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The Essence of SAP Business One

In This Chapter
O What Is SAP Business One?
U Breaking Ground for Small and Midsize Businesses
L A Unique Approach

(J What This Book Will Do for You

SAP® Business One is an integrated business management application designed from the ground up
for small and midsize businesses like yours. This book provides a complete overview of how you can
work with SAP Business One and how it can help your company grow by automating its operations,

such as management, business intelligence, sales, production, logistics, and financial processes.

What Is SAP Business One?

Unlike most other software applications that focus on a specific area of business, such as accounting
or customer relationship management (CRM), SAP Business One is an integrated business
management application. It offers a complete set of core functions, including financials, customer
relationship management, inventory management, sales, operations, and 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 software that was born out of accounting and
bookkeeping, or a standalone customer relationship management solution. It helps businesses like
yours manage the entire process of selling and servicing clients, and once orders are taken, they flow
directly into automated fulfillment. As a comprehensive and integrated system, SAP Business One
gives you full visibility into your business, through on-demand analytics in a personalized cockpit,

live alerts and approval procedures, and end-to-end business processes.

Information at Your Finger Tips, Any Time, Anywhere
With SAP Business One’s flexible delivery model, you can choose where and when to receive

information. If you are in the office, use your personal computer to access the company data directly,
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if you are on the go, use your mobile device to receive alerts, approvals, and reports, view
customer’s sales data and even create sales documents using the free mobile application for SAP

Business One.

An Application for Everyone
The easiest way to understand SAP Business One is to think of all of the people who are involved in
a business:

o There are people in sales that gather leads, go on sales calls, and make sales.

o There are people who account for what has been bought and sold, and who make sure
the money flows properly in and out of the company to and from suppliers, customers,

and employees.

o There are people who take customers’ orders and fulfill them, either by sending goods or

by providing services.
o There are people who manage operations such as inventory control or service delivery.
o There are managers who monitor and manage the entire business.
Now imagine that one application can help all of these people do their jobs, and that all of them work
with the same set of information using the same application that can do the following:
o Integrate all parts of your business so everyone operates on the same core business
information

o Supply users with personalized interfaces specially designed to support the way they

work

o Process data in real time so you never have to wait for nightly or weekly postings, which

means that the financial data of your business is always up to date and available

o Issue warnings and trigger corrective actions to take place automatically when certain

limits set by managers and other users are exceeded

o Simplify reporting and analysis with “easy to create and run” reports delivered to you on

demand.
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Breaking Ground for Small and Midsize
Businesses

Although each business is unique, common patterns of activities and challenges appear in almost

every business.

The Challenges Facing Small and Midsize Businesses

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

smoothly from one part of the business to the other. This can happen for many different reasons.

Information Gap

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

rework, or missed opportunities.

Process Gap

A process gap exists when manual business tasks are not automated, or automation stops in one
application and must be manually transferred to another. Process gaps are resolved by duplicate
reentry of information from one application into another or by constructing brittle, special-purpose
software to do the transfer. Process gaps slow a company down, retard change, and reduce the
possibilities for automation. Effective and complete integration, 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 meet specific needs as business expands; for
example, an accounting application to manage general ledgers and invoices, or a warehouse
management solution to keep track of inventory. Keeping this combination of applications up to
date, integrated, and running smoothly can be a challenge. To get a picture of what is happening in
every part of the business takes a lot of work and requires information to be extracted and reconciled
across many systems. While such applications may serve for a time, ultimately 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 businesses because it 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 and midsize businesses
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A Unique Approach

While most business software is focused on automation, few software companies, if any, approach
the challenge of creating software in the same way as SAP. Most of the time, a software vendor
picks one area, such as accounting or CRM, and builds a product to support the particular processes
related to that area. How these processes work with the other fundamental processes of other areas is

a question left unanswered. SAP Business One is the answer to that question.

An Integrated Solution

SAP Business One takes a “single solution” approach to business management and process
automation. Sales, CRM, financials, and operations are all supported and automated in SAP Business
One. The automation of each process is integrated, as sales orders flow into the accounting software
and become requests to manufacture products, which may require materials to be withdrawn from

inventory. The historical boundaries between applications do not exist in SAP Business One.

Streamlined Business Processes

The broad scope of SAP Business One helps you streamline and automate your entire business from
end to end, including CRM, accounting, warehouse management, and production. Furthermore,
when an important business event occurs, automatic responses can be executed as needed. This
management-by-exception paradigm increases productivity by reducing information overload and

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

Instant Access to Information

Having all business data stored in a single integrated application like SAP Business One means
critical business information is simply a few clicks away in a configurable dashboard or through
intuitive drill-down reports. Since SAP Business One works primarily in real time, changes are
recorded instantly, without delay. You can get the state of the business whenever and wherever you
need it through a variety of different reporting mechanisms, including Microsoft Office applications,

mobile devices, Crystal Reports, SAP Lumira and dashboards.

Customizable and Adaptable
SAP Business One is designed to be easily configured, integrated, and extended. Through its
integration capabilities, SAP Business One unifies business applications and desktop productivity

applications. Through SAP’s global network of certified solution partners, SAP Business One can be
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adapted to meet the specific needs of local markets and vertical industries. Through the integration

framework, SAP Business One can be run by subsidiaries of large accounts that require full
transparency into the ecosystem. Through built-in configuration tools requiring no prior skills, the
application can be adapted to your unique needs, allowing you to modify fields, forms and menus

easily.

The adaptability of SAP Business One means that the software grows with your 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 software built from the ground up
exclusively for small and midsize businesses like yours. It draws on SAP’s more than 50 years of

experience in creating business applications that serve the needs of millions of users worldwide.

SAP Business One is available in over 40 country localizations that support country-specific legal
requirements. Furthermore even within a given localization, users can choose from over 25
languages in which to do their work. This means that if you have a company has employees who

speak different languages, you can accommodate them.

As the worldwide leader in business management software, SAP is committed to bringing
comprehensive business management solutions to meet your current and future business needs.
Helping you run your business smoothly is one of the most important jobs of SAP and its global

network of certified SAP Business One partners.

Internationalization note: SAP Business One, like all SAP software applications, is designed
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 further learning. First, we introduce SAP Business
One and explain its general approach. Next, we cover the basics and explain the core functionality

for keeping track of accounts and business partners, as well as the fundamental processes for
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purchasing and sales. Then we review the powerful functionality SAP Business One offers for
managing inventory and production, sales and service using CRM, and related analytics, as well as

introducing ways to automate your business processes.

At times, this book provides step-by-step instructions for getting things done. But most of all, it
explains the way to think about SAP Business One so that inspiring ideas about how to put the

product to work in your business will follow quickly.
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In This Chapter
U Getting Started
O Understanding the Personality of SAP Business One
U Knowing Where You Are
U Finding What You Are Looking For
U Getting Where You Want to Go

O Finding Answers to Your Questions

Getting acquainted with a new software application is like trying to find your way around a city you
have never visited before. In New York City, for example, once you understand the grid of numbered
streets and the way avenues are numbered, named, and lettered, you can figure out pretty quickly
where any address is. In Paris, you need to know that the arrondissements go clockwise starting from
the center of the city so that you can use your Plan 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 enjoyable day in the city starts with a visit to one
destination, then moves from one spot to the next: from breakfast at the hotel, to a museum, to a

nightclub.

