
SAP Business One Beginner Training 

1. Login Screen 

 

 

 

 

 

 

 

 

 

 

Make sure server is HANADB  

Company list 

Company you want to login to,  

else click Change Company 



2. Main screen 

 

 

 

 

Your name 

You’re currently login to 
Hide/Unhide Modules list 



3. User Setup – You can change your name or update your email address.  

You can also do the settings at the Services tab according to your needs. 

           

 

           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Search bar and Change password 

Search bar – Type keyword in the search bar for quit access, instead of browsing through the long list 

Else Navigate to Administration > Setup > General > Security >change Password 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search bar 
Change Password – Change the password if need to 

by key in old password (current password) and then 

new password. 



5. Form settings – Main Menu, you can choose to hide those modules that not in use in your daily 

basis or bring back those modules that you needed but was missing from the Main Menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Form settings - you can choose to hide those field that not in use in your daily basis or bring back those field that you needed but was 

missing from the Form 

 

 

 

Form Settings 



7. Form Settings - you can choose to hide those UDF (User-Defined Field) that not in use in your daily basis or bring back those UDF that 

you needed but was missing from the Form 

 

 

 

 



8. Always use Tab to navigate to the next field. Enter mean Add 

 

 

 

Header 

Body/Content 
UDF 



9. Form - Find mode, to look for previous entry 

 

 

 

 

 

Activate Find mode 

Asterisk (*) mean find 

all 

Result 

You can filter the result according to your needs 



10. Form - Add mode - Insert date 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

1. Select date from the date icon 

2. + How many days from today’s date 

3. Key in date in format of ddmm or ddmmyyy 

Posting date can only be earlier or equal today’s date 



11. Fill in the form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use Asterisk (*) with keyword 

*keyword = Result end with keyword 

  keyword* = Result start with keyword 

*keyword* = keyword in between the result 

 

Double click on Item Description and insert the keyword  

Insert keyword, a list of result will be shown 



12. Add, After confirm that the information are correct, you can save as draft or press Enter or Click the Add button 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Right click on form and choose Save as Draft to continue later 

Add & New : Add the document and continue with a fresh screen 

Add & View : Add the document and view it 

Add & Close : Add the document and close the form 



13. Approval screen will show if the document need approval 

  

 

 

 

 

 

 

 

 

 

 

 

14. Check approval status or edit draft you saved earlier, go to Document Draft Report 

a. Search with keyword : draft 

b. Go to Purchasing – A/P > Purchasing Report > Document Drafts Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click the gold arrow to open and edit draft  
Approval status 

Insert relevant remarks and then click OK to submit the approval 

Choose the correct document to check 



15. Check approval status > Approval Decision Report 

a. Search with keyword, Approval 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approval Status 



16. Check approval status > Approval Status Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Open the draft document 

Approval Status 

Do the approval here 



17. Shortcut (Tools > My Shortcuts > Customize) 

- Useful for frequent use modules 

- Eg: Allocate F2 key as Choose Company 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Module list 

Shortcut list 



18. Close All (Close all the opened windows) 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Currently opened windows 



19. Change log (Can only view the module that have full access) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


