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SAP Business One is an integrated Enterprise Resource Planning (ERP) solution for small and

midsize businesses, as well as subsidiaries of large enterprises.

SAP Business One helps to manage every aspect of any company by providing access to real-
time business information through a single system. The application is divided into a number of

modules, which each cover a different business function.
Getting Started

This (Figure 01) is the first interface of the SAP Business One. Here you have to select the
company name by clicking on the button “change company”, if there is no company name

selected.

Then you can enter the given pass word and the user name at relevant spaces and give the

command OK for getting started.

File Edit View Data Goto Modules Tools Window Help

wgﬁsr‘ﬁ% / Company Name

(| Company Name TEST-MERCHAND-RM HOLDINGS

User 1D . <4 User Name

Password: *f
\ Pass Word
o [ e [owse
tmw\ Change Company

21/05/2014 ’
8:05AM SAF

805 AM
5/21/2014

- w90 )

Figure 01: SAP Interface

Then you will move to the main window given below.
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File Edit View Data Goto Modules Tools Window

= = . = —
keRFELRMERB4®E BB & WP ‘LF BEmEs @
o =B Welcome
TEST-MERCHAND-RM HOLDINGS PVT LTD
Merchandising Executive 01
J Modukes | Dreg&Rebte |  MyMenu |
E5  Administration -~
") Financials \‘ \
> sales-A/R
W Purchosing - AfP Eusmess
o — One
25 Business Partners
[ Banking - Ezsv Stert Guide
= User Training
sz Inventor
B i - Online Help
"R Production + Vithats News
Té MRP - Glossary
Reports
T you have 2n internet connection 2nd 2n S-user, you can get more information from SAP Business
One Customer Portal.
Te gain access, contact your SAP Business One partner.
Note that your enguzge may not be supported by 2l of thess information rescurces.
o Show this page at startup EV
[ System Messages Log () | O]
21]05/2014 wa sssssssss
B:56AM One

&55AM
5/21/2014

ARG )

Outgoing payments

Once the deliveries received to the stores, the stores team will generate goods receipt notes for
the relevant invoices. Then you can arrange the payments to the relevant vendors and there are

some steps you should be undertake via SAP.

01. Raise an A/P Invoice

02. Raise an Outgoing payment

Journal Entries at GRN point

When the GRN is raised the following double entry is updated.

Inventory A/C Goods received not invoiced
Dr Cr Dr Cr

XXXX XXXX

Prepared by SAP Team



’Rl ( holdings

First you should raise an A/P Invoice and then update the outgoing payments.

Raising an A/P invoice

Main Menu — Purchasing A/P

>

A/P Invoice

i Contents | logetes | Accounting | T | Attachments |
Ttem/Service Type Summary Type
# Item No. Item Group  Item Description Quantity UoM Name  Unit Price Tax Code Whse Whs Name Project Total (LC)

5 -
[T [ 3
Buyer “Ho Sakes e ToslBeforeDiscount |
Err [ ——

[zt ——
Total Payment Due KRO00 |
Remarks Appled Amount [ ——
Balance Due | ——
[ orembessgeiog( | )
[ |mfosf | I I SAP%”?%'S“

S:44AM

1213PM

Attributes
Vender — Select the particular vender
Name — Vender name will be given by the system

Then go to,

5/26/2014

>

Copy From . GOOds Receipt PO

Prepared by SAP Team

Select the relevant
PO from the List of
Goods Receipt PO




Rl ( holdings

eBRPERHBFE BilwesnTH QL geER PLE BREL @

Centact Persen . ] Posting Date e S
Due Date 25/05/2014

Vendor Ref, No,
BP Currency ¥usD 130, !@g! Document Date 26/05/2014

J Contents | logitis | Accounting | T | Attachmants
Hem/Sarics Typs Summary Type
£ | Item No, HemGroup  Item Description Quantty UoMName UntPrce | TaxCode  Total(Doc)  Whse Whs Name Praject
T a
-
[« | ]
Buyer N Sakes Emplayss- v® Total Before Discount ||

Ourer — e e T
[rcsloommpayment |

Fracht oL
[ Rounding . uspom
Tax
[ Payment Order Run WTax Amount
Total Payment Due USD 0.
Remarke Applied Ar Purchase Quotstion
T —
C Goods Receipt PO
] Lsndeg Costs -
W‘ ’w‘ Copy From 4 CopyTo -
(]