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

knowing how a business transaction is recorded and tracked (the enjoyable trip).

Features such as the personalized cockpit, the drill down to underlying data, Drag&Relate™,
Enterprise Search, multiple concurrent windows and the ability to build one document from another

will quickly give you control over your business processes and real time insight into your company
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performances. We are sure that you’ll find SAP Business One easy to use with its intuitive

navigation and familiar look and feel. And soon you’ll learn just how flexible and integrated it is.

Getting Started

To start SAP Business One, double-click the icon shown in Figure 2-1.

Double-click the SAP

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

w Business
Nna

\ J
X
r'_w Company Mame OEC Computers
P User ID # ]
5 Passwaord: "
] Logon with Windows Account

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 choosing a company
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The first screen that you see is the login window where you enter your user name and password.

After the first login, the last company that you logged into is automatically selected.

At the bottom right of the login window, you can click the Change Company button to select a
different company to work with. Some organizations use multiple SAP Business One companies,

keeping track of different companies, divisions, or business activities as separate companies.

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

administration to retrieve this information.

A user name and a password must be entered in order to log into the company database. For audit
purposes, user information is recorded in every new record or modification to an existing record that

a user 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 license and the user’s activities 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 populated with data. This company
can be used as a training ground for accelerating learning or testing new ways of using SAP Business

One. Once you have successfully logged in, the learning process can begin.

Understanding the Personality of SAP
Business One

Before we move into a detailed explanation of the user interface, we want to give you a sense of the
style, or personality, of SAP Business One. The first time someone shows you the SAP Business One
main window and the main menu, it all looks pretty simple. Then you ask a question: How can we
find purchase orders related to a given supplier? Without hesitating a second, whoever is showing

you the program clicks on the main menu a couple of times, brings up a blank purchase order
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window, enters the name of the supplier, and, quick as a flash, there is a purchase order for that

supplier.

Shortcuts: There is nothing better than using shortcuts! There are many ways to create
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.

You can now scroll through and see all of the purchase orders for that supplier. Let’s say you want to
see the items on a purchase order. You simply click on the Contents tab to review the ordered items.
You want to see the details for one item? One click, and you have the item window. Which
warehouse is that item stored in? Another click, and you’re looking at it. Before you realize it,
you’ve accessed a number of windows. The most common reaction at this point is, well, that was

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

Once you read this chapter, you’ll know where you were, where you are, and where you need to go
next. And once you work with SAP Business One for just a bit, you won’t want to work with any
application that isn’t as convenient and easy to use. But to get to this destination—the place where it

all makes sense—you need to spend some time with a guide.

What happens in the moment when SAP Business One makes sense is that you see how the screens
that you are looking at are connected to both the top-down way of finding information through the
main menu and the transactional, process-oriented connections between each document in the
application. You start to understand how each document in SAP Business One is constructed from
reusable parts. Once you get all of this, SAP Business One is a snap. Our tour 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 as purchase orders, invoices,
production orders, sales quotations, and so on. Each of these documents is constructed from smaller
reusable chunks of data called master data. Master data, a topic covered in detail in Chapter 4, refers
to the key information that describes your customers, vendors, and leads as well as items that your
company buys and sells. Figure 2-2 shows how a document—a purchase order—is constructed from

master data.
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Vendor master doto . Item master dato

Purchase Order v P = > 4

Vendor . 1010 i No.  Primay v 1051 -0
Name Far Eazt Imports Stabus Open

Posting Date 03/30/2014

Delivery Date 03/30/2014
Document Date 09/30/2014

Unit Price Dic... TaxC.. Totd(LC)
$40000 0000 ~ NY $ 400.00
$120.00 0000 - NY $ 180.00
$32000 0000 ~ NY $ 32000
$45000 0000 ~ NY $ 450.00

- e

i

Jamez Chan b Totsl Before Discount § 1,350.00
Discount LS
Freight -
[] Rounding $0.00
Tax § 11132
Total Paymant Due § L6132
Remarks

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

Creating documents from master data increases productivity, ensures data consistency, and reduces
errors. As you learn more about SAP Business One, you will come to appreciate 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 to use the main menu to find
documents or master data records. When you first start SAP Business One, the Main Menu is shown.
Using the Main Menu, as shown in Figure 2-3, you can open links leading to windows from which

you can search for a particular document or scroll through all the 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 powered by SAP HANA. In this
guide we are using the SAP Business One powered by SAP HANA, which 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

= Purchase Order

x 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 business process, a sequence of documents can be
used and the links between them must be recorded. Let’s take a look at the sales process. First, a lead
is recorded as master data, followed by sales activities such as calls and meetings. Eventually a sales
quotation is issued, which may lead to a sales order and then an invoice. When a payment comes in,
it must be reconciled with the invoice. So there is a stream of activity from document to document in

which each step in the business process is recorded.

Each step is an individual business transaction in the most general sense of the word. A business
process for selling or ordering supplies may require many transactions in sequence. One of the
application’s strongest features is that it allows you to copy one document to create the next in a
sequence, while maintaining identical structure between documents, for ease of use. SAP Business
One also keeps track of the connections between the documents so that you can move through the
sequence of documents related to a particular transaction. The transactional connections between

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

Questions for Increasing Your Understanding

The moment of clarity, the moment that the personality of SAP Business One becomes crystal clear
happens after you have used it for a little while, and the concepts we have presented are confirmed
and made concrete by actual experience. So far, this chapter has prepared you to ask the following

questions any time you are faced with a new screen:

O

Is this a document? Is this master data? Is this window something else and, if so, how does it

relate to documents and master data?

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

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

o What process-oriented navigation allows me to find related documents and master data from this

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

One of the innovations of SAP Business One is the way that the design naturally incorporates both

top-down navigation through the main menu and process-oriented relationships through
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workbenches, as well as navigation, search, and document creation mechanisms based on those
relationships. In other words, you can personalize the way you get to the data you need. The rest of
this chapter explains all of these mechanisms in detail so that whenever 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 possible to have many windows open at once,
each of which may show a different document or master data record. 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 Business One and is the central place
where you can initiate any task. Only the main window has a menu bar along the top. It also has a

toolbar with icons that provide easy access to commonly used functions.

The SAP Business One Main Menu

As shown in Figure 2-4, the Main Menu has three tabs:

o The Modules tab shows the top of the SAP Business One hierarchy. It lists all the modules in
SAP Business One. Inside each module is a list of functions. Click on a function to launch it or to

expand it and see more selections.

o The Drag & Relate tab is used for an innovative method of finding transactions linked to master

data, as explained later in this chapter.

o The My Menu is a customizable menu for quick access to your most commonly used functions,
similar to bookmarks in a Web browser. For more information, see “My Menu and My

Shortcuts” later in this chapter.

