errors. Howewercgn build purchasing documents in SAP
Business One from scratch by creating the document from thenmaaitn without copying any data

from an existing document.

Document type alert . When you copy one purchasing document to another, make sure that
the base document and the target document are of the same type, whether items or services.
Purchasing documents cannot mix items and services, and an item purchasing document cannot
be copied to or from a services purchasing document.

Locating Base Documents
You can locate base documents upon which to build your target pinglitlcuments in several

ways. See Chapter 10 for more information about documentihgndl|
Here are the two most common methods:

Go toMain Menu: Purchasing+A/P : Purchasing Reports Open Items List
Select the type of base document you are seeking from theddren list

Select the base document you want and click to open
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Once the document is opened, useGbpy ToE X W W R -@dwn li&t tbR&ect the
type of target document you want and click to create

If you would like to create your target document using data fwo or more base documents,
use theDraw Documentvizard. See Chapter 10 for more information about therdiZzee
chapter 5 for more information about copying one document rzottier, as well as the

Relationship Map
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Accounting and Inventory Impact

Summarized in the following table are the most importantitorg management and accounting

implications of the SAP Business One purchasing documents discuskisdcimaipter.

Purchasing
document

Purchase Blanket

Accounting impact

No posting of value-based changes

Inventory impact

No inventory impact

Agreement

Purchase No posting of value-based changes | No inventory impact
Request P J ° P
Purchase No posting of value-based changes No inventory impact
Quotation P J J e

Purchase order

No posting of value-based changes

Allows viewing of ordered
guantities in various reports
and windows, such as
inventory status report and
ltem Master Data window

A/P reserve
invoice

Debits accrued payable/allocation
account and credits business
SDUWQHUSYV $ 3 FRQWU

Allows viewing of ordered
quantities

Goods receipt PC

Debits inventory account and credits
accrued payable/allocation account

Increases inventory quantities

Goods return

Debits accrued payable/allocation
account and credits inventory account

Reduces inventory quantities

Landed costs

Debits inventory account and credits
landed-costs and customs account

Updates last purchase price of
imported item(s) 2 containing
all costs that were allocated 2
in price lists

A/P invoice

If the A/P invoice is based on a goods
receipt PO, debits accrued-
payable/allocation account and
FUHGLWYV EXVLQHVV SO
account

If the A/P invoice is not based on a
goods receipt PO, debits inventory
account and credits business
SDUWQHUTV $ 3 FRQWU

Posts no changes in inventory
(A/P invoice with reference to
goods receipt PO)

Posts inventory changes (A/P
invoice without reference to
goods receipt PO)

A/P credit memo

'"HELWV EXVLQHVV SDU
account and credits inventory account

Reduces inventory quantities
only if not based on goods
return
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The ABCs of MRP

In This Chapter

Y%oMaterial Requirements Planning Defined
%o Preparing for an MRP Run
%o0Using the Wizard to Execute an MRP Run

%0MRP Checklist

Material requirements planning (referred to universally as M&H) the most generic sense, a set
of planning techniques that use lifkmaterials data, inventory data, and supply inputs from
scheduled production and purchase orders, as well as demand ioputsfual and forecasted
orders, to calculate material requirements for made wghidtems. The output of an MRP run is a
set of recommendations to reorder or produce materials basaaderts about materials that will be
past dueBased on the results of an MRP run, the arrival of mégesén be accelerated and delays
in production can be accommodated through schedule changes.aviRiae be used to maintain

proper inventory levels of items purchased for resale.

This chapter explains how to properly model your inventory ancgddrfor products so that you

can use SAP® Business One to support a streamlined MRP procgssrfousiness.

Material Requirements Planning Defined

When a business is considering using MRP, the first and mosttanpsetep is to understand
exactly how the process steps are implemented in SAP Businesk @tieer words, before you

prepare to use MRP, it is important to understand what SAR@&ssOne can do for you.
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MRP terms . For those who may be familiar with the way that MRP is implemented in ind ustry, it
is important to define precisely the terms used in this chapter.

The term generic MRP process refers to the general definition of MRP that is in common use.
We use this term when referring to the larger concept of MRP, not just what SAP Business One
does for MRP.

The term MRP process refers to the scope and definition of the generic MRP process that is
supported by SAP Business One.

The term MRP functionality = means the SAP Business One functionality that supports the MRP
process.

The term MRP run means using the SAP Business One MRP wizard to execute the MRPrpcess
so that the results can be used to efficiently schedule and manage production and replenish
needed inventory.

These terms enable a clear explanation of how MRP is implemented in SARBusiness One.

An MRP run is a schedule calculation that uses sales orders m®$h important factor, although

for goods for trade, the minimum and maximum inventory lessaldgo crucial. An MRP run uses the

date in the sales order indicating when the product must bergeliteecustomers as its basis for

scheduling.. The MRP run works backwards and calculates tibe alawhich items must be

available at the factory, using the bill of materials #radinformation describing how long it takes to

purchase or make items specified in the bill of mat&fiagEDVHG RQ WKH. LWHPTV OHDG W

MRP process scope reminder . The MRP functionality of SAP Business One assumes ftht
sufficient production capacity is available. The results of an MRP run should be reconciled with
the production schedule for a factory. Insufficient capability to fulfi Il the requirements is displayed
on the Historic Data column in the MRP run.

The key to getting the most out of the MRP functionalityAfPBusiness One is understanding how
inventory and demand are modeled and how the MRP run uses thisdtifor. Here is the

definition of MRP as implemented in SAP Business One:

The current state afiventory is modeled through the levels of items on hand in each waseho

supplemented by the items that are already on the way thpawghase orders or production
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orders. In addition you can take into accogaguireqd Minimum Maximumor Minimum *

Maximuminventory level of the item.

The current state afemand is modeled through open sales orders, sales quotations, [Haldset
agreements, inventory transfer requests, recurring oraesaitions, reserve invoices, open
production orders, and forecasts. Entire categories of demaarukdncluded or excluded. For
example, an MRP run can be configured to look only at salessardd ignore forecasts or,
alternatively, to have actual orders consume forecasteditiggto avoid inflating inventory.

The current state gfupply is modeled through open purchase requests, purchase quotations,
purchase orders, blanket purchase agreements, production ordengeaitoly transfer requests.
Similar to the demand calculation, you can pick and chabseh category to include in the
supply state.

The result of aMRP run is a suggested set of purchase orders, production orders, gircha
requests, purchase quotations or inventory transfer recpeggisen warehouses. These
recommendations can be converted easily to actual docurfemisugh materials are not going
to be on hand in time, the MRP run signals when a requirettiguaill not meet its due date
based on its lead time. The recommendation report highligbpoged purchases or production
orders that are past due. The MRP run does not suggest whetbeldtbe better to delay the
date at which the sales orders will be delivered or tongttéo rush the arrival of the needed

items.

The reason to use MRP is simple: it replaces informal, eddnmr-prone production and purchase
scheduling based on the instincts of one or two people witbra structured process that allows
more people to participate using better information. ldeeehe sorts of errors that the MRP

functionality of SAP Business One can prevent and some improvethahtan be introduced:

, ] WKH ZDUHKRXVH VWDII NHHSV L@DHDWRUYV )GR YRVGIODWH @/
about double-checking the accuracy of inventory levels anthstead focus on strategic

procurement cutting a better deal with suppliers.

To reduce procurement costs, order intervals can be settopdolidate purchases of like items.
Minimum order quantities and order multiples allow compani¢akte advantage of quantity and

order discounts.

SAP Business One ... 7o Go 173




a The ABCs of MRP

fananswstHU LV QHHGHG DERXW WKH DELORYWH WR ZIDOOV DREXUJ RDIE
staff to get back from vacation. You can do an MRP run wliuasd get an idea of whether you

have the required materials.

Inventory levels can be reduced because you know how much loé @ins you need are on
hand. Surplus inventory kept as insurance to avoid shortages paduiced, and so can the
bulge in inventory that can result from two people noticisp@tage and each placing an order
ZLWKRXW sWhidwdedyg/ K HU

SAP Business One implements MRP in a way that provides strubturia a flexible manner, so
that the instincts about what orders may or may not araimée represented in the models of
inventory and demand and can inform the MRP runs. The appticddies not place orders
automatically, but instead suggests them. These orders can tingorbeed after inspection by
purchasing professionals or production managers who may havd &pegiéedge that goes beyond
what can be captured in an MRP application. For small adsize businesses, this architecture

provides just the right balance between automation and hands-tool.con

Preparing for an MRP Run

Much of the work of preparing for an MRP run takes place tiirabhe normal routine of using SAP
Business One to run your business. If master data for items, inydnilts of material, purchase
orders, production orders, sales orders, forecasts, and sisfheiit up to date, MRP can provide a

sharp, accurate view of your requirements.

An Overview of the MRP Process
As Figure 7-1 shows, to execute an MRP run, production, supplylesnand data must be accurate.

Once a run is completed, any problems can be addresseat podtiuction proceeds smoothly.

Key Master Data Settings Related to MRP
Most of the documents and data involved in the MRP processnapie and straightforward.
Production orders, purchase orders, and sales orders are dtxthaglist items being bought or

sold.

Three kinds of master data represent the core of the Métdegs: the bill of materials specifies the

items used to produce a manufactured item, the itensgatifies the lead time that it takes to
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acquire each item, and the inventory data represents hotweheach item is on hand. Here are

suggestions for keeping this sort of master data up to datekesuee that the MRP run has an
accurate picture of how to produce goods.

Bill of Materials

The bill of materials lists all items used as inputs to aymioh process. Items in bills of materials
can refer to items that are purchased or made. Made ibeistshave their own bill of materials,
which may include other made items, and so on. An MRP ruis stilt the products in demand and
then traverses the relevant bills of materials to seériéglired items will be available when
needed.
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Figure 7-1: The MRP process

Labor costs reminder . 6RPH 053 DSSOLFDWLRQV KDYH ZKDW LV FDQOHG D 3L
description of the path items take through labor and production processes as they are being
manufactured. SAP Business One has a simplified MRP process that des not model production
capacity. Labor costs, however, can be accounted for. To get the total cost of producing an item,
use resource master data to represent labor hours or machine capacity in addition to entering all
of the items in the bill of materials. Learn more about the production process in chapter 13.
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Item and Inventory Master Data

Figure 7-2 shows thieeadTimefield on thePlanningData tab of thdtem MasterData window
(available by choosintmventoryfrom theMain Mend. This is one of the most important fields to
specify correctly because the accuracy and usefulness of theuR$governed by this data.

Figure 7-2: Lead Timefield used in MRP calculations

The key steps in making sure an MRP run executes correcthg fo#ows:

Enter the required and minimum inventory level for eagimion thdnventory Datatab.

Set the planning method to MRP for each item. If the plannigthad is not set to MRP, the
item cannot be selected in the MRP wizard.

'"HILQH WKH SURFXUHPHQW PHWKRG RW WHO pwithiEeN VD2 PDNH’
documentLV FUHDWHG DQG IRU 3PDNH" LWHIRE ODNHRGXEFM DROD R
are parents of a production bill of materiaHarV HW W R 3VWRDXN HK R RV &h &dRlifidxiad

field is revealed foa Component Warehousldere you can choose how MRP selects the

relevant warehouse for a component in the bill of magerial
Enter the order intervals and multiples for the item, ak & the minimum quantity.

If you are using thé&dvanced Available to Promideature, you can specify checking rules for

delivery dates determination.
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Specify the lead time it takes to purchase or make the égishown in Figure 7-2

Define the number of days outside of the lead time thatyeuwvilling to tolerate before the
demand for the item is satisfied Bslerancedays

You can also create sales forecasts as needed. Salestoaeealiscussed later in ensuming
Forecastssection of this chapter.

Using the Wizard to Execute an MRP Run

With an accurate model of your business in place, you are feadg MRP run, which will help
you figure out how to get the materials you need in time to roakell products.

Executing an MRP run involves proceeding through the following steps:

1) Create an MRP scenario or choose an existing one
2) Select supply and demand data sources
3) Execute the MRP run and analyze recommendations

4) Take action based on recommendations of the MRP run

The complete picture of how you execute an MRP run is explasiad three examples. In the first
example, which covers how the MRP functionality handles a menilbill of materials, each step is
covered in detail. The other two examples, covering consumiagdsts and order consolidation,

explain these two advanced aspects of the MRP procesigaea level.

MRP Example 1: Multilevel Bill of Materials

One of the core features of the MRP functionality of SAP iss One is the way that it analyzes a
multilevel bill of materials, in which one bill of matelsaefers to another bill of materials that could
refer to still more. The challenge is to make sure thatydétemn needed is available soon enough so
that the components can be made far enough in advancetohmaschedule for the highest level

item that includes them. With complex products, bills of maledan cascade for several levels.

SAP Business One ... 7o Go 178




a The ABCs of MRP

Steps 1 and 2: Creating or Selecting a Scenario

To begin the process of an MRP run, you first séléain Menu: MRP : MRPWizard This
presents a simple welcome window that leads to a list sfiegiscenarios. Each scenario defines
the scope of the MRP run. In this example, a bill of mdsewith two levels is analyzed:

Lexmax Printer Bill of Materials

Lead time  Make or On-hand

Component CCD) buy quantity
Memory board 2 Buy 0
Printer head 0 Buy 0
Power supply 1 Make 0
assembly

Power Supply Assembly Bill of Materials

Com onent‘ Lead time  Make or On-hand
%p (CEVD) buy quantity

AC adaptor 2 Buy 0

Power supply 0 Buy 0

At the time of the MRP rurg sales order containing 10 Lexmax printers has been created it
date of December 07. There is no available on-hand iguemfulfill the order as of the order
creation date, December 01. The MRP run determineswéated to have on hand to fill this
order. Figure 7-3 shows tlszenarioDetails window of theMRP Wizard which appears after the

welcome window.
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Figure 7-3: Scenario Details window

This MRP run has a 31-day planning horizon that will anadyzsources for demand in the period
from December 01 to December 31. The MRP run calculatgs ddection and purchase orders
needed for all items included in the bill of materialse $laveScenariobutton that appears on this

and later windows in the process saves the settings used in taeuMR

Step 3: Item Selection

In this step you select which items to include in the run. Y¥ouahoose all items or specific ones
based on a range, item groups or properties. Additionally youpdate the planning parameters for
the selected items by pressing Wadate Selected Itentsitton The change you make here is only

applicable to this MRP run and will not update the item malsteer.

Step 4 : Inventory Data Sources

In the next window in thIRPWizard shown in Figure 7-4, specify which storage locations and

warehouses to include in the MRP run, as well as the sourdesnaind and
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supply.

Figure 7-4: Data Sourcewindow

Choose between 2 optionsRoin By

x Company levekthe system looks at the company as a whole. If you have a deroand f
warehouse number 02 and sufficient inventory in warehouséendd, there will be no
recommendations from the MRP wizard. Also all suggested procurempraduction

documents will be created for the default warehouse.

X Waehousezthe system looks at each warehouse separately and considersritery
levels, demand and supply. If you have a demand from warehousemd2lhe system
recommends a procurement or production document for warehoubemnQg) ignoring
existing inventory in other warehouses. When the warehousedptiged, an inventory
transfer request can be recommended, meaning that suffioientory existsn another

warehouse and you can transfer it to fulfil the demand.
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Step 5 : Documents Data Sour ce

TheDocumentPata Sourcestep specifies the types of documents that are used tcatalsupply
and demand for products, such as production orders, sales artkmjrchase orders, and identifies
which inventory level to consideHere you choose whether to consider a sales forecast, as
explained later in this chapter.

,/ \RX UDQ WKH 053 ZL]DUG E\ ZDUHKBWWHW KRIX GFFDFX FH Q WV\W RV\R
default warehouse, or to the warehouse where the demarghiréd from. You can also add the
option to recommend inventory transfer requests betweerhases in case there is sufficient

inventory in another warehouse location.
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Figure 7-5: Documents Data Source

Executing the MRP Run and Analyzing Recommendations

An MRP run is executed by clicking tiRunbutton in the lower right corner on any of &P
Wizardwindows. This triggers the MRP functionality that calculateseriiinventory and demand
for products, reports whether you have enough materials on daghahakes recommendations
about which actions to take to acquire sufficient materadgire 7-6 shows the results from the

MRP run.
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Figure 7-6: Item list from an MRP run

/IHWTV ORRN LQ GHWDLO DW KRZ WK H BNGVOMGHWE/RBQDOLW\ DUUL

The MRP run created a requirement for the parent itetmag printer to fulfill the sales order
due on December 09 for 10 units.

