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Introduction

About PROCESS DIRECTOR

PROCESS DIRECTOR by ReadSoft is an application running in SAP that can create, receive and
process different types of business documents in SAP. It can also be accessed via a web
browser interface (the PROCESS DIRECTOR Web Application).

PROCESS DIRECTOR improves your ability to optimize document-driven or request-driven
processes in SAP. Document-driven processes are initiated by the need to process existing
documents, usually from external sources. Examples of such documents are delivery notes, sales
orders, remittance advices, etc. Request-driven processes are initiated by the need to process
requests for action, usually from internal sources. Examples of such requests are purchase
requisitions, changes to master data, corrections to Fl postings, etc.

PROCESS DIRECTOR offers the following standard process types:

e Requisitions
e (Goods Receipts

e Financial Postings

e Master Data Maintenance

e Customer Orders

e Payment Advices

e Payment Approvals

e Order Confirmations

e Accounts Payable

e Invoice Block and Cancelation

e Electronic Bank Statements

In addition, customers can configure their own process types.

About this guide

This guide is intended for users who are creating and processing PROCESS DIRECTOR
documents in the SAP user interface. A separate guide is available for users of the Web
Application.

Note: PROCESS DIRECTOR can be configured to meet individual customer requirements. This
guide describes a typical PROCESS DIRECTOR installation and therefore the descriptions may
not correspond exactly with your installation.
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The guide contains the following chapters which provide information relating to all process types:

Getting started

This chapter explains how to start PROCESS DIRECTOR and provides information about
the user interface.

Creating and editing documents

This chapter briefly explains how to create, copy, edit and delete documents and how to
assign documents to other users for processing. Detailed information on creating and
editing documents for specific process types can be found in the chapter for the relevant

process type.

Messages, notes, texts and attachments

This chapter explains how to work with messages, notes, texts and attachments, which
provide additional information about documents.

Checking and posting documents

This chapter explains how to post documents to SAP and how to check documents to
ensure that all information that is required for posting has been entered correctly in the
document.

Using workflows

This chapter explains how to use workflows. With workflows, you can send documents
electronically to other people in order to obtain or provide additional information,
clarification and approval.

Changing personal settings

This chapter explains how to change your personal display settings and how to assign
substitutes to take over your work while you are absent.

Reference

This chapter provides quick reference information, such as overviews of Application
Toolbar buttons and keyboard shortcuts.
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The following chapters provide information relating to specific process types:

Requisitions
Goods Receipts

Financial Postings

Master Data Maintenance

Customer Orders

Payment Advices

Payment Approvals

Order Confirmations

Accounts Payable

Invoice Block and Cancelation

Electronic Bank Statements

Typographical conventions

The following typographical conventions are used:

Menu names, commands, and dialog names appear in bold.

Names of keys on your keyboard appear in SMALL CAPITAL LETTERS.
Names of files, folders, and settings appear in Courier font.

SAP transaction codes and program names appear in ARIAL MONOSPACE.

Variables that have to be replaced by an actual value are italicized or appear in <>.
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Getting started

This chapter explains how to start PROCESS DIRECTOR and provides information about the
user interface.

Starting PROCESS DIRECTOR

1. Log on to your SAP system as you normally would.

2. Enter the transaction code /N/EBY/PD and press ENTER.

The Worklist and an initial document list are displayed. Depending on your configuration, a
selection may be displayed instead and you must first enter selection criteria.

Worklist

The Worklist is a navigation area that allows you to quickly view different categories of
documents. The illustration here shows a sample PROCESS DIRECTOR installation; the
categories in your installation may have different names and there may be more or less
categories than shown here. Which categories you can see also depends on your user rights.

o (2]
DY &6 P8AT Tvx2a
PROCESS DIRECTOR by ReadSoft 8
e)[a] =]
Workist Total
(3] ~ &, Requistions 848/848
+ D orfts 848/848
= To approve 717 T e
» My Requisitions 27/27
v My Workflow Inbox a1 +——0
To approve 717
+ o Approved 10/10
- & Rejected 2/2 b | °
+ [P Ordered 33
« R Canceled 2/2
4 Requistion Cockpt 200/848 ——e
» B Goods Recepts 195/195
(4] L 132/132
» & Custome ’ 1.605/1.605
+ % Order : 37/37
» Wincomng Tooti 511/515
- @) payment Advices ~ 139/39
+ &3 payment Approvals 150/150
« % Cost center maintenance 26/26

@  Show or hide the Worklist

® Refresh the Worklist
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This updates the Worklist, the document list and the document detail view with the latest
changes. Note that changes to a document are not visible to others until the document is
saved.

® Expand and collapse Worklist categories to show or hide subcategories

@® Right-click to open the selection screen to filter the Worklist

® Previously selected Worklist category (light highlight)

@® Currently selected Worklist category (dark highlight)

If you exit PROCESS DIRECTOR, the currently selected category will be displayed when
you start the program again.

Note that you must double-click a category to display the documents in that category. If
you single-click a category in the Worklist, that category is highlighted, but the documents
of the previously selected category are still displayed in the document list. This is
indicated by a lighter colored highlight in the Worklist. In the illustration, the category My
Workflow Inbox is now selected, but the document list still displays documents in the
category To approve.

@ Resize the Worklist

Move the mouse over the right hand edge of the Worklist area until the cursor changes
into a double-sided arrow, then click and drag to the desired size.

® Number of documents currently displayed in the Worklist category / Total number of
documents available in this category

These numbers will differ, for example, if you have filtered the Worklist, or your
administrator has set a limit on the number of documents that are displayed in this
category. You can also set a limit on the number of documents to display in your
personal settings.

The red highlight indicates that this category has been filtered.

Note that the number of documents in a Worklist category may or may not represent the
sum of the number of documents in its subcategories, depending on how the Worklist is
configured and on your user rights.
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Worklist selection screen

You can use the Worklist selection screen to filter Worklist categories to display only documents
that meet specific criteria. For example, you can filter a Worklist category to display only
documents for a specific company or vendor, or only documents created within a specific time
period. The filter criteria that are available are set by your system administrator. Different filter
criteria may be available for different Worklist categories.

1. Right-click the Worklist category that you want to filter and in the context menu, select
Selection screen.

2. Enter your filter criteria.

[& Goods Receipt-=Goods Receipt

| Dynamic selections

Current processar ] ﬂ
Reference [ ﬂ
Company Code ] to ] ﬂ
“endar [ ] to [ ] ﬂ
PD docurment number R to 2] ﬂ
Created an [ ] to [ ] ﬂ
Creator user ] ﬂ
Mz number of hits [ Eg to [ ] ﬂ

Current processor to
Reference to
Company Code to
Vendor to
PD document number to
Created on to
Creator user to

Max. number of hits 50

| J'S&arch”ﬁReset” ® Can{:el|

The Max. number of hits field enables you specify the maximum number of documents that
should be displayed in the document list. You can specify a default value for this field in your
personal settings.




Start-up selection screen

If your system has been configured accordingly, a selection screen is displayed instead of the
Worklist when you start PROCESS DIRECTOR. You must first enter search criteria and execute
the search. The Worklist then displays only documents that correspond to the entered search
criteria.

The General section displays fields that apply to more than one document type. Depending on
the configuration, the selection screen may also have sections with fields that apply only to
specific document types.

PROCESS DIRECTOR hy ReadSoft

@
Genetal
Process type T =
= =
Created on to (=]
Creator user [2] -
Curr. processar [=]
PO doc nurnber 0 ta [0 |E|
tax. number 50
Goods Receipt
wendor to (=]
Reference to [=]
Company Code to |E|
GILAccount Postings
Document Number to (=]
Company Code to |?|
Document Date to [=]
Posting Date to |E|

Selection screen with general fields and fields specific to Goods Receipts and G/L Account Postings

If you select a specific document type in the Process type selection list, only fields that apply to
that document type are displayed. Note that this may or may not include all fields in the General
section, depending on the configuration. To display all fields again, select the blank entry in the
Process type selection list.
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General
T 1
Process type (PNooods Receint |
Craated on to
Creator user | | =
Curr. processor
PD doc humber [ | to o |
Mz, nurnker a0

Goods Receipt

Yendar | | to | | ﬂ

Reference | | 1o | |

Company Code to
All Warkflows

Due date | | to | |

Enter your search criteria and click the Execute @ button.

Worklist categories that have been filtered in accordance with your search criteria are highlighted
in red. If you selected a process type, only that process type is displayed in the Worklist.
Document list

When you double-click a category in the Worklist, PROCESS DIRECTOR displays a list of all
documents in that category.

o—- [& Dgcument Ede  Yew Goto Bxtrgs  Workflow System  Heb -
00— ¢ ~dHICQe DHE vni s BN @B
© ———# .| Display Requisition #187 (46 of 224)
O— 00U & BP8SI" TP nm @
00— [ [@AERT.]E.
[ BB St.. Wf.. At.. "PDd.. Te.. Purch.Doc. Purchreq. Vendor |Name Netvalie Crcy  Type CoCd POrg PGr Par.. Doc. dat
o8 241 B 1060  Xarl Roscher BUro. 80.00 EUR N8 1000 1000 001 @ 0S162(~
o v @ 240 B 1060  KafRoscherBUro  1,254.00 EUR N8 1000 1000 001 @@ 05-162(~
'n 2 B 1060 Xarl Roscher Biro 22800 EUR N8 1000 1000 001 @0
0 2 B 1060  Karl Roscher Boro, 22800 EUR N8 1000 1000 001 @Q
‘0 2 B 1060 Xarl Roscher Biro 22800 EUR N8 1000 1000 001 @Q
‘0 2 B 1060 Karl Roscher BUro 228,00 EUR N8 1000 1000 00 @Q
0 — ‘D w B 1060 KarlRoscher BUro_ 0.00 EUR N8 1000 1000 001 @0
o 205 [ 4500016190 1000  CES. BERUN 10000 EUR NS 1000 1000 001 @ 0S-12-(
I 204 [ 4500016189 1000  CES. BERUN 10000 EUR M8 1000 1000 001 @@ 0S12:A
-] 198 [ 4500016188 1000  CES, BERLN 10000 EUR N8 1000 1000 001 @@ 05112
D 122 B 1060 Karl Roscher BUro 12600 EUR  H8 1000 1000 002 @0
) 188 [ 4500016187 1060  Karl Rosches Biro 2500 EUR N8 1000 1000 001 @Q 05-10-2(
- wr . ANA FIIR MR 100G 1000 oAb NS00
463 “«
O— = @ BTMT ) E. D[ J@ ) )
B} Temote ... " M. A AccA Schd Cond Txt PO.. Materal  Short text Quantty OUn Delvery dite  Netprice Crcy
10 K Sample kem 1 10 PC 80.00 EUR =
e (= = 20 K Samole kem 2 0 pC 0.00 R ~
“ 1«
LTxt  Detals
~ W00 Check document(s) 08-04-2011 12:29:22 User: Barbara Jones Verson: 2 ]
e— * @ Perform checks Purchase order st contans fauky tems
« @ Perform checks @ Met price must be greater than 0
+ @ Perform checks | @ Ppiease enter an order quanty -
* Q20 Go to edt mode 08-04-2011 12:28:06 User: Barbara Jones Verson: 1 -
0.__ SAP b /EBY/PD ¥ FRA2PDICS OWR
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@® PROCESS DIRECTOR menu bar

®  SAP system toolbar

© SAP Services for Object menu

©® PROCESS DIRECTOR Application toolbar

Note: The Application toolbar displays only those buttons that are relevant to the
selected document(s) or Worklist category.

© SAP list toolbar (header data)

@ Header data of PROCESS DIRECTOR documents

Click the underlined PROCESS DIRECTOR document number (column PD doc. no.) to
view or edit a document’s details.

@ SAP list toolbar (line item data)

@ Line items of the currently selected document
To hide or display line items, click the Items button on the Application Toolbar.

Depending on the process type, you may be able to display additional details, such as
PO items for goods receipts or Partners for customer orders.

It is also possible to display the relations between PROCESS DIRECTOR documents
and SAP documents in an additional grid in the document overview and document detail
view.

© System messages

To hide or display messages, click the Messages button & on the Application Toolbar.

@  Status bar
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Document detail

The document detail view is where you create, edit and view document information. To open this
view, click a PROCESS DIRECTOR document number in the document list (in the PD doc.
no. column) or click the Create button O to create a new document.

o E pocursst  For Yew Gote  Bags  Weddlew  Syem  Hel

o_ & B e DHNE Do BRI 9N
o—(ﬂ Change Requisition #1670 (13 of 50}

 + ] Y AR BB TY s O A8

e—m.n @ PD &oC nember 167D PIOCRssT Bartara Jones
A GGwenl | oy 0aa

Ganesl
Purchasng DOcumant Purchids requBRa
Purchiing Do, Troe L) Decurmant date
o_ eedor
Nt value .80 me EfR
Astount i LC 27.80 | Local Cumency £t -
Payment terms

©— = EEAFRT. EL LB I L [ 8] @) R
— || Tempiate  Appeoveruser D _ Status < Mem A Acch Schd Cond Tt PO Materal Shat, tat Quantty OUn Dbty date  Netpnce Cicy
' negFlsl=>[= Sampie kem 1 10 PC L7H EUR
20 Ell-él-iﬁ Sample Eem 2 0 pC 0.00 EUR
L W
Bua] ‘] &lj@) LEHE.
Aution/Event LTxt Detals
* @ Update object @ Cungs o0 23.07.2012 3t 13:40:06 By Barbaa Jooss
e— * COO GOt eIt mode 23073012 133056 User Bartars Jones Vierson: 3
o & Chack for difesent cvenar () The cument processce & Al Zoulgami, pleass take ower DIOCESERg
* @O0 Check befiore post "change mode D06 LD 10:50:35 User: Adl Zoulgami Verson: 2
+ % Parform checks () Piease enner a vad release date
* COB Update in dutabase o 2.082012 10:50:21 User: Adl Zowigam Verson: 2
@—@ Mo esror found dusing chick Sl

1 PROCESS DIRECTOR menu bar

2 SAP system toolbar

3 SAP Services for Object menu

4 PROCESS DIRECTOR Application Toolbar

5 Document status and workflow status

6 Tabs containing header data fields

7 SAP list toolbar (line item data)

10
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10

Line items

To hide or display line items, click the Items button on the Application Toolbar.

Depending on the process type, you may be able to display additional details, such as
PO items for goods receipts or Partners for customer orders.

It is also possible to display the relations between PROCESS DIRECTOR documents
and SAP documents in an additional grid in the document overview and document detail

view.

System messages

To hide or display messages, click the Messages button & on the Application Toolbar.

Status bar

Document statuses

Note: The specific meaning of the document status may vary slightly depending on the process
type. Move the mouse cursor over an icon in the document list to display a tooltip with the exact
status description. Note that some statuses do not apply to all process types.

Icon Status Description

0O New The document has been created.

] Error The document contains errors that prevent it from being
posted.

& Warning The document contains errors that do not prevent it from being
posted.

> Ready for posting | The document does not contain any errors and can be posted
to SAP.

TF In workflow The document is currently in a workflow.

@ Posted The document has been posted.
Note: Posted documents cannot be changed.

11
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wW

4 Cancelled The document has been cancelled. Cancelled documents can
no longer be edited.

@ Rejected The document has been rejected.

= Reversed The document has been reversed. Reversed documents
cannot be edited.

orkflow status icons

Icon Status Description

=l Sent The document has been sent to a workflow, but the
recipient has not yet opened the document.
This status is applied to all workflow steps. For example,
when the first step has been approved, the Sent status is
displayed when the recipient of the second step has not yet
opened the document.

i In work The document is currently in a workflow and the recipient
has opened the document.
This status is applied to all workflow steps. For example,
when the first step has been approved, the In work status
is displayed when the recipient of the second step has also
opened the document.

@ In workflow, the The document is currently in a workflow. The current

current processor is : - o :
2 substitute proce_ssor is proces_smg the document in his capacity as

substitute for the original processor.

Ly Overdue The workflow or workflow step is overdue. The due date for
processing is set in the workflow or workflow step settings.

o Approved The document has been approved and is no longer in a

workflow.

