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Typographic Conventions

Type Style Description

Example Words or characters quoted from the screen. These include field names, screen titles,
pushbuttons labels, menu names, menu paths, and menu options.
Textual cross-references to other documents.

Example Emphasized words or expressions.

EXAMPLE Technical names of system objects. These include report names, program names,
transaction codes, table names, and key concepts of a programming language when they
are surrounded by body text, for example, SELECT and INCLUDE.

Example Output on the screen. This includes file and directory names and their paths, messages,
names of variables and parameters, source text, and names of installation, upgrade and
database tools.

Example Exact user entry. These are words or characters that you enter in the system exactly as they
appear in the documentation.

<Example> Variable user entry. Angle brackets indicate that you replace these words and characters
with appropriate entries to make entries in the system.

Keys on the keyboard, for example, [F 2] or ENTER].
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Creating User-Defined Fields and Tables

SAP Business One provides a comprehensive set of tables and fields in each of its modules. However, if your
company requires additional tables and fields for its day-to-day work, SAP Business One enables you to create
your own user-defined fields in existing system tables or your own user-defined tables.

User-defined fields, as described in Managing User-Defined Fields, enable you to add fields to existing tables to
keep track of additional information. For example, you can add a field called CarNumber to the Employee Master
Data table to keep track of the license plate number for each employee.

User-defined tables, as described in Managing User-Defined Tables, can be used in one of the following ways:
e Torepresent business objects, such as vehicle master data, or to group logical sets of user-defined fields

e Tohold valid values for other user-defined fields. You can link user tables to user-defined fields, and require
users to select from the values in the tables.
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Menus

This section summarizes the menus for managing user-defined fields and user-defined tables.

Tools Menu

File Edit Wiew Data Goto Modoles Tools  Window  Help

B2 E B B S (& FrintlawoDssiger.. DB eaEe LHE ABR 2
ri AL Reporter
Cryskal Report Test
[ Form Settings... Ctrl+Shift+S
Change Log...
Queties 4
My Menu 4
My Shorkcuts 4
User-Defined values Shift+Fz
Liser-Defined Windows L4
[ Custonizakion Tools ' User-Defined Yalues - Setup Shift+alk+F2
| Defaalt Forms ¥ |  User-Defined Tables - Setup... |
User-Defined Figlds - Management. ..
Settings. .. krl+3hift+&
Dbjects Reqgistration Wizard, .,
Menu ltem ‘ Description
User-Defined Windows Opens a submenu that provides links to the forms for entering data in user-

defined tables, as described in Entering Values in User-Defined Fields.

After opening a form, to define which fields are displayed in it, click @ in the
toolbar.

Customization Tools Submenu

User-Defined Tables - Setup Enables you to add, modify, and remove user-defined tables, as described in
Managing User-Defined Tables

PUBLIC How to Create User-Defined Fields and Tables
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I —————
Menu ltem Description

User-Defined Tables - Setup o
# Table Harme Drazcription Object Type
1 PLAIMTAELE My Plane Table Mo Object | a
2 T_LIMNKE Link table Mo bject b
2 Mo bject b
User-Defined Fields - Enables you to add, modify, and remove user-defined fields, as described in
Management Managing User-Defined Fields.
User-Defined Fields - Management L=
Category Title Drescription Type DAt Mand, Index Linked Table

b Master Data

} Marketing Documents
} Payments

» Production

} Accounting

} Casting

F Budget

F Sales Cpportunities
P Service

b Irentory

b Tax Irvaice

b Walue Added Tax

b User Tables

1 o o
0 o o

Keys J l Add ] l Remoe
Settings Enables you to modify how user-defined fields are displayed, as described in

Modifying the Display of User-Defined Fields.

This menu item is only visible when a form is open with its user-defined fields
displayed.

