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5.03 General Usage

Create Documents

Creating a new document in the work area is described using the document type receipt. After
selecting the document type ...

mem——— = b = ydipboard » % (0 @ 4% [T Logout | v | L1 Projectie
projectile Occupation -
——— Tracking and Recording E COffers D Projects = E| Inwoices » 050 Col & _Is - Administration «
[id] Offer )ﬁg
#1005 ] offer [&] OrderHizader

[ oOffer C5-09-10-5

E] I;E i; ﬂ] IE:] Document *  Edit »  Wiew v Backreferences »  Actions »

Master data Misc

Cffernumber C5-00-105 offer status Mo Offer e
Project v || 2.1 Planning v

Amaount 0,00 EUR

Value added ta [ et Doval w

Offer total 0,00 EUR

OfferCreatar Comrer Jane w

Offer date 15102009 [3 ~ Walid until date (50 10 opog (3]

Offer lines

... an empty document form from the selected document type is displayed. In the example, a new
document with the type offer is displayed. The form contains initially only the default values (here the
offer number, the employee who created the receipt, the current date, value-added tax, the vadility
and the status).

Note: In the standard version all required fields in the form are marked red.

In the next step all information fields of the document are filled (Description and Project) and the
document is then saved.
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“ [i§] Offer C5-09-10-5 2 jix

E E.! e ﬂ] =4 Document *  Edit v Wiew v Backreferences v Actions *

Master data Mlisc

Offernumhber C5-09-10-5 Offer status Mo Offar o
Praject » || 2.1 Planning ¥

Armaunt D,DD EUR

;':}'{'“E added  yystpavol v

COffer total 0,00 EUR

OfferCreatar Canner Jane -

Offer date 15.10.2009 (3« Yalid until date 20, 10,2009 |3 w

Offer lines

History

Each modification (here offer date and validity) are logged when history is activated.

Offer date 15.10.2009 [8 v Yalid until date [oq 5 oggg 8/

Using this function, modifications in the form (with the appropriate access permissions) are displayed.

| [ offer CS-09-10-5 [

E] E.! B ﬂ] (=4 | Document v Edit v |Wiew v | Backreferences v Actions v

Master data Misc ] Show this docurnent in the navigakor

BT Co.0o.10.8 ﬂ] Additional information Offer status

L[ Document history

Mo Cffer ~

Froject

| 2.1 Planning él Shaw external url

Amount 0,00 EUR

In the example two modifications are logged: Creating the document and two modifications ...

>< History Project 1 Introduction Projectile 2.5

History Praject 1 Introduction Projectile 2.5

Age Timestamp History event User Details Historic document
1d19:52h 13.10.2009 16:02:48 =4 Changed (1) Conner Jane {r:,) [E]

33d19:34h 11.09.2009 16:20:07 B Changed (1) Hahn Katrina IE]

36d21:39h 08.09.200914:15:28 B Chanoed (2) Hahn Katrina IE]

36d21:53h 08.09.200914:01:145 B Changed (14) Hahn Katrina [8]

3Ed21:53h 08.09.2008 140115 ] Created Hahn Katrina [E]

... in the fields offer date and validity.
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>< History Project 1 Introduction Projectile 2.5
Histany Project 1 Intraduction Projectile 2.5
Age Timestamp Histary event Lser Details istoric document
1d20:04h 13102009 16:02:48 = Changed {13 ConnerJane . [E]
33d19:47 h 11.09.2008 16:20:07 B4 Changed (1) Hahn Katrina [E]
3Bd21:51h 08.09.200914:15:28 = Changed (2) Hahn Katrina [E]
Field Oldvalue MNewdialue
1. Status Passive » EeingPlarned »
2liastancelnittails 08.09.2009 (3 v| |1353:12 [Ev 02.09.2009 (B~ 141528 v
36d22:058h 08.09.2008 14:01:15 B4 Changed {14) Hahn Katrina [E]
36d2205h 08.09.200814:01:15 B Created Hahn Katrina 5]
History can be closed with X as with every form.
To copy a document, the functionality “Create new document from template” is used.
¢ [E] offer Ccs-09-10-6
E I;E i ﬂ] LEJ Cocurment = | Edit = View *  Back references *  &ctions =
mMaster data Miac @reate a new dacument Frarm this template
i!ave the document
Offernumber 5091 Offer status [ ooy -
Elj Copy the docurnent;
Project |54 Delete the dacument SRR
i; Copy khis document o the clipboard
Amount

