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Perform Business Central operations

» Perform basic tasks in Business Central
 Purchase items

» Sell items

» Process financial documents

* Process payments and journals



Perform basic tasks in Business
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Perform basic tasks in Business Central

« Differentiate between designing, customizing, and
personalizing pages

« Customize pages

* Apply and save filters

 Find documents and related entries

» Use the Inspect pages and data feature

« Perform data updates by using the Edit in Excel
feature

« Attach and share files by using OneDrive



Purchase items



Purchase items

» Create a purchase order

* Receive items for a purchase order

» Describe the over-receipt feature

« Undo a receipt

» Create a posted invoice from a purchase order
» Create a purchase credit memo

« Configure recurring purchase lines




Exercise

« We buy 20 «Brazilian Coffee» bags from vendor
«Coffee Export Ltd»

 Check the prices on the order
« A first receipt is of 11 bags

» A second receipt is of 9 bags
 We receive a single invoice



Sell items



Sell items

* Create a sales quote

« Convert a sales quote into a sales order or sales
invoice

 Analyze item availability

* Ship items for a sales order

 Undo shipments

* Create a sales invoice from a sales order
* Create sales credit memos

 Configure recurring sales lines



Exercise

« \We receive these sales orders:
 Customer 10000: 100 500Gr packs, 150 250Gr packs
. Cus&omer «Just Coffee Ltd»: 80 500Gr packs, 95 250Gr
packs
« Ship first order (complete)
« Make a single invoice from the order

« Ship second order: 60 500Gr packs and 95 250 Gr
packs

» Ship the remaining quantity

« Make a single invoice for all the shipments by using the
Get Shipmeént Lines function
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Process financial documents

« Process purchase invoices

* Process purchase credit memos

« Process sales invoices

» Process sales credit memos

« Combine sales shipments into a single sales invoice

« Combine purchase receipts into a single purchase
invoice

« Correct a posted purchase invoice
« Correct a posted sales invoice
* Release and reopen documents




Correct purchase invoices

» Correct: creates and post a credit memo to
reverse a posted purchase invoice and create a
new purchase invoice with the same information,
that you can correct before posting

» Cancel: creates and post a credit memo to
reverse a posted purchase invoice

 Create Corrective Credit Memo: creates a credit
memo with the same information, that you can
correct before posting



Correct purchase invoices

<« Posted Purchase Invoice | Work Date: 26/01/2023

108038 - London Postmaster

Process Correct Invoice Print/Send Navigate More options

€ Correct X Cancel {[‘; Create Corrective Credit Memo

Vendor London Postmaster
Contact Mrs. Carol Philips

Posting Date 26/01/2023
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Process payments and journals

Process payments by using payment journals
Run the Suggest Vendor Payments action
Process receipts by using the cash receipts journal

Process payment registrations

« Apply ledger entries and undo applied entries
* Reverse posted journals

» Create bank deposits

 Consolidate customer and vendor balances



Customer Payments

» Cash Receipt Journal

« One payment — one document
« One payment — multiple documents

* Register Customer Payments
e Fast way to manage payments
« One customer
« Multiple customers
« Need to do Payment Registration Setup



Payment Registration Setup

Edit - Payment Registration Setup 7 X

Select which balancing account you want to register the payment to, as well as which
journal template to use.

| Journal Template Name PAYMENT

Journal Batch Name PMT REG

Balancing Account Type Bank Account v
| Balancing Account WWB-OPERATING

Use this Account as Default -)

Automatically Fill Date Receved ‘)




Reqister Customer Payments — Single documents

Posting Navgate Search Line @8 Open in Excel

sre

auiidford Water Depactment

hn Haddock insurance C

Openng Entries, Customers
Opening Entries. Customers
Openmng Entries. Customers
Invoice 1001

