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Introduction

SAP Business One displays lists of records in List of... windows. Some common examples are the List of
Business Partners window and the List of ltems window.

Users can perform their jobs more efficiently if the List of... windows are customized according to the way
they work. For example, when users see only the fields that they actually use, and can sort and display these
fields based on their needs, they can quickly find the information they are looking for.

Superusers, and users with full authorizations, can customize List of... windows. These changes then take
effect for all users who work with that company (that is, all users who are logged onto that database). For
more information about authorizations, see the how-to guide How to Define Authorizations in Releases 2007
A and 2007 B in the documentation area of SAP Business One Customer Portal
(http://service.sap.com/smb/sbocustomer/documentation).

About This Guide

This guide is divided into two parts: general information about lists in SAP Business One and business
examples.

The general information is a review for all users. It explains how to work with lists in SAP Business One.

The business examples are for superusers and for users with full authorizations in SAP Business One; they
show the List of... windows that are most often customized. The SAP Business One List of... windows and
the data shown in them may be different in your application. However, after reading the examples, you will
be able to apply the concepts explained in this document to suit specific business needs.
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General Information About Lists in SAP Business One

This section is intended for users who are new to SAP Business One and those who need a quick review of
lists. It discusses the following topics:

e Thelisticons used in SAP Business One
e What the list icons mean and when they are displayed

e How to use a typical List of... window

List Icons

By default, the Choose From List Fields = indicator, the List Selection E! icon, or the Choose from List[=
icon displays if a field or column is, or can be, populated with a value from a list. The Delivery window below
shows examples of the three icon types. Clicking any of these displays the corresponding List of... window.

ustormer |

= M, Prirnary - 23
Mame = Skatus Cpen
Contact Person - [E' Pasting Crate 0809405
Custormer Ref, Mo, Celivery Crate
Local Curremcy b Docurnent Crate 0270902
Contents Logistics | Accounting
Tkern/Service Type Itern - Surmmary Type Mo Surnrmary il
# TItemn Mo, = Itern Description = Quaankiby Price after Discount  Tax Code = Tou.
1] H
(4] [e ]l [ 41
Séles Employee -Mo Sales Employee- v[= Total Eefore Ciscount
et = Driscount =
Freight (=3 IS0 .00
Rounding ISC 0,00
Femarks Tax
Tatal =0 E.00
I Add | | Cancel Copy From Copy To
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The following table explains how to use the SAP Business One list icons.

Icon

Description

To hide/show the icon

List Selection =)

The field can be populated
from a list, and you can
currently select a value
from the list. Clicking the
icon opens a separate
window.

From the menu bar, choose View — Pickers
Display — List Selection. This setting is user-
specific and does not affect other database
users.

You can display List of... windows by pressing
the TAB key in the selected field.

Choose From List Fields =

The field can be populated
from a list, but you cannot
currently select a value
from the list.

From the menu bar, choose View — Indicator
Display — Choose From List Fields. This
setting is user-specific and does not affect
other database users.

You can display List of... windows by pressing
the TAB key in the selected field.

Choose from List [E

The field can be populated
from a list, and you can
currently select a value
from the list. Clicking the
icon opens a separate
window. It is also possible
to select a value for this
field from a dropdown list.

Always shown

Arrow down [*

You can choose a value
from a dropdown list
without opening a separate
window.

Always shown

© SAP AG 2008
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Using a List of... Window

The options explained below are common to all List of... windows. The List of Business Partners window

serves as an example.

List of Business Partners
Find E
BP Code “ BP Name BP Balance —
COD001 Alpha Corporation 108,726.08
CDD002 Beta Industrie GmbH &, 049,00
C20000 MNorm Thompson 19,598.60
C23500 Parameter Technology 21,505.00
C30000 Microchips 22,150.00
CA0000 Earthshaker Corporation 1,663.00
C40003 Stonewars Systems 405,00 (5
CA41000 Bess Computers 181722 |
CA42000 Mashina Corporation 21,015.00 |E|
CED00D ADA Technologies 5 505,00 |E|
LDl [ O

Use the options in the List of Business Partners window as follows:

To...

