Simple scenario of the ERP Microsoft Dynamics NAV for SALES

Created by (vytvoreno): Jaromir Skorkovsky
Date (datum) : 10.10.2018
Reason (dlivod) : Basic terminology and principles - Sales order

Zakladni terminologie - Prodejni objednavka(zaklady)

For (pro) : RIOP and PIS1 students and NAV users (NAV uZivatelé)

MOH_AOMA and AOPR and BPH_EPS_1

Database (DB) : MS Dynamics NAV 2016 CZE (W1 database-English, Czech database )
Comment (pozn.) : Languages (ENG/CZE), jazyky (ENG/CZE)
Keys (pouzité klavesy) : FA= Look up, Ctrl-N= New(novy), F9- Post(ucto), Ctrl-END = End of

List (konec seznamu)

Ctrl-F7= Entries(polozky), ESC, ENTER, F9-Statistics(statistika)

Shorthands (zkratky) : PO-prodejni objednavka, HK-hlavni kniha,

G/L=General Ledger, SO=Sales Order,

Ceska varianta (Czech variant) English variant follows this set of instructions

Zakladni ukol : vytvofeni prodejni objednavky a sledovani impakt(i pfed i po zauétovani a
registraci tohoto dokumentu.

1.

Ve vyhledavacim okné zadejte retézec Prodej ...a objevi se vSechny varianty spojené
s prodejem. Stejné jako v menu Oblasti->Prodej->Zpracovani objedndvek. Vyberte prodejni
objednavky a objevi se seznam vsech zatim nezauc¢tovanych dokument( tohoto typu.
Sledujte informacni panely na levé strané obrazovky. Jsou zde salda (kalkulovand pole),
nevyfizené objednavky, vySe maximalniho Uvéru apod. Dale jsou dostupna pole typu Kdéd
platebni podminky, jehoZ hodnota urcuje kdy bude datum splatnosti faktury, ktera vznikne
zauctovanim PO.

Na horni listé je mimo vSech mozZnych prikazl i zajimava ikona Potvrzeni e-emailem. Zkuste ji
spustit.

Vyberte na listé ikonu Novy nebo poutzijte kombinaci kldaves Ctrl-N. Vytvofi se novd prdzdnd
struktura Prodejni objednavky.

Kldvesou ENTER vytvofite u zatim prazdného (nevyplnéného) dokumentu unikatni ¢islo PO (s
pomoci nastaveni Ciselnych fad) a s pomoci mysi nebo klice F4 si do policka Zakaznik-Cislo
vyberete Vaseho zadkaznika.  Napt. zdkaznika scislem 10000 a vybér jako vidy i
v nasledujicich dlohach potvrdte kldvesou ENTER. Objevi se varovani ohledné kreditniho
dluzi ndm dost penéz a to i po splatnosti. My to ovSsem schvalime a pokracujeme.

Pfislusna data potfebna pro fizeni PO z karty zakaznika (z jeho tabulky) se presunou do
hlavicky dokument PO.

Do fadku PO vyberte typ (mysSi nebo F4), ktery pouZijeme. V nasem pripadé Zbozi, coz
reprezentuje jak Material, tak i ZboZzi. Podle nastaveni se potom o téchto polozkach uctuje
jinak (poutziji se jiné ucty hlavni knihy (HK).



10.

11.

12.

13.
14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Stejné vyberte Cislo Zbozi. V nasem ptikladu vyberte ze seznamu zbozi ¢islo 1964-W. Vsude
tam, kde se ocekdva manudlni vstup Udaji se objevuje Zlutd hvézdicka. Potvrdte klavesou
ENTER.

Dopliite mnozZstvi, napt. 5 ks, kde skladova jednotka se objevi v fadku automaticky (z karty
zbozi, kde je definovana).

Do policka Lokace vyberte variantu Modry. Jde o skladovou lokaci (skladova hala, regal,... ).
V pripadé informace o lokaci (napf. plné nastavena Bila lokace) je mozné vidét typy lokace,
prihradky a skladové zény.

V poli Jednotkovd cena bez DPH se objevi cena za kus Zbozi. Tento Udaj lze pfepsat nebo
muzZe byt modifikovan s pomoci prednastavenych slevovych mechanisml (budeme délat
v dalsich hodinach kurzu).

S pomoci ikony Tisk potvrzeni (viz ikona na horni listé) mizZete vytisknout PO. To Ize také
udélat s pomoci ikony predstavujici tiskarnu. V zaloZce liSty s ndzvem AKCE.