Credit Memo 104001

Invoice 103010

Dwe Date Rerr

18/12/2022
06/01/2023

03/01/2023

é

Register Customer Payments | Work [

New Posting

Navigate Se:z

6} Post Payments

1) Post as Lt

Name

Date Receves

p1/12/20258

p1/12/2025




Register Customer Payments — Lump Payments

& Register Customer Payments | Work Date: 01/12/2025 Saved [7\ C _:‘
New Posting Navigate  Search Line @8 Open in Excel More options Y
Remaining Pay Date Amount
Name Description Due Date Amount Made Recerved Recewved
The Cannon Group PLC Opening Entries, Customers 31/01/2023 0.00 01/12/2025 63.473.13
- The Cannon Group PLC : Opening Entries, Customers 31/01/2023 0,00 4 01/12/2025 33.852.35
The Cannon Group PLC Credit Memo 104001 15/01/2023 -292.84 - 0,00
The Cannon Group PLC Invoice 1004 26/02/2023 366.553.27 O 0,00

< Register Customer Payments | Work Date: 01/12/202¢
g y

New  Posting Navigate  Search  Line

f IQT Post Payments 'ii'_'] Post as Lump Payment




Exercise

« We receive these payments:

« Customer 10000: one payment for 100 500Gr packs
and 150 250Gr packs order

 Customer «Just Coffee Ltd»: first payment 500 £
second payment for the remaining amount



Payment Tolerance Setup

“ %
€« ‘
General Ledger Setu
9 i General Ledger Setup

Gemersl  Posting VAT Bk ourny Templates Acons  Relsted  Fewer optors

Genera Posting VAT Bank  Joumal Templates Actions
General

f Functions

Dimensions 44 Change Global Dimensions

57 Change Payment Tolerance
Background Posting
Reporting »

l Change Payment Tolerance
Application
Aopin, Roynding Pre 0.0 — mrance Ol ?p"‘?',",

orarce . Payrmant Tolarance # Payment ToNrance Accounts v | Tenoes .
o e Payment Tolicancs Accounts v wyrrant Tolorance ]
N ; a0 N
Advanced
=u -




Payment Tolereance - Currencies

L - - Ve e
Senrch - New Bt L 2 Debete 7 o QA view Procems  Exchange Rate Servce 03 Open = Bacw A - Fronres -t
f Furctiom & Bxch Bates 75 Adust Excrange 2ate M Suchonge Rate Adust, Regater 2 Exchangs Rate Servony A Updae Exchangs Ayte
&9 Change Payment Toerance pet T s e oy M Mk Mottt o e
Al 20 o _‘. 04 Meyrent £ o ) AN
AL 320 W 22 007 Nesrest 0O 25 €0 0 ¢
e 22 CO0%  Mesrest 00y 25 0.00 0 0
BN 320 o 22 007 MNesrest Q0N 25 0.0 ) a0
a0 120 00T 22 009  Mesrest 00t 5 o 0 Q00
A 7320 o 22 007 Mearsst 00N 25 o ) (
- CuE I ea20 o 22 0OV Mearest oom 28 020 ° o™
22 007 Nearest (Y z5 000 3
2 Change Payment Tolerance 7 X .

Options

Advanced




Payment Tolerance Accounts - Customers

1 . Work e e .
Search  —+ New [RESAlt B Delete JEdit T View
now All A @
e
A . . -
A oo stie ene Crarge . Py, —e 4 s Fee fopin & A De .
» Domestic customers 9250 9120 9140 915¢ 9150
9240 9120 9140 915 915¢
9240 9120 9140 9150 918¢




Payment Tolerance Accounts - Vendors




Exercise

« We receive one payment for :

« Customer 10000: one payment for 100 500Gr packs
and 150 250Gr packs order

 Customer «Just Coffee Ltd»: first payment 500 £
second payment for the remaining amount