If you don’t see the Main Menu, you can get to it from the menu bar by choosing Window — Main

Menu or by using the keyboard shortcut Ctrl + 0 (zero, not the letter O).
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Company and User

name
OEC Computers

Mansger

B Administration

Main Menu Tabs j

.ﬂ Financials

Figure 2-4: SAP Business One Main 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 running. Figure 2-3 is 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 top of the main window. Clicking on each
menu item displays a pull-down menu that leads to more choices. Shortcuts using the Alt and Ctrl

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

Menu Bar
\ J
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:
o File: Primary commands, such as Close, Print Preview, Export to, and Launch Application
o Edit: General editing commands, such as Undo, Redo, Cut, Copy, Paste, and Delete

o View: Commands that change the view of the data in the window, such as User-Defined Fields,

Picker Display, System Information, Restore Column Width, and Legend

o Data: Commands that manipulate application data as well as commands for moving between

records, manipulating rows in a table, and other editing commands pertinent to data
o Goto: Dynamic menu that changes according to the currently selected window

0 Modules: Modules shown in the Main Menu
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o Tools: Commands such as Print Layout Designer, Form Settings, My Menu and Customization

tools

o Window: Commands associated with managing windows, including access to Main Menu,

Messages/Alert Overview, and Calendar

o 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 of icons that provide easy access to

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

Active functions are shown in color while inactive or unauthorized functions are in gray. To hide or
display a toolbar icon group, place your cursor on the toolbar, right-click, and then check or uncheck
the appropriate boxes. Toolbar icons are context sensitive, that is, they change depending on what

you are doing.

If you forget what a particular icon does, simply move the cursor over the button to display a tooltip.

The Status Bar

The status bar extends along the entire lower edge of the SAP Business One main window and

contains various fields.

o The bottom-left area of the status bar displays the following types of messages:

o An appears over a red background and informs you that the

procedure cannot continue until corrective action is taken.

o An appears over a blue background and informs you about an

issue that does not prevent the procedure from continuing.

o A[o0ilg el REERTYE appears over a green background and informs you about

the successful execution of a procedure.

o The bottom-left area also displays system information when you click into a field, or roll your
mouse over a field in the active window. The system information will indicate the database table
name for the field, the field name, index number and form ID. System information is only active
when you enable View— System Information from the menu bar. This is valuable information for

creating reports because it helps you understand the database schema.
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o The middle of the status bar contains the current date and time as defined in the server.

o The top-left area displays important information about the active window. For example, when

you move your cursor over an input field, text describing the input format and length appears.

o The four boxes on the right-hand side of the status bar allow you to show data from up to four
specific fields that you can select. The data is based on the reusable master data you selected and
is updated depending on the active window. For example, to display the business partner balance
in the status bar, open the customer master data window and drag the balance field using the left
mouse click onto one of the boxes in the status bar. For drop down list fields, hold down the
CTRL key first. Now, whenever you create a transaction for any business partner, the
corresponding balance will appear in the status bar. To remove this selection, hold down the ALT

key and click the status bar box.

Description or active Current Date

‘\ field in active window /) t\ /I
~ Y

BP Code (15 Characters) 05032009

¥ (Operastion completad successfully [Message 200-48]

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 appear on the status bar as you work. It includes
errors, warning and information messages. Every time you log out of the application, the messages
log clears. This is especially useful to track errors that occur while you enter data into the system.
You can go back to the error at time to analyze it and find a resolution. Often an error message

includes a link to the appropriate help files to assist you in resolving the error.

To open the system messages log use the Window— System Messages Log from the menu bar. You

can now minimize it or close it completely.
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Enterprise Search

The enterprise search is a comprehensive search engine, not only looking into your data, but also
gives you the option to filter, and narrow down your search. In addition it includes many links to
corresponding documents and master data. You can save your search to templates, for repeat usage.
You can also decide which user defined fields and objects are included and displayed in the search
results. And all this is powered by the in-memory technology, fast and lightning, SAP HANA
database platform. Figure 2-7 shows how you search for a customer named Earthshaker, and narrow
the data down to the individual credit memo document, you were looking

for:

\ Start by entering the text )

|

Earth Q| v

X

Get multiple results containing the text l

Search Result

¢ 571 rcxron -

Narrow down the
search, using
Layout

Drill down to the

individual
o a5
transaction oy -peea
v
PR A X v o
Business OO, 0 AR Croct Meeno 3 %

L ARGedit Memo 3 Sleen (1)
Ot 9 Code CAO000 SN0 3 00010
19 N Cutinhd  SatusC{Ced) v
Foutrg Date-J008- D Date: 20081«
Cooummrt Ouea 200 Tatd 101 25

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 One’s personality. The cockpit sits in the main window

and is one of the first things you see after you log in.

We can call it a control center — this is where you start your morning, with full control and visibility
into your business, by viewing open documents and major reports, using links to frequently used
windows, evaluating the company status in terms of revenue, expenses and inventory, and having the

ability to do a complete database search with a click on a button.

You can choose whether to use the cockpit and what appears in it. You can easily different widgets

into the cockpit.

With the SAP Business One version for SAP HANA, the cockpit is displayed in a HTML 5 user-

interface, called Fiori-style, and has some additional functions that appear in the main window.
In figure 2-8 you can see an example of a configured cockpit containing the following widgets.

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

reached business targets

2. Dashboards that graphically depict business performance for purchasing, sales, inventory

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

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
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Opportunity 21 @ '2 e !@ - | %
4 Rank Skatamante and Evi Baee General Motors L
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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 optional component and needs to be
activated. You can choose to activate for certain users. Go to Administration — System Initialization
— General Settings — Cockpit. Then go to 7ools — Cockpit — Enable my Cockpit.

Let’s discuss each type of widget in more detail.

Key Performance Indicators

This exciting widget allows you to create KPI’s that describes different aspects of the company, and
its status. For example you want to compare gross profit of this month to last month, or expenses of
this month, compare to the same month last year. The options are limitless. KPI’s are based on

queries you create, so any area that is interesting for you, you can create a KPI to evaluate it.

The KPI’s show the overall amount, the target for the selected period and the trend compare to

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 amount of data and present it in a way that is easy
toread. There are two types of dashboards in SAP Business One version for SAP HANA: pervasive
dashboards and advanced dashboards. SAP delivers a large number of pervasive dashboards and you

can easily create your own.

For example, you can use a pervasive dashboard that displays the 5 top customers in the cockpit, or a
dashboard showing expenses versus budget. You can have as many dashboards as you wish in your

cockpit based on what interests you.

ashboard
Top 5 Customers by Sales Amount FEIREE
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 they can have context menus that launch additional
actions. In Figure 2-9, we see a dashboard that can open an advanced dashboard for sales statistics,

open a master data window for customer information, or use the Enterprise Search to find customer
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information. We call this ability “Insight to Action” — you start from a simple dashboard, and are

able to easily retrieve all possible information you may need about this item.
You can also include a pervasive dashboard as an extension to a master data window or document.

Advanced dashboards are the latest innovation in SAP Business One version for SAP HANA.
Advanced dashboards act like supplementary cockpits that can be opened from your pervasive
dashboards. For example, you want to know all your items’ sales statistics, warehouse quantities,

open service calls, gross profit, etc.

An advanced dashboard can have multiple pages. In Figure 2-10, we see a dashboard with two

pages: one for items and one for customer analytics. Users can toggle between the pages.

i) Sales o /
ltems ' Customers Y
o = 7 =7

Opportunity Status Customer Opportunties
-I-III--I--II..---l-l-I-I.I- ‘
Total Sales Amount Top 5 Customers by Sales Amount =2
- I
... [
=3
238.71 Koee =
, o [l
/777 %
2] o Sales
tems & Customers
Top 5 Best Sellers by Sales Amount = 2 Revenue Versus Gross Profit for Last 6 Months =
s I .
o I
... [ "
~
o I ¢
e

Figure 2-10: Advanced Dashboard
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My Workbench

The workbench is composed of all documents and reports relating to a business process. This widget

gives you quick and clear access to windows without the need to use the main menu. SAP Business

One provides 4 workbenches: sales, purchasing, inventory and financials. By clicking the dropdown

indicator you can launch a report related to that business step.