The Lexmax printer has a lead time of 3 days to prodiccéhe MRP run counts 3 days back
from the due date of December 09 to determine the deeotlatich first-level component
needed to build the Lexmax printer. December 7 and 6 aresiginloiring the count because they
fall on the weekend and are considered nonworking days. Thettiefodee date for each first-

level component is determined to be December 4

The next step is for the MRP run to determine the second-lenglanent requirements. One of
the first-level componesithe power supply assembly, is a subassembly with two iiems;
requires one day for production. In order to have the powerysappémbly available on

December 4, the AC adaptor and power supply need to beldeaila December 3.

Results: The AC adaptor has a two-day lead time, isdhighlighted in red to show it is past due.
If today December 1 and the adaptor is needed today,isheoenay the item will be in stock in
time to fulfill the requirement.

Using theMRP Resultswindow (shown in Figure 7-6), you can drill down to view thastar data
for each item by using the orange navigation arrows. litiaddyou can examine existing purchase,
sales, and production orders; review demand forecasts; anthdémventory level# you expand

the item row in this window

To see any recommended versions of production orders neededttotheeitems for the sales order,
click theRecommendatiortab visible in Figure 7-5). If you click tHgaveRecommendatiortsutton,

you accept and save the recommendations and make them avaithigl@rder recommendation
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report. Remember that saving recommendations does not hagou have created the production

and purchase orders recommended in the régbsimply means that you are saving the

recommendations for later use. Read on for more informationt this report.

Taking Action Using the Results of an MRP Run

The final step of the MRP process is to use the order recomtimndzport to create the new
production and purchase orders needed to satisfy the demanddiactprdn this step, you bring all
your experience and knowledge to this process to supplement whatuskie$s One has done.
You can take the following actions, among others:

Change the dates on production, purchase, or sales orders amdsuofipliers or customers of
the changes

Change quantities on purchase orders to take advantage of gffecgabr to round up or round

down to lot sizes that may mean better prices

Decide to make items rather than purchase them, or vice versa
Shift inventory from one warehouse to another

Change production schedules

Once such changes have been made and entered into SAP BOsiegisther MRP runs may be

made to make sure that all required items will be abvigilan time.

MRP Example 2. Consuming Forecasts

The previous example shows how the MRP analysis looks backward frameltate of an order,
starting with the lead time for the items in a salesmmled then cascading all of the other lead times
in bills of materials for components to determine whether aterials can be obtained on time. It is
also important to understand that the MRP analysis reachesrfband reduces forecasted

guantities so that inventory does not unintentionally get toa high

Excess inventory sometimes builds up after companies prepare an@utdrlg, and monthly
forecasts for the number of units they plan to ship in dalaroid stock shortages and maintain on-
time deliveries. If a company plans production based on forecgstatities and then adds actual
ordered quantities to the forecasts, production may excéeal aeeds and inventory may be

inflated. To avoid this situation, SAP Business One hastaréethat tells the application to reduce
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forecasted quantities by actual order quantities. As a yesilytthe net forecast quantity (forecast

minus ordered quantity) will be added to the MRP run.

This capability of the MRP functionality of SAP Business Onmjsortant because forecasts are
considered sources of demand for MRP. This means that if slsa anforecast that orders for 50
units will come in during a certain period, MRP treats theg¢dast as actual orders and generates
production orders so that the items are ready when needethu@ug with this example, assume
that an actual order for 10 units comes in. Now, MRP wilistdjhe forecast downward by the 10

units ordered to avoid a buildup of excess inventory. This isregféo aonsuming the forecast

/JHWIV FRQVLGHU DQRWKHU H[DPS Salds 06d¥érS@ RO EXm&Oprikt@y H UHF H L
with a due date of December 07. There is no availablgaod quantity to fulfill the order as of

December 01, the order creation date. In addition to tlee eeder you createthere is also

forecasted demand for 50 units on December 09. MRP is sehapdaales orders consume the

forecast. (You can find this on the&ministration: System Initializationt General Settings

Inventorytab : Planningtab.) In our example, the setting is 7 days forward, whieans that the

application searches 7 days forward from the due date (Decd¥lo look for forecast quantities

to consume.

The MRP analysis takes place as follows. Based on the settitigs ¢onsumption method, the
analysis counts forward 7 days and allows actual salessamleonsume forecasted amounts. In our
example, the sales order for 10 units due on December 07noesdld units of the forecasted
guantities from December 09, reducing the forecasted qearititi40 units as depicted in the MRP

results shown in Figure 7-7.

Creating Sales Forecasts  you can create forecasts either manually or automatically. Based on
your past experience selling certain items, you predict when a certain quantity will be required or
you let the system generate forecast based on a simple average or monthly history. Forecast can be
defined as Daily, Monthly or Quarterly. To create new forecasts go to MRP: Forecasts In the
Documents Data Sourcestep of the wizard, choose the forecast from the drop down list.
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Figure 7-7: Results for MRP scenario in which forecasted ordersare consumed

MRP Example 3: Order Consolidation

Another efficiency feature of the MRP functionality of SBRsiness One is its ability to consolidate
orders so that quantities are purchased in amounts that ¢émsdrighest discounts. For example, if a
significant discount were available for Lexmax memory boatusnwhey are ordered in lots of 100,
the MRP functionality will consolidate any needed orderafor Lexmax memory boards up to an
order amount of 100 to maximize the discount. Figure 7-8 sHm@rtder Recommendatiaport.
Here is where you confirm the creation of production ardpurchase orders, purchase quotations,
purchase requests and inventory transfer requests. Youjoah@uantities, dates and vendors as
explained in th@ aking Action Using the Results of an MRP Rursection earlier. Use theForm

Settinggo choose the consolidation options in the order recommendatport prior to updating.
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Figure 7-8: Order Recommendation report

SeeHow to Configure and Use MRP in SAP Business Ond@&0ment to learn more about the

MRP functionality in SAP Business One.
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MRP Checklist

Preparing item master data

%oMake sure item master data records exist for each item

%oEnter the required and minimum inventory levels for each item

%oSet the planning method to MRP for each item

%oSet the procurement method for each item to make or buy

%oEnter the intervals or multiples in which each item s hould be made or purchased
%oEnter the minimum quantity for each item

%o Specify the lead time for making or ordering each item

%oDefine the tolerance days for the item

%o Optionally specify checking rules for delivery dates in the Advanced ATP feature

Running the MRP wizard

%oSelect a scenario

%o Define the planning horizon

%o Specify the items to include

%o Specify the data sources used to calculate demand
%oView the results and recommendations

%o00pen Recommendationreport

%oMake adjustments as needed and click Update
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In This Chapter
%o Getting Started with Sales Opportunities
%oManaging Sales Opportunities in SAP Business One
%oManaging Sales Opportunities in Microsoft Outlook
%oReporting on Sales Opportunities

%o0Campaign Management

&ORVLQJ EXVLQHVV WXUQLQJ OHREV IFRW KD\QD P\H W HIY\H @DKHH \OW |
have to monitor all the leads to view the sales streanwhielie and tend each lead as if it were your

only sale. SAP® Business One gives you a simple way to entenamage your sales opportunities,

providing vital information for reporting and analysis. tidaion, the dayto-day work of turning

leads into sales, such as making calendar appointments, sgttingetings, and sending e-mails,

can be managed either in SAP Business One or in MicrosdtidBut
This chapter describes the tools that SAP Business One puts dingertips, giving you:

- An easy method for moving a lead through all the sales stages

. The ability WR VHH ZKDWYV LQ \RXU VDOHV SLEBHORQHNKRUFR®G6DWQL

whole
Powerful reporting functionality

. A 360-degree view of leads and customers

. The ability to work with sales quotations right from Micragofitlook
How to create and manage marketing campaigns

SAP Business One provides you with all the tools you need to stap af $ales and turn leads into

revenue and, even more important, into satisfied custonf@s@me back again and again.
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Getting Started with Sales Opportunities

<RX QHHG WR WUDFN ZKDW LV PRVNVAERMWSESRPWDLDQW WK HNRXHDFERP E
that will become your revenue stream. You create a sppestonity record for each sales

opportunity and, since you may well be working on more tredeal per customer, SAP Business

One enables you to track by opportunity, not just by customeleadd

Sales Opportunities Process Overview

The basic process for managing sales opportunities in SAP Business shown in Figure 8-1.

Figure 8-1: The sales opportunity process overview

Step 1: Setting up sales-related information

Sales managers set up important information such as the dtagasstle passes through and the
likelihood (by percentage) that a sale in a given stageclgile. This information helps with sales
forecasting. Reports are key to the sales process, andupdaethe sales opportunities module in
SAP Business One relates almost entirely to reporting. d¢hgbu want to monitor? What do you
want to know? Do you want reports on who your competit@® @his information must be entered

so that reports can be generated that help you monitor tmepadttant sales process.
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Step 2: Managing sales opportunities

Salespeople enter sales opportunities and manage themghbubthe sales process. One simple
window in SAP Business One provides salespeople with comprehensiimation about a
particular sales opportunity. Again, the more details you éntesales opportunities, the more
visibility you have when you report on your leads, whether yaur ar those of your team.

Ongoing appointments, phone calls, tasks, and contact managembetd@me through SAP
Business One or using Microsoft Outlook, as described later in tyesh

Step 3: Reporting

Sales opportunities reports give you visibility into thesalpeline, won and lost opportunities,

sales forecasting, and more.

Setting Up Sales-Related Information

You set up information that you want to track for sales dppiies by going tAdministration :
Setup: Sales OpportunitiedHere you can set up sales stages, competitors, partners, and
relationships. You may want to set up all of these paramediat most critical for sales forecasting

are the sales stages.

Some sales cycles are long and some are short. Some havegesrasihsome have two. Setting up
sales stages, and the associated likelihood of closing based estdgss, is very important for
accurate sales forecasting. For example, if a deal hagmtipbbmount of $100,000 but is at a stage

where it has a 20% chance of closing, its weighted ame&a0,000.

In theSales StagesSetupwindow, shown in Figure 8-2, you enter a nhame for each,stagjage

QXPEHU DQG D FORVLQJ SHUFHRKRQMADH HD U)HR WjeH ffild i Sel MhMNHDV TV V [
has a closing percentage of 6% Caler, which has a closing percentage of 95%. How do you

determine the closing percentage? Think of it this wayouf have 100 leads, how many turn into

sales? That is the closing percentage for that sales Htdgeanswer is 20 out of 100, you have a

closing percentage of 20%.
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Figure 8-2: Sales Stages+ Setuypwindow

What if you later discover that more realistic percentageigher or lower than indicated here?
7TKDWTV QR S U R&Limtdsetup &hd/chhRge them; all your sales forecastinigewill
adjusted automatically. In fact, tetageAnalysisreport, created by choosiigalesOpportunity :
SalesOpportunitiesReports: StageAnalysisand shown in Figure 8-3, is designed to help you fine-
tune your closing percentages based on actual history. Youstamadlify the percentage in the
opportunity itself. Perhaps you feel that in this particedes cycle there is more or less chanced for
the opportunity to be successful. Additional information alsalgs reports can be found at the end

of this chapter.
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Figure 8-3: Stage Analysisreport

So far, the SAP Business One features we have talked about betpaypage the status of your

leads and project their outcome. But what about the@tagy work of turning a lead into a sale?

This involves strategic contacts with key people, including phote oa¢etings, and e-mails. It also

involves sending important documents such as sales quotatit®M FULWLFDO WKDW \RX K

to look at all this information in one place.

You have the option of handling these important activities reitinectly in SAP Business One or in
Microsoft Outlook through the Microsoft Outlook integration amdfor SAP Business One. First,
K H U H Se¥lobk & bow to handle these activities in SAP Business Ormenext section describes

Microsoft Outlook integration.

Managing Sales Opportunities in
SAP Business One

The sales opportunities module allows you to create a salegupoin the application

immediately after it has been identified. For exampla,ospect inquires about certain products your
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company is selling. You can respond immediately by creatintgg spportunity, allowing you to
track this prospect and inform others about the statussolietdl.

Entering a Sales Opportunity

To enter and track sales opportunities, go to the SAP Busimesm@in menu and chooSales
Opportunities: SalesOpportunityto display thesalesOpportunitywindow (see Figure 8-4). In this
section, we go into more detail about this window and the ratestant tabs.

Figure 8-4: Anatomy of a sales opportunity in SAP Business One

Who Is Your Prospect?

The first step in entering a sales opportunity is identifyimgr prospect. Click on the button to the
right of theBusines$artner Codefield to display the.ist of Busines$artnerswindow. If your
prospect has already been entered as a customer or asthdaatie prospect will be listed here. If
not, click on theNewbutton to display thBusinesdartner MasterData window. Chapter 4

provides information about entering business partner master data.
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If you are selling to an existing customer, 8aesOpportunityheader includes details such as the
total of all invoices the customer currently owes, taking istmant any credit memos they might
KDYH 6XFK LQIRUPDWLRQ GRHVQYfW DSSO\ RI FRXUVH WR QHZ

Businesg$rartner Territory andSalesEmployeealefault from the business partner master data record;
you can change ther@wnerindicates the default connected owner, who will be used for
authorization purposes, in case the data ownership module is ussdhapter 10 for more details

on data ownership

You can give a hame to your opportunity in @gportunityNamefield; SAP Business One assiggn
a number automatically. Tt®tatusfield defaults tdOpen the sales opportunity remains open until
you close it on th&ummarytab, providing flexibility for you to continue to trathe opportunity, if

desired, even after the sale is closed and the delivefyeesismade, to ensure customer satisfaction.
Closing% is associated with the stage of the sales opportunity, as ddqurss@usly.

Note that only théotentialtab has required fields, but each tab holds a partigyardf

information that helps you track not only this sale, but all wales opportunities as a whole.

7TKH %RWWRP /LQH KDWYV WKH 3RWHQWLDO IRU 7KLV 6DC

Sales managers are especially interested iRdbentialtab as shown in Figure 8-4, and so are you if

you receive a commission on your sales.

On this tab you enter information about when this sale mighecionter either RredictedClosing
Dateor a number of days or weeks or years in which you expedalato close in thEredicted
Closingln field (and the drop-down list allows you to specify days,ksger months). You fill in
one field and SAP Business One calculates the other ongyaofifl in a date, the number is filled

in for you (the reverse is also true).

You must fill in aPotential Amountfor your sale. Th&VeightedAmountis calculated by SAP
Business One based on the likelihood that this sale will clogmirlexample (see Figure 8-4), 6% of
leads turn into sales. Therefore iWeightedAmountis calculated to be $21,002.82, which % 6
(Closing%) of $350,047 Potential Amounj. On theStagedab, as we will see, each sales stage is

associated with a percentage that is used to estimatekadyvitiis that a given sale will close (the
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Closing% field in the header shows the percentage for the currentaitdgye sale). This
methodology produces more realistic forecasting.

Another factor that is important for forecasting is ttleselof Interest Is this a hot lead or just
lukewarm? This drop-down field contains entries defined lhy gompany.

InterestRangehelps you keep track of the kinds of things this client is intetlast making notes
here may help you in the future to make additional sales tpribspect. You can indicate the
SURVSHFWTTV SULPDU\ LOWHUHVW XVLQJ D FKHFNER]

Rounding Out the Sales Opportunity

The remaining tabs on ttgales Opportunityvindow help you track a variety of important

information.

On theStagedab, you track the sales opportunity through the stages, maiogi one stage to
another as the deal progresses. Fotential Amountmay not change from stage to stage (though it
can), but th&VeightedAmountchanges because later stages typically have a higher liketfiood
closing than earlier stages. For each stage you canrliaktavity or a sales document. For example
link a quotation to the quotation stage. You can eitherdimkxisting quotation, or create one from
the opportunity window. Do this by choosing thecument Typand presd ab in theDocument
No.field. To create an activity, click the orange link arroonf theActivity field. Later you can

view all related documents and activities by pressing theibattthe bottom of the window

TheGeneraltab allows you to manage sales opportunities in which a thitg, gaich as a reseller,
is handling the sale on your behalf. TP&rtnerstab, on the other hand, is available for defining
relationships of any type. If you are a general contrafiipexample, you could include
subcontractors on tHeartnerstab. Using these two tabs, you can manage complex sales

opportunities that involve a number of parties.

