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VMS PROCESS GUIDE 

LOGIN TO BUSINESS CENTRAL  
Business Central is a SaaS-based solution. Business Central accepts command from operator using 

input devices such as a keyboard, mouse, or shortcut keys to enter customers, items, invoices, and 

return notes into the system. 

Logging into Microsoft Dynamics 365 Business Central (SaaS) is straightforward if you have an active 

account. Here's a step-by-step guide: 

 

Step 1: Access the Business Central Login Page 

1. Open a web browser (e.g., Chrome, Edge, Firefox). 

2. Go to the Business Central login URL. Your Business Central Microsoft partner will provide 

you a URL including your tenant ID 

 

Step 2: Enter Your Credentials 

1. On the login page, you'll be prompted to sign in with your Microsoft work or school account:  

o Enter your email address associated with your Business Central subscription. 

o Click Next. 

 

 

 

Step 3: Provide Password 

1. Enter your password for the Microsoft account. 
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2. If you're logging in for the first time, you might be required to set a new password or 

complete a verification step. 

 

 

Step 4: Verify Multi-Factor Authentication (if enabled) 

1. If your organization requires multi-factor authentication (MFA):  

o Follow the instructions sent to your registered phone/email. 

o Approve the sign-in through your authentication app or code. 
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Step 5: Select Your Environment 

1. If your Business Central subscription includes multiple environments (e.g., Sandbox, 

Production), select the desired one from the list. 

2. Click Open to proceed to the Business Central dashboard. 

Upon operation start, the POS and E-SDC or V-SDC are mutually authenticated there’s no 
manual authentication needed. (See VMS Configuration guide-page 16) 

https://erp365.com.au/downloads/#vms-configuration  
 

Please Note:  
The POS system must be prevented from issuing any invoices unless it is actively connected 

to the SDC. This ensures that all sales transactions are validated and recorded through the tax 
authority, maintaining compliance with regulatory requirements. 

 
 
 

 

 

Optional: Save Login Information 

• You can check the "Keep me signed in" box during login for faster access in the future (useful 

on personal devices but not recommended on shared devices). 

 

Step 6: Start Using Business Central 

1. After logging in, you'll land on the Role Center (the main dashboard tailored to your role). 

2. From here, you can navigate to modules such as Finance, Sales, or Inventory. 

https://erp365.com.au/downloads/#vms-configuration
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Tips for First-Time Users: 

• Bookmark the Login Page: Save the Business Central URL in your browser for easy access. 

• Use Microsoft Teams Integration: If available, you can open Business Central from within 

Teams. 

• Install Business Central Apps: Download the Business Central mobile app for Android or iOS 

for on-the-go access. 

If you encounter issues, contact your system administrator or refer to Microsoft support for 

troubleshooting. Let me know if you need detailed troubleshooting steps! 

 

VMS SETUP OF CUSTOMER  
 

Step 1: Access the Customers Page 

1. Open Dynamics 365 Business Central. 

2. Use the search function (         ) at the top and type Customers. 

3. Select Customers from the search results. 
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Step 2: Create a New Customer 

1. On the Customers page, select New to create a new customer record.  

 

2. The Customer Card page will open, where you can enter detailed information about the 

customer. 

Step 3: Fill in General Information 

 

1. In the Customer Name field, enter the name of the customer. 

2. Enter Customer No. (if numbering is not automatic) to assign a unique identifier. 

3. Fill in the Address, City, State, ZIP Code, and Country/Region fields. 

4. Enter the Phone Number and Email Address. 

 

Step 4: Set Invoicing and Payment Terms 

1. Scroll down to the Invoicing FastTab. 

2. In the Customer Posting Group field, select the appropriate posting group (to determine the 

general ledger accounts). 

3. Choose the VAT Business Posting Group if (Local or Foreign). 
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4. Set Payment Terms Code to define payment terms (e.g., Net 30). 

