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Finding What You Are Looking For Within a Document

Looking Up Business Partners and Items

SAP Business One provides you with extensive support for searching 
for objects (sales and purchasing documents, and business partner 
and item master records in documents). The two main methods are 
discussed below: looking up business partners and items from a 
Choose from List and using the toolbar arrows to scroll through do-
cuments or master data records of a certain type.

SAP Business One makes it easy to look up business partner and 
item information while you are entering sales and purchasing docu-
ments. Figure 2-16 demonstrates how to use the selection lists.

To locate an existing customer or item
master data, click the Choose From List button

.... or press Tab in a blank field. A selection list
appears in a separate window
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After you press the selection list icon, a selection list appears in a se-
parate window. You can move through the list quickly by typing the 
first character of the business partner code or item number; the se-
lection list scrolls as you type. You can sort the selection list, by 
double clicking the column header. Now you can type in the begin-
ning of the value you are looking for, and the system will search in 
the sorted column. If you are more familiar with customer names and 
item descriptions than with their codes, you can use a “wildcard” to 
search. For example, to display a selection list of customers whose 
names begin with “Ch,” go to the Name field, type Ch , and then press 
Tab to display the list. If you know that the name contain Ch , type the 
wildcard character “* ”first (*Ch ).

If you know that only one customer name starts with “E,” for example, 
simply type E in the Name field and press Tab . SAP Business One 
fills in the information for that customer in the sales order. The Item 
Description field works the same way for finding item information.
If you have already enabled SAP Business One Suggest (General Set-
tings, Display tab), start typing the Business Partner code in the do-
cument header, or the Item code in the document rows, and SAP 
Business One will display a list like you’d find in a search engine to 
help you more quickly find what you’re looking for. The same search 
methods are available in the master data windows as well. The only 
difference is that instead of pressing the Tab key, you press Enter or 
the Find button at the bottom of the window.
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One easy way to scroll through documents or master data of a parti-
cular type is to use the arrows on the SAP Business One toolbar (see 
Figure 2-17). If you display a purchase order (by selecting Purchase 
Order from the SAP Business One Main Menu), you can use the arrow 
icons to scroll quickly through all the purchase orders you have. This 
works for any type of document in SAP Business One, such as sales 
orders, A/R invoices, as well as item and business partner master 
data records.

Click the double arrows to move to the first or last document; click 
the single arrows to move to the next or previous document. Next 
and previous are determined by document number. To see the last 
few purchase orders you entered, for example, in the Purchase Order 
window, click the right double arrow to go to the last purchase order 
and then click the left single arrow to move to previous ones.

Refresh Record: Whenever you make a change in a certain record and 
want to see the result instantaneously, press Refresh Record to dis-
play the changes in a sales or purchasing document. Refresh Record 
is also available for master data (Business Partners, Items, etc.).

Using Toolbar Arrows to Find Documents

First Record Previous Record Last RecordNext Record
Refresh Record
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