On theCompetitorgab you specify who else is competing for this sale anthtieat level of that
competitor. The intensity of the competition is gauged inTtireatLevelfield; you can either select

the default for this competitor or choose a differengdhtevel for this particular opportunity.
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If the sale is ultimately won by a competitor, click ttestcheckbox. By tracking such information,
you can later perform competitive analyses about which saddseing lost and won, who is winning
business from you, and why, if you know the reason.

TheSummarytab is important for indicating the status of this opportumityether it is open, won,

or lost.

On theAttachmentgab you find related documents such as sales orders or satatians as well as
e-mail messages, Microsoft Word documents, spreadsheets, agntatiens any type of
document. By keeping all this information together, you cartegeaoherent view of this particular

sales opportunity.

Attachments tip . You can attach documents related to a sales opportunity on a shared server
or on your PC. If you attach documents stored on your PC, SAPBusiness One creates a copy of
the document on a central server directory, which makes it available to anyone viewing the sales
opportunity. If you attach a document to a sales opportunity, therefore , you are in effect sharing
the document with anyone who can view sales opportunities.

Managing Sales Activities
In SAP Business One, everything you do with a customer is calladtvity. There are five kinds
of activities: phone calls, meetings, tasks, notes, campgaignG SRWKHU =~ ZKLm#l, foDQ LQFO

example.

SelectBusinesdartners : Activity from the SAP Business One main menu to displaytiivity
window (shown in Figure 8-5). (Note that you can also attatifitées to any document, and item.
In theActivity window you can set reminders that pop up in SAP Business Oneitiastalso
appear on your SAP Business One calendar. You can link documdratachments as well as

free-form content such as e-mail messages.
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Figure 8-5: Entering sales activities in SAP Business One

To schedule meetings, simply click on the calendar icon onAReBgisiness One toolbar. The
calendar provides multiple views, including a group view that facilitate scheduling team
meetings. Click on a given date and time, and SAP Bus(esegakes you to thictivity window

(Figure 8-5) where you can describe activities and link theousimess partners and documents.

Activities not only report what you have done with a givertact) but what you plan to do. For

example, you record a phone call and set a follow-up remindatitagain.

When you log in to SAP Business One, reminders for scheduiediestappear, helping you

manage your work with clients.
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Managing Sales Opportunities in Microsoft
Outlook

WV WUXH WKDW \RX FDQ PDQDJH2@HO BQ® FWKIDMNEB Y ELHQ Y53\
when you are updating sales opportunities or entering sales oatezsaimple. But since many

people use Microsoft Outlook to manage both their e-mdittleir daily schedule, you have the

option of using the Microsoft Outlook integration add-on for SARIness One to keep track of

your dayto-day work on sales opportunities.

Microsoft Outlook integration gives you access to saleswi#it@ut having to be logged on

continuously to SAP Business One. This is especially valuabsafes managers who travel

frequently and need to be able to view prospect and custiatewhile on the road. For example, a
VDOHYV PDQDJHU QHHGY WR SUHSDINUWHR O LI PRIVEARV IMQ 2 XDWAO R RANK
allows him to synchronize information between his contadi4iénosoft Outlook and business

partners in SAP Business One.

Microsoft Outlook integration add-on installation alert . Microsoft Outlook integration
requires an SAP Business One add-on that should be installed by younimplementation partner.

The sales manager can generate an Excel-based snapshot of @dudistomer data, such as open
activities, open deliveries, and invoices, as well as quotadioth®rders that need to be processed.
He can change data and synchronize the changes later witBigitess One. It is also possible for
the sales manager to create quotations directly from Midr@dafook and send them to the
customer via e-mail. At theext synchronization, the quotation will be imported into BARIness

One and made available to the sales department for furtherspiog.

Figure 8-6 illustrates the functionality of the Microsofttidok integration add-on.
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Figure 8-6: Microsoft Outlook integration with SAP Business One syrthronizes your work in
Microsoft Outlook with your work in SAP Business One

What kinds of things can you do with Microsoft Outlook intéigre? Take a look at this list:

Import contacts from SAP Business One and synchronize thenigtbsoft Outlook
Save e-mail messages and attachments as SAP Business Otiesactivi

Import tasks and calendar activities created in SAPriggsiOne into Microsoft Outlook
Edit, view, and create sales quotations and save them to 8giReBs One

Create upo-the-minute snapshots of customer sales and vendor purchasingesctiviti

Most importantly, Microsoft Outlook integration helps incregser productivity and simplify your
work. It provides you with a holistic, integrated way tamage your schedule, e-mail, and activities

while giving you access to all the latest information from $ARiness One.

What Does Microsoft Outlook Integration Look Like?
Figure 8-7 shows the integration of SAP Business One into Mi¢r@stook. To work with the

Microsoft Outlook integration add-on, you must be logged in tB 88siness One.
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Figure 8-7: SAP Business One menu in Microsoft Outlook

Synchronizing SAP Business One and Microsoft Outlook

SAP Business One has contact persons, activities, and documemtsdliOutlook has calendar
appointments, contacts, and tasks. Since this informatioorexdsh separate databases, it is
important to synchronize it. And to synchronize this infdiama we need a common link between
Microsoft Outlook and SAP Business One. Business partner infiormrgerves as that common link

between the two applications.

To synchronize with SAP Business One, therefore, each calepgaintment, contact, or task in
Microsoft Outlook must be associated with a business parthersdaziate a contact with a business
partner, display the contact in Microsoft Outlook and s&&dBusiness One Associatewith to

display anAssociatenith window shown in Figure 8-8.
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Figure 8-8: Associating a Microsoft Outlook contact with an SAP Busness One business partner

Click the lookup button to the right of tiBusinesartner Codefield to display a list of business
partners, or clicliRecommentb display aSelectContactfrom Recommendatiowindow. This
window lists business partners who share the same e-mail domain itartreeviicrosoft Outlook
contact. Select the appropriate business partner andaiclAfter the contact is associated, click
theAssociated Contadb view the database hame, business partner and contactha rtiés

contact is associated with.

If the contact names in Microsoft Outlook and SAP Business enaifferent, theCreateasNew
ContactPersonbutton is activated automatically. If the names arsame, théJseExisting
Contactbutton is activated. ClicBynchronizd hisand therOK to dismiss the message that pops
up, then clicksaveand Close At this point, you can go into SAP Business One and seehthat t

Microsoft Outlook contact is included on the business partnerd.ecor

You associate tasks and calendar appointments with SAP BuSinedsisiness partners in a
similarly intuitive fashion. When you add an appointment tary@alendar in Microsoft Outlook and

synchronize, it updates your calendar in SAP Business One. $jimitesks are added as activities in
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SAP Business On€alendar appointment, task, and contact deletion alertwWhen deleting a

=)

calendar appointment, task, or contact in Microsoft Outlobkck whether it should be deleted i

SAP Business One as well. Deletions are not automatic sincand@reversible.

Bulk Synchronization

2IWHQ \RXTOO Zn&nst justhny capfadt,c&e@dar appointment, or tasknoy at
once. To do bulk synchronization in Microsoft Outlook, seB&PBusines$ne : Synchronization
. QuickSynchronizelf you want fine-grained control over what is synchronizbdose
Synchronization: Synchronizeénstead. Consult the online help for details.

Saving E-Mail as an Activity
Keeping e-mail messages as part of a business partner recgmé atrategy. Everyone in the
organization can see the e-mail related to a given bugiaeseer, enabling everyone to have the

complete details about a given customer or prospect.

Another key benefit to saving e-mail as an activity is thatgan automatically create follow-up
activities that remind you to take certain actions. Toifpadat the default follow-up activity
should be, in Microsoft Outlook seleéBAP Business One DefaultSettings: SaveE-mail as

Activity.

To save an e-mail as an activity, display the e-mail mesisagicrosoft Outlook, then choose either
Quick SaveE-mail asActivity or SaveE-mail as Activity from theSAP Business Omaenu in
Microsoft Outlook. Similar to synchronization, selectbgveE-mail as Activity gives you fine-
grained control over exactly how this e-mail is saved, includfimgecessary, creating a new contact
person for the business partner, linking an existing documenteaiihg a follow up activity. You
can choose whether to save any attachments along with thé message. Figure 8-9 shows how
an e-mail message looks in SAP Business One. This e-mailgeesaa a follow-up to a phone call.

To display an attachment, simply click on #igachmentgab of theActivity window.
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Figure 8-9: An e-mail from Microsoft Outlook saved as an activity
in SAP Business One

You can save an email as an attachment easily, in evenyndot, on théttachmentgab. Simply
drag the email and drop it into an open document suclyagstation, and the email will be linked to

the document in thattachmentgsab.

Working with Quotations in Microsoft Outlook
Quotations in Microsoft Outlook work a little bit differenfipm what we have discussed so far. To

import quotations from SAP Business One, go tc3A@BusinesOnemenu in Microsoft Outlook
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and choos®uotations: Set Filterto display theQuotationsFilter window. In this window, you
set options that filter which quotations are importeitkCbaveand Refreshto import quotations
using these options. Quotations are stored in an e-mail fdtledQuotations shown in Figure 8-
10.

You can create quotations in SAP Business One and then ithportinto Microsoft Outlook. After
you import them, you can display them, edit them, or send #seeamails. You can also create new
guotations directly in Microsoft Outlook. Tl@uotationwindow provides you with direct access to
information such as customer, warehouse, quantities andésepaicing, just as you have when
creating quotations in SAP Business One. In fact, when yooraglitdate quotations through
Microsoft Outlook, they are updated or added in SAP Businass 1@ additional step (such as
synchronization) is needed. You can send the quotation immedi&ein email message by
pressing th&endbutton.
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Figure 8-10: Importing sales quotations into Microsoft Outloo k

Generating Snapshots of Business Partner Activity

Snapshots provide you with powerful, detailed information soyitiatcan effectively work with

customers and leads. Microsoft Outlook integration gives yoophertunity to see a snapshot of

information about business partndK HQ \RX VI\QFKURQL]JH D JLYHQ FRQWDFW¢Y
choosesynchronizd his from theSAPBusines©Onemenu in Microsoft Outlook, you are prompted

to create a snapshot of information for that business pa&napshots are Excel workbooks that

provide detailed information about a given business partner. Yoahmose from 10 snapshot

templates or create your own.
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You can select a snapshot and generate it in one step by digglagicontact in Microsoft Outlook
and choosingAPBusines©ne : Associate withTheAssociatenith window appears, as shown in
Figure 8-11.

Figure 8-11: Selecting a snapshot

On theSnapshotab, choose &napshoflemplatefrom the drop-down list. To generate the snapshot,

click Synchroniz& his

The snapshot that you create appears iGdeeral WDE RI WKH FRQWDFWTV UHFRUG L

Double-click on the shapshot to open it in Microsoft Excelslzown in Figure 8-12.
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Figure 8-12: A customer snapshot opened in Microsoft Excel

The snapshot includes a summary page (shown by default) that isttnttetdiled worksheets for
all the summarized information. To view more detailsuailservice calls in the snapshot shown in
Figure 8-12, for example, double-click to go to that pafgbe workbook or simply choose the

Service Callgab at the bottom of the workbook.

Reporting on Sales Opportunities

Reporting on sales opportunities is a key step, both for indivédlespeople and for sales managers
and corporate executives. The SAP Business One main menu listsxdard sales reports that you
can run to manage sales opportunities and perform forecastingnalysis. To generate any of these
reports, selecalesOpportunities: SalesOpportunitiesReportsand choose the report you are

interested in. The table on the next page summarizes thatdgaiports.

Using these reports, you can analyze every aspect of tisgpsatess to determine the status of
opportunities that are currently on the table as well agttiag have closed. This data helps your
salHV PDQDJHUV SODQ WKHLU VDOHV IMWNUDWHZKD QGLM Q B @ XIDQVW

winning new business.

SAP Business One ... 7o Go 209




Sales Opportunities

Selection criteria

What it shows

Business partner, territory, main
sales employee, last sales

All open sales opportunities

Opportunities employee, stage, date, industry, | Sort order: territory, main sales
forecast documents, amount, percentage | employee, and business partner
rate, sources, partners, and (two grouping levels)
competitors
Same as opportunities forecast | Forecast that can facilitate
. plus status revenue projections over time; can
Opportunities

forecast over time

include closed opportunities
Sort order: month, quarter, and
year

Same as opportunities forecast
over time

Open, won, lost, and total
opportunities

Oppor.tunltles Sort order: same as opportunities
statistics )
forecast plus item number and
item group (two grouping levels)
Opportunities Same as opportunities forecast | Simple list sorted by opportunity

over time

number

Stage analysis

Start date range, predicted
closing date range, sales stage,
sales employee, business
partner, and optional inclusion of
opportunities with expired
closing date

A graphical report (see Figure 8-3)
that can be used to analyze stages
in which opportunities are and the
actual closing percentages for
each sale

Source
distribution over
time

Same as opportunities forecast
over time

Sales opportunities by source; can
be displayed graphically

Won opportunities

Starting date range, closing date
range, sales employee, and
business partner

Sales opportunities that have been
won

Lost opportunities

Same as won opportunities

Sales opportunities that have been
lost

My open No selection criteria -

. Open sales opportunities
opportunities
My closed No selection criteria

opportunities

Closed sales opportunities

Opportunities
pipeline

Business partner, sales
employee, stage, date,
documents, amounts, and
percentage rate

A graphical display of the sales
pipeline (Figure 8-13); right-click
on the graphic to create a dynamic
opportunity analysis (Figure 8-14)
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Running the Opportunities Pipeline Report

Perhaps one of the most important reports i€OgeortunitiesPipelinereport, shown in Figure 8-13,

DV LW SURYLGHV D YLVXDO DQVZHIKIWIW KK S\HUH QRIEBDOLYHOH?
used to analyze the open opportunities in the sales pipelihmakes it easy to identify the

proportion of open opportunities in each stage relatiad tmpen opportunities.

Figure 8-13: Opportunities Pipelinereport
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You can display th®pportunitiesPipelineasa dynamically changing graphic by select{gto :
DynamicOpportunityAnalysisor by right-clicking anywhere in th@pportunityPipelineand
selecting this option (see Figure 8-14).

Figure 8-14: Dynamic representation of the sales opportunities pipeline

The DynamicOpportunityAnalysiswindow represents each sales opportunity as a balloon whose
size corresponds to the potential amount of the sales opppriBaih open and closed sales
opportunities are included. Each of the vertical divisions repieaestage in the sales process. The

balloons move according to their changing status along the longitadiisalwhich represents the
stages of the sales process.
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Campaign Management

$ FULWLFDO SDUW RI WKH FRPSDQ\fTMW RRKMHR ¥nH pbtswel. QHQHU D W
customers.. You might be surprised to know that SAP Business Orecad@ and manage

marketing campaigns using multi-channel communication. For dgarop now offer a new

product line and want to notify your customers. Using the Campaagragement you can create an
emailandsenditWR D GLVWULEXWLRQ OLVW WKD#®ehahke@em@alHVY \RXU FX
contact list, using a well-designed email template. Once yoa igponse you can record it in SAP

Business One, create an activity, a sales opportunity desdacument.

To create a new campaign, goBusiness PartnergECampaignor Campaign Generation Wizard.
Using the wizard is an easy stiep-step process allowing you to generate a campaign based on
diverse criteria. Once you start the wizard, you need taifgiehe channel, the target group which
you define ahead of time, and optionally an HTML templatestaded in case you are using an

email campaign.

Figure 8-15: Campaign Details step
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In the next step of the wizard, the contacts from the teel¢arget group appear. You have an option
to add, remove or import external list of contacts from B4Sel as shown in Figure 8-16. You can
also choose to create an activity document automatiwallyach contact, that is an existing business
partner, and assign them to a user or an employee in thesyste

Figure 8-16: Import external contact list
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The final step executes the wizard, and creates a cang@igment. If you used the email type, a
new email message opens, using your local outlook accountalvtie contacts in the blind copy
field. You can drill down to the campaign document and ceoesponses, add or remove contacts,
and create a sales opportunity or another sales documerasssales quotation directly from the
campaign. If you choose to create a sales opportunity, agsedtztion or a sales order for an
external contact, the system automatically createmad master data record for this contact that
includes all the information provided in the campaign. If y@ate a delivery or an A/R invoice, a

Customemmaster data record is created automatically.