12
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® Rejected The document has been rejected and is no longer in a
workflow.
oy Partially approved Some document items have been approved, others have
been rejected. The document is no longer in a workflow.
D Recalled The document has been recalled from a workflow. The
workflow has been cancelled.
& Forwarded The document has been forwarded to another user for
processing.
& Query sent A query about the document has been sent to another
user.
%A Query A query about the document has been received from the
workflow processor.
i+ Query answered A query has been answered. This status icon is displayed
(status for query to the user who sent the query.
sender)
=l Query answered A query has been answered. This status is displayed to the
(sta_ltqs for query person who received the query.
recipient)

System messages

System messages are generated automatically by the system, for example, when you check or
post a document or send a document to a workflow. System messages communicate the history

of a document, including actions such as check and post, status changes, ownership changes,
errors, and more. System messages include both actions taken by the system and actions taken
by users. Based on these messages, you can make any necessary changes to the document
before it is sent to a workflow or posted to SAP.

To view a document's system messages, click the Show/hide messages button 5 on the
Application Toolbar. Click the button again to hide the messages.

13
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Fela] ala]la] [&]F]
Action/Event LTut | Details
* @00 Check documents (multiple) 29.01.201011:54:54 User: Barbara Jones Wersion: 1
i@ Perform checks @ Purchase order still contains faulty iterms
i@ Perform checks @ Enter a quantity
i@ Perform checks @ Please enter an order quantity
@ Update object @ Change on 29.01.2010 at 11:54:54 by Barhara Jones
b DD Check document before workfl ow 29012010 11:53:53 User: Barbara Jones Wersion: 1
b 00D Check document 29012010 11:44:48 User: Barbara Jones Wersion: 1
b 203 Insertdocument into database 29.01.201011:44:38 User: Barbara Jones Wersion: 1

Each message line is a summary of the action or event.

e To view individual messages for each action, click the triangle icon * next to the
summary line.

e To view additional information about an individual message, click the @ icon.
The icons indicate whether the action was successful or not:
WCO| The action resulted in errors. Documents with errors cannot be posted to SAP.
@20 The action resulted in warnings. Documents with warnings can be posted.

CC8' The action was successful.

Use the buttons above the message list to display, filter and sort the messages:

Display all messages for all actions.

Hide all messages; only message summary lines are displayed.
Show only error messages.

Show only warning messages.

s [o] [8

Show only success messages.

o

Sort messages in ascending order (newest first).

&

Sort messages in descending order (oldest first).

Tip: You can change the display settings for system messages. See Customizing the display for

more information.
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Document relations

It is possible to display the relations between PROCESS DIRECTOR documents and SAP
documents in an additional grid in the document overview and document detail view. For
example, if a requisition and a corresponding order confirmation and goods receipt have been
created in PROCESS DIRECTOR and posted to SAP, the relations grid displays these
PROCESS DIRECTOR documents and their corresponding SAP documents.

Click the Show / hide relations button to display the relations grid.
(@ .| Display Requisition #619 (1 of 50)
Do @BFlat P2 e BE @
Show ] hide rabtons_(QateShihef=)i S ) ()
PROCESS D|RECTW OR‘b); Readsgft Lt . @@@ [E @@@-

B status Wfsta.. Att.ind. "PDd... Te.. Purch.Doc. Purch.req. Vendor  Name Net valie
EEiEE) L) 619 [ 4500016406 1060 Karl Roscher Bdro_ 7,49
Worklst Total | =] 618 [ 4500016405 1060  KarlRoscherBuro. 144,00
> Q Requstion | 2 617 [ 4500016304 1060 Karl Roscher Biro_, 144,00
« & To Approve lo/o =] 616 [ 4500016403 1000  CEB.BERUN 144,00
» & My Requistions 33 5} 615 [B 4500016402 1000 C.E.B. BERLIN 144,00
» & My Workflows 0/0 =] 614 [ 4500016401 1000 C.E.B. BERLIN 144,00
~ [l Requstion Cockpr 2 613 [ 4500016400 1000 C.E.B. BERUIN 144,00
- D orfts 50/126 (=] 12 & 10012668 1000  CE.B.BERUN 144,00
« O 1n approval 50/58 2 611 [3 4500016399 1070 KAISER+KRAFT 78,27
« o Approved 11/11 o 610 [ 4500016398 1070 KAISER+KRAFT 78,27
« & Rejected 10/10 =] 609 [ 4500016397 1070 KAISER+KRAFT 78,27
« [P Ordered 50/286 - cna N tAntacaT  snnn ~rn neoowe <axnn
+ R Canceled 1474 $12

’ 2 Goods Recept

» a G/L Account Postings
» Customer F] Postings

AlFnE. 8@ .

» @ payment Advice Object type Object ID - Object type SAP object ID Creator user Createdon  Time

» & Customer Order Requstion 619 SAP Purchase Order 4500016406 SCHMIDT  16.04.2013  17:13:42
» @ Incomng Invoice Requstion 619 Order Confrmations 84 SCHMIDT  16.04.2013  17:15:00
» & payment Approval Order Confirmations 84 SAP Purchase Order 4500016406 SCHMIDT  16.04.2013  17:15:42
» Q) Order Confrmations Requistion 619 Goods Recept 836 SCHMIDT  16.04.2013  17:16:34

Goods Recept 836 SAP Goods Movement 50000000272013 SCHMIDT 16.04.2013  17:17:37
Goods Recept 836 SAP Purchase Order 4500016406 SCHMIDT 16.04.2013  17:17:37

» a Cost Center Mantenance
4 & Customer Master Mantenance
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Creating and editing documents

This chapter briefly explains how to create, copy, edit and delete documents and how to assign
documents to other users for processing. Detailed information on creating and editing documents
for specific process types can be found in the chapter for the relevant process type.

Creating a document

Select the appropriate Worklist category, then click the Create new document button O onthe
Application Toolbar.

Note: For document-driven process types it is not possible to create a new document.
Documents for these process types are captured from external sources.

Creating a document from an external file

You can create new PROCESS DIRECTOR documents by uploading data from an external file.
Both header and line item data can be uploaded.

The following external file formats are supported:

e ASC
e CVS
e TAB
o TXT
e XLS

Note: The system may be configured to upload only line items that fulfil certain conditions.

Click the File upload from list button to open the Choose file upload ID popup and upload an
external file.

Display G/L Account Postings #1280 (1 of 20)
DUY ¢4 8% BPS8EAT TP e (3] @

[BIFIEIE.] DI =,
PROCESS DIRECTOR by Readsoft | 2/ (BIEIEIE ]
ESS<ITORY [ Choose file upload 1D <
(%]2] b Y :
o upload ID
Worklist Total -
» Y Purchase Order 20/2.557 )
» B Customer Order 20/1.761 o %) postag
» R Goods Receipt 20/449 9 gscTe °°5tf‘°
» @) payment Advice 20/245 @ 1272 Adjustment posting
» E5 6/L Account Postings 20/1.252 @ 1271 Adjustment posting
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Editing a document

Note: You cannot edit documents that have been posted, that are assigned to a different user in
a workflow, or that are currently being edited by another user.

1. Click the PROCESS DIRECTOR document number (PD doc. no.) in the document list

view to open the document details. For process types that do not have a document detail
view, highlight the document in the document list and make changes directly in the
columns of the document list.

Click the Display <-> Change button 7] on the Application Toolbar.

If the document is currently assigned to a different user, the system displays a dialog box
that shows which user is currently responsible for processing the document. To take over
processing of the document from this user, click ¥ . This dialog box is not displayed if the
document has been sent to you in a workflow; you can edit a document in a workflow
without taking over processing.

[= Continue processing x
lz][a]

Action/Event LTxt  Details

> CC@ Go to edit mode 14.08.2013 11:59:15 User: Barbara Jones (JONES)

* @ Check for different owner @ The current processor is JELITO (JELITQ), please take over processing

@ Do you want to continue?

3. Make any necessary changes.

4. Click the Save button on the SAP toolbar.

Uploading line items from an external file

You can create new line items by uploading data from an external file.

The following are the supported formats for the external files:

ASC

CVS

TAB

TXT

XLS

17
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It is also possible to define conditions for each logical level: a data line in the file will be
considered valid only if the conditions are fulfilled.

Click the File upload from list button to open the Choose file upload ID popup and upload an
external file.

® . Display G/L Account Postings #1280 (1 of 20)
DOY 408 BPS8E2XT TP lem

=Rzl 0 2
PROCESS DIRECTOR by Readsoft | S [BIFIEIE. Q@
ESS<ITORY [ Choose file upload 1D
=& o 1=
o e upload ID

Worklist Total

» & Purchase Order 20/2.557 ° 3

» &% Customer Order 20/1.761 9 G Jposting
» R Goods Receipt 20/449 9 ae postpg
» &) payment Advice 20/245 4 1272 Adjustment posting
» BH G/L Account Postings 20/1.252 @ 1271 Adjustment posting

Using entry templates

If entry templates have been configured in your system, you can use these templates to speed up
data entry. Entry templates contain pre-defined fields, such as the vendor, material group, plant,
etc. When you select an entry template, these predefined fields are automatically filled with the
values defined in the template.

System templates are created and maintained centrally and are available to all users. If entry
template maintenance has been configured, you can also create your own templates for your
personal use. You cannot specify which fields are defined in the template, but you can add your
own values to the template fields.

If entry templates have been configured in the system Customizing, a Template field is displayed.
The example below shows a template field for line items. Templates may be also be available for
other types of data (header data, account assignments, partners, etc).

1. Enter the name of the template or use search help to select a template.

e EE R ERERER] ] EE

=i | Template 5™ ltem|A AccA |Schd (Cond Tt |PO .| Short text
oK@ =& ] 2]

o

" Resticions

Tem|:|latteA Matl group Pint Vend.
ALLTESTZ 000000004 2000 1060

ALLTEST3 000000004 3000 -
ALLTEST? 000000004 2000 1060 -
4 Entries found

2. Click ¥ to add the values defined in the template to the relevant fields of your document.
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If entry template maintenance has been configured in the system Customizing, a Maintain entry
templates button is displayed on the appropriate toolbar (in this example, the line items toolbar).

1. Click the Maintain entry templates button.
2. Click the New line button to create a new template.

3. Enter a name for the template and enter the values in the template fields.

[= Entry templates maintenance

[ Entry templates mai... ‘I | @I

Template Matl group  Vendor Plant
WMYTEMP . 7] 040 12000 3000

1%

To delete a template, select it and click the Delete line button. Click the checkbox at
the top of the list to select all templates.

4. Click ¥ to save your changes.

Copying a document
If you often order a similar set of items with similar accounting information, copying an existing
document with these items will save you time.

Note: For document-driven process types it is not possible to copy a document. Documents for
these process types are captured from external sources.

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Click the Copy document button on the Application Toolbar.
A new document containing the same information as the copied document opens.

3. Make any necessary changes and save the document.

Note: Depending on your system configuration, texts from the original document may also be
copied. The configuration also determines which fields are copied.
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Deleting a document

The system configuration determines under which circumstances you can delete documents, or if
you are allowed to delete documents at all. For example, it may not be possible to delete posted
documents, or documents that are currently being processed by another user.

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).
2. Select the menu item Document > Delete.

3. Click ¥ to confirm the deletion.

Assigning a document to another user

You can assign documents to another user in order that this user can view and process the
document.

Note: This is not the same as assigning a document to a user in a workflow.

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Select the menu item Extras > Assigh processor.

[ Assign processor

Current processor
= all
User type LSAP user vJ
User JONES
Full Mame Barbara Jones
V][]

3. Select the User type first. This will enable you to search for users of this type in the ID
and Full Name fields.

4. Fill in the fields and click ¥.

Note: The selected processor must have the required rights to process the document.

Viewing document versions

Whenever you change and save a document, a version is saved. You can view any previous
version of a document, and also compare versions to see what is different between them. This
allows you to see exactly what has changed, including which field values have been modified.

1. Inthe document overview, select the document.
2. Select the menu item Go to > Display versions.

An overview of all versions of the document is displayed.
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Display versions Financial Posting #203

el
& EFRFEL EE =
@_ Version | 5t.. Wf.. At.. PDdocno ..|cChanged on DocumentMo | Year CoCode| Posting Date Doc.Dete  Croy
4 0 4 203 16.05.2012 Y
3O = 203 06.10.2011 Y
2 O o 203 05.10.2011 1y
1 o 4 203 05.10.2011 PY

3. Select the versions to view or display:

e To view a document version, select the document in the document list and click the
& putton.

e To compare document versions, select the documents and click the & button.

o With the [ button, you can toggle the display of line items in the overview for a
single selected document. The line item area displays only line items of a single
version. To view changes to line items from one version to another, use the b

button.
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The version details are displayed.

Display versions Financial Posting #203 (Version 432 1)

2 |2y
Versions/Fields New value  Old value | Field name
~ {08 Version: 000004 |
- (2 o0z
« &7 Amount 50,00 49,00 VRETR
~ i Version: 000003
- =l o03:
« T Line item 003 BUZEL
- i pebit/Credit ind |H SHKZG
- T Amount 1,00 WRBTR
- T G/L Account Ho. |1 SAKNR
- T currency IPY SWAER
~ {54 Version: 000002
- [&L oo1:
- [ Line item 001 BUZEI
- [ Debit/Credit ind |5 SHKZG
- [ amount 50,00 WRBTR
- [ 6/L Account No. |400000 SAKNR
- [ currency IPY SWAER
- [=hoo3:
+ [ Line item 003 BUZEL
+ [ pebit/Credit ind |H SHKZG
« [ Amount 1,00 VRETR
+ [ 6/L Account Na. [1 SAKNR
« [ currency PY SWAER
- & ooz
+ [ Line item 002 BUZEL
+ [ pebit/Credit ind |H SHKZG
« [ Amount 49,00 VRETR
+ [ G/L Account Ho. |400001 SAKNR
« [ currency PY SWAER

Note that the oldest version that forms the basis for comparison is not displayed (in this
case Version 1).

e Changed data is highlighted yellow.
¢ Added data is highlighted green.

o Deleted data is highlighted red.

In this example, three new line items were added to Version 2 of the document. In
Version 3, line item 003 was deleted. In Version 4, a value in line item 002 was changed.
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Messages, notes, texts and attachments

You can supplement the information contained in your PROCESS DIRECTOR documents using
messages, notes, texts and attachments.

e Messages can be sent to people within your organization or to people outside your
organization, such as vendors.

¢ Notes are used only for communication within PROCESS DIRECTOR and are not
transferred to the SAP document.

e Texts are transferred to the corresponding SAP document when the document is posted
in SAP.

¢ Attachments enable you to make information contained within external files directly
available in PROCESS DIRECTOR.

Sending messages

You can send internal messages to people within your organization or external messages to
people outside your organization, such as vendors. When creating your messages, you can use
predefined, standard texts and change them if necessary.

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Select the menu item Goto > Send message.

3. Select External message or Internal message.
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The Send message dialog is displayed.

Message Sample ermad “lomntpe B Y]
EMail Address (222 Language  |Engish -
Fax Number |Loidate [11.07.2011 i
Subject Sample emai Attachments [V

Sender | Recpient

HER R K DR HoR B B B0

“)» L “« L

DHEIR A meyl )
H2oR B R DR

This regards PO 1234.

If you have any further questions, please cCONTACT me at:
Ensil: jones@gmail.com

Telephone: +49699043260

Kind regards,

Barbara Jones

Send? Description Document Class  Length (K...
7|  PROCESS DIRECTOR notes & workfiow PDF 10
v PROCESS DIRECTOR PDF document PDF 25

L

In the Message list, select the predefined message that you want to use. The subject and
text are inserted in your message. The communication type - Email, Fax or Fax/print
letter - is automatically set.

Enter the recipient's email address or fax number. For Fax and Fax/print letter, you can
enter the sender and recipient addresses, if these are not automatically entered.

Select a language and make any necessary changes to the text.

To send attachments with the message, select the Attachments check box at the top
right of the dialog and then select the attachments, which are displayed at the bottom of
the dialog. See Adding attachments for information on adding attachments to a
document.

