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Create documents

There are several ways to create a document:

1. Create new document
Open the dialog for the document to be created and enter the content. Each document can be created individually and
without prior document. For example in invoice can be created alone without a prior sales order.

2. Function "Copy to"
Call “Copy to” function in previous document and copy its content to a new document. The contents is applied
accordingly.

3. Function "Copy from“
Open the dialog for the new document, enter the customer or supplier code, and use the "Copy from" function to
search for previous document(s) from which you want to copy. This process takes a little longer than "Copy to", but
contents from several previous documents can be included. This procedure supports the quick creation of collective

invoices.

4. Duplicate for the same BP
Call up an existing document (duplicate right mouse click) and duplicate it for the same business partner

5. Duplicate for another BP
Call up an existing document (duplicate right mouse click) and duplicate it for another business partner
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Change documents / close documents

SAP Business One has integrated financial accounting. This means that the corresponding journal entries are automatically triggered when documents are created.
For this reason, posting-relevant information in documents can no longer be changed after the document has been added. Quotations and sales orders do not
trigger a journal entry. They are changeable until they are closed. A document is considered closed if it has been canceled or if it has been transferred to a
subsequent document using the "Copy to" or "Copy from" function. The following table shows the options for changing various documents.

Sales documents Quotation Sales order Delivery Returns in sales Outgoing invoice Outgoing credit

memo

Can the document be Yes, until it's Yes, until it's closed No, because there is a No, because there is a No, because there is a No, because there is a
changed again after it closed journal entry in the journal entry in the journal entry in the journal entry in the
has been added? background background background background
How can document be Sales order with Delivery with the same Outgoing invoice with - Outgoing credit memo -
closed? the same or a or a higher quantity / the same quantity / with the same quantity /

higher quantity / cancellation return in the same incoming payment or a

cancellation quantity combination of both

or a combination of
outgoing invoice and
return

Purchase documents Purchase order Goods Receipt Returns in Incoming invoice Incoming credit
purchasing

Can the document be Yes, until it's closed No, because there is a No, because there is a No, because there is a No, because there is a
changed again after it journal entry in the journal entry in the journal entry in the journal entry in the
has been added? background background background background
How can document be Goods receipt with the Incoming invoice with - Incoming credit memo -
closed? same or a higher the same quantity / with the same quantity /
quantity / cancellation return in the same outgoing payment or a
quantity combination of both

or a combination of
outgoing invoice and
return
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Find documents

There are several ways to search for a receipt:
1. Enterprise Search (see following slides)

2. Document list
Example: Open quotation in search mode (Sales order > Quotation) and search for offers for a customer

3. Openitem list
Sales — A/R > Sales Reports > Open Item List > select the relevant receipt

4. Relationship map
If a document is part of a document chain, the relationship map can be opened with any document of the chain
(right mouse click on any document and then select relationship map)
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Enterprise Search - SAP Business One “Google”- search

BE & = e &

[Lnﬂk up master data and documents ]

Anzahl offener Kundenauftrage Uberfillige Verbindlichkeiten

Y4 22.51m

EUR
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Enterprise Search - Example: Search customer C20000