Use theCampaigns Listeport to view a list of your campaigns and analgsponse rates, number
of leads generated, number of sales opportunities cregtpdrtunity win rate, and more. All this

information helps you analyze the effectiveness of your campaigns.
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In This Chapter
%o Getting started
%o Customer Equipment Card
%o Creating Service Calls
%oMobile Application

%o Service Reports

This chapter describes the Service module in SAP BusinesdJSa¢his module if your company
provides different services to your customer and wishes toitracck formal way. The service can
be based on particular items, serial numbers, item grougenerally provided in the customer
level. Using this module, you can also get robust reportsregtiirds to open service calls,
resolution time, and more. This allows you to analyze andiateathe service level and service

representatives in your company.

Getting Started with Service

In order to start working with the service module accuyat@u need to set up service contract

templates and determine whether a customer equipmenuitidoe created automatically.

Service Contracts

The system has three default service contract tempBiteisze, SilverandGold. You can add
additional ones to define different coverage, expected resgoreseand expiration date. Figure 9-1
shows the gold service contract type, which provides full coveralymling parts and labor, as well

as service on holidays.
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Figure 9-1: Gold Contract Template

Customers that are entitled to receive service from your aoyrgizould be assigned a contract. You
can use one of the templates as a basis, or create it fratthsd o assign service contracts to your
customersgot&« HUYLFH :6HUYLFH &RQWUDFWYV

As mentioned earlier, in SAP Business One you have threedygesvice, and this is determined in
the service contract. Figure -9-2 shows an existing serviceacbfitr a customer, and the different
types of service. Contract entitlement can be limitespiecified serial numbers or item groups, or if

the contract type i€ustomer, no restrictions apply.
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Figure 9-2: Service Contract Types

Service contract type reminder . Although you define a default contract type, at any point in time
it is possible to update this field. If you change the contract type from a Serial Number to Item
Groups for example, the serial numbers will be deleted and you will have to select item groups. An
alert will be displayed before the change is applied.

Setting up automatic creation of customer equipment cards

If you provide services for particular units you have sold, thainsiéhat your service type is serial
numbers. In this case, a customer equipment card (CEChmgstated for these serial numbers. If
you choose to, SAP Business One can automatically aéaE€ when you sell a serial number via
a delivery or an A/R Invoice. For this to occur, onehef attributes of the serial number must be a
unigue value per item. Go fadministration: System Initialization. General Settings

Inventory tab: Items subtabin theUnique Serial Number bijeld, choose one of the three

attributes, and check thauto. Create Customer Equipment Cdnak.

To further automate the process, linWarranty Templatéo the item master data, general tab. This
is one of the service contract templates that exist in thensy&tece you deliver a certain serial

number, both a CEC and a service contract are creatamhatidally for the customer.
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Customer Equipment Cards

As we mentioned before, the CEC can be created automatidallvever it is also possible to create
it manually from théviain Menu: Service: Customer Equipment Cardror manual creation you
must enter a unique value in the serial number attrilgtgpu defined it in the system initialization.
Additionally, you must select an item code and a customer code.

Figure 9-3 shows a customer equipment card that was cea#tadatically. All the service
contracts, existing service calls, sales data and mocksplayed in the CEC window.

Figure 9-3: Customer Equipment Card

Creating Service Calls

Now that we have service contracts and CECs, we carciating service calls. Go &ervice:
Service CallThe service call represerds event where your customer contacts you to request
service, and you wish to record it in the system for monitopurposes. The service call contains
the CEC, the time it was opened and closed, which usetduhiie: call and the time it took to

resolve the issue. You can link an Activity, for examplsdbup a reminder for a follow up. You can
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record the solution provided, and list additional expenseésvre required to resolve the issue. To

create a Service Call, follow these steps:
Select a customer: the system performs a credit check arthitets whether this customer has
a valid contract. If there is no contract, you can cantine alert and continue anyway.
Select an item and a serial number
Enter the subject of the call
Optionally enter general information such as problem type.
The call is assigned to you by default; however you can assigiotioea user, or to a queue.

Figure 9-4 shows an existing service call. You can add monematmn to the call such as remarks,

solutions expenses and the history of the call.

Figure 9-4: Service Call
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Recommended solutions . On the Solutionstab, press the Recommended button. Solutions
from the knowledge base that were used in the past for this item are displ ayed. Choose the
appropriate solution if it is applicable to your problem.

Using Service on your mobile device

As a service technician you need to have access to your cudtdprgice contracts, your open
service calls for today and more to planytd GD\{V ZR U SAR Busiids$HOdeRree mobile
application lets you connect to the company database to vieizesealls that are open, see
customer master data and service contacts, as well as dasababtics and reports regarding the

service call backlog.

Figure 9-5: Mobile Device Availability

Once the application is installed, you need to provide some ooafiign parametest both on the
mobile device and in SAP Business One, to ensure you are cogniecii secure way. You also
need to provide your SAP Business One user name and password wiham iyo$o that your user

license and credentials apply in the application as well.

Note that the mobile application provides much more functitgnalich as to do lists, approvals,
items, pricing, and warehouse information. You can alsate business partners, items, sales

opportunities, quotations and sales orders. Ask your implen@mntzditner for more information.
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Service Reports

The various service reports give you the opportunity as a mateagmnitor and analyze the

service level provided by your company. As a manager, you caheunports by user, by response

type and view average closure time. As a service representaiu can view open calls waiting to

be handledas well as see a list of your open service calls and cvealis.

Report Selection criteria

Service Calls

Created On, Resolved On,
Customer Code, Handled by,
Item, Queue ID, Problem Type,
Priority, Call Type, Origin, Call
Status, Overdue Calls

What it shows

All service calls within the
selection criteria, including Call ID,
customer and item information,
serial number, subject, creation
date and more.

Service Calls by
Queue

Same as Service Calls report

Same as Service Calls report,
except grouped by Queue

Response Time by
Assigned to

Same as Service Calls report

Grouped by user, Call ID,
Response type, Time in Queue

Average Closure
Time

Same as Service Calls report

Closed service calls, including the
creation time and date, closure
time and date, and the calculated
time for closure

Service Contract

Customer code, contract start
and end date, contract type,
status and service type

All service contracts with their
type and status.

Customer
Equipment Card

Customer and Item selection.
CEC status

All CEC, with customer name, serial
number attributes, item code,
contact person and status

Service Monitor

Handled by, queue, and priority

Live report displays a graphic of
open and overdue service calls

: NA All service calls that are handled

My Service Calls
by the current user
My Open Service | NA All open service calls that are
Calls handled by the current user
My Overdue NA All overdue service calls that are
Service Calls handled by the current user
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Authorizations, and Approvals

In This Chapter
%o00verview of Document Creation Features
%oAuthorizations, Approval Procedures, and Document Drafts

%oAccelerating Document Creation Through Wizards

This chapter examines document creation features such asetdainafts, drawing documents from
one another, and mass creation of documents. These aravttyethat SAP® Business One helps
users accelerate and automate the process of creating docuByertmbining authorizations and
approvals with document creation features, the applicationde®w powerful toolset so that users

can perform only tasks that are appropriate for their lefvedsponsibility and authority.

Overview of Document Creation Features

The document creation features of SAP Business One makiivepeisks as easy as possible, so
that with little effort or repeated work you can quickleate the documents you need. Because
document creation is such a central activity in SAP BusiDess different methods exist to serve
the different situations that users find themselves in. Thenast common ways to manually create
documents one at a tirhausing add mode or using an existing document @rafe shown in the

following two figures.

When you navigate through the main menu, frequently the datusnepened in add mode. When
searching or scrolling through documents, you can enter addgaatessingCtrl + A or by

clicking the add mode icon (see Figure 10-1). In add modédtdéutton appears in the bottom left
of the screen. Once you enter data, you post the documaddt anaster data by clicking theld

button.
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Figure 10-1: Creating documents using add mode

Instead of clicking thé&dd button, you can use tlkée menu to save documents as drafts, or right-
click the document header. A document saved as a draft ecssebas a template to create similar
documents over and over as a recurring document template. Bocdmafts are also used to store

documents that are moving through an approval procedure.

Figure 10-2: Using document drafts to create documents

Both of these methods for creating documents are straightibawa involve the typical process of

filling out a form and saving it.
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In addition to supporting the manual creation of documents,EB&ihess One offers the following

wizards:
x  Draw Document Wizarébr creating a target document based on multiple baserdnis
x Document Generation Wizafdr creating multiple sales documents
x Procurement Confirmation Wizafdr creating purchase documents

x Purchase Quotation Generation Wizdad creating multiple purchase quotations based on
items or Purchase Requests, as explained in chapter 6

x Payment Wizardor creating incoming and outgoing payments in bulk as explained in
chapter 3

The first three wizards are explained later in this arapt

Authorizations, Approval Procedures, and
Document Drafts

Approval procedures and authorizations are two aspects alefifgtion in SAP Business One. By
granting and limiting authorizations of a specific user, yderdgine what functions the user can
access and what actions he or she can perform. Approval presqatovide the administrator a way

of fine-tuning what each user can do.

Perhaps you are wondering about the relationship between autiboszapproval procedures, and

document creation. Well, these features can be combineekdonple, a salesperson can create sales

orders and grant specified discount percentages. As the attatioi, you can then fine-tune this

authorization so that the salesperson can create sales orders sypecific amount. You can also

XVH DSSURYDO SURFHGXUHYV VR WK SWRWDOB U B MIRARGHWYVVPW QL

certain discount percentage.

SAP Business One ... 7o Go 225




@ Document Creation, Authorizations, and Approvals

User Authorizations

The process of setting up authorizations in SAP Business Qke g®nding out a set of keys that
allow access to certain features and functions. Authorizatiermit or prevent certain users or
groups of users from performing such functions as:

Creating certain types of documents

Viewing or managing certain types of data

Creating user accounts

Setting permissions for other users

Accessing features from the main menu

Posting documents when the period status is Closing Period orkedi&xcept Sales

Authorizations make use of the organizational model of your budinedtow access to be
controlled by the management level of a staff member. Autdtions can be copied from one user

to others, and all changes made to authorizations are tracked

General Authorizations

The authorization mechanism of SAP Business One provides filredreontrol of which features
of the application are available to each user. As Figurg diiows, théuthorizationsvindow
(reached by selectilydministration: System Initialization: Authorization$ brings together a

list of users and a list of all functions available in eacidule of SAP Business One.
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Figure 10-3: Authorizations window

Each module includes a list of the functions available andacgghts that can be granted or denied
on a per user basis. This window provides additional settings for maxdiscounts and maximum

cash amounts for incoming payments.

To save time when you have multiple users with similar authitions, define the full authorizations
for one user and then copy it to others by pressin@tpy Authorizatioabutton and then choosing
the users who need the same or similar authorizations toléogeskeuser. Later you can fine-tune

the authorizations for each user if necessary

Permission Groups

Instead of managing the authorizations by the individual usemamgreate permission groups,
such as sales, procurement and warehouse, assign users tafhegd define the authorizations
by group insteatdy user. That way, if you hire a new employee, you simply assigror her to a

permission group, based on the role, and all the authorizapphsimmediately.
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To create permission groups, goAministrations4system InitializationEAuthorizationsfE

Permission GroupsThen choos&eneral Authorizationso define the detailed authorization for the

group.

Password Administration

Use the password administration window to define the secuvigy fler passwords in your company.
Goto $GPLQLYVWSeDpW GB@ral : Security.You can choose one of the three built in
levels: low, medium or high, or use tGeistom option to define your own. Here you can choose
minimum length, minimum upper and lower case charactersmuin digits, expiration, and more.

All users are requiretb follow these rules in order to login to the system.

Super user vs. non-super user . When you create users, choose whether they are super users or
not. You only define authorizations for non-super users. Non-super users cannot access the

authorizations screens, and can only change passwords for themselves.Make sure you have at least]

one super user in the company database.

Data Ownership

In addition to general user authorizations, you can controlndectiaccess usirigata Ownership
authorizations. The data ownership authorization identifieswhner of a specific sales or

purchasing document and permits other users to access or chatndgctiment according to their

relationship with the owner. For example, two sales emplayeeauthorized to create quotations,

EXW DV D PDQDJHU \RX ZRXOG OLNH W BHWWHIIWWREKG HRWDKOHHM]
guotations. With data ownership you can define the relationshigebe the two employees as a

Teamor Departmentand restrict access to quotations created by others teaheor department.
To setup data ownership, follow these steps:

1) Goto$GPLQLVWUDWLRQ : 6\VWHP ,QLWLDOL]DWLRQ LRROWKRUL]
Check theEnable Ownership Filtration

2) Choose between three options for each document §geEiltering, By Header and Row Owner

or by Header Owner Only
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3) Create employee master data undeittbimman Resourcmodule. Each employee should be

assigned with a user code and a sales employee. Optionally &ss@nployees to department,

branch, team and a manager

4) Associate your customer wittales Employee$he owner will be theK XPDQ UHVRXUFHTV U]
that is linked to the sales employee of the selected custoraerales document. You can

override the owner in the document header or row.

5) Finally you need to define the relationship between emplogeea $GPLQLVWUDWLRQ : 6\\
,QLWLDOL]DWLRQ : $XWKRUL]DWLR QVSedFijyuide PR4Fd EEMIKGL S $ X W K

up data ownership authorizations.

Figure 10-4: Define Data Ownership Authorizations

Note that some authorizations may overlap. If two employeds &ne same team and have the

same manager, it is sufficient to define Team authorizatiolys

'‘DWD LV ILOWHUHG EDVHG RQ HDFIR@VHUKM OIDWH B ZDBEBUOM KNS W
drag& relate, and browsing through existing documents.léMnowsing, if the user encounters a
document that is restricted by authorization, the system gldpshows it as read only, depending

on whether authorization was setup as No Authorization, Read @rifull Authorization.
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Approval Procedures

Approval procedures in SAP Business One are a collection of fudwezchanisms for controlling

who can do what and who must be consulted to permit excepfippsoval procedures involve
setting limits on the size and nature of the business transadtaireath user is authorized to
execute. When someone tries to post a document that exdeadssat through the approval
procedures, that document is automatically saved as a driftydhe approval process.

SAP Business One supports thresholds for approvals, stages foradppaod a general purpose
mechanism that can subject almost any type of documapipt@val. When a document is flowing
through the approval process, it is stored as a draft ypiibgal is granted, and that is whee th

person who initiated the document can post it.
Approvals have two dimensions:

- Approval thresholds, which are criteria above or below whigr@vals are needed for various
categories of documentSAP Business One includes predefined terms that you can use to build

criteria, or you can create customized criteria by mgi. query.

. Approval stages, which are the steps the approval follows from tjieaior of the request to

one or many people who must approve the work

The bestwaytogetanideaoRiz DSSURYDOV ZRUN LV WKURXJK DHGHMDPSOF
departmental administrator responsible for ordering office sugplas a limit of $1000 per

purchase order. One day, to prepare for a large meetirdgh&seto order a much larger than normal

amount of supplies, which results in a purchase order for $2/0n Fred tries to add that

purchase order, he gets a message that indicates approval isnyee@sktnat it has been requested.

The purchase order is not added but saved as &drabQG D PHVVDJH LV VHQW WR )UF
JUHGYTV PDQDJHU JUDQWY DSSURYDW )UHG FDQ DGG WKH SXUF|

Figure 10-5 shows the steps in the approval process.
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Figure 10-5: Steps in the approval process

If the approval is denied, the user can modify the documenééb time approval criteria. Once
updated, if the document now meets the terms, the document étadtie system. If approval is

still required, a new approval process starts.

SAP Business One implements the process described in the exAropigh approval templates that
can be accessed via the main menu by selegtiimginistration: Approval Procedures

Approval TemplatesApproval templates include four types of information:

On theOriginator tab you specify users to whom the approval procedure is applied.

departmental administrator in the example would show up here.

SAP Business One ... 7o Go 231




@ Document Creation, Authorizations, and Approvals

On theDocumentdab you indicate which documents need approval. You can elsatss and

purchasing documents, inventory documents, or outgoing payR@iawing the example
above, the purchase order would be specified here.

On theStagedab you define approval stages. In our example, there \beudthe stage created
for manager approval. If multiple stages existaihe first stage is approved, a request is sent to
the users in the next stage.