Click the button at the bottom of the dialog: Send email , Send fax == or Print
(depending on the selected communication type).
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Adding and viewing notes

You can add notes to documents to communicate with other PROCESS DIRECTOR users, for
example, to communicate problems, ask questions or provide information. Notes are used only
for communication within PROCESS DIRECTOR and are not transferred to the SAP document,
but are archived separately in a PDF file when the SAP document is posted. Notes are displayed
in chronological order (newest first).

Tip: If you want to receive an answer to a question, write your question in a note and then send a
query.

To view or add notes:

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Click the Add notes button & on the Application toolbar.

Fipang eoier p et
[l

TERAIN0 153810 Thomin

Thig is an urgent requisition.

3. Enter text in the Please enter a text box and click ¥ underneath the note.
To delete a note, click the Delete o button underneath the note.

4. Click ¥ at the bottom of the dialog to save the notes. You cannot delete or edit notes
after you have saved them.
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Adding and viewing texts
For some process types, you can add additional informational texts to the header data or to

individual line items of your document. Texts are transferred to the corresponding SAP document

when the document is posted in SAP.

1. |If necessary, click the Display > Change button to switch to edit mode.

2. To add texts, click one of the following buttons:

e The Texts button in the document list to add header data texts:

[ el | [E]) (&) F R (EL) (Bl &L,

Header data
Status| W status| ™ PD docno Texts|Purch.Doc. Purch.req. Type |POrg Purch. org. descr.
@ 21 ] 1d
I 1 310 Headertexts buttonindocumentlist  hd
@ 309 Moo o e d

e The Texts button in the line items area to add line item texts:

I TNEY D - =Y 2] TR A =Y =Y

ltems
e A Is (IC (IT PO Higtpeee—e—————. eBlbemnBemiea 1y Mt price
10 @ K & E— Line item texts button in line item 0,00
20 @[] ~] T 0,00

3. Inthe Texts dialog, click the arrow next to the New text button and select an entry to
indicate what the text refers to.

&) [&]F1501%L.) Q). JEal. 1] [[D.]
Teds Material PO tead
2] Tvoe ot ncte o beat Created on” Time™ Crealorusar Lag oo recoid PO e

LLcal L 1.0 120 1 Ene

4. Enter the text and click ¥.
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Adding and viewing attachments

You can attach files to documents to provide additional information. Which types of files you can
attach depends on your system configuration. The permitted file types are displayed in the
Archive from Frontend dialog when you attach a file:

[= Archive from Frontend x
Scenaria: Assign then Store Drag & Drop: Drag your

¥ files into the empty field +
Document Type |:"'e Storage System: -
+ & PROCESS DIRECTOR Purchase Order . . -

/ Documentsi\Another picture.jpg

- [#] PROCESS DIRECTOR HTHL document
B [£ PROCESS DIRECTOR JPG document C:\My Documents\A picture.jpg

PROCESS DIRECTOR M3 Excel docume

Number of Files: 2

+ ] PROCESS DIRECTOR MS Word docume
- f8) PROCESS DIRECTOR PDF document
- 8] PROCESS DIRECTOR notes document

1. Either select the document from your document list (by highlighting the row) or go to the
document's detail view (by clicking the document number).

2. Click the Services for Object button and then the Store business document
button .

Display Purchase Requisition #252

[= /[EBY/PDPO Purchase Requisition 252 — A

The Archive from Frontend dialog box is displayed.
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[E Archive from Frontend x
Scenaria: Assign then Store Drag & Drop: Drag your
¥ files into the empty field +
Document Type |:"" Storage System: -
+ & PROCESS DIRECTOR Purchase Order Co\My Documents\Anoth oty -
C:\My Documents‘\Another picture.jpg
- [ PROCESS DIRECTOR HTHL documnent ! ° : el
B [£ PROCESS DIRECTOR JPG document C:\My Documents\A picture.jpg

ROCESS DIRECTOR MS Excel docume
o PROCESS DIRECTOR M3 Word docume
- f8) PROCESS DIRECTOR PDF document
- 8] PROCESS DIRECTOR notes document

Number of Files: 2

3. Select the file type that you want to attach. Which types of files you can attach depends
on your system configuration.

4. Go to your file storage system (such as Windows Explorer), then select and drag one or
more files into the empty field on the right of the dialog.

5. Click ¢.

28



PROCESS DIRECTOR User Guide for SAP GUI 7.2

1. Click the Show/Hide Attachments button B on the Application Toolbar. The document

viewer is displayed.

[ 8][@PROCESS DIRECTOR POF document | &3
= PROCESS DIRECTOR MS Excel document
* PROCESS DIRECTOR PODF document

| IR T IR 2

2. Select the document that you want to view.

Some documents, such as images, are displayed directly in the document viewer. Others, such

as Microsoft Office documents, must be opened in the application with which they were created.

Tip: In your personal settings, you can specify where on the screen attachments should be
displayed. See Customizing the display for more information.
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1. Click the Services for Object button and then the Attachment list button .

Display Purchase Requisition #252

SEE

lequisition 252

([Onewl&)@@][2)[@) (&) (&)%) 68)[F.)
AttachmentForPurchase Requisition 252

Title Creator Name Created On ™
@@ PROCESS DIRECTOR FDF document 08.02.2010
@@ PROCESS DIRECTOR JPG document

%)

2. Select the attachment and click the Delete button Q..

3. Click .
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Checking and posting documents

This chapter explains how to post documents to SAP and how to check documents to ensure that
all information that is required for posting has been entered correctly. PROCESS DIRECTOR
performs all standard SAP checks before posting documents; your system may perform other
additional checks as well.

Checking a document

PROCESS DIRECTOR automatically runs checks on a document when it is posted, but you can
also run these checks manually before posting.

To check a document:

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Click the Check button &2 on the Application toolbar.

Note: Depending on your configuration, when you check a PROCESS DIRECTOR requisition,
you may have to specify whether a purchase order, a single purchase requisition, or multiple SAP
purchase requisitions should be created in SAP. Your choice influences which checks are
performed.

PROCESS DIRECTOR performs a series of check actions, which assess the correctness and
completeness of the document data to determine whether a corresponding document can be
created in the SAP system.

PROCESS DIRECTOR generates messages when it checks the document. These messages

communicate any errors or warnings that may arise and also inform you of successful events.

Based on these messages, you can make any necessary changes to the document before it is
posted. See System messages for more information.

If the checks determine that a document is free from error, No error found during check is
displayed in the status bar. The document status changes to @ which indicates that there are no
errors and the document can be posted.

Rejecting a document

Depending on your system configuration, you may be able to reject documents that have not yet
been posted.

Note: This is not the same as rejecting a document in workflow.

To reject a document:

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Select the menu item Document > Reject.

3. Depending on the system configuration, you may need to add a note or specify a
rejection reason.
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[5 Rejection reason

Rejection Reason b

R11 Rejected due to credit check
R12 Cust. to receive replacement ﬁ|

4. Confirm the deletion.

The document status changes to @Rejected.

Posting a document

Posting a document creates a corresponding document in SAP based on the current PROCESS
DIRECTOR document. Before posting, PROCESS DIRECTOR performs checks to determine
whether an SAP document can be created based on the information in the PROCESS
DIRECTOR document.

You can post a document when it has the following statuses:

& Contains warnings, can be posted

@ No errors, can be posted

To post a document:

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Click the Post button ' on the Application Toolbar.

The status changes to Posted @ and the SAP document number now appears in the PROCESS
DIRECTOR document. Depending on your configuration, an email may be sent to the person who
created the document to inform them that it has been posted.

0 w» | 1203 NB 1000 |IDES Deutschland 001 1060
0O « 1190 NB 1000  IDES Deutschland 001 1060
o 1188 4500014891 NB 1000  IDES Deutschland 001 1060
@ 1187 NB 3000 IDESUSA 003 3021

If errors occurred and the document could not be posted, PROCESS DIRECTOR displays
corresponding messages so that you can identify and correct the error. See System messages
for more information.

Note: Depending on your configuration, when you post a PROCESS DIRECTOR requisition, you
may have to specify whether a purchase order, a single purchase requisition, or multiple
purchase requisitions should be created in SAP.
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Posting via an SAP transaction

If your system has been configured accordingly, you can post documents via an SAP transaction.
In contrast to the Post command, the Post via transaction command does not automatically
post the document, but displays a specific SAP transaction, in which you can then make changes
and post the document from within SAP.

All data from the PROCESS DIRECTOR document is transferred to the SAP transaction, and any
changes you make in SAP are also transferred to PROCESS DIRECTOR when you post the
document in SAP.

To post a document via an SAP transaction:

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Click the Execute button # on the Application Toolbar (this corresponds to the menu
item Document > Post via transaction).

The appropriate SAP transaction is displayed. Which transaction this is depends on the process
type and how PROCESS DIRECTOR is configured.
Linking a document to an existing SAP document

Instead of posting a PROCESS DIRECTOR document to SAP, you can link an unposted
PROCESS DIRECTOR document to an existing SAP document.

Note: Linking to existing SAP documents is not possible for all process types.

To link to an existing SAP document:

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Select the menu item Document > Link to SAP document.

A dialog box opens in which you can enter the SAP document number. Which fields
appear in this dialog depends on the process type.
[= Posted document X

Document Mumber
Fiscal Year

Company Code
Reference

V][]

3. Enter the SAP document number or use search help to find the document, then click ¥ .

The SAP document number is entered in the PROCESS DIRECTOR document and the
document status is set to Posted 3.
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Reversing a document
PROCESS DIRECTOR allows you to reverse a document after it has been posted.

To reverse a document:

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Select the menu item Document > Reverse.
3. Specify the reversal reason and date.

4. The document status changes to #, which indicates that the document has been
reversed.

Displaying external data
PROCESS DIRECTOR allows you to display the external data for posted documents.

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Select the menu item Goto > External data.

External Data Viewer
o

Customer Order 931
* [ Customer Order 931
~ [ SINGLEITEM
~ [ LINEITEM
. UnitPrice:0.090
. Qty:200
. ExtAmt:18.00
E Description:CAPACITORISpf
2] ArticleMumber:4847702
b ﬁl LINEITEM
+ [8] UnitPrice:0.090
- [B Qty:200
. ExtAmt:18.00
+ [2] Description:CAPACITORISpf
+ [2] ArtideNumber:4847718
+ [2] _SUPPLIERNAME:gatley
- [2] _SCANDATE:140110
- [B _nETTO: 0
* [B _NvOICE_IND:X
. _BLINEDATE:140110
. Totalamount:0.00
. TaxAmount:0.00
. PONumber:102210012014
. PODate:20140110
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Using workflows

This chapter explains how to use workflows. With workflows, you can send documents
electronically to other people in order to obtain or provide additional information, clarification and
approval. Every action in the workflow is logged, making it possible to identify who is working on
the document at all times. Status icons make it easy to identify the status of a document in a
workflow.

Note: Workflows can only be used if you have a workflow license.

Starting a workflow

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).
2. Click the Start workflow button ' on the Application Toolbar.
The Start workflow dialog is displayed. Which options are available in this dialog
depends on how the workflow is configured.
[ Start workflow x
Workflow
Waorkflow ID
Approve and create PO -
Due date 28.07.2011
Workflow step
Step Approve PO Step status @
Validity period
Recipient Internet.. «
(=Ll
User type Current processor | Recipient  Complete name | E-Mail Address Language
[F start |[® Cancel |22 note |
3. Select the workflow that you want to start and in the Due date field, enter the date by

which the workflow should be completed.

4. To enter a recipient, select a recipient type (only necessary if several recipient types have
been defined in the workflow step) and then enter or search for the recipient’s user name.

5. Optionally, click the Note button to add a note for the workflow processor.
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6. Click the Start button at the bottom of the dialog.

Some workflows may have multiple steps or multiple recipients per step. The illustration below
shows a two-step workflow. Each step is displayed in the upper right area of the dialog box.

To add recipients for a step:

1. Click the step at the top right of the dialog. The currently selected step is highlighted.

2. Inthe Workflow step section, enter the recipients.

[= Start workflow

Workflow

Workflow ID OK | P... Workflow step

25TEP APPR Two step approval ~ |@ 1 Accounting check 7—0
@ 2 ApprovePQ -

Due date 01.09.2011 v
4 b 4 b

Workflow step

Step Accounting check Step status - | —0

Validity period

Recipient S SAP us_ v |JONES —9

f User type | Current processor  Recipient Complete name  E-Mail Address Language

[TF start |[% cancel |2 note |

@  Step selection

@ Currently selected step

©® Recipient entry for selected step
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Adding and removing processors

After a workflow has started, you may be able to add additional processors to workflow steps or

removed assigned processors (depending on the configuration of the steps).

1. Either select the document from the document list (by highlighting the row) or go to the

document’s detail view (by clicking the PD document number).

2. Select the menu item Workflow > Continue.

[ Add processor to steps

Woarkflow
Workflow ID
FOWC Approve and create PO -
Due date 30.086.2818
‘Workflow step
Step Approve PO Step status =
Validity period ] 30 .06 . 2810
Recipient [nternet ..« {TILLMAN
G EAEERLEY
Usertype Current processor Recipient Long name E-Mail Address Language
SAP user JOMES JOMES |Barbara.Jones jones@reads.. EN
TT Start

3. To enter a recipient, select a recipient type (only necessary if several recipient types have
been defined in the workflow step) and then enter or search for the recipient’s user name.

4. Click the Start button.
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3.

Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

Select the menu item Workflow > Recall.

[= Workflow recall b3

&) [&)F )L (Z]) %) [B)E.) &), 1)
Workflow description | PD doc no Due date Step Due date Usertype Processor
Approve and create PO 1486 30.06.2010
Approve and create PO 1496 30.06.2010  Approve PO 30062010 S JOMES
"""""" EApprove and create PO 1486 30.06.2010 Approve PO 30062010 3 TILLMAM

(E Workflow recall i[t_/(}) Remove processaor Hﬁ Cancel ]

Select the processor and click the Remove processor button.

Recalling a workflow

Sometimes it may be necessary to stop processing of a document that has been sent to a
workflow. For example, a requisition is still in the approval workflow, but the requested goods or
services are no longer required. In this case, you can recall the document from the workflow.

Note: This procedure does not apply to accounts payable documents. See Recalling Accounts
Payable documents for more information.

1.

Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

Select the menu item Workflow > Recall.

[& Workflow recall x
) (&))6FL) (2] %] (S]] @)=, 1) (@)

Workflow description | PD docno Due date Step Due date Usertype Processor
Approve and create PO 1486 30.06.2010
Approve and create PO 1496 30.06.2010  Approve PO 30062010 S JOMES

1496 30.06.2010  Approve PO 30.06.2010 S TILLMAMN

(E Workflow recall i[t_/(}) Remove processaor Hﬁ Cancel ]

Click the Workflow recall button.
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Recalling Accounts Payable documents

You may want to recall an Accounts Payable document from a workflow (cancelling the
workflow). You can also recall documents from a workflow step, meaning the document goes
back to the processor of the previous step.

1. Inthe document list, click the PD document number to go to the document's detail view.

2. Select the menu item Workflow > Recall document.

HEE @i WE

Dear M=, Barhara Jones,

fou received PROCESS DIRECTOR document 6517 for processing
in workflow step (task) Check missing GR of workflow
Check missing GR in WORK CYCLE.

This PROCESS DIRECTOR document has been recalled. You can no Tonger -
process it in WORK CYCLE. Links to the document are no Tonger walid. =
1 1
Recallahle workflow steps and processars
Status |Step Pos User type Uzer L.
= Check missing GR 1 SAF User JOMES EN
1P LI

[@ Step-Recall Hﬂ Complete-Recall Hﬁ Cancel ]

3. To recall a workflow step, select the step and click Step recall. Click Complete recall to
cancel the entire workflow.
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Viewing workflow status

1.

Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

Select the menu item Workflow > Display status.