‘S‘ con-espri

Suchergebnis - O %
Layout [ Satz 1-10 von 372 Ressourcen Ansicht g} 20 40 =
| Suchvorlage auswahlen Suchen nach "c20000 o
‘m Aktivitdt - 5 Zugehérige finden ”~
Alle Aktivitat: P(Karmpagne) Tel.: 030/56590-1 Bemerkungen: Kampagne Som...
Startdaturmn: 2012-06-06 Startzeit: 1501 Enddatum: 2012-06-06
Stammdaten (3) Endzeit: 1516 . Prioritat: 1(qurna|} Inaktiv: M(Mein)
B Geschlossen: N(MNein) Typ: Allgemein Therma:
P Geschafispartner (1) Zugeordnet von: Robert Leitner  Zugeordneter Benutzer: Rober.. GP-Code: C20000
 Ansprechpartner (2) GP-Name: PCWelt GmbH & Co... Ansprechpartner: Christian Gan... Zugeordneter Mitarbeiter:
Aktivitst
Verkaufstransaktion (328) £ Aktivitat - 19
b Ausgangsgutschrift (2) Aktivitat: T(Aufgabe) Tel.: 030/56520-1 Bermerkungen: Druckerproble...
& Ausgangsrechnung (101) Startdaturm: 2012-06-11 Startzeit: 907 Enddaturm: 2012-06-11
> Verkaufslieferung (ss) Endzeit: 907 Prioritat: 1(Normal) Inaktiv: M(Mein)
b Kundenauftrag (a3) Geschlossen: N{Nein) Typ: Allgemein Thema:
b Angebot (43) Zugeordnet von: Robert Leitner  Zugeordneter Benutzer: Kolma... GP-Code: C20000
GP-Name: PC Welt GmbH & Co... Ansprechpartner: Christian Gan... Zugeordneter Mitarbeiter:
> Retoure (Verkauf) (1) PR
Service (10) ﬁ Aktivitdt - 22
b AKEVESE (4) i Aktivitat: P(Kampagne) Tel.: Bemerkungen: Frihjahr/Somm...
) * Startdaturm: 2013-02-12 Startzeit: 1943 Enddaturm: 2013-02-12
b Serviceabruf (5) * Endzeit: 1958 Prioritat: 1(Normal) Inaktiv: N{Mein}
Geschlossen: N(MNein) Typ: Allgemein Therma:
Opportunity (3) Zugeordnet von: Robert Leitner  Zugeordneter Benutzer: Rober.. GP-Code: C20000
b Opportunity (a) GP-Mame: PC Welt GmbH & Co...  Ansprechpartner: Christian Gan.. Zugeordneter Mitarbeiter:
Aktivitst
Bankenabwicklung (22) 43 Aktivitit - 34
> Eingangszahlung (22) Aktivitdt: P(Kampagne) Tel.: Bemerkungen: Anfrage Verkauf
Startdatum: 2016-01-10 Starzeit: 1501 Enddatum: 2016-01-10
Endzeit: 1516 Prioritat: 1(Normal) Inaktiv: N{Mein}
Geschlossen: N(MNein) Typ: Allgemein Therma:
Zugeordnet von: Robert Leitner  Zugeordneter Benutzer: Rober... GP-Code: C20000
GP-Name: PC Welt GmbH & Co... Ansprechpartner: Christian Gan... Zugeordneter Mitarbeiter:
Aktivitst
$ Ausgangsgutschrift - 10
Belegnurmmer: 10 GP-Code: C20000 GP-Name: PC Welt GmbH & Co_..
Status: C(Geschlossen) Buchungsdatum: 2012-06-18 Filigkeitsdatum: 2012-06-18
Belegdatum: 2012-06-18 Gesamt: 952.000000 Bemerkungen: Basierend auf Li...
Kundenref.nr.: Projekt: Ansprechpartner: Christian Gan...
Vertriebsmitarbeiter: Verkaufsl..  Versandart: UPS Ground Offener Saldo: 0.000000
Verantwortlicher: Leitner.Robert v
[TH: 245673809 . 3|1
W

€




Text line in documents (Type text)

Sales Order — O %
Customer [ czo000 Mo.  [Primar || 1020
Name PC Welt GmbH & Co.KG Status Open
Contact Person & | Christian Gander v |- Posting Date 31.10.2020
Customer Ref. No. Delivery Date
[BP Currency w |[ELR | Document Date 31.10.2020
Contents | Logistics Accounting | Electronic Documents | Attachments |
Ttem/Service Type Item - Summary Type No Summary ¥
# | Type | Ttem Mo. |]tem Description ‘ Quantity | UoM Name ‘ Unit Price | Discount % Price after Discount ‘Tax Coc
1 Cooanoont L 1B Multifunktionsdouker 1420 | 1 | Stiick |13z 00E0R | 0 nooo | 132 oo LR | an
2 - Text ¥ ) Instant ink, printer, scanner, fax, wifi, air print
3 | | | [0, 0000 &2
_— ]
Sales Employee [Bill Armstrong |2 Total Before Discount [ 132,00 EUR
Owner &> [ Armstrong, Bill | Discount [ | %
Freight (=3
[ Rounding 0,00 EUR
Tax 25,08 EUR
Total 157,08 EUR
Remarks
add B View ¥ Copy From
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Predefined text for documents

