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Cre

ate documents

There are several ways to create a document:

1.

SAP

Create new document

Open the dialog for the new document to be created and enter contents. Each document can be individually created
without any prior document. E.g. an invoice does not require a sales order document. You can start directly creating an
invoice.

Function "Copy To“

Open any reference document and copy its contents to a new document using the "Copy to" function. The contents
are copied.

Function "Copy From*“

Open a blank document, enter the customer or vendor code, and use the "Copy from" function to find the preceding
document(s) from which you want to copy. This method takes a longer than "Copy to", but contents from several
preceding documents can be copied. This procedure supports a fast creation of collective invoices.

Duplicate document for the same business partner
Open the document to be duplicated and use the "Duplicate" function to copy its contents together with the BP into a
new document.

Duplicate document for another business partner
Open the document to be duplicated and copy its contents to a new document without the BP using the "Duplicate"
function.
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Open “Create document” dialog

The dialog "Create document" (in this example the dialog "Create Sales Order") can be opened with the tile on the start page or
the main menu or

with the search function in the main menu or

can be accessed via the Enterprise Search

In an existing document there is the option to open a new document: New

o v e wN R

From a document list there is the option to create a new document: Create

App (L Create Sales Order

257

PC Welt

invoice

My H sal = 8 < & SAPS Sales Order
y Home all

Sales Order 1018 A A v ¥ Edit § New || Close Cancel

Sales Quotations ‘ Customer Total Status

My Open Sales Orders a0 o 653,31 eur et

Search: Document No.: Customer Code: Customer Name: Delivery Date: Status:
General Contents Logistics Accounting User-Defined Fields
Search ! nll Open
User Signature:

1 ltem Customer Details Document Details

Contact Person: Jurgen Walter Series / No.:

Py T Customer Ref No.: Posting Date:

Sales Order (0/18)

Document No. = Customer Code Customer Name Customer Ref No. Posting D: Delivery Date *Delivery Date:
1020 > C20000 PC Welt GmbH & Co.KG 10/31/2020 10/31/2020 Document Date:
1018 > C40000 Biroausstatter Mayer 10/28/2020 10/28/2020

1014 > C42000 CIT Beratungshaus 07/28/2020 08/13/2020 Remarks: Sales Employee:
1013 > C25000 Buro Online AG 07/28/2020 08/14/2020 Owner:

1012 > C30000 Computerhandel Miller 07/28/2020 08/30/2020 13.090,00 EUR  Original >

w o — '
1 conespri
g rarner]

Duplicate  New Activity

Primar
10/28/2020
10/28/2020

10/28/2020

Hermann Ludger

Adelheid, Kora

4




Copy To

Call the preceding document and copy its contents to a new subsequent document using the "Copy To" function. The contents are copied 1:1.

E.g. sales order document. Open existing sales orders with the sales orders tile on the start page. Open the document in question and use function “Copy To” to
copy the contents into a subsequent document (delivery or A/R invoice).

Sales Order 1018 A A VvV Y Editi New Close Cancel Duplicate New Activity Relationship Map  Preview

Delivery

Customer Total Status :
A/R Invoice

> C40000 653’31 EUR Open
Biroausstatter Mayer

General Contents Logistics Accounting User-Defined Fields

Customer Details Document Details

SAP

Contact Person: Jurgen Walter Series / No.: Primar 1018
Customer Ref No.: Posting Date: 10/28/2020

*Delivery Date: 10/28/2020

Document Date: 10/28/2020

Remarks:

con-esprit

Sales Employee:

Owner:

Hermann Ludger

Adelheid, Kora



Copy From

Open a new document and transfer the contents of one or more preceding documents to a new document using the "Copy From" function.

Example: Sales Order document. A new sales order can be created using the Sales orders tile on the start page. After the new sales order is opened and a
customer is selected, the "Copy From" function is made visible. The contents of one or more preceding documents can now be copied.

