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GS513 — Business Document Management (BDM) in
Globalization Studio

One of the most common requests from finance, sales, and operations teams is:

“Can we change this invoice layout? Just add a logo... remove a column... maybe move the
footer?”

Previously, this required developers to update SSRS reports or ER format files. But with
Business Document Management (BDM), business users can now make these changes
directly in Microsoft Word or Excel, without any coding.

In this article, you’ll learn:
e What BDM is and what formats it supports
¢ Which documents you can customize
e How BDM connects to Globalization Studio and Electronic Reporting (ER)
e How to use your own templates
e Setup prerequisites, security roles, and tips
o Areal-life demo: Sales Invoice in Excel
e Best practices and versioning

This article builds on GS504 — Feature Lifecycle and GS509 — ER Basics.

& What Is Business Document Management?

Business Document Management (BDM) is a no-code toolin Dynamics 365 Finance and
Supply Chain Management that allows users to:

e Modify document templates using Microsoft Word or Excel

o Manage visual layouts of customer-facing documents (e.g., invoices)

o Use Electronic Reporting (ER) to map system data to the document layout
Supported Output Formats:

e Microsoft Word (.docx) — for documents like invoices, POs, and quotations

e Microsoft Excel (.xlsx) — typically used for tabular financial layouts

o PDF -generated as output from Word or Excel layouts (not edited directly)
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e Other formats (XML, TXT, JSON) — available only via traditional ER Designer, not BDM

B Official Docs: Business document management overview — Microsoft Learn

[3) What Documents Can You Edit?

You can use BDM to customize the layout of any configurable business document enabled by
ER. Common examples include:

e Customer sales invoice

e Purchase order confirmation
e Freetextinvoice

e Sales quotation

e Project quotation

e Collection letter note

e Packing slip

e Request for quotation (RFQ)

B Microsoft reference: Configurable business documents — Microsoft Learn

These documents are delivered via the Global repository and rely on ER formats (Word or Excel)
and data models.

Prerequisite Configuration

Before using BDM, ensure the following is configured:
Requirement Description

Go to Feature management and enable Business Document

Enable BDM feature
Management

Ensure Office add-ins for Word and Excel are working. These are

Office integration setu
g P required to open and save templates in BDM

Electronic Reporting Ensure ER is fully configured, including Data model, Model
(ER) mapping, and Format configuration

https://aipowered365.com
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Requirement Description
Global repository Make sure Globalization Studio or Regulatory Configuration
access Services (RCS) is enabled to import Microsoft templates

Mandatory — Configure SharePoint document type storage to enable
upload/download of templates for editing in Word/Excel. This is
where BDM stores documents temporarily during editing and
publishing

SharePoint document
management

connection

Azure Rights Needed if you want to apply protection policies on generated
Management (optional) documents

(% Security Roles

To access and work with BDM, assign the following roles:

Role Purpose
Electronic reporting developer Required to create and edit
(ElectronicReportingDeveloper) document formats

Can manage document

Electronic reporting functional consultant . ) .
configurations and versions

Business document manager Role to access the BDM workspace
(BusinessDocumentManagementUser) and edit layouts

Required to assign security roles and

System administrator
feature enablement

¥ Roles are additive. A power user may have both functional and developer roles in non-
production environments.

& How BDM Fits into Globalization Studio

BDM is part of the broader Globalization Studio ecosystem. It layers on top of Electronic
Reporting and connects to a Feature that drives document generation.

Element Role
ER Model & Mapping Defines what data is available

ER Format (Word/Excel) Controls how the document appears

https://aipowered365.com
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& Step-by-Step Demo: Sales Invoice in Excel

Let’s say your UK finance team wants to:
e Add acompany logo
e Change footer text
e Remove internal-only fields

Here’s how to update the sales invoice using BDM:

Step 1: Access the BDM Workspace

e GotoWorkspaces > Business Document Management >+Add New Document

@ Business document management by eEBCS

Functionsl areas status Forma
| [an <) [l ~] [all
e

Tatal

o Select Customer sales invoice (Excel or Word)
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& Hsave Options
Standard view
Create a new template

Pull Microsoft-delivered or organization-shared templates from

o= the connected Dataverse configuration repository. Essential for

© synchronife | Lsst synchronisation: 26/07/2025 12:59:24

Configuration fame

Sales invoice JExcel) Microsoft

out file (Word
cal device into

Upload a custom
or Excel) from your
BDM. Use this to brin
template or revised versign of an

T Description Configuration provider Location

loading standard templates like Sales invoice or Purchase order.

