


SAP® Business One ...To Go

© 2010 by SAP AG. All rights reserved.

SAP, R/3, mySAP, mySAP.com, XApps, XApp, SAP NetWeaver, and other SAP products and
services mentioned herein as well as their respective logos are trademarks or registered trademarks
of SAP AG in Germany and in several other countries all over the world. All other product and

service names mentioned are the trademarks of their respective companies.

Data contained in this document serves informational purposes only. National product specifications

may vary.
These materials are subject to change without notice.

These materials are provided by SAP AG and its affiliated companies (“SAP Group”) for
informational purposes only, without representation or warranty of any kind, and SAP Group shall
not be liable for errors or omissions with respect to the materials. The only warranties for SAP
Group products and services are those that are set forth in the express warranty statements
accompanying such products and services, if any. Nothing herein should be construed as constituting

an additional warranty.



Table of Contents

SAP® BUSINESS ONE ... TO GO...ecuiiiiiiiiiieiee ittt i
Table Of CONTENTS ... e e e e e e enns 1
The Essence Of SAP BUSINESS ONE ......ouiiiiiiiiiiiei et ens 7

What IS SAP BUSINESS ONE? .......cevuieieieceeieieteietete ettt s ettt ettt b et 7

More Than @ POINt SOIUTION. ..........ccuevvereeieieecee ettt 7
Comprehensive and INEEGIAted ............ccviiiiiiiiieie e 7
AN APPHCALION FOr EVEIYONE. ... 8

Breaking Ground for Small and MidSize BUSINESSES ...........ccoiiiiiiiiiiieiieiie e 8

The Challenges Facing Small and MidSize BUSINESSES.........cccuveiiuirariieeieeiiee e 9
INFOPMALION GAP......v.vveveeeeevee ettt ettt s sttt et en s e e eane st et e e s en s s e e eeaneeen 9
PIOCESS GAP ...ecvvveveeeceeeteeeeeee s see et st et s s st et s s e s et s e e e et s e e et s s et et en et et s e et enenees s s eneenans 9
MUIEIPIE POINE SOIULIONS. ......co.vveecviiceciet ettt 10
How SAP Business One Addresses the Challenges...........cccoooiriiieiii i 10
A UNIGUE APPIOBCN ...ttt n st n sttt en s snens 10
AN INEGrAtEd SOIULION .......cvovveececeeeeeeee ettt ettt sttt n e 1T
Streamlined BUSINESS PrOCESSES ........viiiiiiiiiiieeieesie et T
Instant ACCESS t0 INFOIMALION ...........ociiiiiii s 11
Customizable and AGAPLADIE ..............c..viviveeeeeeeiee e en et 171
Designed Exclusively for Small and Midsize Businesses and Backed by SAP .............cccoe..... 171

What This BOOK Will DO FOF YOU ......covviieiieiieceeieiecce et 12
The Personality of SAP BUSINESS ONE ....ccuuiiiiiiiiiiiiieeeeee e 13

GELEING STAMEU. .........vveececececeeeete et ee sttt es s s s s st esesssssssssssessnenennsnsnenseseseses 1A

Understanding the Personality of SAP BUSINESS ONE.......ccueiiiieeiiieeiiee e 15

Building Documents from Reusable Parts............cooveiiiiiiieiiie e 16
Opening Documents Using the Main IMENU ..........cooiiiiiiieiie e 17
The Transactional and Process Structure of Information in SAP Business One ...................... 18
Questions for Increasing Your Understanding ..........cceevveeiiieeiieeiie e 19

KNOWING WHEIE YOU AT ..ottt st n st en et es s s 19

THe Main WINGOW .......c.cuiiiieceeieicecietececee ettt 20
The SAP Business ONe Main MENU .............cccooeuevruevceereceereseseeesesesesienesssesesenieseninnennn 20,

The Menu Bar and TOOIDAY ...........c.c.cuevceerceeeeceeseeee et ecae s esae st sees s esae s sraas 20

THE TOOIDAN ....cvceeececee ettt sttt s 21

THE STAUS BAI .....co.vecveeceeceeeceet ettt sae s st en et s st enae s s s s s snaas 22

The SyStem MESSAgES LOG ... ..eeieiieiiie ittt e eee e e e e e e e 23
Using the Cockpit Instead of the Main MenU...........cccooiiiiiiiieiie e 23
DOCUMENT WINAOWS ........ecveceeceece et esee et esee st sae s s sae s e s ssesnaesnens 24
Window OpPeration MOGES .............ccveervevieeeeeseeeeesiesessistesesesessenesesssenensssesensessennsnsnenen 24
CONEEXE IMBINU ....co.ecvoecece ettt s et sae s n et naesen et enaesen s en et s senaesas 26

ROW DELAIIS ..ottt 26
Finding What You Are LOOKING FOF ........ooiiiiiie e e s 27
Looking Up Business Partners and IEMS.............ooouiriiiir e 27
Using Toolbar Arrows to Find DOCUMENTS ........ueviiiiieiiie e 29
Getting WHEre YOU WANE TO GO.........cuevvieieeeeeesesseeseeteseseseseesesesseseseessesses e sensessssennensenenenes 29
Orange ArrOW NAVIGATION ........oiiieiieiiie et e e e et e et e e sneeeesneeesaeeenneeas 29

SAP Business One ...To Go 1



a The Essence of SAP Business One

DIag&REIALE ... s 30
My MeNU aNd MY SROFCULS ..........cuevveeeeeeeceeeeiee s seeee sttt ne st en et 31
DISPIAY SEIINGS ...ttt ettt 33
FOMM SEEINGS. ...ttt ettt n st e st n sttt st en e ee s n s s s s sneetans 33
CUStOMIZING FIEIA NAIMES ...ttt st en et n e 34
Adding User-Defined Fields and TabIeS ..........ccooiieiiieii e 35
Filling in Fields with User Defined ValUES ...........coouiriiiiiie e 35
Finding ANSWErS t0 Y OUI QUESTIONS........eiiiiiieiiiie et siee ettt ettt et e s e e snee e tee e aneeeennaeas 36
ONIINE HEIP .ottt sttt ettt s s eseneneees 36
SAP Business One CUStOmMEr POIAl ............oooiiiiiiiiiieee e E
The Basics of Financial ACCOUNTING .......iuiiiiiii e 38
Overview of FInancial ACCOUNTING.........c.ceevevereeeieeeeeserereseeeeseeeestsesssssssesesesesssssssssssssnssssssses 39
Setting Up FINANCIAl ACCOUNTING ......veieiiieiiiee ittt e e e e e e enneeas 42
Step 1: Setting Up Your POSEING PEIIOAS .........ooiiiieiiiii e 42
Step 2: Defining Your ACCOUNE SEYMENTS ......eveiiieeiiie it rieie e seee e e aee e 43
Step 3: Creating Your Chart 0f ACCOUNTS. ........ooiuiriiee e 44
Foreign Currency Management ..............ov.ceueveeeeeuseeneesiesesesessesesessssessessesenssessenessnssnennns 40

Step 4: Making Your G/L Account Determinations .............cccocveeieereenieeniieeneesee e 47
BASIC PIOCEAUIE ........veveceevcecve ettt en s en e s senenenae e BT

Step 5: Migrating Your Legacy Data.........cooueieiiiriiee e 49
Setting Up 1099 Vendors (UNited SEateS) ............c.cvveveveeeervrieeiesessssesessssenenessnennnnen e 49
Performing Daily PrOCEAUIES .........oiueieiiie ettt ettt e snae e tee e s e e nneeas 50
Posting Manual JOUrNal ENEIIES ..........eieiiiiiiiie et e s 50
Making RECUITING POSTINGS ....eeiueiieiiie ittt ettt ettt e et e et e e s e e et e e s eeeennneean 52
USING POSEING TEMPIALES ... ettt e sneee e 52
USING JOUMMAI VOUCKETS .........vovoveeececeeeeeeieeeeie e es st n s s st ses et sssennans 53
MAINEAINING RECOIAS...........eeveeeeeeeeeee ettt s st ee et n ettt s s s s s s s eee s neneaeans 53
REVErSING TIaNSACTIONS ......eeiiieiiiie ittt ettt e et e e et e e et e e et e e eteeeanneeenneeas 54
EdItiNg G/L ACCOUNES ......vveveiiiiieieisceeeetetete ettt sttt ettt es bbb 54
Editing 10995 (UNItd STALES) ..........c.eveveeeeeeeiereeeeeeeeeeieseeseseses st se et s s en e sesnens 55
Reviewing Changes to Data: AUt Trail ..........ocooiiiiiii e 55
PErOG-ENG PIOCEAUIES ........ooeecveiiceeveieecee ettt ettt sttt 56
Period-End CIOSING CRECKIISt. ...........c.evveeeeeieeeeeieeeee et 56
Year-End CIOSING CRECKIIS ...........c.ovveeeieieeieeeieiee s ee et en s 56

D N4 117711 To RO 57
The Data Archiving WiIzZard ...........cccoveeeeeeesiseseeeseseeeesssisistesssssesssesesesssssssssssssasesss s D8,

Data Archiving CRECKIIST: .............vevivrieeeseeeeeieeeeee e s es et es st en et eneneenas 59
Incoming and OULGOING PAYMENES..........eiiiiieiiie ettt e e e e sneeeenes 59
INCOMING PAYMENES .......vvvvevveeee e eeeeeeestet et te ettt s s s sees e e et etsteses et et s s s s s ssenasseseaneeseeas 60
Creating Incoming Payments for SPecific INVOICES............occccvvueveveeeerereeesereseienennnnens 00
Creating Incoming Payments 0N ACCOUNT.......ccuiiiiireiieeriieeeieeeiieeeieeeseeeeeeeeseeeesneee e 62
OULGOING PAYMENLS ......ocvvvvvteeeeeeeeeseeeeeseete e te st es s s s eeseeeeesest st s es s s s e et esetetesetesasenenans 62
SPECIAI SCENATIOS .......ecveevceceeeeeeeee ettt s et es ettt en sttt es et es e 62
PAYMENE WIZAIT.......cocvvereeeieeceeee et s et es sttt st s et n e es s sneasans 63
PIINEING CRECKS. .. ..ceevvvececeeee ettt st s et n s en s seeneans 65
Internal RECONCIIIATION. .........eiiiiiie e 65
COSE ACCOUNTING ...ttt sttt es sttt s s et en e et n et et en e et et enne st en e etan s 67
How Are Distribution RUIES USEU?.............cucvcuevereerceeiceeseceeseeeesesee s esee e sesae s 68
BUAGELING ...ttt s ettt ettt s s s e s e eet et et s e e s et et es s s s sesnesensesntesesasenenenans 69

SAP Business One ...To Go 2



a The Essence of SAP Business One

BUGAGEL SCENATTOS ...ttt ettt 69
Budget DistriDUtion MENOGS ...........ccveueriieeeeieeeceeteeeee e 70
INQUITTES NG REPOIS.......vvevee ettt s s sttt s et es s s s s e esssnseeeseessssenenenans 72
Entering and Managing Master Data ..........cc.cooiviiiiiiii i 73
How Master Data Is Used in SAP BUSINESS ONE ..........ccccevveeerrereeeerereeesieseeecesiesesesiesesensaenenens (4
Different Types of Master Data RECOIUS........cccuuiiiiiiiiie e 74
Predefined Values and DefaullS............cooiiiiiiiiiii e 77
Master Data and DOCUMENTS. ........couiiiiiiiiieiieie et 77
Master Data and General Ledger Account Determination .............cccoevvveiiieeiiieeniee e 77
How Master Data IS Used in REPOMING ........ooeiiiiiiiieiie et 78
The Master Data Creation and Management PrOCESS .........oeiurreiieeiiieeiieee e e seieeseee e 79
Setting Up Predefined Values and Defaults for Master Data...........ccccoocveieeiieeniie e 81
Creating Busingss Partner Master DAta ..........cccoueeeiiieiiiieiiie e eie e see e e e eee e 83
Business Partner Master Data WINGOW............ccooiiiiiiiiieiieiie e 83
LEAA MASEES DALA. .........cvveeeceercecee sttt ettt s st s et en et s st s s e 86
Creating 1tem MaSter Data.........c..eeiiireiiie ettt ee et e st e et e st e e sneeeeneeesneeeenneeas E
Sales Documents and Accounts Receivable.............cooviiiiiii e 90
OVErVieW Of SAlES-A/R PIOCESS ..........c.cvvevreerereiceeiesesecaeiesesessssesesssesesesessesesssssesessnsssesassneseses 91
GEEEING SEATEU. ......v.voeeceeeeeceeee ettt ettt st n st en et es e st enne et ensne st en e eetnen 9T
CommOoN DOCUMENT SEFUCKUIE ......ceeeiiie ettt 93
GV D OO RRRRRRR 94
KeY Data: CUSTOME .......c.cvveeeeeeiereeeeieeeseseetesesesesseneessssseneseesesenesesseneeessssenensssssennesssnensnns 94

KBY DIALA: TEEM......cvveeeceeeeeeeee ettt st ettt es st en e et en s 95

Key Calculations: Gross Profit and Weight and VoIUMe.............cccooi i 96
Calculating GroSS PrOfit...........ccvveuiveeieeiesiesesieseeeseesesesessessesesessessenesssssenentessnenenensens 90
Calculating Volume and WEIGL.............cccovveevirieeisiieecesensee e en s 97

Key Reminders: Adding an Activity to a Sales DOCUMENt ..........cccveiiiieiiirerie e 98
TaKING 1t STEP DY STEP ..ottt n ettt en e e e teaeas 98
Step 1: Sales QUOTALION .........cvvveieeeeeeceeee et eee et s et s et en et s s en s 98
LS T L= @ o <L O 99
Creating and Adding & Sales OFUEr ...........ooveueeeveievereeeeeeeeeeeeeeeeeeeesenesesesesssnenenn 99

[tem AVAIADITILY CRECK ..........cvveeeeieeeeeeeeee ettt en e 102
DIOP SNIPMENL......cvee ettt n et en st eneneesas 103
Accounting and Inventory Impact of the Sales Order.............cccvveueeeeeererieererereeeennn, 104

SEEP 3: DEIIVETY ..ottt sttt n et 104
Creating and POStiNG @ DEIIVErY ...........ccocooveveeeveresieeeeeeseesessesesessssensssssenessessnenenense 104
Accounting and Inventory Impact of DEIIVErY .............ccovvvveeevieereeeeeeeeeseeeeees s, 106
OPLONAL STEP: RELUM ... ..cecececeeeceeieeeie et es ettt en ettt ettt en s enn s 106

SEEP 4 AJR INVOICE ...ttt 107
Creating and Posting an A/R INVOICE.............cc.cceveeueveceereceieesseeeeeeeesessessenessenesenensenenn AT
Accounting and Inventory Impact of the A/R INVOICE.............cccoeueveueverererereiireieieeeeeeie, 108
Optional Step: A/R INVOICE PIUS PAYMENT .........cccvoveeerieiieceeiesecceees e, 108
Optional Step: A/R Credit MEIMO .........c.cuevveieeierieeceeieieee e 109
Optional Step: A/R RESEIVE INVOICE.........c.cocueverieeceeiereeeieieecee e 109
Accounting and Inventory Impact of the A/R ReServe INVOICE............ccccevvvveiieieeiineennnnn 109
Cancelling an A/R RESEIVE INVOICE ..........c.ccueverieeeeeieieceieee e 109
Optional Step: A/R DOWN PayMENt PrOCESS ..........cccueveveeeiererceiereseseeiesesseeiesesesieseseneeea, 110
Accounting and Inventory Impact of the A/R Down Payment INVOICE .............cccevvvenne. 110
Building One Document from ANONET .............coovivriirieeeeseeee st een e, 113

SAP Business One ...To Go 3



a The Essence of SAP Business One

Processing Groups Of DOCUMENTS. ..........eeiuiieiirieiieeeee st eentee e s e steeeeteeesree e neeeesneeeesreeeeneeeeas 114
The Document Generation WiZard ..............c.c..ceveuereuersueesiessiesessesesiesessesessesesens s, 114
THe DUNNING WIZAU............oveieeeeeeeeieiee e st n sttt eeneees 115

Accounting and INVENTOrY IMPACE ............ovveueeeieeiesereesieees st es st ese st ses s sen st eneneeeans 117

SAIES CRECKIISE ......ce.veceeceeceeeeeee ettt en et en et en s anens 119

Purchasing Documents and Accounts Payable..........c.ccooooiiiiiiinieene 120

OVerview of PUIChASING=A/P PrOCESS...........c.ccuevevereriiiiiieesseeseseie e sessssse s sesans ..120

Getting Started: Common Structure and Key Data ...............occevvveeveereseenseeseseeseeseseeenenes 122
COMMON DOCUMENT SEIUCEUIE ...ttt 123
KBY DAL ......cvvoeeeeceeeee ettt sttt sttt ettt ettt ettt 125

KEY DAta: VENAOT ..o tes e ees st se st es st s en st en e an s 125
KEY DALA: TEIM......evvveeeeeeceeeeee ettt n s e s st etet e et enennes 126
Key Data: Pay t0 and Ship 10 AQArESSES............coveveeeiieieeeieeeeeissesseeeesesesesesesesssseneseesas 128

TaKiNG 1t SIEP DY STEP w..vvvieeeeeee ettt sttt n sttt st en e tn s 129

StEP 11 PUICHASE OFUEN .......vvveeeeeeeeeee ettt en sttt n s eneneees 129
Creating and POStING @ PO...........ccoovuivvreeiereeeeieseesiesesesisessessesesessessenesssssenesessnennnse 129
Accounting and Inventory IMpact 0f @ PO...........ccocovverieeeeeeiieeseeseeee e, 131
How PO INformation IS USEd Later .............c.c.cueveeveveeeeeeeieeeieeeeieee e, 131

Step 2: GOOAS RECEIPE PO ...ttt s st 131
Creating and Posting a Goods RECEIPt PO .........c.covvvrvreveeeeieeeeeeseseseseesenesesenenenne 131
Managing SErial NUMDETS .............coivivieieeieeeeeeetee ettt en st ene st es e ten e 132
Accounting and Inventory Impact of a Goods Receipt PO ........ccccoooviviiiiiiiiiiiee e 133
Optional Step: GOOAS REIUM...........c.cvveeeeeeereeeeeieeeeeiesee et es e en s 133
Optional Step: Landed COSES............ccvvreeeeeeeceeieeeeeeeisiessieeeseses s sen s 134
Accounting and Inventory Impact of Landed COSt..............ccvvvevrrirrereseeeceeeseseeneen, 135

SEEP 32 A/P INVOICE ..ottt 136
Creating and Posting an A/P INVOICE ............c.cveveveereceeeeceeeecsieeeeseessseseessienessennsenen s 136
Accounting and Inventory Impact of an A/P INVOICE ..........c.cccevevevcuererieeeeeseeeeeseeeenans 136
Optional Step: A/P RESEIVE INVOICE .......cocvvvieieieieiieieieieieie et 136
Optional Step: A/P Credit MEMO..........ccccveuiveiiceeieieeeee e 137
Optional Step: A/P DOWN PayMENt PrOCESS............ceveveeruerereeeiereeeeeiesessiesesese e 138
Accounting and Inventory Impact of the A/P Down Payment INVOICE............cccccvvriveennene. 139

Building One Document from ANONET .............ccoovivriieieeeieseeeeee s tes s een e, 139
LOCAting Base DOCUMENLS .............oevvereeeeeeeieesieseseesssesesiesensesissensesssesesssenessssssensesssnenns A0

Accounting and INVENTOrY IMPACE ..........c.cvveueeeieeieeereeeteeessee e essee s ees s sen s eses s 1417

PUICNASING CRECKIIST ...........vvereieceeeeeeieieeeeeeees e e st n sttt es s s n s 142

The ABCS OF MRP ... e 143

Material Requirements Planning DEfiNe...............ccvovveveiceeeeeeeeeeeeee e 143

Preparing for an MRP RUN...........c.oviiiieeeeiieeceisesessesesessissenessissenseesssenesesssnsessssenennsssene AT
AN OVErVIeW OF the MRP PrOCESS .......c.c..cueveceereceesceesseeseceesesaeseseesesaesesassessesesaesessesensssnans 147
Key Master Data Settings Related t0 MRP ..........ccovevevvevireceeeee e, 147

Bill OF MALEITAIS ...........ecvoeeceeecerceeeeeeee e ens s senen s senensenensennnn AT
Item and INVENtOry MASLEr DAA..............c.vvuevirereeeeeeeeeeeses s s en s n s neseesnen, 149

Using the Wizard to Execute an MRP RUN...........ccovvuriivrieieeeesesesesesisses st esesessen s, 151

MRP Example 1: Multilevel Bill of Materials................ccocoveveveveerseseeeerereseresesesesssinens ADL
Step 1: Creating or Selecting @ SCENAMIO ..........o.cvveveveveeeeeeeeeseseseesssessssesenessessnensnse IDL
Step 2: SeleCting DAtd SOUICES ..........v.veeeeeeeceeeeseeeeeieseee et ses et s e s s en e 153
Step 3: Executing the MRP Run and Analyzing Recommendations ..................cccccoeveunn.. 153
Step 4: Taking Action Using the Results of an MRP RUN ...........cccccooovvevereceeeeeeeeeeena, 155

SAP Business One ...To Go 4



a The Essence of SAP Business One

MRP Example 2: Consuming FOIECASES..........ccviiiiiiiiiiieiiesee e 155
MRP Example 3: Order Consoldation .............cccoovcueiericererieieeeteeeceee e 157
IMIRP CRECKIISE ........ovoceeiiceeieteecte ettt s et en et enaesans 159
SAlES OPPOITUNITIES ..ueieiii e e e e e e e e eaenns 160
Getting Started with Sales OPPOrTUNILIES ...........ccveviiiririicieieieiee e 161
Sales OpPOrtUNities PrOCESS OVEIVIEW............c.c.vveuerireresesserssissessssesessesesesesissesesnsssens ABL
Setting Up Sales-Related INFOrMAtion. .............cc.ccovveevercreeesessseseseiesessesesesesssenesesssnenen 162,
Managing Sales Opportunities in SAP BUSINESS ONE...........c.cvvevrvereseersssrersssesensssenennnse LOA
Entering a Sales OPPOrTUNILY ...........cvveveveeeeeieeeseeeeeseseesseeesetsiesssssesesesesessssssessssesesssssssanese OD.
WHO IS YOUF PrOSPECE? ...ttt ettt n e s 165

The Bottom Line: What’s the Potential for This Sales Opportunity? ............ccccocoevevnen.. 166
Rounding Out the Sales OPPOITUNILY ...........c.eveveveverereeeeeeeeeeeeeteeseeseseseseneeseees e 167
MaNAGiNg SAIES ACHVILIES .............cevevreeeeieeeeeeeieee ettt aneees 168
Managing Sales Opportunities in Microsoft OUtIOOK ..............cccceveveveeeveveeeeieressiesesessienennn e 169
What Does Microsoft Outlook Integration LOOK LiKe? ............cccocoveveveveveeeeeeseererenenene L1
Synchronizing SAP Business One and Microsoft OULIOOK ...............cocoeveerevererssreresieesnes 1717
BUIK SYNCAIONIZALION.............vvevieceeeceee ettt 173
SAVING E-Mail 85 @N ACHIVITY........ovevveieeeeieeeeieeee ettt s st n st 173
Working with Quotations in Microsoft OULIOOK...............cceeeevevevererereeeseeeeessresenenenene LU
Generating Snapshots of Business Partner ACtIVILY..............ccccoovevevvseeeresieerensssenenensene 115
From Microsoft Outlook to SAP BUSINESS ONE.........c..ceveeuevereerereerereererierenesenesesseseneseneeren LT
Reporting on Sales OPPOITUNILIES ...........c.cvevevevvereeeeeeeeeeeeeieeesesesesesesesenssssssssesssssssssssesenenenenes L0
Running the Opportunities Pipeling REPOIt...........cc.cvvvvivereeeereeeeeesessseesessesensssenenenense L 9
Sales OPPOrtUNILIES CRECKIISE ............ceviveeeeeieseeseeieseeeees s s st en et 181
The Service MOAUIE..... ... e 182
GEEING STAMEU. ... ..veeececececeeecte et ee ettt ettt es s s ettt et s s s s e e e e et etetasesasanans 182
SEIVICE CONIACES ......ecvoveceece ettt eeee st es et esse st en s en st en st en et es s en st en st en et ensesensesnens 182
Setting up the automatic creation of customer equipmMent Cards..........cccccvevveevieeesieennieenne 184
CuStomer EQUIPMENE Carl...........o.cvivveeeeieeeeeeeeeeeiesesesiesesesesessensessssesesiesensessssenssssssensnessenens 18D
Creating SEIVICE CallS ..........ccvveveiirieeieieeeeeee et s sttt 185
SEIVICE REPOIES.......eveeeceeeeeeeeie e tetetetee e es st e ettt s s s s s e ase s e st st e et et ns s s s s essseenensetesnaaeas 187
Document Creation, Authorizations, and AppProvals ..........cccccoeviiiiiiiiieiineenns 188
Overview of DocUMENt Creation FEALUIES...............c.cveuevvereeiereeeeeresesesiesessee e ses s sesnen, ..188
Authorizations, Approval Procedures, and Document DIAftS .vovveveeeeeeeeeeeeeeeeeeeeeeer e e e e 100
USEr AULNOTIZATIONS .......cvoecveececeeece et n s 190
PassWOrd AAMINISTIALION ............cc.oveueieiieeiereseceeies ettt sttt s e s 192
DAtA OWNEISNID w..vvevieeece ettt s et n et s e st et s sttt en et et s n et 192
ADPIOVAI PTOCEUUIES .......coovvireeeeeeeeee et s sttt ses et s st n st s et en e sneeens 193
Creating Document Drafts ManUally ...............coovoveeveeeeeieeeeeeeeeeseeeeeeees e 198
Accelerating Document Creation through Wizards..............ccveeeveeevevererereseeeeeessssssnsnennnen 200
Draw DOCUMENE WIZAU...........coeeveceeeceeieeeeieee e 200
DOCUMENt GENEIAtioN WIZAIT ..........c.eveeeeeeeeeeeieeeeeeeee e eeee e 202
Printing Documents and REPOITS .....uiuiiiiiiiiii e aaas 206
A1 IR0 J R TPTR ..207
Report and Layout MaNAGET .............coeeueueeeeeeeeeeeeeeeseseeseeeseisiesesssesesesesenesssssssssssssnssssssness 209
Document Layout Management ...............cocoeveeeervereeseerersssesessssesesssssenesssssenssssnensns 209
Export and IMport DOCUMENE LAYOULS...............ceevrereeeeeeereseesesesessessesessenesesesseneseesennees 210

SAP Business One ...To Go 5



a The Essence of SAP Business One

PrINtING SEQUENCE ...ttt ettt 211
PNt LAYOUE DESIGNET ........oveeeiviieceeieseeeceete ettt ettt s ettt s st es e sneeeas 212
SAP CryStal REPOIS .......cocviviveviiiiiceeseeeae ettt ettt 215
Creating a Basic Report using SAP Crystal REPOIS ..........cc.cccceveveeerverereeeeereeeeeeieseeeienans 215
Setting Default Layout TEMPIALES ...........c.c.ceuevevceeiereecieieiecete et 218
V=T 0 1 ] Y/ 220
ValUation MEINOGS..........c.cvevieeieiiceeie ettt 221
IMOVING AVEFAGE ...t eee st s s tes e tss st es st n st s st es et en s senneeeas 221
FIFO oo 221
SEANAAIA COSL.........ecvevecerceeecee e eae st se et s et s e st sae s saesesaesnaesnaesnsesanees 222
Cycle Count and INVENLOrY TIACKING ............oovivreeueeiereeeeeeeeseseseeeeess s eeese s, 223
PICK NG PACK. ........vecvcviceceeie ettt s et s s eae s e 224
1oL 0T ORI 225

(g 0T 18 [ox i (o] o [PPSR PPN 227
Bill OF MAETAl TYPES ....vvvveveeceeveeeieieieteeee s e ettt en s sttt ettt en s s s eneeeees 227
PrOGUCEION OFUEN .......co.ecveveceeceeceeeeeee ettt s s 228
DI = 0 T 1 1= 230
OVEIVIEW OF XL REPOITET ........veveeeeeceeieeeeseete st ses st se st st s s en s essneneneans ~.230
COMPONENES OF XL REPOIET ........cvvevvieeeeieeeeeiss e ses e tes et en st en st s st en e 23T
REPOIM OFGANIZET ......vvvvveeeeeieeee st te ettt es s s et te et e s et s s s en s eeesenenenanens 231
REPOI COMPOSEN .......v.oveeeeeeeeeeeeeses et eses et s st es s st en st s et et es st en et en s st enenees 231
REPOI DESIGNET ...t s ettt et n ettt st s s 231

WO USES XL REPOMIEI? ...t ettt s s s st sanenaes s s ennes 232
Creating a Report in REPOrt COMPOSET .........c.c.ovverueverreieeeresesissessesesessissenesessssennessssennessenen 232,
SEArtING XL REPOTTEN ...ttt en sttt n sttt en et en s 233
Creating a Report With REpOrt COMPOSEN ...........c.cveveveverrerreieieieeessesesesesesnssssieisssssssses s 235
ChoOSING REPOI EIBMENTS .........coeveveeeeeeeeeetee ettt 236
SPECITYING 8 SEIECLION .........ceveeceee ettt en e 239
GroUPING the REPOTT..........veeieeveeeeeeeeeeeeeee s ten s senesesessensiesesnenesssnenennnnenen 240
Adding FINANCIal PEIIO.............coveeeeeeeeeieieeceeseeeseeeeesie e enenese e essssnenenenennnn 281
EXPANAING COIUMNS ........coivviriieieeieeieieees s sesiesese s iesen s sensessesenesessensessssenniesenennenne 24D
Adding TOtalS t0 the REPOT ........cvvveeeeeeieceeiseeeete ettt en st 242
SAVING REPOIS .....ocvceceeveeeieieieeeeeses ettt s s s s sestesetsaesssssenenennsssssssssstnssssssssnensnensesns OO0
Saving the RepOrt 85 @ QUETY .......c.c.cvveeeeeevrceeieeeeeisiesessstesessessenesesessesesesssennessenenenennenen 243,
Saving the Report as a Report DEfinition.............ccovevevcrevereesieseeeeeesseesessesennenienenen 243
Adding the Report to the SAP Business One Main MenU..............c.ccccevevveeeeieserenenenenennn. 246
Building XL Reporter SKills in REPOIt DESIGNEN ..........c.oivivveeeeeerieereeieseeeesiesesesiesensesieseneeees 247
Selected Keyboard SNOMCULS .......ccuiiiiii e 249
GENEIAlI SNOTTCULS ..ottt sttt ensnae s ..249
TADIE SNOMCULS.........cvovecee ettt s st s s en s en st en e enens 250
Shortcuts in Sales and Purchasing DOCUMENLS...............cvvvrerveeeeeiseeeseesesse s esesesses s 250

SAP Business One ...To Go

(o3}



The Essence of SAP Business One

The Essence of SAP Business One

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

] 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 automate its management, 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
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.

Comprehensive and Integrated

SAP Business One is not a collection of one-size-fits-all components that have been cobbled
together. Instead, SAP Business One is designed and architected specifically for small and midsize
businesses to be a unified, integrated software application that supports accounting, manufacturing,

warehouse management, and many other key processes.
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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 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 reports and data extraction into

Microsoft Excel spreadsheets

Breaking Ground for Small and Midsize
Businesses

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

every business.
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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.

| EXECUTIVE

5 4

SERVICES D
p |
[ I

.\ ﬂ OPERATIONS
T L |
Ll -
Y 4 |
SALES /

N i

Figure 1-1: SAP Business One provides comprehensive integration
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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

S0, 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 top of the business
Difficult to change Improve compefitiveness Grow with the business
IT dependency Adapt to change Take charge
High total cost of ownership Accelerate time to benefit

Figure 1-2: SAP Business One meets the challenges of small and midsize businesses

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.
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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 manufacturing. 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 users to intervene in the automated process as needed.

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 you need it through
a variety of different reporting mechanisms, including Microsoft Office applications, mobile devices

and Crystal Reports.

Customizable and Adaptable

SAP Business One is designed to be easily configured, integrated, and extended. Through its
integration with Microsoft Office, SAP Business One unifies business applications and desktop
productivity applications. Through SAP’s global network of certified solution partners, SAP
Business One can be adapted to meet the specific needs of local markets and vertical industries. 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 30 years of
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experience in creating business applications that serve the needs of more than 12 million users

worldwide.

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 Go is 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
purchasing and taking orders. Then we review the powerful functionality SAP Business One offers
for manufacturing, sales using CRM, and reporting, as well as advanced forms of document handling

and automation.

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
Understanding the Personality of SAP Business One
Knowing Where You Are
Finding What You Are Looking For

Getting Where You Want to Go

O 0000

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 drill down to underline data, Drag&Relate™, open multiple windows and building
one document from another will quickly give you control over your business processes and real time

insight into your company performances. We are sure that you’ll find SAP Business One easy to use
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with its intuitive navigation and familiar look and feel. And before too long 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 Oneicon to
start the application and

K display the login screen j

Business
One

e 1D |

=) (e | [gharss comeany]]

Enter User ID and
Password or

Change Company
Choowe Company
Usar Code e = ] snssnde | Charge User
Currert Server MESQL 2006 T ATLNOCAIGEIGA .

Comparas o0 Curmant Setoed

CI_ k |'| Cormpary Mera Catabasa Nacw Locaisslon Versan i- Yow .]
" t_ CCmpany OEC Computir: OFC United States OF Armers E80201 = [ pafrasn
name in the Choose OEC Computens  SEODemcUS United Stites OF Amers 880201
Companywindow

l O I i Cancal |

Figure 2-1: Starting SAP Business One, logging in, and choosing a company

The first screen that you see is the login screen where you enter your user name and password. At the
bottom right of the login screen, 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.

SAP Business One ...To Go 14



a The Personality of SAP Business One

The first time you login, 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 login to the company database. The user
information is recorded in every new record or modification to an exiting record that user performs

for audit purposes.

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. The latest version of the sample company can be downloaded from SAP Business One
Customer Portal, described later in this chapter in “Finding Answers to Your Questions.” 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 for 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
window, enters the name of the supplier, and, quick as a flash, there is a purchase order for that

supplier.

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 and can review the ordered
items. You want to see the details for one item? One click, and you have the item window. What
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 1? And what can | 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
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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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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.

Opening Documents Using the Main Menu

The second key thing to learn about SAP Business One is how to put the main menu to work to help
you 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.
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Figure 2-3: Top-down navigation from the Main Menu

Navigation reminder: all roads lead through the Main Menu. It is important to remember
that all of the functions of SAP Business One are accessible through the Main Menu. The Main
Menu is one of the starting points to find documents and master data records, run reports,
perform administrative functions; start wizards; and so on. As you learn SAP Business One, the
Main Menu will become the equivalent of your home page.

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 the way that it allows you to use one document to create the next in
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a sequence. 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 | 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, as well as
navigation, search, and document creation mechanisms based on those relationships. 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.
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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. It includes the Main Menu,

which we now look at more closely.

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).

Company and User
name

JEC Computers

manager

Main Menu Tabs \I

Figure 2-4: SAP Business One Main Menu

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.
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Figure 2-5: SAP Business One menu bar and toolbar

The menu bar includes the following menus:

]

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

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

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
Goto: Dynamic menu that changes according to the currently selected window
Modules: Modules shown in the Main Menu

Tools: Commands such as Print Layout Designer, Form Settings, My Menu and

Customization tools

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

Messages/Alert Overview, and Calendar

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.

SAP Business One ...To Go
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The Status Bar

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

contains various fields.

]

SAP Business One ...To Go

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 appears over a green background and informs you about

the successful execution of a procedure.

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
The middle of the status bar contains the current date and time as defined in the server.

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.

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.
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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 Windows— System Messages Log from the menu bar.
You can now minimize it or close it completely.

Using the Cockpit Instead of the Main Menu

An exciting new feature was introduced in SAP Business One version 8.8. The cockpit allows you to
completely customize what each user sees when they first open the application. You can choose to
activate the cockpit and add the different widgets into the main window. The widgets gallery

includes
An application wide search function including the search of database records and windows
Common Functions - Drag and Drop only the windows you use on a daily basis

Open Documents - Snap shot of selected open items list, with the ability to open the
underlined details

Browser — add your favorite websites and get a preview as you open the application

Creation of graphical dashboards to provide an overview all sales, purchasing, inventory and

financial activity of the company. This feature will be available in future versions.

In figure 2-7 you can see an example of a configured cockpit which includes the open documents,

messages and alerts, two browsers and common functions
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Choose to view the
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main menu. On the
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Messages and alerts
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with your favorite
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Application wide search —
master data, transactions
and window names

Figure 2-7: My Cockpit Window

Activating the Cockpit. The cockpit is an optional component. You can choose to activate for
certain users. Go to Administration — System Initialization — General Settings — Cockpit. Then go to
Tools — Cockpit — Enable my Cockpit.