}'urchasing Process

Open lterms List

e\a Do, Drafts Report @

Figure 2-11 Purchasing Workbench

My Recent Updates

This widget displays the most recently added updated objects that you posted

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. It can count the number of activities that
you created or are assigned to. For example, it could display the number of all your open sales
quotations or invoices. From the widget, you can drill down on the number to 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 trash can located in the bottom
right. To create new KPI's and dashboards, use the Pervasive Analytics icon located in the tool bar.
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Document Windows
Now that you have the big picture of the main window, it’s time to explain some of the general rules

of the SAP Business One user interface.

Window Operation Modes

There are four possible window operation modes in SAP Business One:

o Add: Add a new record or document

o Find: Search for existing records or documents

o View: View an existing record or document

o Update: Modify the data of an existing record or document

Windows in SAP Business One have a default mode, which can be either “add” or “find,” depending
on the context of what you’re doing. For example, when you choose the Business Partner Master
Data or the Item Master Data window, it opens automatically in find mode because you will most
often want to display information that has already been entered. When you want to process a sales
order or purchase order, on the other hand, the window opens automatically in add mode because

you usually want to add a new purchase order.

How do you know what mode you’re in? The button in the bottom-left corner of the window changes

to Add, Find, OK (for view mode), or Update according to the current mode of the window.
You can switch between operation modes in several ways:
o To add a new object (such as a document or master data record), use the add function. There are
several ways to activate the add function, such as the following:
o From the menu bar, choose Data — Add
o Press Ctrl + A on the keyboard
o From the toolbar, choose the add icon

o To find an existing object (such as a document or master data record), use the find function. SAP
Business One displays the object in find mode, with the Find button at the bottom-left corner of

the window. There are several ways to activate the find function, including the following:

o From the menu bar, choose Data — Find
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o Press Ctrl + F on the keyboard
o From the toolbar, choose the find icon

o When you enter or change data in an existing object, SAP Business One automatically switches
to update mode, causing the Update button to appear at the bottom-left corner of the window.
Click on the Update button to save data you entered or changed; click on the Cancel button if

you don’t want to save or update data.

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 certain stage 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 mouse button to open a context menu
that provides access to the most commonly used functions for that section of the window. Because
these functions are context-sensitive, the options change depending on the area of the screen you

click on.

Row Details

Sales and purchasing documents include tables that provide information about quantities, prices, and
descriptions. To work with these tables easily and extend the view available on the screen, you can
open the Row Details window. This window allows you to view or edit rows in a table, such as that

found in the Contents tab of a sales document.

The Row Details window shown in Figure 2-14 can be opened by right-clicking the row number of
the required item, by double clicking the row number, pressing Ctrl + L, or by selecting Row Details
from the menu bar’s Goro menu. Some fields are “read only” and appear in gray. If a field is
editable, once you enter the new data, the field is updated automatically—that is, there is no OK or

Update button in this window.
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Figure 2-14: Accessing the Row Details window

Maximizing the Grid

If you have a large number of items to enter into a document, you can enlarge the grid on the
Contents tab. Select Maximize/Restore Grid from the context menu to enlarge the Contents table
area. This allows you to focus on the items, while you enter them. Once you are done, right click

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

SAP Business One provides you with extensive support for searching for objects (sales and
purchasing documents, and business partner and item master records in documents). The two main
methods are discussed below: looking up business partners and items from a Choose from List and

using the toolbar arrows to scroll through documents or master data records of a certain type.

Looking Up Business Partners and Items
SAP Business One makes it easy to look up business partner and item information while you are

entering sales and purchasing documents. Figure 2-15 demonstrates how to use the selection lists.

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

\Z -0 x

Sales Order
Customer D Mo, Primary vi%es
Marne 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 % Tax C...  Total (LC) U

$ 500,00 Manw

1 1 § 500,00 0.000 MY
2 0.000

Sales Employes Eill Levine - Total Befors Discount 4 500.00
Owner 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 appears in a separate window. You can move
through the list quickly by typing the first character of either the business partner code or item
number; the selection list scrolls as you type. You can sort the selection list, by double clicking the
column header. Now you can type in the beginning of the value you are looking for, and the system

will search in the sorted column.

If you are more familiar with customer names and item descriptions than with their codes, you can
use a “wildcard” to search. For example, to display a selection list of customers whose names begin
with “Ch,” go to the Name field, type Ch, and then press Tab to display the list. If you know that

the name contain Ch, type the wildcard character “*”first (*Ch)

If you know that only one customer name starts with “E,” for example, simply type E in the Name
field and press Tab. SAP Business One fills in the information for that customer in the sales order.

The Item Description field works the same way for finding item information.

The same search methods are available in the master data window as well. The only difference is that

instead of pressing the Tab key, you press Enter or the Find 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 data of a particular type is to use the arrows on
the SAP Business One toolbar (see Figure 2-16). If you display a purchase order (by selecting
Purchase Order from the SAP Business One Main Menu), you can use the arrow icons to quickly
scroll through all the purchase orders you have. This works for any type of document in SAP
Business One, such as sales orders, A/R invoices, as well as item and business partner master data

records.

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

arrow to go to the last purchase order and then click the left single arrow to move to previous ones.

First Record Previous Record Next Record /J_J Last Record

/
B EPE 6 [eeo B Q i

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 to navigate quickly and successfully

locate the information you need. This section explains some of these navigational features.

Orange Arrow Navigation

The orange arrow = that appears in almost every window is perhaps the most powerful tool in the

application’s user interface. Wherever you see it, you can click on it to display a master data record

(as shown in Figure 2-17) or the details of master data settings, such as tax codes or payment terms.

Sometimes orange arrows lead to linked documents, such as a base document or a journal entry. The

arrows enable you to drill down to more detail about a transaction without having to perform a

search or traverse a tOp-dOWl’l menu structure.
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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 allows you to display a wide array of real-time
information about your business quickly and easily. Drag&Relate generates ad hoc views of data by
linking master data elements to transactions. The feature searches transactions as well as master data,

such as G/L accounts and business partners.

You can compare just about any two objects within SAP Business One. For example, you can link a
customer code to the sales order object and get a list of all sales orders for a particular customer. By
dragging a master data object onto the list of transaction types on the Drag & Relate tab, you can
gain an excellent overview of your company’s performance in certain areas. In addition, you can

further refine the resulting list by using the filter function

Figure 2-18 illustrates how you can use the Drag&Relate feature to get a list of A/P invoices for a

particular item.

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

DEC Camunwinry
rAnEgY

B Sees-AR
@ Purchasng - AF
P Purchase Order
B Purchase Order Detals
P Gocde Receipt PO
O Gessds Rt PO D baldy
P Gowds Return
O Goods Return Detsls
P A trreoce
| BT

B AP rrvoce Detals X [+
Buyar e s il Tetn! Bfurg Drazaunt pA kA CF

P A¥ Credi Moo

O & Credt Momo Detals

Bursness Par irers
Ty Sarvion Dumeripten
1B Infegrest 1112

Irventory

[Praductien

1BM Irefepeit 1312

Srrvce IBM Irfoerind 1112

et 11320

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 using the My Menu and creating user-defined

keyboard shortcuts for one-step access to frequently opened documents.

