SAP

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.
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Figure 01: SAP Interface
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Purchasing Process

Purchasing process is mainly based on the Purchase Orders.
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Figure 02: Main Window

Steps for making purchase orders
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Here, at the order recommendation criteria the below table will be appeared.
First you have to select the order type. (Purchase Orders)
Then select the relevant scenario (Relevant Customer PO Number)

Then click on OK

Order Type [l w4 Crder Type
Scenaric |KUNCOSDD3 i
Due Date Frem [ @A Te [ ]
Relesse Date Fom | | 1o [ |

all
Production Orders
Purchass Crders

Inventory Transfer Requests
Purchase Quotations

Ttems Purchass uests
Code Fom [ | T [ ]
Group [l |

Vendors

Code Fom | | T [ ]
Group [ |
oo |
h ok || Cancel |

Then it will take you to the below window.

Order Recommendation

File Edit View
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1 [ |PurchaseOrdei™ > THROO24  Thread EPIC-120TKT 2500M COBALT C7305 2808 3 Cone Manusl 21/042014 = 01 =
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There are some attributes here for you to be checked.

e Vendor code — Relevant VVendor code need to be selected by user at the time of raising
PO.

e Vender Name — Upon Selection Vendor Code, Name of the Vendor will be appeared.

e Order Type — It should be selected as Purchase Orders

e Item No. — This is Item Code and this need to be selected

e Item Group — This will be shown upon selection of the item code.

e Item Description — This will be shown upon selection of the item code.

e Quantity — this is the ideal quantity

e Quantity required — if this is not updated, it should be updated.

e UOM name - this will be updated by the system

e Due date — You have to select the due date

e Unit Price — Need to be entered manually. (If the prices are given in US Dollars, you
should mention it as USD as a prefix for the price. Because the system has been coded
for Sri Lankan Rupees (LKR)

e Warehouse — you should select the relevant warehouse

e Total Payment due — This is system calculation

After completing these all, if all are perfect should tick on the create column and then update
the table.

Eile Edit View Data Goto Modules Tools Window Help

0a (st i ¥ L B Cd
Planning Herizon 2B/03/2014 - 03/05/2014 Calculzted At 03/05/2014 10:02AM
Find Item No.

gaale | Order Type Item Number | Item Group | Item Description Quantity Req Qty UoM Name  UcM Code Due Date Vendor Code
1 Purchase Ordel ¥ = FEPOOL0S Fabric Print  JCS038 559 CTN 5% SPAN 140GSM 184CM U/W RED 567.11856 857 Meter Manual 03/05/2014 LVODED
2 | Purchase Ord=i ¥ = FES003E Fabric Sofid  JCS03E 95% CTN 53 SPAM 140GSM 1B4CM U/W ELAC  BE7.11B56 BET Meter Manual 05/05/2014 LVODED
3 [ | Purchase Orde ™ = FESDI359 Fabric Solid  JCS038 55% CTN 5% SPAN 140GSM 184CM U/W RED 867.1185 | 857 Meter Manual 05/05/2014 LVODED
4[] Purchase Ordei™ = STHSO0D3}  HestSeals  SL BACK HEATSEAL SU14 OB ANGRY BIRDS WHITE (  3,555.15824 3555 Piece Manual 03/05/2014
5 | [ |Purchass Ordei™|= STHS0D034  HeatSsals  SL BACK HEATSEAL SUi4 OB ANGRY BIRDS WHITE ¢ 1333.2 1333 Piace Manual 05/05/2014
&  [] PurchaseOrdei™ = STHSO0D35  HestSeals  SL BACK HEATSEAL SU14 OB ANGRY BIRDS WHITE ¢ 13337 1333 Piece Manual 03/05/2014
7 [] Purchase Ordei™ = STHSODD3S  HestSeals  SLBACK HEATSEAL SUi4 OB ANGRY EIRDS WHITE(  SEB.75824 BES Piece Manual 05/05/2014
8 [ | Purchase Ordei™ = STHSO045 | HeatSeals  SLBACK HEATSEAL SUI4 OB ANGRY BIRDS BLACKC  16,180.15574 | 16180 Piece Manual 05/05/2014
3 [] Purchase Ordei™ = STHSO0DS)  HestSeals  SL BACK HEATSEAL SU14 OB ANGRY BIRDS BLACK C 12,135.15 12135 Piece Manual 03/05/2014
0 | [] |Purchass Ordei™|= STHSODOSL | HeatSsals  SL BACK HEATSEAL SUi4 OB ANGRY BIRDS BLACK € 12,135.15 | 12135 Piace Manual 05/05/2014
11 [] |Purchase Ordei™ | STHSOD0SZ  HestSesls  SL BACK HEATSEAL SU14 OB ANGRY BIRDS BLACK C  5,050.10426 5050 Piece Manual 03/05/2014
12| [] |Purchase Ordei™ = THRO0IS  Thread ASTRA-120TKT PERMA SPUN 2500M ELACK W32002 14784 15 Cone Manual 05/05/2014 V0115
~ N
CG=Y
[ System Messages Log (2) |
Ttem Group (Number from: -32,768 to: 32,767) 21/05(2014
10:08AM
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Then move to,