1 Note

For information about the User-Defined Values-Setup submenu, see the how-to guide How To Define and
Use User-Defined Values in the documentation area of SAP Business One Customer Portal at
http://service.sap.com/smb/sbocustomer/documentation

How to Create User-Defined Fields and Tables PUBLIC
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View Menu

File Edit Yew Data Goko Modules Tools Window  Help
=R User-Defined Fields  Ctrshift+l | |1 4]
System Information Ckrl+Shift+I —
Pickers Display ¥
Indicator Display »
Restaore Caolumn Width
Fit: Column Width
Legend Chrl+L
Menu Item Description
User-Defined Displays the user-defined fields for the currently selected form.
Fields
Business Partner Master Data = 0% gl |V| >| General bl LI
Code bl EP Currency o Car Numnber
Marne Car Colar
Foreign Marme pic
Group - Orders 0,00
Currency bl Opportunities
Federal Tax I0
ﬁ/ Payment Terms l/ Payrnent Syshern l/ Accounting l/ Remarks
Tel 1 Contact Person
Tel 2 ID Mo, 2
Mobile Phane
Fax
E-Mail Remarks
‘Web Site
Shipping Type *|=)
Passwoard
Factaring Indicatar User-Defined Commission 0,000
Project w EP Channel Code
Territory
Alias Mame
O Active
O Inactive
) Advanced
[. Find || Cancel Related Service Calls ][ Activity ][ Related Activities
After the user-defined field's panel has been displayed once, the panel is displayed every time
you open the form.
To hide the panel, click Xlinthe upper-right of the panel.
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Managing User-Defined Fields

This section describes how to add and remove user-defined fields, and how to display and enter data into these
fields.

Creating User-Defined Fields

When creating user-defined fields, you specify a field name and the type of data to be contained in the field. You
can also specify the valid values for the field.

Procedure
1. Inthe menu bar, choose Tools — Customization Tools — User-Defined Fields - Management.

The User-Defined Fields - Management window opens:

User-Defined Fields - Management -
Catagary Titla DCrescription Type DAt Mand. Index  Linked Table
B Master Drata

F Marketing Docurnents
F Payrents

B Production

F Accounting

F Costing

F EBudget

F Sales Opportunities
F Service

F Inventory

B Tax Inwvaice

b Yalus Added Tax

F User Tables

Eeys | Add | Remaowve

The window displays a hierarchy of categories (form types) to which you can add user-defined fields. Some
categories affect a single form (such as Business Partners under Master Data), while others affect multiple forms
(Title and Rows under Marketing Documents).

To view all available form types, click ® (Expand).
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2. Select the category to which you want to add a field, and choose the Add button.

User-Defined Fields - Management

Zakegory

w Master Drata
Activities
Agent Marne
» Businezs Partner
F Business Partner
Business Parkners - Addresse
Contact Persons
Cargo Custorns Declaration Mun
F Employess
afL Accounts
Itern Groups
F Items
Price Lists
Project Codes
Sales Employes
Users

Title

Crescription

—_Aax

Mand., Index  Linked Table

Add Remaowve

The Field Data window appears.

Field Data

Title

Type Alphanurneric
Structure Regular

Validation Mone

[] set Default Value for Field

[ ] mandatory Field

|  Add ][

Cancel

Description

¥ Length

w
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3. Specify the name and type of field by entering the following fields in the Field Data form:
o Title: The field name.

The Title value cannot contain spaces or special characters. A field is added to the database with the
prefix U_ followed by the field name specified here. The full name, with the prefix, is displayed in the query
generator when you view a table's list of fields.

o Description: The field display name.
o Length: The size of the field.
If the field type is Alphanumeric, the length is the maximum number of characters.

If the field is Numeric, the length is one more than the maximum number of digits. For example, specify 11
to allow up to 10 digits to be entered.

o Type and Structure: Describes the type of data to be contained in the field.

The type and structure determines the type of data that can be entered into each field, and how it is
displayed. For more information about how different types of fields are displayed to the user, see Entering
Values in User-Defined Fields.

The following table describes the Type field options, and the Structure field options for each type:

Type Description/ Structure Options

Alphanumeric A series of characters.

The following are the structure options for this type:
e Regular: Lets you enter up to 254 characters.
e Address: For future use.

e Telephone No.: If automatic dialing is set up, lets you dial the number by
clicking it.

e Text: Lets you enter:
o 2 GB of text in header fields
o 255 KB of text in row fields

Numeric Integers up to 10 digits long.

There are no structure options for this type.

Date/Time Date or time.

The following are the structure options for this type:
o Date: Lets you enter a date.

e Time: Lets you enter atime.

The display format for dates and time is determined by system initialization
settings, located in Administration — System Initialization — General Settings —
Display tab.