Administration > Setup > General > Predefined Text

Sales Order - O %
Customer o[ C20000 No. Prim| - -
Name PC Welt GmbH & Co.KG Status O IO DT
Contact Person | Christian Gander hdE Posting Date
Customer Ref. No. Delivery Date
[BP Currency v |[EUR | Document Dz
Contents | Logistics Accounting | Electronic Documents | Attachments |
Ttem/Service Type Ttem -
# | Type | Item No. |]tem Description | Quantity | UoM Name | Unit Price | Discount %
1  ADDOOL | 1.B. Multifunktionsdrucker 1420 | 1 | stiick | 132,00 EUR | 0,0000 |
2T Instant ink, printer, scanner, fax, wifi, air print
3 ii - Text We wish you a Merry Christmas...
4 | | | | | | 0,0000 |
n Insert Predefined Texis
List of Predefined Text - 0Ox
Find |
# |Text Code Text
Sales Employee 1 | AGB Dies sind unsere AGBs.
Owner 2 Belegfuss_Textbox1 Unternehmensname Strasse .
3  Belegfuss Textbox2 Fon +49 7191 12 34 56 Fax .
4 Belegfuss_Textbox3 Geschaftsfiihrer Martin Must._
5  Belegfuss Textboxd Bankname IBAN: DES12 345.
&  Belegkopf Storno Der vorliegende Beleg wurde.
Remarks 7 | Christmas 2020 We wish you a Merry Christ...
8 | Weihnachten 2020 Wir wiinschen frohe Weihna..
005 Cancel
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Add fields to documents

RRBE “&2CHEBEFREE

| Look up master data and documents

Row Format | Document |

- 0%

‘S‘ con-espri

Sales Order - 0O%x .
Find Next | |
Customer Mo.  [Primar w |[1021
Name Status Open Column Visible | Active ‘
Contact Person z Posting Date 31.10.2020
hd e # CJ
Customer Ref. No. Delivery Date
[Local Currency - Document Date 31.10.2020 Type
Item Mo.
BP Catalog No. O (J
Item Description
Contents | Logistics Accounting | Electronic Documents |  Attachments | Bar Code UJ UJ
Mfr No. OJ CJ
Ttem/Service Type Ttem v Summary Type [No Summary ¥ | Serial No. O |
# |Type Item Mo. Item Description ‘Quantity | UoM Name Unit Price Discount %6 Price after Di Eactor 1 D [:|
. | 0,0000 Factor 2 O U
Factor 3 O (]
Factor 4 UJ CJ
Quantity
[ .1 -y
Restore Default
 ceeeeeeseese————————————
Sales Employee ~Kein Vertriehsmitarbeiter- _w | =) Total Before Discount
Owner Discount | | %
Freight =
(] Rounding 0,00 EUR
Tax
Total 0,00 EUR
Remarks
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Add fields to lists / filter field values in lists