Main Menu Purchasing A/P Purchase Orders

Purchase Order

File Edit View

LERPFERRPRASE HEwe 1 FE DIE & LB ERE
\Purchase Order. e =
2:::::( Person e ME :::gm ;Efzm ]
Vendor Ref. No. Delivery Date 130/04/2014
EP Currency *|lusp 130,7000 Document Cate 28/03/2014
J Contents | logstis | Accounting | T | Attachments
ITtem/Service Type Item Summary Type No Summary |
# Item No. Ttem Group. Ttem Description Quantity UcM Name Unit Price Tax Code Gross Price Total (Doc)  Project Whse Import Log Whs Name
Loz No Sakes Employes hils Total Before Discount USD 4,986.65
N br,gm: — Tatal Payment Due. USD 4,986.65
RM2013/3023
o 1T concel | copyFrom ([ copyTo Ll :
[ i ] BB
e SAPGre"
€ o9 B [3] -u &’ - o po
Attributes
e Vender — Select the relevant vender (Number given for the vender)
e Name — System will updates the vender name
e BP currency — You can select the currency
e No. — This is system generated PO number.
e Status — This is system maintained status (Open, Closed and Canceled)
e Posting date, Valid until, Document date, Required date — These fields need to be
selected by the user as applicable.
e Project — Select the particular project
e Warehouse — Select the relevant warehouse

Check all the attributes and if you have edited any attribute there, you should update the table.
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Basic Purchasing Process

Purchase Order Goods Receipt A/P invoice Outgoing
> PO > > Payment
If return exists
Goods Return
A/P Credit
Memo

Cancel the
Outgoing
Payment

Raising Manual Purchase Orders

Main Menu S Purchasing A/P . Purchase Orders

Summary Type
Unit Price Tax Code Total (LC) Grass Prics Project Whse Import Log Whs Name

Buver o Sales e TofslBeforaDiscount [ |
Ovner 1 Decount | e |
Freight | —
[ Reunding
Tax
Total Payment Due LKR 0.00
- E

Copy From Gopy To

| aujesfo1a |
[ | 2:33PM [
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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, Valid until, Document date, required date — These fields need to be
selected by the user as applicable.

e Item No. —Select the relevant Item Code

e Item Group—Update this column( Just Double click on it)

e Item Description—This will appear automatically

e Quantity — Type the quantity of the particular PO

e UoM Name-System will show the item unit of measure.

e Unit Price — Type the unit price manually (No need to state whether USD or LKR)

e Discount % —Type the percentage of discount if applied for the unit price

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

e Warehouse — select the relevant warehouse

e Whs Name —Update this column( Just Double click on it)

e Del. Date —Item wise delivery date can be mentioned here if needed, If not main
delivery date will appear automatically.

e Open Qty— This will show the quantity to be received

e Import Log —You can type here any reserved quantities from stock.

e Total (Doc) — This will show the row wise total value

e Reference — This can be updated when revising item description. You can type the new
added description.

e Tax Code — You can select the correct tax code here.
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Then copy project and go to the Accounting tab and paste it on BP project.

ot 2R BRE

Vendor Fv0001

No. |Primary | [50234 -o

Name Bast Pacific Texties (Hong . Open

Contact Person g Date 21/05/2014
Vendor Ref. No. g 21/05/2014
BP Currency v usD 1300300 e 21/05/2014

Contents. Logistics Accounting Tax Attachments
Journal Remark Purchase Orders - FV0001 BP Project |
Cancellation Date Paste
Required Date ’
List of Projects
Payment Terms Net-30-Supplier b Indicator Row Details....
Paymeant Mathod hd New Activity
Order Number if  Volume and Weight Calculation...
Manually Recalculste Due Date: Opening and Closing Remarks
i Months + |30 | Days
Cash Discount Date Offset: Save as Draft
Buyer “No Sales Employes- T Total Before Discount USD 12.00
Owner Discount %
Freight
| Roynding USD 0.00
Tax
Total Payment Due USD 12.00
Remarks

Add Cancel |

21/05/2014
2:41PM

SAP

If there’s any comments/clarifications you can mention it on the Remarks box.

After completing these all click on the “Add” button.

Raising Advance Payment Requisition Form

If the vendor requires advance payment the merchandiser should handover Advance payment

requisition form to the finance division. This generates formal request for the Advance

Payment from Finance Department. This is not any subject of finance data and it reflects to

generate a formal request for the payment to the supplier.