To make adjustments the widgets click the settings icon &2 and choose Settings

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
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]

]

]

Find: Search for existing records or documents
View: View an existing record or document

Update: Modify the data of an existing record or document

Windows in SAP Business One have a default 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:

]

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

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
o Press Ctrl + F on the keyboard
o From the toolbar, choose the find icon

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.
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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 activate a context
menu that provides access to the most commonly used functions for that section of the window. In
some cases, when you right-click in a field, you see a context menu that provides a list of functions
related to the field. 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 2-8 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 Goto 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 2-8: Accessing the Row Details window

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). The two main methods are
discussed below: looking up business partners and items 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 2-9 demonstrates how to use the selection list

button to look up a customer or item.
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To locate an existing customer or item master data, click the selection list button

Customar =i c20000] MNo. Primany - &3
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Customer Ref, Na. Delivery Date
BP Currsncy i Document Date 0&/05/2003
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It=m/Service Typs Tt=m i Summary Typs No Summary
#  Item No. Cruantity Unit Prica Disc... | Tax C.. | Total (LC)
1 =+ ADDDDI 1 &00.00 5 0.000 (=x PA
2 0.000
Szlzs Employes Szlzs Manager ol Tt Before Dot
Owiner Discount %o
- ...or press Tab in a blank field. A selection list appears in a separate _‘-\\‘l
window

Figure 2-9: How to look up customers and items in a sales order

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 (without the
wildcard character) 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.
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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.

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 2-10). 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 L\ Previous Record I Next Record ,,JJ Last Record

Lo rEEERLE M 1hﬂ|ﬂuj._tti| e @ L.}nfn_u @R a0@ ?

Figure 2-10: Using the SAP Business One toolbar arrow buttons

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 2-11) 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-down menu structure.
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Figure 2-11: Using the link arrow to navigate from an invoice to master data

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 (for example, selecting only open sales

orders).

Figure 2-12 illustrates how you can use the Drag&Relate feature to get a list of A/P invoices for a

particular item.
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Details area, displays all A/P Invoices rows that include item AQG0001

Figure 2-12: Using Drag&Relate to find A/P invoices for a particular item

Crivacd

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 2-13). 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.
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Figure 2-13: 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
documents to function keys, such as F1, F2, and so on.

\\1‘._Frum the Menu Bar choose Tools= My Shortcuts 2 Customfzu

Customize
2. Select function -y
key from the dri
Y “"---..I:_‘___ Shortcut Currant Window
T F2 | Saies Quotation
Moduls Windows
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Financizls Sales Order
Sales Opportunities Drelivary
Szl=s - AR Return
Purchasing - AP .|| AR Down Paymsnt Invoice
Business Partners | AR Invoice
Banking &R Invoice + Payment
Inwventory &R Credit Memo
Production L &R Reserve Invoice
MRE Document Generation Wizard
Service * Document Printing
k oK ][ Canesl ] [ Allocsts ]I [

3. Select the module and window for the kev board shortcut and click Allocate
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Figure 2-14: 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 r in the toolbar or choose Tools — Form Settings.

Although the Form Settings window does vary depending on the content of window you are

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

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

contain a table)

o Row Format tab: Determine how fields appear in the Row Details window associated with

the table in the window you are customizing

o Document tab: 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

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 2-15, 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.
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Figure 2-15: Using the Form Settings function

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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Figure 2-16. 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
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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
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
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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
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 | Hews |
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(& Wy Profie
fﬁ License Key SAP has desi

Ho Faverites stored.

ABOUT SAP BUSINESS ONE:

d SAP Businese One, a busil t zoftware application, epecifically for emall and midsize businesses. Used by over 20,000
customers today, ite an affordable, easy-to-use way to manage critical business functions across zales, distribution, and financialz - all in a zingle
integrated =oftware sy=stem. With SAP Business One, you can instantansously access critical data that provides a complete and up-to-the-minute view of
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B Find in your Inbox the answers to your mezzages from our Support Provider.

SAP Message Wizard.

Solution Overview: Research the detailz of the SAP Buginezs One Sclution, and learn more about how to integrate mySAP Buginess Suite with SAP
Business One (only available in Englizh).

Figure 2-17: 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.
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In This Chapter
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Budgeting

O 0000000

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.

o Automatic journal entries. Perhaps the largest productivity boost in SAP Business One is its
ability to create various journal entries automatically—aqreatly 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.

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

posting mistakes by using posting templates.
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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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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 Itis 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 General 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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1 HNatural 3 8 Alphanumeric
2 | Division 2 Alphanurmsaric
3 Regicn 3 Alphanurmsaric
4 | Department 2 Alphanurmearic
I O I | Cancel |

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.

Although you may currently use fewer than the ten segments available, it is recommended that you
define additional segments to allow for growth. For example, if you are planning to expand, you may

want to define an additional segment for business units you envision adding in the future.

Account segment alert. It is important that your implementation partner and you plan your
use of account segments very carefully because you cannot add additional segments later,
existing segments cannot 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.

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
information that determines 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.
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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 =Add 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 a manual
system, doing business and keeping track of it are separated. Invoices and other such documents are
created first, and then later the accounting entries for keeping track of them are added. 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.
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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. The accounts in this tab serve as default accounts for creation of item
groups and warehouses.

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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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 add-on 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.

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.

Figure 3-5 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.
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Figure 3-5: 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.

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
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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 3-6, 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.
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Debit must be equal to credit or the journal entry cannot be added

Figure 3-6: Entering a manual journal entry in the Journal Entry window

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. Figure 3-6
shows the expanded editing mode, which allows you to easily enter lines of data without having to

scroll left and right.

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
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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 Code 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
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
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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.

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.
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Reversing Transactions
If you need to reverse a transaction that had been posted to the general ledger using the Journal
Entry window or the Journal Voucher window, SAP Business One provides you with three options:

o Goto Main Menu — Financials — Journal Entry and create a correcting journal entry

o Run the Transaction Journal Report and open the relevant journal entry, then click Cancel

o Run the Transaction Journal Report and open the relevant journal entry, then check the
Reverse box and click Update (see Figure 3-7)

Automatic reversal of manual journal entries is usually set up to occur on the first day of the
following month. For a list of manual journal entries scheduled for reversal, go to Main Menu —
Financials — Reverse Transactions. Note that this option is used primarily during month- and year-
end closings.

Check the Reverse box and enter a reversal date for manual journal entries
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Figure 3-7: Automatic reversal of manual journal entries

Setup tip. The reversal transaction can either post negative amounts on the same side, or post a
debit to reverse a credit and a credit to reverse a debit. To determine the reversal method, go to
Main Menu — Administration — System Initialization — Company Details — Basic initialization tab.

Editing G/L Accounts
In the normal course of business, you may have to adjust the chart of accounts from time to time.
Using the Edit Chart of Accounts window, you can make changes to the chart of accounts, create

new accounts, rearrange groupings, and change and edit existing accounts.
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To display the Edit Chart of Accounts window, go to Main Menu — Financials — Edit Chart of
Accounts, or Administration — Setup — Financials — Edit Chart of Accounts.

Creating codes for a set of newly created accounts is a common task when adding new accounts. The
account code generator is a tool that enables you to assign codes to newly created account segments
at the click of a button. In addition, you can insert a new G/L account in a number of different
account segments (for example, departments) simultaneously. To access the account code generator,
select Financials — Account Code Generator.

Editing 1099s (United States)

Vendors that are assigned a 1099 form within business partner master data will have A/P invoices
and credit memos that accumulate 1099 amounts for year-end reporting to federal authorities. If a
document is incorrectly posted with the wrong 1099 amount, form, or box, you can use the 1099
editing function to modify the data. To access 1099 editing, go to Main Menu — Financials — 1099
Editing.

| Edit 1099 Amount for paid invoices

Change the 1099 Form and Box for unpaid invoices and credits

Vender Coge Vender Nama Inwzice Me.

¥10000 Ao AEIoCEte 2]
vl Fur East Imporh B

L o Carcel | /] Disclary 1055 Vendor by

Figure 3-8: The 1099 Editing window

Reviewing Changes to Data: Audit Trail

When a change is made to a document, master data record, or setup element, an audit trail is created.
To view these changes, select Tools — Change Log from the SAP Business One menu bar to display
a Change Log window that lists changes, including user, date, and time, that have been made to that

particular document or master data record. You can then click on an entry to see the change that was

made. If there are multiple changes, hold down Ctrl and click on two or more lines, then click on
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Show Differences in the lower right of the Change Log window to see what has changed between

iterations of the document.

Period-End Procedures

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

One supports such activities in a variety of ways.

Period-End Closing Checklist
Period-end activities take place at the end of the month or the end of the quarter, or both, depending
on how your financial accounting processes work. In either case, the checklist at the end of the

period is much the same.

(J Make sure that all transactions for the period were posted properly, including adjustments

and accruals

(]

Print trial balance (a balance of each account and a current status)

(]

Print vendor liabilities aging and customer receivables aging reports to reconcile receivable

accounts with the G/L
Print inventory audit report to reconcile inventory with the G/L
Print financial statements

Make a backup of your database and put it in an off-site storage location

o000

Close or inactivate the fiscal period by locking it using the posting period window

Year-End Closing Checklist

Year-end closing is a big event that affects many aspects of how SAP Business One operates. For
example, a year-end close will zero all profit and loss account balances to the retained earnings
account. Balance sheet accounts are summarized, bringing the balances forward as the beginning
balances in the new fiscal year. All of this activity takes time, of course. The year can remain open

until all adjusting entries are received from accountants and other reporting entities.

Here is a general year-end checklist:

() Post final transactions for the period in all modules
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Complete the period-end procedures

Post any final adjusting entries in the G/L

Close the last period of the fiscal year

Make a backup of your database and put it in an off-site storage location
Print 1099s

Print a final detailed trial balance

Print financial statements

Set up a new fiscal year

(NN N Iy Iy Iy Iy Ny By I

Run the period-end closing routine to close the fiscal year

Year-end closing alert. It is strongly recommended that you consider your year-end closing
processes during setup and implementation. Soon after going live with SAP Business One,
perform the first-month or first-quarter closing together with your implementation consultant.
Download the “Tips for Year-End Closing” guide from SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer.

Data Archiving

As part of the period end procedure you may consider using the Data Archiving wizard. If your

company database is over two years old, you can optionally delete old activity such as sales and
purchasing documents, inventory documents, sales opportunities, and more. Archiving old data helps
you reduce your database size, increase performance, reduce hard disk space needed for backups,
and even allow faster upgrades when a new version is available. Once you remove the old
transactions you can also manually delete master data that is no longer is use, such as customer,

vendors and items.

As you already learned, in SAP Business One you build one document from another, and journal
entries are posted automatically with the document. For example, a sales quotation was copied to an
order that was copied to two deliveries. The deliveries were copied to one A/R invoice which was
fully paid. This is called a closed cluster. It means that all the transactions that are involved in a
particular workflow are closed. The data archiving only removes closed clusters. In our example, if
the invoice was partially paid, that means that the cluster is open, and none of these transactions will

be removed. These prerequisites are important to keep the data integrity and consistency.
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The Data Archiving Wizard

To open the wizard go to Administration — Utilities — Data Archive Wizard. Figure 3-9 describes

the main steps of the wizard.

Wizard Options Archive
AT Parameters
eActual Run ePeriod

eLoad saved run *Rate

*Search across data
archiverun

recommendations Journal Entry
Compression

Rules

*View by cluster or
document

*Drill Down to cluster
eFilter displayed
transactions

*Period
*Sub Period
*Month

Figure 3-9: Data Archive Wizard’s Main Steps

The wizard options consist of:

]

Simulation. This will provide you with the information of what data will be archived,
indicate non removable clusters, and show expected results with regards to the total number
of transactions that are removed, and database size at the end of the process.

The actual run will complete the process by removing the appropriate transactions and shrink
the database size. You must conduct a backup prior to the actual run. Note that there is no
roll back option, other than to manually restore the company backup.

Loading a saved wizard run lets you view previous archiving runs in case you wish to search

for a particular transaction or cluster.

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

know in which run the transaction was removed. You can search by date and transaction

type.
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In the archive parameters you select the posting period range you would like to archive. The start
date of the archived period is always the first period of the company. You can only archive periods
that are 2 years or older then the system date. Additionally, the period must be locked, and a period

end closing process applied to it.

In the recommendation step you can view all the transactions included in the date range. The wizard
displays both removable and non removable transactions grouped by cluster, or without grouping.
You can drill down to a specific cluster to view all the transactions belonging to it. The archiving
wizard removes transactions such as sales and purchasing documents, sales opportunities, activities,
payments and inventory revaluation. Master data, such as customer and items are not removed by the
wizard. These will have to be removed manually by the user, after the wizard completed the

transactional information.

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

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

Data Archiving Checklist:

(L Run a simulation to find open clustered that can be closed
() Close open clusters
() Create a backup of the company database

() Run the data archive wizard

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

Incoming and Outgoing Payments

In SAP Business One, the functionality and reporting associated with processing payments are
accessed through the Banking module. This section provides only the basic information you need to
get started. For more detailed, field-by-field information go to Help — Contents tab — Banking.

When processing payments you should select the transactions to be closed by the payment, either
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fully or partially. If there is no prior transaction to select, or you are unsure which transaction

applies, you can enter a Payment on Account.

Incoming Payments

Incoming payments can be received in four ways: cash, checks, credit cards, and bank transfers. SAP

Business One handles all of them in basically the same way—either by making a payment against a

specific A/R invoice or by making a payment to a customer against two or more A/R invoices.

Creating Incoming Payments for Specific Invoices

The following steps explain how to create an incoming payment against specific invoices:

1)
2)

3)
4)

5)

6)

7)

Go to the Banking — Incoming Payments — Incoming Payments window shown in Figure
3-10

Click the selection list button to the right of the Code field and then select a customer
Review the Documents for Payment table that displays all the open invoices for the customer
Select the invoices for which you want to apply a payment (check the selection box next to
the row number); the cumulative amount is displayed in the Total Amount Due field in the
footer of the window

Change the Total Payment amount field to do a partial payment

Select the payment means icon = from the SAP Business One toolbar to open the Payment
Means window. Select the tab for the desired payment means, fill in the relevant details, and
click OK, which brings you back to the Incoming Payments window.

Click Add to post the document
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Incoming Payments
Select the customer __ 5 |C20000 (®) Customer Mo, Primary |1z
Norm Thompson () Vendor Posting Date 0
Bl To Bill to =[] 300 Eilings Drive () Account Dus Date 0
3:125{?r PA 15053 Do Dt 08/ 1783
USA Refzrancs
Transaction Mo,
kb Limrz | |Narm Thompson
Select open *
transactions to be
paid
Selacted Document...  Document Typs  Daste * | Total Bslznce Dus Cash Discount % | Totsl Payment
[ | 2 H 07/15/07 * £ 2,187.50 < 2,187.50 0.000 < 2,000.00
£ 17 H 12/37/07 *  £E5,375.00 < 5,375.00 0.000 £ 8,375.00
| 18 H 12f37/07 |* | 51,135.00 < 1,125.00 0,000 < 1,125.00
M 3 CN 081705 | = s -552.50 £ -552.50 0,000 £ -552.50
| 25 TH 08/14/05 s -525.00 £ -625.00 0,000 £ -525.00
[w] T X7 IH 08/17/03 < 500.00 < 500.00 2.000 s 420.00
= S IE 01/o01f03 £ 1,000.00 < 1,000.00 0.00 < 1,000.00
| D Pzyment on Account ['E
4{1&1 Amount Due 10,865.00
Remark
1urns| Or, to accept a payment with Cpen Bzlr Adjust the Total Payment field for
reference, choose Payment On partial payments
ct Account
[ add ]| cencel | | Deselect Al “ Sslect Al || Addin Sequence |

Figure 3-10: /Incoming Payments window

Once the incoming payment document is added, the following actions are taken:

Journal entries credit the customer’s accounts receivable control account and debit the bank

O

account or a clearing account.
o The payment is applied to the invoice.

o The paid invoices are closed and no longer appear in the Open Items List, Documents for
Payment table and in the customer’s receivable aging report.

o When a partial payment is processed, the selected invoice remains open for the balance due

amount

o When a full payment is processed, the invoice and the payment are internally reconciled and

closed.

o If the payment is made by check, cash or credit card, the payment is posted to a clearing
account, and a deposit document must be processed in order to transfer the funds from the

clearing account to the house bank account
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Creating Incoming Payments on Account

You can accept payments that are received without reference to specific invoice(s)—for example, a
one-time point-of-sale purchase. To do this, you check the Payment on Account checkbox of the
Incoming Payments window and fill in the required information. Once the incoming payment

document has been posted, the appropriate journal entry is created.

Outgoing Payments
Just as with incoming payments, there are, generally speaking, four ways of sending outgoing

payments: cash, checks, credit cards, and bank transfers. You can perform the following activities:

o Create outgoing payments for business partners and accounts using various payment means
o Print and void checks for a payment for various purposes, including employee bonuses

o Create, trace, and process drafts of outgoing payment documents and drafts of checks for

payment
o Generate a Check Register Report

The main difference between incoming and outgoing payments is the need to define an account for
the different payment means. For example if you create an outgoing payment with cash, you must
select the outgoing cash account for the transaction. In this case, it can be your house bank account

or a petty cash account.

For more information about managing outgoing payments with SAP Business One, go to the linked

files under Help — Contents tab — Banking — Outgoing Payments.

Special Scenarios

You can define a maximum amount for over and under payment situations. One situation might be if
your customers always round the invoice amount, which may result in up to $1 difference between
the invoice and the payment. To define the allowed over or under payment maximum amount, go to
Administration — System Initialization — Document Settings — Per Document tab and select

Incoming/Outgoing Payment from the drop down list.

When you process the payment, and if the payment difference is within the amount defined as an

under or over payment, the system processes the payment as a payment in full. A posting is made to
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the business partner for the payment amount, and the small difference is posted to a dedicated G/L

account you define in the G/L Account determination.

Cash discount is a special discount given when your customer pays before the invoice due date, or
when you pay your vendor ahead of time. The cash discount percentage is defined in the invoice’s
payment terms, and the discount amount is automatically calculated when the payment document is
entered. The discount amount is posted to a dedicated G/L account. You can also adjust the cash
discount percentage, or change the amount to include a cash discount, by modifying the appropriate

fields on the invoice row in the payment document.

Payments made in a foreign currency often produce exchange rate variances. When you close an
invoice with a payment, and the exchange rate varies between the payment and the invoice, the
system automatically calculates the exchange rate gain or loss amount and posts it to a dedicated G/L

account.

Payment Wizard

SAP Business One provides a payment wizard that allows you to create outgoing payments in
batches for checks and bank transfers, and to batch process incoming payments by bank transfers.
The payments are created according to your selection criteria and payment methods. Using the

payment wizard requires the following steps to properly prepare the relevant master data:

1) Create a payment method by going to Administration — Setup — Banking — Payment
Method

2) Define default payment methods for customers and vendors by going to Administration —
System Initialization — General Settings — BP tab

3) Assign the payment method to the business partner on the Payment System tab of the
Business Partner Master Data window if it differs from the default

4) Select the payment methods you want to include in the payment wizard by going to
Administration — Setup — Banking — Payment Run Defaults

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

want to pay, how, and when.
To access the payment wizard, go to Banking — Payment Wizard.

The payment wizard consists of several steps:
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1)

2)

3)

4)

5)

6)

7)

8)

Payment Run Selection. Choose whether to load a previous created payment run or create a

new one

General Parameters. Determine the payment posting date and the payment type — outgoing

or/and incoming, as well as the payment means — checks or/and bank transfer

Business Partner Selection Criteria. Select the customers and vendors to participate in the

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

Document Parameters. Determine the maximum due date of open transactions to include in

the run. In addition you can filter by posting date, amount and document numbers,

Payment Methods Selection Criteria. Based on the payment type you selected, active
payment methods appear. Select the payment methods you want to include, as well as the
maximum balance for the entire run. The default balance is that of the G/L account linked to
the payment method. In case you have open transactions to be paid, with a total higher than

the balance, some transactions will not be included.

Recommendation Report. Based on the selection you made, open transactions appear here.
Choose which transactions you would like to include. You can modify the balance due to be
paid, cash discount as well the number of checks in case of outgoing payment by checks.
Click the Non Included Transaction to view which ones are not part of the recommendation,

and the reason they are not included.

Save Options. Choose between executing the run, saving the recommendation or save the

selection criteria only.

Document and Report Printing. Print varies reports such as the payment forms, non included

transactions, outgoing checks and summary reports.

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

Printing checks is an important payment process for most U.S. businesses. The setup for printing
checks usually requires some help from an implementation partner. Part of the check printing process
involves making sure that the correct printer is designated for check printing and that the check

forms are loaded and ready to go.

Once properly set up, printing the checks is easy. Simply choose your house bank, verify the next
check number is correct and print. Once the printing is done you will need to confirm the assigned

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

[1 Blank Paper. This option is primarily for companies that do not use a pre-printed check

stock, where checks are printed in electronic format (also called MICR)

[1 Overflow Check Stock. If the check stub overflows to the next page, the system continues to
use the pre-numbered check stock for all pages, while voiding the numbers that were used

for overflow.

[1 Overflow Blank Paper. The system prints the first page of the check on the regular pre-
numbered check stock. For overflow pages, the system pauses, asks you to replace the check

stock, with non pre-numbered pages, and prints the rest on blank checks.

To define the printing preferences go to Administration — System Initialization — Print Preferences

— Per Document — Checks for Payments.

You can override the company default printing method when you define your house banks. Go to

Administration — Setup — Banking — House Bank Accounts — Paper Type field

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

Internal Reconciliation

Internal reconciliation is a mechanism that runs in the background of SAP Business One and is

automatically performed for documents; however users can also conduct internal reconciliation
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manually. You may wonder how critical internal reconciliation is to the running of your company.
Well, the answer is that internal reconciliation is absolutely critical! Essentially, internal
reconciliation matches debits and credits in the same G/L account or business partner. For example,
an invoice is matched with a payment or a credit, or a payment is matched with a deposit. If no
internal reconciliation was performed by SAP Business One, invoices would remain open even if
they had been paid. Imagine that your invoice remain open after they are paid. You would not be

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

In SAP Business One, when you apply a document to another document, and a posting is made to the
general ledger, an internal reconciliation normally takes place, and you do not have to do anything
more. In a few cases you will have to complete the process by conducting manual reconciliation.

Manual reconciliation is necessary in the following cases:

[1 For a payment on account, where the invoice was created after the payment

[1  When writing off any rounding or over/under payments differences

[1 To match transactions for a business partner that is both a customer and a vendor

[1 To make corrections to previously reconciled transactions

To internally reconcile a G/L account, go to Financials —Internal Reconciliations — Reconciliation

and choose the account.

To access internal reconciliation for a business partner go to Business Partners —Internal
Reconciliation — Reconciliation. Select the Business Partner and click Reconcile. If you have
customers that are also vendors, check the Multi BP’s box and choose both master records. You can
also access internal reconciliation for a business partner if you open the business partner account

balance, and choose the Internal Reconciliation button.

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

Internal reconciliation supports cash discount calculation, exchange rate differences, and over/under

payment scenarios when you reconcile a single payment with one or more invoices.
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Select open transactions The transaction’s balance due is displayed.
to be reconciled You can adjust the amount to be reconciled
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Reconciastion Date e
# |Selected| Origin Origin No.  Posting Date Amount Eaance Dus Cash Discou... | Amount to Reconcile
vl m 22 o7/isfa7 $ 1187.50 § 1,187.50 s 2.000.00] -
v N 17 12127/07 5 B,375.00 5 5,375.00 £ E,375.00
O N 18 12/27/07 £ 1,125.00 $ 1,125.00 s 1,125.00
L] IE % 01/01/0% § 1,000.00 $ 100,00 § 1,000.00
O IN 25 | 0B/14/0% § -515.00 5 -525.00 £ -525.00
] CN 3 o8/17/0% 5 -35L50 5 -55.50 5 -I5LE0
v N 27 08/17/08 £ 500,00 £ 500,00 5 10.00 5 450,00/
v RC 13 08/17/05 5 (10,865,00) 5 (10,865.00) 5 (20,865,00)
Total amount to L'—__‘—‘—.___s 10.00 50,00
reconciled must be zero |
I Reconcie I l Cance I ___'___,_.———'le Adjustments ||| Print Seltings
4 y 9 ™ ¥
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Figure 3-11: Internal Reconciliation window

Cost Accounting

In the United States, cost accounting is used to track the various cost and profit centers of a business.
Using cost accounting, you can track departments, divisions, or various geographies as if they were
separate entities. You can determine how much spending or revenue is being generated for various
business purposes. In Europe and other parts of the world, segmented charts of accounts are not
considered Generally Accepted Accounting Practices (GAAP); cost accounting is the prevalent
method used.

Through SAP Business One’s cost accounting functionality, you can establish profit centers for
almost any purpose by going to Main Menu — Financials — Cost Accounting — Profit Centers.
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Profit center definition. A profit center is a company unit or division that performs a specific
business function. For example, a specific company unit might be responsible for manufacturing a
product or providing a service. You can use the profit center function to define the profit centers
that exist in your company. However, account segmentation often serves the same purpose and
allows you to analyze profits and expenses by business unit in much the same way. Because of
the general acceptance of account segmentation, this feature is rarely used by U.S. companies.

To use cost accounting, you define the various cost centers or departments in your company as profit
centers. You then assign revenue and expense accounts to the profit centers so that any data relevant
to a profit center can be updated automatically for all transactions entered in the application. Costs
are allocated to profit centers using information that you define in a distribution rule (described in
the next section). This means that any costs incurred are allocated to the profit centers on the basis of
a specific distribution rule. If you decide that the way in which costs are allocated no longer reflects

the way your company works, you simply change the distribution rule as required.

Cost accounting can be used to track and allocate shared expenses or revenues. In every company
there are always expenses and sometimes even revenues that cannot be assigned to one specific
business activity. These include administration costs, advertising costs, and financing costs. These
indirect costs (and indirect revenues) are spread across multiple business activities using distribution

rules.

How Are Distribution Rules Used?
A distribution rule is used to allocate direct and indirect costs and revenues to one or more profit
centers. Consequently, each distribution rule contains information regarding the portion of costs or

revenues to be allocated to each individual profit center.

To distribute indirect costs incurred by rent, for example, you could specify what portion of the total
rented space a specific profit center uses. Alternatively, you could allocate by specifying the number

of employees belonging to a profit center as a percentage of the total headcount in the company.

You can use a distribution rule for several different cost elements. If, for example, one store uses
1500 square feet of the total rented floor space of 2000 square feet while another uses only 500
square feet, you distribute the costs incurred by rent and professional cleaning services
proportionately between the two stores on the basis of this information. To achieve this, you assign

distribution rules to the appropriate expense accounts and revenue accounts.
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If the ratio between the profit centers changes, or if you need to add or remove a profit center from
the distribution rule, use the Effective From date to define multiple instances of the same distribution
rule. This way you maintain the historical allocation of revenues and expenses, but activate new rules

for reporting future transactions.

To access the cost accounting distribution rules function, go to Main Menu — Financials — Cost

Accounting — Distribution Rules.

Assigning Distribution Rules. You can assign distribution rules to transactions throughout the
application, including sales and purchasing documents, manual journal entries, and more. You can
assign a default distribution rule to a specific revenue or expense account. To do this, open the chart
of accounts, locate the account, select the Distribution Rule checkbox and choose the appropriate
rule from the list.

Budgeting

You use the budget functions in SAP Business One to track corporate expenses and revenues. SAP
Business One has an encumbrance function that allows you to block additional transactions if the
budget is exceeded. SAP Business One can calculate budget amounts automatically based on a series
of distribution methods that you specify. For example, you can base budget amounts on a previous
year’s budget and mark them up by a certain factor if you expect expenses or revenues will increase
by a certain percentage. The markup can be distributed equally to all accounts or incrementally. SAP
Business One can automate the process, but your accountant should help decide what distribution

method to use.

In the course of routine work, SAP Business One checks the debit side of accounts for which you
have defined a budget amount, and, if the budget is exceeded, issues a warning or blocks the action,

depending on which method was chosen.

To begin the process of defining a budget, set the required options in the Administration — System
Initialization — General Settings — Budget tab. For all other budget functions, go to Main Menu —

Financials — Budget.

Budget Scenarios
Budget scenarios are used for planning as well as budget tracking and reporting. They help you

analyze your company’s (or division’s or department’s) financial position given certain conditions.
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SAP Business One allows you to define these conditions as well as determine the fiscal period
during which they apply. Whenever you set up a new company, a scenario called the “main budget”
is created automatically. All the checks for budget deviation are done against the main budget. You
can use this scenario as a basis of other scenarios, but you cannot delete the main budget scenario.
When you create a new posting period, you must define the main budget first for this fiscal year.

When you run the different budget reports on the Main Menu — Financials —Financial Reports —
Budget reports, you select which scenario to use for comparison. This way you can get insights
regarding how your budget may be affected if you increased or decreased the budget amount.

To define the monthly budget amount, go to Main Menu — Financials — Budget Setup— Budget.

Enter debit amount for expenses, and credit for revenues.

To set up budget scenarios, go to Main Menu — Financials — Budget Setup— Budget Scenarios.

You can add and rename new You can base a new budget In the Initial Ratio enter the % of
budget scenarios expect for scenario on the Main Budget the budget scenario in
the Main Budget or any other scenarios comparison to the base budget

# | Budgst Nams Bas=d On Initial Ratio (%) Rounding Method

1 Main Budgst Main Budgst 100 | Mo Rounding

2 Crptimistic Scenarie | Main Budgst 110 | Mo Rounding

I ‘Copy Scenario | | Import Scenario |

B o ]| &n% /\
Use the Copy Scenario to copy the Use the Import Scenario to import the
budget amounts from a previous budget budget amounts from a previous budget
scenario within the same company scenario from a different company

Figure 3-12: Setting up budget scenarios

Budget Distribution Methods
By default, each company in SAP Business One has three common methods of budget distribution:

o Equal: This method distributes the budget amount equally among the months of the year.
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o Ascending order: This method distributes the budget amount in ascending order and is used
when you increase your budget expenses over the year. For example, in January you use only

a small portion of your budget, in February you increase your expenses, and so on.

o Descending order: This method distributes the budget amount in descending order and can be
used when you decrease your budget expenses over the year. For example, in January, you

use the largest portion of your budget, in February you use a little less, and so on.

You can use these methods or define new budget distribution methods for the budget scenarios you

create by going to Main Menu — Financials — Budget Setup — Budget Distribution Methods.

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

SAP Business One offers a comprehensive suite of standard financial and control reports. Choose

Main Menu — Financials — Financial Reports to access standard reports such as those in the

following table. In addition to these standard reports, SAP Business One offers tools for creating

custom reports, including Crystal Reports, and the Query Generator and Query Wizard tools to

create ad hoc reports using SQL queries.

How to .
Report What it shows
reach
Accounting | All of the receivables that are current and past due,
— Aging usually by several periods; receivables aging in
Customer aggregate as well as detail for each customer.
receivables aging Customer statements can be accessed and printed
from this report. Available on the Business Partners
Reports menu as well
Vendor liabilities Accounting | How much is owed each vendor and how much is
aqin — Aging current and past due (in the same way as the
ging customer receivables aging report)
Financial Summary of the financial position of a business: value
of a company'’s assets, total liabilities, and owner’s
Balance sheet o 4 .
equity including a relative percentage of each account
of the total
Financial Details for each account: beginning balance for a
. particular period, all of the debits and credits, and the
Trial balance . .
ending balance. You can include all customers and
vendors in this report
Profit and loss Financial .
Income of your business
statement
Financial Cash flow forecast based on open A/R and A/P as
Cash flow
well as cash accounts
. Accounting | All the detailed journal entries created manually or
Document journal .
automatically
Transaction Accounting | Posted journal entries by journal entry number, with
journal drill-down to related transactions for more detail
Main Menu | Listing of all items in inventory, along with details of
— Inventory| every posted transaction related to the item and cost
Inventory audit — Inventory | of the remaining on-hand quantities; used by
Reports accountants and auditors to reconcile inventory
transactions to their G/L
— Banking | Listing of all checks including complete details such as
Check register — Qutgoing | account code, vendor 1D, payment amount, status,
Payments whether it was printed, and who printed it
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Entering and Managing
Master Data

In This Chapter
U How Master Data Is Used in SAP Business One
L The Master Data Creation and Management Process
L Setting Up Predefined Values and Defaults for Master Data
L Creating Business Partner Master Data

Q) Creating Item Master Data

Skillful use of master data is essential to getting the most out of the SAP® Business One application.
Data describing business partners such as customers, vendors, and leads is master data. Descriptions
of items that are kept in inventory or manufactured by the company are master data. G/L accounts
which are used to post transactions are also master data. When a new document, such as a purchase
order, an invoice, a sales quotation, or a goods receipt, is created, master data provides much of the

necessary information.

Master data also keeps track of predefined values and settings that are used by the automated wizards
for payment processing, dunning activities, and material requirements planning (MRP). Default
control accounts assigned to vendors and customers are also master data. The rest of the information

that describes what is happening for a specific transaction is called transactional data.

Proper setup and management of master data allow everyone to use SAP Business One to maximum
efficiency. If master data is set up accurately, creating a document such as a sales order becomes a

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

However, if master data is not accurate, business processes come to a halt while people figure out
how to enter the correct information. This chapter offers guidance to help you understand, set up, and

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

If business were a game like chess, master data would be a description of each of the pieces. Instead
of kings, queens, and rooks, you have customers, vendors, leads, and items. Transactional data
describes specific moves that a piece has made. Instead of “rook moves to square a3,” you have a
task such as “create purchase order for vendor x.” Documents contain data that describes a set of
moves that may involve master data records for several chess pieces. For example, a purchase order
may include master data describing several items, the ship-to address of the correct warehouse, the
preferred payment method, and the name of the contact at the vendor selling the items. All of this

master data and more goes into a purchase order.

The reason that master data is so important in SAP Business One is that almost every document is
created by starting with one or more master data records. What happens is that the player of the SAP
Business One chess game tells the application: “Create a purchase order for this vendor” and the
application takes the vendor information from the master data record and copies it into the newly
created purchase order. If the data being copied is correct, the purchase order will be correct. If the
data is not correct, the purchase order will have to be corrected somewhere down the road. Ensuring

that master data is correct makes your work in SAP Business One easier.

Different Types of Master Data Records

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

o Lead data: Describes people and organizations in the sales pipeline—your potential
customers. Lead master data records are used as the foundation for sales and marketing.
When you make the first sale to a lead, you change the business partner type to customer,

turning the lead into a customer.

o Customer data: Describes people and organizations to which your company sells products
and services. Customer master data records are used as the foundation for documents related

to processing and fulfilling orders for customers and for the wizard for dunning customers.
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o Vendor data: Describes the people and organizations from which your company buys
products and services. Vendor master data records are used to create documents related to

purchasing and accepting delivery of goods and services and processing payments to
vendors.

Because there is a great deal of similarity between the data for each of these types of master data
records, SAP Business One uses windows with a common structure (see Figure 4-1) for each record
type.

The header fields track basic information about the

business partner and summarize the current level of
business activity and balances

Business Partner Master Data
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Advanced
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Figure 4-1: Business Partner Master Data window

The various areas of this window are discussed in more detail in the following sections.

Item master records are used to create sales quotations, purchase orders, bills of materials, and

documents used to move goods in and out of your company. Figure 4-2 shows the structure of the

Item Master Data window.
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Header shows basic item information and item type

Item Master Data
Item Number ADDOOL Ear Code [ Inventory Ihem
Dasrcton 1EM Inforprint 1302] (¥ Sales ltem
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Figure 4-2: Item Master Data window

Item data includes how the item may be purchased or sold, the price of the item, the inventory level,
and how purchasing of the item is forecast and planned. Item master data supports a two-way
process. Some items in inventory are sold by your company. Other items are purchased by your
company. Some items may be fixed assets that are tracked for accounting purposes.

Master data record deletion reminder. One important rule applies to all master data. If a
master data record is involved in an accounting or inventory transaction (such as an A/P invoice,
A/R Invoice, Journal Entry and so on), it cannot be deleted. In addition, once a sales order is
created, the business partner or the item linked to it cannot be removed.

Fixed Assets maintenance. Use the Fixed Assets SAP add-on to maintain the company assets.
The add-on allows you to automatically calculate and post depreciation journal entries across
fiscal years, and to create forecast reports with regards to the asset future value. The add-on is
available with the software installation package and is free of charge.
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Predefined Values and Defaults
One kind of data used in business partners and items is the data that populates the drop-down lists

and shows up in each window by default as the first choice to populate certain fields.

We call the data that populates the drop-down lists “predefined values.” For example, when a list of
countries is shown, where does that list come from? What about the list of vendors, customers, or
items? Or what about different payment terms? All of this data describes various values that are used
over and over again in master data records and that are crucial to reporting and to powering the
automation performed by various wizards; for example, the payment wizard uses the payment
methods information. You can add predefined values by selecting the Define New when you open

the drop-down list, or go to the corresponding menu item, under setup.

Default data is also crucially important. When a new master record is created, SAP Business One
uses the settings for default data to determine what data the records start with. What is the most
common method of payment? That should be the default payment method. What warehouse are most

products shipped from? That should probably be the default warehouse. And so on.

Master Data and Documents

One of the most useful features of SAP Business One is the ability to create documents such as
invoices, purchase orders, using master data records as a starting point. When creating a new
document, you have to specify which master records will be the foundation, and then the appropriate
fields are copied into the document. This feature helps reduce data entry errors and speeds up the

creation of new documents.