Suggest Vendor Payments — One vendor

= 10000 - London Postmaster | Work Date: 01/12/2025
Vendor Ledger Entries O Search MEEditlist Process Line Entry 8 Open in Excel More options
Pmt Pmt. Disc
Document Remamning Discount Tolerance
Posting Date Type Document No Vendor No Onginal Amount Amount | Due Date T v | Date Date

= 31/122022 : Invoice 5578 5578 10000 -24.080,19 -24080.19 | 20/01/2023 | 31/12/2022 31/12/2022
31/12/2022 Invoice 5672 5672 10000 -57.792.45

V)
O
~N

o

21/01/2023 | 31/12/2022 31/12/2022

04/01/2023 Invoice 108027 23047 10000
07/01/2023 Invoice 108028 23587 10000 Suggest Vendor Payments z X
18/01/2023 Invoice 108032 24521 10000
26/01/2023 Invoice 108037 2023/098 10000

Use default values from Last used options and filters

Options Show more

Find Payments

PPy | | Last Payment Date 21/01/2023 =

-~ ~ y )
: ; Check Other Journal Batches . )
Maoge Process Bak  Preowe  fomPrt Lme  Accoet heck @B Open m Expel More cotions
) Paymant Wrdts Payrart of inwd Lenoen Pastsaites 2408019 Bark ACCount WWE-OPERA worte s578
s Paymem W Qs ayrrar LENOC FOstmaiter ST rRAs Bark Account WWE-CFERA WistH 5672




Vendor Priority

€ Vendor Card | Work Date: 01/12/2025 (2Z) + ® Saved &8
Process Request Approval New Document Navigate Vendor More options 0
General > London Postmaster
Address & Contact > N12SXY | Mrs, Carol Philips
Invoicing >
Payments Shoiioance

. Application Method Manual v Preferred Bank Accou
Highest

Payment Terms Code ™ - Partner Type v

1

Payment Method Code . Cash Flow Payment Te

Priority

2
3 Priority 1 Creditor No
4

Lowest



B NNRFR WW R P W

Payments using priorities

External
Document Document Remaining
Posting Date Type Document No No Vendor No Onginal Amoun Amount 'Y Due Date t
— 12/01/2023 : Credit Me... 109001 KR95-02-01 30000 35.430,00 3543000 12/01/2023

31/12/2022 Invoice 5578 5578 10000 -24.080,19 -24.080.19 20/01/2023
31/12/2022 Invoice 5672 5672 10000 -57.792,45 -57.79245 21/01/2023
25/01/2023 Credit Me... 109002 AWE-C3 01863656 465460 465460 25/01/2023
31/12/2022 Invoice 12388 12388 30000 -105.952.82 -105.952.82 31/01/2023
31/12/2022 Invoice 2344 2344 01254796 -163.573,93 -163.573.93 31/01/2023
02/01/2023 Invoice 108025 5755 20000 -1.535,63 -1.53563 31/01/2023
02/01/2122 S 1ANIE e NN -4,559,40 -455940 31/01/2023
04/01/: Suggest Vendor Payments -8.132.00 -8.13200 31/01/2023

Options v less

Find Payments

Last Payment Date 26/01/2023 8

Find Payment Discoun @

Use Vendor Priority &

Available Amount (LCY 82.000.00

Pmt
Discount
Date

31/12/2022
31/12/2022

31/12/2022
31/12/2022
02/01/2023
02/01/2023
04/01/2023

Pmt. Disc
Tolerance
Date

31/12/2022
31/12/2022

31/12/2022
31/12/2022
02/01/2023
02/01/2023
04/01/2023



Purchase return orders

1. Create the return order

2. Select the vendor

3. Select Process, Get Posted Document Lines to
Reverse

€ Purchase Retum Order | Work Date: 26/01/2023
I 1001 - London Postmaster
4. SeleCt one or more ||nes ondon Postmaster
Process Release Posting Request Approval Print/Send Return Orde
ﬁ‘&o! Po 11 %

London Postmaster
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