On theTermstab (shown in Figure 10-6), you set thresholds that triggepproval. This is
where the $1000 threshold would be set. You can alternatebatedhat every document

requires an approval.

Templates can be named (the template in Figure 10#hiedPO_ Approva)l. TheActivecheckbox
(to the right of theNamefield) must be checked for the approval template to beresd. Approval
templates can govern a wide variety of parameters; for deaffigure 10-6 shows a rule that
requires approval for a purchase order with a value rhare$10,000. In addition a custom query
can be assigned as an additional condition. In this exampleppheval applies to specific vendors.

Special query syntax is required here. Consult your implementadirtner for more details.

Figure 10-6: 7ermstab of Approval Templates + Setupwindow
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Approvals reporting reminder . Two reports are key to the day- to-day use of approvals. The
approval status report shows originators the status of their requests for ap provals. The approval
decision report shows authorizers all documents that are pending approval. Both reports are options
under Administration : Approval Procedures

With templates for approvals properly set up, approvalsnareaged in the following way. When an

originator creates a document that needs approval, SARd38Dne sends a message to the

authorizer who is required to approve the document (therd beuh chain of approvals required).

An authorizer can approve or reject the document usiniléssages/Alet®verviewwindow

(shown in Figure 10-7). If there are alerts pending for you, tinidaw appears when you log in to

6$3 %XVLQHVV 2QH 7KLV ZLQGRZ FDQISB\ORL PBEHRQ ZXKH HHHQ\RIX!
settings made for you by your system administratérdministration: Alerts Management

Figure 10-7: The Messages/Alert Overviewwindow

TheMessages/Alet®verviewshows information about the document that is pending approval;
clicking on the orange link arrows allows authorizers to quickiyew documents requiring their

approval. Authorizers can add remarks that clarify thierale behind decisions.

No matter what the outcome, as soon as the authorizevrattis document, SAP Business One
sends a messag¢ R WKH RULJLQDWRU RI WKH GRFXPGO QWK DDVQ VW K fiVP H
Messages/Ale®verviewwindow.
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If the document is approved, the originator can then convesapirved draft to a document

directly from theMessages/Ale®verviewwindow if desired.

If the authorizer does not approve the document, the origireteives a message to that effect as
well. As you would expect, in this case the draft cannatdowerted to a regular document.

Creating Document Drafts Manually

Approval procedures create document drafts automaticaityalso possible to create document
drafts manually for a variety of reasons. This may beired because a document is only partially
filled out and it will be completed later. Or perhaps sone knows how to fill out one part of the
document but needs help from someone else to finish another pewtmBrat drafts can also be used
as templates for documents that must be filled out oveperdagain with minor changes.

Manually creating document drafts in SAP Business One is semplstraightforward. Document
drafts can be created for sales, purchasing, inventoringedtory counting documents. When
creating documents in these two areas, you can chooSavbas Draft menu option from th&ile

menu, or mght-click the document header to save as draft (Figure 10-8).

Figure 10-8: Filemenu for creating document drafts
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If you save a document as a draft, it is available for lage. The next step in using a document draft

is finding the existing drafts and then choosing one as the basigétingra new document, a
process summarized in Figure 10-9.

Figure 10-9: Finding document drafts

After you open the document draft, you can adjust the irdtiom and save it again, either as a draft

or as a regular document.

Document drafts can be deleted from BrecumenDraft report (see Figure 10-9) by right-clicking

on a draft and selectirfigemovdrom the context menu. If you add a document using a dneft, t

draft is not deleted automatically - it is simply clos¥du delete it once you no longer need it. Users
can save their own drafts and can use drafts createdhéryusers.
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Accelerating Document Creation throug h
Wizards

SAP Business One offers wizards to automate the creation winéots. The draw document wizard

guides you through the process of creating a new document byinfsigation from one or more
other documents as a starting point. This automated copyargltrom documents to new

documents saves time and reduces errors.

The document generation wizard automatically createsptaitiew sales documents using other
sales documents as a starting point. In this way, for exaaiptd,the orders collected by a call
center can be turned into deliveries at the same tirnttgose products can be recorded as shipped
from the warehouse. Or if a sales order contains items gbipped to two locations, then two

deliveries could be created for one sales order.

Draw Document Wizard

The draw document wizard helps yorgate a new document from an existing one by guiding you
stepby-step through the process and giving you advice along the wawiZdual is available for
most documents in the sales and purchasing modules. To get the ptarests you create a blank
version of the document. For example, after opening a blarkaaler and specifying the relevant
customer, you start theizard by clicking on th€opyFrom button in the bottom right corner of the

window (see Figure 10-)0

You choose the document you want to use to create a newdottrom the list of eligible sales

guotations shown. Multiple sales quotations can be used in creatieny sales order.

Choosing a document starts the draw document wizard, \whistdes different choices for
customization and altering data based on the document thatdsdneated and the source
documents used to create it. For example, you can choose wioetiserthe exchange rate as it was
when the sales quotation was created or the current exctaagss it is updated today in the

exchange rate table.
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Figure 10-10: Starting the draw document wizard

As Figure 10-11 shows, you can choose to customize item-level dathhere you can change

almost everything. You can delete rows, change quantities, cpaings, provide discounts, and so
on.
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Figure 10-11: Using the wizard to create a sales order

If the base documents include freight amounts, an extra steidésl to the wizard. In this step you

can choose the freight amount you wish to draw, as weledrawing method.

The newly created sales order has an automatically dreate in theRemarkdield indicating
which sales quotation or quotations were used to credtésitalso possible to determine the base

document from which a document was created or the targetamt created from a base document
using two icons in the toolbar. When a document is open, djtkimbase document iCLI-;EI opens

the first document used as the base for the current docu@iieking the target document ian'E'

opens the first target document created using the currentydmmeiment as a base. This way of
looking up base and target documents also works on the row lewgdcific items. If you mark a
specific row and then click the base or target document icons;gn see the document that was

base or target for that row. Alternately openRaationship majfrom the context menu.

Document Generation Wizard

The document generation wizard automates the process thgréacuments used in the sales and
fulfilment process of SAP Business One. Using the wizard, gowceeate sales orders, deliveries,
returns or A/R invoices, with reference to base documentscdio@lso choose to save the

documents created as drafts, giving you a chance to révaawbefore they are permanently saved.

SAP Business One ... 7o Go 238




@ Document Creation, Authorizations, and Approvals

Backup reminder . The document generation wizard may create tens or hundreds of
documents at a time, many of which have significant accounting imp act and are difficult to roll
back. For this reason, you should use this wizard carefully and usually only after creating a full
backup of the database. This makes recovering from a misstep a matter of restoring a database
rather than manually rolling back hundreds of journal entries.

Because of its power, the document generation wizard is usoafigthing that your implementation
partner will train you to use. This section provides an overoietive main steps involved in using

the document generation wizard.

The wizard, started from the sale®/R module, presents a welcome screen followed by a sfoeen
step 1, which allows you to retrieve a named set of savethptaes for a document generation run.

The screen for step 2 of the wizard is shown in Figure 10-12.

Figure 10-12: Target document settings

Target document settings shown in this figure let you controlypreedf document you are creating

(sales orders, deliveries, returns, or invoices) and custonfieemarts of the document. Here you
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can choose to save as draft, and determine which type ahdatsiwill be created: items, service,
or both.

In step 3 of the wizard, you specify which documents to use dm#®documents for document
generation. Just as with the draw document wizard, the docg®eatation wizard allows you to
select documents to draw from to create new documentseFi@ut3 shows the screen used to

select base documents.

Figure 10-13: Selecting base documents

In step 4 of the wizard you select how (and whether) you wargrtsolidate documents. If you just
keep the default, the basic rules for consolidation are impleahedbcuments are consolidated if the
base and target document are for the same customer, anty/paméou can define additional

criteria for consolidation, such as ship-to name, paymemistgpayment method, or custom criteria
based on user defined fields. In step 5 you choose specific cusfome&tich documents should be
created in the run. Step 6 specifies what should happenéfitherissing datar bookkeeping or
inventory errors when creating documents. The choices aer &it skip to the next document, to the

next customer, or to obtain confirmation interactively.
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In step 7 you can save the settings for the run using name anigti@scexecute the run, or both

Before executing the run, the application reminds you that yaudhave a current backup. Step 8
of the wizard is a listing of the documents that were eteatlong with any error messages that may

have been generated.

While this overview provides a good idea of what the document gemevazard can do, it is
prudent to seek help from an implementation partner orlolocd experimentation in a test
environment before using this feature in production. With greatpoovees great responsibility.

Procurement Confirmation Wizard

The procurement confirmation wizard allows you to createtaging documents, such as purchase
orders, purchase quotations and purchase requests based gua@liésns or sales orders. In
addition you can create production orders based on quotatiosal@sdrders including a

production bill of material.

The wizard can be started from tRarchasingmain menu or by selecting tReocurement
Documentcheck box on theogisticstab in a sales quotatiam sales order document. In the second

scenario, the base document and customer are preselected bdsedagument you started from.

The first step in the wizard, after the welcome windowg ishioose the base document type and
customer range. The base can be a sales order or a quotatiozan check the Include All Open
Base Documents to include all open base documents regasfileesther the Procurement
Document check box is selected in the document itself. Ifayewsing the Advanced Available-
Promise function you can also filter orders to include anlgonfirmed and delayed quantities, or
just unconfirmed quantities. This way you can have the wifakdH D W H j\3s2 thé&/ondend with a

delayed delivery schedule or for those that you know have iciguiff quantity in the warehouse.
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Figure 10-14: Base Document Type and Customers

In the next step, highlight the sales documents for which youtwisteate a purchasing document.

In theBase Document Line Iterstep, the rows from the base documents appear with the total
quantiiesUHTXLUHG DVVLJQHG WR WKH LWPW\K H MH P NBEPERWH D \G |
that the wizard may recommend multiple POs for a salesndent with multiple items if there are

different vendors assigned to the items in the sales docuAtehts stage you can choose which

line items to includeYou can also replace the vendor with another, update the defiatryand

choose to create drafts.
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Figure 10-15: Base Document Line Items

In the next step you decide how to consolidate the base documentgaRie you can create one
PO for 5 different sales orders of the same item, or yowcleaose to consolidate by different
criteria, such as warehouse, shipping address, currency aadThe next step is providing a review
of the purchase documents that are about to be creatéfihaltydyou can see a list of target

documents witta drill down arrow to the actual document.
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In This Chapter
%o0O0verview of printing capabilities
Y%oInitial setup
%o Print layout designer

%0SAP® Crystal reports

Printing documents and reports to a hard copy or teadilan essential part of your day to day

work. With SAP Business One you can print immediately gftercreated your company database

or alternatively choose to send the document via E-maih Bacument or report comes with a

predefined print layout template created based on industryestis) that can be used as is, but can
DOVR EH PRGLILHG EDVHG RQ \RXU FRPSDQ\YV XQLTXH QHHGYV

Document Layouts and Reports

We distinguish between document layouts and reports:

Document Layout: Each document type, such as invoice and delinaarg, print layout template

that allows you to print the individual documents.

Report: A set of data arranged in a report, based onsgbection criteria. Each report also has a
print layout template. Reports also refer to independent CRetmorts located on the main

menu.

Screen layout versus print layout . What you see on the screen is not how the document or
report will look like when you print. For example, if you add a col umn to the document table on the
screen, it will not affect your print layout unless you also add th is to the layout. Print layouts can be
maintained using the Print Layout Designer (PLD) or the SAP Crystal Reports  tool.
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Any document or report can be print previewed on the screelhdking the print preview iccl:_'i;'.‘.

If the default template is a PLD report, the PLD previewesti@pens. If the default template is a
Crystal Report, the Crystal Report viewer opens.

You can choose to export your print layout to a PDF, textB&I, MS Word or an image file by
opening the desired document, and choogihgdO H : ([SRUW . WhildsEAMny\aR external
email from a certain document, the system asks the user whetktéach the edited report. This will
create a PDF file and attach it to the email mess&gé€> Business One tracks the printing status of
sales and purchasing documents. Once a document has been jpsistatl)s updates. This allows
you better control over what is printed, and what is yet to iné=pl:

You can choose to print documents automatically after theegdded, or print them in a batch using
theDocument Printingvindow by choosing thBocument PrintingransactioninHDFK PRGXOHTV
menu. In thddocument Printingvindow, choose the document type to be printed, and lijtelate,

series, and printing status. Using thecument Printingvindow, you can also send multiple

documents by email to the contacts of the respective businessrparnthe documents.

Figure 11-1: Print documents in a batch
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After the list of documents is displayed, highlight the rows, @itk the print, or email icon on the

upper tool bar.

Initial Setup

You can choose if, when and which documents to print. Yowsetadefaults for how each document
type will print, as well as how many copies will be print€ad to main men&dministration :
System Initialization: Print PreferencesSee Figure 11-2 for company level printing settings.

Figure 11-2: General Print Preferences

Select thdJse System Print Preference for Crystal Repolneckbox to enforce the preferred
settings of your system printer when selected Crystal repolayarts have conflicting printing
settings. For example, the default paper size of a CrystalrRdpyout is A4, while the preferred
paper size of your system printer is A5. If you do not selectttaskbox, the print settings of

Crystal Reports override those of the system printer.

On thePer Documentab, select the document type and make your printing prefecence
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When Adding Document:choose one or more of these optiatisxport to MS Word, Print

DocumentE-Mail Document or Export to PDH he action occurs right after you add the

document.

Print Discount Datacheckbox For sales and purchasing documents, choose whether to print the

header discount information

Print Amountscheckbox For certain document types, such as Purchase Order you choose
whether to print the document prices and totals

Permanent Remarks for Printing. Enter remarks that are always relevant for this tfpe
document. You must add tiRermanent Remarkgeld to the print template.

E-Mail Subject and E-Mail Body. Enter text to be included automatically in the email subject

and body message, when the document is sent via email.

These preferences only affect PLD templates. If you nesdgiement these changes on Crystal

Reports layouts, you must create additional templates tdmate needs.

On thePer Report tabenter the E-Mail Subject and Body for sending the Aging Refereemail.
When you choose to send this report by email, highlight the roasstdmers, and the system

generates an email for each customer attaching the detgilegireport to the message.

Setup options . You can override some of the print settings by user. Identify User Defaults when
you setup your users to make this determination. Go to Administration: Setup: General:
Users.On the Defaultfield, press tab, and choose New to create a new user default.

Report and Layout Manager
All templates, both document layouts and reports, are mdnagesingle location in the application.

This is theReport and Layout Managgdocated under the mefwdministration: Setup: General.

Here you can view which templates you have for each dattuamel report. You can delete
templates, and make certain changes such as defining the gefatelt and number of copies. The
report and layout manager also allows you to export and indpgstal reports, and to define print

sequences. We will now explain how to work with the repidtlayout manager.
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Document Layout Management

To locate a layout, navigate through the tree struciunieh is identical to the application main
menu structure. When you select the document type, all tignedsemplates are displayed on the
right. See figure 11-3 for an example for A/R invoice tetgsla

Figure 11-3: Manage document layouts

An even easier way to locate your layout is to open the ladtiaament and choose the Layout

Designer icon on the upper tool bar as explained later in thjgah

Export and Import Document Layouts

During the course of a SAP Business One implementation, you amaysktuations where you

would like to move templates from one company to another, appty a layout to different types of
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documentslf your layouts are created in Crystal Reports, you carthesexport and import options

to fulfill this need, and save you time and redundant work.

To export a template, or multiple templates, locate thaeutayou need, and click thexport option.
TheReport and Layout Export Wizaapens. The wizard shows the module your template is located
in, andyou can select this and other layout templates from the sahglen For example, if you are
exporting an A/R invoice template, you can now choose diftdagout templates from the A/R

sales module. The next step is to provide a name and a loaatite file. The export process

creates a B1P file (Business One Package) which can bet@uifgo another company.

Now, clickImport. You can import either B1P (packages) or RPT files (@hpeports files)

Select the file and predsext If this is a package that was previously exported from SA§trigss
One, the wizard knows where to place the imported tempiateirlexample, the templates are
displayed under the A/R sales module, A/R invoice. In this steggo specify if the template is a
Master LayoutThis option allows you duplicate the master layout to othenment types. For
example, if your quotation and order layouts look the same asvbiee layout, then instead of
redesigning these two layouts, simply define the invoice as a mastieduplicate it to the quotation

and order. See figure 11-4 for duplicating layouts.
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Figure 11-4: importing and duplicating layouts

Once the import is complete, you can view the newly impdeegblates for the respective
document type in thReport and Layout Managefor layouts that were duplicated from a master
layout, it is recommended that you fine tunestilayous - update text fields that refer to the

document type and delete or add fields based on your needs.