Sales Order 1023 FeoET

Sales Quotations

Customer Total Status

20000
20000 0,00 EUR Open
PC Welt GmbH & Co.KG

General Contents Logistics Accounting User-Defined Fields

Customer Details Document Details

*Customer: » C20000 o’ Series / No.: Primar ~ (1023

Name: PC Welt GmbH & Co.KG Posting Date: 07.11.2020

Contact Person: Christian Gander o *Delivery Date: dd.MM.yyyy

Customer Ref No.: Document Date: 07.11.2020

Remarks: Sales Employee: Bill Armstrong o
Owner: Armstrong, Bill Y
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Duplicate

Open the document to be duplicated and copy its contents to a new document using the "Duplicate" function.

Example: Sales Order document. Open existing sales orders using the Sales orders tile on the start page. Once the document in question is opened, the contents
can be transferred to a new sales order using the "Duplicate" function. There are two options: The document can be copied with all contents, including the existing

business partner, or, alternatively, all contents except the business partner can be copied.

Message
Do you want to copy the relevant business partner to your new document?

Yes No

TP conesont




Integrated financial accounting — Change documents/close documents

SAP Business One has an integrated financial accounting. This means that when documents are created, the corresponding journal entries are automatically
inserted. For this reason, posting-relevant information in documents cannot be changed after the document has been added. Quotations and sales orders do not
insert journal entries. They can be modified until they are closed. A document is considered closed when it has been cancelled or when it has been transferred to
a subsequent document using the "Copy To" or "Copy From" function. The following table shows the possibilities to modify the different sales documents.

Sales documents A/R Returns A/R Invoices A/R Credit Memos

Can the document be Yes, until it is closed Yes, until it is 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 the Sales order with the Delivery with the same A/R invoice with the - A/R credit memo with -
document be closed? same or a higher or a higher quantity / same quantity / returns same quantity /

quantity / cancellation in the same quantity incoming payment or

cancellation or combination of A/R combination of both

invoice and return
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Create sales order — General

Sales Order 1023

Customer Total

0,00 ewr

General Contents Logistics Accounting User-Defined Fields

Customer Details

*Customer: » C20000
Name: PC Welt GmbH & Co.KG
Contact Person: Christian Gander

Customer Ref No.:

Remarks:

=7 conespn

=

=

Document Details

Series / No.:
Posting Date:
*Delivery Date:

Document Date:

Sales Employee:

Owner:

Priméar
07.11.2020
dd.MM.yyyy

07.11.2020

Bill Armstrong

Armstrong, Bill

1023

nl
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Create sales order — Contents

Sales Order 1023 Copy From
General Contents Logistics Accounting User-Defined Fields
Preferences
Currency: | Local Currency ~ Item/Service Type: Item v |
Details
Product I Duplicate  Copy  Paste @ {§}I
O Item No. Item Description Quantity Unit Price Discount % Price after Discou
O \> A00001 5 \ |J.B. Multifunktionsdrucker 1420 \ | 20,000 | \ 132,00 EUR | | 0,0000 % 132,00 EL
O ‘> €00001 9 ‘ | Motherboard BTX ‘ | 20,000 | ‘ 66,00 EUR | | 0,0000 66,00 EL
O 5 €00005 (| WLAN-Karte N 20,000 | | 0,0000 24,00 EL
1]
O | @ | |
rges
&
e Remarks Tax Code
5 Total Summary
P |
Total Before Discount: 4.440,00 EUR
Discount: ‘ 0,0000 % 0,00 EUR
Freight: 0,00 EUR
Rounding: O 0,00 EUR
Tax: 843,60 EUR

Total; \ 5.283,60 EUR

=T conesprt 10
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Create sales order — Logistik

Sales Order 1023

General Contents Logistics Accounting User-Defined Fields

Ship-to Address Bill-to Address
BEP Address: Lieferadresse e BP Address: Rechnungsempfanger ~
Address Summary: Neumannstr. 35 Address Summary: Goethestr. 24

13189 Berlin GERMANY 10625 Berlin GERMANY

Edit Define New

Preferences
Shipping Type: | UPS Ground \ ~ | New Address
Use Bill to Address to Determine  No ks
Tax:
Approved: | Yes v\ Address Summary:
\ Street/PO Box:
Allow Partial Delivery: | Yes W | -
Block:
City:
Zip Code:
County:
State: o
Country: 5

Building/Floor/Room:

Address Name 2:

Address Name 3;

GLN:

Update Existing Rows: Yes

Update BP Master Data: No ~

c‘:o/n._em 11



Create sales order — Accounting and user-defined fields

Sales Order 1023

General Contents Logistics Accounting User-Defined Fields

Payment Terms: C 8 days 2% discount, 30 days net o
Payment Method: SEPA_DD_BZB 7
BP Project: [a)
Cancellation Date: dd.MM.yyyy E
Required Date: dd.MM.yyyy Q
Federal Tax I1D:

Use Shipped Goods Account: No ~

Sales Order 1023 Copy From

General Contents Logistics Accounting User-Defined Fields

General

Kommissionieren: s

Rechnungszweck:

Zeitraum:

TP conesont 12



Create sales order — Add sales order

=7 conespn

Add & View

Add & MNew
Add & Back
Add & View

Save as Draft & New

Save as Draft & New

Add & View

Save as Draft & View

Save as Draft & New
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Create sales order — Mail sales order

) - l'il er |

con-esprit

Sales Order 1023

General Contents

Customer Details

Contact Person:

Customer Ref No.:

Remarks:

N oA

Total

v ¥

157,08 eur

Logistics

Accounting

Christian Gander

User-Defined Fields

Edit New

Document Details

Series / No.:
Posting Date:
*Delivery Date:

Document Date:

Sales Employee:

Owner:

Primar
11/08/2020
11/08/2020

11/08/2020

Bill Armstrong

Armstrong, Bill

1023

ip Map
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Open sales documents in draft mode

The “Sales Drafts" list can be opened via the tile on the start page, the main menu, the search function in the main menu or via the Enterprise Search.

All documents in state draft are displayed.

When working with the approval process, documents that are in the approval process are managed in this list.

Business Manage Sales Drafts

One

My Open Sales Drafts

Search: Document Type: Customer Code: Customer Name: Posting Date:
Search Q, ?
Due Date: Draft Status: User Signature:
cH Open ® 1 ltem Adapt Filters | Go

Sales Drafts (01 3) & (e Al
Document ... = Draft No. = Temp Doc. No.  Customer Code Customer Na... Posting Date Due Date  Document Total Draft Status
A/R Invoice 7 992 »1 conesprit GmbH 06/04/2020 07/04/2020 1.690,79 Open >
A/R Invoice 6 586 »1 conesprit GmbH 06/03/2020 07/03/2020 449,82 Open >
A/R Invoice 5 570 »1 conesprit GmbH 01/29/2020 02/28/2020 516,00 Open >

2.656,61

TP conesont 15



View, search and filter documents

Here we will look at the sales order document as an example.
The sales order list can be accessed via the tile on the start page, the main menu, the search function in the main menu or via the Enterprise Search.

Using the arrow to the right of the “My Open Sales Orders” heading, the following sales order views are available: My Open Sales Orders, All Sales Orders (all
employees), My Sales Orders (open and closed), Open Sales Orders, Sales Orders Backorder (all employees) (1).

The search (2) and filter function (3) can be used to edit and evaluate sales orders.

My Open Sales Order

Search: Document No.: Customer Code: Customer Name: Delivery Date: Status:

Search L o Open &

Sales Employee: User Signature:

cH =$[CURRENT_USER] ® ny Adapt Filters | Go

Sales Order (0 /19) Create & (& il
Document No. = Customer Code Customer Name Customer Ref No. Posting Date Delivery Date Document Total Printed
1023 > C20000 PC Welt GmbH & Co KG 11/08/2020 11/08/2020 157,08 EUR  Original >
1020 > C20000 PC Welt GmbH & Co KG 10/31/2020 10/31/2020 157,08 EUR  Original >
1018 > C40000 Buroausstatter Mayer 10/28/2020 10/28/2020 653,31 EUR  Original >
1014 > C42000 CIT Beratungshaus 07/28/2020 08/13/2020 327,25 EUR  Original >
1013 > C25000 Baro Online AG 07/28/2020 08/14/2020 94.307,50 EUR  Original >
1012 » C30000 Computerhandel Maller 07/28/2020 08/30/2020 13.080,00 EUR  Original >
1011 > C20000 PC Welt GmbH & Co KG 0712712020 08/27/2020 141.372,00 EUR  Original >
1007 >1 conesprit GmbH 07/01/2020 06/22/2020 1.229,72 EUR  Original >
1005 >1 conesprit GmbH 06/11/2020 06/11/2020 794,46 EUR  Original >
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Extend, sort, filter, group and export document list to Excel

Here we will look at the sales order document as an example.