Most of the documents in SAP Business One can be created from one or more master data records.
This is possible because an initial document can be created from one kind of master data record but
completed by adding others. For example, let’s say that a purchase order is created for an item. The
vendor information is drawn into that purchase order, and other items can be drawn in as well. This
is covered later in this chapter and in greater detail in Chapter 10, which describes how to copy from

one or several documents to create the next document in the process flow.

Master Data and General Ledger Account Determination
One of the most important aspects of master data for customers vendors is the control account

determination that appears on the Accounting tab. The whole topic of account determination comes
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up because SAP Business One automatically creates accounting journal entries when various

documents such as invoices are saved.

When an A/P invoice is received and posted, for example, SAP Business One creates an accounting
journal entry indicating an increase in accounts payable. The question that account determination
answers is: To what control account should that journal entry be posted? The Accounting tab of

master data records allows you to set which account receives automatically created journal entries.

Automatic postings from documents that affect business partners are made to what is called a control
account, which is an account that represents all the business partner’s transactions in the trial
balance. Customers have a default accounts receivable control account; and vendors have a default
accounts payable control account. On documents that creates a journal entry; it is possible to replace
the default control account for an individual transaction. This is useful if you need to separate

outstanding transactions, without affecting the master data.

As explained earlier, using the G/L Account Determination, you can also define default accounts that
are not control accounts. For example, you can define primary accounts for item master data in the
account determination. After you make these definitions, the inventory finished goods, variance,
allocation account and more are taken from the corresponding item master when you post a

document to the system.

Proper general ledger (G/L) account determination is a critical task and is mentioned often in this
book. If it is done incorrectly, hundreds of automatically generated incorrect journal entries must be
reversed and reposted correctly, and much of that work has to be done manually. The point for this
chapter is that G/L account settings are very important and must be set up correctly. This is an area

in which your SAP Business One implementation partner provides a good deal of help.

Set G/L Accounts By. In Items document type, the accounts are retrieved from the item master
data. You can determine the default method for creation on new items in the company level, but can
override it in the item master data /nventory Data tab. To make this determination, go to
Administration>System Initialization>General Settings—> Inventory2Items tab. Choose between
Warehouse, Item Groups or Item level.

How Master Data Is Used in Reporting
Master data plays a crucial role in allowing SAP Business One reports to be created to meet your

needs. The Group and Properties fields of the business partner master data record and the item
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master data record allow master data records to be classified in ways that help you keep track of and
report on your business. Business partner and item master data records also have a set of general

purpose properties, on/off switches if you will, that can be assigned values.

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

your reports to set up master data most effectively.

The Master Data Creation and Management
Process

When you set up SAP Business One, you work with an implementation partner who is expert at
making the application work for your business. As shown in Figure 4-3, there are two broad phases

to creating master data—setting up the master data and then using it to run your business.
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Master Data Setup values and defaults

These steps fake place when Set up control account
determination for

business partners

SAP Business One is first installed

Import existing data

Typical Cycle Showing How

Master Data Is Used Perform quality control review
of master data to ensure
accuracy

SAP Business One uses master data to:
* (reate new documents such

as purchase orders
o Allow reports to be structured as needed
o Mfect the way wizards use

master data records

Adjust predefined values
and defaults as
business needs change

» Automatically create accounting
journal entries

Create and edit master
data records for business
partners and items

Figure 4-3: Master data process overview

Master data setup is a key part of implementation. This phase involves creating predefined values
and defaults, making sure the primary accounts are properly determined, and importing data.

Data import tip. SAP Business One allows you to import data automatically by using a tool called
the data transfer workbench, which works on data from all core business areas, such as accounting,
sales, purchasing, and logistics. The data transfer workbench tool transfers master data, such as
business partner and item records, as well as transaction data from actual sales orders and invoices;
because both master data and transaction data must be available in your SAP Business One
application. For more information on the data transfer workbench, please refer to SAP Business One
online help or consult with your implementation partner.

The creation of master data records is part of the daily work of the SAP Business One user. While
SAP Business One does everything it can to ensure master data is created correctly, mistakes are
inevitable, and a regular quality control review is part of any sound master data management process.

SAP Business One ...To Go 80



a Entering and Managing Master Data

As business needs change, predefined values and default values may also need to be adjusted (for

example, if the company is reorganized).

The following sections summarize how each of the tasks involved in managing master data is
performed. For additional information on any of these topics, refer to online help or consult with

your implementation partner.

Setting Up Predefined Values and Defaults
for Master Data

In the ideal situation, when a user creates a new master data record or a document that draws data
from a master data record, adjusting the data is a simple process of looking everything over and
changing a few data items here or there if needed, preferably by using drop-down lists and other
error-resistant methods. The rationale for creating this type of master data is to help SAP Business
One make this ideal situation happen as frequently as possible. The predefined values appear in the
drop-down lists for countries, groups of customers, payment terms and more. The default data is the

data that fills in fields as a first choice.

Each of these settings provides defaults that are used when master data records are created and
controls various behavior in documents that use master data. For example, in the Inventory tab of the
System Initialization window, you can select a checkbox to indicate that a given item should be
added automatically to every warehouse. Please note that any change that you submit to the defaults
already defined does not influence existing master data records. The change is applicable for master

data records that are created after the change was submitted.

There is no magic formula for getting predefined values and default data right. The correct values for
each type of data vary from business to business and industry to industry. SAP Business One
implementation partners are valuable in getting predefined values and default data set up correctly,
but even in the best case, corrections and additions are inevitable. Expect to make a few adjustments

as your understanding of SAP Business One improves.

Setting up predefined values and defaults happens in four places in the administration module of
SAP Business One:
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o Administration — System Initialization — General Settings — BP tab
Defaults and settings such as credit and commitment limits, commissions, payment terms,
payment methods, dunning terms, and approval procedures for business partner master
records, as shown in Figure 4-4

o Administration — System Initialization — General Settings — Inventory tab — Items subtab
Defaults and settings such as management methods for serial and batch numbers, default
warehouses for items, and G/L methods for setting up new item that determines where the
default G/L accounts are taken from.

o Administration — Setup — General / Business Partner
Defaults and settings for predefined values such as countries, customer and vendor groups,
custom properties, sales employees and address formats

o Administration — Setup — Inventory
Defaults and settings for predefined values such as item groups, item properties, warehouses,
units of measurement, customs groups, and shipping types

When working with business partner and item master data, it’s helpful to know what fields are
mandatory, particularly if you are importing master data from another application.

Defaults for all business partners as set on the
Administration 2System Initialization >General Settings > BP tab
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Figure 4-4: General settings for business partners
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Creating Business Partner Master Data

With all of the predefined values and defaults in place, it is possible to create master data records
quickly and efficiently. As we pointed out in the process overview of setting up master data earlier, it
is likely that much of the data will be imported from existing sources and then massaged into shape.
But after that is done, many people will be adding new business partner master records during the
course of business as usual to keep track of new customers and vendors, and that’s what we are

going to review in this section. We will focus on:
o The data that resides in each type of master record

o How that data is used by other parts of SAP Business One

After we cover business partners, we will do the same for item master data in the next section.

Business Partner Master Data Window
The customer, lead, and vendor master data records share a common structure. Figure 4-1 showed
the header information and the General tab. Figure 4-5 shows a customer master data record with the

Accounting tab selected.

Note that in the following discussion we use the term “business partner” to describe both vendor and

customer master data settings.
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Business Partner Master Data = Efx
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Figure 4-5: Business Partner Master Data window, Accounting tab

Each of the tabs in the master data record has the same header information and a footer that consists

of a row of buttons along the bottom.

Right-click a field and choose What’s This? To open a field level help and get a description of each
field. Here’s an overview of key aspects of the header and tabs of the business partner master record.

The Business Partner Master Data header is divided into two groups of fields. The left side lists
crucial information about the company. On the right are several fields summarizing the financial
activity related to the business partner. Here are some highlights:

o Each business partner has a unique 1D assigned by the user, the Code field. If a business
partner is both a customer and a vendor, you must create two business partner master data

records: one customer type and one vendor type.
o The Foreign Name shows the name of the company in its native language.

o The Group specifies the user-defined category in which the customer falls. You choose from
a drop-down list of groups defined in the predefined values mentioned earlier. Groups can be
used for reporting and dividing up customers for other types of processing.
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o The Currency setting is very important because it determines the currency that will be used

for documents created for this customer.

o The orange link arrows next to the fields on the right side of the header allow you to drill

down to see the detail of the documents that make up the summary numbers.

o The graph icons on the far right of the header allow you to display graphs that summarize the

activity for the customer.

Master Data Codes. When you move your master data from the legacy system, it is a good
opportunity to set new clean and improved codes for your business partners and items. The master
data codes are alpha numeric with up to 20 characters for items and 15 for business partners. A
common convention is to start customer codes with the letter “C” and certain number of zeros and
to start vendor codes with the letter “V”

The General tab, shown in Figure 4-1, provides a summary of various important aspects of a
customer as well as key information about how your company works with the customer. Information
ranges from contact information, such as phone numbers and e-mail addresses, to preferred shipping
methods to information about which salesperson on your staff handles the account. Business
partners, either customers or vendors, can be assigned to territories in the General tab and can also

be marked as active or inactive by date range. (Note that all business partners are active, by default.)

In the Contact Persons tab, you can keep track of the contact details for people associated with the
business partner. One of those contacts can be set as the default, which means that one name appears
when company information is displayed (for example, in the General tab of the customer master
record). You can choose to remove a contact person, if it is not linked to a document, or make it

inactive if it does.

The Addresses tab keeps track of multiple bill-to and ship-to addresses for each customer and vendor
and allows one of each type of address to be set as the default. The ship-to address is used in the
Logistics tab of the sales document. In the US, it is important to assign the appropriate tax code to

the customer’s ship to address, since the tax rate is determined by the selected location.

The Payment Terms tab enables you to define all the parameters related to the calculation of the due
date of invoices, and how and when the payments should take place (for example, four installments,

the first due 30 days after the invoice is created and whether holidays are considered as business days
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for the payment date calculation). Here you also enter the business partner’s bank information, credit

card and priority.

The Payment System tab specifies the set of parameters required for efficient use of the payment

wizard.

The Accounting tab, shown in Figure 4-5, displays the control account settings that were made as
part of the crucially important G/L account determination. Other fields control dunning and enable

you to assign one customer to a group that will be consolidated for billing and payments.

The Properties tab allows you to set any of the 64 custom properties associated with each master
record. Defining the meaning of these properties is part of the job of setting up predefined values.

Properties can be used in reporting or to control other behavior of SAP Business One.

The buttons at the bottom of the customer record shown in Figure 4-5 allow changes to be accepted
or discarded (OK or Cancel) or send you to see lists of activities related to the customer (Related
Service Calls and Related Activities). The Activity button allows you to record a new activity, such as

the results of a sales call or an appointment.

Lead Master Data

When you identify a potential customer, you can create a lead master data record using the Business
Partner Master Data window. This enables you to document and track the presales activities with
this lead. You can create the following documents for lead master data: sales quotation, sales order,

sales opportunity, and activity.

When the lead takes the next step and buys a product or service, the lead becomes a customer. In this
case, all you have to do is to change the type of the business partner master record from lead to
customer. All the information you have added to the lead master data record is saved, as well as the
documents you created for this lead. It is recommended to use the same numbering sequence for lead
and customer master data codes, since you will not be able to change the code once you have posted

documents to this lead.

For example, if you created a sales order for a lead, once the lead becomes a customer and buys the
items in the sales order, you can use the sales order as the basis for creating a delivery document and

later on an invoice.
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Additional functions. Once the business partner is set up, right mouse click anywhere in the
business partner master data window to access additional functions. You can define Special Prices
and Catalog Numbers for the business partner. You can also access a Dunning History report and an
Inventory Posting List by BP report.

Creating Item Master Data

Although item master data is completely different from business partner master data in content, both
are set up in a robust yet versatile way. For example, item master records keep track of items that are
sold, purchased, and inventoried by your business. Frequently the same items are purchased,

inventoried, and sold. The information is the same; it is just used differently.

Item master data is at the heart of almost every process in SAP Business One. It is used in almost

every module, including the sales, purchasing, production, MRP, inventory, and service modules.

Item Master Data —Ax
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Figure 4-6: ltem Master Data window, Inventory Data tab
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Figure 4-6 shows the Inventory Data tab of the Item Master Data window. At the top of the window,
a header provides the essential summary information about the item. Each tab on the window goes

into greater detail about various aspects of the item.

What follows is a brief tour of the information in the header and on each tab, with an explanation of

how the data on each page changes the behavior of SAP Business One.

The header of the item master data record contains general information about the item, including a
unique 1D number assigned by the user, a description (including a description in a foreign language),
and settings to determine the type of the item, the group it belongs to, the first price list, and the
applicable price. Checkboxes on the right indicate whether the item is kept in inventory and whether
it is offered for sale or purchase (in many cases both apply). The item can be marked as a fixed asset

with another checkbox.

The General tab of the Item Master Data window has a mix of information about the manufacturer

of the item, additional identifiers, shipping methods, and issue method.

The Purchasing Data tab indicates the main vendor who sells the item, how to identify the item in a
catalog, the units of measurement used for the item for purchasing purposes, and the actual size of
the item. For items with a purchasing history, you can click on the chart icon on the lower left of the

tab to display a graphical purchase analysis.

The Sales Data tab contains similar fields to the ones in the Purchasing Data tab such as units of
measurement, packaging, and other parameters that determine how the item is handled. It also offers
a graphical view of sales data for the item when you click on the chart icon in the lower left of the
tab.

Units of Measure. In the sales and purchasing tab of the item, you can determine the Items per
Purchase/Sales unit. The quantity entered here is multiplied by the quantity entered in the
document to calculate the total quantity to reflect the inventory change. For example, you purchase
cases of bottles and each case contains 12 units. When you buy the quantity of 1, 12 bottles enter
stock. This field can be updated at any time in the item master or in the document itself to reflect
different units of measure for the item.

The Inventory Data tab, shown in Figure 4-6, tracks quantities in warehouses and sets inventory and

management parameters, such as the following:
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o Valuation method. This is applicable when the perpetual inventory system is used in the
company. The default is retrieved from the selected item group. When the item is first setup,

you can choose a different valuation method. (Standard, Moving Average or FIFO)

o G/L Accounts. Based on the system initialization, the default G/L account method is
displayed, you can modify it at any time to a different method. (By Group, Warehouse or

Item level).

o Indication whether the item quantities are managed separately by each warehouse or at the
item level. Based on this checkbox, the maximum, minimum and required quantity fields

appear either at the warehouse table below, or set at the item level.
o The actual inventory quantities for the item in each of the warehouses
Read more about perpetual inventory system, in the Inventory chapter.

The Planning Data tab contains settings that control how the planning for purchasing or producing
an item takes place. The order interval, order multiple, and minimum order quantity can be set here,

as well as the required lead time in days. These settings are used by the MRP module.
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In This Chapter
U Overview of Sales-A/R Process
L Getting Started
L Taking It Step by Step
Q) Building One Document from Another
L Processing Groups of Documents
L Accounting and Inventory Impact

(] sales Checklist

Today the sales process is rarely as simple as selling widgets over the counter for cash to one
customer at a time. Rather, it has evolved into a complex collection of interrelated processes that
may involve some, if not all, of the following: production planning, inventory and logistics
management, ordering, billing and dunning, and maintaining customer relationships as well as
seeking out new sales opportunities. The sales process starts with nurturing sales opportunities (see
Chapter 8 for details), creating sales quotations, entering sales orders, and invoicing customers. This
chapter covers the important steps once you’ve closed the deal, including how to convert a quotation
into a sales order, how to make sure that an order is delivered properly, and how to ensure that a

timely invoice is generated to enhance positive cash flow.
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Overview of Sales-A/R Process

The sales-A/R process moves from issuing a sales quotation to selling the goods (and services) to

delivering those goods to invoicing the customer for their purchases.

Figure 5-1 illustrates this process, and we describe each step in the “Taking It Step by Step” section.
Each of the steps involves a document, such as a sales order or A/R invoice. SAP® Business One
efficiently moves all relevant information from one document to the next in the document flow.

(Note that you can adapt the steps for your needs and business processes.)

Step 1: Step 2: Step 3: Step 4:
Sales quotation p--><  Sales order p-+-+----: > Delivery ~ p-eeeeeeee > MRinvoice D> Payment
Step 3a: Step 4a: Step 4b:
(Optional) (Optional) (Optional)
Return A/R invoice A/R credit memo
plus payment

Figure 5-1: Sales and A/R document flow in SAP Business One

Getting Started

Sales and A/R documents carry much of the same information throughout the sales process. This
section helps you recognize what is the same in each document so that you can quickly focus on just

the information you need.
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Definitions

The term item is used in a very specific way in SAP Business One. It refers only to goods and
materials bought, produced, sold, and warehoused. Items can also be used for services the
company provides. In this case, the item is defined as a non inventory item.

The sales quotation is an offer or proposal containing a price commitment for specific goods or
services that you would provide to a customer or a lead if accepted.

The sales order is a commitment from a customer or lead to buy—at agreed-to quantities and
price—a product or service from you.

The delivery indicates that the shipment of goods has occurred.

The return document reverses—either partially or fully—the postings of a delivery. It is used
when customers send goods back or to correct errors made in the base document(s) before the
A/R invoice is posted.

The A/R invoice is the only document that must be created in the sales process. It is the
request for payment and records the revenue in the profit-and-loss statement.

The A/R invoice plus payment is the A/R invoice document you use for cash sales to one-time
customers.

The A/R credit memo reverses—either partially or fully—the postings of an A/R invoice. It is
used when customers send back goods for which an A/R invoice has already been created or to
correct errors made in the A/R invoice.

The A/R Reserve Invoice is an alternative to the standard A/R invoice used to bill your
customer before items are shipped. The inventory transaction will take place once the A/R
reserve invoice is copied over to a delivery document

The A/R Down Payment Invoice is used in a prepayment scenario. The amount is recorded to
a pre defined liability account, and moved to the revenue accounts once the down payment is
applied to a standard A/R invoice. This document does not affect inventory.
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Common Document Structure
Each sales and A/R document in SAP Business One has similar header and footer fields and three

tabs for Contents, Logistics, and Accounting, as shown in Figure 5-2.

Header fields appear in every window of a sales document. You enter customer data and delivery
dates here, unless you are building one document from another (as described near the end of this

chapter).

Footer fields appear in every window of a sales document and contain the calculated totals for the
sale, including discounts (if any), freight costs, and tax.

—
Customer = C200D0 Ma. Primary {15
MName MNorm Thompson Status Open
Header — Contact Person #{Norm Thompson >i= Posting Date 08/18/03
Customer Ref. No. Delivery Date 08,2805 =1
x-.. BP Currsncy s Document Date 0B/18/03
i :
r Contents I Logistics r Accounting |
TtemyService Type Itam x Summary Type Mo Summany it
Contents, & Item No. Quantity Unit Price Dic... | Tax C.. | Totsi (LC)
Logistics, 1 = ADODOL 1 S 500,00 0.000 = PA < 500,00 | -
Accounting 2 = ADDDOZ 1 S500.00| 0.000 [ PA | S 500,00
3 |z A00D03 1 £ 562,50 | 0.000 = PA [ £ 582,50
4 o ADDDD4 1 562500 | 0.000 = PA [ £ 625,00
5 | 0,000 |
N -
-
Saes Bnaye Sophis Klogg i Tetal Befers Discount 5 2,167.50
Cviner = |Klogg, Sophis Discount 5 % < 103,35
Freight =t
[] Rounding 5 0,00
Tax 5 15743
Footer '< Remarks Tets 5 2,275.55
[ Add I | Cancel | | Copy From 4| | Copy To
\_ |

Figure 5-2: Anatomy of a sales document in SAP Business One

The Contents tab includes all the specific information about the ordered items or services.
The Logistics tab describes where items are to be sent and by what shipping method. It also includes
a billing address for sending the A/R invoice. Most of the data here is pulled from item and business

partner master data you’ve already entered in SAP Business One. See Chapter 4 for information on

master data entry and management.
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The Accounting tab contains information about the payment terms, payment methods, installments,
the customer’s control account and a link to the automatic journal entry that was created after the
document is added.. See Chapter 3 for more information about G/L account determination and

automatic journal entries that come from the sales and inventory modules.

Key Data
Ensuring that key data is correct from the outset helps avoid problems later on, especially since SAP
Business One allows you to build one document from another, as described later in this chapter.

Even if the information is filled in for you, it’s a good idea to check and make sure it’s correct.

Data entry alert. Only those with proper authorization may enter or update business partners,
items, or other master data. See Chapter 10 for more information.

Key Data: Customer

Customer data provides information about those buying your goods or services. Before you create a
sales document, make sure all relevant data has been entered correctly into the customer’s business
partner master record. Especially take a look at the bill-to and ship-to addresses to make sure they

are correct.

To locate existing customer information, click on the button to the right of the Customer field in the
document header or press the Tab key or the Choose from List icon in the Customer field. The List

of Business Partners window appears (see Figure 5-3).
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1} To select existing or new customer data, click the Choose From List
button next to the Customer field, to open List of Business Partners

Ne.  (Preary 15

Frrtaa ==
Corkact Persce (&) Pestng o 0EI1E/09
Dafvery Data

List of Busimess Partners =mx
Fird
2) Sel S I\ & EFCode - BF Nama B5 Ealarce
elect exiting s E— =
customer and s ueivie Tuoeley S
7 =] Mendhp T4nA
click Choose 4 Caxoos Eartrabaiar Corpartion 088841
B cexa L L
Or... 1 AL 000 Bt Computany X0
La3300 Hgghiry Corpommon LT
C52000 ADA Teck i ¥ L.
R0 Badend Razcate (-1}
15 Ceooon S35 Bactrorey 0
i R Aowrion ing. od v

3) To enter a new customer click
New button to open the Business
Partner Master Data window

Figure 5-3: Specifying a customer in a sales document

If you are authorized, you can enter new customer information while creating a sales document. To
do so, click on the New button on the bottom of the List of Business Partners window to open the

Business Partner Master Data window.

Key Data: Item

Item data identifies goods or services being sold. To view a list of items, press the Tab key or the
Choose from List icon from the Item No. field in the document’s Contents tab. You either select
from the list or click the New button to enter a new item. This process is similar to selecting a

customer record as explain earlier.

Usability tip. What if the customer wants to order multiple items? You can select multiple items
from the List of Items by holding down the Ctrl key and clicking on as many items as desired.

You can update customer or item information directly in the relevant fields in the sales document.
However, you should note that this information does not update the master data record and is
relevant only to the specific sales document where you entered it. If you do change a customer’s
name or an item’s description directly in the sales document, press Ctrl + Tab to proceed when you
are finished. Note, however, that if you want to make a permanent change or create a new item or
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customer, we recommend that you change the relevant master data record or create a new one. That

way, the data you update or the new item or customer is available from now on for all users.

Using the form settings feature in SAP Business One, you can add the Type column to the table in
the Contents tab of any sales document. You may want to insert subtotals for groups of items
ordered. Or you may want to communicate special information about the manufacturing, handling, or
shipping of specific items. As long as you have made the appropriate changes using the form settings
feature (see Chapter 6, Figure 6-5), all you need to do is click on the drop-down list in the Type field
and select T (for text) or X (for subtotal).

Key data: ship-to and bill-to addresses. Because SAP Business One automates so much of
the processes related to the sales-A/R process, it is essential that you select or enter the correct
customer and item data when you initiate a sales order. For example, things as simple as a
customer’s ship-to and bill-to addresses, if entered inaccurately or incompletely, can have a huge
impact on your company’s bottom line when goods ordered show up where they are not
supposed to or invoices are sent to the wrong office. The tax code and rate is determined based
on the ship to assignment, so make sure you select the appropriate ship to address from the
drop down list, rather than updating the address manually. See Chapter 4 for more information
on entering and managing master data.

Key Calculations: Gross Profit and Weight and Volume
The SAP Business One toolbar provides icons for easy access to two useful calculations: gross profit

and the weight and volume of all of the items in a sales document.

Calculating Gross Profit
You can immediately find out the impact of a sales document in terms of the bottom line using the

gross profit calculation. Simply click on the gross profit icon & on the SAP Business One toolbar

to display a window like the one shown in Figure 5-4.
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Specify the origin for the base price. The Gross profit amount = (Sales Price
default comes from the system setup X Quantity) - Total Base Price

Basz Price By Itern Cost e

Itam Me. Item Description  Base Price Tota! Base Price  Sales Price Qty  Gross Proft | Profit %
1 ADDO01 1EM Inforprint 1312 5 400.00 § 500.00 § 500,00 2 5 200,00 25,000
2 ADDO02 1B8M Infoprint 1222 £ 400,00 5 1,200,00 £ 550,00 3 5 450,00 37,500
3 400004 HP Color Laseret & 5 500,00 5 500,00 5 £25.00 1 5 125.00 25.000

Ratio of gross profit to sales price
or gross profit to base price
depending on settings

5 2,500,00 5 775.00 31.000

Figure 5-4: The gross profit calculation in action

Gross Profit is calculated by finding the extended sales prices (sales price multiplied by the quantity)
minus the extended base price (base price multiplied by the quantity). You can always go back and
update base amounts, even if the sales document is already closed. Note that there is not effect on the
accounting figures in this case. The Profit % is calculated depending on settings on the
Administration — Document Settings — General tab, where you (and your implementation partner)
specified whether gross profit percentage is the ratio of gross profit to sales price or gross profit to
cost price. On the Document Settings window’s General tab you can set the default for how the base
price is calculated: the item cost (the default shown in Figure 5-5), a specific price list, the cost of the
item, which is the recommended option, the last purchase price, and so forth.

Gross profit for service documents. In service type documents, there is no item master data,
therefore the base price cannot be retrieved automatically. If you would like to calculate gross profit
in these documents, define the default % on the Administration 2 Document Settings ->General
tab.

Calculating Volume and Weight

Determining the volume and weight of an order is critical to the logistics of sending and receiving
orders. To calculate the volume and weight of all the items in a given sales document, click on the

volume and weight icon 5 on the SAP Business One toolbar. Volume and weight information is
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pulled from master data for each item and totaled automatically. Note, however, that if some items

do not have this information in their master data records, the total will not be accurate.

Key Reminders: Adding an Activity to a Sales Document

You may want to record information about your contacts with customers. For example, you might
want make notes about a phone call or a meeting with customers. You might also want to set a
reminder so that you can follow up to make sure the customer received the merchandise and is
satisfied. You can add an activity to any sales document. Display the sales document as the active
window and select Goto — New Activity from the menu bar to display the Activity window or right-
click and select the New Activity option. In the Activity window, you can specify activity types and
make notes about the activity. The activity is automatically linked to the sales document displayed.
You can do the same for master data records and other document types. For more information, see
Chapter 8.

Taking It Step by Step

Now we look at the Sales-A/R process in more detail, one step at a time, starting with the sales

quotation.

Step 1: Sales Quotation

Before customers commit to ordering, they frequently want a sales quotation that they can review
and circulate within their company. You can enter and work with sales quotations either in this
module or through the Microsoft Outlook integration add-on for SAP Business One, as described in

Chapter 8. Sales quotations can be created for leads or customers.

To create a sales quotation, select Main Menu — Sales - A/R — Sales Quotation. A blank sales
quotation appears. You specify a customer (or lead) and the desired items Once you are satisfied
with the quotation details, click Add. SAP Business One adds the sales quotation. You can make

changes later as needed.

As described in the previous section, you can view the calculation of the gross profit and the weight

and volume of an item. Simply click on the relevant icons in the SAP Business One toolbar.
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How does SAP Business One manage price information? In SAP Business One, prices are
defined for items in price lists. A price list is assigned to a business partner (customer or vendor).
When you post a transaction for a customer, the price of an item is determined on the basis of
the assigned price list. When you first set up SAP Business One, you enter the data for your
business partners, including payment terms and price lists. Over time, this information is revised
and modified. Since SAP Business One is a real-time business management application, when you
check pricing for a customer, it is always up to date. This gives you flexibility to offer special
pricing to your customers. See Chapter 12 for more information on entering and managing
special prices and various discounts for items.

Step 2: Sales Order
The sales order is an important document—it tells everyone to get busy filling that order. As such,
this document is important for planning production, creating purchase orders, and scheduling

resources. One unique feature of SAP Business One is that you can create purchase orders directly

from sales orders, thereby streamlining your supply chain as well as material requirements planning

processes (see Chapter 7 for details).

Creating and Adding a Sales Order

You can create a sales order either from a sales quotation or from scratch. Figure 5-5 shows how to

create a sales order from a sales quotation using the Copy To button.
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‘H == - " ﬁ - g 1} Display the sales guotation to copy

 — i— — 2} Select the Order from the Copy To
drop down list

R ' oy e .-
. e Balcary — = - Forar -
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R Imvaie e+ el
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3) SAP Business One creates an order P e
based on that guotation

Figure 5-5: Copying a sales quotation to a sales order

The Copy To button provides an almost instantaneous way to create the next document in your
process. It copies all the information from the base document. Now you can make changes in the
target document, such as reducing quantity and adjusting prices. See “Building One Document from

Another” later in this chapter for more information.

You can create a new sales order by selecting Sales - A/R — Sales Order. When master data is set up
properly, you enter information in just a couple of fields:

o Customer field: See Figure 5-3

o ltems: Enter items and specify quantities

If you are not ready to add the sales order (by clicking on the Add button), you can save it as a draft
(by choosing File — Save as Draft). See Chapter 10 for more information about document drafts.

SAP Business One ...To Go 100



Sales Documents and Accounts Receivable

How do | create a blanket order? To create a blanket order for items or services to be
delivered periodically (for example, leases for office space and equipment or service contracts or
recurring deliveries of supplies needed by your customer), create a sales order with as many line
items as needed (for example, 12 items to cover monthly deliveries for a year). You can then
close one line at a time as the items or services are delivered.

You can change a sales order (changing quantities, updating prices or discounts, and so on) after

you’ve posted it, if you have done the following:

o Selected the option to allow changes under Administration — System Initialization —

Document Settings — Per Document tab — Sales Orders
o Not created documents such as a delivery or A/R invoice from the sales order

If a sales process is stopped, and the sales order has not been copied to a higher level A/R document,
such as a delivery or an A/R invoice, it is possible to cancel it (as shown in Figure 5-6). However,
when a sales order has been copied, either entirely or partially, to a higher-level A/R document, the
sales order cannot be cancelled; it can only be closed. If you want to only cancel a particular row,

right-click it, and choose Close Row.

To close or cancel a sales order, select Close or Cancel
from the Data menu, or the right click context menu

Customer C20000 M, Brriaary 15

Mame Merm "'F-;'rﬂpp-;r I Shatus Cancalied I
Cantact Person Nere Thompsan i) Posting Date 10/13/05

Customer Raf. No. Dafivary Date 10/13/05 =1
Local Currency i Document Date 10/13/09

Ascountng

Figure 5-6: Cancelling or closing a sales order

Document handling alert. Like all documents in SAP Business One, a sales order is not deleted
when cancelled or closed. It can still be displayed and printed but it cannot be changed or copied
to a higher-level sales document. In addition, a cancelled or closed document in SAP Business
One is no longer displayed in the open items list.
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In a sales order, you can commit specific batch numbers to your customers, for items that are
managed by batch numbers. Right-click the quantity field and select the Batch Numbers option. The
selected batches are allocated to this sales order and cannot be taken by another sales document,
however you still need to reconfirm this batch selection, when you deliver the item using a delivery

or an A/R Invoice.

Item Availability Check

A sales order represent a commitment that the items will be delivered in full at a certain date. How
can you make sure you fulfill this commitment to you customers? This where you can use the Item
Availability Check. To activate this option, go to Administration — System Initialization —
Document Settings — Per Document tab — Sales Orders and check the Activate Automatic

Availability box

While you enter the quantity of a certain item in a sales order, if the available quantity for this item
falls below, a new window opens that displays the following options:
o Continue — ignores the alert, and keep the items as entered

o Change to Available Quantity — the quantity in the row changes to what is currently available

regardless of the date.

o Change to Earliest Available — the row’s delivery date changes based on the earliest date that

the quantity is available. If this quantity is not available in future, this option is disabled.

o Display Available to Promise Report — the report shows cumulative quantity by date, based

on the report you can change the delivery date for that item. See figure 5-7

o Display Quantities in Other Warehouses — opens the Items by Warehouse report. If the

quantity is available in another warehouse, this report can provide the information needed.

o Display Alternative Items — opens the Alternative Items — Selection, where you can choose to
offer a different item that you do have available. The alternative items should be predefined

for the current item
o Delete Row — deletes the current row

If you do not wish the system to automatically open the item availability check, you can manually
open some of the options: right-click the item code to open the alternative items, right-click the

quantity to open the available to promise report, and right-click the warehouse code to open the items
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by warehouse report.

Inventory Status (Available-to-Promise) =

Tter Mo = | ADDOO2 IEM Infoprint 1222
Warshouss 2 (DL
# | Document | Customer/Vendor | Order Date Defivery Date | Ordersd Committed | Awvailable Unit of Maasurs Ttems per Unit
1 In Stock 38 38
2 OR4  |Earthshaker Corpo 12{13/07 12{23/07 1 7 1
3 ORS  |Stonewsre Systsms 17{13/07 12(23/07 1 35 1
4 ORE& |ADA Technologies (12f13/07 122307 1 35 1
5 OR7  |Earthshaker Corpo 12/13/07 12(23/07 1 34 1
& POE  |Far East Imports 12/26/07 12(25/07 1 35 1
7 PO12  |Office Dutlet 12(38/07 13{26/07 1 36 1
E OR17 |Norm Thompson | 089/01/09 03/11/09 1 35 1
g PV 09/23/09 08/23/09 35 1
10 |=» OR22  |Norm Thompson | 10/15/09 10/29/0% 1 M4 i
if | PO 15 |Far East Imports  11/04/09 110403 5 £} i
12 | OR 27 |Parameter Technok 05/07/10 05/17/10 1 38 i
13 |2 OR 2% |Norm Thompson | 05/17/10 05/27/10 1 7 i
14 | PO 2L |Acme Associates | 05/17/10 05/27/10 i 38 i
1§ | PO 20 |Far East Imports | 05/13f10 05/30/10 10 48 i
i6 |= OR 30 |Norm Thompson | 05/21f10 05/31/10 1 47 i
17 |=r P 1t 05/12{10 05/31/10 1 4% 1
56 10
prders Beyond Item's Lead Time
—
The report considers open Available cumulative guantity based
sales orders purchase on delivery dates. Helps you make a
orders and production decision regarding when and how
orders for the item much quantity to commit to

Figure 5-7: Available to Promise

Backorder. If you would like to place a backorder, simply create a regular order. Use the backorder
report located under sales reports, to trace backorders and their status. The report shows open rows
from sales orders, the ordered quantity, the delivered guantity and the backorder quantity.

Drop Shipment

How would you handle a sales process where your company only serves as the middleman between
customers and vendors? Your customer orders from you and you order from a vendor that ships the
items directly to your customer. This is where you can use the Drop Ship warehouse functionality.
Dedicate one of your warehouses to drop shipment, and apply it to the sales order when appropriate.
When you add the order, the system automatically recommends a purchase order creation. In the
confirmation screen, you choose which items to order, the vendor and the prices. You just need to
accept and a purchase order is created in addition to the sales order. The ship to address in the
purchase order is the customer’s ship to address from the sales order.
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When using a drop ship warehouse, as opposed to a regular warehouse, no inventory transaction is
posted and the committed quantity is not increased. This means that even during the delivery of the
items, there will be no effect on the inventory level, nor is a journal entry posted to reflect inventory

value changes. Thus the drop ship warehouse is not part of the different inventory reports.

To setup a drop ship warehouse go to Administration — Setup — Inventory — Warehouses. Select

the Drop Ship checkbox

Automatic PO creation. It is possible to create a PO automatically, similar to drop ship function, by
checking the Purchase Orders box on the Logistics tab of the sales order. This will open the PO
confirmation window and once confirmed a PO is created. Use this function in cases where you don't
keep your inventory items in your warehouse, but you want to purchase on an order by order basis
and reflect the inventory movement in your general ledger.

Accounting and Inventory Impact of the Sales Order

In SAP Business One, a sales order affects the available stock level. This means that the stock
available to sell is reduced by the quantity in the order. When you enter sales orders, no value-based
changes are posted to the G/L, but the items are added to the committed quantity in the inventory

module.

When an order for items is cancelled or closed, the committed quantity in the inventory module is
decreased. You can view the ordered quantities in various reports, such as the inventory status report.

This information is important for optimizing sales processes and stock levels.

Step 3: Delivery
A delivery indicates that goods have been shipped. A delivery is sometimes referred to as a packing

slip.

Creating and Posting a Delivery

To create a delivery, select Sales - A/R — Delivery. A blank delivery appears; you select a customer

and fill in the items being delivered. To post the delivery, click Add.