How to Create User-Defined Fields and Tables PUBLIC
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12

Type Description/ Structure Options
General Settings ="
EP r Eudget r Services _/ Font & Bkgd k Path k Inwentary |
Deecimal Places (0.6
Language Englizh (United States) ™ Amounts 2
Prices 2
Skin Style SAP Signature Design ™| Rates 4
Calar Classic T|  Guantities 3
Default Length Lot Inch ¥ Percent 3
Drefault Wieight Lok Cunce | Units 3
Tirne Format 1244 i1 *| Decimals in Guery 2
Crate Faorrnat PO *| Separator .
Separator I Thousands Sep,
Ext, Image Processing Partial r D iy Euiiemy el FEl
Mo, of Rows in 'List of Windows ] )
Account Segment Separator Exchange Rate Posting
#) Direct
Indirect
Units and Totals Integer and decimal numbers.
The following are the structure options for this type:
e Rate
e Amount
e Price
e Quantity
e Percents
¢ Measure
The structures are identical except for the display format. The formats are
determined by system initialization settings on the Display tab in Administration
— System Initialization — General Settings.
General Settings ="
EP r Eudget r Services _/ Font % Bkgd | Path k Inwentary |
Deecimal Places (0.6
Language Englizh (United States) ™ | Amounts 2
Prices 2
Skin Style SAP Signature Design ™| |Rates 4
Calar Classic | | Quantities 3
Default Length Lot Inch | |Percent 3
Drefault Wieight Lok Cunce | | Units 3
Tirme Faorrnat 2dH | |Crecimals in Guery 2
[rate Farmnat MDD | | Separator .
Separator / Thousands Sep,
Ext, Image Processing Partial r D kb Sy G
Mo, of Rows in 'List of Windows ] )
Account Segment Separator Exchange Rate Posting
#) Direct
Indirect
General Links and images.
The following are the structure options for this type:
e Link: Lets you enter alink to a file or to a Web address
e Image: Lets you enter a link to a picture
PUBLIC How to Create User-Defined Fields and Tables
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Type Description/ Structure Options

When you add a link to a file/picture, the file/picture is copied to folders specified
in the initialization settings. You must specify these folders on the Path tab in
Administration — System Initialization — General Settings.

Specify a folder for files (attachments) and another for pictures.

General Settings =y

~ Ep | Budget l/ Sarvicas l/ Display l/ Fortt & Bkgd E/ Inventory ]

Microsoft Word Templates Folder (]
Microsoft Excel Folder E]
Rictures Folder | E]
Attachments Folder E]
Extensions Folder | E]
Current Scanner Cannot find suitable scanner E]
HML File Folder E]
Identity A numeric field to which values are assigned automatically, starting with 1, and

increasing by 1 with each addition.

Example

If you have 5 sales quotations, the field automatically contains the values
1,2, 3,4, 5for the 5 records of sales quotations. If you delete one of the
sales quotations, the next sales quotation you create is assigned a unique
number that was never used before (in this example, number 6).

4. Specify the validation rules for the field. This step is optional.

Field Name Description

Validation Specify the following validation options:

e None

e Linked to Entities: enables you to link to a user-defined table (UDT) or a user-
defined object (UDO).

o Set Linked Table checkbox: specifies that the valid values for this field are
the keys (values for the Code field) in a specific user-defined table. For
more information, see Linking a User Table to a User-Defined Field.

o Link to UDO checkbox: you can link a UDO form of both Matrix style and
Header Lines style. For more information, see Linking a User-Defined Field
to a User-Defined Object (UDO).

e Valid Values: Specifies that there is a predefined list of valid values for this
field. For this field, you must pick from a dropdown list of valid values.
To enter a valid value, choose the New button and enter a value and a
description.

How to Create User-Defined Fields and Tables PUBLIC
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Field Data

Title Description
Type Alphanurmeric *| Length 10
Structure Regular b
Validation Valid Values i
# WValue Description
= Mew
Delete

1 3 ol

[ ] set Defautt Value for Field

[ ] mandatory Field

[_ Add ][ Cancel

e Advanced: Specifies the advanced validation rules for the field.

Different data types may have different validation rules. For example, for the
Alphanumeric data type, you can specify the Rules and Values field from the
following validation rules: Starts With, Ends With, Contains, Does Not Contain,
Length Equal To, Length Greater Than or Equal To, and Length Less Than or
Equal To.