For example, if you work in purchasing and are responsible for issuing purchase orders and updating
business partner master data, save the Purchase Order and Business Partner Master Data window in
your My Menu under Forms to provide easy access (see Figure 2-19). To save an item in the My

Menu, display the document, report, or form that you want to add to the My Menu. With that window

as the active window, choose Tools — My Menu — Add to My Menu.

DEC Computers
mansger

@ 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 agent for a manufacturing company and even

two clicks are too far away for a purchase order, SAP Business One permits you to assign certain
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documents to function keys, such as F1, F2, and so on.

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

stomize N - X

2. Select function

key from the drip Allocation List
“ Shorteut Current Window
Sales Quotation
Madule Window
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 AR Invoice + Payment
Resources AR Credit Memo
Production AR Reserve Invoice
MRP Document Generation Wizard

o] Bocse | e

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 your SAP Business One workplace. You can
add a company logo or staff photo to the desktop. Other settings include user interface language, font
size, color, and date and time formats. Choose Administration — System Initialization — General

Settings to make changes for the connected user.

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

using the Form Settings function.

To activate Form Settings, make sure the window you want to customize is open and active, then

click on @ in the toolbar or choose Tools — Form Settings.

SAP Business One ...7To Go 42




a The Personality of SAP Business One

Although the Form Settings window varies depending on the content of window you are

customizing, the typical Form Settings window is divided into four tabs:

o Table Format: Customize how columns appear in the table (for those windows that contain a

table)

o0 Row Format: Determine how fields appear in the Row Details window associated with the table

in the window you are customizing

o Document: Make changes to the general settings related to the window and the table that you are
customizing—but you should note that the changes you make in this tab affect only the current

document, and not all documents of this type

o Ul Elements: lists the fields and tabs that appear in the current form, allowing you to hide, or
make fields invisible. This includes fields in all areas of the document. See more in the Ul

Configuration Template section

The Form Settings function is a very powerful feature. SAP Business One has many fields that are
not shown by default. Using Form Settings, you can select which fields are visible and which can be
changed (the term for this is “active”). You can rearrange the order of fields by clicking on a field
name and dragging it up or down. One common customization is to display the warehouse from
which an item will ship on the Sales Order window. In Figure 2-21, we used the Table Format tab to
make the Whse field both visible and active, and we repositioned the field so that it displays without

the need to scroll to the right or open the Row Details window.
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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 users.

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
Dac LI Elernents
Colurnn Wisible Bctive
# 1V
o
Item Mo. v [v]
EP Catalog Mo. ]
Ttem Description v [v]
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

UI Configuration Template
You would like to make SAP Business One even easier to use by simplifying the user interface and
by removing information that your company doesn’t use. You can completely redesign your

documents and master data, without any need for special development skills.

The UI Configuration Template lets you modify forms to remove, deactivate and reposition fields to
meet your company’s needs. You make the changes in a template, and then you can apply them to

multiple users, or as a single user you can modify the form just for your own convenience.
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Figure 2-22 shows the template screen. This example shows where you can create a template for

sales employees so that each sales employee sees a simplified version of their sales documents.

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 US_SIMPLE Forms Assianed Users
Forms
1 Sales Quotation
2 AR Invoice
3 Sales Order
4  Delivery
& AP Invoice
E -

Figure 2-22: Creating UI Configuration Template
To create a template, go to Administration — Ultilities — UI Configuration Template.

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

to hide or disable it. You can move fields from one tab to the other and even change the table size

and location.

You can also use the Ul Elements tab in the Form Settings window to make fields visible and active,
and from here you can also hide an entire tab if you have no need for it. Figure 2-23 shows a
simplified sales quotation form, with enlarged table area, less 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
Conlsnls 3 ch’slics I

Ttern/Service Type Thern v Surnmnary Type Mo Summmary it

# Ttem Mo, Quantity Unit Price Disc... TaxC.. Total (LC)

1 0.000

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 UI modifications just for your own use, open the desired form, and use the Tools — Edit

Form Ul menu.

Customizing Field Names

Changing the names of fields in SAP Business One is remarkably easy. One of the most common
customizations of the Purchase Order window is to change the Vendor Ref. No. field to Vendor
Invoice No. Changing this or any field can be accomplished by holding down the Ctrl key and
double-clicking the field name. A window then pops up that allows the field name to be changed or
the original name to be restored. This change applies to all users. Only 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

-0 x
W10000 Mo, Prirmary ¥ 1051 -0
Acme Associates Status Open
Contact Person Sarah Kierl b Posting Date 10/07,/2014
{[vendor Ref. Mo, 10001 | Delivery Date 10/07,/2014
EP Currency v $ Docurment Date 10/07 /2014
Changing Description - X
Original Description endor Ref. Mo,
Mew Description Wendor Invoice #
— u -
I Format ] Bold [ nalics Lmmary

i E:‘ Enter a new field name and click Updare

Figure 2-24. Changing field names

Adding User-Defined Fields and Tables

While SAP Business One provides a comprehensive set of fields in each of its modules, your

company may need additional fields to pursue day-to-day work or to conform to particular business
practices. The User-Defined Fields and User Defined Tables setup (found on the Tools—
Customization Tools menu) lets you create your own fields in existing SAP Business One master

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 at http://service.sap.com/smb/sbocustomer and download the “How
to Create User-Defined Fields and Tables” guide.

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

Business One fields and user-defined fields.

For example, you might want a sales order to display the name of the delivery driver. In this case you
would use the User-Defined Fields function to add a field to the sales order, and add user defined
values to that field. The user defined values can be a static list of available drivers, one of which can
be selected for the order. Alternately, the user-defined values can be a query that automatically fills

in the name of the delivery driver based on the location of the customer or other criteria. Because
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user-defined values setup is an advanced feature, you may want to perform 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 implementation partner can provide, a wealth of
information about SAP Business One features and functions is available through online help as well

as on the customer portal.

Online Help
The online help provides details about many aspects of working with SAP Business One. If you are
working with an unfamiliar screen and want to gain an understanding 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 you press F1, you get context-
sensitive help; that is, help about the particular screen you are on. Use Shift + F1 to get a field

context help.

Selecting Help — Support Desk — Find a Solution from the main window menu bar displays an
SAP Library window, which allows you to search for a solution by key words. If you select Help—
Welcome Screen, a new window opens with links to different guides, end user training by role and

additional documentation.

SAP Business One Customer Portal

The SAP Business One Customer Portal provides resources to help you master SAP Business One.
The portal is organized into areas for different types of activities, such as:
o Get Support: Collaborate with your implementation partner on technical support issues, search

SAP Notes database, or request a license key

o Solution Overview: Review general information about the application and learn more about how

to integrate SAP Business One with the SAP Business Suite family of business applications

o Documentation: Find documentation for the latest release, including release notes, how-to guides,

and other useful guides on specific features and functions
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o Education: View e-learning courses on the key components of SAP Business One modules

including accounting, banking, master data, purchasing, and sales

w SAP BUSINESS ONE CUSTOMER PORTAL

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

Select Language
IEnghsh vi

Workbench

€] Find Solution

@ Contact Support
€] yser Administration SAP Bi
bl CUSTOMER PORT;
€] Discussion Forum
(@ 1y Profile

- ABOUT SAP BUSINESS OME:
€] License Key SAP has SAP Busi

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 - allin a single
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 - so you can respond to custemers faster and grow your business more profitably.