Main Menu
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1 ISR 1wl 0] iGenerat - x|
vendor = [Lvons N [primary a8 - T ) o
Name FANTASIA ELASTICS (PVT) LTI Status Open e e sl o
Contact Person hd (S Posting Date 21/11/2014 EP Name
Vendor Ref. o, Delvery Date 2u/11/2010
BP Currency ¥ usp 1311000 Document Date 21/11/2014
il Contents | logitics | Accounting | T | Atachments |
Tem/Service Type  [Ttem Summary Type No Summary -
2 | Iem Mo, MemGroup @ Item Descripton Quantty UoM Name | Unit Price Discount®  TaxCods  Totsl(Doc)  Whse i
1 o ELADDSDS Elastic FE318620SD INSERT 20MM WHITE 23,267 Meter USD 0.0430 0.00 . VATO USD 1,140.08 - RMH21
2 = ELAODSI0 Elastic FE318608 INSERT MM WHITE 33,177 Meter UsD 00330 0.00 = VATO USD 1,094.84 = RMH21
3 0.00
cty
Broduct
‘ »
LT “Mo Ssles Employse- hilS Total Befors Discount USD 2.234.92
ner Discout %o
Freight =
Rounding
T
Total Payment Dus USD 2,234.52
Remarks ‘Origin: MRP
KUSP1500546
SevE2000F
'ORANGE DARK
e
Advance Payment 211208
10:56AM

™y AM

1
11/21/2014

o

e When you select the added purchase order, then you should select Advance payment-
Yes or No. And then type the advance payment percentage at A. Percentage below the
Advance payment box, the advance payment amount will automatically appear in the
A. Amount field.

e |If you want to change the advance payment amount, first you should reset the

A. Percentage to 0 and then enter the relevant percentage again.

Raising Production Orders

Main Menu Production Production Order

Prepared by SAP Project
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Type | No. -
Status hd Order Date

Product Na. Due Date

Product Description User hd
Plannad Quantity UoM Name. Origin Manuzl

Warshouse Sales Order

Components | Summary Project

£ Item No. Item Group  Ttem Descripbion BaseQty  Planned Qty  Reserved InStock Tssued Available UcM Name  Warehouse

41 v

Remarks

(Number from: -2,147,483,648 to: 2,147,483,647) 21f05/2014 SAP =
Z:55PM

€ o W il e

Attributes

e Status — This should be as “Released”

e Product No — Select the product number

e Product Description — this will be automatically given by the system

e Warehouse — Select the relevant sub-factory for the production as the warehouse

e No. — Given by the SAP system

e Order Date, Due Date — set the particular dates

e Project — Select the customer PO number as the project

e Item No — Select the Item number

e Item Group — Refresh this column

e Item Description — Updated by the system

e UoM Name — Will be given by the system

e Base quantity — The quantity required for one five pair pack

e Planned Quantity(Purchased Qty) — The total quantity required based on the given
planned quantity

e Reserved — Enter the reserved quantity based on the stock data. Before you update the
reserve quantity in the production order, you have to check stock status report and get
the figure being available in the particular warehouse. The reserved quantity reflects

10
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the required reservation of inventory for the particular order and it gives information
to the stores.

e Instock — The stock available for issuing
(No need to enter the values for the above highlighted areas manually, it will be
updated automatically by the system)

e Issued — The quantity issued for the particular sub factory

e Warehouse — Should select the name of the relevant sub factory as the warehouse

e Warehouse Name — Automatically selected by the system

e Open Qty — This shows the balance quantity to be issued to the purchase quantity

e Issuing % — Type the issue percentage

e Issuing Qty with % — System will show this value

e Price — System will show the last purchase price of the relevant item

e Committed — Shows the quantities allocated for production orders

e Ordered — Shows the quantities which are ordered by purchase orders and not raised
the goods receipt POs at that time.

e Available — Shows the quantity—» In Stock + Ordered - Committed
If there are any remarks, mention it on the Remarks box given.

After completing all, click on the Add button.

Raising Production Orders via Order Recommendation

Main Menu MRP Order
Recommendation

Then below window will be appeared and you should select the ‘order type’ to production
orders from the drop down list and select the correct ‘scenario’.

11
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Order Recommendation - Selection Criteria |;| E
Order Type Production Crders il
SCenario MAXBRFDD1S-10210 -
Dus Date From To
Relezss Date From To
Ttems
Code From To
Group all b

OK | | Cancel

Then the list of production orders to be raised will be appeared, there you should

There are some attributes here for you to be checked.

e Order Type — It should be selected as Production Orders

e Item No. — This is Item Code for the Pr.Os

e Item Group — This will be shown upon selection of the item code.

e Item Description — This will be shown upon selection of the item code.
e Quantity — this is the ideal quantity

e UOM name - this will be updated by the system

e Due date — It will appear as in the sales order

e To Whse — you should select the relevant warehouse

Tick the required production order on the box under “Create”, Then the production

orders will be generated.

12
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Manually adding items to the production orders

If you want to manually add an item to the production order the below mentioned steps need

to be followed.

e Select the required ‘Item NO.” on a new raw.

e Update the ‘Item Group’

e Type the order quantity at ‘OQty’, Usage at ‘Actual Usage’ and the correct purchase
qty at ‘Purchased Qty’.

e Type the Issue percentage at ‘Issuing %’ then automatically the Issue quantity will

appear at ‘Issuing Qty with %' cell.
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