Import standalone Crystal Report . Use the import, to add new independent reports to the main
menu. For example, a new custom sales report, or a commission report can be imported and placed
under the Sales Reports menu. In this case, on the import process you choose the Report option,
rather than the Layout, and determine where in the main menu the report will be located.

Printing Sequence

Different companies have different printing needs and procediiisthe printing sequence you

can customize how documents are printed to match these preseBigure 11-5 presents an
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example of printing an invoice with two different tempkand with other related documents in a set

sequence.

Figure 11-5: Printing Sequence

This printing sequence reflects the following: the first copthe invoice is printed using the default
template, the second copy includes batches and serial numbésspainted to the warehouse

printer, then two copies of the related deliveries amguliasa packing list to the loading area

printer, and one copy of the orign®@ UGHU LV SULQWHG IRU WKH FXVWRPHUTTV

This means that once you print this invoice, 5 different decusnand templates are printed. Once
you save the printing sequence, you must set it as a defaulgianiout. Note that you can

combine PLD reports and Crystal Reports in the same sequence.

Print Layout Designer

The Print Layout Designer is one of the two tools for produalhgour document and report print
layouts. When you choose to print, or print preview, the sysiecesses the print layout designer

tool, and use the default template for the printing process.
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When you create a new company, every document and repbet $ystem has a default print

template called the System template. You can identifyettesaplates by the (system) indicator next
to the template name. Sometimes there are multiplensystaplates for the same document type.
The best way to start is by printing your documents using ddble system templates, and choose
the one that most matches your needs. Note that it is not possit#kete system templates.

Using the Print Layout Designer tool, you can access the systeptete and modifit. For
example you can add your company logo, add the custbiarnumber to the invoice form, or add
auser- defined field to the sales order printout.

To make changes to the template:

1) Open the document or report

2) Click the print layout designer iC(E from the icon toolbar

3) Select the desired PLD layout (the default layout is automigticighlighted)

4) Choose théManage Layoubutton

5) IntheReport and Layout Managevindow, choosé&dit
If the template you chose is a PLD type, the Print Layoutgbesitool is automatically opened for
you. .The first thing you should do is save the template undéfieeedt name, in case you are

starting from a System template. The Print Layout Desigmtains the following components:
. The Print Layout Designer Tool Bar and Menu Bar. Use tteeseeate new fields, expose
| L H de&p&ndencies, and define document properties.

Document areeRepresentsV KH WHPSODWH LWVHOI +HUHDRWXXZW OLHO G

location and measurements.

Field index. Lists all the fields in the template, by areas dan use the field index to search

fields by their unigue ID and view their properties.

. Area and field properties. Once you click an areafld, its properties appear. Here you can

identify the field] ®ontent, format, links and more.
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Figure 11-6: Creating Fields

[HW TV DV WiuRdHiké BXadd the fax number of your customer in a saltbsr form. Follow
Figure 11-6 for the steps to add a text field, a datalielgeaihdlink them together. This way, if the
customer do QMW KDYH D ID[ QXPEHU WKH WN[WRWHSGLYWDBDYW VHUY

7TKH ILHOGTV XQLTXH ,' FPQvidit dighiicend ha@e&to the Kelds can help you

find fields more quickly in the field index, in formuleand when linking fields to one another.

Save copies of your templates . If you have a good working template, make sure you save it
under a different name before you make additional changes. Use the Print Layout Designer . Save
as. Later you can delete unnecessary templates using the Print Layout Designer . Delete Layout

To go deeper into the Print Layout Designer tool, go to & Business One Customer Portal at

http://service.sap.com/smb/sbocustomer . There you will find information such as:

Additional field types that can be addegicture, barcode and system variables
How to create formulas

How to add subtotals and sorting to a template
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How to attach a template to a user defined query usin@uileey Print Layoutool

Duplicate Layout Template Utility . You can duplicate a Print Layout Designer template from ong
document type to another, similar to the Master Layoutfunctionality when you work with Crystal
Reports templates. Go to Administration: Ultilities . Duplicate Layout Template. Select the base
and target template and choose Add.

SAP Crystal Reports

SAP Crystal Reports is a completely integrated repottiabthat gives you additional flexibility
and robust capabilities for easy creation of report and deculayouts. As an SAP Business One
customer with a current maintenance agreement, you atlect receive one free designer license
for the Crystal Reports designer tool, allowing you to create reports and layouts and modify
existing ones. When you create a new company database, tefsqldtes and reports are created.
Using SAP Crystal Reports designgou can create new layouts and reports, and import théme in

Report and Layout Manageas explained earlier.

To edit an existing report, select the template irRbBport and Layout Manageand clickEdit. If
you want to create a new SAP Crystal Report, open the@pfal Reports for SAP Business One
independently.

Creating a Basic Report using SAP Crystal Reports
In this section we will describe the creation of a basiessadport, based on A/R invoices, grouped

by sales employeeThe report will be imported to the main menu, under salesrts.
Start by selecting thReport Wizardas you open the SAP Crystal Reports tool.

In the first step choose the data source for the repork thiicCreate New Connection and choose
the SAP Business One options. Figure 11-7 shows the credentialeédaib be entered in order to

create the connection when using MS SQL as the database platform.
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Figure 11-7: Creating a new connection

Now expand the new connection, select the database name &idThbles A list of all the tables
in the database is presented by module. In our example weheeaR invoice table@INV) from
the sales module and the sales employee tat8¢RP) from the menuSGPLQLVWUDWLRQ : 6HW

General

The next step presents the relationship links between the abesktables. Usually the links are
automatically created based on the SAP Business One databasa acidesne correct; however,
when multiple tables are selected, occasionally youngiid to fix and create the links yourself
You can use th@uery Generatotool, select the same tables, and view which links are suddaste

the system.

To connect to a HANA database, use the ODBC driver opti@heater a connection string. Consult

your implementation partner for more information.
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In the next step you select the fields from each tabdgpear in the reportn our report the

following fields are selected:

TheGroupingstep is optional. Here we select the fields to group Byereirom the fields already
selected in the report, or from the fields availablesiected tables. In our report, we select the sales
employee name and clidkext In theSummariestep, the system suggests to summarize each

group by document number and document total. We remove thendot number and clidkinish.

Figure 11-8 shows the report results as tweyisplayed in preview mode for our report. The
Crystal Reports designer tool has two modes: Preview arigrDétere we can add new fields,

change their formats, add formulas, filter the report ugar@meters, add charts and much more.

Figure 11-8: SAP Crystal Reports Designer

When the report is ready, choasad-L Q \GAP Business One Save Aso save the reporT.o see
how the report looks in SAP Business One, chéaiakL Q \SAP Business One Preview in SAP
Business One.
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Special Fields in a Crystal Report . The integration of SAP Business One with Crystal Reports
provides additional features. You can create search criteria parametersthat look like the built in
selection criteria of other reports in the application . In addition, you can add the drill down orange
arrow to Crystal Reports, so users can open the related master data screen.

Portal pointer . For detailed, step-by-step instructions on creating and maintaining reports, go to
SAP Business One Customer Portal ahttp://service.sap.com/smb/sbocustomer and download the
3+ R Z WoR with Crystal Reportsin88~ JXLGH

Setting Default Layout Templates
You can maintain multiple layout templates for each danirand report. You can have, for
example, an invoice layoutRU HDF K R 1 \R Xdoglkagas Vérsét id diffefent invoice layout

for certain types of customers or users

SAP Business One allows you to choose different templates ast defalifferent business partners
and for usersSoyou can assign your large account invoice form to your cussotingr are assigned
to the large accounts group. Or use different purchase ordelatemfor users in the different
departments of your company. Figure 11-9 shows how to set thdtdefaplates for business

partners and users.

Authorization Alert . Non super users can only set a default template for themselves and specified
business partners. You can further controla XVHUYV DFFHVVLELOLW\ E\ FKRRVLQJ LI Wt
the default template using the General Authorizations
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Figure 11-9: setting print template as default

If you selected the option of specified userdusiness partners, click the browse icon to make your

selection.

SAP Business One ... 7o Go 258




Inventory

In This Chapter
%olInventory Valuation Methods
%oWarehouse Setup
%0 Cycle Count and Inventory Tracking
%0Pick and Pack
%0Pricing

Using SAP Business One, you can track your inventory in thehease in real time. Every

transaction that you add, will update your inventory quatditgls, and if you are using perpetual

inventory, the monetary value as well. Most companies redfoér ability to report their inventory

situation at any time; while some companies such as services pspwderot have the need to track
LQYHQWRU\ LQIRUPDWLRQ DW DORKRRVEH E HAXXH B E& VDF AQ M D VRIXQ
,QYHQWRU\" ZKLFK ZLOO WUDFN WKHWHPRQY HW.W\HOMORAH BY \RX

accounting without this function.

To activate Perpetual Inventory follow these steps:
Select thdJse Perpetual Inventorycheckbox onthe GPLQLVWUDWLRQ : 6\VWHP ,QL
&RPSDQ\ '"HWDLOV : %ERBWVLF ,QLWLDOL]DWLRQ
Choose the default valuation methdtbving Average, Standardor FIFO

Choose whether thlanage Item Cost per Warehouse

Set the default valuation method for serial and batch-nwedlitemsto by item group or by

serial/batch valuation method.

Define the primary inventory accounts to accommodate aupwtings to the G/L. Go to
$GPLQLVWUDWLRQ :6HWXS : )LQDQFLDOV : * /t8FFFRXQW "HWHL

Setup Tip. You can choose how the system behaves when inventory goes below minimum guantity
levels, or to negative values. Go to Administration : System Initialization . Document Settings
General tab. If you choose the Warning Only option, you can identify which users can confirm this
warning and add the document using the General Authorizations
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Valuation Methods

/HWTV ILUVW WU\ WR XQGHUVWDQG KIREZFWYX U R>XR DFFHF RR{ Q'R I0X.D!
the end of the year, you need to know the monetary value ofryeemtory in the warehouse. You

may saytWKDW LV HDV\ LWYV WKH VXPPDRQRR VO 6 RR)UFHFWF KB NFHH\S
not really give us the cost of the units remaining in the warshdCommonly, a particular item may

be purchased throughout the year at different prices. Thatiem method you choose will help the
system to determine how much the item sold actually costsisTéiso calledCost of Goods Sold
Based on the company line of business, an appropriate valuatiderisited. We will now look at
the four options available in SAP Business One.

Moving Average
The item cost is calculated by dividing the total invent@iy& by the on hand quantity.

Figure 12-1: Moving Average

FIFO

The item cost is calculated as the cost of the oldest unit on hand
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Figure 12-2: FIFO

Standard Cost
The unit cost is determined manually when you setup the itamances that occur due to a

different purchase price are recorded to a variance ac@ntthe unit cost is not affected.

Figure 12-3: Standard Cost

Serial/Batch Valuation Method Cost
The item cost is is assigned to the individual serial or batatber unit and is used when the unit is

selected in a sales document.
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Figure 12-4: Serial/Batch Valuation Method

Setup Tip . The valuation method you choose in the System Initialization will serve as default for
new item groups. You can set a different method as a default for the item g roup if desired. Based on
the item group assigned to the item, the valuation method is determined auto matically. You can
override it manually in the item master. For serial/batch items, you can cho ose to use the item group
valuation method or serial/batch valuation method as explained in the b eginning of this chapter.

Valuation methods can be changed for existing items asaltiggre is no quantity on hand, and no
open documents exist for the item. Gdrteentory Atem ManagemeniElinventory Valuation
Method Select the range of items, and the new valuation methogigh to set. You will be
presented with a qualifying list of items where you cam@mand update to save the new valuation

method.

Inventory Revaluatioallows you to re- evaluate your item costs and inventonyevaithout
changing quantity levels. Typically revaluation is done dutirgyear- end closing process. Go to

Inventory : Inventory Transactions Inventory Revaluatian
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Warehouse Setup

Warehouses are key building blocks of your company database. If yoinkesiory in stock, you
have a constant need to know which items you have, how many hend they are located.
Knowing this helps you make better decisions in terms of fulfikimgtomerdorders and planning

your future purchases.

The warehouse in SAP Business One represents a physicadiotati can also be a virtual one. For
example some companies create warehouses to represent magus ¥eatuse consignment, or a

warehouse can represent items that are in transport.

To create warehouses goAdministration £Setup 4 Inventory AAWarehousesThe system
creates warehouse 01 by default, but you can add additiondlousies. The warehouse setup
contains a code and name, a location, a checkbox to idertitéther it is used for drop ship, and the

Nettablecheckbox to identify whether to automatically include thésefnouse in the MRP run.

You can define a default warehouse for the company iAdnenistration £System Initialization
AGeneral Settings#lnventorytab. Here you can also specify whether ortaahark theAuto.

Add All Warehouses To New And Existing Iterabeckbox If you deselect this box, no warehouses
will be displayed on thinventory Datatabof the itemsfmaster data, and you will need to add or
import this information. Deselecting this checkbox is usefien a company has a large number of

warehouses, but not all items are maintained in all wareksous

Multi-Bin Functionality
Within the warehouse you can define up to 4 sublevels which caselieto identify a bin location.
A sublevel can be anste in the warehouse, a zone, an area or even a shelfodaition codes

consist of the warehouse code plus the code for each sublevel

For example, you might have a warehouse (warehouse 05pthdtdisles and each aisle has 4

shelves divided into 3 bin locations. We could set this up difotlowing diagram (Figure 12-5).
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Figure 12-5 Bin Location Code Determination

Here are the steps to set up bin locations for a warehouse:
x Activate bin locations by marking the checkbox inWarehouse Setupindow.

X Activate up to 4 sublevels depending on your néediseBin Location Field Activation

window, located undehdministration Z£Setup Zlnventory 4£Bin Locations.

X Optionally in the same window, you can activate and define ap attributes for your bin
locations. Attributes are characteristics of the bin, sudizas and the type of items that can be

kept in this bin. For example, you may wish to set up binscthvatin freezers for frozen items.

x If you utilize the attributes, you need to defBi@ Location Attributes Codes. So, if you have
defined an attribut DOOHG ) URMIQH, WRIGMYV F D QtoElehoteHWietHerQiesd R
bins are the ones that contain freezers. This is done BinHeocation Attributes Codes

window.

X Next you need to define aWarehouse Sublevels Code8 R QDPH WKH VXEOHYHOV W
chosen to use and set up how you want to organize your binea¢tosublevel you activated
\RX QHHG WR LGHQWLI\ WKH GHWD IH) B PV8 IODW. IPDRXFEHROQH Z3 |
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a sublevel, define the different areas in your warehouse, swiea 1, area 2 etc. as shown in
figure 12-6

x To support the previous step, useiarehouse Sublevel Code Management his tool allows
you to generate, update or delete warehouse sublevel codes. Yalaacapen this window
from the previous one by clicking thdanage Sublevel Codes

Figure 12-6: Warehouse Sublevel Codes

Now that you have set up primary codes, you are ready to theadetual bin master data. Go to
Inventory ABin Locations4Bin Location Managememd generate bin locations automatically

based on different parameters as shown in figure 12-7. Yoalsawulelete or update bin locations
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using the same window.

Figure 12-7: Bin Location Management

Once you fill in the details and clicBK, a list of suggested bin locations is displayed and you can
choose to generate these locations. You can update the dtiotocodes after they have been

created using thBin Location Code Modificatiowindow.

Alternatively you create and manage bin locations usin@ité.ocation Master Datavindow

under thdnventory 4Bin Locations menpath.

Using bin locations on a day to day basis is easy since yospeifya default bin location for both
the warehouse and for the item in each warehouse. Yoalsanecide how to automatically
allocate quantities to bin locations when receiving anéséaig goods. In the warehouse setup you
can specify criteria for default locations, as shown in fig&& You can define the default bin

location on thénventory Datatab of each item master record. This tab also displayfashein
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location used for this item. Using tBén Location Contenteport you can get a list of your bin

locations with details about the items, quantities andl4satah numbers that are in each bin.

Figure 12-8: warehouse setup +bin locations

See the SAP Business One Online Helpafdetailed explanation about the different methods of

allocations and restrictions on bin locations.