Dokument se posle zakaznikovi a to bud’ poStou jako vytistény dokument nebo elektronicky.
Jakmile je naSe Zbozi, které prodavame pripraveno k expedici je mozno (po pripadném
schvaleni) a prohlidce statistiky (F7) : marZze, automaticky vypocitané sazba DPH apod. PO
zauctovat s pomoci pfislusné ikony nebo klavesy F9. V této fazi prikladu vyberte variantu
,PFijmout a fakturovat,. Zauctovany dokument se presune do jiné oblasti systému.
Vysledkem bude prodejni faktura a dodaci list. Uhrada zatG¢tované faktury od zékaznika bude
nasim ukolem v dalSich hodinach kurzu.

Ocekavané impakty (dopady) budou jak ve sniZeni skladovych zasob, tak i v saldu zékaznika
(pohledavky) a nepochybné i v hlavni knize (HK).

Jak najit zauctovanou prodejni fakturu: Oblasti->Prodej a Marketing- >Archiv-> nebo pak
vyhleddvaci pole->vloZit fetézec Prodej a volbu U&tované prodejni faktury. Mizete pouzit filtr
na Zakaznika (v nasem pfipadé 10000->pravé tlacitko mysi a filtr na tuto hodnotu).

Misto Navigace do Spravy financi nebo skladi nebo do kartotéky Zakazniki mutzeme
impakty sledovat ptimo z oteviené¢ho a zati¢tovaného dokumentu, coz uspoti mnoho ¢asu.
Piimo z hlavi¢ky odskok z pole Cislo zdkaznika na Zakaznika ->Pokro¢ilé a odtud piimo na
polozky (transakce) stimto zakaznikem spojené. K tomu se vyuZije nesmirné¢ duilezita
klavesova kombinace Ctrl-F7. Jinak na horni luité existuje i ikona Polozky. Castka v polozce
zvySuje saldo a tedy i1 naSe pohledavky za Zakaznikem 10000.

Z posledni polozky, kterd reprezentuje zauctovanou fakturu (zatim Otevieno, protoze neni
vyrovnana platbou). Odtud s pomoci ikony Navigovat ->Zobrazit souvisejici polozky miizete
opét oteviit fakturu nebo se podivat pfimo do hlavni knihy (Vécné polozky).

Tam uvidite MD (311), D (343) a Dal (602). Odskoky z Cisel ucti se dostaneme do seznamu
uctl, coz ovSem neni t¢etni osnova, protoze to postrada strukturu s virtualnimi ucty.

Po odskoku zpét do faktury (kroky zpét vzdy s pomoci klavesy ESC. A do tadkt zatctované
faktury na ¢islo prodaného Zbozi 1964-W a odskokem na seznam Zbozi a Pokrocilé ->se
dostaneme na kartu tohoto prave expedovaného Zbozi. Opét si prohlédnéte polozky s pomoci
Ctrl-F7 nebo ikony Polozky na listeé.

Posledni polozka typu Prodej reprezentuje pohyb na sklad¢. Dalsi typy skladovych polozek
jsou Nakup, Prijem, Vydej, Transfer, Vyroba a Spotieba.

Zbozi bylo expedovano z lokace Modry. To proto, Ze jsme tuto lokaci uvedli v prodejnim
radku

Z polozek zpatky na seznam a ikonou Upravy na kartu Zbozi. Pozor: ZboZi reprezentuje
suroviny, zbofi, mezikusy i finalni produkty. Na karté Zbozi se to li§i nastavenim pole Uéto
skupina Zbozi na zalozce Fakturace.

Na zélozce Fakturace rozkliknéte pole Potfizovaci cena. K tomu slouzi tfi tecky vlevo v tomto
poli. Dostanete historii vSech naklad (snizeni i zvySeni) spojenych s pohyby tohoto zbozi.
Detaily pak ziskate kliknutim/rozbalenim pomoci trojuhelnicku u vlevo kazdého zaznamu.
Zobrazi se parcialni snizeni nebo zvySeni nakladt. A opét pivod kazdého z téch zdznamu lze
zjisti s pomoci ikony Navigovat.

Na zalozce obecné pak je vidét stav skladu (kalkulované pole Zasoby).



28. Registrace vSech pohybu na uctech Ize také zjistit z menu Oblasti->Sprava Financi->Finance-
>Archiv->Historie->Finan¢ni Zurnaly. Jde o posledni vétu (zdznam) v uvedeném seznamu
s piivodem Prode;j. Na list€ typu Domovska stranka jsou nahote vlevo ikony, kde mate piistup
na polozky dodavatele i Vécné polozky (zdznamy hlavni knihy)

English version of Sales example

The essential task is to create a sales order and track the impact before and
after posting and registering this document.