Country/region cades GuiD
Dataverse [C9BFATT6-42D1-4C09-9...

Refresh the list of available document
configurations by syncing with the
Dataverse repository. This ensures you
see the latest available formats
published by Microsoft or your
organization.

existing document.

Represents a template definition (e.g., Sales Invoice Excel) that can
be opened, edited, and published using BDM. Each row includes
metadata like provider (Microsoft), location (Dataverse), and
applicable country/region.

ey | cancel

Step 2: Download the Template

e Choose the latest version of the invoice

Standard vie

Create a new template

O synchronise | Last synchronisation: 28/07/2025 19:59:24

Configuration nan Description Location Country/region cades GUID

Are you sure you want to import the latest version
of the "Sales invoice (Excel)’ configuration and

recursively all its parent configurations as well as
itory?

related to it configurations from the rep

2

1

cancel
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You are about to create new template deriving from the

configuration 'Sales inveice (Excel)’, 277.55

standare

Display name of the template you are creating. Parameters.
. This is what users will see in the BDM template — PLATEVERSON
list. Make it clear and descriptive (e.g., “UK \ e e
02025 19:59:24 Sales Invoice Layout v2"). (UK sales invoice Layout v2 [2.Logoadded
o Description Configuration provider Country/region codes suiD Comment
sal

Created as deriving the
published version 'Sales
invoice (Excel). 277.55

Internal version name of the document template
version. This is used for version control and
tracking inside the ER framework. Should be
short and meaningful (e.g., "v2_LogoAdded").

Optional notes or remarks for audit or
documentation purposes. Pre-filled by
the system, it helps others understand
why this template version was created
(e.g., based on which version or for what

purpose).
Mam‘
e Click Editin Excel

@ Business document management by eEBCS ot Fublihed

2 ) [ New document

Functionsl srses Status Format )

@ - Sl oy - @ Au:(fa\-esln:muce Layout v2 DRAFT
F— e =y F— Mot oo e et s
[Jcici] UK Sahes inwoice Layout v2 Draft

1 el 20/07/2025 17:57:38 Vogesh Patsl Template Dt

Versions

Sales invoice

[Your Company Name]-

Company Address
Isteet s, shane  [Phone numbe
o r [Fax number]
sate Emall  [Emad Aderess
27 Cote] [Enerorisenegistes_N]
{CompanyBranch_TH]
Bank name [Bank name]
Bk account pumber [eank
b Aama I v
‘ »
Invoice
Total
1 rews ® Delate ELTR) = publisn

o Excel opens with placeholders and named content controls (ER tags)
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> @ Orea L, Trace Precedents  Vk Show Formules =
e et 2 Editor Use in Formala = ] Trace Dependents ol W
- Python [ Infiahization B CresteomSelection 5 Remove Arrows + (D EvelusteFormuds  Window  Options +
Fundtion Ubrary Prthon Petined Kames Formuts Auating Catasation v