Set Default Value for Field Specifies that there is a default value for the field in cases where the user does not
select one.

Choose a default value from the list (if you provided a list of valid values) or enter a
default value.

This setting is mandatory when the field is defined as mandatory.

Mandatory Field Requires that you enter a value for this field in every document or form.

If you select this checkbox, you must specify a default value for the field.

5. Choose the Add button.

PUBLIC How to Create User-Defined Fields and Tables
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1 Note

The following message is displayed:

System Message x

The database structure has been modified. In order to resure the process, all open ( "3 I‘l

windows will be clazed. Do you want to continue adding the user-defined feld?

[_ s ] [ Mo Help,

To add the field, click the Yes button.

If another user is logged on to the same company, the system displays the following message, listing
the machine from which the user is logged on:

The Following workstations are connected to the company,
Disconnect them in order bo continue,

TLWDEDISEFEZA, i

L Try again ][ Canicel ][ Ignore ]

Choose one of the following buttons:

Try again Checks again for other logged-on users and if there are none, saves the field.
Cancel Cancels the save operation and returns to the User-Defined Fields — Management
window.
Ignore Saves the field and displays the following:
You are about to update user Relds, howewer there are some ather connections ta the @

compary, This might cause data integrity problems iF other connections update the

company database before restart, Are you sure?

[_ ez ] [ Ha Help

How to Create User-Defined Fields and Tables PUBLIC
Managing User-Defined Fields © 2014 SAP AG. All rights reserved. 15



To add the new field (or update the existing field), choose the Yes button.

This action refreshes the database tables connected to this field. If you are currently
working with one of these tables, the information on the form being processed is lost.

Result
The following occurs when you add a user-defined field:

e |nformation about the new field (such as its name, its size, and the table to which it was added) is stored in the
CUFD table (user field definition table).

e Thefield is added to the relevant table. The prefix U_ is added to the name of the field in the database table,
indicating that it is a user-defined field.

Example
o If you add a user-defined field called Driver to the business partners category table, the field U_Driver
is added to the OCRD table.

o If you add a user-defined field to a sales or purchasing header, all header tables of sales and
purchasing documents are updated. All tables that start with ‘O’ (0INV, ODLN, OPCH, and so on), have
the prefix U_added to the name of the field in the database table.

e If you enter valid values, they are added to the UFD1 table.

Linking a User Table to a User-Defined Field

Instead of defining valid values for a field within the field definition, you can specify that the valid values are
contained in a user-defined table.

This can be helpful if you have several fields in different tables with the same valid values, or when you want to
update the valid values dynamically.

1 Note

You can link a field to a user-defined table only.
Prerequisite

e You are adding a user-defined field, as described in Creating User-Defined Fields, and you have opened the
Field Data window to define the new field.

e The field type is Alphanumeric and its structure is Regular.

e TheLink to UDO, Set Default Value for Field, and Mandatory Field checkboxes are not selected.
Procedure

1. Inthe Field Data window, in the Validation field, select Linked to Entities.

2. Select the Set Linked Table checkbox.

PUBLIC How to Create User-Defined Fields and Tables
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Field Data — L
Title Description
Type Alphanumeric | Length 30

Structure Regular
Validation Linked to Entities

Set Linked Table uDT1 -
Link to UDO

Set Default Value for Field

Mandatory Field

[ Add I l Cancel

A new field is displayed to the right.
3. Inthe new field to the right, select the user table that contains the valid values for the current field.
4. Fill out the rest of the form, and choose the Add button.

Result

When the field is displayed on the user interface, a dropdown list appears when you edit the field. The Code and
Name fields are displayed, and the value of the field is the Code value of the selected item.

Leased Car b
1 - RAgz2M721
E - BHOO092EM
E} - ¥TFF2Tial
Define Mew - Define Maw
T
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Linking a User-Defined Field to a User-Defined Object (UDO)

You can link a user-defined field to a UDO of both Matrix style and Header Lines style. This can be helpful if you
have UDOs related to a standard system form (non-user form).

