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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.  

 

Figure 01: SAP Interface 

 

 

User Name 

Pass Word 

Company Name 

Change Company 



 

2 

Prepared by SAP Project 

Purchasing Process 

Purchasing process is mainly based on the Purchase Orders. 

Figure 02: Main Window 

Steps for making purchase orders 

 

 

 

Main Menu MRP Order 

Recommendation 
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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  

 

 

 

 

 

 

 

 

 

 

 

 

Then it will take you to the below window. 

Order Recommendation  
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There are some attributes here for you to be checked.  

 Vendor code – Relevant Vendor code need to be selected by user at the time of raising 

PO. 

 Vender Name – Upon Selection Vendor Code, Name of the Vendor will be appeared. 

 Order Type – It should be selected as Purchase Orders 

 Item No. – This is Item Code and this need to be selected  

 Item Group – This will be shown upon selection of the item code. 

 Item Description – This will be shown upon selection of the item code. 

 Quantity – this is the ideal quantity  

 Quantity required – if this is not updated, it should be updated. 

 UOM name -  this will be updated by the system 

 Due date – You have to select the due date 

 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) 

 Warehouse – you should select the relevant warehouse 

 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.  
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Then move to,  

 

 

 

Purchase Order 

 

Attributes  

 Vender – Select the relevant vender (Number given for the vender) 

 Name – System will updates the vender name 

 BP currency – You can select the currency  

 No. – This is system generated PO number. 

 Status – This is system maintained status (Open, Closed and Canceled) 

 Posting date, Valid until, Document date, Required date – These fields need to be 

selected by the user as applicable. 

 Project – Select the particular project 

 Warehouse – Select the relevant warehouse 

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

Main Menu Purchasing A/P Purchase Orders 
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Basic Purchasing Process 

 

 

 

 

If return exists 

 

 

 

 

 

Raising Manual Purchase Orders 
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Outgoing 
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Main Menu Purchasing A/P Purchase Orders 
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Attributes  

 Vender – Select the relevant vender (Number given for the vender) 

 Name – system will updates the vender name 

 BP currency – Select the currency  

 No. – This is system generated PO number. 

 Status – This is system maintained status (open, Closed) 

 Posting date, Valid until, Document date, required date – These fields need to be 

selected by the user as applicable. 

 Item No. –Select the relevant Item Code 

 Item Group–Update this column( Just Double click on it) 

 Item Description–This will appear automatically 

 Quantity – Type the quantity of the particular PO 

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

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

 Discount % –Type the percentage of discount if applied for the unit price 

 Project – Select the particular customer PO number as the project 

 Warehouse – select the relevant warehouse 

 Whs Name –Update this column( Just Double click on it) 

 Del. Date –Item wise delivery date can be mentioned here if needed, If not main 

delivery date will appear automatically. 

 Open Qty– This will show the quantity to be received 

 Import Log –You can type here any reserved quantities from stock. 

 Total (Doc) – This will show the row wise total value 

 Reference – This can be updated when revising item description. You can type the new 

added description. 

 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.  

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 Purchasing A/P Relevant Purchase 

order 
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 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.  

 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 
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Attributes 

 Status – This should be as “Released” 

 Product No – Select the product number 

 Product Description – this will be automatically given by the system 

 Warehouse – Select the relevant sub-factory for the production as the warehouse 

 No. – Given by the SAP system 

 Order Date, Due Date – set the particular dates 

 Project – Select the customer PO number as the project 

 Item No – Select the Item number 

 Item Group – Refresh this column 

 Item Description – Updated by the system 

 UoM Name – Will be given by the system 

 Base quantity – The quantity required for one five pair pack 

 Planned Quantity(Purchased Qty) – The total quantity required based on the given 

planned quantity 

 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 
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the required reservation of inventory for the particular order and it gives information 

to the stores. 

 In stock – 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) 

 Issued – The quantity issued for the particular sub factory (When the stores issue 

goods by raising a issuing note it will automatically update the issued column in the 

production order) 

 Warehouse – Should select the name of the relevant sub factory as the warehouse 

 Warehouse Name – Automatically selected by the system 

 Open Qty – This shows the balance quantity to be issued to the purchase quantity 

 Issuing % – Type the issue percentage 

 Issuing Qty with % – System will show this value 

 Price – System will show the last purchase price of the relevant item 

 Committed – Shows the quantities allocated for production orders  

 Ordered – Shows the quantities which are ordered by purchase orders and not raised 

the goods receipt POs at that time. 

 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 

 

 

 

 

 

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’. 

Main Menu MRP Order 

Recommendation 
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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.  

 

 Order Type – It should be selected as Production Orders 

 Item No. – This is Item Code for the Pr.Os 

 Item Group – This will be shown upon selection of the item code. 

 Item Description – This will be shown upon selection of the item code. 

 Quantity – this is the ideal quantity  

 UOM name -  this will be updated by the system 

 Due date – It will appear as in the sales order 

 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. 
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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. 

 Select the required ‘Item No.’ on a new raw. 

 Update the ‘Item Group’ 

 Type the order quantity at ‘OQty’, Usage at ‘Actual Usage’ and the correct purchase 

qty at ‘Purchased Qty’. 

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

appear at ‘Issuing Qty with %' cell. 

 

 

 

 