0 | msaM | 1 )

wBusir\ess
One

< [0t )

File Edit

REHPERERASE HEwe >3 73 'D?-E“'“”“‘m e
A/P Invoice Select the Relevant
‘Cantact Person = Posting Date ze.zom -
Vendor Ref, Ho, [ i Due Date
tord Fe i — l Goods Receipt PO J e
J Contents | Logistics | Accounting I Tax [ Attachments |
lem/Service Type[liem - [ x| Summry Tyee
#  Item No. Item Group  Item Description — : iCode | Total (Doc) Whse Whs Name Project
'1_| # # Date Vendor Remarks Due Date -
1 10000 22/05/2014  Lumiere Textiles Limited ~ Origin: MRP RM2013/3026 22/05/201¢ ~
[0 [ v
Buyer -No Sales Employes- M[E] hod Totsl Before Dscount | |
Ouner 7 [l [ ] Dheownt % |
pawent |
[l oo
[ Rounding [ usDom
[ Payment Order Run La':zx}\lmnl [ |
Total Payment Dus
Remarks sppid ot |
E - .
E Add Cancel Copy From 4 Copy To :
[ SrdemMessgmlog® | O]
| | 2052014 | Il | usiness
I | 1w0wsam | ] ] SAPEne
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Then click on “Choose” button.
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Once you select the PO you will move to the below window. In this window, you have nothing

to change and only give the command “finish”.

Row Ex. Rate for Prices

) Use Row Exchangs Rate from Base Document
() Use Doc and Row Exchange Rate from Base Doc
(#) Use Current Exchange Rate from the Exchangs Rate Table

(*) Draw zll Data (Freight and Withholding Tax)
) Customize

File Edit View Data

Modules Toolks Window Help

Goto

» 1 = =
ReNFEREASE H wesNTE QL SEER 2060 EREL @
| |l ]
Vendor S M. [primary ¥ |12 | =
Name Lumiere Texiles Limited Status E
Centact Persan [ -@ Posting Date
Vendor Ref. No, Due Date 25/05/2014
8P Currency v lusp 130.0000 Docyment Date
S = B NS~ =
TremService Type [Ttem i Summary Type
# IiemNa. Ttem Group  Ttem Description Quantty  UoM Name Unit Price Discount %  TaxCode | Total (Doc) Whse  Whs Name Project
1 = FBS0M2Z Fabric Sofid | 300008 100% CTN 135GSM 179CM U/W CARROT SU14B17-LTD1080M-2 LTO1080M2 633.9975 Meter USD 1.7600 0.00 =3 VATO USD 1,115.84 = 01 RM Holdings Pvt Ltd | KUNOOS006
2 [ FBSOM4Z? Fabric Sofid 30000 100% CTN 135GSM 179CM U/W KIWI SU1485 LT0109203 6339975 Meter USD 1.8500 0.00 = VATO USD 1,472,90 = 01 RM Holdings Pvt Ltd  KUNOOS0DG
3 o FBSOME?  Fabric Soiid  |J0C00€ 100% CTN 135GSM 179CM U/W WHITE FABSLD338 LTODO3W 633.9975 Meter USD 1.7100 0.00 = VATO USD 1,084.14 = 01 RM Holdings Pvt Ltd | KUNCOS006
4 o FBS0M33  Fabric Sofid | 300008 100% CTN 135GSM 179CM U/W LAGOON SU14B13 LTO107EMS 633.9975 Meter USD 1.7600 0.00 = VATO USD 1,115.84 = 01 RM Holdings Pvt Lid | KUNOOS00&
5 0.00
Euyer -Na Sales Employee- (S Total Before Discount USD 4,488.72
Oumer | Dicount [ |®w |
[orewpovmpaymert |
Freight oL
[ Rounding L upww
Tax | —
[ esmrdai Wrax Amaunt [ —
Total Payment Dus B
Remarks Origin: MRR Appied Amaunt [ —
01/ Dt O
Burchass Orders 50225, Based Balznce Due USD 4,488.72
Oin Gz Rarsint DO 10000 A
[ sydemMessgsslogle) | =)
|Customer/Vendor Name (100 Characters) | sl Il | o
ne
[ | 1o03sAM | 1 |

1:08 PM
5/26/2014

CR B
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Attributes
Vender — Check the particular vender
Name — Vender name will be given by the system
Currency — Select the BP Currency USD
Posting date, due date, document date — Enter the relevant dates

Item Number, Item Group, Item description -Check whether the relevant item has appeared
Quantity-Check whether the correct quantity has appeared

Unit Price- Check whether the correct price has appeared

Discount %-Insert the discount percentage if required

Tax code-Select the relevant tax code

Remarks-If additional information is available you can insert in this box

Then go to the accounting and select the relevant customer PO Number in the BP project.