Often you may want to create a delivery from a sales order or sales quotation. To do so, simply
display the sales order or quotation and select Delivery from the Copy To button’s drop-down list.
Alternatively, you can create a delivery from multiple orders or quotations; see “Building One

Document from Another” later in this chapter for more details.
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How does SAP Business One facilitate the pick and pack process? Once you have created
a new sales order with an approved status, you may use the pick and pack manager, accessed
through the inventory module, to handle your picking activities. The process starts with the
creation of a pick list, moves to the reporting of picked quantities, and terminates with packaging
and delivery. The pick and pack manager allows you to release some or all items to a pick list,
perform a partial pick for the items, or pick all items. You can also create a delivery at any stage
of the picking process. See chapter 12 for more information on the pick and pack process

You can close a delivery by choosing Data — Close, provided that it has not yet been copied to an
AJR invoice or to a return document. Note that the delivery transaction is not reversed in this case.
Inventory is increased only when you create a return document based on the delivery. You cannot

create an A/R invoice from a delivery that has been closed nor can you create another sales

document with reference to the delivery. You can no longer make changes to the closed delivery

either.
Select Customer
I Customer C20000 I Ne. Primary *|ito
Karg Mo Thompson Status Opan
Contact Parson Nerm Thompson hd Eosting Date 10/13/09
Cusgtomaer Raef. No. Dalvery Date 10/13/08
Local Cusrency et Document Data 10/13/'08
Select Items or...
A genmnts Aceaunting
Ttemi'Service Type ol Summary Type N Summary >
& | Item Ne. Iterm Dascription Quantity | Unit Price Disc...  Tax Code B Tokal {LC)
1 ADODOL IBM Inforprint 1312 10 £435.00 &.000 Q 5 4.330.00
2 Ll k) W= 5 £500.00 | 0000 L] 5 150000
3 ARDOG3 1BM Infoprint 1226 15 5 562,50 | -0u006 o 5 £.435.00
4 A0 [HP Color Laserlet 5 1 562500 | 0,000 a 5 62500
5 0,000
Salss Employes Sophis Koge i Tots! Bafore Dicount £ 15,913.00
Owerar Kagg. Sophs Discount %
Era ks
| Copy from a base document |_
R'::'l:f—-——"z Eased On Sales Orcars 20, = ===t lD
This delivery is based on a N
sales order =2 =——————— .
[E T | |__CeeyFrom |

Figure 5-8: Creating a delivery
Note that you cannot copy from a sales order to create a delivery if the business partner is still

classified as a lead. See the following text box for details about changing a lead to a customer.
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How does a lead become a customer? You change a lead to a customer in the business partner
master data. Go to the business partner master record and select Customer from the drop-down list
to the right of the business partner code.

You can identify the packaging structure in a delivery document. This is especially useful when you
pack and ship large number of item. Right-click the mouse and select the Packaging option. Here

you can allocate items and quantities to packages type.

If one or more items are managed by serial or batch numbers, right-click the quantity field, and select

the Batch/Serial Numbers option, to identify which batch and serials are released from stock.

Accounting and Inventory Impact of Delivery

Creating a delivery in SAP Business One reduces the actual inventory levels. When you post a
delivery, the corresponding goods issue is also posted. The goods leave the warehouse and the
relevant inventory changes are posted. The inventory account is credited and the cost of goods sold

account is debited based on the current item cost.

Perpetual inventory alert. When your company is setup to use perpetual inventory, it is crucial
that all items have a cost before you sell them. Otherwise upon the delivery of the items the G/L
changes are not reflected. You can choose to block this situation by deselecting the Allow Stock
Release Without Item Cost checkbox from Administration — System Initialization —Company Details
— Basic Initialization

Optional Step: Return

For various reasons, customers sometimes return goods. In this case, you create a return document. If
the returned goods have already been invoiced, you should create an A/R credit memo instead, as

described later in this chapter.

When you enter a return document, you reverse—either partially or fully—the posting of a delivery.
Once a return document is posted, the inventory quantities are updated. Posting a return document
also automatically updates the inventory value using the original item cost that was used in the

delivery it’s based on.
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Step 4: A/R Invoice

Once you deliver goods or provide services, you bill the customer using an A/R invoice. An A/R
invoice is a request for payment. Posting an A/R invoice records the revenue in the profit and loss
statement.

Creating and Posting an A/R Invoice

You can create an A/R invoice from single or multiple sales quotations, sales orders, or deliveries
(see “Building One Document from Another” later in this chapter). You can also create an invoice
from scratch by selecting Sales - A/R — A/R Invoice.

Once an A/R invoice has been posted, it cannot be changed or deleted because it is a legal
accounting document that creates entries in the G/L.

Due date defaults based on payment terms in
the Business Partner master
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Figure 5-9: Creating an A/R invoice

Tax Only Invoice. SAP Business One allows you to post a Tax Only invoice. For example if you

gave away items as a gift or a trial, and you must charge sales tax, use the tax only function. The
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tax amount is calculated based on the unit price and the journal entry reflects the tax posting only.

Use the Form Settings icon to add the Tax Only column to the invoice table.

Accounting and Inventory Impact of the A/R Invoice

Once posted, the A/R invoice posts a journal entry to the corresponding customer and revenue
accounts. If it is posted without reference to a delivery, the A/R invoice also decreases inventory
values and quantities. The inventory account is credited and the cost of goods sold account is debited

based on the current item cost in addition to the postings to customer and revenue accounts.

Negative Invoice. An invoice can include negative rows. This can be used to record credits or
returns from the customer in the same document, instead of creating an additional one. It is also
possible to have the invoice total as negative. A message appears once you add the invoice,
however if you confirm it, the negative invoice is added.

Optional Step: A/R Invoice Plus Payment

You use this document for cash sales to one-time customers. However, before you can do so, you
need to create a separate master record for one-time customers. This master record is usually defined
during the configuration of SAP Business One when you determine the primary G/L accounts. If you
haven’t already specified a default one-time customer, you can do so by going to Administration —
Setup — Financials — G/L Account Determination. Choose the Sales tab. On the General subtab,
press Tab in the Default Customer for A/R Invoice + Payment field to display a list of customers.

Select a customer or enter a new customer for this purpose.

To enter a one-time sale, select Sales - A/IR — A/R Invoice + Payment. SAP Business One fills in the

one-time customer’s information for you; you can fill in details about this customer if desired. Enter

the items, quantities, tax code, and any discounts, then click the payment means icon = to display
the Payment Means window. Enter a payment for the full amount of the invoice and click OK.

(Partial payments cannot be accepted.) Click the Add button to complete the sale.

SAP Business One manages the A/R invoice plus payment in the same way as a standard A/R
invoice. The corresponding journal entries in the SAP Business One accounting and inventory

modules are processed automatically once the document is posted.
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Optional Step: A/R Credit Memo

When a customer returns goods, you issue a return document, as described earlier. But if you have
already posted the A/R invoice, you issue an A/R credit memo. When you create an A/R credit
memo, you reverse—either partially or fully—the posting of an A/R invoice. Once the A/R credit
memo is posted, inventory quantities are increased, the customer account is credited, and the revenue

account is amended by the same amount. The sales tax is also corrected automatically.

There is a restriction about copying return documents to A/R credit memos based on how you
created the return document. If you created the return document based on a delivery, you cannot
copy the return document to an A/R credit memo. However, if you did not base the return document

on a delivery, you can copy the return document to an A/R credit memo.

In SAP Business One, an A/R credit memo can be created from existing A/R invoices and return
documents. It is also possible to create A/R credit memaos for services (non-inventory items). The
posting of a credit memo for services has no effect on inventory quantities. Similar to A/R invoice,
you can have negative rows in a credit memo. The negative rows behave as if you created an A/R

Invoice, only used a negative credit memo.

Optional Step: A/R Reserve Invoice

Use the reserve invoice in cases where you bill your customer before you ship the items. In a reserve
invoice, the revenues are recognized, but no inventory transaction takes place. Once the items are
shipped, create a delivery, and copy from the reserve invoice. At this point the reserve invoice status

changes to Delivered and the delivery is set to Closed.

If you credit an un-delivered reserve invoice, the credit memo will not increase inventory level.

Accounting and Inventory Impact of the A/R Reserve Invoice

Once posted, the reserve invoice posts a journal entry to the customer and revenue account. No
inventory transaction is posted, however the committed quantity is increased. When a related

delivery is created, the committed quantity is cleared, and the on hand inventory level is decreased.

Cancelling an A/R Reserve Invoice

To cancel a delivered reserve invoice, you must create an independent credit memo and use the

internal reconciliation as explained in chapter 3 to match the two together.
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If you credit an un-delivered A/R reserve invoice, the credit memo will not increase inventory level.

It will only reverse the journal entry which resulted from saving the A/R reserve invoice initially.

Optional Step: A/R Down Payment Process

In some cases you require a portion of the total due in advance, usually at the time you create the
sales order, in order to get a real commitment from your customer. This is also called a Deposit on
Order. For example if your customer provided his credit card information at the time he signed the

order, you will record this as a down payment.

To record this payment, while creating the sales order, click the payment means icon '+ to open the

Payment Means window. Once you add the sales order, three documents are created:
1) The sales order
2) The down payment invoice. linked to the sales order
3) Anincoming payment which closes the down payment invoice.

The process is complete when you issue the final A/R invoice. If you base the invoice on the sales

order, the down payment invoice is applied, and the amount is reduced from the invoice amount.

Down Payment Amount Reminder. When you apply a down payment, you can choose to pay
the full amount of the order, including tax and freight. It is also possible to pay an amount above
the original order amount. In this case, when you create the A/R invoice, by default the invoice tota
about will be zero, however if you choose to, you can apply the entire down payment amount, so
the invoice total is negative.

The down payment invoice can also be created from scratch with or without reference to a sales
order. Depending on the business process in your company, you may not create sales orders, or
perhaps the advance payment arrives at a later stage, after you add the sales order. In these cases, you
can create the down payment invoice independently. When the payment arrives, create an incoming

payment, and apply it to the down payment invoice.

Accounting and Inventory Impact of the A/R Down Payment Invoice

The down payment invoice has no effect on inventory. The funds identified in the document are

credited to a predefined liability account, and customer is debited.
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Once the down payment is paid, it can be applied to the A/R invoice. At this stage the amount is
transferred from the liability to the revenue account. The customer is debited for the remaining

balance.

Specify the default down payment account by going to Administration — Setup — Financials —
G/L Account Determination. Choose the Sales tab. On the General subtab, press Tab in the Payment
Advance to select the liability account. This account also appears on the business partner master data,

and can be overridden with a different account.

Applying a Down Payment to an A/R Invoice. While creating the A/R invoice, click the browse
button at the bottom of the document, next to the Total Down Payment field. A list of paid down
payment invoices for the selected customer is presented. You can choose to draw the entire
amount, or adjust the Amount to Draw field.
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Figure 5-10: Creating Deposit on Order

You can apply multiple deposits on the same order. To view a list of all down payments, right click

the sales order screen and choose Related Down Payment Transactions.

SAP Business One ...To Go

112



e Sales Documents and Accounts Receivable

Building One Document from Another

Sales documents build on each other. Often, a quotation becomes a sales order that forms the basis
for a delivery and finally an A/R invoice. Figure 5-5, earlier in this chapter, shows how to quickly
copy a document to the next document in the sequence using the Copy To button. The original
document is called a base document; the document you create from it is called a target document.

Building one document from another saves time and effort.

Document type alert. When you copy one sales document to another, make sure that the base
document and the target document are of the same type, whether items or services. Sales
documents cannot mix items and services, and an item sales document cannot be copied to or
from a services sales document.

SAP Business One makes it easy to follow the trail from document to document as well. If you

display a sales order created from a sales quotation and click the base document icon Al , SAP

Business One displays the sales quotation the document was based on. If you display the sales

quotation and click the target document icon@, SAP Business One displays the sales order.

The Copy From button allows you to select a base document or documents from which to create a

new document. Clicking Copy From starts the draw document wizard, explained in Chapter 10.

Often the first step in building one document from another is locating the base document you want to
use. For example, a salesperson may call from the field and say that she has closed a sale, asking you
to enter the sales order. How do you find the relevant sales quotation? One tool for locating such
documents quickly is the Open Items List. Figure 5-11 shows this report, which you create by
selecting Sales - A/R — Sales Reports — Open Items List. The report shows all open documents of
the type you select in the drop-down list in the upper right. You can then select the relevant sales
quotation, for example, and create a sales order with a single click on the Copy To button. This is just
one of many ways that SAP Business One saves you time in your day-to-day work. When one
document is built from another in this fashion, all the relevant information is copied from the base

document to the new document, reducing both data entry time and errors.
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Use the drop down list to
select document type
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Figure 5-11. The Open Items List displays various types of open documents

Processing Groups of Documents

Sometimes it’s convenient to create many sales documents at once. Perhaps you want to create a
batch of A/R invoices or deliveries. In that case, you would use the document generation wizard. If
you have a number of customers who are late with payments, you may want to use the dunning

wizard to create late notices. This section describes these wizards.

The Document Generation Wizard

The document generation wizard allows you to perform mass processing of target sales documents.
Many companies prefer to do an invoice run rather than generating individual invoices. This can also
streamline invoicing for your customers. When you use this wizard, you can combine open sales
orders in one invoice, making it convenient for customers to pay all they owe you from a single

invoice instead of receiving multiple invoices from you.

In the wizard you select the type of the base and target document. For example the base is a delivery
and the target is an invoice. It is also possible to select the base as sales order, and the target a
delivery or invoice. Next, you identify whether one base document creates one target, or multiple
base documents are consolidated into one target. Finally you select what to do in case of missing
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data, such as exchange rate, as well as accounting and inventory alerts such as credit limit deviation.
At the end of the run you receive a summary of all the documents that were created. In Figure 5-12

you can see the main steps for the document generation wizard.

Parameter Set Name

i

Target Document Preferences
. P

Base Document Preferences

b |

Base Document Consolidation Options

!

Customer's Selection
¥
Response to missing data and alerts
F

Save and Execute Options

Figure 5-12. Document Generation Wizard Steps

Document generation wizard alert. Because creating sales documents creates automatic
entries in the general ledger, the document generation wizard must be used with care and
preferably with help from your implementation partner. See Chapter 10 for details.

The Dunning Wizard

The dunning wizard automates the process of sending late notices to customers. In addition, the
wizard keeps track of a customer’s “payment behavior,” which allows you to make decisions about
payment terms for future orders. This information is also useful when reporting to credit agencies

and other financial institutions about customers.
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You start the wizard by selecting Sales - A/R — Dunning Wizard. The first window explains what
the wizard does. Click Next to reach step 1, where you specify whether to load a saved wizard, with
its parameters, or start a new one. Click Next to move to step 2, where you can specify general
parameters, such as the name of this dunning run and its date. Click Next to reach step 3, where you
select business partners. Click Add to display the BP Properties window and click OK if you want to
include all business partners (you can be more selective if desired). Click Next to reach step 4, which
allows you to specify a posting date range to include. By default, all dates through today’s date are
included. Click Next to reach step 5, the Recommendation Report, shown in Figure 5-12.
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Figure 5-13: The Recommendation Report in the Dunning Wizard

This window lists overdue A/R invoices for which dunning letters will be created. You can choose to
include manual journal entries, credits and payments that are not based on invoices in the run. You
can collapse the list to include only business partners without invoice detail by clicking the Collapse
All button. Click Next again to reach step 6, where you can save the parameter set and exit, save the
recommendation report as a draft and exit, or print dunning letters and exit. For more information on
the dunning wizard, go to Help — Sales - A/R — Dunning Wizard.
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Dunning system setup. Prior to running the dunning wizard you must setup the dunning levels
and dunning terms in the company. Go to Administration — Setup — Business Partners. Each
customer must be assigned with a dunning term. It is possible to setup a default dunning term
for new customers on the Administration — System Initialization — General Settings — BP tab

Accounting and Inventory Impact

Summarized below are the most important accounting and inventory implications of the SAP

Business One sales documents discussed in this chapter.

Sales document ‘ Accounting impact

‘ Inventory impact

debits business partner’s A/R control
account and credits sales revenue
account

If the A/R invoice is not based on a
delivery, debits business partner’s A/R
control account and credits sales
revenue account; also debits cost-of-
goods-sold account and credits inventory
account

Sales quotation No postings No postings
Sales order Increases committed
No postings quantity, decreases
available inventory.
Delivery Debits cost-of-goods-sold account and .
o . Decreases actual inventory
credits inventory account when using : :
. and committed quantity
perpetual inventory system
Return Debits inventory returns account and
credits cost-of-goods-sold account when | Increases actual inventory
using perpetual inventory system
A/R invoice If the A/R invoice is based on a delivery,

Decreases actual inventory
if A/R invoice is created
without reference to a
delivery

A/R invoice plus
payment

Debits business partner’'s A/R control
account and credits sales revenue
account; debits cost-of-goods-sold
account and credits inventory account;
debits checks-received account and
credits business partner's A/R control
account

Decreases available
inventory

A/R credit memo

Credits business partner’s A/R control
account and Debits revenue account also
credits cost-of-goods-sold account and

Increases actual inventory
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debits sales return account

A/R reserve

Debits business partner’'s A/R control

Increases committed

invoice account and credits sales revenue inventory if not based on
account sales order
A/R down Debits business partner’s A/R control :
T No postings
payment account and credits liability account
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Sales Checklist

‘ Getting started

(L Customer master data contains accurate shipping and billing addresses
(J Payment terms and dunning parameters are set
() Item master data contains goods and/or services previously sold

Step 1: Sales quotation

(L Open sales quotation document
() Select a customer or lead or enter a new one
U Enter items, quantities, and prices

‘ Step 2: Sales order

U Copy a sales quotation or open a new sales order document
() Select a customer or enter a new one
U Enter items, quantities, and prices

U Pick, pack, and send items to customer
U Confirm delivery using delivery

L) If customer returns some or all items, or if errors were made in base documents,
use return document

ep 4: A/R oice

L Request payment from customer using A/R invoice
U If conducting a cash sale with a one-time customer, use A/R invoice plus payment

U If customer returns some or all items, or if errors were found in base documents
after A/R invoice is posted, use A/R credit memo

SAP Business One ...To Go 119



Purchasing Documents and
Accounts Payable

In This Chapter
L Overview of Purchasing-A/P Process
L Getting Started: Common Structure and Key Data
L Taking It Step by Step
Q) Building One Document from Another
L Accounting and Inventory Impact

L Purchasing Checklist

Purchasing is not just about ordering and paying for pencils and paper clips. Rather, purchasing is
the process of making sure that a steady stream of required materials is on the way to your company
when and where you need them. As a fully integrated, end-to-end business management application,
SAP® Business One helps you run the purchasing process, starting with the purchase order and
continuing with the rest of the purchasing documents. SAP Business One automatically captures
information at each step so you always know what’s on hand in inventory as well as the up-to-the-
minute financial state of your business. The real-time view helps you identify potential shortages
before they happen (see details about material requirements planning in Chapter 7). Precise historical

information keeps track of which vendors come through for you consistently.

In this chapter we focus on the basic steps involved in executing a purchase order (PO) in SAP

Business One and the other purchasing documents that flow from it.

Overview of Purchasing-A/P Process

In this section, we take you through the basic three-part process of ordering, receiving, and paying
for goods or services. The flowchart in Figure 6-1 presents the “big picture” of how SAP Business
One purchasing documents relate to each other, including all of the optional steps, which are

discussed in the next section.
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Step 1: Step 2: Step 3:
Purchase D «eeveeeeesess Goods receipt ....... e > A /P e > Puymem
order PO invoice

Step 1a: Step 2a: Step 3a:
(Optional) (Optional) (Optional)
A/P reserve invoice Goods refurn A/P credit memo

Step 2b:
(Optional)
Landed costs

Figure 6-1: Purchasing document flow in SAP Business One

Sometimes the process doesn’t take a straight path because of one problem or another. For this
reason, SAP Business One allows you to create other related purchasing documents to address
special circumstances. These additional purchasing documents allow you to account automatically
for all changes that may occur along the A/P process path—such as having to return defective items,
pay customs charges or other fees, and so on. Obviously, this will save you a lot of time and trouble

because you won’t have to manually match the changes to the original purchasing documents.

SAP Business One ...To Go 121



Purchasing Documents and Accounts Payable

Definitions

The term item is used in a very specific way in SAP Business One. It refers only to goods and
materials bought, produced, sold, and warehoused.

The purchase order (PO) is the document you provide to the vendor specifying the items or
services you want to purchase, including agreed-to quantities and prices.

The A/P reserve invoice is similar to a PO but it includes a request for payment. It is used
when the vendor bills you before delivering an item or service.

The goods receipt PO is the document that denotes the delivery of goods from a vendor to a
company. It is used to update the inventory quantities and values.

The goods return document is used to reverse a goods receipt PO after it has been posted. It is
used whenever part or all of the goods received are returned to the vendor.

The landed costs document is used when additional costs are involved in the purchase of items,
usually from abroad, such as tariffs, brokers’ fees, and so on.

The A/P invoice is the document into which accounts payable enters the vendor’s invoice
information and sets up the payment.

An A/P credit memo is used to reverse the A/P invoice—partially or in its entirety—after it has
been posted. It credits the company for the goods returned to the vendor.

The A/P Down Payment Invoice is used in a prepayment scenario. The amount is recorded to
a predefined asset account, and moved to the expenses or the inventory account once the down
payment is applied to a standard A/P invoice. This document does not affect inventory.

Getting Started.:
Common Structure and Key Data

All of the purchasing documents in SAP Business One share a similar structure and use much of the
same data. Before diving into the documents, here’s an explanation of what is the same about each

document.
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Common Document Structure
Each purchasing document in SAP Business One has nearly identical header and footer fields and
three tabs for Contents, Logistics, and Accounting. This structure helps to ensure that all relevant

data is captured as the A/P process initiated by a PO gathers steam.

Header fields appear in every window of a purchasing document. You enter vendor data and delivery

dates here, if SAP Business One does not fill it in automatically as part of the process flow.

Footer fields appear in every window of a purchasing document and contain the calculated totals for

the purchase, including freight costs and tax.

The Contents tab is where all the specific information about the ordered items or services is entered,

such as quantity, price, item number, and description.

The Logistics tab contains the details about where the items or services as well as payments are to be
sent. Shipping method is also specified here. Most of the data is pulled from preconfigured master

company details and vendor data.

The Accounting tab contains the relevant general ledger (G/L) account information for the purchase
pulled from the financial accounting master data. See Chapter 4 for more information about G/L
account determination and how SAP Business One handles automated journal entries that come via

the purchasing as well as sales and inventory modules.
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Figure 6-2: Anatomy of a purchasing document in SAP Business One
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Key Data

Getting the most important data right from the start ensures that the A/P processes flow smoothly
and avoids unnecessary roadblocks later on—especially since SAP Business One allows you to build
documents from existing ones (see “Building One Document from Another” later in this chapter).
For each of the purchasing documents, therefore, it is wise to make sure that the following

information is complete and correct.

Data entry alert. Only users with the proper authorization may enter or update business
partner or other master data. See Chapter 10 for more information.

Key Data: Vendor
Vendor data identifies who is supplying the goods and services. Before purchasing documents can be

created, the vendor must be entered in the SAP Business One list of business partners. See Chapter 4

for instructions on entering master data.

To locate existing vendor information, either click on the button to the right of the Vendor field in
the document header or press the Tab key in the Vendor field. The List of Business Partners appears

in a pop-up window.

If you are authorized, you can enter new vendor information while creating a purchasing document.

To do so, click on the New button on the bottom of the List of Business Partners pop-up window.

Payment method alert. If you plan to issue the vendor a check using the payment wizard,
make sure you have defined the payment method in the vendor business partner master data
record. See Chapter 4 for more information on master data management.
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Figure 6-3: Specifying a vendor

Key Data: Item

Item data identifies what is being purchased. To locate the List of Items (goods and materials), press
the Tab key or the Choose From List icon from the Item No. field in the document’s Contents tab.
From the resulting pop-up window, you can select from the list or enter new data by clicking on the
New button.
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1) To specify items, press Tab, or click the Choose From
Listicon, to open the List of ltems window

2) Selectitems and
click Choose. or...

3) To enter a new item, click New to open
the Item Master Data window

Figure 6-4: Specifying an item

Usability tip. You can select multiple items from the list by holding down the Ctrl key and
clicking on as many items as desired. To select a range of items, click the first record, hold down
the Shift key and click the last record.

You can enter new or updated vendor or item information directly into the relevant fields in the
purchasing document. However, you should note that this information does not update the master
data record and is relevant only to the specific purchasing document into which it has been entered.
If you do change the vendor’s name or an item’s description directly in the purchasing document,
press Ctrl + Tab to proceed when you are finished. However, if you want to make a permanent
change or create a new item or vendor, we recommend that you change the relevant master data
record or create a new item or vendor. That way, the data you update or the new item or vendor will

be available from now on.

As shown in Figure 6-5, you can change the format of any row in the Contents tab of any SAP
Business One purchasing document to insert text or a subtotal of the preceding row. Simply click on
the drop-down list in the Type field and select T (for text) or X (for subtotal). When you select T, the

Text Editor pop-up window appears. From here, insert predefined text from the drop-down list or
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insert your own text. This is especially helpful when you want to convey specific instructions to your

vendor about how items should be manufactured, handled, or shipped.

1) Click the Form Settings on the
navigation bar

Form Settings - Purchase Order =Eie

4 TablaFormat |  Row Foemat Documant

2) Check the Visible box I:w- Lt
next to the Type field e : oz

. . o [ iy

Type field in the row you wish to
change, and choose the option T . Tes
Text or Subtotal ——

Figure 6-5: Changing the type of a row in a purchasing document

Key Data: Pay to and Ship to Addresses

It is important to understand how the Ship to and Pay to addresses are used in the purchasing

process.

Ship to address: This information is displayed under the Logistics tab. If you check the Use
Warehouse Address box under Administration — System Initialization — Document Settings —
General tab, the ship to address displayed is the one from the first selected warehouse. Otherwise,
the company’s address is displayed here. You can modify the Ship to address in purchasing

documents to ensure that goods are shipped to the correct location.

Pay to address: This information is displayed under the Logistics tab and is defined in the vendor
business partner master data record. Make sure the Pay to address is the one you want for a given

purchase since this information prints on the check when payment is issued.
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To define the warehouse address: Administration—
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Figure 6-6: Where Ship to and Pay to addresses are defined

The tax code in purchasing documents is determined based on the selected warehouse. Go to
Administration — Setup — Inventory — Warehouse to identify the tax code for the warehouse. If
different items have different warehouses, the appropriate tax code appears for each row.

Approval alert. The Approved checkbox is selected only if the person creating the purchasing
document has the authorization to post it. See Chapter 10 for more information.

Taking It Step by Step

Now we look at the process in more detail, one step at a time, starting with the purchase order.

Step 1: Purchase Order
Creating a PO is the first and most basic task in any purchasing application. In a nutshell, a PO is a
commercial document issued by a buyer to a seller specifying the items (goods or materials) or

services—along with agreed-to quantities and price—that the seller will provide the buyer.

Creating and Posting a PO

You may create a new PO by clicking on the document name in the module menu or by basing it on
an existing sales order. This latter feature is especially useful if keeping inventory in the warehouse
is expensive or dangerous (such as with diamonds or flammable materials), and the company orders
the product from the vendor (that is, creates a PO) only after a customer wants to buy the product
(that is, creates a sales order). See more information in the previous chapter about Drop Shipment.
Additionally PO’s may be created automatically from the MRP module. See chapter 7 for more

information.
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If you have attended to the master data issues discussed earlier, you need to enter only the following

information in your PO:

o Delivery Date: This is the date that you would like to receive the items (or services) being

ordered.

o Vendor: See “Getting Started: Common Structure and Key Data” earlier in this chapter.

Figure 6-7 shows how to specify a payment method.

o Contents tab: In the Item/Service Type field, make sure the type you select corresponds to
what you are ordering, as shown in Figure 6-7. Enter all items (or services—but note that you
cannot mix the two items and services in a single purchasing document) you are ordering into

the table. (See “Getting Started: Common Structure and Key Data” earlier in this chapter.)

P Cantents | Legistics Accounting

ItemSarvice Type It=rm x Summary Typs Mo Summary

Item Disc... | Tax .. | Total (LC)
Choose to purchase Items or i =
Server —

Figure 6-7: Purchasing an item and or a service

Once you have entered this information into the header and Contents tab of your PO, the rest of the
document is populated with the data necessary to issue the PO. If you are not ready to add the PO (by
clicking the Add button), you can save it as a draft (by pressing Alt + S or clicking File — Save as
Draft; see Chapter 10 for more information about document drafts). In SAP Business One, the PO is

the only purchasing document you can amend after it has been added.

How do I create a blanket PO? To create a blanket PO for items or services to be delivered
over a specified timeframe or on a periodic basis (for example, leases for office space and
equipment or service contracts), create a purchase order with as many line items as needed (for
example, 12 items to cover monthly deliveries for a year). You can then close one line at a time
as the items or services are delivered, until the entire PO has been used.

Approval procedures tip. In SAP Business One not only can you specify who may initiate
purchase orders and who needs to sign off on purchase orders, but you can also set spending
limits for each person so authorized. See Chapter 10 for more information.
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Accounting and Inventory Impact of a PO

When a PO is added in SAP Business One, no value-based accounting changes occur. However, the
order quantities listed in inventory management are increased. You can view items and quantities on
order in various reports and windows, such as the inventory status report and the Item Master Data
window. Obviously, having such real-time access to this information can play a key role in

optimizing your company’s purchasing and inventory management business processes.

How PO Information Is Used Later

In the course of a garden-variety accounts payable process, when goods are received, purchase
orders are matched with packing slips and vendor invoices before the invoices are paid. In SAP
Business One, this process is automated: the purchase order can be linked to the goods receipt PO
(information from packing slip), which then can be linked to the A/P invoice (information from
vendor’s invoice), allowing information to be consistent and retained throughout the process. You
never have to enter data twice—especially if you have been mindful to attend to the master data

issues discussed earlier.

Report reminder. The vendor liabilities aging report and purchase analysis report are essential
reports in the Purchasing-A/P module. The vendor liabilities aging report shows all the money a
company owes and how long it has been owed. This is a key report in managing the cash flow of
a company and choosing which bills to pay first in times of cash shortages. The purchase analysis
report allows purchases to be listed by vendor, item, purchasing employee, and other dimensions
to enable detailed analysis of purchasing patterns. Both reports are available under Purchasing
Reports in the Purchasing - A/P area of the main menu.

Step 2: Goods Receipt PO

In SAP Business One, a goods receipt PO is created when you receive goods from a vendor. In most
companies, the person in the warehouse or the office responsible for taking delivery of shipments
executes the goods receipt PO. For services, the person for whom the services are rendered usually

issues the document.

Creating and Posting a Goods Receipt PO

A goods receipt PO can be created new by selecting the document name in the module menu, or it
can be built from an existing PO (Figure 6-8 shows both methods). If you are basing your goods
receipt PO on an existing PO, you may copy all the data contained in the PO or use the draw

document wizard (see Chapter 10) to select the data to copy from one or more existing POs. Even if
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you copy all data from an existing PO you can still adjust quantities and prices—as well as dates,
vendor, and item information—before you post (add) the document.

Create a Goods
Receipt PO from
scratch

EEE NN NSNS E NN IS E NSNS AR SRS REEE

Figure 6-8: Creating a goods receipt PO from scratch and from an existing PO

Regardless of how you create your goods receipt PO, there should be no differences between the data
in the goods receipt PO and the vendor’s shipping document (packing slip) sent with the items,
because the details in the vendor’s document are legally binding. If there are any discrepancies
between the base PO data and the vendor’s shipping document, you should resolve them with the
vendor before you post your goods receipt PO.

Managing serial numbers

Managing serial numbers for inventory items allows you to accurately locate and track particular
units you have purchased and sold. Every stock movement records which serial number was used,
and using various reports you can view the transaction log of each serial number. Serial numbers
can be used in the Service module as well. Customer equipment cards can be created automatically
when a serial number is sold. Read more about the service module in chapter 9.0n the

Administration — System Initialization — General Settings — Inventory —Items tab you can
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determine the management method for serial numbers. If you select the On Every Transaction
option, in every stock entry or release, a serial number must be identified. For item are received into
inventory , for example, using a goods receipt PO, you must define the serial number attributes in
order to create them and add the document. If you select the On Release Only option, serial numbers
must be selected to be released on documents that reduces inventory such as a delivery. That means
that upon creation of the goods receipt PO it is not necessary to define the serial number’s attributes.
That method is mainly dedicated for companies that purchases large volume, and do not wish the
purchasing process to be withheld for the purpose of defining serial numbers. At a later stage, the

serial number’s attributes are updated.

To define serial number attributes on creation, or select ones to be released, right-click the quantity

field and choose Serial Numbers.

Accounting and Inventory Impact of a Goods Receipt PO

It is essential that the quantities and prices in your goods receipt PO match the vendor’s shipping
document. Unlike a PO, a goods receipt PO cannot be amended after it has been added to SAP

Business One because it triggers both inventory and accounting transactions.

Optional Step: Goods Return

Of course, there are always those occasions when items received are found to be defective or
otherwise not acceptable and must be returned to the vendor. Since you can’t change or cancel a
goods receipt PO, you can create a goods return document, as shown in Figure 6-9. This purchasing
document reverses partially or completely the quantity and value-based changes made by the goods

receipt PO that was created when the items were received.
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Figure 6-9: Creating a goods return document

Optional Step: Landed Costs

From time to time you may need to account for costs incurred when importing items from abroad,
such as customs, broker, and insurance fees. For this purpose, in SAP Business One you can create a
landed costs document that is used to update the cost of the imported items and is required for
calculating inventory valuation, gross profit, or any other inventory-related calculation. It is
mandatory that this purchasing document be based on a goods receipt PO. Since SAP Business One
uses the goods receipt PO as the base reference for the entire import process, be sure to enter the
item prices and quantities correctly at the time you create the goods receipt PO. After you post the
landed costs document, the price of the imported items is updated. And since it also contains all the
costs that were allocated, the landed costs document creates a journal entry to reflect the additional

import costs in accounting.

If your final costs are not known yet, you can post landed costs as an estimate, and at a later stage
post an adjusted landed cost document with the final numbers, by copying the first landed cost

document to a new one.
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Figure 6-10: Landed Cost Steps

In order to enable automatic journal entries you must define the appropriate G/L accounts. Go to
Administration — Setup — Purchasing — Landed Cost to define the landed cost’s allocation
account. Go to Administration — Setup — Inventory — Customs Groups to define the customs

allocation and expense accounts.

Accounting and Inventory Impact of Landed Cost

The landed cost document does not change quantity levels in inventory. It does however update the

item unit cost, based on the Goods Receipt PO original cost plus the additional expenses identified in
the landed cost document. The journal entry will debit the inventory account and credit the Customs
Allocation account for the customs amount. If you prefer that customs does not affect inventory cost,
the amount will be posted to the Customs Expenses account instead. As for the landed cost expenses,

the journal entry will debit the inventory account and credit the landed costs allocation accounts.

The final step of recording landed cost is to post a service A/P invoice to your vendor which
represents the broker you paid the additional expenses to. Here you would credit the vendor, and

debit the corresponding allocation accounts so the amount is cleared.
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Step 3: A/P Invoice

The A/P invoice is the purchasing document in SAP Business One that “vouches” for the invoice
that the vendor sends for items or services ordered and received. The accounts payable clerk usually
creates the A/P invoice that is required to request payment for the vendor. The A/P invoice results in
a journal entry that reflects an increase in the company's liability to the vendor and updates the tax

account and relevant expense account(s).

Creating and Posting an A/P Invoice

You can create an A/P invoice directly by selecting the document name in the module menu or by
basing it on one or more POs or goods receipt POs. If you are basing your A/P invoice on one or
more existing purchasing documents, you may copy all the data contained in the PO or use the draw
document wizard (see Chapter 10) to select the data to copy from one or more existing POs or goods
receipt POs. Even if you copy all data from existing purchasing document(s), you can still adjust
quantities and prices—as well as dates, vendor, and item information—before you post the

document.

Data entry tip. Use the Document Date field in the A/P invoice header to enter the vendor’s
invoice date. This is important for accounting and auditing reasons as the invoice date and the
posting date may differ. You may also wish to change the name of the Vendor Ref. No. field in
the document header to Vendor Invoice No. This field prints on the check and allows your vendor
to tie the payment to their invoice. See Figure 2-15 for details.

Accounting and Inventory Impact of an A/P Invoice

Once posted to SAP Business One, an A/P invoice cannot be changed, as it is the legal accounting
document that generates entries in the general ledger. The posted A/P invoice also updates the

related vendor accounts in accounting.

In those cases where a vendor’s invoice arrives before the items are received and are for items whose
purchase is managed in the warehouse, the resulting A/P invoice also increases inventory quantities

and values.

Optional Step: A/P Reserve Invoice

The A/P reserve invoice is similar to a PO but it also includes a request for payment. It is used when
the vendor is concerned about your creditworthiness and requires prepayment before delivering an

item
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The A/P reserve invoice is a combination of a PO and a request for payment. It can be created

directly or from an existing PO. Once posted, the document debits the relevant accounts in the

general ledger without affecting inventory quantities and values. The A/P reserve invoice cannot be

used for services.

Optional Step: A/P Credit Memo

You use the A/P credit memo in SAP Business One to reverse in part or entirely the inventory or

accounting transactions posted by an A/P invoice in the case you return items later or realize you

have made mistakes while entering data in previous related purchasing documents that have not been

corrected. You create an A/P credit memo using the A/P invoice as your base document (as shown in

Figure 6-11) if you want to establish a link between the two transactions. However, you can also

create an A/P credit memo without a base document.
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Figure 6-12: Creating an A/P credit memo
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If, before you execute an A/P invoice, you have returned items and the vendor has sent you a goods
return document, first create a goods return in SAP Business One that will update the inventory
quantities and values. When you receive a credit memo for the returned items from the vendor,

create an A/P credit memo to update the accounting transactions.

