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Knowing Where You Are

One powerful aspect of SAP Business One is that it is possible to 
have many windows open at once, each of which may show a diffe-
rent document or master data record. The main window provides a 
context for all your work in SAP Business One.

The main window opens automatically upon launching SAP Busi-
ness One and is the central place where you can initiate any task. 
Only the main window has a menu bar along the top. It also has a 
toolbar with icons that provide easy access to commonly used func-
tions. When working with the Fiori Style cockpit, sometimes you may 
choose to close the main menu, and work off shortcuts you setup for 
yourself.

The Main Menu has two tabs:

 TheModules tab shows the top of the SAP Business One  
 hierarchy. It lists all the modules in SAP Business One. Inside  
 each module is a list of functions. Click on a function to  
 launch it or to expand it and see more selections.

 The Drag & Relate tab is used for an innovative method of  
 finding transactions linked to master data, as explained later  
 in this chapter.

If you don’t see the Main Menu, you can get to it from the menu bar 
by choosing Window    Main Menu or by using the keyboard shortcut 
Ctrl + 0 (zero)



The Menu Bar and Toolbar

The menu bar includes the following menus:

 · File: Primary commands, such as Close, Print Preview,  
 Export to, and Launch Application
 
 · Edit: General editing commands, such as Undo, Redo, Cut,  
 Copy, Paste, and Delete

The SAP Business One menu bar is displayed across the top of the 
main window. Clicking on each menu item displays a pull-down 
menu that leads to more choices. Shortcuts using the Alt and Ctrl 
keys work the same way they do in many desktop applications.

SAP Business One version for SAP HANA note: as noted before, the 
look and feel can be different based on the version of SAP Business 
One that you are running.

SAP Business One Main Menu

Main Menu tabs

Wrench icon to open Main Menu in SAP Business One

SAP Business One menu bar and toolbar

Tool barMenu Bar



 · View: Commands that change the view of the data in the  
 window, such as User-Defined Fields, Picker Display,
 System Information, Restore Column Width, and Legend

 · Data: Commands that manipulate application data as well  
 as commands for moving between records,
 manipulating rows in a table, and other editing commands  
 pertinent to data

 · Go To: Dynamic menu that changes according to the cu 
 rrently selected window

 · Modules: Modules shown in the Main Menu

 · Tools: Commands such as Print Layout Designer, Form Se 
 ttings,My Menu and Customization tools

 · Window: Commands associated with managing windows,  
 including access to Main Menu, Messages/Alert
 Overview, and Calendar

 · Help: Commands that provide access to online help and  
 the support desk



The Toolbar

The toolbar is just below the menu bar. It is a collection of icons that 
provide easy access to commonly used functions. The same func-
tions are also available as menu options from the menu bar.
Active functions display in color while inactive or unauthorized func-
tions appear in gray. To hide or display a toolbar icon group, place 
your cursor on the toolbar, right-click, and then check or uncheck 
the appropriate boxes.
Toolbar icons are context sensitive, that is, they change depending 
on what you are doing.
If you forget what a particular icon does, simply move the cursor over 
the button to display a tooltip.

The Status Bar

The status bar extends along the entire lower edge of the SAP Busi-
ness One main window and contains various fields.

 · The bottom-left area of the status bar displays the
 following types of messages:

  - An error message appears over a red back 
  ground and informs you that the procedure cannot  
  continue until corrective action is taken.
  - An information message appears over a blue  
  background and informs you about an issue that  
  does not prevent the procedure from continuing.
  - A confirmation message appears over a green  
  background and informs you about the successful
  execution of a procedure.



 · The bottom-left area also displays system information  
 when you click into a field, or roll your mouse over a
 field in the active window. The system information will indi 
 cate the database table name for the field, the field
 name, index number and form ID. System information is  
 only active when you enable View    System Information  
 from the menu bar. This is valuable information for creating  
 reports because it helps you understand the database  
 schema.

 · The middle of the status bar contains the current date and  
 time as defined in the server.

 · The top-left area displays important information about the  
 active window. For example, when you move your cursor  
 over an input field, text describing the input format and  
 length appears.

 · The four boxes on the right-hand side of the status bar  
 allow you to show data from up to four specific fields
 that you can select. The data is based on the reusable  
 master data you selected and is updated depending on
 the active window. For example, to display the business  
 partner balance in the status bar, open the customer
 master data window and drag the balance field using the  
 left mouse click onto one of the boxes in the status
 bar. For drop down list fields, hold down the CTRL key first.  
 Now, whenever you create a transaction for any
 business partner, the corresponding balance will appear in  
 the status bar. To remove this selection, hold down
 the ALT key and click the status bar box. These four boxes  
 need to be set up every time the.



The System Messages Log

The system messages log records all messages that appear on the 
status bar as you work. It includes errors, warning and information 
messages. Every time you log out of the application, the messages 
log clears. This is especially useful to track errors that occur while 
you enter data into the system. You can go back to the error at time 
to analyze it and find a resolution. Often an error message includes a 
link to the appropriate help files to assist you in resolving the error.

To open the system messages log use the Window    System Messa-
ges Log from the menu bar. You can now minimize it or close it com-
pletely.

Enterprise Search

The enterprise search is a comprehensive search engine, not only 
looking into your data, but also giving you the option to filter and 
narrow down your search. In addition, it includes many links to co-
rresponding documents and master data. You can save your search 
to templates, for repeat usage. You can also decide which user-defi-
ned fields and objects are included and displayed in the search re-
sults. And, all this is powered by the lightning fast inmemory techno-
logy of the SAP HANA database platform.

Anatomy of the status bar

Example

Description or active field in active window Current Date

Error, information, or confirmation message about current procedure



Using the Cockpit Instead of the Main Menu

The cockpit is a major part of SAP Business One’s personality. The 
cockpit sits in the main window and is one of the first things you see 
after you log in.
We can call it a control center. This is where you start your morning, 
with full control and visibility into your business, by viewing open do-
cuments and major reports, using links to frequently used windows, 
evaluating the company status in terms of revenue, expenses and 
inventory, and having the ability to do a complete database
search with a click on a button.
You can choose whether to use the cockpit and what appears in it. 
You can easily add different widgets into the cockpit.

The image below shows how you search for a customer named Ear-
thshaker, and how to narrow the data down to the individual credit 
memo document that you were looking for:

Enterprise Search
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Get multipl results
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the search

Click in the
individual
transaction



Activating the Cockpit: the cockpit is automatically activated in the SAP Business One, 
version for SAP HANA. However, with the MS SQL Server, the cockpit is an optional com-
ponent and needs to be activated. You can choose to activate for certain users. Go to 
Administration      System Initialization      General Settings      Cockpit. Then go to Tools      
Cockpit     Enable my Cockpit.

With the SAP Business One version for SAP HANA, the cockpit is dis-
played in a HTML5 user-interface, called Fioristyle,
and has some additional functions that appear in the main window.
You can see an example of a configured cockpit containing the fo-
llowing widgets.

 1. Key performance indicator (KPI) widgets that allow you to  
 quickly spot whether you have reached business targets
 2. Dashboards that graphically depict business performan- 
 ce for purchasing, sales, inventory and financial activity in  
 your company.
 3. A Workbench containing links to common functions for  
 each business process
 4. A Recent Updates widget that displays your most recent  
 transactions
 5. A graphic display your top 5 customers by Sales Amount
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