S I . -— ﬁ—“ %
dow | [ ot || peee
e—— : ane retene save Commert
Coliipiiry Adtresd B sackorders i ~woieis53S5T Workbook
ey A e R {8ank G lsackorden Descrotion Label Ousrotan “imoke'SDSSS Workbook
email [Email Adaress] Tax regisuation numoer [Tax regisuation numoer] ] Backorders_itembumber_| Item number =invoicelSBSS6. Workbook
I 3 _NO] Pt I et er] sckorders_temumber_Value (temumber| =ivoice!SBSST Workbook
(ComparmBranch_TH Ennerprise number (Ennerprise number) ckorders Labels [ Mtem number’, ", Desc..  «invoice!S56S56 Workbook
s i e oo emanigcey b Remamiog ity oimokeiie Wattboo
Bonksemarerumber  [3onk soape umber : R ssacrse Remoningcey Vot Pemsngunt ke Wantboo
Currency bank name Currency bank name] Currency bank account number [Currency bank account number] Bl Backorders_shipDate_Label Confumed ship date ISKSS6 Workbook
B Backorders_ShipDate_value ~I1e0iCeiSKSST Workbook
Invoice for Invoice # Backorgers ~ivoice!SBSS4 Workbaok
| [Name] ~ Unit =invoicelSISs6 Workbook
oos Addros, Gy et 20 Code] Cusomer e efrence mmpe AR egime £5) ] Backorders_Uni_Value it “iwoicelS1SST Workbook
St e o o e Mo Eltacrse v T embmbef. e okmokeSST4ST  Woskboo
e i [l CasnDrscount value Cash discount text simvolceS8$107  Workbaok
[Invoicesr M) B casnDiscountlne. r
[IvoiceTaiReghumper_TH] & companytnto. [ Company Address
Enterprise number e account) [Bank account numbeer]
e iece gy
0! [Bank nsme] =invoice!SESTT Workbook
e L L 2 ] Compainl Bank CorenqnkAcioun, . Careny b s w513 Wrkbo
10niginel VAT smount] ] companyinto_Bank_CumencyBankaccount, . [Currency bank sccount n... =invoice!SLS13 Workbook
B companyinto_Bank_CurrencyBankName_Va... [Currency bank name] ~Invoice!SES13 Workbook
B companyinto_Bank BAN_Label 1BaN ~lewoiceisis1 Workbook
B comparyinto_Bs ue BN =lwoiceISisT Workbook
Beters to: B
There is no data availabie —rT] *
I U P P [ N I P
remiuambet Desciston 000 i w 0w 0w o Pa—
tovoica | & . >

Step 3: Make Your Changes

e Insert alogoimage
e Delete unnecessary columns
e Update the footer

e Use named fields to keep data-binding intact

ER fields look like @InvoiceDate or @Salesld —don’t delete unless unused.
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File Home Insert  Page Layout  Formulas Review View Automate Developer Help  Acrobat
————— e . | — «
0 & [calibri oo oA A = v 2 wrap Tet |Generat iE= % E/ B E M
paste B B I U o = 2. 9 o 0o Conditional Formatas Cell | Insert Delete Format
N N M- = Merge & Center  ~ | [0 ~ ) ;
. = E @ % 90 30 | Eoimatting~  Table~  Styles ~ M v -
Clipboard 7] Font Alignment [F] Mumber 7] Styles Cells
X5 v fiv
Sales invoice
[Your Company Name] AUTO PARTS
Company Address
[street Address, Phone [Phene number] Bank Giro [Bank Giro]
City, Fax [Fax number] Registration number [Registr; n number]
State Email [Email Address] Tax registration number [Tax registration number]
2P Cadel] [EnterpriseRegister_NQO] Tax exempt number [Tax exempt number]
[CompanyBranch_TH] Enterprise number [Enterprise number]
Bank name [Bank name] IBAN [IBAN]
Bank account number [Bank account number] SWIFT [SWIFT]
Currency bank name [Currency bank name] Currency bank account number [Currency bank account number]
Invoice for Invoice #
[Name]
[Street Address, City, State ZIF Code] [CashAccountingRegime_ES]
Customer invoice reference number [Invoice reference number]
Date
Date and time [Date and time]
[InvoiceBranch_TH] Sales arder [Sales order]
[InvoiceTaxRegNumber_TH] Purchase order [Purchase order]
Contact [Contact] Your reference [¥our reference]
Your tax exempt number [Your tax exempt number] Our reference [OQur reference]
Packing duty licence number [Packing duty licence number] Payment [Payment]
Enterprise number [Enterprise number] Invoice account [Invoice account]
List code [List code] Payment reference [Payment reference]
Payment ID [Payment ID]
Corrected invoice [Corrected invoice]
Reason for comrection [Reason for correction]
Original total invoice amount [Original total invoice amount]
[Original VAT smaunt]
Payer
[Name]
[stre=t Address, City, State ZIP Code]
There is no data available.
Discount |
Item number Description Quantity | Unit it pri percent Amount rint code
[LineHeader]
[ItemNumber] [Description] 00 [Unit] 0.00 0.00 000 0.00 [Print code]
[MCRMarkupText] 0.00
.
Step 4: Change can be made through ER configuration
¢ [l 7t +crome contguation s Wbelete WiDesgner Valdte Run Exchange - Confguations  Options 0 P