The status window displays information about the workflow in general and also about the
steps that comprise the workflow.

| (& worttow st rﬁ
PROCESS DIRECTOR by ReadSoft
Description APPROVE - 15tp only - then PO Workflow number 1473
1 = Started on
Status Runn at
Overdue from 12.06.2010 by
el oocument
Workflow activities Date Time Processor Due date
Current (2)
0 Use assipnment by intiprocesr 21.06.2010 13:16:02 Thomas
&) Usr assipnment by initjprocasr 10.06.2010 12:42:54 Barbara Jones
Previous (1)
3 usr assipnment by intt|procesr 10.06.2010 12:05:47 Barbara Jones 12.06.2010
%

When a workflow has been completed, the workflow status is available as an attachment to the
document.

Approving documents

The Worklist usually contains a category (for example, the category To approve) with a list of all
documents that are in a workflow and awaiting your approval.

To approve a document:

1.

Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

Click the Approve button ¥ on the Application Toolbar.

If this is the last or the only step in the workflow, the document is displayed in the Worklist
with the status Approved ¥ _if the workflow consists of further steps, the document
moves to the next step.

If you are assigned to more than one step in the workflow, a dialog opens in which you
can select which step you want to process.
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3. Depending on the workflow configuration, you may have to assign processors for the next
step.

Approving line items

Some workflows require you to approve not just the entire document, but individual items on it.
You only see the line items that are assigned to you for approval.

fen] @ E[FRD B0 Rl B Je. @ BE)

=l It... Templte A, Status Approved | Approver Short text
10 o "] Roger Tillman Item 1
30 3% ] Roger Tillman Item 3

This document actually has three items, but Item 2 does not appear because it is assigned to someone else.

To approve line items: Tick the Approved box for the item.
To not approve line items: Do not tick the Approved box.

If you save the document, the approval status of each line item is displayed in the A. Status
column.

To complete the approval process, you must click the Approve button ¥ on the Application
toolbar.

Warning: Do not click the Reject button on the Application toolbar. This rejects the entire
document, including items that you have approved.

Rejecting documents
You can choose to reject a document that you receive in a workflow.

When you reject a document, the following behaviors are possible:

¢ The document workflow is completely cancelled.
e The document stays in the workflow but is returned to the previous step in the workflow.

e The document stays in the workflow but is returned to the first step in the workflow.

These behaviors are defined in the workflow step configuration and cannot be changed by the
recipient of the workflow step.

To reject a document:

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Click the Reject button [#*] on the Application Toolbar.

If you are assigned to more than one step in the workflow, a dialog opens in which you can
select which step you want to process.
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Forwarding documents

You can forward a document that is in a workflow to another user. Forwarding the document
passes responsibility for completing the workflow step that you originally received to that person.
It is important to note that forwarding a workflow step does not skip over the step, it only passes
the responsibility to another user.

Note: You can only forward a document if the workflow step has been configured to allow
forwarding.

To forward a document:

1. Either select the document from the document list (by highlighting the row) or go to the
document's detail view (by clicking the PD document number).

2. Select the menu item Workflow > Forward.

[E Forward workflow task x
Workflow

Warkflow ID

Due date 14.08.2010

Workflow step

Step Accounting check Step status ]

Walidity period 14 08 2018

Recipient 55AP u.. * | JONES

[&)(%)3)(¥l.) ()| (&

User type Current processor Recipient Lang name E-Mail Address Language
SAP user JOMES JOMES  Barbara Jones jones@reads.. EM

(TF start |%]

If you are assigned to more than one step in the workflow, a dialog opens in which you
can select which step you want to process.

3. Select a user type (only necessary if several user types have been defined in the
workflow step) and then enter or search for the name of the user to whom the step should

be forwarded.

4. Click the Start button.
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The status for the step changes to Forwarded € and the new step recipient is listed in the
Current section of the status window.

Sending and answering queries

If you want to ask someone a question about a document that has been sent to you in a workflow,
you can send a query to another user. The document is displayed in the workflow inbox of the
query recipient, who can then reply to the query.

Note: You can only query a document if the workflow step has been configured to allow querying.

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Create a note and write your question in the note.
3. Select the menu item Workflow > Query.

The Send query about workflow task dialog is displayed.

put worl = EJ
Workflow
Waorkflow ID
-

Dué date 29662610
Workfiow step
Slep Approve PO Step stabus a
Walidity penicd 29.06. 2010
Reciplent SEAPU_ -

(8)F)8)FL) L) @)
@ User type Current processor Recipient Long nams E-Mail Address  Language

SAP user HINZ HINZ EN

(T start (]

If you are assigned to more than one step in the workflow, a dialog opens in which you
can select which step you want to process.

4. To enter a recipient, select a recipient type (only necessary if several recipient types have
been defined in the workflow step) and then enter or search for the recipient’s user name.
You can add several recipients.

5. Click the Start button at the bottom of the dialog box.

The query is sent and the workflow status of the document changes to Query sent ]
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When you have received a query about a document, the document is marked with the workflow
status icon Query % in the document list.

To answer a query:

1. Either select the document from the document list (by highlighting the row) or go to the
document’s detail view (by clicking the PD document number).

2. Click the Notes button ¥ on the Application toolbar.

3. Read the notes that have been added to the document and then add a new note in reply
to the query.

4. Select the menu item Workflow > Reply.

The reply is sent and the workflow status of the document changes to Sent El.

Processing workflows in the SAP Business Workplace

If your system has been configured for use with the SAP Business Workplace, PROCESS
DIRECTOR documents that are sent to you in a workflow are displayed in the Workflow category
of the Business Workplace inbox. Use the SBWP transaction to access the SAP Business
Workplace.

Business Workplace of Barbara Jones
Drewmesssge  MFnarcicer  BliFing socumers T appointmentcatendar  BhDistibution lists

e catban Jonks [0S ) ) (2] ) (). (=B (O] &=l ) 1. ]

- ] Unread Documents o || VWorkflow 6
 {&] Documents 3 |Ex. e Stalus | CreabonD... Crealion _|.. AL Co..W.
3 unnnn-e- [ Process woirton @ 22062010 133047 5
EID;I::JE Eﬂfs‘:oeso [ Process weridiow B 22062010 130158 5
Iwcr::m l,:: | @ Frocess workdow 22062010 102843 5
5 oct ek |
¥ £ Qutbos | @ Process worktow @ 2062010 168513 5
b o Riesubmiasion | @ Process wandow € 10062010 120609 S
b ¢ Private felders [T @ 1042010 184458 5
b P Shared folders i
¥ 5 Folders subscribed by
= [ Trash -
= Shared trash
T & Tips & wicks: Resubmit work hem...
Process workflow
Deseription Objects and attachmenits
By selecting the hypertink g the rght sid you can « PROCESS DIRECTOR: Requisition 610
process workflow

To process a document, click the document, and then click the link in the Objects and
attachments section at the bottom right of the window.

PROCESS DIRECTOR opens and displays the document for editing.

44



PROCESS DIRECTOR User Guide for SAP GUI 7.2

Changing personal settings

This chapter explains how to change your personal display settings and how to assign substitutes

to take over your work while you are absent.

Customizing the display

You can customize the way certain information is displayed in PROCESS DIRECTOR.

Select the menu item Extras > Personal settings and make the changes in the User-specific

settings dialog. You may need to restart PROCESS DIRECTOR so that the settings take effect.

Messages display

Show message types All
Message popup type Advanced
Message docking

Document processing

[ ]5how header data only in edit mode/detail view

[T Always enter detail view in change maode

[ ]Jump to next doc. auto. when processing complete
[")5kip locked docs. on jump to previousinest doc.
[v|keep scrall position after refresh

Display imane

Image docking R Dock right
Image viewer type

[ |Abways show image in detail view

[T Akways show imadge on jump to SAP transaction

Worklist selection screen display
[")5howe on double-click in the Waorklist

Maximurm number of hits

23
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You can change the following settings:

Field Description
Show message | wjith this option you can specify which types of messages should be
types displayed by the system: All, Warnings and errors or Only errors.
Documents with warnings can be posted to SAP, documents with errors
cannot be posted.
Message This option changes how PROCESS DIRECTOR displays pop-up
popup type message windows. With an advanced message pop-up, you can expand
and collapse message sections and sort and filter the messages. See
System messages for more information.
[ Process Director Message Viewer
2] Ea]@])
Action/Event LTxt | Details
* OO0 Check document 17.08.2009 16:33:11 User: Jeanie Yuss
& Perform checks @ Statistical delivery date in the past
& Perform checks @ Delivery date is in the past
Advanced message
A simple message pop-up just shows the messages and no additional
controls are available.
[ Process Director Message Viewer
& @ Statistical delivery date in the past
& (B Delivery date is in the past
Simple message
(I;Aesljage This option lets you choose the display location of messages when you
ocking click Show/Hide messages 5
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Field

Description

Show header
data only in
edit
mode/detail
view

By default, PROCESS DIRECTOR automatically displays line items and
other details (for example, partners, PO items) when you double-click a
document in the document list view or enter the detail view.

Activate this check box to suppress the automatic display of line items. You
can display the line items manually by clicking the Items button on the
Application Toolbar.

Always enter
detail view in
change mode

Activate this check box to always enter the document detail view in change
mode.

Jump to next

Activate this check box to automatically jump to the next document when

doc. auto. you have finished processing the current one.

when

processing

complete

Skip locked Usually, users process documents one after the other (on the detail screen,

docs. on jump
to
previous/next
doc.

there are toolbar buttons to go to the next/previous document). If another
user is processing a document and you try to go to that document, you will
get an error message because it is locked by the other user. Activating this
setting avoids the error message.

Keep scroll Check this option to ensure that PROCESS DIRECTOR returns to the

F;fgé?]n after same position in the document list after you click the Refresh button & f
you do not check this option, the top of the list will be displayed after the
refresh and you will have to scroll down to your previous position in the list.
This setting applies to both header data lists and item lists.

Field Description

Image docking

This option lets you choose the display location of attachments when you
click Show/Hide attachments .
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s S - 019844 Direct Sound ¢
= - 2342 Yamaha
= ;. : z = Your Past No.
':: z = S 021463 Speaker Sunc
-1 = 5 2209 M Willso
), - - Your Part No
i
} f = e 3
§t 2 =
Dock right
—
W Iy P— -
TR D
X e

Rrasdory’ »
roctar e ron ass e
L 019844 Dwact Sound Sy  T%

. 2342 Yamaha Ts
= Your Pant No. 0¢ .

021463 Speaker Surrout g_ =
2209MWilison & = z
Your Part No. 0¢ 3 : - -
405
§i 2
Dock left
. . —
R e —
e | * '
— Rep—
TS I.2 | o198 DirectSouns System |
| i - | 2342 Yamaha !
o= Your Part No. 090005 |
P = J
io 5.1 021483 Speaker Suround Sy: |
yo= | 2209.M Willson |
1= : Your Part No. 0900141'
§: = | ‘
]
No docking (floating)
Image viewer This option lets you choose which viewer to use when displaying an
type attachment. The available types are:
H HTML
E ECL
L Local

Note: If you select the blank option, it defaults to the HTML viewer.

Note: When using the Local viewer, it is recommended that you set the
Doc Display as Dialog Box flag in the 0AG1 transaction.
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Always show Activate this check box if you want to always view the attachment when

i/r?ee\ll?e in detail you are in document detail view.

Always show Activate this check box if you want to always view the attachment when

lg\g%\epon jump you jump to the corresponding SAP transaction.

transaction

Field Description

Show on Activate this check box if the Worklist selection screen should be displayed

double-click in . .
the Worklist whenever you double-click a Worklist category.

Maximum Specifies the maximum number of documents that should be displayed in
number of hits the document list. This setting applies to all Worklist categories. The value
entered here is also the default value for the Max. number of hits field in
the selection screen.

Note: Your administrator may have set a standard value for the maximum
number of hits, so even if you leave this field blank, the number of
documents displayed may still be limited. Any value you enter in your
personal settings overrides the value set by the administrator.

Assigning substitutes

You can assign users to act as your substitute while you are absent. Substitutes can display and
process your documents for the duration of the substitution. Substitutes may be active (for
planned periods of absence, such as vacation) or passive (for unplanned absence, such as
illness).

Active substitutes receive an email notification when a document is assigned to you in a workflow.
The document is sent both to your own approval Worklist and to the approval Worklist of the

substitute. The Substitution icon ® is shown in the document list of the substitute so that they
can differentiate between their own documents and your documents.

Passive substitutes do not receive email notifications and your documents are not displayed in
the substitute's approval Worklist. In order to take over processing of your documents, the
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substitute must access a Worklist category in which your documents are displayed (for example,

Requisition Cockpit).

If your substitute processes a document (for example, approves it), the document is no longer
displayed in your approval Worklist and you receive an email notification to inform you that the
document has been processed. The substitution is recorded in the document's messages.

PROCESS DIRECTOR uses the standard SAP functionality for maintaining substitutes, which

can be found in the SAP Business Workflow application. Please refer to the SAP documentation
for detailed information about this function, in particular, information about substitution positions

and profiles.

1. Select the menu item Workflow > Maintain substitutes.

2. Inthe Personal Substitutes dialog, select your own name and click the Create

substitute button .

3. Search for and select the name of the user that you want to assign.

Note: You can only assign SAP users as substitutes. PROCESS DIRECTOR Web
Application users must be assigned as substitutes in the Web Application.

The Detail Screen Substitution dialog is displayed.

[E Perzonal Substitutes

Name

- (3 [T

+ [§ Harald Hinz

Substitution P... Status of Sub.. Assigned a.. Assigned l.l

General substit.. Deaclivated 11,02.2010 Unlimited

[= Detail Screen Substitution

Substitute for
Substitute

Substitution data
‘Valldity
Profile

Karina Kunz
Alfred Schmitz

Cd

11.82.2018| to 19.82.2018
General substitution

g

1

(3¢ (o283 (21 35 F=2E] | substitutes for positions | .

4. Enter a validity period for the substitution.
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5. If substitute profiles have been configured in your system, you can assign a profile to the
user. For example, you may have different substitutes for approval of requisitions and
approval of financial postings. If you assign a "Requisitions" profile to a substitute, that
substitute will only be able to process requisitions and not other document types.

6. To create an active substitute, check the Substitution active check box. Leave the box
unchecked to create a passive substitute.

In the Personal substitutes dialog, select the substitute and click one of the following buttons:

Delimit to set an earlier end date for the substitution

to change the validity period. Changing the validity period deletes
the existing substitution and creates a new substitution with the new
validity dates. This makes it possible to track the history of

Choose substitutions.

Delete substitute to delete a substitution
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Reference
This chapter provides quick reference information, such as overviews of Application Toolbar
buttons and keyboard shortcuts.
Application Toolbar icons

The following buttons are available on the Application Toolbar. Note that not all buttons are
available for all process types.

Icon Description

O

Create a new document

Copy a document

Display and edit a document

) Reverse a document

G Check a document

~ Complete a document

Post a document

B Post via an SAP transaction

& Display payment proposal in SAP

=

View document attachments

Show / hide messages

L]

Rt

Show / hide relations
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L,

Display the document details (editing is not possible)

i

Show / hide the Worklist

E]

Start a workflow

R

Approve a document

[3¢]

Reject a document

LY

View and add notes

O+
B+

Compare to the SAP document (available for vendor master data and G/L
accounts)

Open an online catalog (Requisitions)

Upload line items from an external file (Financial Postings)

Create a document from an external file

Create a goods receipt

Create an order confirmation

Create a requisition

Go to the previous document

(=]

Go to the next document

Refresh the Worklist, document list and document details to show the latest
changes and updates
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Keyboard shortcuts

Shortcut Description

F3 Return to the previous screen
F5 Create a document

F6 Edit a document

F7 Refresh the display

F8 View document details

F9 Start a workflow

CTRL+F2 Check a document for errors
CTRL+F3 Forward a document
CTRL+F11 Approve a document
CTRL+F12 Reject a document
SHIFT+F3 Close PROCESS DIRECTOR
SHIFT+F4 Post a document

SHIFT+F12 Post via an SAP transaction
CTL+SHIFT+F1 Show / hide line items
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CTL+SHIFT+F5

Show / hide document relations

CTL+SHIFT+F8

View and edit texts

CTL+SHIFT+F9

View and edit notes

CTL+SHIFT+F10

Show / hide messages

CTL+SHIFT+F11

Show / hide attachments

CTL+SHIFT+F12

Show / hide the Worklist
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Requisitions

PROCESS DIRECTOR for Requisitions allows users to use online catalogs to select items,
create a requisition, send the requisition document to a workflow (for approval or correction) and
ultimately create a purchase order or purchase requisition in SAP.