Do This...

Quickly locate a business
partner from the list using the
Find field

Specify a letter or number in the Find field. The application automatically
displays values from the list that begin with the character(s) you specified.

In the window above, the BP Code field is the active sort column (indicated by
the red triangle). Assume the BP code you are seeking is C58373. You might
specify C58 in the Find field. The application would display all records
beginning with C58, and C58373 would appear near the top of the list.

Depending on the information in the active sort column, the values are sorted
alphabetically, numerically, or both. The window above is an example of both
alphabetical and numerical sorting. A BP Code that begins with C appears
before those that begin with D, and C00001 appears before C00002, and so
on.

Change the Find field sort
criterion and sort direction

Double-click a column heading. A red triangle appears indicating the column
is the active sort column for the values you specify in the Find field.

Double-click the active column heading to make the sort ascending or
descending. The red arrow changes to indicate the direction of the sort.

Select a value from the list

Highlight the appropriate value in the list and choose the Choose button.

The List of... window closes automatically and the selected value appears in
the field from which you displayed the list.

Exit without choosing a value
from a list

Choose the Cancel button. The List of... window closes automatically.

Create a new value from a
List of... window

Choose the New button.

Assume you are in the List of Business Partners window. Choosing the New
button displays the Business Partner Master Data window. Use it to create a
new business partner record. When you save the new business partner’s
information, the new business partner appears in the field from which you
displayed the list. In addition, the next time you display the List of Business
Partners window, the new business partner appears in the list.

© SAP AG 2008
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Business Examples

The following business examples show superusers and users with full authorizations how to customize
common List of... windows in SAP Business One. You can apply these sample procedures when
customizing other lists you use regularly.

& CAUTION

Changes you make to List of... windows affect all users who work with this company.

All the business examples use the List of — Settings window to customize the active List of... window. The
checkboxes, buttons, and sort field in the List of — Settings window are standard, but each window looks
different, depending on how it has been used to customize the active List of... window.

Each business example shows you how to use different options in the List of — Settings window. Read all the
examples to ensure you know how to use all the options.

Replacing Fields in a List of... Window

In this scenario, the users regularly access the List of Business Partners window and need to see the contact
person at the business partner, but not the balance on the business partner’'s account. By default, the
window shows the fields BP Code, BP Name, and BP Balance.
Procedure
1. From the SAP Business One Main Menu, choose Sales A/R — Delivery.
The Delivery window appears.
2. Inthe Customer field on this Delivery window, click the List Selection ! icon.

The List of Business Partners window appears:

Find |

EP Code “ BP Marne EP Ealarice

o0l Alpha Carparation 99,702,338 |E|
Coan0z Eeta Industrie GrbH £.,049.00 |E|
20000 Marm Thampson 13,598 .60 ]
C23900 Pararneter Techrolagy 21,305.00

30000 Microchips 22,150.00

40000 Earthshaker Corporation 1,663.00

40002 Stoneware Systems 405,00

41000 Bees Cormputers 181722 —
42000 Mazhina Corporation 21,015.00

ZE0000 ADA Techriologies C,E05,00

L0002 ADA Techriologies Distribution 0,00 -
L0002 Bodwell Azociates 405,00 |E|
CROO00 53 Electranics 0,00 ﬂ
I _hoose | | Cancel e
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3. Choose Tools — Form Settings in the menu bar or click @ Form Settings in the toolbar.

The List of — Settings window appears. The window shows the settings for the fields that currently
appear in the List of Business Partners window.

List of - Settings
#  Field Name Displayed Name Group Visible Display Descr.
1 |BP Code ¥ |EP Code | [«]
2 |BP Name * |BP Name ] [=]
3 | Account Balance * EP Balznce | [ 1
4 d Ll =
[+]
] []
o] mE
Sort Order Ascending -
ok || ceneel Restore Default

Q NOTE

These are the default fields for the List of Business Partners window. You can restore these
defaults (if you remove or change them) by choosing the Restore Default button.