Eile Edit View

= — c = =
kERFrEZEBSE HE1ee s T7E QB orErRR LLE EHE
T 4= v [Genera AP
Vendor [Lvoso No.  |Primary 10223 || svatiz% 538.65
Hame Lumiere Textiles Limited Status ‘Open VALUE + SVAT 5,027.37
Contact Person ¥|E Pasting Date (26/05/2014
Vendor Ref. No. Due Date 25/08/2014
EF Currency +|lusp 130.0000 Document Date [26/05/2014
[ Contents | Logistics | Accounting JJ | T | I i
Journal Remark = | AP Invoices - LV BP Project KUNOOS0D8
Control Account = [21111-00 - Trade Creditors-UST
[] Payment Block i
Max, Cash Discount
Payment Terms = | Net-30-Suppiier Indicator ]
Payment Method |
Central Bank Ind.
Instaliments it S Order Number
Manually Recslulste Dus Date:
0 | Months+ [30 | Days
Cash Discount Dats Offsst:
Asset Value Date 26/05/2014
Cris “No Sales Employee- hd Totsl Befors Discount USD 4,488.72
Discount %
[2] Total Down Payment
Freight =
Rounding
Tax
Payment Order Run WTax Amount
Totzl Payment Dus UsD 448873 |
Remarks brig'ln:}\viRP Applied Amount
RM2013/3026 Based On
Eorchon Ootes s07an. Based Balance Dus o
. el Bemnie DO 4500001
System Messages Log (8) Of=x]
26/05/2014 SAP e
10:53AM

& o [a i & [ T

5/26/2014

Then click on”Add”.
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Then the SVAT will change automatically as shown below. It is an amount which is apart
from the PO value and calculated according to the tax rate.

M= A
L& B g @
!m 4|V| FI Generzl b EI
No.  |Primary 10229 “ 7 SNAT 12% 535,65
Status Open il VALUE + SVAT  [5027.37
Posting Date 26/05/2014 \\-._‘¥
Dus Dats I5/06/2014
Document Diate 26052014
Summary Type No Summary il
Discount % Tax Code Total (Doc) Whss
D 0.00 = VATD USD 111584 = 01 F ~ |
i} 0,00 = WATD UsD 1,172,590 == 01 F
i} 0,00 = WATD USD 1,084.14 - 01 F
i} 0,00 = WATD UsSD 1,115.84 == 01 F

Journal Entries at raising A/P Invoice

When the A/P Invoice is raised the following double entry is updated.

Goods received not invoiced

Dr

Cr

XXXX

Raising an Outgoing payment

Main menu

Banking

Prepared by SAP Team

Vender
Dr Cr
XXXX
Outgoing Outgoing
payments payments
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File Edit View

= i = =
cERFEREBSE B we 33 FE DT a0ER PLE EARE L O
Il x]
Code | () Vendor No.  [Primary | (50000
Name ) Customer Posting Date 26/05/2014
Pay To | © Account Due Date 26/05/2014
O Tos Diocument Dats 26/05/2014
Reference
Transaction No.
Contact Person WTax Code
Project WTax Base Sum
[7] Display Invoices with Matching Billing Address
Selected | Document No. | Instalment | Document Type | Date * |OverdueDays  Total | WTax Amount Balance Due Blocked | Cash Discount %, Total Rounding Amount Total Payment Distr. Rule Payment Order Run
[] Payment an Account 0.00
WTax Amount
Total Amount Due
Remarks
Journal Remarks Open Balsnce
[ Crested by Payment Wizard
TR P TN P T
[ System Messages Log (8) [ [O/=x]
26/05/2014 Business
1L:26AM SAP&::

1:56 PM

ENAER )

5/26/2014

Attributes

Code — Tick the relevant code and select the relevant vender, then it will show all the open

invoices.