Contipartion repostonss
Uplead a1 canfigurations et repasiiory

Advancss witings Labats

User parameters

Expert abes fram all configurations

Appication specifc purarmetuss
Setup

My view

4 Sales invaice (Excel)

UK Sales Invoice Layout v2

Configurations

UK Sales Imvoice Layout v2

Descrigtior

Cruste configuuation

Country/region codes

Created from Business docu...

Versions

witial versian

Run febase Exchange ¥ ittackments
R. Version  Status Effective from Supportsduntl  Version crested Description Base

77551 Dnk ® 2772025 175735 Initial varsion Sales invoice (Exzel) 27755

150 Country/fregion codes
Short name

Configuration camponents
O Type Hame Derives ersion
O Format UK Sales Invoice Layout v2 - []
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< [ESave  Showdetsils  Showall™ Excel ™ Format enumerations Map format to model  Validate Run  Performance trace  “o5tart Debugging  Import  View Options .~
UK Sales Invoice Layoutv2 1 | My view ™
Format designer
+ Add root v + Add [ Delete M| wn [ Copy [ Cut = Expand/collapse . Search Format Mapping Transformations  Validations
B
4 Invoice
4 Head:
eader ] e
rptHeader ReportTitie
rptHeader_CompanyName
Name
4 Companylnfo .
Companylnfo_CompanyAddress._Label
Companylnfo_CompanyAddress_Value Pt plcturesstakng]
Companylnfo_CompanyPhene Label t
Companylnfo_CompanyPhone Value Template
Companyinfo_BankGiro_Label UK Sales Invoice Layout w2
Companylnfo_BankGiro_Value Adjust row height
Companylnfo_CompanyFax_Label
Companyinfo_CompanyFax_Value RS
Companylnfo_RegNumber_Label Language preferences
Companylnfo_RegNumber_Value Defined st run-time <
Companyinfo_CompanyEmail Label |
Companylnfo_CompanyEmail_Value
Companyinfo_TasRegNumber Label
4 CULTURE SETTINGS
Companylnfo_TaxRegNumber Value
. o o Culture preferences
ompanylnfo_EnterpriseRegister_NO_Value
Companyinfo_TaxExemptNumber_Label
Companylnfo_TaxExemptNumber_Value Date, time, and number format
Companyinfo_CompanyBranch TH Value
Companyinfo_EnterpriseNumber_Label EIECRMATTIN G RECERENCES
Companylnfo_EnterpriseNumber_Value Bt format
4 Companylnfo_Bank
Companyinfo_Bank BankName_Label Date time format
Companyinfo_Bank BankName Value
Companylnfo_Bank IBAN Label Time format
Companylnfo_Bank_IBAN Value
Companyinfo_Bank BankAccount Label P
CompanyInfo_Bank BankAccount_ Value
Companyinfo_Bank SWIFT_Label
Companyinfo_Bank SWIFT Value
.
Step 5: Upload and Publish
e Save your edited Excel file
e Returnto BDM and Upload the layout
e Click Publish to activate it for use
e Business document management by eEBCS Draft Published
2 0 [ hiew documen |
Functional orcas Status Fommat .
UK Sales Invoice Layout v2
(P | [ ) [a < [an 7| Lt
Active version: 1
Functionst sreas Tre status Version Format Modfied dateand me  Modified by active version not validated
- - Template  Details sions.
| imoicing UK Sales Invoice Layout 2 Draft 1 Excel 20/07/2025 175738 Vogesh Patel — .
AuTO PR
New Changes are I
Bk Gl
reflected e
[Tk regstraion number]
[Tox cxempt rumber]
{Enterpeise number]
ean]
[swiFT] .
R ———— .
Involce
i
Publish Changes
@ pelere

(Fean
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@ Business document management by eEBCS

todified date and i

nnnnnnnnn
29/07/2025 18:22:08

X

rsions not yet created

Template  Details Ve

Once published, the layout is used automatically on future posted invoices.