Creating a new requisition comprises the following steps.

Create the document

Enter header data

Enter line items

Enter account assignments

Save the document

Creating a requisition document

Double-click the appropriate Requisitions category in the Worklist, then click the Create new
document button O on the Application Toolbar.

Note: If your system has been configured to use outline agreements, a popup appears in which
you can enter an outline agreement on which to base your new document. If you do not want to

use an agreement, leave the field empty and click . See Using outline agreements for more
information.

Tip: You can also create a requisition based on a PROCESS DIRECTOR invoice document,
provided that the goods are all ordered from the same vendor and the invoice references a
purchase order. In the Incoming Invoices document list, select the invoice and click the &
button.

Entering header data

Enter the header data for a document in the tabs displayed in the document detail view.
Depending on your system configuration and user rights, some fields may have been
automatically filled by the system and some fields may be read-only.

Depending on the configuration, fields that require an entry and cannot be left blank may be
marked with a checkmark icon ™ .

Fields with the &' button have search help available to assist you in finding the right value.

By default, there are two tabs containing header data: General and Organization data.

{3 General " & org. Data

General
Purchasing Doc. Purch.req.
Purchasing Doc. Type =4 Document date
WVendor B
Net value 0,00 Currency 5]
Amount in local curr 0,00 Local Currency EUR
Payment terms [
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General header data fields

B General | Eorg. Data |

Org. Data
Purch. Organization
Purchasing group £
Company Code =

Organization header fields

Entering line items

You can enter line item data in the following possible ways (depending on your system
configuration):

e Use an online catalog to select items

e Enter items manually

e Use an outline agreement to enter items

e Use an existing purchasing document to enter items

You can select items in online catalogs, which are then entered into your document as line items.

Note: Your system may use a different catalog than the one shown here and the elements in the
interface such as buttons, tabs and icons may look different. However, the procedure is
essentially the same for all catalogs: open the catalog, add products to your shopping cart, open
your shopping cart and send your order.

To use the catalog, you must either be creating a new document or editing an existing document.

1. Click the Catalog button on the Application Toolbar. If you have more than one
catalog available, you may see a dialog box that allows you to select the catalog you
want to use. Your catalog names will be different than those shown in the illustration
below. Double-click on a catalog to open it.

[= Select OCl catalog

OCI: Catalog ID OCI: Catalog name

Heiler_EXTRA HEILER Business Catalog (EXT)
Heiler_INTRA HEILER Business Catalog (INT)
Heiler_LOCAL HEILER Business Catalog (LOC)
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2. Use the search function in the c

Bh'busines

atalog to find items.

Catalog search Shopping cart [P Shopping lists
Hews
3 Message(s) | CL e
a
" Enterprise top . 1=
Apr 15, 2008 pfoNeress wageview | Textview | | ellers | rageview | Textview
20% off
Mmﬁn on 14 AT, BLACK = HeadsUp
Industries | UL LISTED s2ors  [H] | Lite 1 2ach
products VASTEBASKET cath a1 sues ||
Wotien - h Strap 2 3ks
. Black 0’ Red - p2.3bs.
Industries
distributes | | Palypropylene |
bearings,
pawer i
iransmissien External Catalogs and Links | |
vaciricaland This is the area where you
Ansirial DOffice Degot - Line Level Py can place exiernal catalogs
noustra VWA Inlemational e
automation, - 1 Bames & Hobila
-~ ice DEPO Eamnes s Hobia
hydrauic and VIVATED @7~ Business Solutions bivisi NAMMED O MANI hd
industrial |4 | LI_

3. Add items to your shopping cart.

127 tems found | page[ 1 of8 (4)(»)

Image visw Teod view

= | Short descripticn Suppler | Manufacturer

I I I

t+  Aubbermakd - Officellax  ELDON 28550
Slandard

Waslebaskets -

Beige, 11-34"Wx

12178 M x 8114

Bh'busin

Lead time | image Price Quantity r
I I

i 084 §
1.0 day — 54.00/each 3 @I =

"

Home page Catalog search Shapping cart (& 1) Shopping lists

Shopping cart ]Enemal catalogs ‘j | & | Send order | | |
Rem ng, Shom descrigtion Suppher { Service providern Leadtme Price Quantity | Amount
Rubbermaid - Standard Wastebashets -
KB25550  Beige 11-204"Wx 12108 H x 8-1/4" ) Officeliao 1.0 day 54.09/ each 3 s1227

2.25 Gal

5. Send your order.

Eem ng, Shor deseriation Suppler | Service provider, Lead ime Price Quandity  Amount
Rubbermaid - Standard Waslabashats -
KE29550  Beige, 11-208" W 12-108" H « 81147 D Officelan 1.0 day §4.09/ each 3§27

2,25 Gal
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You return to PROCESS DIRECTOR and the items selected in the catalog are now entered as
line items in your document. Depending on your catalog, some fields may have values
automatically entered, such as the delivery date.

1. If the line item area is not already visible in the document detail view, click the ltems
button | 18M= | on the Application Toolbar.

2. If necessary, click the Display <--> Change button .
3. On the items toolbar, click the New line button to create a new line item row.

4. Enter the details for the item.

L) (&) (&]F]6)F.) (&) Qe [ )]
ltems

B Template “lte.. 1A A IS IC IT Shorttext Quantity OUn Delivery Netprice Crcy Matigroup  Vendor Plant
ALLTE 10[ & @[ & [ ] & | Flux capacitor 0,00 EUR 000000004 1060 2000

In the Template field you can select an entry template that contains predefined fields,
such as the vendor or the material group. When you select the template, the predefined
fields are entered in your line item and you only have to fill in the missing information.

5. Add additional lines as needed. To delete line items, select them and then click Delete
line button .

6. Click the Save button on the SAP toolbar.
If your system has been configured to use outline agreements, the Outline agreement or

purchase order for using related data dialog box is displayed when you create a new
document.

[ Outline agreement or purchase order for ...

Agreement

If you select an outline agreement when you create a new document, the relevant line items are
automatically inserted in your document, including prices and other relevant information, so that
you only have to enter the required quantities. You can delete any inserted line items that you do
not need.

For example, if your company has an outline agreement with a vendor to supply PCs, the outline
agreement will contain all required line items, such as CPU, monitor, keyboard, etc., at the
agreed prices. Using the outline agreement will ensure that you have all necessary items at the
correct price in your requisition document.
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To select an outline agreement:

Use the search help to find and select the agreement that you want to use and then click ¥ .

Note: You can only select an outline agreement when you first create the document. Once you
have left this dialog, you will not be able to open it again for this document.

To create a document without an outline agreement:

If you do not want to use an outline agreement, leave the Agreement field empty and click ¥ or

%],

If your system has been configured to use outline agreements, the Outline agreement or
purchase order for using related data dialog is displayed when you create a new document.

[ Outline agreement or purchase order for ...

Agreement

1%

With this dialog, you can use outline agreements or existing purchasing documents to add line
items. If you select an existing purchasing document when you create a new document, the line
items from the existing purchasing document are automatically inserted in your document. You
can then make changes or delete any inserted line items that you do not need.

To select an existing purchasing document:

1. Open the search help and select the appropriate tab for the type of purchasing document
that you want to use.

[E Number of principal purchase agreement (1) —J
Furchasing Documents per Cost Center Purchasing Documents per Vendor ] EHE|
Yendar

Furch. Qrganization
Purchasing Group

Document date

Purch. doc. category
Order type
| . |
Purchasing Document
Maximum Mo. of Hits 500
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2. Enter search criteria, or leave all fields blank to find all documents in the selected
category, then click ¥

3. Select the document that you want to use.

4. Click ¢.

Note: You can only select an existing purchasing document when you first create the document.
Once you have left this dialog, you will not be able to open it again for this document.

To create a document without using an existing purchasing document:
If you do not want to use an existing purchasing document, leave the Agreement field empty and

click ¥ or .

Entering account assignments

You enter account information for items on a line by line basis in the document detail view. You
can:

e enter a single account assignment
o distribute the item over several accounts based on a fixed quantity per account

o distribute the item over several accounts based on a percentage of the total per account

To enter account assignments:

1. Inthe line item row, select the appropriate option from the selection list in the
Distribution indicator column (you may have to scroll to the right to see this column).

|Distribut. indicator ]
B
Distrib. on quantity basisjd]

Single account assignment
Distrib. on quantity basis
Distribution by percentage

2. To enter account assignments for an item, click the Accounts button in the line item row.

[rems ]| (&) [&][ 0] ¥L.] (2] [B]AA@L]E.] @) /=]

ltems
i |A 15 |IC |IT PO History Short text Quantity OUn Delivery

10 K @ @@ Sample item 1
20 @\a @@ Sample item 2

Account assignment buttonin line item
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The Accounts dialog box opens where you can enter account information.

@ EFHETL L @) B

Quant...lF‘ercenthILAcc’[ lCUStCEntEI’ lOrder leIS Elermnent I
7 0,0 451000 2-1000 @
3 0,0 450000 2-1000

3. Use the New line and Delete line buttons to insert or delete lines. For example, if
you are distributing the item over several accounts, insert a new line for each account
and enter either the quantity or the percentage for each account.

4. Click ¥ to save the assignments.

Saving a document

When you have finished entering data in your document, click the Save button on the SAP
toolbar.

Note: In PROCESS DIRECTOR the Save button simply saves the document in its current state.
This is unlike some common transactions in SAP where the same button initiates a posting
action.

New documents that you have created appear in the Drafts section of the Worklist. PROCESS
DIRECTOR creates a document number the first time you save a document. Click the PROCESS
DIRECTOR document number (PD doc. no.) in the document list to view or edit the document
details.
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Goods Receipts

PROCESS DIRECTOR for Goods Receipts allows users to create and process goods receipts
and post them to SAP. Goods receipts can be entered manually in the PROCESS DIRECTOR
SAP GUI or Web Application, or ReadSoft's DOCUMENTS product can be used to automatically
capture information from delivery notes. This product automatically extracts information from
incoming delivery notes, whether they are delivered by fax, on paper or in electronic format, and
sends this information to PROCESS DIRECTOR.

PROCESS DIRECTOR matches the information against data in SAP and also automatically
determines organizational and other data, so that much of the goods receipt data can be
automatically filled in.

If there are discrepancies in the data or if information is missing, the PROCESS DIRECTOR
goods receipt document is assigned the status In error. Users can then investigate and make
corrections and post the document to SAP.

Creating a goods receipt

When you create a goods receipt, you must select the purchase order to which the goods receipt
applies. If you already have a posted PROCESS DIRECTOR requisition or invoice for the goods
that references a purchase order, you can create the goods receipt directly from this document,
provided that the goods are all ordered from the same vendor.

To create a goods receipt without a requisition or invoice:

1. Double-click the appropriate Goods Receipt category in the Worklist, then click the
Create new document button & on the Application Toolbar.

A new document is created.

2. Click ¥ to transfer the purchase order line items to the goods receipt.
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Goods Receipt 847

[Es Add PO Beme || I Copy || By Connect to malerial dos_ || [ Check | Bl Save || B Start || + Post|| W Delele | 4= Back

Document status [m} Document Header Text
Workflow status Delivery note

PD document number 247

Posting Date

Document Date

Created on 08212013

Purchasing Document 4500016369

Vendor 1000 C.EB. BERLIN

Tiitems (2)

+New ine || % Delete
r PO _Ilamf OK  Quantity EUn Text
[T 4500016369 10 i~

Plant

10.000 PC Kelly - Keyboard darwer 1000

[T 4500016389 20 20000 PC Kelly - Foam Mause Pa 1000

= PO items (2)

Purch.Doc. Mem 4 Shorttext Plant  Stor. Loc. POquantity OUn  MNet price
10.00

4500016389 10 1 1000 11.000 PC
4500016369 20 2 1000 22000 PC

Processing goods receipts

Stor. Loc.

Netvalse  Croy

20.00

110,00 EUR
440,00 EUR

Captured goods receipt documents without errors are usually posted automatically to SAP.

Documents with errors must be corrected manually.

1. Double-click the appropriate Goods Receipt category in the Worklist.

The document list displays all goods receipt documents. Documents that contain errors

have the status @ In error.

2. Highlight a document in the document list, or click the document number in the PD Doc

no. column.

3. If necessary, display further information. On the Application Toolbar, click:

e |tems to display goods receipt line items
e PO items to display purchase order line items
o« Hio display messages

o [ display the document image (if available)

4. On the Attachments tab, click the PROCESS DIRECTOR scanned document

attachment to display the document image (if available).
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5. Click the Check button &2, The system messages resulting from the check will help you
to identify the errors.

6. Click the Display <-> Change button [¥] and correct the errors.

7. Click the Save button on the SAP toolbar.

If all information has been entered correctly, the document has the status P No goods
movement posted. You can now send the document to a workflow or, if you have sufficient user
rights, post the document to SAP. When the goods receipt has been posted, the PROCESS

DIRECTOR document status changes to @Goods movement posted.

Example

In the following example, line item data has not been transferred from the captured document to
PROCESS DIRECTOR. PROCESS DIRECTOR has filled the goods receipt line items with data
from the purchase order, except for the quantity.

To correct the error, enter the line item quantities shown in the image and check the OK
checkbox for each item.

Status [~ } PD doc number 362 Processor - || & @PROCESS DIRECTOR scanned document .]_ﬂ_‘
T | =3 =1 » BEIEE Ao 0 6
Vo T sBR) Q7 BHD: 0NoU &
General
Document Date [ ] Purchasing Doc. 4500016096
Material Doc ] Reforence (33005823
Mat. Doc. Year ] Bill of lading
Posting Date 67.01.2011 GRSGI Slip No.
a2 alll v Doc Header Text = S
4 1
(&]F)¥.) (&l.] ]
B PO *% 1| Hist | Text 0K | OtyinUnE|EUn Plant |SLoc  DCI =
45000|6098@ 10 [Iy Lagerbockverzinkt [ o |FC 1000 ) S—
20 [ Mantelblech unten m) o |PC 1000 23 e
30 [If§ Manenmerverzinkt (m] 0 |PC 1000 -
B PurchDoc. “ ® M. Hist Shortext Material Plant SLoc  Quantity | OUn | Netorder price
4500018096 10 [Ify Lagervockverzinkt 1000 400,000 PC 050
20 [If§ Mantelblech unten 1000 10,000 PC 1.00
30 [m Manehmer verzinkt 1000 500000 PC 1.50
“« i«

@2 [ela)e] [BF]

Action/Event | Lt | Details

v @O0 Initlal processing 1 ¥ SYSTEM
- @ Perform checks @ Noiterns were tansferred |

L C7) “

Canceling goods receipt

You can only cancel goods receipts that have been posted to SAP.
1. Inthe document list, click the goods receipt document to select it.
2. Click the Cancel button # on the Application toolbar.

3. Click Yes to confirm the deletion.
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Financial Postings

PROCESS DIRECTOR for Financial Postings allows users to create financial accounting (FI)
documents and post these to SAP. PROCESS DIRECTOR currently supports the following
posting types.
General ledger postings

e Reqular posting

e Adjustment posting

e Provision

e Accrual with reversal

e Recurring entry

e Aggregated accrual from PROCESS DIRECTOR Accounts Payable

Customer postings

e |nvoice
e Credit note

e Recurring invoice

e Deferral (invoice)

Write-off

Creating a financial posting

1. Double-click the appropriate category in the Worklist: G/L Account Postings or
Customer Postings.

2. Click the Create new document button O on the Application Toolbar.

3. Select a posting type and click ¥:

[ Please, specify the Posti... x

Post. Type GLAP

4. Depending on the posting type, you may have to enter some initial information. This
example shows an adjustment posting.
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[ Please specify additional data

QOrig. SAP Doc.
| e |
Document Number 100000004
| ey |
Company Code 1000
| ey |
Fiscal Year 2013
CO obj./Item
Cost Center 1000
WBS elernent ' '
| . |
Order
|
Line item
Target CO obj.
Cost Center 1200
WBS elernent ' '
| . |
Order
A new document is created.
Status & PD doc number 125 Processor Barbara Jones
S General | PDetais |
| Posting Type
| pp— | T 1
Post. Type GLAP Adjustment posting TCode [FEO1
| General Data
— | ey |
Document Date : Document type 3R Company Code 1000
| | | p— |
Posting Date Perind Currency EUR
| . | 1 . |
Document Number Fiscal Year Exchange rate
| | . |
Reference Translation dte
I 1 | e |
Doc.Header Text Cross-CC no.
| |
Trading Part.BA Debit total 84.03
Calculate tax ¥ CC@  Credit total 84.03

[Posting positions | | (&) [& ][] H][¥1.] (B 1.]% .| [E .= [EE][E)
. - G/L Acct | Debit/Credit | Amount Croy | Tx | Text |Cost Center | COrder | WBS elerment | Profit Center CoCode
’_‘ 1 451000 Credit 84.03 EUR 1000 1000
2 451000 Debit 84.03 EUR 1200 1000

5. Fill inthe header data and posting position fields. Some of this information may be
entered automatically.

Use the Insert line button to add posting positions, and the Delete line button to
delete positions.