1. In the search box, enter string Sales, and all sales options appear. Just like in the Area->
Sales-> Order Processing section. Select Sales Orders and a list of all non-billed documents
of this type will appear.

Sales Orders - 1L0000]20000{30000 Sell-to Custorner No. = | % | v Customer Statistics -~
Limit totals: ".31.03.19 Customer Noa 10000
Balance (LCY): 350162,63
No. . Sellto Sell-to Customer Name Bxternal  Location  Assigned  Status Salespers..  Compsign  Cumency  Document Posting  Shipment R o
Custom... Docume..  Code User ID Code Neo. Code Date Date Date p
101005 30000 John Haddock Insurance Co. Released  PS 1012019 2512019 1012019 Qutstanding Ord. 295650
Shipped Not Inv... 525,50
101016 10000 The Cannon Group PLC BLUE Open Ps 2412019 30120019 2412019
Outstanding Inv... 0,00
101017 20000 Selangorian Ltd. Open Ps 2512019 25120010 2512019 o
101023 30000 John Haddock Insurance Co. Open Ps 2022019 2022019 2022019 Outstanding Ser.. 662
1011 30000 John Haddack Insurance Co. Open Ps 142010 142019 142019 Serv Shipped No... 0,00
104001 10000 The Cannon Group PLC BLUE Open Ps 1612019 16120019 1612019 Outstanding Ser. w7
104002 20000 Selangorian Ltd. Open PS 1612019 1612019 1612019 Total (LCV): 353700,...
104003 30000 John Haddock Insurance Co. Open pS 1612018 1612019 1612019 Credit Limit (LCY): 0,00
Overdue Amount... 17379454
104006 10000 The Cannon Group PLC BLUE Open Ps 1612019 1612019 1612019 verdus Amoun
TotalSales (LCY): 17480233
104007 20000 Selangorian Ltd Open Ps 1612010 1612010 1612010 Invaiced Prepay.. 000
104008 30000 John Haddock Insurance Co. Released __PS 1612019 1612019 1612019

2. Follow the information panels on the left side of the screen. There are balances
(calculated fields), pending orders, maximum loan amount and so on. There are also
available fields of the Code of Payment Terms field, whose value determines when the due
date will be the invoice that is created by posting the SO.

3. Select the New Icon on the toolbar or use Ctrl-N. A new empty sales order structure will be
created

! Sales Order
General FraliPy
Mo.: Document Date: -
Sell-to Customer Mo.: * - Requested Delivery Date: -
Sell-to Customer Mame: External Document No.:
Sell-to City: - Salesperson Code: -
Posting Date: - Status: Open =
Order Date: -
~  Show more fields
Lines -~
[ Line - Functions - [ Order = 7] New @ Find Filter Clear Filter
Type Mo. Description Location Quantity Reserved Unit of Unit Price Excl. Line Amount  Line Discount % Qty.to Qi *|
Code Quantity Measur.. VAT Excl. VAT Ship s




4. Use the ENTER key to create a blank document and use the mouse or F4 key to select
your customer in the Customer-Number field. For instance, customer number 10000 and
confirm it with the ENTER key as always in the following jobs. Possibly you can see a credit
limit warning appears because the customer has set this field to zero value and owed us
enough money even after maturity. We will, of course, approve of this and we will continue.

1 e Lo bl

View - Check Credit Limit 7l =
9 An action is requested regarding the Credit Limit check.
This customer has an overdue balance. Do you still want to record
the amount?

Details ~
Mo.: 10000
Marne: The Cannon Group PLC
Balance (LCY): 350 162,63
Outstanding Amt. (LCY): 301240
Shipped/Ret. Red. Mot Invd, (LCY): 525,50
Current Amount (LCY): 0,00
Total Amount (LCY): 353 700,53
Credit Limit (LCY): 0,00
Cwerdue Amounts (LCY) as of 01.04.19: 173 794,54
Invoiced Prepayment Amount (LCY): 0,00

Yes l [ MNo

The relevant data required for SO management from the customer card (from its table) is
moved to the SO document header. You will see it later in this document when you enter
data into one sales order line

In the SO line, select the type (mouse or F4) that we use. In our case, Goods, which
represents both Material and Goods.

5. Select the Goods (item) number equally. In our example, choose 1964-W from the list of
items. Whenever a manual entry is expected, an orange star appears. Confirm by key Enter.

9. Add a quantity, such as five pieces, where the storage unit will appear in the line
automatically (from the merchandise card where it is defined).