1 Note

You can link a UDO to a system form only.
Prerequisite

e You are adding a user-defined field, as described in Creating User-Defined Fields, and you have opened the
Field Data window to define the new field.

e The Set Linked Table, Set Default Value for Field, and Mandatory Field checkboxes are not selected.
Procedure

1. Inthe Field Data window, in the Validation field, select Linked to Entities.
2. Select the Link to UDO checkbox.

Field Data — |
Title Description
Type Alphanurmeric Length 30

Structure Regular
Validation Linked to Entities ¥

Set Linked Table
Link to UDO -

Set Default Value for Field

Mandatory Figld

[ Add I l Cancel

A new field is displayed to the right.
3. Inthe new field to the right, select the UDO that you want to link to.
4. Fill out the rest of the form, and choose the Add button.

PUBLIC How to Create User-Defined Fields and Tables
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Result

When the field is displayed on the user interface, a choose-from-list and a link button appear when you edit the
field. To select a record, click the choose-from-list button; and to open the selected UDO form, click the link
button.

My LIDF | |

Creating Table Keys

You can set a user-defined field (or several fields together) as a key in the database table to make the field (or set
of fields) unique and prevent duplicates.

Procedure
1. Inthe menu bar, choose Tools — Customization Tools — User-Defined Fields - Management.
2. Select the table for which you would like to define a key, and choose the Keys button.

The User Tables Keys — Setup window appears.

User Tables Keys - Setup -

Selected Kay i
l e ] Celete
Eey Mame
#  Field Marne
Urigque
[ Ok I l Cancel

3. Tocreate anew key for the table, choose the New button. The system creates a key with the name IX_0O.

In the Key Name field, you can change this default name. You can create as many keys as you need by
choosing New. You can also browse between the different keys by selecting them from the dropdown list.

4. Inthetable, select the user-defined fields you want to include in the selected key.

1 Note

You can define more than one user-defined field in one key.
5. Select the Unique checkbox.

If the key is made up of one field, values entered for that field must be unique. If the key is made up of more
than one field, the set of values for these fields must be unique.

6. Choose the Update button, and then the OK button.

How to Create User-Defined Fields and Tables PUBLIC
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Updating User-Defined Fields

To update a user-defined field, do the following:

1.  Openthe User-Defined Fields — Management form by choosing Tools — Customization Tools — User-Defined
Fields — Management.

2. Select afield by clicking it.
3. Choose the Update button.
The Field Data window appears. You can update the field settings except for Title, Type, and Structure.

Removing User-Defined Fields

Caution

This action is irreversible and deletes all values saved in this field in all its related objects. A query with a
removed user-defined field displays an error when you run it.

= Recommendation

Before you remove a user-defined field, back up the database.

To remove a user-defined field, do the following:

1. Openthe User-Defined Fields — Management form by choosing Tools — Customization Tools — User-Defined
Fields - Management.

Select a field by clicking it.

Choose the Remove button.

Displaying User-Defined Fields

After creating user-defined fields, you can display them while working in the relevant forms.

For example, if you added the field Car Number to the Business Partner category, you can display the field in the
Business Partner Master Data form.

Displaying Header User-Defined Fields

Header user-defined fields are displayed in a panel on the side of the main form.

Procedure

1.  Openaform with header user-defined fields, for example, Business Partner Master Data.
2. Inthe menu bar, choose View — User-Defined Fields.

The system displays the user-defined fields in a panel next to the form.

PUBLIC How to Create User-Defined Fields and Tables
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| Business Partner Master Data =8 % Kl |v| b| Gereral
-

Code lc_cus Customer ¥ Local Currency Car Mumber |[MP1227292

Mame le_cus Accourt Balance Z2EE1E,10 Car Color Red
Foreign Marne Dreliveries 25,109 50 Pic
Group Cuskonners w Crders 301,751.80
Currency Us Dallar - Opportunities
Federal Tax I+
General Zontack Persons Addresses Payrment Terms Payrment Syskemn Accounting Properties Remarks
Tel 1 Contact Person
Tel2 ID Mo, 2
Mabile Phone
Fax
E-Mail Remarks
ireh Site
Shipping Type L= Sales Employes -Mo Sales Employes- W
Pazsword

Factaring Indicator

A m

Project EP Channel Cade =
Technician =
Territary =

Alias Mame

(%) Active From To Remarks

) Inactive

() Advanced

[ Update I l Cancel J l Related Service Calls “ Activity “ Related A ctivities ‘

“ X

The panel displays all the header user-defined fields for the current form that are set as visible. For more
information about showing/hiding fields, see Modifying the Display of User-Defined Fields.