6. Click the Save button on the SAP toolbar.
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I all information has been entered correctly, the document has the status @ Ready for posting.
You can now send the document to a workflow, or if you have sufficient user rights, post the
document to SAP, either directly from PROCESS DIRECTOR or via an SAP transaction. When
the financial posting has been posted, the PROCESS DIRECTOR document status changes to
D Posted.

Note: If the document is posted with reference to a deferral posting, the number of the deferral
document is displayed in the Details tab.

Tip: If your system has been configured accordingly, you can create a new document from an
external file, or upload line items from an external file.

General Ledger Account Postings

A regular posting is a simple posting to a G/L account or between G/L accounts.

You can use a recurring entry posting to automatically create regular postings at regular intervals.

An adjustment posting can be used to correct a document that has already been posted. For
example, if costs have been assigned to an incorrect CO object (such as a cost center), you can
create an adjustment posting to move the costs to the correct CO object (within the same G/L
account).

When you create an adjustment posting, you specify the original SAP document, company code
and fiscal year, the CO object to which the costs were incorrectly assigned, and the target CO
object to which the costs should be moved.

Instead of a CO object, you can select a specific line item from the original document.

[E Please specify additional data x

QOrig. SAP Doc.

Document Number 1900000131
Company Code 1000
Fiscal Year 2012
CO obj./Item

Cost Center 1000
WBS element

Order

Line item

Target CO obj.

Cost Center 1200
WBS element

Order

253

PROCESS DIRECTOR creates a new document, adds the required posting positions, and copies
all other data from the original SAP document.

The document number and fiscal year of the original document are displayed in the Details tab.
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A provision posting enables you to allocate possible costs that may arise in the future. Often the
exact amount and due date of such costs are not known, but there may be a financial or legal
requirement to record them. When the actual costs are incurred (or do not actually arise), the
provision posting is reversed. Provision postings are therefore posted with a validity date, and
should be reversed by this date. The validity date is entered in the Details tab.

PROCESS DIRECTOR monitors the validity date of provision postings and sends an email
notification to the person who created the posting when the validity date is reached. The posting
can then either be reversed or the validity date changed. Overdue provisions may also be listed in
a dedicated Worklist category.

To reverse a provision, select or open the document and click the Reverse 22 putton on the
Application toolbar. The document status changes to #°Reversed. The number of the reversal
document is displayed in the Details tab.

An accrual with reversal posting enables you to allocate costs in the current period, but post them
in a future period. Like provisions, accrual with reversal postings are temporary postings, but in
contrast to provisions, the exact amount and due date are known. For example, you may have
costs that you pay quarterly, but want to allocate them in each month of the quarter. The monthly
accrual postings then are reversed in a later period, or when the quarterly costs are posted.

When you create an accrual with reversal posting, you must specify a reversal reason and a
reversal date. After posting to SAP, the document is automatically reversed by the standard SAP
procedure (F.81). The number of the reversal document is displayed in the Details tab.

You can use a recurring accural document to automatically create accrual with reversal postings
at regular intervals.

Accrual with reversal postings can also be created from PROCESS DIRECTOR Accounts
Payable documents.

A recurring entry posting or a recurring accrual with reversal posting can be used to automatically
create new postings at regular intervals. A recurring entry/accrual with reversal document cannot
be posted. It simply serves as a template for the creation of new postings.

You specify when and how often a new posting should be created in the Recurring sched. tab.

Status @ PD doc number 1090
43 General | LDetails - FRRecurring sched. |

Recurring entries’ schedule

First run on 01.02.2013
Last run on 01.02.2014
Interval in months 1

Run date 15

Last Document Date 15.02.2013
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Field Description

First run on / Last The time frame within which documents will be created.
run on

Interval in months | The frequency with which documents will be created, for example, 1 =
every month

Run date The exact date on which documents will be created, for example, on
the 15th of each month.

Last document The last date on which a document was created. This field is
date automatically filled every time a new document is created.

New regular posting or accrual with reversal posting documents are automatically created on the
specified date. The number of the recurring entry/accrual with reversal document template is
displayed in the Details tab of these documents.

When the last scheduled document has been created, the recurring entry document is
automatically completed, that is, the status changes to @ and it can no longer be edited. You can
also manually complete a recurring entry/accrual document at any time by clicking the Complete
M putton on the Application Toolbar.

You can use the Document relations feature to view a list of all documents that have been
created from a recurring entry/accrual template.

An accrual from PROCESS DIRECTOR Accounts Payable posting is created from the
/EBY/ICIV_ACCRUAL_REPORT report. This report list all line items in PROCESS DIRECTOR
Accounts Payable documents that have not yet been posted.

It is possible to select line items in this report and create a PROCESS DIRECTOR accrual
document consisting of all selected line items and one aggregated offsetting / balancing position.

Depending on your configuration, the Text field in the resulting accrual from PD AP document
may display the number of the PD AP document, the line item number (MM documents only), and
the accounting line number.
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Status & PD doc number 1228 Pracessor Barbara Jones
42 General |
Posting Type
Post. Type GLAL Aggregated accrual from PD AP TCode |FB51
General Data

Document Date
Posting Date
Document Mumber
Reference
Doc.Header Text
Trading Part.BA

Inverse Posting
Reversal reason

Reversal date

05.03.2013

MARCH 2013
Accrual from PD AP

7

0l

01.04.2013

Document type 5h

Period

Fiscal Year

coa

Company Code 1000
Currency EUR
Exchange rate
Translation dte

Cross-CC nao.

Debit total

Credit total

577,97
577,97

=l - Itm| G/L Acct
400000
400000
400000
400000
451000

LA, R R T R S R

D/C

Credit
Dehit
Debit
Dehit
Credit

Amount
100,00
500,00
52,00
25,97
477,97

[Posting postions|] (8] & ][ [ BA][S8L.] [B].] % [ .[]]

Croy
EUR

EUR
EUR
EUR
EUR

Tx

VN
VN
VN

Text
22402:000001
22107:000005:001
21912:000001:001
21912:000002:001

Cost Center | Order | WBS ...

1000
1000
1000
1000
1000

Profit Center | CoCode

1402
1402
1402

See the PROCESS DIRECTOR 7.2 Configuration Guide for information on creating documents

from this report.

Customer Postings

With these postings, you can create an invoice or a credit note for a customer and post it to SAP.

You enter the customer details in the Customer Details and Customer Payment tabs.

You can use a recurring invoice posting to automatically create customer invoices at regular

intervals.

A recurring invoice posting can be used to automatically create new invoice postings (not credit
notes) at regular intervals. A recurring invoice document cannot be posted. It simply serves as a
template for the creation of new postings.

You specify when and how often a new posting should be created in the Recurring sched. tab.
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Status @ PD doc number 18

& General /" TR Recurring sched. | i customer

Recurring entries' schedule

First run on 01.04.2013

Last run on 02.11.2013

Interval in months 1

Run date 22

Last Document Date 22.04.2013
Field Description

First run on / Last The time frame within which documents will be created.
run on

Interval in months | The frequency with which documents will be created, for example, 1 =
every month

Run date The exact date on which documents will be created, for example, on
the 22nd of each month.

Last document The last date on which a document was created. This field is
date automatically filled every time a new document is created.

New invoice posting documents are automatically created on the specified date. The number of
the recurring invoice document template is displayed in the Details tab of these documents.

When the last scheduled document has been created, the recurring invoice document is
automatically completed, that is, the status changes to @ and it can no longer be edited. You can
also manually complete a recurring invoice document at any time by clicking the Complete ¥
button on the Application Toolbar.

You can use the Document relations feature to view a list of all documents that have been
created from a recurring invoice template.

A deferral (invoice) posting enables you to post revenue from a customer invoice to a deferred
revenue account, rather recording the entire amount on the P&L in the period in which the invoice
is posted. Such revenue is later re-allocated ("consumed") with one or more subsequent posting
documents (for example, a reqular posting or recurring entry) to the actual revenue account. For
example, you may invoice your customer at the beginning of the year for services that are
delivered throughout the year, but you want to distribute the revenue from the invoice over the
entire year, rather than recording the entire amount on your revenue account when the invoice is
issued. The entire process, starting with the posting of the deferral invoice and the subsequent re-

72



PROCESS DIRECTOR User Guide for SAP GUI 7.2

allocation postings, can be covered and controlled (complete re-allocation within a given time) by
PROCESS DIRECTOR

The entire invoice amount is posted to a deferred revenue account and then "consumed" by
creating regular postings that transfer part of the amount from deferred revenue account to the
actual revenue account. These amounts will then appear on the P&L. Deferral (invoice) postings
are therefore posted with a validity date, and should be consumed by this date. The validity date
is entered in the Details tab.

Whenever you make a posting against the deferred invoice document, the Consumed Amount is
recalculated so that you can see how much has been posted to the actual revenue account.
PROCESS DIRECTOR monitors the validity date of deferral (invoice) postings and sends an
email notification to the person who created the posting when the validity date is reached.
Deferral postings that are not fully consumed by the validity date may also be listed in a dedicated
Worklist category.

Status < PD doc number 419 Processar Barbara Jones

43 General /" 4] Details |' e Customer Details | &3 Customer Payment

Deferral
Validity date 01.01.2014
Consumed Amount 0.00

Posting positions || | E"?"E‘ml ’E"%_“ |

“IL..| G/L Acct Debit/Credit Amount | Croy | Tx Text Cost Center | Order WBS element Profit Cent...| CoCode
1 800001 Credit 60.00 EUR example text 2 2001.99.T-POP
2 801001 Credit 40.00 EUR example text 3 2001.99.T-POP

A write-off posting enables you to create a write-off document in SAP for invoices issued to
customers that you know will not be paid.

When you create a write-off posting, you specify the original SAP document, company code and
fiscal year, and the G/L account on which the invoice will be written off.

[= Please, specify additional data x
Orig. SAP Doc.
Docurment Number 1800001612
Company Code 1000
Fiscal Year 2012
Wite-off detls
IF —
G/L Account No. /203000 _‘

%3
PROCESS DIRECTOR creates a new document and adds the required posting positions and key
data from the original SAP document.

The document number and fiscal year of the original document are displayed in the Details tab.

When document is posted to SAP, the standard SAP mechanisms can automatically close open
items on the customer account.
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Master Data Maintenance

PROCESS DIRECTOR for Master Data Maintenance allows users to create requests for
changes, deletions or additions to master data. Master data is usually maintained centrally, but
often those responsible for maintaining the data are not aware of changes, such as a change of
responsibility for a cost center or a change in a vendor address. That's where PROCESS
DIRECTOR can help. Users can create a change request document in PROCESS DIRECTOR,
which can then be sent to a workflow for approval, if necessary. After approval, the document is
displayed in the Worklist of the person(s) responsible for master data maintenance, who can then
post the master data changes to SAP.

PROCESS DIRECTOR provides the following master data types out of the box.

e Cost center maintenance

e Profit center maintenance

e Vendor master data maintenance

e General ledger account maintenance

e Asset master data maintenance

Creating a cost center maintenance request

1. Double-click the appropriate Cost Center Maintenance category in the Worklist, then
click the Create new document button &1 on the Application Toolbar.

2. Select the type of change you want to make (Create, Update or Delete), fill in the fields
and click ¥

If necessary, in the Template cost center field, you can select an existing cost center
and its data will be entered in the new request.

Activity

ZO Area E.’_

Cost Center

valid From 06-19-2012
Act Status 0

Template cast center

A new document is created.
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3.

Status o FD doc number a Processor Barbara Jones
_/@ElasicData L [E] control [E] Ternplates =] Address &5 Communication

General

Activity ¢ ActStatus A Active -
Cost Center

COArea 2000

Yalid Fram HE-19-2012| tao HE-19-2020
MNames

Mame Accounts Receivable

Diescript. Accounts Receivable

Basic data

Person Resp. Jahn Smith

Department Fl & Admin

CCtr Catengory 4

Std. Hierarchy H3214

Company Code J0e0

Business Area 9560

Currency UsD

Fraofit Center 3402

Fill in any relevant fields on the header data tabs.

4. Click the Save button on the SAP toolbar.

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status @ Ready for processing. You can now
send the document to a workflow or, if you have sufficient user rights, post the document to SAP.

When the changes have been posted, the PROCESS DIRECTOR document status changes to
BProcessed.

Adding multiple cost centers to the request

1.

Click the Create new document button O on the Application Toolbar.

Select Create, fill in the CO Area and Cost Center fields and click ¥ .

Enter all the data that is the same for all the cost centers you want to create and save the
document.

Add new lines to the Collection of Cost Centers. The fields in the lines will be
automatically filled in using the data from the header.

If necessary, change the required fields.
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| Collection of Cos... |I ||

FY

Cost... | MName Description Person Responsible | Departrnent

] 1000 Corporate Services Corporate Services Roger Tillman Caorporate
1001 Customer Service Corporate Services Roger Tillman Corporate
1002 Consultancy Services Corporate Services Roger Tillman Corporate

6. Postthe document.

Creating a profit center maintenance request

CoCd Profit Center CO Area
1000 1402 1000
1000 1402 1000
1000 1402 1000

1. Double-click the appropriate Profit Center Maintenance category in the Worklist, then
click the Create new document button & on the Application Toolbar.

2. Select the type of change you want to make (Create, Update or Delete), fill in the fields

and click ¥.

[= Profitcenter maste

Activity
COArea
Profit Center
Walid From

™
&
08-158-2012

A new document is created.

Status o PD doc number 1} Processor Barbara Jones
7 d3Basic Data | Indicators =] Address @9 Cammunication

Activty UUpdate ~]

Profit Center 1068

Cantrolling Area 1000

Yalid From [1-81-1994 Yalid To 12-31-959499

Mame Food Products

Long Text Food and Related Products

Person Responsihle
Cepartment
Hierarchy Area

Bocuse
Products
H106E

3. Fillin any relevant fields on the header data tabs.

4. To specify for which company codes a profit center should be active, add the company
codes and select the corresponding Company code assigned to profit center check
box. To deactivate the profit center for specific company codes, deselect the check box.

5. Click the Save button on the SAP toolbar.
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When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status ‘@ Ready for processing. You can now
send the document to a workflow or, if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to
BProcessed.

Vendor Master Data

1. Double-click the appropriate Vendor Master Maintenance category in the Worklist, then
click the Create new document button & on the Application Toolbar.

2. Select the type of change you want to make (Create or Update), fill in the fields and click
L

You can enter the reference vendor number of an existing vendor and its data will be
entered in the new request.

Note: PROCESS DIRECTOR supports both external and internal number ranges for the
vendor account number. Which number range is used depends on the Account group. If
an internal number range is used, leave the Vendor field blank, as it will be generated by
the SAP system when the account is created. The system informs you if you need to fill in
the Vendor field.

[E vendor master data mai

Activity LT
Vendar

Company Code

Purchasing Ora.

Account group

Reference Yendor

Reference Comp. code
Reference Purch.org.