How to Bring Your Own Configuration and Use It with BDM
You can also bring your own ER format and use it with BDM. Follow this full process:
Step-by-Step

1.

Create or clone an ER data model and model mapping

2. Create a new Word or Excel-based ER format
(@]

Format must be set to Document type = "Word" or "Excel"

3. Goto Business document management > Configurations
4. Select Import and choose your format

5. Add it to your Feature configuration inside Globalization Studio
6. Linkthis formatin a processing pipeline step (Generate > Use Format)
7. Apply applicability rules (e.g., Doc type = Invoice, Country = GB)

8. Open the formatin BDM editor and customize the layout

9. Testusing sample transactions in Dev/UAT

10. Move through lifecycle states: Draft > Complete > Published

Check Microsoft article explaining step by step process : Section “Upload a template that
uses an existing Excel workbook”

https://aipowered365.com
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/& Tips for Amending Word Document Layouts in BDM

Tip

Use Word’s
“Developer” tab

¢ Don’t delete
content controls
directly

l=d Insert logos and

images using ‘Insert >

Picture’

Use tables for
layout alignment

#* Use ER Format
Designer to change
properties

Test using real
data in UAT

M) Keep versioned
backups

Why It Matters

This shows content controls (gray placeholders) that are linked to ER
fields.

If you remove a field like @InvoiceDate, it will not appear in the output.
Use right-click > Remove Content Control only when the field is no
longer needed.

Keeps layout stable and allows proper scaling. Avoid pasting or
dragging images randomly.

Using Word tables gives better control over row/column structure.
Avoid using tabs or spaces to align content.

In Word-based templates, field labels, formats, and conditions must
be edited in ER configuration, not in Word directly. This is different
from Excel, where many display changes can be made inside the Excel
file itself.

Always test your edited layout with real transactions to ensure all fields
render and calculate as expected.

Before uploading a new version, save a local copy with a clear name
like Saleslnvoice_UK_v3. This helps in rollback or auditing later.

https://aipowered365.com
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Fle Home et Oraw Design layow References Maiings Review View Developer Help Acrobat Table Design Table Layout & Comments | (2 Ediing -

J T [ Record Mscro & As As B Desi 3 m &l
Vil Macros wod com EIMEE Eleopetie | g0 Restrct | Document
K o Addins Addns | [ (5 - Pane Edting | Template
Coce Asdns Contiots Mapping Frotect remplste: v
Navigation v = PRt : 2 LB di AR e e : + XML Mapping v X
: Docamente b Nendiddres_ Lbdl o 15 1 OocumeDeal_Number Li ocumentDeas Hurber Vi Custom XL Part
ok CoamentDek VeniAddies_Lbd > . Report -
Hesdiogs  Pages  Results OscamestDt b Nurber Lo DocumertDdal_Nimber Ve
DocumenDeak_VendName_Value ., DOwmentDetals Dote_Lebe OocumentDetals_Date.
Create an interactive outline of your docurment. ° Do cumentDetals_Vendhame_Value " _— ot
5 i iy i e o A Y ¥ o LSy * DOcumetDetal Date Labe | Documertdal Oute Vel > puschOrder
meve your content around. e ——— > backOrder
o getsared, g tothe Home tab and apply Heading Oocumentbests Vendaddras Vo
bt ditsod oy Do camenDetal_EPrep_La | DocamenDaab_EPow
DscameiOdak_Vendphore Vale
Oocumentiesis Verdphore Vahe
DocumeriDetalk_DebvenAddress_Labd OocumentDetals_Addmonsitiés_Label 1
OncumentDtals_Debveryhddres_ Labd | OscumentDetsts_dditoraliro Label
OscumestDeab_Debvenpiame Value DocumentDals_Adstonsi Vdve
OocumenD s Dera Ve Do cumentDta_Addtralirko Valoe