To change the location of the user-defined fields panel, use the Al>| rliconsinthe upper-left corner of the
panel.

To close the panel, click x|

1 Note

You can place the header user-defined fields into the SAP Business One system form or the user-defined

forms using drag and drop.

1. Inthe menu bar, choose Tools — Edit Form Ul.

The system form changes to Ul edit mode.

Drag and drop the header user-defined field to the system form.

Right-click any blank area of the system form and choose Save.
Close the form.

o~ D

Open the system form again. The header user-defined field appears in the form.

Modifying the Display of User-Defined Fields

You can modify the way user-defined fields are displayed. For example, you can choose which fields are to be
displayed and in what order.

User-defined field settings are saved separately for each user and for each form.

How to Create User-Defined Fields and Tables PUBLIC
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Prerequisite

A form is open with the user-defined fields panel displayed. For more information, see Displaying Header User-
Defined Fields.

Procedure
1. Inthe menu bar, choose Tools — Customization Tools— Settings.

The Settings — Fields — Setup... window appears:

Settings - Fields - Setup... ==
Field Visible  Active Order  Category
Car Mumber 1 General bl
Car Color 2 General L
Pic HE General L
-
Il Ok ] [ Cancel Restare DeFault

2. Configure the settings for each field.

Field Name Description

Field The display name of the field.

Visible Specifies whether the field is to be displayed or
hidden.

Active Specifies whether a user can edit the field.

Order Specifies the display order of the fields.

The number must be an integer. The field with the
lowest number is displayed first; the one with the
highest number is displayed last.

Category Assigns the field to a category.

You can filter the user-defined fields so only fields in a
specific category are displayed using the dropdown
list at the top of the user-defined fields panel:

PUBLIC How to Create User-Defined Fields and Tables
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Field Name Description

All Categaries i

Ewvery day
Monthlhy
Special Events
General

All Categories

Example

You have many user-defined fields and you
would like to display different sets each time
you need to display user-defined fields. You
can create a couple of categories for
different user-defined fields and change the
displayed category when necessary.

To define a new category, choose Define New from
the dropdown list.

3. Choose the OK button.

Displaying Row User-Defined Fields

Row user-defined fields automatically appear in their relevant form tables, just like system fields, and are
managed in the same way. You can make user-defined fields visible and active using the Form Settings window.
Click @ in the toolbar, and select the Table Format tab.

Form Settings - Delivery =l

_ Rowe Forrnat l/ Drocurnent |

Calurnn

#

Twpe

Itern Mo,

EP Catalog Ma,
Itern Crescription
Bar Code

Mfr Ma,

Serial Mo,

I
E
=
o

Factor 1
Factar 2
Factaor 3
Factaor 4
Caantity
by bo Ship

DROOOOOO00RROR &
) ) 33 o

Il Ok ][ Cancel [ Restore DeFault ]
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By default, each new row user-defined field appears at the end of the list of fields and is set to be visible and active.

Entering Values in User-Defined Fields

The following section explains how to enter values for different types of user-defined fields:

e Standard Field (alphanumeric and numeric, with no valid values): Select the field and enter a value manually.

Car Colaor

Fed|

o Field with Valid Values/Linked to a User-Defined Table: Select the field to open a dropdown list, and select

avalue.

Car Murmber
Car Color
Pic

7 |
1 - R9szMrzl
2 - BHO09z23M
3 - YTFF2TGL
Define Mew - Define Mew

o Date Field: Select the field to display [F], and then click the icon to display a date picker.

4 May

Mo Tu

11
12
25

12
19
26

v 2o e
Wwe Th Fr Sa Su

1 2 E
[ 7 g 9 10

3 14 15 16| 17

200 21 22 22 24
27 28 29 30 31

Shart Crate

o |

e Units and Totals: Select the field to display [, and then click the icon to display a calculator.
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0

e
(<) (2] (e] (=] ] L]
(=] (<] =] (]
(=) (] (2] (2] (2] ]
() (o ) (] (e (2]

Start Diate | Close || cCopytoField |

Uniits 0.0000 |

¢ Image Field: Double-click the field to display the Open window.