Using the cog at the top right of the document list (1), columns can be added and removed (2), the list can be sorted (3), the contents can be filtered (4) and the
contents can be grouped (5). The Sort and Group functions can also be called by clicking on a column header of the list (6).

The Excel export icon (located next to the cog icon) allows the list to be exported to Excel for further processing (7).

All Sales Orders

View Settings

Sort Filter
Customer Name: Delivery Date:
Search Q. | Show Selected
Select All (8/86) View Settings D'j E
Document No. Columns Filter
Customer Code
— Document No. Descending Adapt Filters Go
Customer Ref No. View Stt'mgs ) = Sort Ascending
5 7| Delivery Date v Include Create Group @} @ | '“I

¥] Document Total o —— < [Equelte 2 Foome ® Delivery Date Document Total ~ Status

v| Status
Allow Partial Delivery + rt Ascending (20 157,08 EUR Op >
Anforderer - -
P > Exclude I 120 1.428,00 EUR Clg >
Approved Celmns st Fler ﬁ 120 1.180,00 EUR  Closed >
Bericht
. for) ¥| &+ 020 157,08 EUR Open >

ill To

BF Project P020 157,08 EUR Closad >
Branch
Canceled P020 653,31 EUR Open >
1016 P020 285,60 EUR Closed >
1015 C20000 P020 1.428,00 EUR Closed >

SAP

con-esprit

OK Cancel
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Analyze documents

Here we will look at the sales order document as an example.

Sales orders can be evaluated in respect to many fields. Line, column, bar, stacked column, pie and ring charts as well as a heat maps are available for analysis
purposes (1). The details below the chart can be made visible by clicking on data segments (2). If the analysis is used regularly, it can be placed as a tile on the start
page (3).

All Sales Orders *

Document No.: Customer Code: Customer Name: Delivery Date: Status: Sales Employee:
c?
User Signature:

Adapt Filters

ﬁl Al
E—
R ®) o T, Detais H @ & ,';j‘l g al = b = oe = |
Il INTINT, Inc
Customer Name ~ T) Selected Total: 109,000 Details (1) E & & 7 =
Customer Name C Welt GmbH &
o.KG
Record Count 09,000
E . conespri



Sales process: From quotation to outgoing invoice

Example:

1. A quotationis created for 100 printers

2. Asales order is created based on the quotation using the "Copy To" function

3. Adelivery is created based on the sales order using the "Copy To" function

4. Based on the delivery, an A/R invoice for 100 printers is created using the "Copy To" function

Relationship Map

» » o))

Sales Quotation Sales Order Delivery AR Invoice
V|
Sales Quotation Sales Order 1024 Delivery 927 AR Invoice 1016
358 (C20000 - (C20000 - PC (C20000 - PC (C20000 - PC
PC Welt GmbH... Welt GmbH &... Welt GmbH &... Welt GmbH &...
Closed > Closed > Closed »| M Open

Amount: 15.708,00

Amount: 15.708,00

Amount: 15.708,00

Amount: 15.708,00

EUR EUR EUR EUR
Due Date: Due Date: Due Date: Due Date:
2020012508 2020711508 2020/11508 202001208

Note:

Returns and sales credits are only available in the Web Client in read-only mode.

Not every document in the relationship map needs to be created in the sales process. For example, the delivery can be left out, in which case the A/R invoice is
created directly from the sales order by "Copy to".

=T conesprt 19



Purchasing process

The target group of the SAP Business One Web Client are: sales representatives, internal sales representatives and managers.
For this reason, purchasing documents are only available read-only and cannot be created in the Web Client.

TP conesont
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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-Strale 6/1 Katrin Douverne

71522 Backnang Email: katrin.douverne@conesprit.de
conesprit.de Tel.: +49 7191 18 70 190
business-one-consulting.com Fax: +49 7191 18 70 191
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