Ne Faverites stored.

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 languages and is accessible at

http://service.sap.com/smb/sbocustomer. You 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 Community Network. When you log into

http://scn.sap.com you can find a community for each SAP solution, including SAP Business One.

In the SAP Business One community pages, you can find the latest news, post questions on a forum,
and take training on SAP Business One in the SAP Business One Academy. This is a public forum

so it 1s accessible without an S-user.
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The Basics of
Financial Accounting

In This Chapter

O Overview of Financial Accounting
Setting Up Financial Accounting
Performing Daily Procedures
Maintaining Records
Period-End Procedures
Incoming and Outgoing Payments
Cost Accounting
Budgeting

Cashflow

L OO0 L0CO0OO0D0Do

Inquiries and Reports

SAP® Business One delivers the tools and reporting capacity you need to manage your company’s
finances effectively and according to Generally Accepted Accounting Principles (GAAP). SAP

Business One can bring your financial accounting to a new level of automation:

o Real-time, really. Every time you add (or post) a transaction, your general ledger is updated. No

need to batch journal entries for later posting—unless that’s what you want to do.

0 Automatic journal entries. Perhaps the largest productivity boost in SAP Business One is its
ability to create various journal entries automatically—greatly reducing the need to make journal

entries or corrections manually.

o Drill-down functionality. SAP Business One gives you the ability to drill down using the orange
navigation arrows, not only to the general ledger but all the way to the source documents of a

transaction—another powerful labor- and time-saving feature.
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O

Task automation. You can automate redundant tasks by using recurring postings and avoid

posting mistakes by using posting templates.

o Data integrity. To prevent users from posting manual journal entries to certain accounts, you can
set up confidential accounts. In addition, alerts help you manage expenses by informing you

when expenses reach their budget threshold.

o Automatic and manual reconciliation. Transactions are automatically reconciled allowing you to
save time and get accurate reporting. In addition you can conduct a manual reconciliation to close

outstanding activity.

o Audit trail. SAP Business One provides a complete audit trail, allowing you to track who made

changes to all data or documents—and when.

Overview of Financial Accounting

The key to making the most of the finance and accounting features in SAP Business One is careful
design and implementation to make sure that every part of the application precisely describes and
tracks the way your business works. Of course, most companies come to SAP Business One with a
well-established chart of accounts (and other financial accounting methods) as well as legacy
databases of customers, vendors, and transactions. Working with your implementation partner, you
translate and migrate the way your business works into SAP Business One. The five-step process of

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

These steps represent general guidelines. In any given implementation, the order of these steps may
be changed or new steps may be added to reflect the unique needs and circumstances of your

company.

Setup tip. When setting up your chart of accounts and financial accounting processes, discuss
with your implementation partner the types of financial reporting you require. Financial reporting
requirements drive most of the initial settings and configuration decisions. Your implementation
partner knows the software and you know your business; together you can 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 resulting ending balance for a
specified period.

Control account: Control accounts are linked to business partners. When a document is posted
to the business partner, the journal entry includes also the control account. 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 accounts are included in the balance
sheet report, so their balance reflects your total balances for customers 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 are posted.

Account segmentation: A bookkeeping method of creating account codes based on the
hierarchical structure of a business. The individual segments correspond 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
bookkeeping; it usually contains the accounts for all of a business’s assets, liabilities, profit, loss,
income, expenditure items, funds, and reserves.

Journal entry: A record of a transaction that usually includes transaction date, titles 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 another
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Setting up Financial Accounting

Proper setup of financial and accounting functionality is the foundation on which much of the
automation of SAP Business One rests. With the right chart of accounts, posting periods, and
account determination for automated journal entries, SAP Business One takes care of many tasks that
are usually performed manually. That is why we spend much of this chapter 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 your implementation partner, is to establish
your posting periods: Will you have monthly posting periods? Daily? Somewhere in between? Will

your fiscal year correspond to the calendar year or will it cross calendar years?

The first posting period must be defined at the time the company database is created. Afterwards, to
set up new posting periods, go to Administration — System Initialization — Posting Periods. From
here you can update the generated periods (such as date ranges) and create new ones. You can also

set or change the start of the fiscal year.

While SAP Business One is very flexible when it comes to setting periods and fiscal years, you and
your implementation partner should bear in mind the following important caveats:
o The beginning of the fiscal year can only be the first of the month

o It is recommended to create the posting periods from the oldest and up. Consider the oldest data

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

o G/L account determination is saved by period and is copied from the previous period to the next.

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

o The system determines which posting period the transaction belongs to based on the transaction’s

posting date

o Once you have created a posting period you cannot remove it from the system; however you can

change the posting date range

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

any type of transaction.

o Unlocked Except Sales. This status allows authorized users to post all types of transactions

except for sales documents. This period status is often used at month- end time.

o Closing period. This status allows authorized users to post all types of transactions. Users that are
not authorized for this period status cannot post any activity to this period status. In the posting
period setup screen, you can determine the number of days, after the period has expired, to
automatically change the period status to this status. This is commonly used at month-end or

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

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 next step for your implementation partner and

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

To define account segments, go to Administration — Setup — Financials — Account Segmentation.
You must have at least the first, natural account segment, but you can rename it or change its length,
as you can with all other segments. Usually, companies determine their account segments based on
their business processes and financial reporting needs. They can represent divisions, departments,
regions, lines of business, entities, branches, and so forth. Figure 3-2 shows how account segments

are merged to create an account code.
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Type
1 8 Alphanumeric
2 2 Alphanumeric
3 3 Alphanumeric
4 | Department 2 Alphanumeric
[ oK I l Cance J

Figure 3-2: A segmented account code

SAP Business One provides four default account segments and allows up to 10. During setup you
can change the size and name of any segment, as well as delete the entire segment, but the first
segment must always be the natural account segment. To delete segments, right-click the last

segment row and choose Delete Row.

Account segment alert. It is important that your implementation partner and you plan your use of

4 OreS 4o eafiallc I 1k 1. A4 o At 1ot aant HRet
acluuIit Dbélll\/lllb Vbl)’ \.«cuuluu_y clausce au.uuusu _)’ULI Lair agdd a Dbélllbllt, L/Albl.llls Dbélllblllb Carimot
be deleted once the very first G/L account is created; and you cannot change the length or the type of

a segment later on.

Once you have defined all your account segments in SAP Business One, you have created the

foundation for a fully qualified chart of accounts, which, in other words, is the concatenation of all
account segments. A fully qualified account code, as shown in Figure 3-2, includes all account
segments. For example, a travel expense account code used by your business’s marketing department
looks exactly like the travel expense account code used by your sales department, except for the

segment of the account code representing the department.

Note that account segmentation is not mandatory. Depending of the 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 periods and account segments, you are ready to

create your chart of accounts in SAP Business One. The organization of the chart of accounts follows
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GAAP in which there is a separate “drawer” for accounts representing assets, liabilities, equity,

revenues, cost of sales, expenses, financing, and other revenues and expenses. These drawers, which

have been defined by SAP and cannot be changed, organize your accounts by level in a logical

fashion appropriate to your financial accounting and reporting processes.