I 21|
Ila Sample Pictures j Q2 O

B 004.ipg

(]003.jpg

ak]002.jpg

&h]00t jpg

File narme: IEIEId.ipg j Open

Files of type: IGraphic Filez Il Cancel

Hefresh

i

The default picture folder opens. Select a file, from this or another folder, and choose the Open button.

1 Note

The default picture folder is the folder defined in Picture Folder on the Path tab in Administration —
System Initialization — General Settings. If you select a picture from a different folder, the picture is
copied to the picture folder.
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To replace the image, hold down the key and double-click the image.
To remove the image, hold down the rRLT |key and double-click the image.

e Link Field: Double-click the field to display the Open window.

B 21|
Ilﬁ.ﬁ.ttachments j QT 2 E-

Igj Mormal conkrack, bxk
Igj Special conkrack, bxk

X

File name: I j Open
Files of type: |g|| Filess [*.] = Cancel

RHefresh

i

The default attachments folder opens. Select a file, from this or another folder, and choose the Open button. To
link to a Web site, type a URL in the File name field and choose the Open button.

1 Note

The default attachments folder is the folder defined in Attachments on the Path tab in Administration —
System Initialization — General Settings. If you select a file from a different folder, the file is copied to the
attachments folder.

Once a file or Web site is linked to the field, a hand cursor is displayed when you hover over it.

Lirik WL S A0, SO
I

g

To open the linked file or Web site, double-click the link.
To replace the link, hold down the key and double-click the link.
To remove the link, hold down the key and double-click the link.
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Managing User-Defined Tables

SAP Business One lets you create your own database tables, enabling you to:

¢ Manage sets of custom data, for example, a fleet of cars or a list of available meals. Every
user-defined table automatically contains the following fields: Code (the key) and Name. You can add user-
defined fields to the table to maintain additional business information.

e Maintain valid values for a user-defined field located in either a system table or a user-defined table.

For more information, see Linking a User Table to a User-Defined Field

Creating User Tables

To create a table, you specify just a name and description for the table. Two fields, Code and Name, are
automatically created in the table.
You can add user-defined fields as you would for system tables.

Procedure
1. Inthe menu bar, choose Tools — Customization Tools — User-Defined Tables - Setup.

User-Defined Tables - Setup -
# Table Mane [rescription Object Type
1 CARMO Car Murnbers Mo Ohject L
2 PLAIMTAELE My Plane Table Mo Cbject *
3 T_LIME Link. kable Mo Cbject *
4 Mo Cbject *
[ Ok I l Zancel
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2. Enterinformation about the new table in a new row.

Field Name ‘ Description

Table Name The table name.

Description A description for the table.

Object Type The type of table. Set to No Object.
1 Note

This column is relevant for working with user-
defined objects (UDO). For more information,
see the UDO section of the SDK Help Center,
located on the SAP Community Network at

https://www.sdn.sap.com/irj/sdn/businessone.

You cannot update the Object Type field after adding a
table.

3. Choose the OK button.

The user-defined table appears under the User Tables category in the User-Defined Fields — Management window.

User-Defined Fields - Management ==
Cateqaty Title Crescription Type DAt Mamd,  Index  Linked Table
I Master Crata =

B Marketing Docurments
F Payrients

F Production

P Accounting

F Zosting

P Eudget

P Sales Spportunities
B Service

B Inwentory

B Tax Imvaoice

B Walue Added Tax

v Llzer Tables

Car Murnbers
My Plane Table
B Link table bl

l Eews J [ Update ] [ Rernowve

A user-defined window for entering data is automatically created for the table. For more information, see Entering
Values in User-Defined Tables.

1 Note

As with modifying user-defined fields, all users should be logged off before you add a user-defined table.
For information on possible messages when adding a table, see the last step in Creating User-Defined
Fields.
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Result

The following occurs when you add a user-defined table:

e Information about the new table is stored in the OUTB table (User Tables).

e The prefix @ is added to the name of the table in the database table, indicating that it is a user-defined table.

e You can use this table in queries.

e |f this table is linked to a user-defined field, then in the Query Generator, the user-defined field appears in bold
in this table, indicating it is related to another table. You can drag this user-defined field to use the user-

defined table for the query.

Adding Fields to User-Defined Tables

Create additional fields in a user table if the two default fields, Code and Name, are not sufficient for your business

needs.