Cycle Count and Inventory Tracking

Periodically, you are required to conduct a cycle ctunkrify that the on hand quantities as they
appear in SAP Business One match the physical count in tiebouse. Go tdministration

ASetup Alnventory 4lnventory Cycle$o assign cycle codes to each item and warehouse, and to
receive an alert from the system based on your prefereneedrigure 12-9 for information on

setting up cycle count alerts.
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Figure 12-9: Setting up Cycle Count Codes

Once the Inventory Cycles are created, you can eithgnasm to the item master data on the
Inventory Datatab for each warehouse or use @hele Count Determinatiowindow to assign them
by item group or by bin location. Drop ship warehouses dapmear in the list. If you have
activated a warehouse for bin locations, you can additjosee the active warehouse sublevels in

the dropdown list.

Once you have set up the timing of the cycle count, new anthepitems are updated with the
appropriate cycle count code, alert, and the user assigtteel¢ount. You can modify these settings

for each item and warehouse in the item master data.
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Figure 12-10: Cycle Count Determination

When you receive an alert, open Gycle Count Recommendatiamport to view all items that are
due to be counted. Select the items you wish to countlamake thénventory Countindputton to
open the counting documenthere are two document typésventory counting and Inventory

Posting.

Thelnventory Countinglocument lists the items to be counted and identifies #rs pgrforming
the count. You have the option to freeze the items so #Hmayt be issued during the couftom
thelnventory Countinglocument, you can also print out a count sheet (withoutritsteck

guantities) for the counters to fill in as they performabeant.

The counting documents consist of two document tylpeentory countingwhere you identify the

counters, the quantity counted by each of them and tiendptfreeze items, so they cannot be used
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while being counted. You can assign multiple users to dootet @nd you can either have them

count the same area of the warehouse or divide the itemeacatithns to be counting between them.

After the count, you enter the quantities into liheentory Countinglocument either manually or by
importing from MS Excel.

If you have a difference between the counted quantitiedhee stock quantities currently in the
system, you then copy the inventory cotathelnventory Postinglocument. Here you simply
identify the item cost and post any differences to adjust ywentory levels and value. See Figure
12-11 for the inventory counting document.

Figure 12-11: Inventory Counting

Once you save the inventory posting, the item is no longer faormthe next inventory count date

is determined based on the item cycle count code.

Backdating inventory count. If you conduct the count at the end of year, but you enter it into
the system at a later date, make sure you enter the actual count date in the invento ry counting
document. This will backdate your inventory level and post the correct differences.

See the how to guide for inventory counting for more imftion.
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Pick and Pack

The pick and pack process is an optional step in your sales ifybu manage a large warehouse,

and have dedicated personnel to collect the items, pack gnthe, then the pick and pack
manager can be helpfllhe pick and pack managsmans your open sales orders, production orders,
inventory transfer requests, and reserve invoices by requiedteery date and priority. It also
presents the accumulative available quantities ready to kedoémd shipped. If there is not enough
available quantity, the colunifo Releasavill be blank. If your configuration allows you, you can

choose to release for pick list quantities that are vaitable.

The pick and pack manager supports three steps. G HQWRU\ : 3LFN DQG 3DFN : 3L|
Manager.

Release to Pick List. From ti@pen drawer choose the orders you wish to pick and press
Release to Pick List.This creates a pick list of the selected items. You ciab §his document

and give to the warehouse manager

Update picked quantity. Click tHeeleaseddrawer then drill down to the pick list to update the
guantities that were picked. You can choose to deleteritevs from theReleasedist, if those

were selected by mistake. The items will reappear iQffen drawer

Create follow up documents. From tRieked drawer, select the items and click theeate
button You can create a delivery document, an A/R invoicdnaeantory Transferor anlssue
for Productionif the items are assigned to a production order. You catedepiekeditems by
opening the pick list and chooseQtear All, or simply by updating the picked quantity

individually. Items that were cleared reappear inRkéaseddrawer.

If you prefer, you can skip the first and second step and imregdislivery the items. To do so,

select the items in the first or second drawer and presSréatebutton.

Alternatively you can generate a pick list directly from ¢hées order, production order, reserve
invoice, or inventory transfer request by choosbamerate Pick Lisfrom the context mennce
the pick list is generated, right click Yew Pick Lists, set the picked quantity, and create the

follow up document all from the pick list itself.
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Pricing

Using the different pricing options in SAP Business One, yowseapredefined prices for selling
and buying items. Prices are assigned to price lists and tificpesiness partners. For example if
all your large accounts have discounted prices since theljgaaén larger volumes you can create
relationship between pricing levels that updatgtomatically. On top of the basic price list
functionality, you can add discounts based on percentags,atatequantities.

Every company is created with 10 default price list which youeaameHere is how you setup
and maintain price lists:
You can add or remove price lisSfQ YHQWRU\ : 3ULFH /LVWV : 3ULFH /LVWYV

You can base a price list on another price list by using arfdebr example if your margin is
20%, you can set your sales price list to be based on the purchaslist with a factor of 1.2.

When a base price list is updated, the target price updates &o&dima
You can specify a currency as the primary currency fdn pace list.

You set an indicator for the price list that all priceseszd will be considered gross prices

(meaning that they include tax).

You can set a validity date range for a price listis Hfiows you to implement seasonal price

lists or set a price list to expire on a set date.

You can open a price list by double-clicking on the row nemnltHere you can enter prices or

view prices that are calculated by using a factor relatesdther price list.

All the items appear on all price lists however you can seidicator in general settings to

remove items without prices.

You can set a price to be manual. For example, you cirdimen a price in your sales price list
rather than letting it be updated automatically whenaedlprice list is updated. This means the

price will not change unless you specify otherwise.

You can enter prices in the primary currency, and two aafditicurrencies for exact pricing in

different currencies.

You can set prices by units of measure for items with a akfiled group. Double-click the

item row in the price list to open thioM Priceswindow. If you do not indicate the price by
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each unit, the system will automatically multiply or divttle price of the base unit based on the

ratio to the other units in the UoM group.

Once you have managed your price lists, assign the approprigdigigdo your business partners.
There are two ways to assign price lists, either by the bugiaes®r group or by assigning the
price list to payment terms (that are associated latbrbwsiness partners). If needed, you can
override tlis price list in the business partner master.

See figure 12-12 for entering prices in a price list thdgised on another with a factor of 0.5.
Remember you can also import prices lists easily usintnpert From Excelocated in the
Administration #bData Import/Export

Figure 12-12: Price Lists

Authorization.  Assign each price list to an authorization group. Use the General Authorizationto
define which users can access which group. You can also preventsome users from modifying the
price that appears by default in your sales and purchasing document. Set the Change Row Amount
to No Authorization, in the sales module.

Additional pricing options are available. You can use specie¢gito define detailed pricing and

discount structures for a business partner. You can base your désopuaty price list, or simply

enter them manually. Double-click the row to enter validates, double-click again to determine

guantity level discounts. GotpQ YHQWRU\ : 3ULFH /LV.\8&¢ Eigars HF1I3000a 8st) L FH V
of all the pricing options available in SAP Business One andhwbiels take priority. This is

applicable whem business partner has more than one pricing level assigned.
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Figure 12-13: Pricing Options

For more information on the types of pricing available, Beetline help.

Copy Discounts. You can copy Special Pricesand Discount Groupsfrom one business partner to
multiple business partners. After you define your discounts for th e first business partner, press the
Copy Discountsor Copy to Select Criteriato define the target business partners you wish to copy the
discounts to.
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In This Chapter
%0Bill Of Materials
%oResources
%0Production Orders

The production module in SAP Business One is useful for compaatedalight assembly, or sell
items in bundles. In a bill of material, you identify a tepel item, also called finished material or
parent, and its components that also called child itermigh tWé production order, you bring

everything together to produce the parent from its components.

Bill of Material Types

Sales This BOM is used in sales documents. The parent item mustabesatem only. For
example, if you sell a gift package that contains multipéelucts, this could be set up as a sales
bill of materials. The parent item will be the package namd the children will be the inventory
items inside the package. Once you selected the parestilasadocument, all its children appear
as sub-items. You can update the quantities of the parent ciltthle=n; however you cannot
delete children or add new sub-items to the package indwd@cument. When you set up the
BOM, you can select thidide BOM Components in Printoaption, so that when you print the
document, only the parent appears. The gross profit, far B&I# is calculated for the child

items only.

. Assembl: This BOM is similar to the sales BOM with one difference -dhiéd items do not
appear in the sales document, but only the parent item. Whedgadhe document, the
inventory level of the child items is updatéthe base price for the gross profit calculation is
WDNHQ IURP WKH VXP RI EDVH SULRHMG RIQWKKIHFEDR OB QW HWW F

. Template: This BOM has no restrictions. Both the parent and therehildan be any type of
items. It can be used in sales and purchasing documents. @nselgct the parent item, all its

children appear. You can delete, add or duplicate rows akd any modification as necessary.
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Production: This BOM is used in the production order document. The p#eents the finished

goods, and the children are the components. You can add f&aboe &f the components, this

will be a non inventory item with a standard cost.

There are two tools that can be found inBineductionmain menu, for updating BOMs in bulk:

x Update Parent Prices Globally Occasionally you might need to use this utility to refresh
DQG XSGDWH WKH SD U H@Wpilices foPifs\codpbhdntd. EhD Systébn R Q
identifies components with new prices in the price list andlcatates a new price for the

finished good.

x Bill of Materials *Component Management Use this transaction to change, delete or add
BOM line items to existing BOMs. For example when you arnger working with a

certain component and would like to replace it in allB@Ms in which it appears.

Sales BOM Prices. When working with a Sales BOM you need to decide if the sales prices will
come from the parent or the children. Based on your preference the price fields are enabled or
disabled. To make this determination go to Administration . System Initialization . Document
Settings . GeneralTab

Resources

AlthoughResourcess in a separate menu, this type of master data is used tatstiygporoduction
process. The resource master data represents resourcesureeiligtion such as amployeef V

labor hours, machine capacity or any other means thaeaded during production.

First you need to create the resource master data aniihthéno the BOM or to the production

order, using the row typResource

When defining resource master data, a key piece of infamestithe capacity. The capacity shows
me the availability of my resource by date. For example, tnawy hours of labado | have
available on a certain dayhen | create a production order and enter a due daReBasiness One

knows the available capacity for the day.

Figure 13-1 shows theesource Master Dat@ndResource Capacitwindows In the resource
master record, you can see by availability of thewnesoby warehous€hoosdnternal Resource

Capacityfrom the context menu to view and update the daily capteithe defined period.
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Figure 13-1: Resource master data, and Capacity Resource

OnthePlanning Datatabof the resource master data record, you can enter the estidaily
capacity for each day of the week. For example you haveoyees that work 8 hours 5 days a
week, so that means that potentially you have 40 hours avdégtde for labor. Based on this
information, you can have the system automatically enibr cgpacity for the period by using the
set daily internal capacity, as shown in figure 13-1. Wisng this tool you can either enter the
daily capacity for the days of the week or referencethening data as entered in the resource

master data record. See figure 13-2 for setting dailgafpbased on the planning data.
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Figure 13-2: Set Daily Capacity based on Planning Data

Resource Cost. On the Generaltab of the resource master data set up to 10 different costs that
compose the total cost of the resource. The total cost is used in th e production order to calculate
and post component cost. Make sure you define primary accounts for resource expenses and

WIP in the G/L account determination.

Production Order

The production order document records the finished materisd produced, its components and
their issue method. Production orders can be created marasaéixplained in this chapter and also
automatically using thBrocurement Confirmation Wizamt by MRP as explained in previous
chapters. There are three types of production orders.i@@e B3-3 for the production order types

ard how the items in the bill of materials are handled in irorgnt
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Figure 13-3: Production Order Types
Take the following steps to enter a production order:

1) Select the production order type and the parent item.

2) Enter the quantity of the parent item.

3) Enter the production order due date which represents thegima completion date.

4) Optionally you can assign a sales order to the production order.

5) Components appear based on the BOM setup. You can add/delete cospoodift the

base quantities, warehouse and issue method.

6) Add the production order.
Once the production process begins, open the production ordehamge its status Released
You need to issue any manual components. Right-click on the nwhsag up the context menu
and chooséssue ComponentsAt the end of the process, you report completion of praatuctihis
will receive the finished item into stock and calculateabst of producing the item. Use the context

menu to choosReport Completion
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Figure 13-4: Production Order window

Items that are set to backflush are issued automatically wdwe choos&eport CompletionAn
Issue for Productiomlocument is created automatically for those componentss kigat are
managed with serial numbers or batch numbers cannot biushekl; therefore, they are
automatically set to a manual issue method. When you isssee¢bmponents, you identify the

serial numbers or batches to release them from inventory.

Summary tab . On the summary tab you can see the components total cost, the finished goods
cost, and whether there is any variance between them when you use standard co sting method.
Once you change the production order status to Closeq the variance is posted to the WIP variance
account. If you use Moving Average, FIFO or Serial/Batch valuation method, the parent cost is
XSGDWHG EDVHG RQ WKH FRPSRQHQWYV WRWDO FRVW
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In This Chapter
%o00verview of SAP HANA Analytics
%o0Using the Pervasive Analytics Designer
%olnteractive Analysis

%oLumira

Rather than having to review 10 separate reports, arsalesger might prefer a cockpit with
dashboards showing the value of the sales pipeline, the top $bleditk size of the deal, and a
competitive analysis. A CEO might want summary infororafrom reports from multiple modules
(overall receivables, summary sales data, inventory remds of course, the bottom line: a profit
and loss summary}or perhaps a cockpit with a series of key performanceatatis on the health

of the company.

:HIYH GLVFXVVHG D ZLGH tdan@highlighted/réaby QeBditidgdodlsHntirstbook,
including SAP Crystal Reports, Print Layout Designer andhery generator. HANA Analytics
tools inside SAP Business One allow you to easily and quickbteradditional reports that meet the

unigue needs of your enterprise and its mission.

Overview of SAP HANA Analytics

In this chapter, we will look at some of the options availableguSiAP Business One Analytics
powered by SAP HANA.)LUVW OHWYV ORRN DW ZdtdarforRmaNtlds/ 6$3 +$13$% VR
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KDWITV %YHKLQG 6%$3 +315PWeQDO\WLF 3
The SAP HANA database underlying SAP Business One is built fiyt@saThe database is
structured in a way that makes reporting quicker. Becéigsdata is stored in memory, analysis is

no longer slowed by the speed of the disk. SAP HANA utiloh the traditional row-oriented data
storage as well as a column-oriented data schema. Golara particularly suited to analytics
because of the way they summarize transactions. The combioktiaditional and innovative
technologies allows the solution to use the most efficient metho@sistmess purposes.

Semantic Layers

SAP provides built-in semantic layers that provide a commonitefirof business objects for
reporting and analytics. All SAP Business One reporting t@videverage the increased
performance of the SAP HANA database: Microsoft Excel Radoles, the dashboards and KPIs of

Pervasive Analytics, SAP Lumira, and Crystal Reports.

Semantic layers in SAP Business One contain business models aseditits. These layers sit on

top of the data itself and provide views that facilitate ripg.

You use these views to manipulate the data when you creatctiverreports to display in MS

Excel or when creating dashboards and KPIs. A numbdewk\are delivered with SAP Business

2QH DQG VRPHRQH LQ \RXU FRPSDQ\ FDQ EXAKGHD G GWW\V. RRDNO
necessary to understand how to build or manage the views intongss them in reporting. Because

they use normal business terminology, a user can easily seleighthéaw to create a dashboard, a

KPI or a report.
There are two types of views commonly used in reportinglytia views and calculation views.

X Analytic views are based on transactions such as A/R invoices or cost cestiagpo For
example, the A/R invoice view structures the data fromrheice transaction to provide
you with a way to slice and dice data, allowing you to pulihwpice data sorted by
customer data, item data, dates, and so on.

x Calculation viewsare a way to bring together data from multiple transaatitables or
business areas in order to answer a business question. For exammglaring cost

accounting transactions to financial transactions or rewpaotn installment sales.
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Using the Pervasive Analytics Designer

One of the most powerful analytic tools is one of the easiesteto ThePervasive Analytics
Designeris where you can create and edit key performance indigéiBis) and two types of
dashboards (pervasive dashboards and advanced dashbaayds) fmckpits.