4. To display the business partner’s contact person instead of the account balance, click Account
Balance and choose Contact Person from the dropdown list.

[E List of - Settings gao=E
i |epPCode ¥ BP Code [ ]
2 |EP Name ¥ BP MName O [+]
3 | Account Balance * EP Balance | W
4 || Commission Group [«] ] ]
| Company Reg. Mo, [CRN) hd
|| Company/Private B
—) Contact Person
—\| Crestion Date
-—— Credit Card No.
-——| Credit Card Validity =
= | Credit Cards
—— | Credit Limit [+
T || Current Deduction Hierarchy |E|
|| Customer Bill of EBxchang Pres | | A Izlr
Customer Bill of Exchange Discounted
Sort | DME Identification -
E Date of Update [
Deduction Approval Office Lﬂﬂ-—'--w---u-'_ —_—

Contact Person replaces Account Balance.
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5. To see a column heading other than Contact Person in the List of Business Partners window, specify a
new name in the Displayed Name field.

When you replace or add a new field in the Field Name column, you have the option to specify a
different name for the field in the Displayed Name column. Use a name that is meaningful to your
company’s users and consistent with the other fields in the window. For this example, enter BP
Contact Name.

List of - Settings
#  Fizld Name Displayed Name Group Visible Display Descr.
1 |BP code - BP Code ]
2 | BP Nam= * BP Nams [ [=]
3 | contact Person A4JEF Contact Name @ |:| I
4 - L] ]
[+]
L [+]
ajn|; OO
Sort Crder Ascending bl
| updste || cCancel | Restore Default

If the text in the Field Name column is what you want the users to see in the List of Business Partners
window, skip this step.

6. Choose the Update button, and then choose the OK button.
The List of — Settings window closes and you are returned to the List of Business Partners window.

7. To see your updates, close this window and reopen it.

© SAP AG 2008 9



SAP Business One 2007 A How to Customize Lists in SAP Business One EV

You now see the business partner contact person’s name.

List of Business Partners

Find

EP Code “ BP Name EP Contact Name

CODD0L Alpha Corporation Jchn Do= [=]

CO0B0Z Beta Industrie GmbH Paul Schmidt |E|

C20000 Morm Thompsen Morm Thempson ]

C23500 Parameter Technology Judy Brown

C30000 Microchips Sophis Klogg

40000 Earthshaker Corporation Draniel Brown | |

C40003 Stonewars Systems Mina Smith

C41000 Bess Computers Janice Smith

42000 Mashina Corporation | |

CE0DD0 ADA Technologies Jchn Drakut [=]

CE0003 ADA Technologies Distribution Martin King [=]]
Result

The List of Business Partners window displays the business partner contact information for all users who are
logged on to this company, regardless of how the window is accessed in SAP Business One.

© SAP AG 2008 10
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Adding and Grouping Fields in a List of... Window

In this scenario, to display item details, the users access the List of ltems window, which displays thousands
of item records. To reduce search time, users would prefer to search the List of ltems window by item group

and initially see only this field, with the option to drill down to display the item number and number of items in
stock. To help identify items, users also want to see an item property, but, again, only by drilling down to see
it. By default, the List of ltems window shows the fields ltem No., Item Description, and In Stock (the number

of items in stock).

Procedure

1. From the SAP Business One Main Menu, choose Sales A/R — Delivery.

The Delivery window appears.