Optional Step: A/P Down Payment Process

In some cases you are required to pay a portion of the total due in advance, usually at the time you
place the PO. For example if your vendor asks you to provide your credit card information at the

time he commits to fulfill your purchase order, you will record this as a down payment.

To record this payment, while creating the PO, click the payment means icon ! to open the

Payment Means window. Once you add the PO, three documents are created:
1) The PO
2) The A/P down payment invoice. linked to the PO
3) An Outgoing Payment which closes the A/P down payment invoice.

The process is complete when you issue the final A/P invoice. If you base the invoice on the PO, the

A/P down payment invoice is applied, and the amount is reduced from the A/P invoice amount.

Down Payment Amount Reminder. When you apply a down payment, you can choose to pay
the full amount of the order, including tax and freight. It is also possible to pay an amount above
the original PO amount. In this case, when you create the A/P invoice, by default the invoice total
about will be zero, however if you choose to, you can apply the entire down payment amount, so
the A/P invoice total is negative.

The A/P down payment invoice can also be created from scratch with or without reference to a PO.
Depending on the business process in your company, you may not create PO, or perhaps the advance
payment is done at a later stage, after you add the PO. In these cases, you can create the A/P down
payment invoice independently. When the payment is done, create an outgoing payment, and apply it

to the A/P down payment invoice.
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Accounting and Inventory Impact of the A/P Down Payment Invoice

The down payment invoice has no effect on inventory. The funds identified in the document are

debited to a predefined asset account, and the vendor is credited.

Once the A/P down payment is paid, it can be applied to the A/P invoice. At this stage the amount is
transferred from the asset to the inventory or expense account. The vendor is credited for the

remaining balance.

Specify the default down payment account by going to Administration — Setup — Financials —
G/L Account Determination. Choose the Purchasing tab. On the General subtab, press Tab in the
Payment Advance to select the asset account. This account also appears on the business partner

master data. The account can be overridden by entering a different account.

Applying a Down Payment to an A/P Invoice. While creating the A/P invoice, click the browse
button at the bottom of the document, next to the Total Down Payment field. A list of paid A/P
down payment invoices for the selected vendor is presented. You can choose to draw the entire
amount, or adjust the Amount to Draw field.

You can apply multiple outgoing down payments on the same PO. To view a list of all down

payments, right click the sales order screen and choose Related Down Payment Transactions.

Building One Document from Another

Many of these documents have much of the same information. SAP Business One allows you to
create each “target” purchasing document described here from the “base” document or documents

that precede it in the process.

For example, a goods receipt PO is usually built from the PO through which the item was ordered.
When one document is built from another, all the relevant information is copied from the base
document to the new document. This saves you valuable time by cutting back on redundant data
entry, and it also reduces data entry errors. However, you can build purchasing documents in SAP
Business One from scratch by creating the document from the main menu without copying any data

from an existing document.
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Document type alert. When you copy one purchasing document to another, make sure that
the base document and the target document are of the same type, whether items or services.
Purchasing documents cannot mix items and services, and an item purchasing document cannot

be copied to or from a services purchasing document.

Locating Base Documents
You can locate base documents upon which to build your target purchasing documents in several

ways. See Chapter 10 for more information about document handling.

Here are the two most common methods:

o Go to Main Menu — Purchasing — A/P — Purchasing Reports — Open Items List
o Select the type of base document you are seeking from the drop-down list

o Select the base document you want and click to open

o Once the document is opened, use the Copy To button’s drop-down list to select the

type of target document you want and click to create

o If you would like to create your target document using data from two or more base

documents, use the draw document wizard. See Chapter 10 for more information
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Accounting and Inventory Impact

Summarized in the following table are the most important inventory management and accounting

implications of the SAP Business One purchasing documents discussed in this chapter.

Purchasing

Accounting impact

Inventory impact

document

Purchase order

No posting of value-based changes

Allows viewing of ordered
quantities in various reports
and windows, such as
inventory status report and
Item Master Data window

A/P reserve
invoice

Debits accrued payable/allocation
account and credits business
partner’'s A/P control account

Allows viewing of ordered
quantities

Goods receipt PO

Debits inventory account and credits
accrued payable/allocation account

Increases inventory quantities

Goods return

Debits accrued payable/allocation
account and credits inventory account

Reduces inventory quantities

Landed costs

Debits inventory account and credits
landed-costs and customs account

Updates last purchase price of
imported item(s)—containing
all costs that were allocated—
in price lists

A/P invoice

If the A/P invoice is based on a goods
receipt PO, debits accrued-
payable/allocation account and
credits business partner’s A/P control
account

If the A/P invoice is not based on a
goods receipt PO, debits inventory
account and credits business
partner’s A/P control account

Posts no changes in inventory
(A/P invoice with reference to
goods receipt PO)

Posts inventory changes (A/P
invoice without reference to
goods receipt PO)

A/P credit memo

Debits business partner’s A/P control
account and credits inventory account

Reduces inventory quantities
only if not based on goods
return
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Purchasing Checklist

Getting started

() Vendor master data contains current vendors

U Payment method is set

U Item master data contains goods and/or services previously purchased
() Landed costs are defined with appropriate default accounts

Step 1: Purchase order

U Create a PO by selecting existing or entering new vendor and item data
() Specify Delivery Date in document header

U If vendor requires prepayment for goods or services, use an A/P reserve invoice
instead of a PO

Step 2: Goods receipt PO

(L You receive items or services from vendor

L Document receipt of items or services using the goods receipt PO

() If you need to return goods after creating the goods receipt PO but before the A/P
invoice has been posted, use the goods return document

(L If you must account for additional import-related purchasing costs, use the landed-
costs purchasing document based on a goods receipt PO

Step 3: A/P invoice

(] You receive an invoice from vendor

(L Enter invoice information into an A/P invoice, which allows payment to be issued
once an invoice is posted

U If you return goods after an A/P invoice is posted, use an A/P credit memo
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In This Chapter

L Material Requirements Planning Defined
Q) Preparing for an MRP Run
L Using the Wizard to Execute an MRP Run

L] MRP Checklist

Material requirements planning (referred to universally as MRP) is, in the most generic sense, a set
of planning techniques that use bill-of-materials data, inventory data, and supply inputs from
scheduled production and purchase orders, as well as demand inputs from actual and forecasted
orders, to calculate material requirements for made or bought items. The output of an MRP runis a
set of recommendations to reorder or produce materials as well as alerts about materials that will be
past due. Based on the results of an MRP run, the arrival of materials can be accelerated and delays
in production can be accommodated through schedule changes. MRP can also be used to maintain

proper inventory levels of items purchased for resale.

This chapter explains how to properly model your inventory and demand for products so that you
can use SAP® Business One to support a streamlined MRP process for your business.

Material Requirements Planning Defined

SAP Business One tailors the generic MRP process to meet the needs of small and midsize
manufacturing firms. When a business is considering using MRP, the first and most important step is
to understand exactly how the process steps are implemented in SAP Business One. In other words,
before you prepare to use MRP, it is important to understand what SAP Business One can do for

you.
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MRP terms. For those who may be familiar with the way that MRP is implemented in industry, it
is important to define precisely the terms used in this chapter.

The term generic MRP process refers to the general definition of MRP that is in common use.
We use this term when referring to the larger concept of MRP, not just what SAP Business One
does for MRP.

The term MRP process refers to the scope and definition of the generic MRP process that is
supported by SAP Business One.

The term MRP functionality means the SAP Business One functionality that supports the MRP
process.

The term MRP run means using the SAP Business One MRP wizard to execute the MRP process
so that the results can be used to efficiently schedule and manage production and replenish
needed inventory.

These terms enable a clear explanation of how MRP is implemented in SAP Business One.

The basic function of an MRP run is quite similar to some of the schedule creation functionality
provided by project management software. In a project management application, you enter the
resources available, the specific tasks, their duration, and the resources required. You also enter the
dependencies among tasks—that is, which tasks must be completed before others can start. Most
project management applications take this information as a starting point and then calculate a
schedule that shows how long a project will take. This schedule calculation can start either with the

deadline for the last task or with the starting date of the first task.

An MRP run is a schedule calculation that uses sales orders as the most important factor, although
for goods for trade, the minimum inventory level is also crucial. An MRP run uses the date in the
sales order indicating when the product must be delivered to customers as its basis for scheduling.
This is like using the date for the last task to be completed in a project management planning run.
The MRP run works backwards and calculates the dates at which items must be available at the
factory, using the bill of materials and the information describing how long it takes to purchase or

make items specified in the bill of materials.
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MRP process scope reminder. The MRP functionality of SAP Business One assumes that
sufficient production capacity is available. The results of an MRP run should be reconciled with
the production schedule for a factory. Insufficient capability to fulfill the requirements is displayed
on the Historic Data column in the MRP run.

The key to getting the most out of the MRP functionality in SAP Business One is understanding how
inventory and demand are modeled and how the MRP run uses this information. Here is the

definition of MRP as implemented in SAP Business One:

o The current state of inventory is modeled through the levels of items on hand in each
warehouse, supplemented by the items that are already on the way through purchase orders

or production orders.

o The current state of demand is modeled through open sales orders, minimum inventory
levels, open production orders, and forecasts. Entire categories of demand can be included or
excluded. For example, an MRP run can be configured to look only at sales orders and ignore
forecasts or, alternatively, to have actual orders consume forecasted quantities to avoid

inflating inventory.

o The result of an MRP run is a suggested set of purchase orders or production orders. These
suggested purchase and production orders can be converted easily to actual orders. If enough
materials are not going to be on hand in time, the MRP run signals when a required quantity
will not meet its due date based on its lead time. The recommendation report highlights
recommended purchases or production orders that are past due. The MRP run does not
suggest whether it would be better to delay the date at which the sales orders will be

delivered or to attempt to rush the arrival of the needed items.
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MRP process scope reminder. In a company with multiple warehouses and factories, the
warehouses, inventory, and sales orders that are included in an MRP run must be chosen
carefully since SAP Business One does not associate specific warehouses with specific production
facilities in its model. That means that if the factory is in New York and one of several
warehouses is in California, the items in the California warehouse are considered as part of
inventory for the MRP run, even though the required items from California are not useful until
they are moved to the factory in New York. Make sure that you include only relevant warehouses
in the MRP run.

The reason to use MRP is simple: it replaces informal, ad hoc, error-prone production scheduling
based on the instincts of one or two people with a more structured process that allows more people to
participate using better information. Here are the sorts of errors that the MRP functionality of SAP

Business One can prevent and some efficiencies that can be introduced:

o If the warehouse staff keeps inventory up to date, procurement managers don’t have to worry
about double-checking the accuracy of inventory levels and can instead focus on strategic

procurement—cutting a better deal with suppliers.

o To reduce procurement costs, order intervals can be set up to consolidate purchases of like
items. Minimum order quantities and order multiples allow companies to take advantage of

quantity and order discounts.

o If an answer is needed about the ability to fill a big order, you don’t have to wait your
warehouse staff to get back from vacation. You can do an MRP run yourself and get an idea

of whether you have the required materials.

o Inventory levels can be reduced because you know how much of all the items you need are
on hand. Surplus inventory kept as insurance to avoid shortages can be reduced, and so can
the bulge in inventory that can result from two people noticing a shortage and each placing

an order without the other’s knowledge.

SAP Business One implements MRP in a way that provides structure, but in a flexible manner, so
that the instincts about what orders may or may not arrive can be represented in the models of
inventory and demand and can inform the MRP runs. The application does not place orders
automatically, but instead suggests them. These orders can then be improved after inspection by
purchasing professionals or production managers who may have special knowledge that goes beyond
what can be captured in an MRP application. For small and midsize businesses, this architecture

provides just the right balance between automation and hands-on control.
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Preparing for an MRP Run

Much of the work of preparing for an MRP run takes place through the normal routine of using SAP
Business One to run your business. If master data for items, inventory, bills of material, purchase
orders, production orders, sales orders, forecasts, and so forth is kept up to date, MRP can provide a

sharp, accurate view of your requirements.

An Overview of the MRP Process
As Figure 7-1 shows, to execute an MRP run, production, supply, and demand data must be accurate.

Once a run is completed, any problems can be addressed so that production proceeds smoothly.

Key Master Data Settings Related to MRP
Most of the documents and data involved in the MRP process are simple and straightforward.
Production orders, purchase orders, and sales orders are documents that list items being bought or

sold.

Three kinds of master data represent the core of the MRP process: the bill of materials specifies the
items used to produce a manufactured item, the item data specifies the lead time that it takes to
acquire each item, and the inventory data represents how much of each item is on hand. Here are
suggestions for keeping this sort of master data up to date to make sure that the MRP run has an

accurate picture of how to produce goods.

Bill of Materials

The bill of materials lists all items used as inputs to a production process. Items in bills of materials
can refer to items that are purchased or made. Made items must have their own bill of materials,
which may include other made items, and so on. An MRP run starts with the products in all of the
open sales orders, production orders, forecasts, and minimum inventory levels and then traverses the

relevant bills of materials to see if all required items will be available when needed.
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Managing MRP-related master data Managing demand

Make sure all sales orders
are up fo date

Create item master data for

each parent and component
item used in bills of materials

Update sales forecasts

Create bills of materials for periodically based on changes
finished goods in economic conditions
Create bills of materials for
items used in production Managing supply

Make sure all purchase and production

orders for items are up to date

Monitor minimum and maximum
inventory levels based on actual usage

Perform periodic physical inventory
counts or schedule regular cycle counts
to maintain accurate on-hand quantities

MRP run

Take corrective action

Review MRP recommendations on a regular basis to plan production or purchases

Expedite items that are highlighted by MRP as past due or find alternative items.
If no alternatives exist, set another course of action such as pushing out the delivery date.

Figure 7-1: The MRP process

Labor costs reminder. Some MRP applications have what is called a “routing,” which is a
description of the path items take through labor and production processes as they are being
manufactured. SAP Business One has a simplified MRP process that does not model production

capacity. Labor costs, however, can be accounted for. To get the total cost of producing an item,

you must enter a special item used to represent labor costs, in addition to entering all of the
items in the bill of materials. Learn more about the production process in chapter 13.
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Item and Inventory Master Data

Figure 7-2 shows the Lead Time field on the Planning Data tab of the Item Master Data window
(available by choosing Inventory from the Main Menu). This is one of the most important fields to
specify correctly because the accuracy and usefulness of the MRP run is governed by this data.

Item Master Data =l el
Twm Hurmbar ADOOT1 Bar Cede Iv] Invertory them
Descrigton 18M Inforprnt 1322 [v] Zales Ttem
Deae, in Farsian L, [v] Purchased Ttem
Tteen Type terns - [ Foced Assats
Town Group TEM Prirbers -
Price List Eagic Price Lt | UnktPrice § 10,00
Genergl [ Pyrchasing Data | SsesData | Ipvertory Dats " Planning Cats i Propertes | FRemarks |
Fanning Mathod AR =
Procurement Methed Biry i
Order Irterea Every 5 daye bl
Oirder Multple
Minimur Crrder Oy 10,000

[ : =

Lead Time indicates how long it takes an item to
arrive after it is ordered. For Made items Lead Time
indicates how long it takes to manufacture an item

oK Cance J

Figure 7-2: Lead Time field used in MRP calculations
The key steps in making sure an MRP run executes correctly are as follows:
o Make sure an item master data record exists for each parent and component item kept in
inventory and used in bills of materials
o Enter the required minimum inventory level for each item on the Inventory Data tab

o Set the planning method to MRP for each item. If the planning method is not set to MRP, the
item cannot be selected in the MRP wizard.
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o Define the procurement method for the item as “make” or “buy”. For “buy” items a PO is
created and for “make” items, a production order is created. Make sure all items that are

parents of a production bill of material are set to “make”.
o Enter the intervals or multiples for the item, as well as the minimum quantity
o Specify the lead time it takes to purchase or make the item, as shown in Figure 7-2

o Create sales forecasts as needed. See Consuming Forecasts later in this chapter.
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Using the Wizard to Execute an MRP Run

With an accurate model of your business in place, you are ready for an MRP run, which will help
you figure out how to get the materials you need in time to make or sell products.

Executing an MRP run involves proceeding through the following steps:

1) Create an MRP scenario or choose an existing one

2) Select supply and demand data sources

3) Execute the MRP run and analyze recommendations

4) Take action based on recommendations of the MRP run

The complete picture of how you execute an MRP run is explained using three examples. In the first
example, which covers how the MRP functionality handles a multilevel bill of materials, each step is
covered in detail. The other two examples, covering consuming forecasts and order consolidation,

explain these two advanced aspects of the MRP process at a higher level.

MRP Example 1: Multilevel Bill of Materials

One of the core features of the MRP functionality of SAP Business One is the way that it analyzes a
multilevel bill of materials, in which one bill of materials refers to another bill of materials that could
refer to still more. The challenge is to make sure that every item needed is available soon enough so
that the components can be made far enough in advance to meet the schedule for the highest level
item that includes them. With complex products, bills of materials can cascade for several levels.

Step 1: Creating or Selecting a Scenario

To begin the process of an MRP run, you first select Main Menu — MRP — MRP Wizard. This
presents a simple welcome window that leads to a list of existing scenarios. Each scenario defines
the scope of the MRP run. In this example, a bill of materials with two levels is analyzed:

Lexmax Printer Bill of Materials

Lead time @ Make or On-hand

SelZElEe (days) buy quantity
Memory board 2 Buy 0
Printer head 0 Buy 0
Power supply 1 Make 0
assembly
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Power Supply Assembly Bill of Materials

Component Lead time Make or  On-hand
i (days) buy quantity

AC adaptor 2 Buy 0

Power supply 0 Buy 0

At the time of the MRP run, a sales order containing 10 Lexmax printers has been created with a due
date of June 21. There is no available on-hand quantity to fulfill the order as of the order creation
date, June 13. The MRP run determines what we need to have on hand to fill this order. Figure 7-3
shows the Scenario Details window of the MRP Wizard, which appears after the welcome window.

MRP Wizard - Lexmark =

Scenario Details
Defins the planning horizon and the tems you want to includs in the MRP report, and chooss specify display
preferzncas,
Description Lasemark Printer |:| Simulstion
Plznning Horizon
figw Dats in Pericds © ' = : :
Miewinaher it Bl ol ,n D The Planning Horizon fields
Start Date 06/15/10 #
= describes the report length,
End Dst= 07/15(10 i 5
= internal, and holidays table
Report Length 30 D=ys i
Max, Cumulstive Lezd Time | Ciays PIEICIEnOE

Consider Holiday Table for:

Preduction Planning

[] Purchass Plznning

e i In the Items fields, select
—_— B TRIOE - FTTTIE] which items to include in the
Item Group all - run
| Propertiss Ignors

In the Display Preferences
Sort by Azsembly Sequencs = choose how to sort the
[ Displsy Items Without Requirsments items. If you are using Bill of

Material, choose Assembly

| ssv=i Sequence
l Cancel I I = Back ] |_ et = ] [ Run ] ‘

Figure 7-3: Scenario Details window

The most important dimensions of a scenario controlled in the Scenario Details window are the
planning horizon that will be analyzed and the items that will be included in the run. This MRP run
has a 30-day planning horizon that will analyze all sources for demand in the period from June 16 to
July15. The MRP run calculates the production and purchase orders needed for all items included in
the bill of materials. The Save Scenario button that appears on this and later windows in the process
saves the settings used in the MRP run.
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Step 2: Selecting Data Sources

The next window in the MRP Wizard, shown in Figure 7-4, specifies the data sources used to

calculate demand.

MRP Wizard - Lexmark Products

Data Source
Define the data source for the MRP report. You can assign 2 sales forecast 25 an additions
dat= source for the MRP repert.

Diats Source
IE Existing Inventory
e Select the warehouses to
In Warshousss i E
calculate existing inventory.
Location Warshouss Cods i .
= For the requirement calculation
vl v - t
il choose whether to include
& o open PO's, Sales Orders and
o i York Production Orders. Select a
02 e sales forecasts that is relevant
xand - 1
¥ \West Coast B i to this scenario
1 b

Purchass Ordars

El Szlzs Ordars

[¥] Preduction tirders

[ Min. 1nventory Level

Foracsst Lexmark Products ¥

Step 3 of 4 | Cancsl | | = Back ] | Next = | I Run I

Figure 7-4: Data Source window

The Data Source window specifies the types of documents that are used to calculate demand for
products, such as production orders, sales orders, and purchase orders, and identifies which
warehouses hold the initial on-hand quantities to be included in the run. As described earlier, make

sure that you choose only relevant warehouses.

Step 3: Executing the MRP Run and Analyzing Recommendations

An MRP run is executed by clicking the Run button in the lower right corner on any of the MRP
Wizard windows. This triggers the MRP functionality that calculates current inventory and demand
for products, reports whether you have enough materials on hand, and makes recommendations
about which actions to take to acquire sufficient materials. Figure 7-5 shows the results from the
MRP run.
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The shaded area represent the item’s lead time. Red quantities indicate requirements with insufficient lead
time. Yellow fields, indicates that additional information will be displayed upon expanding the item’s view
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Figure 7-5: Item list from an MRP run

Let’s look in detail at how the MRP functionality arrived at the results shown in Figure 7-5:

o The MRP run created a requirement for the parent item Lexmax printer to fulfill the sales

order due on June 21 for 10 units.

o The Lexmax printer has a lead time of 3 days to produce, so the MRP run counts 3 days back
from the due date of June 21 to determine the due date of each first-level component needed
to build the Lexmax printer. June 20 and 19 are ignored during the count because they fall on
the weekend and are considered nonworking days. Therefore the due date for each first-level

component is determined to be June 16.

o The next step is for the MRP run to determine the second-level component requirements.
One of the first-level components, the power supply assembly, is a subassembly with two
items; it requires one day for production. In order to have the power supply assembly

available on June 16, the AC adaptor and power supply need to be available on Junel5

o Results: The AC adaptor has a two-day lead time, so it is highlighted in red to show it is past
due. If today is June 16 and the adaptor is needed today, there is no way the item will be in

stock in time to fulfill the requirement.

Using the MRP Results window (shown in Figure 7-5), you can drill down to view the master data
for each item by using the orange navigation arrows. In addition, you can examine existing purchase,
sales, and production orders; review demand forecasts; and view the inventory levels if you expand

the item row in this window.
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To see any recommended versions of production orders needed to create the items for the sales order,
click the View Recommendations button (not visible in Figure 7-5). If you click the Save
Recommendations button, you accept and save the recommendations and make them available in the
order recommendation report. Remember that saving recommendations does not mean that you have
created the production and purchase orders recommended in the report—it simply means that you are

saving the recommendations for later use. Read on for more information about this report.

Step 4: Taking Action Using the Results of an MRP Run

The final step of the MRP process is to use the order recommendation report to create the new
production and purchase orders needed to satisfy the demand for products. In this step, you bring all
your experience and knowledge to this process to supplement what SAP Business One has done.

You can take the following actions, among others:

o Change the dates on production, purchase, or sales orders and inform suppliers or customers

of the changes

o Change quantities on purchase orders to take advantage of special offers or to round up or

round down to lot sizes that may mean better prices
o Decide to make items rather than purchase them, or vice versa
o Shift inventory from one warehouse to another
o Change production schedules

Once such changes have been made and entered into SAP Business One, further MRP runs may be

made to make sure that all required items will be available on time.

MRP Example 2: Consuming Forecasts

The previous example shows how the MRP analysis looks backward from the due date of an order,
starting with the lead time for the items in a sales order, and then cascading all of the other lead times
in bills of materials for components to determine whether all materials can be obtained on time. It is
also important to understand that the MRP analysis reaches forward and reduces forecasted

quantities so that inventory does not unintentionally get too high.

Excess inventory sometimes builds up after companies prepare annual, quarterly, and monthly
forecasts for the number of units they plan to ship in order to avoid stock shortages and maintain on-

time deliveries. If a company plans production based on forecasted quantities and then adds actual
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ordered quantities to the forecasts, production may exceed actual needs and inventory may be
inflated. To avoid this situation, SAP Business One has a feature that tells the application to reduce
forecasted quantities by actual order quantities. As a result, only the net forecast quantity (forecast

minus ordered quantity) will be added to the MRP run.

This capability of the MRP functionality of SAP Business One is important because forecasts are
considered sources of demand for MRP. This means that if you make a forecast that orders for 50
units will come in during a certain period, MRP treats that forecast as actual orders and generates
production orders so that the items are ready when needed. Continuing with this example, assume
that an actual order for 10 units comes in. Now, MRP will adjust the forecast downward by the 10

units ordered to avoid a buildup of excess inventory. This is referred to as consuming the forecast.

Let’s consider another example. Suppose you have received a sales order for 10 Lexmax printers
with a due date of June 21. There is no available on-hand quantity to fulfill the order as of June 13,
the order creation date. In addition to the sales order you created, there is also forecasted demand for
50 units on June 20. MRP is set up to have sales orders consume the forecast. (You can find this on
the Administration — System Initialization — General Settings — Inventory tab — Planning tab.) In
our example, the setting is 7 days backward, which means that the application searches 7 days back

from the due date (June 21) to look for forecast quantities to consume.

The MRP analysis takes place as follows. Based on the settings in the consumption method, the
analysis counts back 7 days and allows actual sales orders to consume forecasted amounts. In our
example, the sales order for 10 units due on June 21 consumes 10 units of the forecasted quantities
from June 20, reducing the forecasted quantities to 40 units as depicted in the MRP results shown in

Figure 7-6.

Creating Sales Forecasts. The creation of forecast is a manual process. Based on your past
experience selling certain items, you predict when a certain quantity will be required. Forecast can
be defined as Daily, Monthly or Quarterly. To create new forecasts go to MRP — Forecasts. In step 3
of the wizard, choose the forecast from the drop down list.
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Figure 7-6: Results for MRP scenario in which forecasted orders are consumed

MRP Example 3: Order Consolidation

Another efficiency feature of the MRP functionality of SAP Business One is its ability to consolidate
orders so that quantities are purchased in amounts that ensure the highest discounts. For example, if a
significant discount were available for Lexmax memory boards when they are ordered in lots of 100,
the MRP functionality will consolidate any needed orders for any Lexmax memory boards up to an
order amount of 100 to maximize the discount. Figure 7-8 shows the Order Recommendation report.
Here is where you confirm the creation of production and purchase orders. You can adjust
quantities, dates and vendors as explained in the Taking Action Using the Results of an MRP Run
section earlier. Use the Form Settings to choose the consolidation options in the order

recommendation report prior to updating.
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Figure 7-: Order Recommendation report
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MRP Checklist

Preparing item master data
Make sure item master data records exist for each item

Enter the required inventory level for each item

Set the planning method to MRP for each item

Set the procurement method for each item to make or buy

Enter the intervals or multiples in which each item should be made or purchased

Enter the minimum quantity for each item

Specify the lead time for making or ordering each item

L0000 000

Choose if and how to consume sales forecast

Running the MRP wizard

U Select a scenario

U Define the planning horizon

U Specify the items to include

() Specify the data sources used to calculate demand

] View the results and recommendations

U Open Order Recommendation report

U Make adjustments as needed and click Update
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In This Chapter
L Getting Started with Sales Opportunities
L Managing Sales Opportunities in SAP Business One
L Managing Sales Opportunities in Microsoft Outlook
L Reporting on Sales Opportunities

L Sales Opportunities Checklist

Closing business, turning leads into sales, is the lifeblood of your company’s revenue stream. You

have to monitor all the leads to view the sales stream as a whole and tend each lead as if it were your

only sale. SAP® Business One gives you a simple way to enter and manage your sales opportunities,

providing vital information for reporting and analysis. In addition, the day-to-day work of turning

leads into sales, such as making calendar appointments, setting up meetings, and sending e-mails,

can be managed either in SAP Business One or in Microsoft Outlook.

This chapter describes the tools that SAP Business One puts at your fingertips, giving you:

]

O

An easy method for moving a lead through all the sales stages

The ability to see what’s in your sales pipeline, for individual salespeople or for the company

as a whole
Powerful reporting functionality
A 360-degree view of leads and customers

The ability to work with sales quotations right from Microsoft Outlook

SAP Business One provides you with all the tools you need to stay on top of sales and turn leads into

revenue and, even more important, into satisfied customers who come back again and again.
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Getting Started with Sales Opportunities

You need to track what is most important to your company’s bottom line: the deals in the making
that will become your revenue stream. You create a sales opportunity record for each sales
opportunity and, since you may well be working on more than one deal per customer, SAP Business
One enables you to track by opportunity, not just by customer and lead.

Sales Opportunities Process Overview
The basic process for managing sales opportunities in SAP Business One is shown in Figure 8-1.

Set up su!e§ 'siu.ges., competitors, Sales Munugers
and other initialization parameters
Step 2
Adjust sales Enter and manage sales opportunities Salespeople
stages based
on sales history
Step 3
Generate sales opportunities reports Sales Managers
and do forecasting and analysis and Salespeople

Figure 8-1: The sales opportunity process overview

Step 1: Setting up sales-related information

Sales managers set up important information such as the stages that a sale passes through and the
likelihood (by percentage) that a sale in a given stage will close. This information helps with sales
forecasting. Reports are key to the sales process, and the setup for the sales opportunities module in
SAP Business One relates almost entirely to reporting. What do you want to monitor? What do you
want to know? Do you want reports on who your competitors are? This information must be entered
so that reports can be generated that help you monitor the all-important sales process.

SAP Business One ...To Go 161



Sales Opportunities

Step 2: Managing sales opportunities

Salespeople enter sales opportunities and manage them throughout the sales process. One simple
window in SAP Business One provides salespeople with comprehensive information about a
particular sales opportunity. Again, the more details you enter for sales opportunities, the more

visibility you have when you report on your leads, whether your own or those of your team.

Ongoing appointments, phone calls, tasks, and contact management can be done through SAP

Business One or using Microsoft Outlook, as described later in this chapter.

Step 3: Reporting
Sales opportunities reports give you visibility into the sales pipeline, won and lost opportunities,

sales forecasting, and more.

Setting Up Sales-Related Information

You set up information that you want to track for sales opportunities by going to Administration —
Setup — Sales Opportunities. Here you can set up sales stages, competitors, partners, and
relationships. You may want to set up all of these parameters, but most critical for sales forecasting

are the sales stages.

Some sales cycles are long and some are short. Some have ten stages and some have two. Setting up
sales stages, and the associated likelihood of closing based on those stages, is very important for
accurate sales forecasting. For example, if a deal has a potential amount of $100,000 but is at a stage

where it has a 20% chance of closing, its weighted amount is $20,000.

In the Sales Stages — Setup window, shown in Figure 8-2, you enter a name for each stage, a stage
number, and a closing percentage. For example, let’s say there are six sales stages, from Lead, which
has a closing percentage of 6%, to Order, which has a closing percentage of 95%. How do you
determine the closing percentage? Think of it this way. If you have 100 leads, how many turn into
sales? That is the closing percentage for that sales stage. If the answer is 20 out of 100, you have a

closing percentage of 20%.
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How likely is that a sales opportunity in a given stage will close?
Closing Percentage answers this important question

Sales Stages - Setup

= Mzrmse St=ge Mo, Closing Percentage Cancell=d
1 |Lead 1 & |
2 1st M=sting 2 pi] 0
3 Znd Mesting 3 =0 0
4 Guatstion 4 £ 0
z Megotistion z ] 0
& |Order 6 55 |
7 Ll

B ok ][ conce |

Figure 8-2: Sales Stages — Setup window

What if you later discover that more realistic percentages are higher or lower than indicated here?
That’s no problem. Just go back into setup and change them; all your sales forecasting will be
adjusted automatically. In fact, the Stage Analysis report, created by choosing Sales Opportunity —
Sales Opportunities Reports — Stage Analysis and shown in Figure 8-3, is designed to help you fine-
tune your closing percentages based on actual history. You can also modify the percentage in the
opportunity itself. Perhaps you feel that in this particular sales cycle there is more or less chanced for
the opportunity to be successful. Additional information about sales reports can be found at the end
of this chapter.
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The Stage Analysis report uses historical data to help you accurately
determine what the closing percentage should be for each stage

Stage Analysis

Eeneral Szl=s Manzger Eill Levine
=  Stage Defined % Actual % Lezds in Stage Actuzl % Lezds in Stge fctual % A
1 Le=d s 11 9 i} Z
2 1st Mesting 20 13 & 1
3 2nd Meztin 50 3 (3 1
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L3 Megotiztion 80 20 5
6 | Order 95 50 2
1 4
| - | Stege
. | e | Sales Employes
1 o
% /—% | '| ‘ [ Erint Graph
20 :
£
Le=c 1st Mesting 2t Mesting Cruotstion Negotiation Crcer
|_7_| Displey Opportunities With Expired Closing Dete
. - =
ko | Cancel | l Refresh |

Figure 8-3: Stage Analysis report

So far, the SAP Business One features we have talked about help you manage the status of your
leads and project their outcome. But what about the day-to-day work of turning a lead into a sale?
This involves strategic contacts with key people, including phone calls, meetings, and e-mails. It also
involves sending important documents such as sales quotations. It’s critical that you have the ability

to look at all this information in one place.

You have the option of handling these important activities either directly in SAP Business One or in
Microsoft Outlook through the Microsoft Outlook integration add-on for SAP Business One. First,
here’s a brief look at how to handle these activities in SAP Business One. The next section describes

Microsoft Outlook integration.

Managing Sales Opportunities in
SAP Business One

The sales opportunities module allows you to create a sales opportunity in the application

immediately after it has been identified. For example, a prospect inquires about certain products your
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company is selling. You can respond immediately by creating a sales opportunity, allowing you to
track this prospect and inform others about the status of this lead.

Entering a Sales Opportunity

To enter and track sales opportunities, go to the SAP Business One main menu and choose Sales
Opportunities — Sales Opportunity to display the Sales Opportunity window (see Figure 8-4). In this
section, we go into more detail about this window and the most relevant tabs.

The header shows information about the business partner. If your lead is already
a customer, the Total Amount Invoiced shows total of invoices minus credits

The Closing %
- field is based

i on the current
Business Partner Code C30000 Opportunity Mames stage found in
Businsss Partner Name Microchips Opportunity Mo, the Stages tah
Contact Perscn v Status
Total Amount Invaoiced 5 9,252.68 | Start Dste
Business Partner Terrtory Closing Date
Szl=s Employ=zs Brad Thempscon il Open Activities -
Creener ICQsEr:g B - 20%0 I
D Displzy in System Currency
A B izl Geperal | Stages I Partners [ Compstitors I Summary | Attachments
Intersst Rangs
Predicted Closing In 30 Czys x: # | Description Primary
Pradict=d Closing Date 05/03(10 1 Hardwars - [v]
| Potential Amount 10,000 2. | Software = D
Weighted Amount 2,000 3 |IBM Printers hd O
Gross Profit %b 20 4 Lexcrerk Printers g D
Gross Proft Totsl 2,000 5 = I
Level of Interest *
\ |  Relsted Ach '—_ Relsted Documents
b
Potential Amount is mandatory. You either enter it manually, or
it's taken upon request from a linked sales document

Figure 8-4: Anatomy of a sales opportunity in SAP Business One

Who Is Your Prospect?

The first step in entering a sales opportunity is identifying your prospect. Click on the button to the
right of the Business Partner Code field to display the List of Business Partners window. If your
prospect has already been entered as a customer or as a lead, then the prospect will be listed here. If
not, click on the New button to display the Business Partner Master Data window. Chapter 4

provides information about entering business partner master data.
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If you are selling to an existing customer, the Sales Opportunity header includes details such as the
total of all invoices the customer currently owes, taking into account any credit memos they might

have. Such information doesn’t apply, of course, to new leads.

Business Partner Territory and Sales Employee default from the business partner master data record;
you can change them. Owner indicates the default connected owner, who will be used for
authorization purposes, in case the data ownership module is used. See chapter 10 for more details

on data ownership

You can give a name to your opportunity in the Opportunity Name field; SAP Business One assigns
a number automatically. The Status field defaults to Open; the sales opportunity remains open until
you close it on the Summary tab, providing flexibility for you to continue to track the opportunity, if

desired, even after the sale is closed and the delivery has been made, to ensure customer satisfaction.
Closing % is associated with the stage of the sales opportunity, as discussed previously.

Note that only the Potential tab has required fields, but each tab holds a particular type of

information that helps you track not only this sale, but all your sales opportunities as a whole.

The Bottom Line: What'’s the Potential for This Sales Opportunity?

Sales managers are especially interested in the Potential tab as shown in Figure 8-4, and so are you if

you receive a commission on your sales.

On this tab you enter information about when this sale might close. Enter either a Predicted Closing
Date or a number of days or weeks or years in which you expect this sale to close in the Predicted
Closing In field (and the drop-down list allows you to specify days, weeks, or months). You fill in
one field and SAP Business One calculates the other one, so if you fill in a date, the number is filled

in for you (the reverse is also true).