<Y |E

VEEeresm L

= W= [

| Look up master data and documents

Coc | el |

Open Ttems List - 0O %
Currency [Local Currency d Open Documents | &/R Invoices - |
Doc. Series Doc. No. Installment No. Customer Code Customer Name Days Overdue Customer Ref. No. Due Date Amount
Primdr 950 lofl ' C70000 Broup Inc. 1511 11.09.2016 | 2.660
Primar & 951 lof1 L C70000 Eroup Inc. 1487 05.10.2016 | 5.470,
Primar & 936 ) _ .
— g5 | Filter Table X Form Settings - Open Items List - 0
Primar 932
S — 2 oa3 #  Field Rule Value To Value Select UL Template | - |
— - 1  Doc No.
Primar REEt Table Format | Row Format | Document ‘
Primar = 953 2 Instzliment No.
Primar = 970 3 | Customer Code Find Net || )
:mar : zzlll 4 | Customer Name Column Visible | Active |
mar 3 | Days Overdus
- , Doc. Series CJ
Frimar AR 6 | Customer Ref. No. . 0
Frimar =93 17 Due Date —
— = . i Instzliment No.
I o Customer Code
- Customer Mame
OK 10| Tax
11 | Original Amount
] - Customer Ref. No.
12 | Posting Date — Due Dat
e Date
13 Document Date
Amount D
14 Document Type
Net CJ
15 Blanket Agreement - 0
ax
16 Doc. Series -
Original Amount ]
Posting Date CJ
-y =
1

Clear

o | oo

Restore Default

‘S‘ con-espri
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Define the language in the business partner master data

Business Partners > Business Partner Master Data

Business Partner Master Data - 0
Code [Manuell [ v7o000 [Vendor [ Local Currency -
MName VAN PLC Account Balance S| -1.495,60 ill
Foreign Name Goods Receipt POs - [-1.428,00 ill
Group Einzelhdndler ¥ | Purchase Orders | -1.547,00 ili
Currency Euro v
Federal Tax ID
General Contact Perso...|  Addresses  |Payment Terms Payment Run | Accounting Properties Remarks Attachments eDocs

Tel 1 0721/473-2200 Contact Person Irina Loesche
Tel 2 ID Mo. 2
Mobile Phone Unified Federal Tax ID |
Fax 0721/473-2234
E-Mail info@van.sap.de Remarks
Web Site WWw.van.sap.de
Shipping Type Deutsche Post - Buyer Vicky Schmidt w |=
Password
Factoring Indicator [
BP Project
Industry -
Business Partner Type Company - Territory

Language (English -]
Personal Data Protection

Natural Person Status

Alias Name

GLN

[ Block Sending Marketing Content B
(@) Active From | | To | Remarks [ |
() Inactive
() Advanced



Define the language in the document (e.g. sales order)

Sales — A/R > Sales Order

Basically, the language should be defined in the GP master, in this case it is called automatically in every document. However, if a document is created only once

in a different language, it makes sense to adapt the language in the document logistics tab.

SAP

con-esprit

Sales Order

Customer

Name

Contact Person
Customer Ref. No.

v C20000

PC Welt GmbH & Co.KG
=+ Christian Gander

Logistics

[Local currency |
Contents I
Ship To

[Lieferadresse -

Bill To

[Rechnungsempfangerw |

Shipping Type

Sales Employee
Owner

Remarks

Neumannstr. 35

13189 Berlin GERMANY

Goethestr. 24

10625 Berlin GERMANY

UPS Ground

Bill Armstrong

- | Armstrong, Bill

BN TN

Accounting

- 0O
No.  [Primar (1020
Status Open
Posting Date 31.10.2020
Delivery Date 31.10.2020
Document Date 31.10.2020
Electronic Documents Attachments
(] Print Picking Sheet
Languzage [ German |
[ ] Procure Non Drop-Sh
Procure Drop-Ship Items
Approved
Allow Partial Delivery
Pick and Pack Remarks
BP Channel Name
BP Channel Contact A