2. Inthe Customer field, choose a business partner.

3. Click the first row in the ltem No. column and choose the List Selection ! icon.

Custormer S 20000

Marne Morm Thompson
= Morm Thompson

Contact Persan
Custorner Ref, Mo,
BP Currency * LSO

Conkents | Logistics

arn Drescription

= M, Prirnary v 24
= Shatus Cpen
~[=)  Posting Date 08,1403
Celivery Crate 02714102
Docurnent Crate 02714102
Accounting

Surnrmary Type Mo Surnrmary

Cuantity Price after Discount  Tax Code =

Q

E1jDjf I [«][v]
Sales Employee Brad Thompson T [E Total Before Discount
[eIP T =¢ Thompzon, Brad = Cigzeum a,
Freight =53 LISC 5,00
Rounding =D 0,00
Rernarks Tax
Tatal LISC 5,00
Add | | Cancel Copy From Copy Ta
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The List of Items window appears:

List of Items

Find |

Itern Ma, * Ttem Crescription In Stock |
2345 IEM EladeCenter Server 0.000
AN0001 IEM Infoprint 1312 1,415,000
AN0002 IEM Infoprint 1222 0,000
AN000Z IEM Infoprint 1226 E28.000
A00oo HP Color LaserJet & E04,000
A0O005 HP Color LaserJet 4 260,000
AND00E HP 600 Series Ink 916,000
AOooo? HP 10 Prermiurn Paper 360,000
AN000S HP L] Address Label 100 423,000
A20000 Printer Pack 100 For home use 350,000
BE20349 Tape Backup 1320 450,000
I Chooze ” Cancel | | [Hiaw |

| [«][+]

[l vl

4. To display the List of — Settings window, choose Tools — Form Settings from the menu bar or click @'
Form Settings in the toolbar.

The List of — Settings window appears.

5. Inthe Field Name column, click the blank field below In Stock and choose ltem Group.

[S List of - Settings

Itern Remarks
It=m Type

&
a

E

Lzt Szl Date

Last Evalusted Price

Last Purchase Currency
Lzst Purchass Date X
Last Purchass Price

#  Figld Name Displayed Name
1 Ttem MNo. ¥ Item No.

2 | Ttem Descripticn ¥ Item Description
2 |In Stock * | In Stock

4 -

|| Inventory Management by Whs[«]
— | Inventory UoM E
— | Inventory Valus I']
| Issus Mathod

——| Tssue Price

-—— Item Cost

—— Item Group e

o fm Y

I[«[¥]

Enn;

et B T Y
Restore Defaulf |

I

© SAP AG 2008
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6. To see a column heading other than ltem Group in the List of ltems window, specify a new name in the

Displayed Name field.
List of - Settings
#  Fizld Name Displayed Name Group Visible Display Descr.
1 | Ttem Mo ¥ Item No. | [«]
2 | 1tem Description * | Ttem Drescription | [*]
3 |In Stock ~ | In Stock | ]
4 Ttem Group bl _@
3 - O O
[+]
] [+]
D [
Sort Crder Ascending b
| updste || cCancel | Restore Default

7. To ensure that Item Group (or the Displayed Name, if you specified one) is the only field initially visible
in the List of Items window, select the Group and Visible checkboxes in the ltem Group row.

This causes all the other fields in the List of Items window to be grouped under /tem Group. You can
expand the group to see the other fields in the window.

8. Inthe Field Name column in the List of — Settings window, click the blank field below ltem Group and
choose Property 1.

£  Fisld Mams Displeysd Nams Group Wisible Display Descr.
Tt=m Mo, ¥ | Item No.

Ttem Description ¥ Item Description
In Stock ¥ In Stock

TItem Group * Item Group

-
Preferred Vendor [«]
Pricing Percentage E
Procurement Method [ ]
Product Source
Producticn Date
Property 1
Property 10
Property 11
Property 12
Property 13
Property 14 x
Property 15
S Property 16

SElD

RN

DO=ICOE
HDEEE=EE

i

el 4
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9. For each field in the List of — Settings window, use one or more of the following options, as required:

o Select the Group checkbox for one field as shown above, or select it for more than one field to
create a tree structure. The hierarchy for multiple grouped fields is the order in which they
appear in the List of — Settings window. For example, if you selected the Group checkbox for
the first three fields in the window above, ltem No. would be the top node on the List of ltems
window, /ltem Description the second, and so on.

o If you select the Group checkbox for a field, you also can select the Visible checkbox to
display the Field Name (or Displayed Name, if one has been specified) as a column heading
in the List of... window. If you deselect the Visible checkbox, the Field Name (or Displayed
Name) no longer displays in the List of... window; however the data for that field still displays.

o Select the Display Descr. checkbox to display the full field value description rather than the
internal value for fields that have an internal value. For example, if you select the Display
Descr. checkbox for the Property 1 field, the values Yes or No display instead of Y or N. If you
select this checkbox for the BP Type field, Customer or Vendor or Lead displays instead of C
orSorlL.