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 description, and other
properties that determine the functions of the G/L account. To access the chart of accounts,
select Financials — Chart of Accounts.

In the Chart of Accounts window, SAP Business One asks you to characterize every G/L account as

either a title account or an active account and identify its level. Because only active accounts can be

posted to in SAP Business One, it is a good practice to have all your active accounts at the same
level. In reports, a title account summarizes all the balances of each active account below it. In the

account segmentation shown in Figure 3-3, level 4 is the lowest level that contains postings of

transactions. Thus it is not mandatory to use all levels. You can have active accounts in level 3 or 2.

— Level 1: Drawer: Assets |

— 0O x

G/l Account [ [Assets Level 2: Title: Current Assets ‘
Narne Current Assets - Current Assels e
T = L———— == ash and Equiv - Cath and Cash Equivalents :
‘ Level 3: Title: Cash and Equiv ”/ 11100000-01-001-01 - Cash on Hand (HO, USA, GA ) \_‘
T FoTTeRCCmaT 11200000-01-001-01 - QYysh ak Bank - Checking (HO, USA, GA ) —
External Code 11210000-01-001-01 - at Bank - Payroll (HO, USA, GA ) Liabilities
Currency US Dollar ¥ 11220000-01-001-01 - \at Bank - Savings (HO, USA, GA )
[ Confidensial i 5 11230000-01-001-01 - Barik - Credit Card (HO, USa, GA —
11300000-01-001-01 - Accourt Clearing (HO, USA, G
Balance 0.00 $ - 11300001-01-001-01 - Accourt Clearing - EUR (HO, U Equity
11300002-01-001-01 - ccount Clearing = CAM (HO, L
G Account Properties 11400000-01-001-01 - learing (HO, USA, GA )  —
Account Type Other - 11500000-01-001-01 - westments (HO, USA, GA )
[ Control Account Level 4: All fully qualified |****’
active accounts omestic (HO, USE —_—
- oreign (HO, USA,
L Carh Account 12400000-01-008-01 - Allowance For Doublful Debls (HO, USA, cut ot Sake
L] Reval. (Currency) 12500000-01-001-01 - Interest Receivable (HO, USA, GA ) —
12510000-01-001-01 - Other Receivables (HO, USA, GA ) —
["] Cazh Flow Relevant 12540000-01-001-01 - Trawel Expenses - Advances (HO, USA, G (o
Relewant for Cost Accounting Irwventory - Inventory
[ Project 13100000-01-001-01 - Inwenkory - Raw Material (HO, US4, GA ) I—I
Distribution Rule 13200000-01-001-01 - Inwvenkory - Wiork In Progress (HO, USA, —
[ eranch 13300000-01-001-01 - Inwentory - Semi Finished Goods (HO, US Financing
[] Product Line 13400000-01-001-01 - Inventory - Finished Goods (HO, US4, G,
13500000-01-001-01 - Inwentory - Returns (HO, USA, GA) ==
13900000-01-001-01 - Goods Clearing Account (HO, USA, GA) Other R ]
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 or title that you want to add the new account under.
Choose Data 22Add from the menu bar, and enter the complete account code, name, and other
properties.

To rearrange your chart of accounts structure, use the Edit Chart of Accounts screen. Here you
choose the account level and location in the chart of account.

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

Foreign Currency Management

Foreign currency management is available for companies that use multiple currencies. In SAP
Business One, you can specify G/L accounts and business partners as local currency, specific foreign
currency or as All Currencies. Defining an account as All Currencies allows you to post documents
and journal transactions to the G/L accounts or business partner in any currency, as long as the
currency is defined in the SAP Business One company. Reconciliations, reports, and balances of
G/L accounts and business partners with All Currencies are performed, calculated, and displayed in
the local currency. In the Administration — System Initialization — Company Details — Basic
Initialization tab, you can determine whether a new G/L account is created by default in local or all
currencies. Once transactions have been posted, it is not possible to change the account from an All
Currencies or a specific foreign currency account, however, it is always possible to change to All

Currencies,

You can define an additional currency in the system for maintaining accounts. This is called the
System Currency. If your company is required to report to a parent company which is located

overseas, you will define the parent company’s local currency as the system currency.

All the system reports can be displayed in system currency, saving you the need to re-valuate your

financials and other reports.

To define your local and system currency go to Administration — System Initialization — Company

Details — Basic Initialization tab.
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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 differences automatically. This can occur for example
when you pay an invoice using a foreign currency. If the payment rate varies from the invoice rate
the difference is posted to an exchange rate differences account defined in your G/L account
determination. Periodically you should run the Exchange Rate Differences utility 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 ability to create various journal entries
automatically, particularly those involving sales, purchasing, and inventory transactions.. In SAP
Business One, when an invoice is created, the accounting entries are created at the same time. But
how does the application know how to create those accounting entries? G/L account determination is
the process of telling SAP Business One in which accounts to put various sorts of automatically

created accounting entries.

To take full advantage of the application’s robust automation, you must take special care to provide

SAP Business One with the correct information in the G/L Account Determination window.

To specify G/L accounts, go to Administration — Setup — Financials — G/L Account

Determination.

G/L account determination tip. Your company’s controller or accountant should provide final
approval of your G/L account determination settings.

Basic Procedure

Determining your G/L accounts thoroughly and accurately is crucial to 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
implementation partner and download the “How to Determine G/L Accounts for Automatic
Creation of Journal Entries” and “How to Make the Initial Settings in SAP Business One” guides
from SAP Business One Customer Portal at http://service.sap.com/smb/sbocustomer.

Figure 3-4 shows the G/L account determination setup window. Some accounts are mandatory, for
example, the revenue account under the Sales tab. The revenue account is the default revenue
account used for any A/R invoice. It is overridden if another revenue 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. Sales tab

Inventory alert. The Inventory tab is active only if the Use Perpetual Inventory checkbox is
selected on the Basic Initialization 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 ability to define more complex rules for
determining the appropriate G/L accounts to be used. Let’s look at an example. If you sell an item
that belongs to the accessories item group, and from warehouse number 01, you want the posting
to go to a designated revenues account, as well as a COGS account. However if you sell an

accessory from warehouse number 02, different accounts are to be used.

So first you set the determination criteria, for inventory and resources, to identity which criteria
you which to take into account: figure 3-5 shows 4 active determination criteria for inventory,

however you have up to 10 that can be activated.

Determination Criteria - Inv — O X

#

Creterrnination Criteria Active

Ship-to Country

Itern Group

Item Code

wiarehouse Code
Buziness Partner Group
Federal Tax I

Ship-to State

Tax Code

EP Code

EP Type

L = e R e I

o i 2
[*

oy
=

Figure 3-5: Determination Criteria

Next, you specify the rules for determining the appropriate accounts. From the G/L account
determination window, press the Advanced button. 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 bl

Priority Cade Ship-to Country Item Group Item Code WWarehou... Description Active Inventory Account Revenue Account Cost of Goods ..,
1 Rew_CA  Canada v gl ¥ Al v gl - v -01-00° -1~
2 Rev_ACC Al ) Accessorie: ™ All Yo ¥ Rccessories for WH 01 [¥] 41110000-01-00; = 51100000-01-00
3 Few_ACCH all *| Accessorie: ™ All v g2 ¥ [Piccessories for WH 02 v 41200000-01-00; < 51600000-01-00
4 all - al v all - 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, and once the rule is met,

these are the accounts that will be used.