£ Reload document

Walue added tax MwSt-D-all

¥ BREE

This functionality copies the existing document and pre-sets the default values. Here, offer 5 becomes

offer 6.

| [ oOffer Cs-09-10-6

E LE] Document *  Edit = View =
Master data Iisc

Offernumber C5-09-10-6

Froject v | 2.1 Planning
Armount 0,00 EUR

Walue addedtad [ e movgl

Offer total 0,00 EUR
offerCreator Conner Jane

offer date 15.10.2009 [§

Offer lines

(X @R&ID)

Finally various values are modified and the document is then saved.

Ackions =

¥ BREXE

¥ BE@E

¥ BRI

Walid until date 20.10.2009

o

w

Offer status Ma Cffer
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Delete Document

If a document is not needed, clicking on ...

% [4] oOffer CS-09-10-7

E] % i. If_u] LE‘] Document = Edit =

Master { Delete the document

... deletes the document.

> |4 Delete documents

Delete documernts
AICAIVE | o dlar) v [ |Q

Dovyou really want to delete? v (} %

Daocuments
aw page ll— of 1

ik
= Type

1 [@]  offer

41

Wiew *  Back references -

)

Description

CE-09-10-7

1-171

State

Mo Offer

3

Dependent documents
Denied documents " -
.2 Mo entries ~
BrokenLink Warning
BrokenLink Error " -

Do vyou really want to delete? o t} %

Before the document is deleted, a dialogue asking if the document should be deleted is displayed.

This dialog is a precautionary measure, as only selected users can reactivate this deletion process
(see also trash/archive). If data with references are deleted (as in the project example), all data is
displayed in the delete dialog, which will also be deleted.
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e & Dokumente lischen
Dokumente |dschen
APChIY | ot o dard + ||

TS =
Wollen Sie wirklich ldschen? o t—; %

PERIERE: Q R Seite |1 |won L = ikl
= Tyvp Bezeichnung Status
1 E Projekt 1 Entwicklung passiv
£ >
Abhéngige Dokumente B sl - 2 1-19/19
= Tyvp Bezeichnung Status
1 E Projekt 1.1 Konzeption passiv A
2 B Meilenstein 1.1-A Konzeptphase 10.08 2009
3 [ wertrag vav
4 |;| Zahlungzplan 1-1 cwaysc
5 El Angebot C5-09-06-3 Kein &ngehot
6 |Z| Angebot Meues Angebot Kein Angehot
7 E Projekt 1.2 Entwicklung passiv
* |:$ Delete documents
Delete docurments
AIChIVE | ot andarg ~[Q
Do vou really want to delete?® -% t.-l )_./(
Dacuments & page Il_ 51 ES 1171
= Type Description State
1 D Project 3 Introduction Projectile Active
| |
Dependent documents T g page Il_ of 1 &2 | show 100 |~ entries 1-394[94
= Type Description State
1 D Project 3.1 Introduction Accounting Active -
2 D Project 31 1 Introduction Accourting Active
3 Job 3.1-1 Introduction Projectile
4 _:‘f"a TimeTracking 21.09.2008 3-4
5 @ Budget 34-1 Travel costs
& @ Payment TLC-09-10-6 23.10.2009
T E| Receipt 3 Taxi 12 Timothy Jones YWorkshop
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