10. Select the Blue option in the Location field. This is a warehouse (Stock) location .



General

Mo.:

Sell-to Customer No.:

1013 - The Cannon Group PLC

1013

[10000

Sell-to Customer Name: | The Cannon Group PLC

Sell-to City: Birmingham -
Posting Date: 14.2019 -
Order Date: 14.2019 -
Lines
[ Line - Functions = B Order = ] New % Find  Filter Clear Fil
Type Mo, Description Location Quantity
Code
Ttem 1964-W INNSBRUCK ... BLUE 5

ter

Reserved  Unit of
Quantity Measur...

PCs

Document Date: 1.4.2019
Requested Delivery Date:
External Document Mo
Salesperson Code: Ps
Status: Open
Unit Price Excl. Line Amount
VAT Excl. VAT
270,00 1350,00

v Show more fields

i
Line Discount % Qty. to Q=
Ship sl
5

12. Using the Print Confirmation icon (see the icon in the top bar), you can print SO. This can
also be done using the Printer icon. On the tab titled ACTION.

The Cannon Group PLC
Mr. Andy Teal
192 Market Square

Order Confirmation

Page 1 ofl

CROMNUS, Biringham RC,

Birmingham, B27 4KT Aaron Nicholls
Great Britain Main Street, 14
Bimingham, BZ7 4KT
Great Britain
Phone Mo, +44-161 815192
VAT Registrtion No, 789456278 Home Page
E-Mail
Bill-to Customer Mo, 10000 VAT Registration Mo, GEF77TITTT
Payment Terms 1 Month/ 2% 8 days Giro MNo. B835-9999
Shipmert Method Ex Warehouse Bank ‘World Wide Bank
Prices Including VAT Mo Account Mo, 9999353
Document Date 010419 Salesperson Peter Saddow
Shipment Date 010419
Order Mo 1013
Allow
Unit of Invoice VAT
No. Description Quantity Measure Unit Price  Discount %  Discount Identifier Amount
1964-W  INNSBRUCK Storage Unit/G.Croor 5 Piece 270,00 Yes VAT2S 1 350,00
Total GBP Excl. VAT 1350,00
25% VAT 337,50
Total GBP Incl. VAT 1 687,50
VAT Amount Specification
Invoice
Invoice Discount Discount VAT
VAT Identifier VAT % Line Amount Base Amount Amount VAT Base Amount
VAT25 25 1350,00 1 350,00 0,00 135000 337,50
Total 1350,00 1350,00 0,00 135000 337,50




13. The document will be sent to the customer either by post as a printed document or
electronically.

14. As soon as our goods are sold ready for shipment, it is possible to (after approval) and
looks at the statistics (F7): margins, automatically calculated VAT rate, etc. SO to post with
the appropriate icon or F9 key. At this stage of the example, select the "Ship and Invoice"
option. The posted document moves to another area of the system.

Statistics (F7 key):

1013 - The Cannon Group PLC
General -
Amount Excl. VAT: 1 350,00 Adjusted Profit %: 36,5
Inv. Discount Amount: 0,00 Quantity: 5
Total Excl. VAT: 1 350,00 Parcels: 0
25% VAT: 337,50 Met Weight: 113
Total Incl. VAT: 1 687,50 Gross Weight: 1301
Sales (LCY): 1 350,00 Volume: 6,5
Qriginal Profit (LCY): 493,00 Original Cost (LCY): 857,00
Adjusted Profit (LCY): 493,00 Adjusted Cost (LCY): 857,00
QOriginal Profit % 36,5 Cost Adjmt. Amount (LCY): 0,00
Mo. of VAT Lines: 1

Posting (F 9 key)
Microsoft Dynamics NAY

0:
1 Invoice

@ Ship and Invoice

| ok || Cancel

15. The result will be a sales invoice and delivery note. Reimbursement of the invoiced
invoice from the customer will be our task in the next lessons of the course.

16. Expected impacts (impacts) will be both in inventory depreciation and customer balance
(receivables) and undoubtedly in the main book (General Ledger =G/L).



17. How to Find a Sales Invoice: Areas-> Sales and Marketing-> Archive-> Posted Sales
Invoices. You can use a filter on Customer (in our case 10000-> click right mouse button and
filter to this value).

No.

s

103001
103015
103028
103032
103033
103034
103037
103038
103039
103041
103042
103043
103044
103046

Sell-to
Custormn...