Total Before Discount 132,00 EUR
Discount [ | %
Freight =

Rounding
Tax | 25,08 EUR
Total 157,08 EUR

13



Translate item master data

Inventory > Item Master Data

Ttem Master Data -0 =%
1 H H H . Item No. [Manuell | A000D1 | 3 Inventory Item
The following fields must be translated in the article master data: P S — B o
Foreign Name DRuckername in E |3 Purchase Ttem
1 1 1 Item Ty
1. Description / name of the article em Type ltems -
Item Group =11.B. Drucker -
UoM Group Manuell w |5 BarCode 1 [ ... ]
2. Name Purchasing Unit of Measure (Purchasing tab) price List Easi Presisie ] unitprice
. General Purchasing Data.  Sales Datz | Inventory Data = Planning Data Production Data.  Properties Remarks Attachments
3. Name Sales Unit of Measure (Sales tab)
. . . . prfares vendor SR
To translate values, click on the respective field. A globe symbol appears in the right corner
Mfr Catalog No.
of this field. Click on the globe. The text for a foreign language can now be entered. ength
Purchasing UoM Name ME idth
Ttems per Purchase Unit — eight
‘olume [
Packaging Uol Name [ | Weight 100a
Quantty per Package F—
Item Master Data -
Factor 1 1
Ttem No. Inventory Item Factor 2 1
Description J.B. Multifunktionsdrucker 1420 Sales Ttem @] Factor 3 1
Foreign Name Uckemame in Purchase Item Factor 4 1
Item Type Items hd
Item Group 711.B. Drucker hd Customs Group 7, 4 W
UoM Group Manuell w|=  Bar Code 1T [ ] Tax Group VSt Le%(06) 1% 19 #
— - Ttem Master Data - 0Ox
Price List Basis Preisliste - Unit Price Primary Curree || 110,00 EUR
Item No. Manuell [ ADDOD1 | 4 Inventory Item
General  |Purchasing Data Sales Data | Inventory Data  Planning Data Production Data| | Properties Remarks Attachments Description 1.8. Multifunidionsdrucker 1420 |3 Sales Ttem
Foreign Name DRuckemame in E |3 Purchase Ttem
” Item Type Items had
tzu = b Item Group = [3.B. Drucker -
UbEFSE ngen D UoM Group Manuell w| 5 BarCode 1 [ ... ]
I:elb Price List Basis Preisliste hd Unit Price
(") Do Not Apply, Discount Groups Tal | Artikel |
Manufacturer 1B > Fald | kel o | General  |Purchasing Data| Sales Data | Inventory Data | Planning Data Production Data|  Properties Remarks Attachments
Additional Identifier -
Shipping Type Deutsche Post - Kennzeichen Iim:l | Tax Group %
Serial and Batch Numbers Standardbeschreiba | 1.B. Multifunktionsdmnucker 1420 |
Manage Item by [Mone -] _
Ubersetee Wans Length
Sales UoM Name :if’t:t
— It sales Unit <0
# ems per Sales Unil Volume - =
Sprache Libersetzung Weight 100g
. Packaging UoM Name ]
1 | English | Druckername in E Quantity per Package
Factor 1
Factor 2
@] Factor 3
Factor 4
(@) Active Fom [ |10 []
() Inactive
() Advanced

=7 conespnt

oK
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Translate payment terms and shipping types

Administration > Setup > Business Partners > Payment Terms and Administration > Setup > Inventory > Shipping Types

1. Call up / mark the terms of payment / shipping method
2. Press globe icon
3. Select language
4. Enter the translation and confirm
Payment Terms - Setup - 0O % Translations O x
Payment Terms Code et a0 3] ,/ Table [ Payment Terms |
Due Date Based on e DA Field Payment Terms Code |
Start From v |+ [0] Months + [30 | Code 2 |
Tolerance Days Default Description [ Netto 30 Tage |
No. of Installments = 0 | Translated Values
Open Incoming Payment [No hd #  Language Translation
Cash Discount Name [ v |
1 German Netto 30 Tage
BP Fields -
Total Discount % 0,0000
Interest % on Receivables | 0,0000
Price List Basis Preisliste v
Max. Credit [0,00 |
Commitment Limit [0,00 |

ESI con-espr
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Show translated values in documents