Q NOTE

The fields that have internal values depend on the structure of your database, which
may have been altered after SAP Business One was installed. Check with your
database administrator if you have questions about which fields have internal
values.

o Set the sort order of the List of ltems window. As you can see in the screenshot below, in this
example the item groups are sorted alphabetically, in ascending order (A before B and so on).

© SAP AG 2008 14
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10. Choose the Update button, and then choose the OK button. The List of — Settings window closes and

the List of ltems window appears.

11. Work with the list as follows:

a. To see your updates, close the List of Items window and reopen it.

b. To see the grouped field information, click the + (plus) sign in front of an item group.

c. To simultaneously open or close all the item information, choose the Expand All or Collapse All

button, respectively.

List of Items

Find |

= Ttem Group * Item Mo. Ttem Description In Stock Property 1

1 | Accessories E

2 |E HP Printers [+]

3 |+ s ADDDD4 HP Color Laserlet 5 503.000 Mo B

4 ' 103 ADD00S HP Color Laserlet 4 350,000 | MNo

5 ' 103 ADDDDE HP &00 Series Ink 913,000 | No

& i 103 ADDDDT HP 10 Premium Paper 360,000 No

¥ |- ADDDIE HP L) Address Label 100 483,000 Mo

e Ei s

2 |E Lexmark Printers L

10 |EH Servers |Z|

11 |E Service [+]

Ex{] [ [/

| Choaoss | | Cancel | | Neve Expand &l || Colzpse all |

Result

When opened, the List of Items window shows only the item group, but lets users display additional item

details, including Property, when necessary.

© SAP AG 2008
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Inserting Fields in a List of... Window

The Copy From function lets you create documents, such as sales or purchase orders, based on an existing

document. If users access the Copy From function regularly, you can customize the list of source

documents, enabling all users to quickly identify a document and copy its information to another document.

In this scenario, there are several open sales orders for a business partner, with several items in each order
that are on back-order. When items on back-order arrive at your warehouse, users regularly copy the item
information from the business partner’s existing sales orders to create delivery documents. Your manager

recently issued instructions that only authorized orders should be taken as the basis for deliveries. Therefore,
you need to insert the Authorization Status field into a quickly identifiable position on the List of Sales Orders

window.

Procedure

1. From the SAP Business One Main Menu, choose Sales A/R — Sales Order.

The Delivery window appears.
2. Inthe Customer field, specify a business partner with existing sales orders.

[= Delivery

Custormer
Marne
Contact Perzon

Custormer Ref, Mo,

Lacal Currency

Contents

Tkern/Service Type

D 0003
Stoneware Systerns
= Mina Smith

Logistics

Itern

8 ]

= Ma, Prirmary - 24
= Shatus Cpen
+[=)  Posting Date 08,/13/03

Drelivery Crate 0& /15005

Drocurnent Crate 0& #1508

Accounting

- Surnmary Type Ma Surnrnary -

# TItemn Mo, = Itemn Description = Quantity Price afer Discount TaxZode = T
MED' Anooog HP Zolor Laserlet & 1 LISDr 550,00 = PA
2 |
E1jD! I |[a]v]
Sales Employes Sophie Klogg ¥ [E Tatal Before Discount IS0 E50.00
Crer = Kloga, Sophie = EfEEams o,
Freight (=3 IS0 5,00
USC 0.00
Rernatks Bazed On Sales Orders 31, Sales Quotations USD 52,25
Sales Crders L/SD €07.25
Returms
Fes, Imoice
I Add | | Cancel Copy From vJ/CDpy T