 

5. Set Payment Method Code to define payment terms (Cash,Card,Bank ). 

 

 

6. If the customer is a B2B customer you must fill in the TIN number and for B2C customer TIN 

number is optional 
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VMS SETUP OF ITEM 
 

 Step 1: Access the Items Page 

1. Open Dynamics 365 Business Central. 

2. Use the search function (         ) at the top and type Items. 

3. Select Items from the search results. 
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Step 2: Create a New Item 

1. On the Items page, select New to create a new item record. 

 

2. The Item Card page will open, where you can enter Item Noo, Description UOM selling price 

etc.. 

 

Step 3: Fill in General Information 

 

• Fill VAT Posting Group with item whether its VAT item Non-VAT item. 

 

 

• You can enter the item GTIN by the time you create the item. (Any item which has Global 

trade item number) 

 

Fill in all the required information of the item.  
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✓ Also, bulk import is possible via excel import . The system supports importing and exporting 

a catalog of products/services 

 

Click on Edit in Excel System will create a excel template . ender user name and password with MFA 

in Excel update the items in and Click on Publish in Excel Business central applet.  
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HOW TO PRINT PROFORMA SALES AND PROFORMA COPY  
 

Step 1: Sales order creation 

1. Choose the  icon, enter Sales Orders, then choose the related link. 

 

2. Select New to create a new entry. 

 

 

3. In a new Sales Order, entering the Customer No. will automatically populate all the related 

customer details. 

 
 

 

 

 

 

 



12 
 

Then, fill out the line details for each item as described below. 

4. In the No. field, enter the number of an inventory item or service.  

 

5. In the Quantity field, enter the number of items to be sold. 

The Line Amount field is updated to show the value in the Unit Price field multiplied by the 

number in the Quantity field. 

6. Enter the payment method (e.g., cash, card, etc.). This is a mandatory field 

 
7. Then, fill out all other required information.  
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The total fields below the lines are automatically updated as you create or modify lines to display the 

total amounts and VAT amount.

 

1. The price and line amounts are displayed including or excuding sales tax based on the option 

selected in the Prices Including Tax field on the Sales Order. 

 

Step 2: Print Proforma invoice  

1. Go to Print/Send and select Proforma Invoice. 

 

  

2. Preview and print the Proforma invoice.
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HOW TO PRINT SALES INVOICE (NORMAL SALE) 
 

Step 1: Sales order creation 

1. Choose the  icon, enter Sales Orders, then choose the related link. 

 

2. Select New to create a new entry. 

 

 

3. In a new Sales Order, entering the Customer No. will automatically populate all the related 

customer details. 
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Then, fill out the line details for each item as described below. 

4. In the No. field, enter the number of an inventory item or service.  Or click on item drop 

down list and Enter the GTIN number to pick the  item. 

 

5. In the Quantity field, enter the number of items to be sold. 

The Line Amount field is updated to show the value in the Unit Price field multiplied by the 

number in the Quantity field. 

Business Central supports the use of input devices such as scanners and barcode readers to 

capture data directly into the system. This allows data entry to occur seamlessly without 

disrupting day-to-day POS operations. 

6. Line discount percentage can be entered item lines individually. 

7. VAT Rate will be shown 

 

When a price is entered in the system, it is automatically rounded to two decimal places. 

 

The price and line amounts are displayed including or excluding sales tax, depending on the 

selection in the Prices Including Tax field on the Customer Card. Tax will be rounded to two 

decimal places. 

 

The system displays tax rates and labels.  

 

8. Enter the payment method (e.g., cash, card, etc.). 
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9. If the normal invoice is connected to previously created Advance sales or Proforma invoice. 

You can select the invoice /proforma number by selecting FRCS Posted invoice reference 

number. 

 

 
 

The total fields below the lines are automatically updated as you create or modify lines to display the 

total amounts and VAT amount.

 

10. User can delete or modify item lines price quantity or any other information before creating 

the invoice before issuing fiscal invoice . Once the Fiscal invoice is generated non of the 

values can be amended. 

Moreover, The records cannot be  alter, remove, or modify any information received from 

the SDC in the invoice response. All data returned by the SDC must be recorded and 

displayed exactly as provided, ensuring the integrity, authenticity, and compliance of each 

fiscal transaction 
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Step 2: Print the Normal Sales Invoice 

1. Please make sure Printer is connected to the ERP  

2. Use A4 Size Paper to print all VMS related documents.  

3. Go to Home, Post and select Ship and Invoice 

 

 When the Posting button is pressed, the invoice information is sent to VMS for fiscalization. 