The process of adding fields to a user-defined table is the same as for adding fields to a system table, as described

in Creating User-Defined Fields.

In the User-Defined Fields - Management window, user-defined tables are displayed in User Tables at the bottom
of the list of categories. Click Pk to display the available user-defined tables.

User-Defined Fields - Management

Zategaty

F Master Crata

F Marketing Crocurents
F Payrnents

F Production

F Accounting

F Costing

F Budget

F Sales Opportunities
F Service

F Inventary

F Tax Invoice

b Walue Added Tax

Uzer Tables
Car MHurmbers
My Plane Table
F Link table

Title Crescription Tyvpe

LAt

=0=

Mand, Index Linked Table

Kenys

Bernone
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Entering Values in User-Defined Tables

After creating user-defined tables, you can enter data into them.
Procedure
1. Fromthe menu bar, choose Tools — User-Defined Windows.

A submenu opens displaying a list of user-defined tables.

Tools  Window  Help

& Print Layout Designer, .. N 2 (@
%L Reporter
Crystal Report Test
[4p  Form Settings... Ctrl+Shift+35
Change Log...

Queries *
[y Menu L
My Shorkcuts 4
ser-Defined Yalues Shift+Fz
Iser-Defined Windows CARMND - Car Mumbers
Cuskomization Tools 3 PLAIMTAEBLE - My Plane Table

Defaul Farms 3 T_LINE - Link, table

2. Select atable. A window for the selected table is displayed.

For example, the window below is for a table that holds car license numbers:

Car Numbers =

# Code Marne
1 I

[ Ik I l Cancel

3. Toenter avalue, select a cell and enter the value.
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1 Note

Both the Code and Name values must be unique.
4. Choose the OK button.

Showing and Hiding Fields

By default, all user-defined fields are set to Visible when you open the window for the user-defined table. You can
choose to display a subset of the table’s fields.

Procedure

1. Inthe menu bar, choose Tools —User-Defined Windows, and then choose a specific table from the submenu.
A window for the selected table is displayed.

2. Click [ inthetoolbar.

Form Settings - Car Numbers - =1 P
Tabla Forrmat } Rowy Forrmat f Cocurnent |
Calurin Wisible Arctive
#
Code
Marne
CarBrand
[ Ok I l Cancel Festare Dafault

3. Onthe Table Format tab, define which fields are to be visible and active.

4. Choose the OK button.
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Removing User-Defined Tables

This section describes how to remove a user-defined table, including all its data.

Caution

This action deletes all the values saved in the table and is irreversible.

> Recommendation
Before you remove a user-defined table, back up the database.
Procedure
1.  Fromthe menu bar, choose Tools — Customization Tools — User-Defined Tables - Setup.

2. Right-click the row to be removed, and choose Remove.

1 Note
Alternatively, select the Description column of the user-defined table you want to remove, and in the
menu bar choose Data — Remove.
The table is removed from the list of user-defined tables.

3. Choose Update, and then Yes or Yes to All in the dialog box.
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Copying Fields/Tables to a New Company

You can copy user-defined fields and tables from one company database to a new company database that you
create.

Procedure
1. Connect to the company in which the user-defined fields and tables — the ones to be copied to the new

company — are defined.
2. Inthe menu bar, choose Administration — Choose Company.
3. Inthe Choose Company window, choose the New button.

The Site User window appears:

Sike User ID B15Sitellzer
Site Passward [

[ OE, ” Canieal ]

4. Enter the Site User ID and the Site Password, and then choose the OK button.

The Create New Company window appears.

Creakte Mew Company =il

Trial Wersion
Corpary Mame
Databiaze Mame

I Copy User-Defined Fields and Tables
Copy User-Defined Obijects

Licenze SAP-IMTERM-[Global)

Local Settings b
Chart of Accounts i il
Base Language English [United States) i
Cefine Paosting Periods D

[ 2k, Il Cancel I

5. Select the Copy User-Defined Fields and Tables checkbox.
6. Specify the remaining information, and then choose the OK button.
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Authorizations

For information about the authorizations required for User-Defined Fields - Management, see the online help for
SAP Business One and the document How to Define Authorizations in the documentation area of SAP Business
One Customer Portal at http://service.sap.com/smb/sbocustomer/documentation.
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