Open document, View > Beleg aufrufen, Ansicht > Ubersetzte Werte

1. Open document
2. View > Ubersetzte Translated Values

3. The translated values are shown

File  Edit Data GoTo Modules Tools  Window  Help

— P lT User-Defined Fields —_ — — -
E & IS B B e o> 1 B O KEEBOERD
nformation
& Administ N ) - ox
F R i vomw No. [primar |[1019
il Financia Imiezir BT : PC Welt GmbH & Co.KG Status
; Show/Hide Toolbar ©v[Christian Gander W |~ Posting Date
{; CRM f Delivery Date .10.
Restore Column Width - Document Date 30.10.2020
2 Opportu it Column width
R Sales - o
ra
= Sales ... @ = Logistics Accounting Electronic Documents Attachments
- Sales Quotation Itemy/Service Type Summary Type
#  Type Item No. Item Description Quanti UoM Name | Unit Price Discount % Price after Discount
- Sales Order 1 - ADOODL | J.B. Multifunktionsdrucker 1420 | 1 Stiick 132,00 :UR | 0,0000 132,00 EUR
= Delivery n
= Return Request
= Return

= A/R Down Paymer

- AJR Down Paymer

= A/R Invoice
= A/R Invoice + Pay Sales Emoloyee [Bill Armstrong -] Total Before Discount [ 132,00 EUR
Owner - [ Armstrong, Bill Discount %
= AJR Credit Memo Freight =
Rounding
= AJ/R Reserve Invoi Tax 25,08 EUR
Total 157,08 EUR

= Document Genera Remarks
= Recurring Transac
= Recurring Transac

o | o

= Document Printing

con-esprit




Print documents in foreign language

Open document

3. Set as Default

e ~ >

Sales Order

Customer

Name

Contact Person
Customer Ref. No.

Local Curren hd

Contents

Ttem/Service Type Ttem

# Type
1

Sales Employee
Owner

Remarks

1. Open document, aufrufen, select layout designer 4. Set as Default for Specific BP
2. Select layout for corresponding foreign language 5. Select 3 more (...)
6. Check to select relevant business partners
7. Select update for Business Partners
— = 7 =
= B [ n KIFERB S EkE & 8. Select update for Layout and Sequence
Look up mas
- Ox
o 0005 : No. TP T The document is not associated to the template int the foreign language.
Stat .
LB OKE . bactng Date e The same process must be carried out for all other document types (e.g.
Delivery Date 30.10.2020 . . . . .
Document Date 30.10.2000 invoice) in order to select a foreign language template as default for this
BP.
Default Layout e
Layout and Sequence _Ox O Set as Default for All Users
(®) Set as Default for Current User
Ttem Ho. Choose Do‘l:u ment Type af O Set as Default for Specified Users
= [Auftrag (Artikel) |
el io O Set as Default for all BPs (for Whom a Default Layout Has Not Been Assigned)
# | Layout Type (®) Set as Default for Specified BP
1 | A/R Sales Order (Item) - CR (DE) (System) Layout - CR
2 | Awftragsbestatigung (DIN) (System) Layout - PLD
3 | conesprit_template_Kundenauftrag Layout - CR
4 | conesprit_template_Kundenauftrag_E =Gl Business Partners - Selection Criteria ®
5 | Kundenauftrag (Artikel) - CR (DE) (System) -CR
6 | Kundenauftrag (System) Layout - PLD # | BP Code BP Name Language
7 | Order Confirmation (DIN) (System) Layout - PLD 1~ Cc20000 PC Welt GmbH & Co.KG German
8 | Sales Order (System) Layout - PLD n
Bill Arms| 01
3 | Armstror i
oo T e | =]
Bl
Clear
[ nda |

\-—

SAPS
]
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Disclaimer of liability

The information in this publication was compiled from data that were assumed to be correct; however, we do not assume any liability or guarantee for the
correctness and completeness of the information.

Although we have prepared this publication with care, it cannot be ruled out that it is incomplete or contains errors. The publisher, its managing directors,
executives or employees are therefore not liable for the correctness and completeness of the information. Any inaccuracies or incompleteness of the
information do not constitute liability, neither for direct nor for indirect damage.

conesprit GmbH Contact person
Eduard-Breuninger-StraRe 6/1 Katrin Douverne

71522 Backnang, Germany Email: katrin.douverne@conesprit.de
conesprit.de Tel.: +49 7191 18 70 190

business-one-consulting.com Fax: +49 7191 18 70 191 18
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