A new document is created.
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B General data =] Address data ./ BE]Accounting data | S Purchasing data | (3 Block/Deletion

Vendor 1000
Company Code

Accounting information
Reconciliation acct Planning group
Head office

Payment data
Payment terms 0001

Automatic payment transactions

Permitted payee

Withholding tax
WH Tax Country [ Withholding Tax ]

3. Fillin or edit any relevant fields on the header data tabs.

4. Click the Save button on the SAP toolbar.

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status @ Ready for processing. Usually, you will
need to send the document to a workflow.

Processing in the workflow

Different users may be responsible for maintaining different types of data, and during the
workflow, the users enter the appropriate data. These users will have access to different tabs and
fields. For example, purchasing users will be able to see the Purchasing data tab and
accounting users will be able to see the Accounting data tab.

1. Open the document to approve it.

2. Enter all the required data.

3. If necessary and if you have the required rights, add new lines to the bank details, enter
the required information and save the document.
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Status ﬁ Wif status @ FD doc number 31 Frocessor Blake Evans
d3 General data =|Address data . EEAccounting data S BlockiDeletion
Vendar
Company Code 1008
Accounting information
Reconciliation acct 168806 Flanning group a1
Head office
Favment data
Payment terms Qaet
&) (&)= =)
Ctry | Bank Key Bank Account CK | Mame of hank 1BAR SWIFT code
DE 10050033 123678490 Dresdner Bank Berlin DE3710050033001 2367850

4. Depending on the workflow configuration, the document moves to the next workflow step
or the workflow is completed. If the workflow is completed and you have sufficient rights,

you can post the document.

When the changes have been posted, the PROCESS DIRECTOR document status changes to

@ Processed.

You can compare the data in PROCESS DIRECTOR to the data in SAP by clicking the Compare
to SAP Data iz button. The yellow highlight indicates the changes made, the green highlight
indicates the additions and the red highlight indicates the deletions. See Comparing document

versions for more information.
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|« Display versions Vendor master maintenance #37 (Version 6)

o
YargionsiFields Current PD value SAP value Field name
~ & Version: 000006
+ ¢ Reconciliation acct 160000 160000 ARONT
&7 Salesparson Mr. Janes WERKF
&7 Streat Berliner 5tr. Frankfurter Str. STRAS
&7 House Mumber 20 10 HOLSE_MO
&7 Postal Code 360000 10000 PETLS
& City Frankfurt Berlin QRTO1
&7 Changed on 20120622.130.628,3850000 20120.622.130.649,59210000 CHANGE_TSTAMP
& Lastchanged at 14:06:28 14:06:49 CHAMGE_TIME
- 7 Version 0ono0e PO_WERSION
~ [&h Interface Structure: Yendar Master Data - Bank details
[ Bank Country DE BAMKS
- [ Bank Key 10020030 BAMKL
o D Bank Account Mumber 1239376 BAMKM
« [ Mame of bank Deutsche Bank BAM KA
- [ iBan DESGE100200300001239876 JEBYIBAN
+ [@h Interface Structure: Yendor Master Data - Bank details
- T vendor 100246 LIFMR
T Bank Country DE BAMNKS
M Bank Key 10050033 BAMKL
M Bank Account Mumber 34567891 BAMKM
M Mare of bank Dresdner Bank Berlin BAM KA
M Marme of bank ooooooao KOOI
M Mame of bank ooaaooaa KOBIS
M 18an DEE4100500330034567851 JEBYIBAN

1. Create a new request with the Update activity and enter the vendor number.
2. Click the Block/Deletion tab.

3. Set the appropriate blocking or deletion options.
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PD doc number 0 Frocessor  Blake Evans
{3 General data | Z]Address data . (& BlockiDeletion |

Vendor 180246
Campany Cade

Purchasing Org.

Posting block
| Central posting block
 |Posting block far company code

Purchasing hlock
| Central purchasing black
|Purch. black for purchasing arganization

Black far guality reasans
Black function

Deletion flags

" |Central deletion flag

| Deletion flag for company cade

[ Delete flag for purchasing organization

Deletion blocks
| Central del.block
_|Cocd deletion block

4. Click the Save button on the SAP toolbar.

5. When you have saved the document, a PD document number is assigned. If all
information has been entered correctly, the document has the status @ Ready for
processing. You can now send the document to a workflow or, if you have sufficient user
rights, post the document to SAP. When the changes have been posted, the PROCESS
DIRECTOR document status changes to @Processed.
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Creating a customer master maintenance request

1. Double-click the appropriate Customer Master maintenance category in the Worklist,
then click the Create new document button 3 on the Application Toolbar.

2. Select the type of change you want to make (Create or Update), fill in the fields and click

L

[= Customer master data maintenance x
Activity TCCreate v/

Customer

Account group IL/—

Company Code 1000

Sales Org. ]

Distr. Channel ] -

A new document is created.

Status & PD doc number 3

r General data |r = Address

© Company Code Data

Processor

" Sales Area Data

Barbara Jones
" & Block/Unblock

" T Deletion

Activity C Create -
General data

Customer

Account group ‘ooo1!

Company Code 2000
Sales Org.
Distr. Channel

Division

Account Control
Vendor AuthorizGroup
Trading Partner Group

Tax Information

VAT reg.no.

3. Fillin or edit any relevant fields on the header data tabs.

4. Click the Save button on the SAP toolbar.

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status @ Ready for processing. Usually, you will

need to send the document to a workflow.
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General ledger accounts

Double-click the appropriate G/L Account Maintenance category in the Worklist, then
click the Create new document button O on the Application Toolbar.

Select the type of change you want to make (Create or Update), fill in the fields and click

v,

If necessary, in the Reference G/L acct field, you can select an existing G/L account and

its data will be entered in the new request.

-:count master data maintenance

Activity

GiL Account Mo, |
Company Code

Chart of Accts

Reference GiL acct

Ref.company code

A new document is created.
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Status > FD doc number 34

A dEGeneraldata | [B Control data Createfbankiintarast

& BlockiDeletion

General

Artivity
GILAccount Ma. 1540801
Company Code 2000
Chart ofAccts ACTA

Cantral in chart of accaounts
Accaunt graup GL General G/L accounts
Sample account
= Balance sheet account
IPEL statement acct
Detailed control for P&EL statement accounts
PEL statmt acct type

Consolidation data in char of accounts
Group account numkber 205700

Inputtax 1 {see account assignment text)

3. Fillin any relevant fields on the header data tabs.
4. If necessary, enter keywords and translation information.

5. Click the Save button on the SAP toolbar.

ke |1 (&) [&][F] L) (BB
Artivity - Language‘ Kenpwiord
EN
[_men ) (&) [&]F) €] [E]E]
Artivity Language‘ Short text GIL acct long text
DA, Kehsmoms kKehsmoms
Create 8 DE Eingangssteuer Eingangssteuer (siehe Kontierungshandhuch)
Create 3 EN Input tax Input tax (See account assignment text)

When you have saved the document, a PD document number is assigned. If all information has

been entered correctly, the document has the status ‘@ Ready for processing. You can now

send the document to a workflow or, if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to

@ pProcessed.
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You can compare the data in PROCESS DIRECTOR to the data in SAP by clicking the Compare
to SAP Data & button. The yellow highlight indicates the changes made, the green highlight
indicates the additions and the red highlight indicates the deletions. See Comparing document
versions for more information.

Display versions Master Data G/L Account #330 (Version 5)

o
Versions/Fields Current PD value SAP value Field n...
~ &% Version: 000005
+ 7 System user of docurnent THOMAS2 SANKAR SYSUSR
- [=h KEYWORD : ECOSTS
- ﬂ Language Key EN SPRAS
- i Keyword COSTS SCHLW
- @ KEYWORD : DEMAINTENANCE
- & Activity D ACTIVITY
i @ KEYWORD : DEBUILDING
- & Activity D ACTIVITY
ol @ KEYWORD : DEINSTANDHALTUNG
« & Activity D ACTIVITY
~ [&L TRANSLATION : CDInstandh. Gebiude Instandhaltungskosten Gebiud
« [ Activity o ACTIVITY
- O Language Key DE SPRAS
+ [ Short text Instandh. Gebiude T™T20
- [ 6/L acct long text Instandhaltungskosten Gebdude TXT30
~ [ZL TRANSLATION : CFMaintenance bitimentFrais de maintenance des bat
- [ Activity c ACTIVITY
- D Language Key FR SPRAS
+ [ short text Maintenance batiment TXT20
- O G/L acct long text Frais de maintenance des batiments TXT50
™ @ TRANSLATION : UEBuiding maint.  Building maintenance
= 7 Short text Building maint. Building maintenance TXT20

1. Create a new request with the Update activity and enter the G/L account number.
2. Click the Block/Deletion tab.

3. Set the appropriate blocking or deletion options.
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(&) PD doc number 1] Processor Barbara Jones

43 General data Control data Createfhankiinterest & BlockiDeletion |

Block in chart of accounts
[v|Blocked for creation
["|Blacked for pasting
[ |Blocked for planning

Blackin company code
[v|Blacked for pasting

Deletion flag chart of accounts

[ Imtark for deletion

Celetion flag in campary cade
[ IMark far deletion

Click the Save button on the SAP toolbar.

When you have saved the document, a PD document number is assigned. If all
information has been entered correctly, the document has the status @ Ready for
processing. You can now send the document to a workflow or, if you have sufficient user
rights, post the document to SAP. When the changes have been posted, the PROCESS
DIRECTOR document status changes to @Processed.

Creating an asset master maintenance request

1.

Double-click the appropriate Asset Master Maintenance category in the Worklist, then
click the Create new document button & on the Application Toolbar.

Select the type of change you want to make (Create, Update or Delete), fill in the fields
and click ¥

If necessary, you can enter the reference asset number of an existing asset and its data
will be entered in the new request.

86



PROCESS DIRECTOR User Guide for SAP GUI 7.2

data mainten

Activity

Asset

Assetclass
Company Code
Ref Azsset

Ref. Sub-number
Ref Company Cade
Create subnumber

A new document is created.

Status o PD doc number 1} Processor Barbara Jones
7 General | Time-dependent Allacations Qrigin Met wiarth tax

General data

Activity C Create -

Asset

Assetclass 3208 Company Code 2000
Diescription SMIPC HED 333 MHz

Asset main no. text
Account determ. 30000
Gluantity
[ IManage histarically

Posting information

Cap.date [g-19-2012 Deactivation an
First acquisition an FInd. retirerment an
Acquisition year ]

[ oomeneno | (8] (B9 2]

Deactiv. |~ Ar, Cep. area Depky  Use § Ordinary depr.

01 Bookdeprec. LINR 5 06-19-2012
B 14 Taxhbalsht  LINR 5 06-19-2012
I 20 Costace. LIMNA g 06-19-2012

3. Fillin or edit any relevant fields on the header data tabs.

4. If necessary, select the Deactivation check boxes for the depreciation areas that need to
be inactive for this asset.

5. Click the Save button on the SAP toolbar.
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When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status ‘@ Ready for processing. You can now
send the document to a workflow or, if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to

@ pProcessed.

Adding multiple assets to the request

1. Click the Create new document button Don the Application Toolbar.

2. Select Create, fill in the Asset class and Company Code fields and click ¥.

3. Enter all the data that is the same for all the asset master data records you want to create

and save the document.

4. Add new lines to the List of Assets. The fields in the lines will be automatically filled in

using the data from the header.

oo (@] (&)%) L) @)

beset ™| SMo. Asset Description Bush Cost Center Ewl Ev? Ew3d Evd
|§| Audi 0ot 0opz2
Audi nooq oooz
Audi noot o002
5. If necessary, change the required fields.
TR ECIEREEY
Asset”| SMo.”| Asset Description | BusA| CostCenter |Ev1 Ev2 | Ev3 Ev.4
1 Audi 0001 0002 0001
Audi 0oo1 oooz Y
Audi ooo1 oooz
6. Postthe document.
et ] (@) (&)%) =1
Azset™ SMo* Aszset Description | BusA| Cost Center | Ev.l | Ew2 [ Ev3 Ew. 4
33740 Audi 0001|0002 0oo1
3375 Audi 0oo1 oooz Y
3376 Audi 0001|000z

The assets are created in SAP and the numbers entered in the lines.

Asset management

You can create the following requests for asset management postings:

e Asset acquisition

e Asset transfer
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e Asset retirement

For each asset acquisition posting, a new request needs to be created in PROCESS DIRECTOR.
You can also post an acquisition for multiple fixed assets in one request.

To create an asset acquisition request:

1. Double-click the appropriate Asset Acquisition category in the Worklist, then click the
Create new document button & on the Application Toolbar.

A new document is created.

Status & PD doc number 0 Pracessor Barbara Jones

43 Transaction data | Additional details

Company Code £

Document Date

Posting Date £
Asset val. date
Text

2. Fill in the relevant fields on the header data tabs.

3. Enter the line items. Use the New line and Delete buttons on the line items
toolbar to add and delete line items.

4. Click the Save button on the SAP toolbar.

Status (]} PD doc number 46 Processor Alexander SCHMIDT
43 Transaction data |~ Additional details

Company Code 1000 IDES AG
Document Date 08.02.2012

Posting Date 08.02.2012

Asset val. date 01.01.2012

Text New computer

[Lit of Assets ] | [&F]| [&] (%] [H].]

Asset | SMo. | Amount | Croy | Asset description | Quantity | Unit CoCd| Year | DocumentMo
I33_,|§J|10 1,45... EUR Lenovo T420i7 1 EA 1000 20 100000185

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status ‘@ Ready for processing. You can now
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send the document to a workflow, or if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to
B Processed.

Assets can be transferred within one company code or between two different company codes.
Before a transfer posting can be triggered, the required asset number should already exist in the
receiving company.

To create an asset transfer request:

1. Double-click the appropriate Asset Transfer Posting category in the Worklist, then click
the Create new document button 0 on the Application Toolbar.

2. Select the type of transaction you would like to create.

[E Asset Transfer Transaction x

I al
Transaction [~]

UMAI Transfer within Company Code
UMAB Intercompany Asset Transfer j

3. Fill in the relevant fields on the header data tabs.

4. Enter the line items. Use the New line and Delete buttons on the line items
toolbar to add and delete line items.

5. Click the Save button on the SAP toolbar.

Status ] PD doc number 16 Processor Alexander SCHMIDT

/S Transaction data | Additional details

Company Code 1000 IDES AG
Document Date 08.02.2012

Posting Date 08.02.2012

Asset val. date 01.02.2012

Text TRAMNSFER

Currency EUR

List of Assets || (&) | [&][F] | [=E]]

CoCd| Asset SMo.  Asset description Partner asset | SMo. | Asset description Year Document...
|:|[1__ @‘J 3395 0 Lenovo T420 7 4GB 1319 0 New computer asset 20 100000186

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status ‘@ Ready for processing. You can now
send the document to a workflow, or if you have sufficient user rights, post the document to SAP.
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When the changes have been posted, the PROCESS DIRECTOR document status changes to
BProcessed.

1. Double-click the appropriate Asset Retirement category in the Worklist, then click the
Create new document button & on the Application Toolbar.

2. Select the type of transaction you would like to create.

[E Asset Retirement - Transaction x

I al
Transaction [~]

ABAV Asset Retirement by Scrapping
ABAOQ Asset Sale Without Customer j

3. Fill in the relevant fields on the header data tabs.

4. Enter the line items. Use the New line and Delete buttons on the line items
toolbar to add and delete line items.

5. Click the Save button on the SAP toolbar.

Status @ PD doc number 20 Processor Roger Tillman

{3 Transaction data } Additional details Partial retirement - Custom Fields

Company Code 2000 IDES UK

Transaction e
Document Date 17.04.2002

Posting Date 17.04.2002

Asset val. date 17.04.2002

Text Outdated computer

(st ot esers] (8] (&) [

Asset | SMo. Retmt.rev. Crcy  Description CoCd Year Documentho
Dlﬂm 0 0.00 GBP lenovo X201 2000 2002 100000305

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status ‘@ Ready for processing. You can now
send the document to a workflow, or if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to
BProcessed.
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Customer Orders

PROCESS DIRECTOR for Customer Orders allows users to process sales orders based on
incoming purchase orders and post them to SAP. Customer order documents are created in
PROCESS DIRECTOR using ReadSoft's DOCUMENTS. This product automatically extracts
information from incoming purchase orders, whether they are delivered by fax, on paper or in
electronic format, and sends this information to PROCESS DIRECTOR.