The system will then display options to print or send the invoice via email. 

 

 

 Once the button is pressed, the system will send all information to FRCS for validation, 

retrieve the validated data (the FRCS reference number will be automatically populated), and 

print the normal sales invoice. 

 

 

 

4. Then open the posted sales invoice, by clicking “Yes” 

 
 

5. Once the posted sales invoice is opened, go to Print/Send via Email the invoice. 
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you can select other options such as Email,  and Attach as PDF. See Page 34 for sample invoice 

 

 

6. If you issuing a paper invoice printer must be installed and configured otherwise email can 

be used to send the invoice  

7. The system does not permit the registration of any sales amount unless a fiscal invoice is 

issued. Every transaction must generate a valid fiscal invoice to ensure proper fiscal 

reporting, transparency, and regulatory compliance. 

 

 

HOW TO REPRINT AN INVOICE (COPY SALE) 
When a Normal Sales Invoice is printed a second time, the invoice will be marked and printed as a 

COPY. 

To reprint the invoice, open the same Posted Sales Invoice, click Print/Send, and then select Print. 
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Rather than printing the invoice, you can select other options such as Email,  and Attach as PDF. 

 

 

 

 

Since the invoice is already printed and normal sale system will will keep the original invoice 

reference and send the reference automatically 
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HOW TO PRINT ADVANCE SALES INVOICE (ADVANCE SALE) 
 

Step 1: Sales order creation 

1. Create a Sales Order by following Step 1 in the HOW TO PRINT SALES INVOICE (NORMAL SALE) 

section. 

2. Then turn the Advance Sale option “on”.  

 

3. Next, select Post → Ship and Invoice. 

 

 

 

 

4. View the generated posted sales invoice and print it. 
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HOW TO PRINT PROFORMA SALES RETURN ORDERS  
 

Step 1: Access the Sales Return Orders Page 

1. Open Dynamics 365 Business Central. 

2. Use the search function (         ) and type Sales Return Orders. 

3. Select Sales Return Orders from the search results to open the page. 

 

 

 

 

 

 

 

Step 2: Create a New Sales Return Order 

1. On the Sales Return Orders page, select New to create a new return order. 
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2. A new Sales Return Order card will open. 

 

Step 3: Select the Customer 

1. In the Customer Name or Customer No. field, enter or select the customer who is returning 

items. 

 

2. Business Central will auto-populate fields like Billing Address, Payment Terms, and other 

customer details based on the selected customer. 

Step 4: Set Up General Information 

1. Fill in the Posting Date (the date the return is being processed). 

2. If applicable, enter the External Document No. (e.g., the customer’s original return reference 

number). 

3. Select the FRCS invoice number (Reference No.). Means, mention which invoice that is to be 

refunded. This field is a mandatory field. 

 

4. Customer Payment method is mandatory please make sure to fill in this field 
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Step 5: Add Lines for Items Being Returned 

1. Scroll to the Lines section of the Sales Return Order. 

2. In the Type field, select Item (or G/L Account for non-inventory items). 

3. In the Item No. field, enter the item being returned. 

4. Set the Quantity to the number of units being returned. 

5. Adjust the Unit Price if necessary; typically, this will match the original sale price.  

 

 

 

 

 

 

Step 6: Print Proforma Sales Return Order 

 

1. In the Sales Return Order, go to Actions → Other → Print. 
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2. Preview the refund invoice, then print. 
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HOW TO PRINT SALES RETURN ORDER  
 

Step 1: Access the Sales Return Orders Page 

1. Open Dynamics 365 Business Central. 

2. Use the search function (         ) and type Sales Return Orders. 

3. Select Sales Return Orders from the search results to open the page. 

 

 

Step 2: Create a New Sales Return Order 

1. On the Sales Return Orders list page, select New to create a new return order. 

 

2. A new Sales Return Order card will open. 
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Step 3: Select the Customer 

1. In the Customer Name or Customer No. field, enter or select the customer who is returning 

items. 