To open thé”ervasive Analytics Designeslick on thel” icon on the toolbar. Once you open the

designer, you will see the buttons to create new KPIs or dasisboarthe left. To the right of the

buttons are three columns which display existing KPIs, pervdaisigboards and advanced

dashboards. You can open any of the existing objects toitgelgfinition or to make changes to it

E\ FOLFNLQJ RQ WKH REMHFWTV QEBPW Z<R)GIR@MRBOEEHNE WKH RS
list.

Figure 14-1: Pervasive Analytics Designer
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Creating a Pervasive Dashboard
,Q WKLV VHFWLRQ ZHTOO GLVFXVWEKRZ: MO 6 UXMHNVNWKH SHDPB UL
dashboard that displays the potential value and the businéssrssociated with the top sales

opportunities in the pipeline.

After opening the Pervasive Analytics Designer and choosingptiendo create a dashboard, you
would perform the following steps.

Choosing a Data Source

The first step is to choose a data source for the dashbpatitking on the icon. Data sources

can be user-defined queries, calculation views or analgwsviWhen you click on a data source in

the list, the definition of the data source appears with itstseasiishown in Figure 14-2.

Figure 14-2: Selecting a Data Source for a Pervasive Dashboard
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In this example, we have chosen an analytic view for s@lgsrtunities. At the top, you can see the
select statement for the view. In the table, you catheeeesults.

Basic Settings for the Dashboard

After choosing the data source, you define the basic settings libhiddshboard as shown in
Figure 14-3.

Figure 14-3: Defining Basic Settings

As you choose the measures and dimensions, a chart is created iaatlynmathe window to the
right of theBasic Setting&ab. You can change the chart type.

Dimensions and Measures . Dimensions and measures are common terms used in analytics.
Dimensions are data elements with attributes. Business partner is a dimension and it has many
attributes including account balance, name, and country just to name a few .

Measures are numbers such as quantities, amounts and prices.
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Additional options exist for adding filters or parameters f@andetting a strategy type for predictive

analysis. These options are discussed in the How to Gui@efgasive Analytics.

Setting up Actions for Dashboards

One very useful feature of pervasive dashboards is the pitgsibihdding actions to the dashboard.
You can set up a dashboard to launch an Enterprise Sepechimaster data or document windows,
or open an advanced dashboard (with additional angllytieor example, if you have a chart
showing customers with opportunities, you could launch an Enteesech or open the business

partner master for any business partner shown in the chatrt.

In Figure 14-4 we see a pervasive dashboard createdatkactratomer opportunity potential values.
This dashboard was set up with 3 actions that appear in ttextamenu. The section of the chart
from which the context menu is launched provides data which is passede action. In this case,

the customer number is passed into an action to launch erpesg Search.

Figure 14-4: Launching an action from a dashboard
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To set up actions for a pervasive dashboard, you can chdogg@addd actions from within the

dashboard definition. The link then takes you to a window tlmatsayou to choose from 4 types of

actions:

X Open SAP Business One windatthis action allows a user to open a master data or
document window from the dashboard

X Trigger Enterprise Searchthis action launches the Enterprise Search for a master data
value that is passed into the search

X Open an advanced dashboatithis action allows a user to open a dashboard that agta lik
supplementary cockpit of pervasive dashboards and KPIs

x Link to SAP Business One windowthis is the only action that does not appear in the
context menu. Instead this action allows you to embed thibodahas a permanent link to
a master data or transaction window. When you display an exisisgendata or document

window, the chart will be displayed on the right.

In Figure 14-5 you can see an example of how the action LiBRBoBusiness One window creates

an embedded dashboard for Bigsiness Partner Master Datgindow.

Figure 14-5: Embedded Dashboard (Action: Link to B1 window)
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1. Inthe window where you define the dashboard settings, you Hanleta create or edit
actions. The link shows the number of actions already assbuiitethe dashboard. When
you click on the link, the system shows you a list of any existotigns and displays a
button to create a new action.

Choose thédd Actionbutton to open thEdit Action (Dashboardyvindow.

Choose the type of action you wish to create.

Give the action a descriptive name. This is the name usésewiwhen they open the
context menu of the dashboard in the cockpit.

5. The last step is to set up data binding. This step passes valmahé dashboard into the
action you are launching. For example, since we are geatilashboard for potential sales
values in opportunities, the system allows us to choose the Car@miress Partner) field

to pass into the enterprise search.

Figure 14-6: Setting up the Trigger Enterprise Search action

SAP Business One ... 7o Go 288



@ Analytics

The area where data binding is performed varies slightlgrapg on the type of action you are

setting up. When you set up an action to launch a SAP Busimes&i@dow, you not only specify
the field with the values you wish to pass from the char,afso have to specify which field you are
passing the values to. For example, you would need toheapardcode field in the chart to the
Business Partner code field in the window.

Authorizations for dashboards . To view the content inside a dashboard, a user must have
authorization for the data sources to be displayed. To create a dashboard, a user must also have
authorization for the Query Manager.

Creating a Key Performance Indicator (KPI)

KPIs are quantifiable measurements that reflect crisicatess factors in a company, such as targets

for revenue or profit marginSAP provides you with a number of predefined KPI cockpit wiglge

There are two main benefits to using KPIs. KPlIs allow yaeasily and quickly check progress
WRZDUGY DFKLHYLQJ \RXU FRPSDOQ\TWHMWUELWHWNRPVIRR BON DDMXHG \
KPIs gives you the option to design financial and operationéd KRt reflect your own unique

business. You can edit the existing KPIs or create your own Pdhasive Analytics Designer.

Figure 14-7: Key Performance Indicator Widget
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The KPI target will be to reduce overdue deliveries to @ per month. Since the numbers have

typically been much higher, the KPI should also visuakytals if we are approaching the target
with a range of 2-5 per month.

After determining what you wish to measure and which qaexyew you will use as the data

source, the general steps to create the KPI are as follows:

In thePervasive Analytics Designereate the KPI and give it a name and description.
Choose the base measure for your KPI.

Choose the base dimension for your KPI.

P w DN P

Specify how you will know when the target is met and how to kngwufare trending in

the correct direction.

o

Set colors to reflect progress.

There are additional options to add filters or paramébatswe will not cover in our

example.

/IHWTV UXQ WKURXJK WKHVH ILUVW VWHSV ZLWK DQ H[DPSOH

Creating and Naming the KPI

Open the Pervasive Analytics Designer and choose the optiveate a KPIl. Enter a name for the
KPI and a description on ttgettinggab. Give the new KPI a descriptive name because this name

will appear in the KPI widget.

Choosing the Base Measure for your KPI

The KPI Definition shows all existing user-defined queriesfydic views and calculation views for

you to choose as the basis of your KPI.

Open the query or view to see the measures and dimensionga Breasure from the data source
definition to the first box in th8et KPI Valuaarea. Then use the dropdown box to choose the

appropriate unit.

In our example we use a query that compares actual detlatgg to the expected delivery dates as

the data source. We choose the measure Count. This medbkgieewus a count of deliveries
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where the actual date was later than the expected detlagzy In our case, we do not need a unit,

but some measures may use a date. For example, if you wetengdhe number of days late, then
Day would be the unit. Figure 14-8 shows these steps.

Figure 14-8: Name the KPI and choose the Base Measure

Choosing a Base Dimension for your KPI

Next you choose a dimension from the same query and dragribagion to th&et KPI Valuarea.

Use the dropdown box to choose granularity of the dimension.

In our example, we want to measure whether we have mall txgected delivery dates for sales
orders within a month. Therefore we choose the dimeiisipacted Delivery Datand use the

dropdown to choosklonth

Figure 14-9 shows these steps. Notice that as you fine-tune thiatefthe example of how it will

look changes with your definition. Adding a time dimension alltvesKPI to display a trend.
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Figure 14-8: Choosing a Time Dimension for the KPI

Specifying Goals and Trends

Once you have the base measure and dimension, you can begirifiorgpeto know when you
have reached your goal and how to measure the trends. SomdikéPthose that measure revenue
are considered to be improving as the number rises. Hovethers like overdue deliveries are
improving as the number falls. You also choose which periodgmpare the current results to.
For example, you may want to measure overdue deliveries thik madast month, whereas you
may wish to measure revenue this month compared to thersantie in the prior year. All these

settings are possible for KPIs.

You make the following settings in thalue Settingsab, the same tab where you defined the base

measure and dimension.

x KPI Goal Descriptiontenter a description that makes it easy for viewers to undengoain
goal.

x Target xenter a numerical value for the unit of the measure youdtesen.

x Trend tcompare to the prior period (for example Month-on-Month) orgameto the same

period in the prior year (Month over Month)
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x Smaller is Better select this checkbox if the goal is a smaller numiieerahan a larger

one. For example with overdue deliveries: fewer are better

You can add more complexity in setting goals and trends by tise advanced goals and trends
area. You can even build KPIs based on other KPls. frcéis®, you use tHaterim checkbox to
hide a KP1 whose only purpose is to be the basis of another KPI.

Figure 14-9: Setting KPI goals and trends
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Setting Colors to Reflect Progress

You saw how the choices we made in the KPI definition changealtveat the KPI in the
examples in the previous figures. You can choose which ogbarsvish to use for the display and
set ranges for when the colors are used.

You can see how this is done in Figure 14-10.

Figure 14-10: Setting Colors for the KPI Status Display

We have only covered the basics of how to create and mandgje &H€re are many other options
possible for setting up a KPI that uniquely manages your businalss golarge number of KPIs are
delivered as part of SAP Business One, including financias it pull data from the general
ledger.
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For more information on using, creating and editing existintg K$&e the how to guide on how to

work with Pervasive Analytics.

Creating Advanced Dashboards

(DUOLHU ZH WDONHG DERXW SHUYDWHHNUH WDSH RR G E RFIXKG HA
an Advanced Dashboard. An Advanced Dashboard is a dadhblo@h behaves like

supplementary cockpit with a number of pervasive dashbaati&Pls on one or more pages.

When a user launches an advanced dashboard from a pervasibeata ola KPI widget in their

cockpit, they gain quick access to extended business anatytingtiple related charts and KPlIs. In

this way, advanced dashboards provide additional insight endigtics associated with dashboards

and KPlIs.

Creating advanced dashboards is extremely easy. You deosgtion to create an advanced
GDVKERDUG LQ WKH 3HUYDVLYH $QBRG\QDPWY 'HVWLYWY H B SIRQGV DIOWY

descriptive name, since this name will be visible in the Ingaafi the advanced dashboard.

The designer opens an empty page that is just waiting foroyadd pervasive dashboards and KPI

widgets. You give the page a name then begin adding widgets.

If you want more pages, you can choose an option to creattecampage. Figure 14-11 shows where

this is done in the top left corner of the advanced dashliesign area.

Figure 14-11: Naming and adding pages to an advanced dashboard
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The icons in the top right corner of the advanced dashbsiaowv( in Figure 14-12) are for saving

the dashboard, opening thédgets Galleryand optionally adding filters.

Figure 14-12: Icons in the Advanced Dashboard Designer

Adding widgets from the gallery works the same here as it doesuser who wants to add widgets
to a cockpit. The only difference is that you can @ud two types of widgets to an advanced

dashboard: pervasive dashboards and KPIs.

Figure 14-13 Widgets Gallery
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2QFH \ Radded Widgets, you have the option to define filters which iltgk fall the pervasive
dashboards inside the advanced dashboard based on anakisource widget.

Then after saving the advanced dashboard, you only neetliup an action in a pervasive
dashboard or KPI to launch your new advanced dashboard.

Interactive Analysis

If you are using SAP Business One with SAP HANA, you get to ehj@¥xcel-based, easy-use
Interactive AnalysisThis reporting tool reads live data directly from the SMNA database, using
predefined semantic layers designed to create a set ofgépatrcombine different types of data
together. Interactive Analysis is fully integrated witlickdsoft Excel, giving you a familiar interface

and allowing you to leverage existing skills when creating cuséports.

For example you can use the Sales Revenue Analysis to gehatimn about all your sales

QXPEHUV LQFOXGLQJ VDOHVY HPSOR\HH MWRQF)S\HNRRBWYV VWD X P
The tool uses a MS Excel pivot table where you can pick and cladisle fields to include, how to

filter the report, group it, and even present it as phgrl you are familiar with using pivot tables,

all you need to do is choossteractive Analysidrom the SAP Business One main menu, and then

select the area you wish to examine. See figure 14-14 for goimers for using pivot table and

interactive analysis.
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Figure 14-14: Interactive Analysis

SAP Business One ... 7o Go 298



@ Analytics

Lumira

Another useful tool for deep dives and ad-hoc analysis is SAP auwiith Lumira you can build
interactive visualizations for your data , create storyii®and infographics. For example you could

display your sales figures visually on maps.

The home page of the application displays a graphic that outlinesaihevorkflow in Lumira:
acquiring data, enriching data, building visualizations, expdodata and sharing your creations with
your teammates. Each data icon is a button that provige&kway to navigate to that step in the

process.

Figure 14-15: SAP Lumira home page icons

2QFH \RXTYH FKRVHQ ZKLFK 6%$3 % XVLR)HYD Q ¢ HEID@DAI\W R & RHONK
data by adding calculated columns, merging or appending eairanging how the measures are

aggregated and rename measures or dimensions.
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SAP Lumira supports you in building visualizations to render theesaluyour data so that outliers,

trends and other insights are easier to spot. A gallery proaidese range of chart types for
visualizing the data. You can group the visualizations into Istangls to organize the data and
convey its meaning to others. You have the option of sharinggtiaein the cloud and collaborating
with others.

Be aware that the SAP Lumira version for Business Oneatsstine usage to Business One
application data and related partner add-ons. Each designatgéra user must also have a valid

license for Business One.

There are some excellent tutorials available for LumithHNA analytics in the analytics section
for SAP Business One academy on SCN&SAPBusinessOneAcademy.com
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This appendix lists useful keyboard shortcuts that can help aatesy@ur efficiency in using SAP®
Business One. You might want to keep a copy of this appendix neakegyhward for easy

reference.

General Shortcuts

Task ‘ Shortcut

Display the SAP Business One main menu gt)rl + 0 (zero, not the letter
Print the current document or record Ctrl + P

Display transaction journal Ctrl +J

Exit SAP Business One Ctrl + Q

Undo Ctrl + Z

Redo Ctrl + Shift + Z

Cut Ctrl + X

Copy Ctrl + C

Paste Ctrl +V

Find customers or items that start with a certain letter ina | Type letters in name or
document description field * Tab

Hold down Ctrl or Shift and

Select multiple items click all desired items

View user-defined fields Ctrl + Shift + U
View the next record or document Ctrl + right arrow
View the previous document or record Ctrl + left arrow
Change to add mode (if displaying document or master
: Ctrl + A
data, opens a blank document or master data window)
Change to find mode Ctrl + F
Change a field name Ctrl and double-click field
name
(QWHU WRGD\YVY GDWH LQ D GDWH I| anykey but a number and Tab
Enter a date in the current month Day of month and Tab
Enter a date in the current year Day and month and Tab
Close all windows except the SAP Business One main Shift andclick X LQ ZLQG
menu upper right corner
Open a window from the main menu Enter
Close the current window Esc
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Table Shortcuts

Task ’ Shortcut

Add a row Ctrl + |

Duplicate a row Ctrl + M

Delete a row Ctrl + K

Sort table by column in ascending order Double-click column header

Sort table by column in descending order ﬁ‘lt + double-click column
eader

Display detailed information about a row Ctrl + L

Go to the first row Ctrl + H

Go to the last row Ctrl + E

Copy from cell above Ctrl+ n

Shortcuts in Sales and Purchasing

Documents

Task ‘ Shortcut

Calculate gross profit Ctrl + G

Specify a payment method Ctrl +Y

Calculate volume and weight Ctrl + W

Open base document Ctrl + N

Open target document Ctrl + T

Go to business partner code field Ctrl + U

Go to the Remarksfield Ctrl + R

Choose a serial number for an item ﬁéﬂj + Tab in fiem Quantity

Check the latest prices Ctrl + Tab in /tem Price field

Display alternate items Ctrl + Tab in /tem No. field
After clicking the moneybag
icon to specify an incoming

Copy an amount when entering a payment payment, press Ctrl + B to
copy the amount into the
document

Open /tem By Warehouse report Ctrl + Tab in Whse field
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