Pay to-Select the relevant category

Project-Select the customer PO Number

Posting date, due date, document date — Enter the relevant dates
Reference-Put the relevant invoice number

Doc. Currency-Change the exchange Rate if required

Total payment-Check the amount and if it’s a partial payment type the value
Remarks-Mention the additional details here

Select the relevant documents by applying a tick for the correct A/P Invoice number.
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Then click on the “Payment means” logo on the top of the window.

Goto Modules Tools Window Help

Payment Means...

Code = ) Vendor

Name O gustomer

Pay To [~ © Account
O Tog

Centact Person [ 1
Project [

Then it will appear below window.

REexRPERERA®R HEwe 2 nTFE R BawEs PLHF EXEL @
| CEE|
Currency

| eck | EakTranser |  Gredtcad | gamh |

[] Search by Bank Code
#  DueDate Amount Country Bank Name Branch Account Manual Check | Check No. G/L Account Endors. Primary Form Item
1 2sf05/2014 Sri Lanka v - - O [} No -

Overall Amount
Baiance Dus
Bank Charge | |

21 e
[ System Messages Log (8) | af=x]
‘ - . | SAPER"

[ | 1:0ePM | ] [

235PM

5/26/2014

Attributes

Currency-Select the relevant currency

If the payment is made by a cheque select “Check”
Amount-Press CTRL+ B, then it will show the selected values

Bank Name, Branch, Account-Select the relevant details

9
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Manual Check-Select if it’s a manual cheque, If you print cheque via SAP no need to select
this.

Check no.-Mention cheque no. if manually print
G/L Account-Select the relevant account

Click OK payment means and Click ADD.

Journal Entries at Outgoing Payment

When an outgoing payment is raised the following double entry is updated.

Vender Bank
Dr Cr Dr Cr

XXXX XXXX

A/P Down payment Invoice

If there is a requirement for an advance payment the merchandisers will raise an A/P down

payment request. Then the finance division should raise an A/P down payment invoice.

Main Menu Purchasing A/P A/P Down payment
Invoice

10
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File Edit View

CLERFPFEREBGDE Hiwe sn7Eh D ar@Ee 2L 5 HEES @

L ARDownPaymentimoice el
Vendor No. Primary 5000 =
Name Status Open
Contact Person Posting Date 126/05/2014
Vendor Ref. No. Due Date
Local Currency i Document Date 26/05/2014
J Contents [ Logistics [ Accounting [ Tax [ |

Ttem/Service Type (Item Summary Type No Summary
# | Item No. | Quantity Unit Price Discount % Tax Code | WTax Liable | Total (LC) Distr. Rule | Loc. | Blanket Agreement Abs. ID  UoM Code | Blanket Agreement No. | Item Group | Whs Name | FromWhs | Style No.  Colour  Compostion
1 0.00
Buyer “No Sales Employes- Totsl Before Discount
DPM 100 %
[] Rounding LKR 0.00
Tax
[[] Payment Order Run WTax Amount
Total Payment Due LKR 0.00
Remarks Applied Amount
Balance Due
e Fanral p—— p—
| SystemMessgeslog (1) | TS|
UoM Code 26/05/2014 Business
12:50M WOmn 7

323 PM

5/26/2014

Attributes

e Vender — Select the relevant vender (Number given for the vender)

e Name — system will updates the vender name

e BP currency — Select the currency

e No. — This is system generated PO number.

e Status — This is system maintained status (open, Closed)

e Posting date, Due date, Document date— These fields need to be selected by the user as
applicable.

e Quantity — Type the quantity of the particular PO

e Project — Select the particular customer PO number as the project

e Warehouse — select the relevant warehouse
If there are any remarks, note that on the remarks box.

Then click Add.

11
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Then raise an Outgoing Payment for the advance payment. Stores will raise goods receipt note
when actually received the goods. Then you should raise an A/P Invoice and Do the final

outgoing payment if any balances available to pay.
Journal Entries at A/P Down Payment Invoice
When the A/P Down payment request is raised the following double entry is updated.

A/P Down Payment Clearing Vender
Dr Cr Dr Cr

XXXX XXXX

Journal Entries at A/P invoice-Advance payment

When stores GRN the goods in actual goods receiving you should raise the A/P Invoice ,The
Journal entries will be as follows.

Goods received not invoiced A/P Down Payment Clearing
Dr Cr Dr Cr

XXXX XXXX
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