 

2. Business Central will auto-populate fields like Billing Address, Payment Terms, and other 

customer details based on the selected customer. 

Step 4: Set Up General Information 

1. Fill in the Posting Date (the date the return is being processed). 

2. If applicable, enter the External Document No. (e.g., the customer’s original return reference 

number). 

3. Select the FRCS invoice number (Reference No.). Means, mention which invoice that is to be 

refunded. This field is a mandatory field. 
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4. The Customer Payment Method field is mandatory; please ensure it is filled in.

 

 

 

Step 5: Add Lines for Items Being Returned 

3. Scroll to the Lines section of the Sales Return Order. 

4. In the Type field, select Item (or G/L Account for non-inventory items). 

5. In the Item No. field, enter the item being returned. 

6. Set the Quantity to the number of units being returned. 

7. Adjust the Unit Price if necessary; typically, this will match the original sale price. 

 

 

Step 6: Print Sales Return Order 

1. In the Sales Return Order, go to Home → Post → Post and Print. 
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2. Click on Receive and Invoice 

 
 

 Any information can be deleted or modified before sending it to VMS or creating the return 

order. Once the document is sent to VMS for fiscalization and the fiscal invoice is created, no 

further changes can be made to the invoice. 

 

 

HOW TO PRINT SALES RETURN ORDER COPY  
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Step 1: Create a New Sales Return Order 

1. Create a Sales Return Order by following Step 1 in the HOW TO PRINT SALES RETURN ORDER 

section. 

Step 2: Print a Copy of Sales Return Invoice 

1. Once the Sales Return Order is printed, the following dialog will appear 

 
 

2. Click on “Yes” 

 

 

 

 

3. When the relevant Posted Credit/Adjustment Note is opened, click Print/Send to print a copy 

of the Sales Return Order.

 
 

4. The pop-up window will display the title Normal Refund; however, in the preview, the title 

Copy Refund will be shown. 
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HOW TO PRINT ADVANCE SALES REFUND 
 

Step 1: Create a New Sales Return Order 

1. Create a Sales Return Order by following Step 1 in the HOW TO PRINT SALES RETURN ORDER 

section. 

Step 2: Print an Advance Sales Return Order 

 

As with printing the Advance Sales Invoice (as in page 18), ensure that the Advance Sale option is 

turned on in the Sales Return Order before posting. (Also, make sure that Training Mode is turned 

off.) 

 

When issuing an Advance Sales Refund Invoice, it is mandatory to enable the Advance Sale option 

and enter the FRCS Posted Invoice Number in the designated field. 
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HOW TO SWITCH THE ENTIRE SYSTEM TO TRAINING MODE 

 

1.  Choose the  icon, enter VMS Profile Card Setup, then choose the related link. 

2. Switch on Training Mode 

3. Above transaction can be done in training mode 

 

✓ This system can be integrated with barcode scanners. However, the data will be fed into 

Business Central, and there won’t be any interference with the VMS, since the invoice will be 

generated from the ERP. 

 

 

HOW TO SEARCH FISCAL RESPONSES   
 

Step 1: Search for FRCS Fiscal Responses 

1. Choose the  icon, enter FRCS Fiscal Responses, then choose the related link. 
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   2.  Click on FRCS Fiscal Responses List. 

   3. Click the Filter icon at the top right corner of the page and apply a filter using the required 

category (e.g., Document No). 

 

      

 

 

 

IMPORT SALES LINES FROM EXCEL 
 

✓ The system supports entering transaction data through files containing the article ID, price, 

quantity, and other necessary information using configuration packages, as shown in the 

image below. 
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Systems records and Shows that the fiscal invoice header, including all issuer 

identification details, will fully include all data returned by the SDC, with no 

omissions or modifications. 

 

 

 
 



35 
 

 

 

HOW TO CREATE MULTIPLE PAMENT TYPES 
 

When creating an invoice if customer pays in multiple payment types 

1. Complete the sales invoice creation process as mention in page 14 

2. Click on Split Payment 

 

3. Enter Payment type and amount 

 

 