10000
10000
10000
10000
10000
10000
10000
10000
10000
10000
10000
10000
10000
10000

Posted Sales Invoices -

Sell-to Customer Name

The Cannen Group PLC
The Cannon Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannon Group PLC
The Cannen Group PLC
The Cannen Group PLC
The Cannon Group PLC
The Cannen Group PLC

Currency Amount

Code
743850
6615,23
328150
150,00
340380
11310
400,00
480,00
60,00
81297
45 000,00
7 281,50
100 000,00
1350,00

Amount  Location
Including VAT Code

818235 BLUE
& 269,04 BLUE
4101,88 BLUE
187,50 BLUE
425475 BLUE
141,38 BLUE
440,00 BLUE
528,00 BLUE
66,00 BLUE
1016,21 BLUE
56 250,00 BLUE
9101,88 BLUE
110 000,00 BLUE
1687,50 BLUE

‘10000

Mo, Printed  Document

Exchange...
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent
Mot Sent

o o o o o o o o0 000000

Mot Sent

It looks like the last one on the list is our posted invoice. To see it use icon Edit od View

18. Go to Customers by using Search window, select customer=10000 and made Ctrl-F7 or
use of icon Customer ledger entries and then use icon Navigate
ACTIONS
ﬁ ,l):—-j %o Unapply Entries... ﬁ +/ Applied Entries ﬂﬂ
E =% Reverse Transaction... I Dimensions
Show Posted Mavigate | Apply . Reminder/Fin. ; . Microsoft eMote
Document Entries |—D Incoming Document | Charge Entries @ Detailed Ledger Entries Excel
Customer Ledger Entries ~ 010419 Pasting Date -[%] ~
Show results:
XK Where Customer Mo, ~ is 10000
= Add Filter
Posting . Document Document | Cust.. . Messageto Recipient Description Curre... Original
Date Type No. No. Code Amount
1.4.2019 Invoice 103041 10000 Order 1007 1016,21
1.4.2019 Invoice 103042 10000 Order 1008 56 250,00
1.4.2019 Invoice 103043 10000 Order 1009 910188
14.2019 Invoice 103044 10000 Order 1010 110 000,00
14.2019 Invoice 103046 10000 Order1013 1687,50




m Edit - Navigate - Selected - Posted Sales Invoice (=& & |

i HOME ACTIONS
Show Related
Entries

Find  Print. .
B2 Find by Item Reference

Document

Related Entries M. of Entries

| Posted 5ales Invoice

I G/L Entry
VAT Entry

Cust. Ledger Entry
Detailed Cust. Ledg. Entry
Value Entry

(Cnct Fatre

e e I N

Document Mo.: 103046 Posting Date:  01.04.18

CRONUS Internatio... @

H lD! [T Find by Document £ Refresh

Z)Find by Business Contact | g Find

Firstly go to the Posted Sales Invoice and Show Related Entries and you will see our posted

document (not shown in this example)

Go to Search window, type Items go to items and use filter Number=1964-W:

Items ~
Ha. . Description Assem... BaseUnit  Cost Unit Cost
BOM of Measure  is...
1964-W | INNSBRUCK Storage Unit/G... Yes pPCs ] 17140

Unit Price  Vendar No,

29200

19640 [No. %] v
Search Praduct Ttem Assembly  Item
Description Group ... Categor...  Policy Trackin..
INNSBRUC... Assemble-...

From there use Ctrl-F7 or icon Entries->Ledger entries and you will see last entry

representing last Selling event

Item Ledger Entries -

Show results:
XK Where  HemMo. < is 1964-W

= Add Filter
Posting Entry Type  Document Type Docurnent  Item .
Date Ma. Mo,
1.4.2019 Sale Sales Shipment 102057 1964-W

Description

010419 Posting Date - %]
Location Quantity Invoiced  Remai...
Code Quantity  Quant...
BLUE -5 -5 0




Moreover by use of ESC go back and place the cursor G/L Entry and Show Related Entries

and you will get

General Ledger Entries ~

Show results:

K Where Document Mo, 7 is 103046

XK And Posting Date  ~ is 01.04.19

= Add Filter
Posti... Docum... Docu.. G/L Description Gen. Gen. Bus. Gen. Prod. Amount  Bal
Date Type Ma. Accou.. Pastin... Posting .. Paosting .. Accou..,
1.4.2019 Invoice 103046 6110 Order 1013 Sale MATIOMAL RETAIL -1350,00 G/L Account
14.2019 Invoice 103046 5610 Crder 1013 -337.50 G/L Account
1.4.2019 Invoice 103046 2310 COrder 1013 1687,50 G/L Account

Type to filter (F3) Posting Date

Sales Retail Domestic
6110

1350,00

Sales VAT 25%
5610

337,50

1687,50=1350,00 + 337,50

Customer Domestic
2310

1 687,50