You must fill in a Potential Amount for your sale. The Weighted Amount is calculated by SAP
Business One based on the likelihood that this sale will close. In our example (see Figure 8-4), 6% of
leads turn into sales. Therefore the Weighted Amount is calculated to be $21,002.82, which is 6%
(Closing %) of $350,047 (Potential Amount). On the Stages tab, as we will see, each sales stage is

associated with a percentage that is used to estimate how likely it is that a given sale will close (the
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Closing % field in the header shows the percentage for the current stage of the sale). This

methodology produces more realistic forecasting.

Another factor that is important for forecasting is the Level of Interest. Is this a hot lead or just

lukewarm? This drop-down field contains entries defined by your company.

Interest Range helps you keep track of the kinds of things this client is interested in; making notes
here may help you in the future to make additional sales to this prospect. You can indicate the

prospect’s primary interest using a checkbox.

Rounding Out the Sales Opportunity

The remaining tabs on the Sales Opportunity window help you track a variety of important

information.

On the Stages tab, you track the sales opportunity through the stages, moving it from one stage to
another as the deal progresses. The Potential Amount may not change from stage to stage (though it
can), but the Weighted Amount changes because later stages typically have a higher likelihood of
closing than earlier stages. For each stage you can link an activity or a sales document. For example
link a quotation to the quotation stage. You can either link an existing quotation, or create one from
the opportunity window. Do this by choosing the Document Type and press Tab in the Document
No. field. To create an activity, click the orange link arrow from the Activity field. Later you can

view all related documents and activities by pressing the button at the bottom of the window.

The General tab allows you to manage sales opportunities in which a third party, such as a reseller,
is handling the sale on your behalf. The Partners tab, on the other hand, is available for defining
relationships of any type. If you are a general contractor, for example, you could include
subcontractors on the Partners tab. Using these two tabs, you can manage complex sales

opportunities that involve a number of parties.

On the Competitors tab you specify who else is competing for this sale and the threat level of that
competitor. The intensity of the competition is gauged in the Threat Level field; you can either select

the default for this competitor or choose a different threat level for this particular opportunity.

SAP Business One ...To Go 167



Sales Opportunities

If the sale is ultimately won by a competitor, click the Lost checkbox. By tracking such information,
you can later perform competitive analyses about which sales are being lost and won, who is winning

business from you, and why, if you know the reason.

The Summary tab is important for indicating the status of this opportunity: whether it is open, won,

or lost.

On the Attachments tab you find related documents such as sales orders or sales quotations as well as
e-mail messages, Microsoft Word documents, spreadsheets, and presentations—any type of
document. By keeping all this information together, you can create a coherent view of this particular

sales opportunity.

Attachments tip. You can attach documents related to a sales opportunity on a shared server
or on your PC. If you attach documents stored on your PC, SAP Business One creates a copy of
the document on a central server directory, which makes it available to anyone viewing the sales
opportunity. If you attach a document to a sales opportunity, therefore, you are in effect sharing
the document with anyone who can view sales opportunities.

Managing Sales Activities
In SAP Business One, everything you do with a customer is called an activity. There are five kinds

of activities: phone calls, meetings, tasks, notes, and “other,” which can include e-mail, for example.

Select Business Partners — Activity from the SAP Business One main menu to display the Activity
window (shown in Figure 8-5). (Note that you can also attach activities to any document, and item.)
In the Activity window you can set reminders that pop up in SAP Business One. Activities also
appear on your SAP Business One calendar. You can link documents and attachments as well as

free-form content such as e-mail messages.
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The header fields indicate the type of activity, the assigned user and the business partner itis connected to. If
you start the activity form a document, the business partner is filled automatically, and the document appears
on the Linked Document tab
Activity Phans Csll *  Numbsr 4
Type Generz ¥ BPCode 2 (G000 Customear
Subject Szlzs *  BP Mams Narm Thompson
Assigned To Manzger *  Contact Person 2+ |Nerm Thompsen . E,'
[] persona Telephons No. (515} 565-7675
Ganerzl Content | Linked Document | Attzchments |
Remarks Szlzs presentetion of naw preducts
Start Time 05/04/10 11:00 Pricrity Norma e
End Time 0504/ 10 12:00 Mesting Location Business Partner Address ™
Duration 1 Hours
Specify the duration of the activity. If
the activity is in the future, a
reminder can be sent to the user
D Inactive
Reminder 15 Minutss | [ clos=d
[ OK l | Cancel I

Figure 8-5: Entering sales activities in SAP Business One

To schedule meetings, simply click on the calendar icon on the SAP Business One toolbar. The
calendar provides multiple views, including a group view that can facilitate scheduling team
meetings. Click on a given date and time, and SAP Business One takes you to the Activity window
(Figure 8-5) where you can describe activities and link them to business partners and documents.

Activities not only report what you have done with a given contact, but what you plan to do. For

example, you record a phone call and set a follow-up reminder to call again.

When you log in to SAP Business One, reminders for scheduled activities appear, helping you

manage your work with clients.

Managing Sales Opportunities in Microsoft
Outlook

It’s true that you can manage sales activities in SAP Business One, and that can be very convenient
when you are updating sales opportunities or entering sales orders, for example. But since many
people use Microsoft Outlook to manage both their e-mail and their daily schedule, you have the
option of using the Microsoft Outlook integration add-on for SAP Business One to keep track of

your day-to-day work on sales opportunities.
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Microsoft Outlook integration gives you access to sales data without having to be logged on
continuously to SAP Business One. This is especially valuable for sales managers who travel
frequently and need to be able to view prospect and customer data while on the road. For example, a
sales manager needs to prepare for a meeting at a customer’s site. Microsoft Outlook integration
allows him to synchronize information between his contacts in Microsoft Outlook and business

partners in SAP Business One.

Microsoft Outlook integration add-on installation alert. Microsoft Outlook integration
requires an SAP Business One add-on that should be installed by your implementation partner.

The sales manager can generate an Excel-based snapshot of additional customer data, such as open
activities, open deliveries, and invoices, as well as quotations and orders that need to be processed.
He can change data and synchronize the changes later with SAP Business One. It is also possible for
the sales manager to create quotations directly from Microsoft Outlook and send them to the
customer via e-mail. At the next synchronization, the quotation will be imported into SAP Business

One and made available to the sales department for further processing.

Figure 8-6 illustrates the functionality of the Microsoft Outlook integration add-on.

il N i N
Microsoft Qutlook SAP Business One
Dato
Synchronization
. . .

I L o
Activi (i
Contocs eefing s

Figure 8-6: Microsoft Outlook integration with SAP Business One synchronizes your work in
Microsoft Outlook with your work in SAP Business One
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What kinds of things can you do with Microsoft Outlook integration? Take a look at this list:

o Import contacts from SAP Business One and synchronize them with Microsoft Outlook
o Save e-mail messages and attachments as SAP Business One activities

o Import tasks and calendar activities created in SAP Business One into Microsoft Outlook
o Edit, view, and create sales quotations and save them to SAP Business One

o Create up-to-the-minute snapshots of customer sales and vendor purchasing activities

Most importantly, Microsoft Outlook integration helps increase your productivity and simplify your
work. It provides you with a holistic, integrated way to manage your schedule, e-mail, and activities

while giving you access to all the latest information from SAP Business One.

What Does Microsoft Outlook Integration Look Like?
Figure 8-7 shows the integration of SAP Business One into Microsoft Outlook. To work with the
Microsoft Outlook integration add-on, you must be logged in to SAP Business One.

Use the tool bar or the SAP Business One
menu bar to perform different tasks

v Inbox - Microsoft Qutlaok N
: File Edit View Go Tools Actions | SAPBusiness One | Help

i News ~ ;E);; (A3 ™ @ Beply -4 Reply to Al E__; Forward | 35 ¥ ,EE -_'1 send/Receive ~ [ | [} Search addressbooks =
F ﬂ Log Off {m’ Synchronize... {ﬁ Quick Synchranize % Associated Activity L‘:ﬂd Quick save E-mail as Activity I% Save E-mail as Activity..,

Figure 8-7: SAP Business One menu in Microsoft Outlook

Synchronizing SAP Business One and Microsoft Outlook

SAP Business One has contact persons, activities, and documents. Microsoft Outlook has calendar
appointments, contacts, and tasks. Since this information is stored in separate databases, it is
important to synchronize it. And to synchronize this information, we need a common link between
Microsoft Outlook and SAP Business One. Business partner information serves as that common link

between the two applications.

To synchronize with SAP Business One, therefore, each calendar appointment, contact, or task in
Microsoft Outlook must be associated with a business partner. To associate a contact with a business
partner, display the contact in Microsoft Outlook and select SAP Business One — Associate with to

display an Associate with window shown in Figure 8-8.
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Associate the Outlook Contact Norm Thompson
with the business partner code C20000

x

Cutlook Contact: Marm Thompsan

Business Pariner | sna Company I

Business Partner Code 20000 e Recammend

Business Partner Name Morm Thompson

{~ Create as New Contact Person

{%" |lse Existing Contact Person INDrm Thompson j

" Use Business Partmer

Assigned To I Manager

Clear |

Synchronize This | | K I Cancel |

Figure 8-8: Associating a Microsoft Outlook contact with an SAP Business One business partner

Click the lookup button to the right of the Business Partner Code field to display a list of business
partners, or click Recommend to display a Select Contact from Recommendation window. This
window lists business partners who share the same e-mail domain name with the Microsoft Outlook

contact. Select the appropriate business partner and click OK.

If the contact names in Microsoft Outlook and SAP Business One are different, the Create as New
Contact Person button is activated automatically. If the names are the same, the Use Existing
Contact button is activated. Click Synchronize This and then OK to dismiss the message that pops
up, then click Save and Close. At this point, you can go into SAP Business One and see that the

Microsoft Outlook contact is included on the business partner record.

You associate tasks and calendar appointments with SAP Business One business partners in a
similarly intuitive fashion. When you add an appointment to your calendar in Microsoft Outlook and
synchronize, it updates your calendar in SAP Business One. Similarly, tasks are added as activities in
SAP Business One.

SAP Business One ...To Go 172



Sales Opportunities

Calendar appointment, task, and contact deletion alert. When deleting a calendar
appointment, task, or contact in Microsoft Outlook, check whether it should be deleted in SAP
Business One as well. Deletions are not automatic since they are irreversible.

Bulk Synchronization

Often you’ll want to synchronize not just one contact, calendar appointment, or task, but many at
once. To do a bulk synchronization, in Microsoft Outlook select SAP Business One —
Synchronization — Quick Synchronize. If you want fine-grained control over what is synchronized,

choose Synchronization — Synchronize instead. Consult the online help for details.

Saving E-Mail as an Activity
Keeping e-mail messages as part of a business partner record is a great strategy. Everyone in the
organization can see the e-mail related to a given business partner, enabling everyone to have the

complete details about a given customer or prospect.

Another key benefit to saving e-mail as an activity is that you can automatically create follow-up
activities that remind you to take certain actions. To specify what the default follow-up activity
should be, in Microsoft Outlook select SAP Business One — Default Settings — Save E-mail as

Activity.

To save an e-mail as an activity, display the e-mail message in Microsoft Outlook, then choose either
Quick Save E-mail as Activity or Save E-mail as Activity from the SAP Business One menu in
Microsoft Outlook. Similar to synchronization, selecting Save E-mail as Activity gives you fine-
grained control over exactly how this e-mail is saved, including, if necessary, creating a new contact
person for the business partner. You can choose whether to save any attachments along with the
e-mail message. Figure 8-9 shows how an e-mail message looks in SAP Business One. This e-mail
message was a follow-up to a phone call. To display an attachment, simply double-click on the

Attachments tab of the Activity window.
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Figure 8-9: An e-mail from Microsoft Outlook saved as an activity
in SAP Business One

Working with Quotations in Microsoft Outlook

Quotations in Microsoft Outlook work a little bit differently from what we have discussed so far. To
import quotations from SAP Business One, go to the SAP Business One menu in Microsoft Outlook
and choose Quotations — Set Filter to display the Quotations Filter window. In this window, you
set options that filter which quotations are imported. Click Save and Refresh to import quotations
using these options. Quotations are stored in an e-mail folder called Quotations, shown in Figure 8-
10.

You can create quotations in SAP Business One and then import them into Microsoft Outlook. After
you import them, you can display them, edit them, or send them as e-mails. You can also create new
quotations directly in Microsoft Outlook. The Quotation window provides you with direct access to
information such as warehouse quantities and the latest pricing, just as you have when creating
guotations in SAP Business One. In fact, when you add or update quotations through Microsoft
Outlook, they are updated or added in SAP Business One; no additional step (such as

synchronization) is needed.
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A Quotations folder is created automatically when
you install the Microsoft Outlook Integration Add-on
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Figure 8-10: Importing sales quotations into Microsoft Outlook

Generating Snapshots of Business Partner Activity

Snapshots provide you with powerful, detailed information so that you can effectively work with
customers and leads. Microsoft Outlook integration gives you the opportunity to see a snapshot of
information about business partners when you synchronize a given contact’s information. When you
choose Synchronize This from the SAP Business One menu in Microsoft Outlook, you are prompted
to create a snapshot of information for that business partner. Snapshots are Excel workbooks that

provide detailed information about a given business partner. You can choose from 10 snapshot
templates or create your own.

You can select a snapshot and generate it in one step by displaying the contact in Microsoft Outlook
and choosing SAP Business One — Associate with. The Associate with window appears, as shown in
Figure 8-11.
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Figure 8-11: Selecting a snapshot

On the Snapshot tab, choose a Snapshot Template from the drop-down list. To generate the snapshot,
click Synchronize This.

The snapshot that you create appears in the General tab of the contact’s record in Microsoft Outlook.
Double-click on the snapshot to open it in Microsoft Excel, as shown in Figure 8-12.

I Summary page (shown by default) is linked to detailed worksheets for all summarized information |
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| 4 | | Primary Contact Person John Doe
| 5 | | Snapshot Date August 23, 2006 Downloaded By George Helper
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To view more details about A/R invoices, click the AR Invoices tab

Figure 8-12: A customer snapshot opened in Microsoft Excel

SAP Business One ...To Go 176



Sales Opportunities

The snapshot includes a summary page (shown by default) that is linked to detailed worksheets for
all the summarized information. To view more details about service calls in the snapshot shown in
Figure 8-12, for example, double-click to go to that page of the workbook or simply choose the
Service Calls tab at the bottom of the workbook.

From Microsoft Outlook to SAP Business One

The preceding sections outline all the things you can do in Microsoft Outlook to manage your day-
to-day work on turning leads into sales. There’s one more thing you can do in Microsoft Outlook to
help you manage data: SAP Business One has key sales forecasting and reporting data that you
should update on a regular basis. Why not set a reminder in Microsoft Outlook once you decide how
frequently to update your sales opportunities in SAP Business One, whether daily, weekly, or
biweekly? In particular, update the value of the opportunity (if changed), the sales stage as the sale

progresses, and the status of each opportunity.

Reporting on Sales Opportunities

Reporting on sales opportunities is a key step, both for individual salespeople and for sales managers
and corporate executives. The SAP Business One main menu lists 11 standard sales reports that you
can create to manage sales opportunities and perform forecasting and analysis. To generate any of
these reports, select Sales Opportunities — Sales Opportunities Reports and choose the report you

are interested in. The table on the next page summarizes the available reports.

Using these reports, you can analyze every aspect of the sales process to determine the status of
opportunities that are currently on the table as well as those that have closed. This data helps your
sales managers plan their sales strategy and evaluate what is working and what isn’t in terms of

winning new business.
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Report Selection criteria What it shows
Business partner, territory, main
sales employee, last sales All open sales opportunities
Opportunities employee, stage, date, industry, | Sort order: territory, main sales
forecast documents, amount, percentage | employee, and business partner
rate, sources, partners, and (two grouping levels)
competitors
Same as opportunities forecast Forecast that can facilitate
" lus st jecti ime;
Opportunities plus status revenue projections over time; can

forecast over time

include closed opportunities
Sort order: month, quarter, and
year

Same as opportunities forecast
over time

Open, won, lost, and total
opportunities

rtuniti .
Oppo wnities Sort order: same as opportunities
statistics )

forecast plus item number and
item group (two grouping levels)
Opportunities Same as opportunities forecast Simple list sorted by opportunity

over time

number

Stage analysis

Start date range, predicted
closing date range, sales stage,
sales employee, business
partner, and optional inclusion of
opportunities with expired
closing date

A graphical report (see Figure 8-3)
that can be used to analyze stages
in which opportunities are and the
actual closing percentages for
each sale

Source
distribution over
time

Same as opportunities forecast
over time

Sales opportunities by source; can
be displayed graphically

Won opportunities

Starting date range, closing date
range, sales employee, and
business partner

Sales opportunities that have been
won

Lost opportunities

Same as won opportunities

Sales opportunities that have been
lost

My open No selection criteria Oven sales opportunities
opportunities P P
My closed No selection criteria

opportunities

Closed sales opportunities

Opportunities
pipeline

Business partner, sales
employee, stage, date,
documents, amounts, and
percentage rate

A graphical display of the sales
pipeline (Figure 8-13); right-click
on the graphic to create a dynamic
opportunity analysis (Figure 8-14)
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Running the Opportunities Pipeline Report

Perhaps one of the most important reports is the Opportunities Pipeline report, shown in Figure 8-13,
as it provides a visual answer to the perennial sales question, “What’s in the pipeline?” This report is
used to analyze the open opportunities in the sales pipeline and makes it easy to identify the
proportion of open opportunities in each stage relative to all open opportunities.

Using the Display drop down list, you can control what
column of the table is used to create the graphics

,J Tool tip displays details
B about each stage

HEIEE

| pate | 1
Bigrurmants |
Amounty L....l
(] peeartag (=]
Cispiay ¥ s
5 ol - .
Expectad Tota I

Weghted Total Amourt

Chzgins Paroarinsd

=A%
-8 B Cods EP Nara Stags Saiss £.. SwrtDets | Coging Date | Wag...
E €30000 | Microchips Lead 3 WN0r 121307 .
B C40000 Earthshakier Corpori Laad Sophie Kiog 12/13/07 131307
i1 C40000 Shondvilig Syitems - Lesd 3 £505/10 0510510
Double click a row or
asegment in the
graphics to display a
list of open
opportunities for each
stage 2
4 ]
I_ oK Il Cance! |

Figure 8-13: Opportunities Pipeline report
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You can display the Opportunities Pipeline as a dynamically changing graphic by selecting Goto —

Dynamic Opportunity Analysis or by right-clicking anywhere in the Opportunity Pipeline and

selecting this option (see Figure 8-14).

Qight click on opportunity pipe line to create a Dynamic Opportunity Analysis)/

"‘1\

The Legend
helps you
identify
individual
sales
opportunities

=

Dynamic Opportunity Analysis =miE®

Legend - Opportunities

'1 - Earthshzker Corporai \ @

'2 - Be=s Computess \-._,_

T @
&
:E- h\_,_
- -

‘ J Opportunities

‘: that are won

“ float

@o upwards.

Opportunities
that are lost
/,..- float
/..-f‘ downwards
| — N
/‘—'—F
sl Lost
He 44 14 4 ® ¥ » 1 12/06/07 -I—)' : |
/A\

lﬁro start, accelerate, interrup‘t,\
go forward or reverse the
dynamic display, click the
control arrows

Figure 8-14: Dynamic representation of the sales opportunities pipeline

The Dynamic Opportunity Analysis window represents each sales opportunity as a balloon whose

size corresponds to the potential amount of the sales opportunity. Both open and closed sales

opportunities are included. Each of the vertical divisions represents a stage in the sales process. The

balloons move according to their changing status along the longitudinal axis, which represents the

stages of the sales process.
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Sales Opportunities Checklist

Set up sales opportunities

U Go to Administration — Setup — Sales Opportunities
() Set up sales stages and define a closing percentage for each stage
() Set up competitors, partners, and relationships

Enter a sales opportunity

U From the main menu, go to Sales Opportunities — Sales Opportunity
() Select a business partner or create a new one for this lead

() Enter an expected closing date

() Enter a potential amount for this sale

U Fill in other information such as competitors and partners as desired

Report on sales opportunities

(' From the main menu, go to Sales Opportunities — Sales Opportunities Reports
U Select a report from the list

Enter a sales activity in SAP Business One
U Select Main Menu — Business Partners — Activity
U Specify an activity
() Specify a business partner, a date, and any further details

Associate a Microsoft Outlook contact with an SAP Business One business partner

U In Microsoft Outlook, select a contact
U Choose SAP Business One — Associate with
U Select a business partner

Synchronize Microsoft Outlook and SAP Business One

U In Microsoft Outlook, choose SAP Business One — Synchronization — Synchronize
() Set synchronization parameters and resolve any conflicts

Synchronize one contact and generate a snapshot

U In Microsoft Outlook, select a contact
U In the Contact window, choose SAP Business One — Synchronize This
L When prompted to create a snapshot for this business partner, click Yes
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In This Chapter
U Getting started
L customer Equipment Card
L Creating Service Calls

L Service Reports

This chapter describes the Service module in SAP Business One. Use this module if your company
provides different services to your customer and wishes to track it in a formal way. The service can
be based on particular items, serial numbers, item groups, or generally provided in the customer
level. Using this module, you can also get robust reports with regards to open service calls,
resolution time, and more. This allows you to analyze and evaluate the service level and service

representatives in your company.

Getting Started

I n order to start working with the service module accurately; you need to set up service contract

templates and determine whether a customer equipment card will be created automatically.

Service Contracts

The system has three default service contract templates: Bronze, Silver and Gold. You can add
additional ones to define different coverage, expected response times and expiration date. Figure 9-1
shows the gold service contract type, which provides full coverage including parts and labor, as well

as service on holidays
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Contract Templates - Setup ==
Name Gold [ Expir=d
Contract Typs Serizl Number x: Duration iz |[Monthis)
Response Time 11 ||Hour(s) x Renswal
Resclution Time Dzl s) V Reminder 30 ||Dayis) x
Description Gold Sarvice
©  Cowerags | Remarks | Attschments |
Start Tim= End Time
Monday QE:00 17:00
Tuesday OE:00 17:00 Irchide
Wadnesday |05:00 17:00 v Bart=
Thursday Q500 17:00 e
Friday 05100 17:00 [ Jitrave
Saturdz 00:00 23:59 =
4 " Including Holidays
Sunday 00:00 23:5%
ok )| cencel

Figure 9-1: Gold Contract Template

Customers that are entitled to receive service from your company should be assigned a contract. You
can use one of the templates as a basis, or create it from scratch. To assign service contracts to your

customers go to Service —Service Contracts.

As mentioned earlier, in SAP Business One you have three types of service, and this is determined in
the service contract. Figure -9-2 shows an existing service contract for a customer, and the different
types of service. Contract entitlement can be limited to specified serial numbers or item groups, or if

the contract type is Customer, no restrictions apply.
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Service Contract = s

Customer Cods -+ | C40000 Contract Ma. 1
Customer Name Earthshzker Corporstion Start Dat= 1227007
Contact Person i End Date 122708
Telkephane Mo, £03,627.3814 Terminztion Dste
Description Silver Suppart
Genarsl tems | Cove | attschments | Servics Cals .

. } s i ik 2 | If the contract type is:
Service Typs Regulsr - Status Approved X Serial Number — on the
moreact Type Serisl Number i Items tab, select the
i Sl = - supported serial numbers
Response Time 3 Hour(s) . Remindzsr 30 ||Dayis] -

Resclution Time Ceyls) hd Active Itams
4 Item Group — on the Items
tab, select the supported
Remarks Contract Templste Remarks
| groups
Customer — the Items tab
is disabled.
[ oK I | Cancel

Customer

It=m Group

Serizl Number

Figure 9-2: Service Contract Types

Service contract type reminder. Although you define a default contract type, at any point in tim
it is possible to update this field. If you change the contract type from a Serial Number to Item
Groups for example, the serial numbers will be deleted and you will have to select item groups. An
alert will be displayed before the change is applied.

¢

Setting up the automatic creation of customer equipment cards
If you provide services for particular units you have sold, that means that your service type is serial
numbers. In this case, a customer equipment card (CEC) must be created for these serial numbers. If
you choose to, SAP Business One can automatically create a CEC when you sell a serial number via
a delivery or an A/R Invoice. For this to occur, one of the attributes of the serial number must be a
unique value per item. Go to Administration —System Initialization — General Settings —
Inventory tab — Items subtab. In the Unique Serial Number by field, choose one of the three

attributes, and check the Auto. Create Customer Equipment Card box.

To further automate the process, link a Warranty Template to the item master data, general tab.
This is one of the service contract templates that exist in the system. Once you deliver a certain serial

number, both a CEC and a service contract are created automatically for the customer.
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Customer Equipment Card

As we mentioned before, the CEC can be created automatically. However it is also possible to create
it manually from the Main Menu— Service — Customer Equipment Card For manual creation, you
must enter a unique value in the serial number attribute, as you defined it in the system initialization.

Additionally, you must select an item code and a customer code.

Figure 9-2 shows a customer equipment card that was created automatically. All the service
contracts, existing service calls, sales data and more are displayed in the CEC window.

Customer Equipment Card e

Mfr Serial No, MFG-1963-1207 Status Active i

Sarizl Number OEC-DECO?-15582 Pravicus SN

Ttem Mo, ADDD0S M SN

Item Description HF 800 Series Inc

Customer Code 40000 Tachnician

Custzmer Name Ezrthshzker Corporstion Territory

Contact Person Petzr Dimarzio bl

Telephone Mo, E03.527.3814

— _ : _ _ L) Al related activity is
Address MOUSeRBce Bl Il Service Contracls || SalesDats | Trenssctions || Attechments |"‘_:_-_:. displayed in the different

# | call No, Crestion Date | Subject Itam Ma. SN Customer Name | Status tabs of the Customer
e 3 12/37/07 Paper Jam | 400006 MFE-1968-1 Earthshaker Corps Open Equipment Card

[ OK I | Cancel

Figure 9-3: Customer Equipment Card

Creating Service Calls

Now that we have service contracts and CECs, we can start creating service calls. Go to Service —
Service Call. The service call represents an event where your customer contacts you to request
service, and you wish to record it in the system for monitoring purposes. The service call contains
the CEC, the time it was opened and closed, which user handled the call and the time it took to
resolve the issue. You can link an Activity, for example to set up a reminder for a follow up. You can
record the solution provided, and list additional expenses that were required to resolve the issue. To

create a Service Call, follow these steps:
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o Select a customer: the system performs a credit check and determines whether this customer
has a valid contract. If there is no contract, you can confirm the alert and continue anyway.

o Select an item and a serial number
o Enter the subject of the call
o Optionally enter general information such as problem type.

The call is assigned to you by default; however you can assign to another user, or to a queue.

O

Figure 9-4 shows an existing service call. You can add more information to the call such as remarks,

solutions expenses and the history of the call.

Service Call Ll
Customer jcan000] Call Status Crpen x
MName Earthshaker Corporstion Call 1D 5

Contact Person i |Daniel Brown . Priority Low il
Telephone No. 603.,527.3614

Mfr Serizl No. MPG-1955-1207 Crast=d On 051510 ||16:02
Serial Number v |OEC-DECD7- 19562 Closed On

Itam ADDDDG Contract No. b &

Drescription HP 500 Series Inc End Date 12{31/10

Ttem Group HP Printers

Subject |Printzr dossnt print

General | Remarks || Activities | Solutions |: Expenzes | Resclution |_/ History i{: The HiSIOfy tab

- - = - - - ; shows all previous
# | Date of Upd... Updstz Time | Updsted by Diescription Pravicus Valus New Valus ] undates to the call
1w 06/15/10 16:09 Managsr b
z Service Csll Crested
3w D5/15/10 15:21 Managsr
4 Solution added
5 Response
& Resolution -
[ oK I | Cancel | Collzpss All || Expand All
Document Type ZAa'=x
Transferred to Technician
Ordar
") Defvery
T Returned from Technican
) Retyrns P —
} Javoicn On the Expenses tab you can add these
&P Mamo document types. If you included items
defined as labor or travel, these are
oK || Canced | displayed in a separate table

Figure 9-4: Service Call

Recommended solutions. On the Solutions tab, press the Recommended button. Solutions
from the knowledge base that were used in the past for this item are displayed. Choose the
appropriate solution if it is applicable to your problem.
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Service Reports

The various service reports give you the opportunity as a manager to monitor and analyze the

service level provided by your company. As a manager, you can run the reports by user, by response

type and view average closure time. As a service representative, you can view open calls waiting to

be handled, as well as see a list of your open service calls and overdue calls.

Report

Service Calls

Selection criteria

Created On, Resolved On,
Customer Code, Handled by,
Item, Queue ID, Problem Type,
Priority, Call Type, Origin, Call
Status, Overdue Calls

What it shows

All service calls within the
selection criteria, including Call 1D,
customer and item information,
serial number, subject, creation
date and more.

Service Calls by
Queue

Same as Service Calls report

Same as Service Calls report,
except grouped by Queue

Response Time by
Assigned to

Same as Service Calls report

Grouped by user, Call ID,
Response type, Time in Queue

Average Closure
Time

Same as Service Calls report

Closed service calls, including the
creation time and date, closure
time and date, and the calculated
time for closure

Service Contract

Customer code, contract start
and end date, contract type,
status and service type

All service contracts with their
type and status.

Customer
Equipment Card

Customer and Item selection.
CEC status

All CEC, with customer name, serial
number attributes, item code,
contact person and status

Service Monitor

Handled by, queue, and priority

Live report displays a graphic of
open and overdue service calls

: NA All service calls that are handled
My Service Calls
by the current user
My Open Service | NA All open service calls that are
Calls handled by the current user
My Overdue NA All overdue service calls that are
Service Calls handled by the current user
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Authorizations, and Approvals

In This Chapter
U Overview of Document Creation Features
] Authorizations, Approval Procedures, and Document Drafts

L Accelerating Document Creation Through Wizards

This chapter examines document creation features such as document drafts, drawing documents from
one another, and mass creation of documents. These are three ways that SAP® Business One helps
users accelerate and automate the process of creating documents. By combining authorizations and
approvals with document creation features, the application provides a powerful toolset so that users

can perform only tasks that are appropriate for their level of responsibility and authority.

Overview of Document Creation Features

The document creation features of SAP Business One make repetitive tasks as easy as possible, so
that with little effort or repeated work you can quickly create the documents you need. Because
document creation is such a central activity in SAP Business One, different methods exist to serve
the different situations that users find themselves in. The two most common ways to manually create
documents one at a time—using add mode or using an existing document draft—are shown in the

following two figures.

When you navigate through the main menu, frequently the document is opened in add mode. When
searching or scrolling through documents, you can enter add mode by pressing Ctrl + A or by
clicking the add mode icon (see Figure 10-1). In add mode, the Add button appears in the bottom left
of the screen. Once you enter data, you post the document or add master data by clicking the Add

button.

SAP Business One ...To Go 188



@ Document Creation, Authorizations, and Approvals

Enter data for new document in Post the new document by
Eﬁh:ﬁdﬁﬁg :n;;:u; odd mode, which is indicated dicking the Add button or save
new document in add mode by the Add button in the it s o droft by selecting
bottom left of the screen File -+ Save as Draft

Cirl + A Nowved
document

Add mode screen for |
new document .
.

Figure 10-1: Creating documents using add mode

Instead of clicking the Add button, you can use the File menu to save documents as drafts, or right-

click the document header. A document saved as a draft can be used as a template to create similar
documents over and over. Document drafts are also used to store documents that are moving through

an approval procedure.

SAP Business One sales and The new document is posted
purchasing documents can be with the adjusted information,
saved as drafts but the draft stays in place fo
New documents can be created be used again
by posting from the draft
document
Document New i
draft posle
Example: A purchase order for office document

supplies is adjusted every month
with new quantities as needed

Reminder: Document drafts are
also created as a part
of the approval process

Figure 10-2: Using document drafts to create documents

Both of these methods for creating documents are straightforward and involve the typical process of

filling out a form and saving it.
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In addition to supporting the manual creation of documents, SAP Business One offers two wizards
for document creation, the draw document wizard and the document generation wizard, which are

explained in greater detail later in this chapter.

Authorizations, Approval Procedures, and
Document Drafts

Approval procedures and authorizations are two aspects of role definition in SAP Business One. By
granting and limiting authorizations of a specific user, you determine what functions the user can

access and what actions he or she can perform. Approval procedures provide the administrator a way

of fine-tuning what each user can do.

Perhaps you are wondering about the relationship between authorizations, approval procedures, and
document creation. Well, these features can be combined; for example, a salesperson can create sales
orders and grant specified discount percentages. As the administrator, you can then fine-tune this
authorization so that the salesperson can create sales orders up to a specific amount. You can also
use approval procedures so that a salesperson’s manager has to approve sales orders that exceed a

certain discount percentage.

User Authorizations
The process of setting up authorizations in SAP Business One is like handing out a set of keys that
allow access to certain features and functions. Authorizations permit or prevent certain users or
groups of users from performing such functions as:

o Creating certain types of documents

o Viewing or managing certain types of data

o Creating user accounts

o Setting permissions for other users

o Accessing features from the main menu

o Posting documents when the period status is Closing Period or Unlocked Except Sales
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Authorizations make use of the organizational model of your business to allow access to be
controlled by the management level of a staff member. Authorizations can be copied from one user
to another, and all changes made to authorizations are tracked.

The authorization mechanism of SAP Business One provides fine-grained control of which features
of the application are available to each user. As Figure 10-3 shows, the Authorizations window
(reached by selecting Administration — System Initialization — Authorizations) brings together a
list of users and a list of all functions available in each module of SAP Business One.

Authorizations
Donna has various authorizations for Sales — A/R including full

authorization for Sales order, and read only for A/R Invoice

ToSrsaten
Bil
Various Authorzations &
=22 Full Autharzaten
Erag Sales Order Ful Aythorization
r’ Dot Return Read-Only
Fred AR Down Payment Invoice No Avthorization
AR Invoice Read-Onky
i A/R Tnvoice + Payment Raad-Only
Fm A/R Credt Mama Ne Authorization
John &R Reserve Invoce No Auvthorizaton
Linds Document Generation Wizard o Authorization
e Document Draft Read-Only

Docummant Printing Ful Autharzatan

Durning Waard Mg Ay aton

§
K]

Mary P Zales Reports Ne Authorization
Michael Tax Only Ful Authorization
Faula Change Rowr Amounts Ful Authorization
ohi Change Salss Emplayes Ful Autharizatian
i
Za'es Empioyes Update Ful Authorization v
\ Sophia q ’
Tom
Max, Discount - Sales 0,000 | Expand | [ Ccllapsa
Max, Diszount - Purchase 0000
M, Distount = Ganara 90001

_ Mz, Cash Amount for Incoming Payments

I Full Authorization | | Fead Onky |i Ho Authorizstion |

I Llpdl!!j | Cance!

Drag Donna's name
and drop on Sophie’s
to copy authorizations

Cepy Authorizations from Donna Te Sophie? k?j

[ Cepy “ Cance

Figure 10-3: Authorizations window

Each module includes a list of the functions available and access rights that can be granted or denied
on a per user basis. This window provides additional settings for maximum discounts, cash

disbursements, and the use of encryption.
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To save time when you have multiple users with similar authorizations, define the full authorizations

for one user, and then copy it to others by dragging and dropping the user name on top of the others.

Portal pointer. For details on user authorizations, see the “How to Define Authorizations” guide
available at http://service.sap.com/smb/sbocustomer.

Password Administration

Use the password administration window to define the security level for passwords in your company.

Go to Administration — Setup —General — Security. You can choose one of the three built in
levels: low, medium or high, or use the Custom option to define your own. Here you can choose
minimum length, minimum upper and lower case characters, minimum digits, expiration, and more.

All users are required to follow these rules in order to login to the system.

Data Ownership

In addition to general user authorizations, you can control document access using Data Ownership
authorizations. The data ownership authorization identifies the owner of a specific sales or
purchasing document and permits other users to access or change that document according to their
relationship with the owner. For example, two sales employees are authorized to create quotations,
but as a manager, you would like to prevent one sales employee from accessing the other’s
quotations. With data ownership you can define the relationship between the two employees as a

Team or Department, and restrict access to quotations created by others in the team or department.
To setup data ownership, follow these steps:

1) Go to Administration — System Initialization — Authorizations — Data Ownership Exceptions.

Check the Enable Ownership Filtration

2) Choose between three options for each document type: No Filtering, By Header and Row Owner

or by Header Owner Only

3) Create employee master data under the Human Resource module. Each employee should be
assigned with a user code and a sales employee. Optionally assign the employees to department,

branch, team and a manager
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4) Associate your customer with Sales Employees. The owner will be the human resource’s record
that is linked to the sales employee of the selected customer in a sales document. You can

override the owner in the document header or row.

5) Finally you need to define the relationship between employees, go to Administration — System
Initialization — Authorizations —Data Ownership Authorizations. See Figure 10-4 for setting
up data ownership authorizations.