3. Choose the Copy From button and choose Sales Orders.

© SAP AG 2008

16



SAP Business One 2007 A How to Customize Lists in SAP Business One EV

The List of Sales Orders window appears:

List of Sales Orders
Find
#  Date Custormer Cue Crake Fernarks
10 01/05/05  Stoneware Systems n1/28/05 |E|
31 08711/06  Stoneware Systems 03712/06 |E|
34 0BF15/05  Stoneware Systems 06/17 /05 [ ]
35 12/20/058  Stoneware Systems 1242108
100 08f18/08  Stoneware Systemns 032208
101 08f18/08  Stoneware Systemns 03431708
| [l
| Choosze I | Cancel |

4. Choose Tools — Form Settings from the menu bar or click @‘ Form Settings in the toolbar.
The List of — Settings window appears:

List of - Settings
#  Field Marne Dizplayed Marme  Group Yisible Dizsplay Dascr.,
1 |Do ent Mumber bl L] IE'
2 'ﬁn:ting Drate * Date |:| |E|
N L] ] ]
4 | CustormerMendor Mame 7 ©h
OpYy
5 |Due Date 7
B |Remarks 7 Remove
7 " &dd Row ] [l
Deleke Row
[+]
] [
ao] [T
Sort Order Azcending -
I ==

5. To add a blank row for the authorization status field, right-click the Customer/Vendor Name field and
choose Add Row. The new row is inserted above the field you selected.

In this business example, users typically search for sales orders by their numbers and dates. Users
must now also confirm the authorization status. Therefore, row 3 is a suitable place for the new field.

© SAP AG 2008 17
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6. From the dropdown list of the new row, in the Field Name column, select Authorization Status.

7. To see a column heading other than Authorization Status in the List of Sales Orders window, specify a
new name, such as Authorization, in the Displayed Name field.

List of - Settings
#  Field Marne Cisplayed Marne Group Wisible Drisplay Crescr.
1 |Document Murber ™ # L] E
2 Posting Crate  Date |:| |E|
3 | Authorization Status ™ Authorization @ I [l [ ]
4 | CustarmerMendar Mar ™ Custormer D
5 Crae Drate * Due Date |:|
E  |Femarks * Rerarks |:|
7 - O O
[+]
| [~]
[ [/
Sort Order Ascending bl
R .

8. Choose the Update button, and then choose the OK button. The List of — Settings window closes and
the List of Sales Orders window appears.

9. To see your updates, close the List of Sales Orders window and reopen it.

10. To continue with the Copy From process, highlight an authorized sales order and choose the Choose

button.
List of Sales Orders

Find |

# “ Dat= Authorization Customer Due Date  Remarks

10 oL/05/05  With Stonewars Systems 01/28/05 [«]

31 08/11/06  Without Stonewars Systems OB 12/06 |E|

34 06/15/05  Without Stonewars Systems 06/17/05

35 12/20/05  Without Stonewars Systems 1221105

108 1210f08 Without Stonewars Systems 12/10/08
[+]
[~]

| Rl

11. Complete the copying process in the draw document wizard. For more information about this wizard,
see the online help for SAP Business One.

© SAP AG 2008 18
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Result

The List of Sales Orders window now displays the sales order authorization status. Users can use this
information to decide whether or not to copy information from a sales order to another sales document, such
as a delivery.

© SAP AG 2008 19
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Copyrights and Trademarks

© Copyright 2008 SAP AG. All rights reserved.

The current version of the copyrights and trademarks at http://channel.sap.com/sbocustomer/documentation
is valid for this document.

Disclaimer

Some components of this product are based on Java™. Any code change in these components may cause
unpredictable and severe malfunctions and is therefore expressly prohibited, as is any decompilation of
these components.

Any Java™ Source Code delivered with this product is only to be used by SAP’s Support Services and may
not be modified or altered in any way.
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