DocumenDetals_Dekverydres Vo
OocumentDeals_DebveryAddress_Value

DocumentDta_DebveryPhane_Valie
OoaumentDetals_DebveryPhone Valie

DocumenDatals_ONTerm L DocumertDetal_DiTerm_ Vi

DocumentDetsls_ONTerm La

¢ [Elsave Showdetails  Showall™ Al Format enumerations Map format to model  Validaste Run  Performance trace  “o:Start Debugging  Import  View Options

Format designer

{Add root v+ Add v & Delete

n [ Copy W Cut

Expandfcollapse 2 Search Format Mapping Transformations  Validations

4 Purchase order (Wordl)
4 PurchaseOrder
4 Header

il Attachmer

B
Reportlogo

voe
rptHeader_ReportTitle
N
rptHeader CompanyName ;UT;E;E e iord)
4 Companylnfo

Companylnfo_CompanyAddress Label Respect pictures scaling
Companylnfo_CompanyAddress Value D No

Companylnfo_CompanyPhone_Label Template

Companylnfo_CompanyPhone Value Purchase order (Word) Copy

Companylnfo_BankGiro_Label

Adjust row height
Companylnfo_BankGiro_Value

Companyinfo_CompanyFax_Label 4 LANGUAGE SETTINGS
Companylnfo_CompanyFax Value Language preferences
Companylnfo_TaxRegNumber_Label
Companyinfo_TarRegNumber Value R—
Companylnfo_CompanyEmail_Label

Companylnfo_CompanyEmail Value

4 CULTURE SETTINGS
Companylnfo_TaxExemptNumber_Label
P Info_TaxE #Number, Vil Culture preferences
‘ompanylnfo_TaxExemptNumber_Value T S—— v

Companylnfo_EnterprissNumber_Label

Companylnfo_EnterpriseNumber_Value Date, time, and number format
4 DocumentDetails

DocumentDetails Number_label 4 FORMATTING PREFERENCES

DocumentDetails Number_Value Date format

DocumentDetails_VendAddress_Label

DocumentDetails Vendhame Value Date time format

DocumentDetails VendAddress Value dd/MM/yyyy HH:mm

DocumentDetails_Date_Label
DocumentDetails Date_Value

HE
F|2
83

DocumentDetails_lsPrepay_label Numeric format

DocumentDetails_IsPrepay Value ##50.00

DocumentDetails_VendPhone Value
DocumentDetails DeliveryAddress_Label

E] BDM vs Traditional ER Designer
Feature BDM (Excel/Word) Traditional ER (Excel/XML)

Design Tool Word/Excel Designer Ul or Excel

Friendly for business
users

Yes X Requires developer skills
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Feature BDM (Excel/Word) Traditional ER (Excel/XML)
Printed/customer-facing Structured exports (e.g.,

Use Case documents XML/JSON)

Customization Scope Layout only Layout + logic/data mapping

@ Best Practices

Tip Reason
Clone Microsoft templates Avoid overwriting delivered formats

Use separate templates per country Helps localization and tax-specific layouts

Backup Word/Excel formats Easy recovery from broken designs
Test in lower-tier environments Avoid publishing untested layouts to PROD
Use content controls in Office Ensures proper binding to ER fields

& Related Articles

e (GS504 - Feature Lifecycle and Rules

e GS505 - Creating a Feature from Scratch

e (GS509 -ER Basics

e (GS512 —Version Control

Coming Up Next
In GS514 - Document Routing and Output Locations, we’ll explain:
¢ How to route documents to SharePoint, Azure Blob, Email, or folders
e How to set up customer-specific layouts

e How to avoid common Print Management errors

[ [Continue to GS514 >]
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