Employee records linked to users show on For each document type, choose the

the left authorization by role

Data Owy

Employsss Diocument Paar IMan=sgsr Subordinate  Departent | Branch Tesm

Bill Levin AP Credit Memo a

Sophie Clog o ke e - : i :
AP Invoice MNons ¥ |Mone ¥ |Mons ¥ [Mana | Mons ¥ |Mans F
&R Credit Mamao Mons ¥ |Nons ¥ |Mons ¥ | Nons ¥ |Nons ¥ MNans =
&R Dowvin Payment MNons ¥ | Nons ¥ Non= ¥ |Non= ¥ | Mon= ¥ |Nans il
AR Invoics MNons ¥ |Non= ¥ |Nons ¥ |Non= ¥ |Non= ¥ Nons .
Delivery Nons ¥ |Naone ¥ |Nons ¥ | Non= ¥ |None ¥ |Ncons -
Goods Recsipt PO MNane ¥ | MNone ¥ | None ¥ | Mone * | Nons | None -
Goods Return Mons ¥ |Nons ¥ |None ¥ |Nans ¥ |Nons ¥ |Nocne i
Purchzss Order MNone * | Mons * | None * | Mone * | None * | Mone ol
Returns Mons ¥ |Nons ¥ |Non= ¥ |Non= ¥ | Nons ¥ |Non= i
Cales Opportunity Mons ¥ |Nan= * | Mone ¥ | Mans ¥ | Mons ¥ Mans =
Salzs Order MNaons * Mons * | None * |Mons * | None * | Mane wEw

[ oK I | Cancel | | Full Authorization | | Read Oinby || No Authorization

Figure 10-4: Define Data Ownership Authorizations

Note that some authorizations may overlap. If two employees are in the same team and have the

same manager, it is sufficient to define Team authorizations only.

Data is filtered based on each user’s data ownership authorizations. The filter applies to reports,
drag& relate, and browsing through existing documents. While browsing, if the user encounters a
document that is restricted by authorization, the system skips it or shows it as read only, depending
on whether authorization was setup as No Authorization, Read Only, or Full Authorization.

Approval Procedures

Approval procedures in SAP Business One are a collection of powerful mechanisms for controlling
who can do what and who must be consulted to permit exceptions. Approval procedures involve
setting limits on the size and nature of the business transactions that each user is authorized to
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execute. When someone tries to post a document that exceeds a limit set through the approval

procedures, that document is automatically saved as a draft during the approval process.

SAP Business One supports thresholds for approvals, stages for approvals, and a general purpose
mechanism that can subject almost any type of document to approval. When a document is flowing
through the approval process, it is stored as a draft until approval is granted, and that is when the

person who initiated the document can post it.
Approvals have two dimensions:

o Approval thresholds, which are criteria above or below which approvals are needed for
various categories of documents. SAP Business One includes predefined terms that you can

use to build criteria, or you can create customized criteria by writing a query.

o Approval stages, which are the steps the approval follows from the originator of the request

to one or many people who must approve the work

The best way to get an idea of how approvals work is through an example. Let’s imagine that Fred, a
departmental administrator responsible for ordering office supplies, has a limit of $1000 per
purchase order. One day, to prepare for a large meeting, Fred has to order a much larger than normal
amount of supplies, which results in a purchase order for $2,000. When Fred tries to add that
purchase order, he gets a message that indicates approval is necessary, and that it has been requested.
The purchase order is not added but saved as a draft, and a message is sent to Fred’s manager. If

Fred’s manager grants approval, Fred can add the purchase order.

Figure 10-5 shows the steps in the approval process.
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Approvals are set up to
control business activity

When a document is Reports show which documents
created that requires are in which approval sfages
approval, a draft of that and which documents have
document is saved been approved or rejected

SAP Business One sends
message about the approval to the
person who can grant the approval

If the approval is granted, the If the approval is denied, a

draft document is posted, new document is not created
creating a new document and the draft sfill exists

In either case, a message is sent fo the
person who created the document,
notifying him or her about the outcome

Figure 10-5: Steps in the approval process

If the approval is denied, the user can modify the document to meet the approval criteria. Once
updated, if the document now meets the terms, the document is added to the system. If approval is

still required, a new approval process starts.

SAP Business One implements the process described in the example through approval templates that

can be accessed via the main menu by selecting Administration — Approval Procedures —

Approval Templates. Approval templates include four types of information:

o On the Originator tab you specify users to whom the approval procedure is applied. The
departmental administrator in the example would show up here.
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o On the Documents tab you indicate which documents need approval. You can choose sales
and purchasing documents, inventory documents, or outgoing payment. Following the
example above, the purchase order would be specified here.

o On the Stages tab you define approval stages. In our example, there would be one stage
created for manager approval.

o On the Terms tab (shown in Figure 10-6) you set thresholds that trigger an approval. This is
where the $1000 threshold would be set. You can alternately indicate that every document
requires an approval.

Templates can be named (the template in Figure 10-6 is named PO_ Approval). The Active checkbox
(to the right of the Name field) must be checked for the approval template to be enforced. Approval
templates can govern a wide variety of parameters; for example, Figure 10-6 shows a rule that
requires approval for a purchase order with a value more than $10,000. In addition a customer query
can be assigned as an additional condition. In this example, the approval applies to specific vendors.

Special query syntax is required here. Consult your implementation partner for more details.

Approval Templates - Setup =

Mams PO Approvs E Active
Diescription PO greater than 10,000
Criginator | Documents Stzges // Tarms
Lsunch Approwal Procsdurs:

A

™ Ahways

{(*) When the Following Applies
Choosa Tarm Ratio Walus
[] Davistion from Credit Limit Undefined Typs
| Devistion fram Commitment Undefined Typs
] Gross Profit 9% Undefined Typs
| Discount %% Undsfined Typs
1 Deviation from Budgst Undefined Type
[v] Totsl Document Graster than ™ S 10,000,000

erms Bassd on User Queries
= | Query Nams

1 | PO from sslected vendors
1

Totsl Selected Terms: 2

l Add I [ Cancsl |

Figure 10-6: Terms tab of Approval Templates — Setup window
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Approvals reporting reminder. Two reports are key to the day-to-day use of approvals. The
approval status report shows originators the status of their requests for approvals. The approval
decision report shows authorizers all documents that are pending approval. Both reports are options
under Administration — Approval Procedures.

With templates for approvals properly set up, approvals are managed in the following way. When an
originator creates a document that needs approval, SAP Business One sends a message to the
authorizer who is required to approve the document (there could be a chain of approvals required).
An authorizer can approve or reject the document using the Messages/Alert Overview window
(shown in Figure 10-7). If there are alerts pending for you, this window appears when you log in to
SAP Business One. This window can also appear while you’re in the application, depending on

settings made for you by your system administrator in Administration — Alerts Management.

Inbox tab displays all Qutbox displays pending Sent Messages contain all
received messages including messages of messages that messages sent including
sender and status could not be sent recipients and date and time
E.sages[Alert Overview - c
P Inbeox | Outbox I Sant Messages
1 | Subject Date w From |
Request for Documeant Approval 050610 Sophi= Klogg (&) =
Remind Notice for Phone Call: Sal 05/04/10 Sarver ] -
] »
Please approve this PO :I
=
#  Request for Document Approval
1 Purchass Order based on draft no. 20
| Forwizard | | Rephy | | Dzlete | | Qut of Office |

Figure 10-7: The Messages/Alert Overview window

The Messages/Alert Overview shows information about the document that is pending approval;
clicking on the orange link arrows allows authorizers to quickly review documents requiring their

approval. Authorizers can add remarks that clarify the rationale behind decisions.
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No matter what the outcome, as soon as the authorizer acts on the document, SAP Business One
sends a message to the originator of the document, and the message is displayed in that user’s

Messages/Alert Overview window.

If the document is approved, the originator can then convert the approved draft to a document

directly from the Messages/Alert Overview window if desired.

If the authorizer does not approve the document, the originator receives a message to that effect as

well. As you would expect, in this case the draft cannot be converted to a regular document.

Creating Document Drafts Manually

Approval procedures create document drafts automatically. It is also possible to create document
drafts manually for a variety of reasons. This may be required because a document is only partially
filled out and it will be completed later. Or perhaps someone knows how to fill out one part of the
document but needs help from someone else to finish another part. Document drafts can also be used

as templates for documents that must be filled out over and over again with minor changes.

Manually creating document drafts in SAP Business One is simple and straightforward. Document
drafts can be created for sales and purchasing documents. When creating documents in these two
areas, you can choose the Save as Draft menu option from the File menu, or right-click the document

header to save as draft. (Figure 10-8).

Fle Edit Yiew Data Goto Modules Tools

Close

Save as Draft

Page Setup...

Preview...

Preview Layouts...

Print... Ctrl+P

Select Layout and Print...

([0 kA B

Send k
Export k

Launch Applicatior. .,

e

Lock Screen

Exit Ctrl+Q

Figure 10-8: File menu for creating document drafts
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If you save a document as a draft, it is available for later use. The next step in using a document draft
is finding the existing drafts and then choosing one as the basis for creating a new document, a

process summarized in Figure 10-9.

Document Drafts Report - Selection Criteria =%
= Open the Document Draft Report from

veer marager = L1 Lowry el the Sales — A/R =2 Sales Reports
[+ zales- &/R [ Burchasing - A/F

r!] Ss'es Quotations .:/__: Purchass Orders

[w] Sales Orders [v¥] Goods Receipt PO

[¥] Deliverias [v] Gocds Return

L Returns F_J} AP Dowin Payment

[¥] AR Dowin Payment [V AfP inveices

[w] AR Invoices [v] AfP Credt Memcs

[#] A/R Credit Memos

Document Draft ==l
[#] jrvantery Docurment Decument Ne. | Posting Date | BP Code Total Remarks
[v] Goods Receipt A/R Invoices 33 10/13/09 C20000 5 435.00
[v] Goods 1ssue Sales Orders 28 05/07/10 C23900 Capy
[¥] inventory Transfars Sales Ordars % 05/07/10 C40000
Remaove
E o< ][ o ) Close
W Filter Table,..
R [+z} SortTable...
Row Details...
Document Draft

Right-click the draft and choose to
remove it, close it, or open the
document to view it, make changes
and add to the permanent file.

'\i—.‘g Lo | cance

Figure 10-9: Finding document drafts
After you open the document draft, you can adjust the information and save it again, either as a draft

or as a regular document.

Here are a few more examples of common ways you can work with document drafts in addition to
the ones mentioned so far:

o Creating templates for recurring documents

o Saving work for use by another staff member

o Capturing information for a document you don’t have authority to approve

o Saving work in progress to come back to later

SAP Business One ...To Go 199



@ Document Creation, Authorizations, and Approvals

Document drafts can be deleted from the Document Draft report (see Figure 10-9) by right-clicking
on a draft and selecting Remove from the context menu. If you add a document using a draft, the
draft is not deleted automatically. You delete it once you no longer need it. Users can save their own

drafts and can use drafts created by other users.

Accelerating Document Creation through
Wizards

SAP Business One offers two wizards to automate the creation of documents. The draw document
wizard guides you through the process of creating a new document by using information from one or
more other documents as a starting point. This automated copying to and from documents to new
documents saves time and reduces errors. For example, you send out a sales quotation for a set of
goods and, after talking with the customer, you find that the requested quantities have changed for a
few items and one item will not be ordered. The advantage is that you don’t have to reenter data
from the quotation into a sales order; you can copy the quotation to a sales order or you can copy the
sales order from one or more quotations. In this way, SAP Business One helps you save time and

avoid errors.

The document generation wizard automatically creates multiple new sales documents using other
sales documents as a starting point. In this way, for example, all of the orders collected by a call
center can be turned into deliveries at the same time so those products can be recorded as shipped
from the warehouse. Or if a sales order contains items to be shipped to two locations, then two

deliveries could be created for one sales order. Both wizards are explained in the following sections.

Draw Document Wizard

The draw document wizard helps you create a new document from an existing one by guiding you
step-by-step through the process and giving you advice along the way. The wizard is available for
most documents in the sales and purchasing modules. To get the process started, you create a blank
version of the document. For example, after opening a blank sales order and specifying the relevant
customer, you start the wizard by clicking on the Copy From button in the bottom right corner of the

window (see Figure 10-10).

You choose the document you want to use to create a new document from the list of eligible sales

quotations shown. Multiple sales quotations can be used in creating a new sales order.
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Choosing a document starts the draw document wizard, which provides different choices for
customization and altering data based on the document that is being created and the source
documents used to create it. For example, you can choose whether to use the exchange rate as it was
when the sales quotation was created or the current exchange rate as it is updated today in the
exchange rate table.

Cortact Parner
S Rt . Selecting Sales Quotation from the
Copy From drop down menu at the
S geewen | wpea | sazurieg bottom right of a new sales order
lueiSericeType e L Summry Type e Summary - display a list of sales quotation for
& | B Mo e Cigncr gt Cuaraty e By D e . | Totw (LC)

the selected customer that could be
drawn to this sales order

Sa'es Eroioyee dopha Wiogg bt Toial Bafore Discount
Qrevrar Hog. Fopha Doacount L

Freght

Becarks Teks § 5,50

Copy From ‘] | Copy To |

Sales Quotstions | —— 1

Find

. & Date Customer Rgmarks Dt

[T711  (05/04/i0  Hoem Thompsen Cred? Limit 06/04/1 =

2 12 05/04/10  Morm Thompsen 080411
4 L3

o) (o

Choose one or more quotations to start the Draw Document Wizard

Figure 10-10: Starting the draw document wizard

As Figure 10-11 shows, you can choose to customize item-level data—and here you can change
almost everything. You can delete rows, change quantities, change prices, provide discounts, and so

on.
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Draw Document Wizard —_ax

Select Item To Copy

Lisplzy BP Cstalog Mo,
[1 oesplay 7 If you choose

£ | Bzse Document | Ttem No. Tt=m Diescription Qty | Unit Price Disc... | Totsl Customize in the
1 11 - AODDDZ  IBM Infoprint 1222 1 S&00.00  0.000 £ £00.00 first step, choose
2 11 . ADDD0Z  IEM Infoprint 1228 1 SEE250 0000 £ 5150 the rows,

3 1 - A0DD0L  IBM Inforprint 1312 2 S43500 5000 § B28.50 quantities, freight

and exchange rate
you would like to

copy

Figure 10-11: Using the wizard to create a sales order

If the base documents include freight amounts, an extra step is added to the wizard. In this step you

can choose the freight amount you wish to draw, as well as the drawing method.

The newly created sales order has an automatically created note indicating which sales quotation or
quotations were used to create it. It is also possible to determine the base document from which a

document was created or the target document created from a base document using two icons in the
toolbar. When a document is open, clicking the base document icon Al opens the first document

used as the base for the current document. Clicking the target document icon &) opens the first
target document created using the currently open document as a base. This way of looking up base
and target documents also works on the row level for specific items. If you mark a specific row and
then click the base or target document icons, you can see the document that was base or target for

that row.

Document Generation Wizard

The document generation wizard automates the process of creating documents used in the sales and
fulfillment process of SAP Business One. When you use the wizard, you can decide to create target
documents such as deliveries or invoices automatically using sales orders, deliveries, returns, or A/R
invoices as a foundation. The document generation wizard is designed for businesses that produce

batches of invoices or deliveries once a day or once a week.
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Backup reminder. The document generation wizard may create tens or hundreds of
documents at a time, many of which have significant accounting impact and are difficult to roll
back. For this reason, you should use this wizard carefully and usually only after creating a full
backup of the database. This makes recovering from a misstep a matter of restoring a database
rather than manually rolling back hundreds of journal entries. Another way of experimenting
safely with document generation is to configure the wizard to create draft documents so that you
can execute the wizard and see if everything worked properly before posting the documents.

Because of its power, the document generation wizard is usually something that your implementation

partner will train you to use. This section provides an overview of the main steps involved in using

the document generation wizard.

The wizard, started from the sales — A/R module, presents a welcome screen followed by a screen for

step 1, which allows you to retrieve a named set of saved parameters for a document generation run.

The screen for step 2 of the wizard is shown in Figure 10-12.

Document Generation Wizard

Select the decument type and the characteristios of the target documents, In addition, s=t the
summary method {can be changed after zddition).

Target Document

Target Document

Fosting Dete 050710

Document Date L0710

Serizs

Ei Itzms Mo Summary

I:l Service Mo Summary

Ewchangs Rate Uss Current Rate
Step2of 8

[] Creste Draft Documents

Szles Order
Delivery
Returns

AR Invoics

Using the Document Generation
Wizard you can create Sales orders,
Deliveries, Returns and invoices. One
document type per run

Figure 10-12: Target document settings

The Target
Document step
allows you set your
preferences
regarding the
documents that will
be created
including date,
numbering series
and summary level
foritems and
service

Target document settings shown in this figure let you control the type of document you are creating

(sales orders, deliveries, returns, or invoices) and customize other parts of the document. Here you
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can choose to save as draft, and determine which type of documents will be created: items, service,
or both.

In step 3 of the wizard, you specify which documents to use as the base documents for document
generation. Just as with the draw document wizard, the document generation wizard allows you to
select documents to draw from to create new documents. Figure 10-13 shows the screen used to
select base documents.

The Base Document step allows you set your preferences regarding the documents that
will be copied over including date, numbering series and document type

Document Generation Wizard - %

Base Documents
cuments to be processed by choosing the appropriste document bypes and

= z Document Number

From o

BP R=fzrancs No.
Doc, Typss Posting Dste .
I—l Cales Quotations Defivery Date Document Currency
ﬁ Sales ::r:inrs Saries - Szles Employves
@ o S Document Tota

eliverizs
g Ship-ta Cods
Expanded Sslection Criteris T
= Shipping Type
Project Code

Document Date

Payrmant Tarms Cods

444/

Paymant Method
Ship 5t

Ship City

Saort by PO # Required?
Enter PO =

Service Call Mumber
ENRHmode!

# | Sort Field

i  Document Number

2 DusDste T =
: = CHRH
Step 2 of 8 Cancel H = Back || Mesct = |
Filter the base document by any
Sortthe base document by different criteria. number of criteria including user
Choose up to 3 sorting parameters defined fields

Figure 10-13: Selecting base documents

One of the more powerful features of the document generation wizard is the way that it understands
which document is the most authoritative. For example, if a sales order was created from a sales
quotation, and both the sales order and sales quotation are included as base documents, the document
generation wizard ignores the sales quotation because the sales order supersedes it. The base and
target document icons can also be used to find the base and target documents that were created
through the document generation wizard.

In step 4 of the wizard you select how (and whether) you want to consolidate documents. If you just
keep the default, the basic rules for consolidation are implemented: documents are consolidated if the
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base and target document are for the same customer, and same type. You can define additional
criteria for consolidation, such as ship-to name, payment terms, payment method, or custom criteria
based on user defined fields. In step 5 you choose specific customers for which documents should be
created in the run. Step 6 specifies what should happen if there is missing data or bookkeeping or
inventory errors when creating documents. The choices are either to skip to the next document, to the

next customer, or to obtain confirmation interactively.

In step 7 you can save the settings for the run using name and description, execute the run, or both.
Before executing the run, the application reminds you that you should have a current backup. Step 8
of the wizard is a listing of the documents that were created, along with any error messages that may

have been generated.

While this overview provides a good idea of what the document generation wizard can do, it is
prudent to seek help from an implementation partner or do a lot of experimentation in a test

environment before using this feature in production. With great power comes great responsibility.
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In This Chapter
L Overview of printing capabilities
O Initial setup
Q) Print layout designer

L SAP® Crystal reports

Printing documents and reports to a hard copy or to a file, is an essential part of your day to day
work. With SAP Business One you can print immediately after you created your company database.
Each document or report comes with a predefined print layout template created based on industry

standards, that can be used as is, but can also be modified based on your company’s unique needs.
We distinguish between document layouts and reports:
o Document Layout. Each document type, such as invoice and delivery, has a print layout

template that allows you to print the individual documents.

o Report. A set of data arranged in a report, based on your selection criteria. Each report also
has a print layout template. Reports also refer to independent Crystal Reports located on the

main menu .

Screen layout versus print layout. What you see on the screen is not how the document or
report will look like when you print. For example, if you add a column to the document table on the
screen, it will not affect your print layout unless you also add this to the layout. Print layouts can be
maintained using the Print Layout Designer (PLD) or the SAP Crystal Reports tool.

Any document or report can be print previewed on the screen by clicking the print preview icon (&
If the default template is a PLD report, the PLD preview screen opens. If the default template is a
Crystal Report, the Crystal Report viewer opens.

You can choose to export your print layout to a PDF, text, or an image file by opening the desired

document, and choosing File — Export — Layout to. While sending an external email from a certain
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document, the system asks the user whether to attach the edited report. This will create a PDF file
and attach it to the email message. SAP Business One tracks the printing status of sales and
purchasing documents. Once a document has been printed, its status updates. This allows you better

control over what is printed, and what is yet to be printed.

You can choose to print documents automatically after they are added, or print them in a batch using
the Document Printing window. In the Document Printing window, choose the document type to be

printed, and filter by date, series, and printing status.

Instead of printing each document at a time use Document
Printing. Choose what to print and how many copies

Document Printing - Selection Criteria

Document Type AR Invoices -
Serizs A i
When Batch/Serial No. Exist, Print Document and Batch/Serizl No. i
D Crpen Cnly

[¥] ©nby Documents Still to Bz Printed

Posting Date From

(4]

Internal Mumber From

(4]

Ma. of Copiss x

l O ]l Cancel |

Figure 11-1: Print documents in a batch

Initial Setup

You can choose if, when and which documents to print. You can set defaults for how each document
type will print, as well as how many copies will be printed. Go to main menu Administration —
System Initialization — Print Preferences. See Figure 11-2 for company level printing settings
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On the general tab define preferences in the company level such as margin,
max rows, and which serial number attributes to print with documents

Print Preferences L.

- Geperal | Per Document ;

Max, Rows per Page 3|

Print With Vertical Compression 10D .
Top Margin {cm) 11

Bottom Margin {cm)
Mz, Rowvis per Page in Export 10
When Printing Layeout Including SN, Print Seriz! Mo, .

|:| Print Text == Picturs
D Print on Letter Paper
Frint SAP Business Onz Generation Masszgs

Print Drraft Watermark on Draft Documents If you select

a company

. logo, system
Business templates

One

that contain a
Loge field
will
automatically
print this
logo

Figure 11-2: General Print Preferences
On the Per Document tab, select the document type and make your printing preferences:
o Print Document. Will print the document right after its addition. Specify the number of
copies you are interested in.

o Print Discount Data. For sales and purchasing documents, choose whether to print the

header discount information

o Print Amounts. For certain document types, such as Purchase Order you choose whether to
print the document prices and totals

These preferences only affect PLD templates. If you need to implement these changes on Crystal

Reports layouts, you must create additional templates to match your needs.

Setup options. You can override some of the print settings by user. ldentify User Defaults, when
you setup your users to make this determination. Go to Administration —Setup — General —
Users. On the Default field, press tab, and choose New to create a new user default.
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Report and Layout Manager
All templates, both document layouts and reports, are managed in a single location in the application.
This is the Report and Layout Manager, located under the menu Administration —Setup — General.

Here you can view which templates you have for each document and report. You can delete
templates, and make certain changes such as defining the default printer and number of copies. The
report and layout manager also allows you to export and import Crystal reports, and to define print
sequences. We will now explain how to work with the report and layout manager.

Document Layout Management

To locate a layout, navigate through the tree structure, which is identical to the application main
menu structure. When you select the document type, all the assigned templates are displayed on the
right. See figure 11-3 for an example for A/R invoice templates.

Report and Layout Manager - %
: Fin “ A Printing Seqs
— £ | Llayout ID Lawout Nams Type Lia
4 INVZDDD4 Dunning BLD Engl &
5 INV20005 Invoice with Advice {EhP) [System) PLD Engl
¥ Delivery & | INVZ0DD5 CR-AR-Invoic=-US Crystsl Reports
F Retumm 7 INVZOD07 Invoice {EhP} (System) PLD Engl
b AR Down Payment Involce & LINVZDDDE Invoics template Large Accounts PLL Engl +
w AfR Invoice 1 4
AR Invioice {Service)
AR Inveice {Ttems)
AR Invioice {Document Summary) (0] TNV 0008 D=scription ;I
A[R Peckaging Nams Invoice template Large 4
AJR Invoice + Payment
: = : Layout Type PLD LI
2 Lest Updated D6/05/10 Printer Defautt -
Author Manzger 1st Peg= Printer MNonz il
Status Active > No. of Copiss 1
4 Localzation us
: Langusge English s
» D Use Foreign Currency
kP
[
4 = E .
P Human Resources - s g s | | Dee |
l OK /\\ Cancel J l Refrash I | Import
! \

Main menu tree structure
allows you to locate the
relevant document layout
or report

Both PLD and Crystal Reports
layout are displayed. Based
on the layout type, different
options are available

Choose to Expont, Editor
Delete the template. The Export
option is only relevant for a
Crystal Report

Figure 11-3: Manage document layouts
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Export and Import Document Layouts

During the course of a SAP Business One implementation, you may have situations where you
would like to move templates from one company to another, or to apply a layout to different types of
documents. If your layouts are created in Crystal Reports, you can use the export and import options

to fulfill this need, and save you time and redundant work.

To export a template, or multiple templates, locate the layout you need, and click the Export option.
The Report and Layout Export Wizard opens. The wizard shows the module your template is located
in, and you can select this and other layout templates from the same module. For example, if you are
exporting an A/R invoice template, you can now choose different layout templates from the A/R
sales module. The next step is to provide a name and a location for the file. The export process

creates a B1P file (Business One Package) which can be imported to another company.

Now, click Import. You can import either B1P (packages) or RPT files (Crystal Reports files).
Select the file and press Next. If this is a package that was previously exported from SAP Business
One, the wizard knows where to place the imported template. In our example, the templates are
displayed under the A/R sales module, A/R invoice. In this step you can specify if the template is a
Master Layout. This option allows you duplicate the master layout to other document types. For
example, if your quotation and order layouts look the same as the invoice layout, then instead of
redesigning these two layouts, simply define the invoice as a master, and duplicate it to the quotation

and order. See figure 11-4 for duplicating layouts.
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Report and Layout Import Wizard =%

Select Layouts for Import
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| | Goods Receipt PO (Items)
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Figure 11-4: importing and duplicating layouts

Once the import is complete, you can view the newly imported templates for the respective
document type in the Report and Layout Manager. For layouts that were duplicated from a master
layout, it is recommended that you fine tune these layouts - update text fields that refer to the
document type, and delete or add fields based on your needs.

Import stand alone Crystal Report. Use the import, to add new independent reports to the main
menu. For example, a new custom sales report, or a commission report can be imported and placed
under the Sales Reports menu. In this case, on the import process you choose the Report option,
rather than the Layout, and determine where in the main menu the report will be located.

Printing Sequence

Different companies have different printing needs and procedures. With the printing sequence you

can customize how documents are printed to match these procedures. Figure 11-5 presents an
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example of printing an invoice with two different templates and with other related documents in a set

sequence.
Sequence Details - Bl
S=guence Namse Inwoice Printing Cocument Type AR Invoice [Ttems)
# | Object Lawyout Co...  Printer 1st Page Printer
i AR Invoices {Default) 1 {Defzult) * | [Mone) *
2. AR Invoices ™ |Inveoice Including Bah ™ |1 EPSON Stylus Photo F™ | {Mone) *
3  Deliveries * | Packing List- CR {US ™ |2 ImageMaker Color D ™ | {Mone) *
4  Szles Orders ™ | {Default) 11 {D=fzult) ¥ | {Mons] .
5 * {Defzult) 1 {Default) * | [Mone) *

Figure 11-5: Printing Sequence

This printing sequence reflects the following: the first copy of the invoice is printed using the default
template, the second copy includes batches and serial numbers and is printed to the warehouse
printer, then two copies of the related deliveries are printed as a packing list to the loading area

printer, and one copy of the original order is printed for the customer’s reference.

This means that once you print this invoice, 5 different documents and templates are printed. Note

that you can combine PLD reports and Crystal Reports in the same sequence.

Print Layout Designer

The Print Layout Designer is one of the two tools for producing all your document and report print
layouts. When you choose to print, or print preview, the system accesses the print layout designer

tool, and use the default template for the printing process.

When you create a new company, every document and report in the system has a default print
template called the System template. You can identify these templates by the (system) indicator next
to the template name. Sometimes there are multiple system templates for the same document type.
The best way to start is by printing your documents using each of the system templates, and choose

the one that most matches your needs. Note that it is not possible to delete system templates.
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Using the Print Layout Designer tool, you can access the system template and modify it. For

example you can add your company logo, add the customer’s fax number to the invoice form, or add

a user- defined field to the sales order printout.

To make changes to the template:

1)
2)
3)
4)
5)

Open the document or report

Click the print layout designer icon & from the icon toolbar
Select the desired PLD layout (the default layout is automatically highlighted)
Choose the Manage Layout button

In the Report and Layout Manager window, choose Edit

If the template you chose is a PLD type, the Print Layout Designer tool is automatically opened for

you. .The first thing you should do is save the template under a different name, in case you are

starting from a System template. The Print Layout Designer contains the following components:

O

The Print Layout Designer Tool Bar and Menu Bar. Use these to create new fields, expose

field’s dependencies, and define document properties.

Document area. Represents the template itself. Here you will create new fields and adjust

field’s location and measurements.

Field index. Lists all the fields in the template, by areas. You can use the field index to search

fields by their unique 1D and view their properties.

Area and field properties. Once you click an area or a field, its properties appear. Here you

can identify the field’s content, format, links and more.
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Figure 11-6: Creating Fields

Let’s assume you would like to add the fax number of your customer in a sales order form. Follow
Figure 11-6 for the steps to add a text field, a database field and link them together. This way, if the
customer doesn’t have a fax number, the text field that serves as a label is not printed.

The field’s unique ID can be changed by you. Providing significant names to the fields can help you
find fields more quickly in the field index, in formulas, and when linking fields to one another.

Save copies of your templates. If you have a good working template, make sure you save it
under a different name before you make additional changes. Use the Print Layout Designer — Save
as. Later you can delete unnecessary templates using the Print Layout Designer — Delete Layout

To go deeper into the Print Layout Designer tool, go to the SAP Business One Customer Portal at

http://service.sap.com/smb/sbocustomer. There you will find information such as:

o Additional field types that can be added — picture, barcode and system variables
o How to create formulas

o How to add subtotals and sorting to a template
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o How to attach a template to a user defined query using the Query Print Layout tool

Duplicate Layout Template Utility. You can duplicate a Print Layout Designer template from one
document type to another, similar to the Master Layout functionality when you work with Crystal
Reports templates. Go to Administration— Utilities — Duplicate Layout Template. Select the base
and target template and choose Add.

SAP Crystal Reports

This newly integrated reporting tool gives you additional flexibility and robust capabilities for easy
creation of report and document layouts. As an SAP Business One customer with a current
maintenance agreement, you are entitled to receive one free designer license for the Crystal Reports
designer tool, allowing you to create new reports and layouts and modify existing ones. Many
reports are provided when you create a new company database or upgrade to SAP Business One
version 8.8. Using SAP Crystal Reports designer, you can create new layouts and reports, and import

them in the Report and Layout Manager, as explained earlier.

To edit an existing report, select the template in the Report and Layout Manager, and click Edit. If
you want to create a new SAP Crystal Report, open Crystal Reports from the start menu, All

Programs —SAP Business One —Crystal Reports 2008.

Creating a Basic Report using SAP Crystal Reports

In this section we will describe the creation of a basic sales report, based on A/R invoices, grouped

by sales employee. The report will be imported to the main menu, under sales reports.
Start by selecting the Report Wizard as you open the SAP Crystal Reports tool.

In the first step choose the data source for the report. Click the Create New Connection and choose
the SAP Business One options. Figure 11-7 shows the credentials that need to be entered in order to

create the connection.
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x

Enter connection details below:

SA4F Business One Server: ISEH"v"EF-! {---J Enter SAP Business One

] server name and license
License Server: ISEH‘\"EHEEEE: server name
Server Type: |rv1559|_2:zs -]

Choose the company you
Company Database: |D'3""'D1 =] wish to connect and enter
___:::-—- a valid user name and

Company User 1D: Imanager ""--] password
Company User Password: qu
Trusted Connection {optional); [
Database User 1D {optional); |sa =-i:__| Enter database credentials
Database Password {optional): quun

< Back [est = | Cancel Help |

Figure 11-7: Creating a new connection

Now expand the new connection, select the database name and the B1 Tables. A list of all the tables
in the database is presented by module. In our example we need the A/R invoice table (OINV) from
the sales module and the sales employee table (OSLP) from the menu Administration — Setup —
General.

The next step presents the relationship links between the two selected tables. Usually the links are
automatically created based on the SAP Business One database schema and are correct; however,
when multiple tables are selected, occasionally you will need to fix and create the links yourself.
You can use the Query Generator tool, select the same tables, and view which links are suggested by
the system.

In the next step you select the fields from each table to appear in the report. In our report the
following fields are selected:
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Fields to Display:

QINY. DocMum
QINY DocDate
CINV CardCode
QINY CardMame
CINY DocTotal
Q5LP SlpMName

i i

The Grouping step is optional. Here we select the fields to group by, either from the fields already
selected in the report, or from the fields available in selected tables. In our report, we select the sales
employee name and click Next. In the Summaries step, the system suggests to summarize each
group by document number and document total. We remove the document number and click Finish.

Figure 11-8 shows the report results as they are displayed in preview mode for our report. The
Crystal Reports designer tool has two modes: Preview and Design. Here we can add new fields,
change their formats, add formulas, filter the report using parameters, add charts and much more.
Bé fof few ot Formgt Coteswie Beoort gddam indow Hee
gty =] s il [ IR R )

. : u
gl BB T [ ] 0o = |48 8 - | &) S 1B D 4 4 1601

Star Page  Reportl x !

Detign | Frevew x

Jim Boswck
= Bagwiok £ 12432007 1200:00AM C42000 Nashing Conroratas

Jimn Boawiek 1573.00

Ew e
Larihgrpigr Corgorptan

Work in Preview or Design * Preview of the current data. Click Add formulas, summaries,
mode the Refresh icon to if you made a running total, groups and
change special fields

Figure 11-8: SAP Crystal Reports Designer

When the report is ready, choose Add-ins— SAP Business One — Save As to save the report. To see
how the report looks in SAP Business One, choose Add-ins— SAP Business One— Preview in SAP
Business One.
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Special Fields in a Crystal Report. The integration of SAP Business One with Crystal Reports
provides additional features. You can create search criteria parameters that look like the built in
selection criteria of other reports in the application. In addition, you can add the drill down orange
arrow to Crystal Reports, so users can open the related master data screen.

Portal pointer. For detailed, step-by-step instructions on creating and maintaining reports, go to
SAP Business One Customer Portal at http://service.sap.com/smb/sbocustomer and download the
“How to work with Crystal Reports in 8.8” guide

Setting Default Layout Templates
You can maintain multiple layout templates for each document and report. You can have, for
example, an invoice layout for each of your customers’ languages, or set a different invoice layout

for certain types of customers.

SAP Business One allows you to choose different templates as default for different business partners
and for users. So you can assign your large account invoice form to your customers that are assigned
to the large accounts group. Or use different purchase order templates for users in the different
departments of your company. Figure 11-9 shows how to set the default templates for business

partners and users.

Authorization Alert. Non super users can only set a default template for themselves and specified
business partners. You can further control a user’s accessibility by choosing if the user can change
the default template using the General Authorizations.
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Figure 11-9: setting print template as default

If you selected the option of specified users or business partners, click the browse icon to make your

selection.
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In This Chapter
L Inventory Valuation Methods
L Cycle Count and Inventory Tracking
U Pick and Pack

O Pricing

Using SAP Business One, you can track your inventory in the warehouse in real time. Every
transaction that you add, will update your inventory quantity levels, and if you are using perpetual
inventory, the monetary value as well. Most companies require the ability to report their inventory
situation at any time; while some companies such as services providers, do not have the need to track
inventory information at all. In SAP Business One, you can choose between activating “Perpetual
Inventory” which will track the monetary value as you add or remove inventory or you can run your

accounting without this function.
To activate Perpetual Inventory follow these steps:
o Select the Use Perpetual Inventory checkbox on the Administration — System Initialization
Company Details — Basic Initialization tab
o Choose the default valuation method: Moving Average, Standard or FIFO

o Choose whether to Manage Item Cost per Warehouse

o Define the primary inventory accounts to accommodate automatic postings to the G/L. Go to

Administration —Setup — Financials — G/L Account Determination — Inventory tab

Setup Tip. You can choose how the system behaves when inventory goes below minimum quantity
levels, or to negative values. Go to Administration — System Initialization — Document Settings —
General tab. If you choose the Warning Only option, you can identify which users can confirm this
warning and add the document using the General Authorizations
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Valuation Methods
Let’s first try to understand how your choice of valuation method affects your accounting system. At

the end of the year, you need to know the monetary value of your inventory in the warehouse. You
may say — that is easy, it’s the summary of all my purchases. That is almost correct, except this does
not really give us the cost of the units remaining in the warehouse. Commonly, a particular item may
be purchased throughout the year at different prices. The valuation method you choose will help the
system to determine how much the item sold actually costs. This is also called Cost of Goods Sold.
Based on the company line of business, an appropriate valuation is determined. We will now look at
the three options available in SAP Business One.

Moving Average

The item cost is calculated by dividing the total inventory value by the on hand quantity.