For accounts that remain blank in this window, the system looks them 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 for any document, before it's

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

IFRS: International Financial Reporting Standards

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

an Interpretation) adopted by the International Accounting Standards Board (IASB). SAP Business

SAP Business One ...7To Go 62




The Basics of Financial Accounting

One allows you to meet these standards, in addition to GAAP and local standards by enabling the

parallel account model.
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For more information on how to implement the parallel account model in SAP Business One see
the How-To Guide for Parallel Accounting and the white paper SAP 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 you to work across branches on one company
database, but only with authorized data. For example, a company with several stores could use a
single company database to manage all their stores as branches. Although the data is centralized in

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

e Documents are created for specific branches and only with master data, such as warehouses

and business partners that are assigned to the branches.

e Different branches can share some common data and settings, for example, items and

document settings.

e You can create purchasing documents from one branch based on sales documents from

another branch.
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e You can run reports for specific branches, as well as compare branches.

You can enable multi branches on the Basic Initialization tab of the Company Details window.

Additional settings are done in the Setup menu for Financials.

Step 5: Migrating Your Legacy Data
When making the change from your legacy financial accounting system to SAP Business One, you
are faced with the challenge of having to keep historic data online for audit and research purposes as

well as for ongoing day-to-day business activities.

The data transfer workbench for SAP Business One is a migration tool that enables you to transfer
data from your legacy system into SAP Business One. It transfers master data, such as business
partner and item records, as well as transaction data, such as orders, 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 data 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 One is the Import from Excel. Since

this is not used for financial data, we will discuss it later on when we discuss master data.

Setting Up 1099 Vendors (United States)

In the United States, certain vendors are subject to 1099 reporting, meaning that payments to them
must be tracked and reported to the United States Internal Revenue Service (IRS). With a little setup,
SAP Business One automates the tracking of payments that are subject to 1099 reporting and

automatically creates 1099 forms at tax time.

When importing any existing vendor master data into SAP Business One, you should designate your

1099 vendors as such. This saves you from having to change business partner master data manually.

For setting up new vendors, you should know that the process of tracking 1099 payments starts in the
Business Partner Master Data window. The Accounting tab has two subtabs, General and Tax. In

the A/P invoice window, you can override the default form and box if needed.
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Figure 3-7 shows two boxes on the lower right of the General tab that allow you to specify which
1099 form will be used to track payments to this vendor and the category for payments. With these
boxes set, the payments to this vendor are tracked so that a 1099 form can 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 Form and 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 account determination, you are ready to

use SAP Business One for day-to-day activities as well as for period- and year-end closing tasks.

Posting Manual Journal Entries

The majority of journal entries in SAP Business One come from one of the other modules; sales,
purchasing, payment, and inventory documents post transactions automatically to the G/L. However,
in GAAP accrual-based accounting, you sometimes need to make manual journal entries in the G/L,
such as depreciation entries, accrual entries, correcting entries, and the like—anything, in other
words, that would not come from one of the other SAP Business One modules. When a journal entry
is added manually, it is recorded immediately and cannot be deleted—only reversed. (To do so, see

“Reversing Transactions” later in this chapter.)

Using the Journal Entry window shown in Figure 3-8, you can create journal entries manually. The
purpose of manual journal entries is to record transactions that are not automatically initiated from a
sub ledger or from another process within SAP Business One. For example, a manual journal entry

might be used to record a finance charge to a customer account or 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

Series Mumbel ue Drate Doc, Date Remarks "] Fixed Exchange Rate

[11/19/2014] [ 10/20/2014 AR Invoices - C30000

Primary

Origin . Trans. Mo, Template Type Template Indicator Project
IN 673 E152 i
Trans. Code Ref. 1 Ref. 2 Ref. 3

Elanket Agreement

P Expand Editing Mode

# G/ Acch/BP ... GL Acch/BP Mame Drebit Creddt Ref. 1 Ref. 2
1 CE0000 Microchips § £49,500.00 E73
2 ZZZ00000-01-1 Sales Tax Accrual (HO, $ 2550000 673
3 22230000-01-1 Sales Tax Accrusl - Co § 12,000.00 673
4 ZZ240000-01-1 Sales Tax Accrual - Cit $ 12,000,00 672
5 41100000-01-1 Sales Revernses - Domd § 80000000 673

§543,500.00  § £49,500.00
m /\ ] isplayinFC  [] Display in 5C
/

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

Figure 3-8: Entering a manual journal entry in the Journal Entry window
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To create a manual journal entry, go to Main Menu — Financials — Journal Entry. A journal entry

can be displayed and created in an expanded editing mode or reduced editing mode.

To enter amounts in foreign currency for an account defined as All Currencies, or to enter a specific

foreign currency account, check the Display FC box.

In some cases you may receive a large journal entry from your accountant, for example for payroll,
in an Excel worksheet. All you need to do is copy the rows in Excel, and paste them into a journal
entry window. Make sure the columns in Excel match the columns shown in the SAP Business One

journal entry to make this operation successful.

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

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 whether the row posting date can
be edited. Go to Main Menu — Administration — System Initialization — Document Settings —
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 transaction amounts may not be the same each time
and the percentages may not necessarily be fixed (although they recur on 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 depreciation, equipment lease payments,

payroll, and office rent and utility costs.
To access recurring postings, go to Main Menu — Financials — Recurring Postings.

When you define a recurring posting you must specify all the accounts or business partners, as well

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

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

Another way to work with a recurring posting is to set the frequency to Template, and then use the

recurring posting as a template each time you post a manual journal entry.

Using Posting Templates

Posting templates help streamline the posting of individual journal entries that repeat from period to
period but where the actual amounts are not known in advance. You create a posting template with
percentages defined in the rows, instead of amounts. When you post a journal entry based on a
posting template, you enter an amount on one of the rows and the system allocates the amounts in the

other rows according to the percentages defined in the template

You can use the posting template function to allocate an expense, for example, marketing costs, as a
percentage over two or more departments. With a posting template, you can take 100% of one

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

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

is posted.

To access the posting template function, go to Main Menu — Financials — Posting Templates.

Using Journal Vouchers

You can use journal vouchers to review a batch of financial transactions before posting them. Before
you post the entries as journal vouchers, you have the opportunity to edit, change, or delete entries,
as required. Let’s consider a couple of situations in which you would use journal vouchers. Perhaps
you’re training a new employee, and rather than risking that some or all of the new employee’s
journal entries might have to be reversed, you can allow the new employee to create journal vouchers
that you can review. This eliminates the risk that the new employee could post incorrect journal
entries that would have to be reversed later. You can also use journal vouchers to perform what-if
analyses. You can run the cash flow report and include open journal 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 saved temporarily even when unbalanced. If you
have a very large journal entry that you are working on and wish 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 used for a single journal entry. In SAP
Business One, a journal voucher is always used for a batch of transactions, meaning that you enter
multiple journal entries in one voucher. When you post the voucher to the general ledger, all the

journal entries contained in the voucher are posted together.

To create a journal voucher, go to Main Menu — Financials — Journal Vouchers.

Maintaining Records

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

editing G/L accounts, and editing 1099s. This section covers these maintenance topics.

Reversing Transactions
You have the ability to cancel a manual journal entry by loca