Purchasing

e Purchase 5 Units for 100 each
. ® Unit cost = 100 Inventory value = 500

Purchasing

e Purchase 5 Units for 200 each

| ® CurrentUnit cost = 150 New Inventory Value =
1500

Sales

" ¢ Sell 7 for sales price of 300

| ® Current Unit Cost = 150 Total COGS = 1050 New
Inventory Value 450

Figure 12-1: Moving Average

FIFO

The item cost is calculated as the cost of the oldest unit on hand.
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Purchasing

e Purchase 5 Units for 100 each
e Unit cost = 100 Inventory value = 500

Purchasing

* Purchase 5 Units for 200 each

e Current Unit cost = 100 New Inventory Value =
1500

Sales

# o Sell 7 for sales price of 300

e Current Unit Cost = 100 Total COGS =900
(5X100+2X200) New Inventory Value 600

Figure 12-2: FIFO

Standard Cost

The unit cost is determined manually when you setup the item. Variances that occur due to a
different purchase price are recorded to a variance account, and the unit cost is not affected.

Purchasing

¥ o Set manually unit cost to 100

e Purchase 5 Units for 100 each. Inventory value =
500

Purchasing

# ¢ Purchase 5 Units for 200 each

e Current Unit cost = 100 New Inventory Value =
1000 (Variance of 500 )

Sales

e Sell 7 for sales price of 300

e Current Unit Cost = 100 Total COGS =700 New
Inventory Value 300

Figure 12-3: Standard Cost

Setup Tip. The valuation method you choose in the System Initialization, will serve as default for
new item groups. You can set a different method as a default for the item group if desired. Based on
the item group assigned to the item, the valuation method is determined automatically. You can
override it manually in the item master.
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Inventory Revaluation allows you to re- evaluate your item costs and inventory value without
changing quantity levels. Typically revaluation is done during the year- end closing process. Go to

Inventory — Inventory Transactions — Inventory Revaluation.

Cycle Count and Inventory Tracking

Periodically, you are required to conduct a cycle count to verify that the on hand quantities as they
appear in SAP Business One match the physical count in the warehouse. You can assign cycle codes
to each item and warehouse, and receive an alert from the system based on your preferences. See

Figure 12-4 for information on setting up cycle count alerts

Inventory Cycles - Setup
Create Inventory

Cycle codes Cycle Code (Guarterhy Main WH
Fraqusncy Quarterty ¥ Link the Cycle Code to the ltem
MNext Count Diste 05/30/10 Master= Inventory tab for each WH.
Time 05:00 The Next Count Date, Timeand User
=] }b:r!:e- | are automatically added. Ynu_ can
i check the Alert to send a reminder to
/ the user
% Whse .., Item Cost Cycle Code Mext Count Dats | Time Uzar Alert
i o1 254 14,26} Quarterhy Mair ™ | 06/30/10 02200 IManagsr bl E
= 1 410 = Manager =

Figure 12-4: Setting up Cycle Count Codes

Open the Cycle Count Recommendation report to view all items that are due to be counted. When
you open the Inventory Tracking window, select Counted, so the system updates the next cycle count
date for the item. Go to Inventory — Inventory Transactions to access these documents,

Entering your inventory updated quantities consist of two stages:
1) Use Inventory Tracking to enter your initial count

2) Use the Inventory Posting to save your count. This stage creates the inventory adjustment
transaction. Here you can choose what will be your unit cost. It is recommended not to

accept inventory posting differences without a proper cost.
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Backdating inventory count. If you conducted the count at the end of year, but you enter it into
the system at a later date, make sure you enter the actual count date, and press the Update
Quantities button in the /nventory Posting document. This will backdate your inventory level, and
post the correct differences.

Pick and Pack

The pick and pack process is an optional step in your sales cycle. If you manage a large warehouse,
and have dedicated personnel to collect the items, pack and ship them, then the pick and pack
manager can be helpful. The pick and pack manager scans your open sales orders and reserve
invoices- by requested delivery date and priority. It also presents the accumulative available
quantities ready to be picked and shipped. If there is not enough available quantity, the column To
Release will be blank. If your configuration allows you, you can choose to release for pick list

quantities that are not available.

The pick and pack manager supports three stages. Go to Inventory — Pick and Pack — Pick and

Pack Manager

o Release to Pick List. From the Open drawer choose the orders you wish to pick and press
Release to Pick List. This creates a pick list of the selected items. You can print this

document and give to the warehouse manager

o Update picked quantity. Click the Released drawer, then drill down to the pick list to update
the quantities that were picked. You can choose to delete item rows from the Released list,

if those were selected by mistake. The items will reappear in the Open drawer

o Deliver. From the Picked drawer, select the items you want to deliver and press Deliver.
This stage creates a delivery document. You can deselect picked items, by opening the pick
list and choose to Clear All, or simply by updating the picked quantity individually. Items

that were cleared reappear in the Released drawer.

If you prefer, you can skip the first and second step and immediately delivery the items. To do so,
select the items in the first or second drawer and press the Deliver button. One delivery document is

created per customer.
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Pricing

Using the different pricing options in SAP Business One, you can set predefined prices for selling
and buying items. Prices are assigned to price lists and to specific business partners. For example if
all your large accounts have discounted prices since they purchase in larger volumes you can create a
relationship between pricing levels that updates automatically. On top of the basic price list

functionality, you can add discounts based on percentage, dates and quantities.
Every company is created with 10 default price list. Here is how you setup and maintain price lists:

o You can add or remove price lists Inventory — Price Lists — Price Lists.

o You can base a price list on another price list by using a factor. For example if your margin is
20%, you can set your sales price list to be based on the purchasing price list with a factor of
1.2. When a base price list is updated, the target price updates automatically.

o You can set a price to be manual. For example you can lock down a price in your sales price

list. This means the price will not change unless you specify otherwise.
o To enter prices, double-click the price list row number

o Assign the appropriate price list to your business partners. First assign the price list to the
payment terms, next assign the payment terms to the business partner. If needed you can

override this price list in the business partner master.

Modify the price
list name

Choose the Base
Price List

Define the Factor to
calculate target price

e

(@ Update Entir= Price List

() Update by Selection
Ezse Price List

actor | Rounding Met...

Double click the I—7 i BasicP Basic Price List x| o Rounding ¥ |Group 1
row number to z Distributor Price List Basic Prics List ¥ IL25 No Rounding ¥ [Group 1
anter prices 3 Price List 03 Price List 03 i No Rounding ™ |Group 1
4 Pric: Price List 04 il ! No Rounding ¥ |Group 1
5 Price List 05 il ! No Rounding ™ |Group 1

! No Rounding ¥ |Group 1
il b No Rounding ¥ [Group 1

| No Rounding ™ |Group'1

4 4 4 4 4 4 4 4 4

il ! No Rounding ¥ |Group 1

Figure 12-5: Price Lists
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Authorization. Assign each price list to an authorization group. Use the General Authorization to
define which users can access which group. You can also prevent some users from modifying the
price that appears by default in your sales and purchasing document. Set the Change Row Amount
to No Authorization, in the sales module.

Additional pricing options are available. You can use special prices to define detailed pricing and
discount structures for a business partner. You can base your discounts on any price list, or simply
enter them manually. Double-click the row to enter expiration dates, double-click again to determine
quantity level discounts. Go to Inventory — Price Lists — Special Prices. See Figure 12-6 for a list
of all the pricing options available in SAP Business One and which levels take priority. This is

applicable when a business partner has more than one pricing level assigned to

him.
S ial The most detailed option to determine special prices by item, business
pecia partner, dates and quantities.
Prices . .
Overrides all other prices
Discount Define discount percentage by item group/ properties/ manufacturer
Groups Overrides Period and Volume Discounts and Price Lists
Period and Define discount percentage by date and quantities for a price list. All
Volume business partnerthat are assigned to this price list are affected
Discounts Overrides Price Lists
. . Enter prices into the different price lists, and assign the appropriate price
Price Lists > listto the business partner.

Figure 12-6: Pricing Options

Copy Discounts. You can copy Special Prices and Discount Groups from one business partner to
multiple business partners. After you define your discounts for the first business partner, press the
Copy Discounts or Copy to Select Criteria to define the target business partners you wish to copy the
discounts to.
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In This Chapter
QO Bill Of Materials

] Production Orders

The production module in SAP Business One is useful for companies that do light assembly, or sell
items in bundles. In a bill of material, you identify a top level item, also called finished material or
parent, and its components that also called child items. With the production order, you bring

everything together to produce the parent from its components.

Bill of Material Types

o Sales. This BOM is used in sales documents. The parent item must be a sales item only. For
example, if you sell a gift package that contains multiple products, this could be set up as a
sales bill of materials. The parent item will be the package name, and the children will be the
inventory items inside the package. Once you selected the parent in a sales document, all its
children appear as sub-items. You can update the quantities of the parent or the children;
however you cannot delete children or add new sub-items to the package in the sales
document. When you set up the BOM, you can select the Hide BOM Components in
Printout option, so that when you print the document, only the parent appears. The gross

profit, for sales BOM is calculated for the child items only.

o Assembly. This BOM is similar to the sales BOM with one difference - the child items do
not appear in the sales document, but only the parent item. When you add the document, the
inventory level of the child items is updated. The base price for the gross profit calculation is

taken from the sum of base prices of the child items and is displayed in the parent item’s row.

o Template. This BOM has no restrictions. Both the parent and the children can be any type of
items. It can be used in sales and purchasing documents. Once you select the parent item, all
its children appear. You can delete, add or duplicate rows and make any modification as

necessary.

o Production. This BOM is used in the production order document. The parent item is the
finished goods, and the children are the components. You can add labor as one of the

components, this will be a non inventory item with a standard cost.
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Sales BOM Prices. When working with a Sales BOM you need to decide if the sales prices will
come from the parent or the children. Based on your preference the price fields are enabled or
disabled. To make this determination go to Administration — System Initialization — Document
Settings — General Tab

Production Order
The production order document records the finished material to be produced, its components and
their issue method. There are three types of production orders. See Figure 13-1 for the production

order types and how the items in the bill of materials are handled in inventory.

& e

Standard

¢ Parentreceived, components issued
¢ Basedon production BOM only

Special

¢ Parentreceived, components issued

; « * Parentis anyinventory item. Components are
‘ selected individually

Disassembly

¢ Parentissued, components received
¢ Basedon Production BOM only

Figure 13-1: Production Order Types
Take the following steps to enter a production order:

1) Select the production order type and the parent item

2) Enter the quantity of the parent item

3) Enter the production order due date which represents the production completion date

4) Optionally you can assign a sales order to the production order.

5) Components appear based on the BOM setup. You can add/delete components, modify the

base quantities, warehouse and issue method.
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6) Add the production order.
Once the production process begins, open the production order and change its status to Released.
You need to issue any manual components. Right-click on the mouse to bring up the context menu
and choose Issue Components. At the end of the process, you report completion of production. This
will receive the finished item into stock and calculate the cost of producing the item. Use the context

menu to choose Report Completion.

Choose Change status to Released Enter Due Date to reflect
parent item when ready for production production finish date
Right-click to open
— — N — - the Context menu.
J 2 naar o rimal -
vee . - = Choose to issue
Status Y Relzzssd - Cirder Date 0512110
Product Ne. S10000 Due Dat= 05/31/10 manual components
Product Description  |Szrver Point 10000 Us=r Manager * and EBIN.Z!UET a report
Plannad Quantity i UcM  |ea Crigin Manuzl completion
Warzhouse |01 Sales Order
Customer
W = Y Cistribution Rulz »
‘Components | Summary |
Cancel
# | Item No. Item D=scription Base ... | Planned... | Issued | Avail.. | UoM Warehow.. | Issus Met.. i
Duplicate
1 400002 1BM Infoprint 1222 1 1 50 =r 01 Backflush o
2 B10343 Tape Backup 1920 1 1 3 ez = o1 Backflush B i)
3 Lsbor Labor 1 1 &3 = 01 Backflush Related Activities
4 T10003 Toalkit 1 1 -2 =2 = 01 Manuszl Report Completion
5 Issue Components

Issue Manual components
by selecting Issue

P Components on the
context menu I

Non Inventory items are
always Backflushed

Remarks

Figure 13-2: Production Order window

Items that are set to backflush are issued automatically when you choose Report Completion. ltems
that are managed with serial numbers or batch numbers cannot be backflushed; therefore, they are
automatically set to a manual issue method. When you issue these components, you identify the

serial numbers or batches to release them from inventory.

Summary. On the summary tab you can see the components total cost, the finished goods cost,
and whether there is any variance between them when you use standard costing method. Once you
change the production order status to Closed, the variance is posted to the WIP variance account. If
you use Moving Average or FIFO, the parent cost is updated based on the component’s total cost.
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In This Chapter
L Overview of XL Reporter
L Creating a Report in Report Composer
L Saving Reports

U Building XL Reporter Skills in Report Designer

XL Reporter is an additional reporting tool, based on Microsoft® Excel. XL Reporter allows you to
create financial reports in various views, as well as different dashboards. You can start using XL
Reporter to create customized views of information about your business activities that are as

panoramic or as detailed as you desire.

Rather than reviewing 10 reports, a sales manager might want a dashboard that shows where sales
opportunities are in the pipeline, the top 10 leads by the size of the deal, and a competitive analysis.
A CEO might want summary information from reports in different modules (overall receivables,
summary sales data, inventory reports, and, of course, the bottom line: a profit and loss summary).
Or perhaps a dashboard with a series of “Top 10” reports such as top 10 open quotes, top 10 sales

opportunities, top 10 orders, and so on.

We’ve discussed a wide range of standard reports and highlighted many in this book, including SAP
Crystal Reports, Print Layout Designer and the Query generator. XL Reporter allows you to create
additional reports that meet the unique needs of your business and its mission. The strength of XL
Reporter is in the financial area. It allows you to create multiple views of your financial information,
by periods, by budget scenario, and more. Thus you can use XL reporter to report on other modules

such as sales and purchasing.

Overview of XL Reporter

XL Reporter, as the name suggests, is fully integrated with Microsoft Excel, giving you a familiar

interface and allowing you to leverage existing skills when creating custom reports. It reports on live
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data, ensuring that your reports provide up-to-the-minute information from SAP Business One. You

can view data in summary form and then drill down to the transaction level if desired.

XL Reporter provides the ability to schedule report generation and delivery. Using XL Reporter, you
can create everything from quick queries that answer a pressing question to custom dashboards for

decision makers who need to be able to keep their fingers on the pulse of the business.

Components of XL Reporter

XL Reporter consists of three modules: Report Composer, Report Designer, and Report Organizer.

Installation alert. XL Reporter is installed automatically as a SAP add-on to the application,
when installing the SAP Business One client. You can choose to start it on the Administration
—Add-ons — Add-on Manager

Report Organizer

When you launch XL Reporter, you see Report Organizer, which has an interface that looks like
Windows Explorer. It allows you to package, distribute, and organize the reports you create. It also
allows you to add reports to the SAP Business One main menu. Using the report organizer you can
create a Report Package that bundles multiple report definitions together. You can then link one or
more report packages to a Report Job, and set up a scheduled time for the reports to be executed and

distributed based on your needs.

Report Composer

Report Composer’s drag-and-drop interface makes it easy to start creating custom queries and

reports right away. Using this tool, your reports can provide drill-down functionality.

Reports you create with Report Composer can be printed, saved, and distributed. They can be
formatted using Excel templates. You can then save these reports as report definitions and further

enhance them using Report Designer.

Report Designer

Report Designer uses Microsoft Excel as its interface. It combines the power of Microsoft Excel with
XL Reporter tools, allowing you to create advanced reports and dashboards. Using Report Designer,

you can create custom formulas and report layouts, and view finished reports in Microsoft Excel.
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The following table provides an at-a-glance comparison of Report Composer and Report Designer.

Feature Report Composer Report Designer
Formatting Basic (using predefined Advanced
templates)

. : Full charting and graphing
Graphical reports No graphics offered by Microsoft Excel
Filtering Basic filtering Extensive filtering

. Work in Rt,apo_rt Work directly in Microsoft
User interface Composer's simple drag-
, Excel
and-drop interface
File format of reports Microsoft Excel Microsoft Excel
produced
Custom dashboards No Yes

Training resources available
from SAP Business One
Customer Portal

None; simple guided

Training required interface

Ability to apply Microsoft Excel

layout templates Yes Yes

Ability to combine Microsoft
Excel functions with XL No Yes
Reporter functions

Who Uses XL Reporter?

Typically, one or two people at a company learn to use XL Reporter. XL Reporter users are often in
the IT department, but they could be in accounting, sales, or another department with serious
reporting requirements. You’ll want to discuss your XL Reporter implementation with your
implementation partner to address permissions. You should determine which users need to access the
XL Reporter tool to create new reports or update existing reports, and which users should only have
the option to run pre built reports.

Creating a Report in Report Composer

In the course of our tour through XL Reporter, you will learn to create queries that provide
immediate answers. You’ll also learn how to turn that query into a report definition that can be saved

and executed from the SAP Business One main menu, if desired.
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Starting XL Reporter

Check the Tools menu to open XL Reporter Organizer, as shown in Figure 14-1.

Tools Window Help

= it b When the XL
AL R te
[ Reporter Reporter add-on is

running go to
Tools= XL reporter

Preview External Crystal Reports File
[# Form Settings... Cirl+5hift+5

Change Log...

Cueries L4
My Menu L4
My Shortcuts L4
User-Defined Values shift+F2

User-Defined Windows L4
Cockpit r
Customization Taools L4
Default Forms L4

Figure 14-1: SAP Business One Tools menu
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XL Reporter runs as a separate program, so you select it from the Windows taskbar; it appears in its
own window, as shown in Figure 14-2.

Fle Edit View Tools Help

EI. ? Click the icon to open the
| —\—\_—1 Report Composer
Report Organizer
1] My Repoms
.ggpﬂm-, MY RePQﬂ'-s SAP Business One menu tree structure. Place new
(£ 5ales Onpermunzes reports in the desired location, then choose File>
(3 5aies - AR Update Business One Main Menu
(3 Purchasing - AP I
[ Burness Partras Nama Type Creamed By | Modfed
Csev (5] Frarcals Folzar Sysem 22272008 13521 PM
(23 irversory (5 sales Opporunins Folder Sysem 222005 £:35:21 PM
3 Precaerion 00 ssls - AR Folter Syswem 22005 1IS2E PM
([ Huorman Bascoas I Purchasing - &P Folder Syssem 2222005 1:35:21 PM
[} sarking 0] Borress Panes Folder Symen 27222008 13521 PM
] Uneub snes Resors | Tl seves Folder Sysem 272202005 1:35:21 PM
i P Folder Symem 2022005 13521 PM
(2 Procucon Folder Sywem 22212005 113521 PM
I3 Human Resources Folse Sysmem 22272005 135,21 PM
50 Banking Folder Sysem 22272005 1:35:21 PM
j Unpublahed Reporm Falder Symem 2222005 1:35:21 PM
3 Incoma Stazamant Repors Definron  marsges  B31/2009 10:43:25 AM
s :l Income Smmeant YTO Final Fport Definmon - manager 10/1472009 11:56:3% AM
Create additional folders Redlon Income Statement MIKTESTS | RepertDefinton macage  B/3L2009 BidSidl AM
for unpublished reports
as necessary / \
Double click a report
definition to open the
Report Designer

Figure 14-2: Report Organizer interface

The gray folders represent the SAP Business One main menu. You can place new reports in the gray
folders and these will be added to the application interface.

By right-clicking the left area, you can choose to import new report definitions, create packages, jobs

and new yellow folders. Now, click on Report Composer icon (C] to open Report Composer.
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Creating a Report with Report Composer
In this section, we’ll create a sample report in Report Composer, shown in Figure 14-3. The Report
Composer window is divided into several areas, including a data area, a selections area, a blue

grouping area, and a large report view area.

Fle Edit Veew Data Tools Help

; Tab for each module
Report Composer F UeEa@0|c E8|?
Tool Bar
Report Composer
L\ Frencels | Budgetsann | Sales Oppaeturites| Saes - AR | Purthasing - A | Business Partnars | Banking | invintary | Produrton | 89| service | ruman Rescurcss
Salect data 1 Asmsimanes S Musceraze VAT B Humber i P
LE Bustger Seemare 5 ER|Aecoun Code 3 Offees Mmoo Dﬂtﬁ area | j
elements from 12 Eusren rre F San Refwence F OFee dene Dude :
this area 12 Comency Codes % Eane Reference 3F Orge lfsn-«o_.-ow-:
12 Depaman: ¥ CENVAT Comporent F Ongeeal Joureal ﬁl’mmm
v e v raty By e - o e R gt =)
L || [ Selectons - F
Drﬁg here to filter r‘ [™1 To.pdd o fiter tn the report, drog & dmenson or bght dmenson to this area. .% Selection area |
Report View = = 1
Drag data element L"‘:- To group by & dmension or light dmension, drag the item'’s column header to this area, ,% Gruuping area | jgi |
4
to sort by here r

_% Report view area |

To create & report, drag Sathitems io this sres.

Drag data element I‘“?!
to include in the
report here

FrAnAQSr [cec Computers

Figure 14-3: Report Composer window

The data area has tabs that group data elements by the modules in SAP Business One. Each tab
offers data elements that you can select and drag to include in your report. Simply click on an
element and drag it to the gray report view area near the bottom of the window.
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Looking more closely at the data area, you can see an icon to the left of each data element. This icon
provides information about the type of data element and what you can do with it. The icons show

three basic types of data elements:

5 Dimensions 2: Dimensions are data elements with attributes. Business partner is a
dimension, and it has many attributes, including account balance, name, credit limit, billing
address, and fax number, to name just a few. After you drag a dimension to the report view
area, you can right-click on it to add its attributes to the report. It is possible to group, sort

and filter a report by a dimension.

o Light dimensions : Light dimensions are “light” because they are simple data elements that
do not have attributes. Document-related details such as dates are light dimensions. It is

possible to group, sort and filter a report by a dimension.

# .. .
o Measures ™% : Measures are numbers such as guantities, amounts, and prices. You cannot use

a measure field to group or sort a report.

An example will make these data elements and their practical application more concrete. You can
follow the directions in this section of the chapter like a tutorial, gaining the skills you need to create

your own ad hoc reports.

User- defined fields. You can make User Defined Fields available to XL Reporter. To do this, go td
Tools — User Defined Fields. You can add user-defined fields as a dimension attribute, light
dimension or as a measure.

Choosing Report Elements
To start with, select the Sales-A/R tab in the data area near the top of Report Composer window.
Select Business Partner and drag it into the report view area, the large gray area near the bottom of

the window. Right-click on Business Partner to display the context menu, as shown in Figure 14-4.
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—Report View

To group by a dimension or light dimension, drag the item's column header to this area.

Rightclick a data — |
element to open Delete Business Partner - BP Code
Delete all Columns

context menu

Expand Business Partner As Column
Display Business Partner BF MName
Digplay Code for All Dimensions
Display Mame for All Dimensions

Display More Attributes lets
you add additional fields from
the related table of a dimension

Display More Attributes 3

Tt

Customize Colors, ..

element

Excpand Al
Collapse Al

Ll Eratr,

Figure 14-4: Displaying Business Partner attributes
This context menu is very important when you build reports, so let’s take a closer look at some of the
options:
o Delete Business Partner - BP Code: Delete the current column
o Delete All Columns: Delete all columns and start over
o Expand Business Partner as Column: Create a column for each business partner

o Display Business Partner BP Name: Display the business partner name rather than the
business partner code

o Display Code for All Dimensions: Display the code rather than the name for all dimensions
included

o Display Name for All Dimensions: Display the name rather than the code for all dimensions
included

o Display More Attributes: Go to a menu of possible attributes for a dimension (remember:
only dimensions have attributes)
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Select Display Business Partner BP Name. XL Reporter queries the database and then displays the

business partner names in a list, as shown in Figure 14-5.

—Report View
To group by a dimension or light dimension, drag the item's column header to this area.

Busingss Pariner

Acme AssoTisies

ADA Technologies

XL Reporter Displays
Business Partner’'s
name instead of code

Arthars Stk

Be=s Computers

CTI Computers

Earthsheker Corporation
Far East Imports

Jeff Globes

Lz=z=room

=0

Mashing Corporation
Microchips

MNaorm Thampson

Figure 14-5: Displaying business partner names

Now let’s go back to the data area and select more data elements. You can move through the list by

typing the first letter of the data element’s name. Type S to reach the next data element that starts

with S, which should be Sales Document Type. Drag this element to the report view area. Now drag

Sales Employee to the report view area. Now the report needs a measure. Type R repeatedly (or

scroll) to reach Row Total and drag it to the report view area.

Although the Business Partner column has data (the names), the other columns (Sales Document

Type, Sales Employee, and Row Total) are blank, as shown in Figure 14-6.
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—FReport View
To group by a dimension or light dimension, drag the item's column header to this area.

Businzss Pariner Sales Dooement Type | Szles Employes R Taoal
Acme Azsociztes

ADA Technologes

Anthomy Smith
B=es Computers
CTI Computers

Ezrthshzker Corporation

Far Ezst Imports

New columns added

are initially blank.
Click Refresh to
query the database

Jeff Globes
Lasercom

A=

Figure 14-6: Data elements initially have blank columns

. . I N
Click the refresh icon + on the toolbar to populate the report with live data.

Specifying a Selection

Right now the report lists all sales documents. But what if we would like to be more specific and

show only sales orders? This is called a selection. Since we’re going to display just one type of sales

document, we first delete the Sales Document Type column by dragging it to the recycle bin on the

right side of the window.

Now select Sales Document Type from the data area and drag it into selections area in the middle of

the window. A field appears to the right of Sales Document where we can specify a selection, as

shown in Figure 14-7. Click on the selection list button to display the Dimension Lookup window.

(The X to the right of the selection list button allows you to cancel the selection.)
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Figure 14-7: Specifying a selection

The Dimension Lookup window allows you to specify one or more types of sales documents to

include on the report. Clicking on Sales Order, as shown in the List tab in Figure 14-7, adds this

criterion to the Selection area at the bottom of the window. You could add other criteria as well,

selecting sales quotations in addition to sales orders, for example.

A selection can be either a dimension or a light dimension, such as a date. It is not possible to use a

measure as a selection criterion. If you select a date, a calendar appears in which you can select a

date, rather than the Dimension Lookup window.

Click OK to finish your selection, and then click the refresh icon. The report now lists only sales

orders.

Grouping

the Report

Now let’s group, or sort, this report by sales employee. To do so, simply drag the Sales Employee

column header into the blue grouping area directly above it. The report is automatically refreshed

and sorted by sales employee, as shown in Figure 14-8.
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[ Selections = Move a column
Sales Document Code = SalesOrder == header here to group
—Fepart View _-_-_-_._.___________________._.—-— S I the report
| Szles Employes
Business Pariner Sales Dooument Type | Row Total
[ Gamgs Fernzniz j
Microchips ARDeliveny 125.00
Microechips ARDownPayminvoice 625,00
Microschips Inwvoice B, 982,50
Microchips SslesOirde 2,125.00
Microchips SalesCuotstion 2B, 175,00
Storeware Systems nvaice 4,857.50
Smorewanz Systems Sslesilinder 2,162,50
[5] Jim Boswick
Mashins Corporstion nvoios 1,573.00

Figure 14-8: Grouping the report

Grouping note. You can have multiple levels of grouping; for example, you might group by
sales territory and then by sales employee.

Adding Financial Period
So far, we’ve been working with fields on the Sales-A/R tab. Typically you use fields from a single
module to create your reports in the Report Composer, but some dimensions are available in all

modules. Financial period is a useful field to bring into your reports.

Press the F key to reach Financial Period. Drag Financial Period into the gray reporting area. XL

Reporter adds a blank column for Financial Period.

When you click the refresh icon, XL Reporter reorders the columns, placing Financial Period before
Row Total.

Expanding Columns
What if you want the report to show each financial period as a separate column? To achieve this,
right-click on the Financial Period column and select Expand Financial Period as Column. XL

Reporter adds a column for each financial period, as shown in Figure 14-9.

SAP Business One ...To Go 241




XL Reporter

Selecting Expand Financial
Period as Column creates
multiple celumns

-Report Yiew

| Seles Emploves

] Financial Period
Busingss Partnar ;SEE Dronement Type | 200707 : 200712 | 200801 2{-{)‘9{)5 2‘.}{)’9{)‘9 | 200210 : 201005 | 201008 | 201007

.EI Brad Thampson

ADA Technologies Szleslnger 14,917.50
Parameter Technology SalesOnder 1,000.00 500,00 15,357.50 5,062.50
[=] George Fernandas
Microchips Szlzslinoer 625.00  1,500.00
Stonewanz Systems Salestinger 2,162.50
Bl John Parrick
Nerm Thompson Salesnger 2,500.00

21 mim Calem Cmmmden amm

Figure 14-9: Expanding Financial Period as a column

Note that XL Reporter doesn’t display all financial periods—only those in which there were sales

orders.

Adding Totals to the Report

What is a report without totals? Totals give you an at-a-glance view of the bottom line. To add totals
to the report, right-click anywhere on the report and select Totals. XL Reporter adds a grand total
row for all amounts near the top of the report as well as a totals row for each sales employee, as

shown in Figure 14-10.
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Figure 14-10: The final report, with rows for a grand total and totals

Saving Reports

We’ve just built a powerful query that demonstrates many of the features of Report Composer. What

can we do with this query? We can print it using the print icon = on the toolbar. But what if we

want to save it?
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Saving the Report as a Query

You might start working on a query and want to come back to it later using the Report Composer. To

save this report as a query, click the save icon &, name the query, and click Save in the pop-up

window. The query is still displayed. At this point, you can close Report Composer if desired. As a
quick exercise, click on the new query icon [ to clear the screen (after saving the report first). Now

click the open icon @', select the query you saved, and click OK. The query you created earlier is

redisplayed.

Saving the Report as a Report Definition

What if we want to do additional formatting or data manipulation? What if we want to add this report
to the SAP Business One main menu so that others can run it? XL Reporter enables us to achieve
these goals by saving the report as a report definition. A report definition can be saved, revised, and
generated again and again into a fresh report instance, a snapshot of the data. Think of a report
instance as a cake that you bake; a report definition is the recipe that allows you to bake that cake
again whenever you want to. Someone else can also bake the cake or change the recipe. And it can
be saved in a shared recipe file. The difference, of course, is that it’s a lot easier to select an option
and generate a report than it is to bake a cake. In fact, SAP Business One actually does the baking for

you, using the report definition to generate a report with fresh data on demand.

More to the point, the report we started in Report Composer can be further enhanced, both in terms

of formatting and data content, in Report Designer.

Report generation alert. If you generate a report and create a report instance or save the
report as a report definition, it must include either a light dimension or a measure, as required by
Report Designer. If you don't include a light dimension or measure, the generated report or
report definition will include only headings—no data.

To save the report as a report definition, click the generate icon & to display the Generate window

shown in Figure 14-11.
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Create a report definition Transfer the report data to Excel.
and open the Report Then save as a report instance (book)
Designer or save to file to create an excel file

Generate

Location:
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..... E Sales - &/R
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@ Business Parines

...... m Saruine
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Action @ Edit Definition ) Generate Report

x [] Use Excel Template

/\ || cancel

/ \
Apply a predefined Excel
Template to format the report

Figure 14-11: The Generate window

Give the report a name, making it as descriptive as possible. This name appears on the SAP Business
One menu, so it needs to be descriptive, such as “Sales Orders by Sales Employee.” The option for
working with this query as a report definition, Edit Definition, is selected by default. The other
option, Generate Report, creates a single instance of this report (in other words, a cake rather than a
recipe you can reuse). Check Use Excel Template and click OK.

Report Composer formatting tip. Your implementation partner can provide you with a
Microsoft Excel template that is customized for your business. Open the template in Microsoft
Excel and save it as a template in order to use it with XL Reporter.

XL Reporter displays a window in which you select a Microsoft Excel template to use to format the
report. Select the template provided by your implementation partner and click OK to display the

report definition in Report Designer, as shown in Figure 14-12.
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Figure 14-12. Report Designer interface

If desired, click the generate report icon Z1 on the Report Designer toolbar to create a report

instance in Microsoft Excel.

We’ll describe Report Designer and its benefits later in this chapter. For now, close Microsoft Excel,

by clicking Yes to save the report definition.

Next, go to Report Organizer by clicking on the file cabinet icon on the Report Composer toolbar. In
Report Organizer, the report we created is now listed on the location you selected earlier.
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Adding the Report to the SAP Business One Main Menu
Now we want to add the sales orders by sales employee report to the SAP Business One main menu.
We’d like it to appear in the Sales-A/R module, so drag the report definition to that file folder.

Select File — Update SAP Business One Main Menu. This adds our new report to the SAP Business
One main menu. Now let’s go back to SAP Business One and have a look. Go to Main Menu —
Sales - A/R — Sales Reports and scroll down to the bottom of the list to see the report we created.
The report definitions created with XL Reporter start with XL, so our report is called XL — Sales
Orders by Sales Employee, as shown in Figure 14-13. You may see additional sample report

definitions that you can run and, if desired, customize in Report Designer.

OEC Computsrs
Man=agsr

= Document Generation Wizard
= Document Printing
Dunning Wizard
@ Sales Reports
Open Items List
Document Draftz Report
sales Analysiz
Backorder
Locate Exceptional Discount in Inva

SP Commission by Invoices in Posti

Sales Order Without Depasit XL Reports are identified by the
Sales Order Linked to Deposit XL P_rEEEdmg the name you
provided

B sales_Purchase Dash Board

B Annual Sales Analysis (by Quarter)

B Ttem Sales Report 2
B toplocistomersonrevenuegtd

B ¥ -sales Report

B L - 5ales report by sales employes

Figure 14-13. The report definition as an option on the SAP Business One Main Menu
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Authorization Alert. You can define general authorization for the users, per report. Non super
users have no authorization by default to new reports. Open the General Authorization, and look
under the User Authorization section to find and change the authorizations for your XL Reporter
reports

Building XL Reporter Skills in Report
Designer

As you build your skills with XL Reporter, you can create dashboards such as the one shown in
Figure 14-14. When looking at Report Designer, you may have noticed that Report Composer
provided a simplified view of the Advanced Report Builder pane in the Dimension Lookup window
we used in the tutorial. The skills you gain using Report Composer will help you in learning to use
Report Designer’s many features, which include:

o Creating custom formulas and parameters
o Designing layouts that present data visually, helping decision makers get the big picture

o Leveraging Excel features and functions while exploring live data from SAP Business One

3] Book2 [Compatibility Mode]

1Al B L D E F G H | i K ki ] N o]}
| Period selected - 200811 6(30/2010

QEC Computers - Company overview

w0~ o =

Figure 14-14: A dashboard created in Report Designer
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XL Reporter online help is just a click away as you use XL Reporter. To go deeper, the best source
for building your skills with XL Reporter—or any aspect of SAP Business One—is SAP Business

One Customer Portal at http://service.sap.com/smb/sbocustomer. There you will find information

such as:

o Report definitions that you can download and customize

o How-to guides that provide tutorial instructions for creating useful, targeted reports in Report

Designer
o E-learning courses, recorded presentations, and Adobe Flash demonstrations

o A wide range of documentation
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Selected Keyboard Shortcuts

This appendix lists useful keyboard shortcuts that can help accelerate your efficiency in using SAP®

Business One. You might want to keep a copy of this appendix near your keyboard for easy

reference.

General Shortcuts

Task

‘ Shortcut

Display the SAP Business One main menu

Ctrl + O (zero, not the letter

0)
Print the current document or record Ctrl + P
Display transaction journal Ctrl +J
Exit SAP Business One Ctrl + Q
Undo Ctrl + Z
Redo Ctrl + Shift + Z
Cut Ctrl + X
Copy Ctrl + C
Paste Ctrl +V

Find customers or items that start with a certain letter
in a document

Type letters in name or
description field * Tab

Select multiple items

Hold down Ctrl or Shift and
click all desired items

View user-defined fields

Ctrl + Shift + U

View the next record or document

Ctrl + right arrow

View the previous document or record

Ctrl + left arrow

Change to add mode (if displaying document or master
data, opens a blank document or master data window)

Ctrl + A

Change to find mode

Ctrl + F

Change a field name

Ctrl and double-click field
name

Enter today’s date in a date field

any key but a number and
Tab

Enter a date in the current month

Day of month and Tab

Enter a date in the current year

Day and month and Tab

Close all windows except the SAP Business One main
menu

Shift and click X in window'’s
upper right corner

Open a window from the main menu

Enter

Close the current window

Esc
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Table Shortcuts

Task ‘ Shortcut

Add a row Ctrl + 1
Duplicate a row Ctrl + M
Delete a row Ctrl + K

Sort table by column in ascending order

Double-click column header

Sort table by column in descending order

Alt + double-click column
header

Display detailed information about a row Ctrl + L
Go to the first row Ctrl + H
Go to the last row Ctrl + E
Copy from cell above Ctrl+ 1T

Shortcuts in Sales and Purchasing

Documents

Task ‘ Shortcut

Calculate gross profit Ctrl + G
Specify a payment method Ctrl +Y
Calculate volume and weight Ctrl + W
Open base document Ctrl + N
Open target document Ctrl +T
Go to business partner code field Ctrl + U
Go to the Remarks field Ctrl + R

Choose a serial number for an item

Ctrl + Tab in Item Quantity
field

Check the latest prices

Ctrl + Tab in Item Price field

Display alternate items

Ctrl + Tab in /tem No. field

Copy an amount when entering a payment

After clicking the moneybag
icon to specify an incoming
payment, press Ctrl + B to
copy the amount into the
document

Open Item By Warehouse report

Ctrl + Tab in Whse field
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