PROCESS DIRECTOR matches the information against data in SAP (for example, it checks
material numbers, amounts and quantities, customer IDs, VAT and other tax IDs) and also
automatically determines organizational and partner data, so that much of the customer order
data can be automatically filled in.

If there are discrepancies in the data or if information is missing, the PROCESS DIRECTOR
customer order document is assigned the status In error. Users can then investigate and make
corrections and post the document to SAP.

Processing customer orders

Captured customer order documents without errors are usually posted automatically to SAP.
Documents with errors must be corrected manually.

1. Double-click the appropriate Customer Orders category in the Worklist.

The document list displays all customer order documents. Documents that contain errors
have the status @ In error.

2. Highlight a document in the document list, or click the document number in the PD Doc
no. column.

3. If necessary, display further information. On the Application Toolbar, click:
e Items to display customer order line items
e Partners to display partner information
o Fio display messages
o [Eyo display the document image (if available)

4. Onthe Attachments tab, click the PROCESS DIRECTOR scanned document
attachment to display the document image (if available).

5. Click the Check &2 button on the Application Toolbar. The system messages resulting
from the check will help you to identify the errors.

Status icons at the line item level indicate whether or not the line item contains errors.
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o] @) BE R B @ I EE

St...|" It...| Materil Material entered | Description
@ 1 484-7702 Capacitor 15pf
[ 2 Casing
3 484-7718 Capacitor 18pf

£

[ Expected itern value 18,00 differs to much for item ne. 3: 12,00 ]

Order gty | SU MNet price MNet value | Croy
200 PC 0,09 18,00 EUR
10 PC 10,00 100,00 EUR
200 PC 0,00 [NIS00N EUR

The field containing the error is highlighted, and the status tooltip displays a message

explaining what the problem is.

7. Click the Save button on the SAP toolbar.

Click the Display <-> Change button [#’] and correct the errors.

If all information has been entered correctly, the document has the status @ No sales order

created. You can now send the document to a workflow or, if you
the document to SAP. When the customer order has been posted
document status changes to @ Sales order posted.

Example

have sufficient user rights, post

, the PROCESS DIRECTOR

In the following example, neither the ship-to party nor the sold-to party have been transferred
from the captured document to PROCESS DIRECTOR. PROCESS DIRECTOR can also not

determine the sales organization, as this derived from the Sold-to

party.

To correct the error, enter the sold-to party (SH). The system will then be able to determine the

sales organization.

Status - ]
A Boenwal | Ysaes

PD do¢ number 432 Processor

«

General

& || @PROCESS DIRECTOR other seanned documert 4| 13 |

sR® QY BB b @

Sales Document Request aivdt
s . z o
Doc. cumrency EUR | /
Netvalua 000
PO number 102221012011 -
@) (B F 0L (EL) @)
B"nm Material Material entered Descripion Ovdergly SU Net price Netvalue Crey Coo
1 4847718 484Ine CAPACITOR18pf 00 PC 009 1800 EUR ®
2 484-7702 4847702 CAPACITOR1S5pf 200 PC 0.09 1800 EUR ®©
“ “«
Header partners [&X|/ (<21,
Parfunct Customer  Rectatcust Named Cty Postal Code Chy Telephone 1 Fax Number

22 (alls)e)&]%

ActiondEvent

Al - @0 Check documeni(s)
* @ Perform determinasons
* @ Performchecks

» OO Infal processing

LT  Detalis
21.01.2011 14:31.05 User: Barbara Jones Version. 2

(B Unable to determine sales organisation
@ Please enter 505t party or ship-to party
U120 5o Y v

Us User. GECIN
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Handling duplicate orders

Depending on the configuration, if two or more customer order documents have the same PO
number, the system will detect them as duplicates when you check or post the document. The
Duplicate/Update handling dialog box is displayed, where you can view and compare the
documents.

1. Select the document that you want to compare to the current order.

[= Duplicate/Update handling

PD doc number  Docstatus  Sales Doc. SaTy Regudhadt  C .. ...
2055 [} OR  25.09.2010
2032 [~} OR
2019 @ 8624 OR =
an1g o oRIE Mo 1A M1 0172
Current arder 2056 Selected original 2055

(& [@TrF Attachment .J[1]

. N S . N
Fas-Co (Enginee s Supply) Lid F m Fas-Co (Enginee s Supgly) Lid
Fas-Co . | Faas- =
Enalnesrs Supply Limited HMlemd exfusirind Puk Enalneirs Supply Limited Hieed idusirind Park
Dty Birp Dalgaty Birp
Purchase Order Fita kF11 212 Purchase Order i Ef11 912
:l Tel: 01383 B23530 Fax: 01383 825021 Tel: 01363 B23530 Fax: 01383 825021
T = T ==
Acceust Mumiber E505753 Acceust Musmiber PS04753
L — algaty by [—— Dalgety tany
#0 B0 548 Fus-Co Engiwnrs Sepchy L 0 B0 88 [ —]
{== 1 3 Mariin Way COREY Meriin Wy
aETAMTS Ve Irtuniral Part MaRTHAMTS Viere Induntrial Park
NM1TIUR K11 Rx MM1TIUR K11 8T
Purchaan  (Ordar corang Order Data 570003 Order Ref: Purchaan  (Ordar corang Order Data : 3.7.2003 Order Ref:
Supplior Mo - 268487 Expicted delivary : 3.7.2813 Supplior Mo © 268487 Exptcted delivary : 3.7.2813
ITEM PROOUCT CODE QURNTITY  GwIT NIt TaTAL ITER PROCUCT CODE QURNTITY  GwIT NIt TOTAL
BESCRIFTION PRICE BESCRIFTION PRICE
1 IIEATZER1 1 EACH .58 4.50 ZIDEATZERT 1 EACH .58 94.50
3 PIECE EAGD DEMERAL 9 PIECE EAGD DENERAL
PIRPOSE TOGL KLY 9348 PIRPOSE TOGL KLY 9348
Contact Person: Cnarlde Guinn Contact Person: Cnarlde Guinn
TOTAL AMOUNT 54,80 TOTAL AMDUNT 84,80
- -
- -

Reject original J| Manual update in SAP || Delete in SAP |

2. You can then opt to reject the current document or the original document.

If the original document has already been posted, you cannot directly reject it in
PROCESS DIRECTOR. You have to either manually update or delete it in SAP.
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[ Duplicate/Update handling

Reject current

KPI reports

-

-

PD doc number | Doc status | Sales Doc. | 5aTy|Reg.div.dt  C .. ...
2055 [} OR  25.09.2010
2032 @ OR
2019 [} 8624 OR
— — a
2018 ] 8625 OR  14.01.2013
-
an17 o [ =4 =4 mo 1A M1 In172 i~ A
[ e | - [ Frrro |
Current arder 2056 Selected original 2018
2 TIF Attachment . [@TIF Attachment .] B |
B = b, | | b = 0 ) . [ i
=11 BEOH cBoE W | SEE BEOE @BeE) @ -
Fas-Co (Engineers Supgly) Lid = Fas-Co (Engineers Supgle) Lid -
Fas-Co S . | Fas-CGo ey
Beinaars Sunsty Limiied o e Brsinaars Sunsty Limiied A o
. Fila K11 902 . Fifle €11 2
PI.I“."III&E ‘llﬂ!ﬂ' Teel: 01383 B23530 Fas: OL333 325021 PI.I“."III&E ‘llﬂ!ﬂ' Tel: 01383 B23530 Fas: 01333 325021
= - = T
Seceust Wuiber 2505755 Seceust Wumiber 2505755
s Eaepormnis 05 J— s Eaepomrts 05 fe——
B0 BOK BAE Fan-Co Enginers Sepply Lid O BOX 538 Fas-Co Enginrs Sepply Lid
{== 1 3 Mariin Way COREY Meriin Wy
RS tare i Pt i, tare i Pt
i i1 5 S e
Purchass  Order © DOFSR Order Dote 5 F 0l frdar Ref: Purchasn  Order :  DOFE0E Order Dote 5 F.093 Order Ref:
Bupplier Mo - 2E848T Empicted delivery @ 3.7.23 Supplier Mo - 268487 Empocted delivery @ 3.7.2813
ITER PROCUCT CODE QUANTITY wiT WIT TOTAL ITER PROCUCT CODE QUANTITY T WIT TOTAL
DESCRIFTION PRICE DESCRIFTION PRICI
1 ZIDEATIEAE 1 EACH 458 44,58 1 ZIDEATIEAE 1 EACH .58 94.58
4 FIECE BRSO OEWERAL 4 FIECE ERGD GEWERAL
PIRPOSE TOGL KLY 9348 PIRPOSE TOGL KLY 9348
Contact Person: Cnarlde Guinn Contact Person: Cnarlde Guinn
TOTAL AMOUMT - B4, 80 TOTAL AMOUMT - B4, 50
-
-

L4

Reject original

|’ Manual update in SAP l[ Delete in SAP l

PROCESS DIRECTOR provides the following seven Customer Orders KPI (Key Performance
Indicator) reports. These are available as ALV reports. See the SAP documentation for

information on using ALV reports.

To call up the reports, go to SE38, enter the report name and click the Execute button or press

F8.

Report

Report name

Customer orders - Overview

/EBY/PDSO_KPI1

Customer orders - ltem overview

/EBY/PDSO_KPI2
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Customer orders - Processing issues

/EBY/PDSO_KPI3

Customer orders - Processing statistics

/EBY/PDSO_KPI4

Customer orders - Currently running workflows

/EBY/PDSO_KPI5

Customer orders - Approver time

/EBY/PDSO_KPI6

PD Documents - (Cross-process) overview

/[EBY/PDSO_KPI7

Each report provides a number of selection criteria to limit the report to specific documents. In
addition, it is possible to specify up to three fields by which the information in the report is

grouped. For example, the information can be displayed per sales organization, year and month.

Customer orders - Overview
&

Created on
Document status
Sales document type
Purchase order type
Sales Organization
Distribution Channel
Division

Sales group

Sales office

Sold-to party
Requested deliv.date

to
to
to
to
to
to
to
to
to
to
to

| Grouping

Field 1 |saLEs oRs

Field 2 [¥ERR

”U”HN]

Field 3 [MowTE
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This report gives an overview of the customer order data. It displays the net value and number of

documents.
Examples
Sales :Z.‘rrgzlA Year”|Month™ Curr. © = Met value|E  #Docs
[1000 ]2010 03 EUR Zym 0,00 = 280
GBP ihm 0,00 = 280
05 EUR Zym 0,00 = 280
GBP ihm 0,00 - 840
2011 06 EUR Zym 54.040,00 = 1.960
IPY s 14.981.400,00 = 280
10 EUR Zym 0,00 = 280
2012 01 EUR &ym 26.460,00 = 280
03 EUR Zym 16.716,00 = 560
04 GBP ihm 56.560,00 = 280
n = s 15.135.176,00 =« 5.320

Report grouped by sales organization, year and month

Customer Orders overview

X ETFF BE & <% [T o s BHHeE

Sales DrgaA Year ™ Posting tyA curr. *|z MNet valug E  #Docs
[1000 jzum Manual EUR &« 0,00 = 560
GBP &= 0,00 « 1.120

2011 EUR &5 54.040,00 = 2.240

IPY &= 14.981.400,00 = 280

2012 EUR &5 43.176,00 = 840

GBP &= 56.560,00 = 280

I1 == 15.135.176,00 == 5.320

Report grouped by sales organization, year and posting type
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Selection criteria
Customer orders - Overview

&

Created on T _‘ to
Document status IT-C:-_I‘." to
Sales document type ] to
Purchase order type ] to
Sales Organization ] to
Distribution Channel [ to
Division [] to
Sales group [] to
Sales office ] to
Sold-to party to
Requested delv.date to
| Grouping

Field 1 [sn1ES_ORS

Field 2 [¥E2R

Field 3 [monTH

Grouping criteria

Component | Short Description
[CREATE_DATEj Date on which the record was created

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

PARTM_MNUMB Customer Mumber 1
PD_USER Current processor

POST_TYPE P.Type

PO_METHOD  Customer purchase order type
REQ DATE_H Reguested delivery date
SALES_ORG Sales Organization

STATE State of a PD object

WEEK Week no.

YEAR Year
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This report provides a variety of information about customer orders, including item-level
information (number of order items, average quantity and total line item quantity).

Example

Customer Orders Item Overview
& 59 F =3 ¢ ZH Tl B H

Material = Description * Sales unit™ = #Items E Avg. Quant E Tot. Quant
¥-352 = . 215 = 20 = 4.300
¥-333 &% Farbe 10 Liter Dose . 645 = 8= 5.160
¥-352 & Farbe 5 Liter Dose . 645 = 7= 4.300
¥-332 &4 Paint 5 | can . 430 = 6 = 2.365
n, == 1.935 .. 8 .. 16.125

Selection criteria
Customer orders - Item overview

=1

L®_l
Created on to
Document status B to B
Sales document type [ | to [ |
Sales Organization 1020 to |
Distribution Channel B to B
Division ] to | |
Sales group [ | to [ |
Sales office [ to [
Sold-to party to
Requested delv.date to
Current processor to
Material 1000 to
Material entered to
Plant ] to |
Purchase order type [ | to [ |
Grouping

Field 1 MATERTAT

Field 2 SALES_UNIT

Field 3



PROCESS DIRECTOR User Guide for SAP GUI 7.2

Grouping criteria

Component | Short Description
[CREATE_DATE] Date on which the record was created
DOC_TYPE Sales Document Type
MATERIAL Material Mumber

MAT_ENTRD  Material entered

MONTH Maonth

PARTH_MUMB Custorner Number 1

PD_LSER Current processor

PLANT Plant

POST_TYPE P.Type

PO_METHOD  Customer purchase order type
REQ DATE H Requested delivery date
SALES_ORG Sales Organization
SALES_UMIT  Sales unit

STATE State of a PD object

WEEK Week no.

YEAR Year

This report provides information about the errors that occur during the processing of customer

orders.

Example

Customer orders - Processing issues

&

Customer

0000001258 Cranfield Aerospace Ltd.

T Msg...
45
112

“ Name 1

0000001000 Becker Berlin

45
15
12
9
15
197
112

&Y ¥ =3 @ TS B s

Message text £ o%Docs
Unable to determine sales organisation . 0,11
Please enter sold-to party or ship-to party e 0,11
Unable to determine rmaterial number of dhm 0,51
Unable to determine sales organisation e 0,17
Expected tem value differs to much for item no. : e 0,17
Customer PO already used in PD document e 0,51
Order without net value e 0,17
The reference has already been completely copied or rejected i, = 0,06
Sold-to party not maintained for sales area e 0,17
Please enter sold-to party or ship-to party . 1,08

E #Docs

.
WHWe WwWwe NN

[
[y
=]
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Selection criteria
Customer orders - Processing issues

&

Created on to
Document status [ to
Sales document type ] to
Sales Organization [1024] to
Distribution Channel [ to
Division [] to
Sales group [] to
Sales office ] to
Sold-to party to
Requested delv.date to
Current processor ' to
Message type (E,LW,...) M to
Message ID ' to
Message number [] to
| Grouping

Field 1 [prmTN MTMB

Field 2 '

Field 3 '

Grouping criteria

Component | Short Description
[CREATE_DATEj Date on which the record was created

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

MSG_ID Message ID
PARTM_MUMB Customer Mumber 1
PD_USER Current processor

REQ_DATE_H Reguested delvery date
SALES_ORG Sales Organization

STATE State of a PD object
WEEK Week no.
YEAR Year
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This report provides statistical information about the processing of customer orders.

Examples

Customer Orders processing statistics
@ 29 F &% <% [ 08 BB s

Customer * Name 1 “|Z Time PDLhr] EWCLhr]
0000001260 & Fas-Co Engineers Supply Ltd = 69
0000001352 &5 HADENE

0000001261 25 OPTARE

I, am 17

Customer Orders processing statistics
@ 29 F &%

Customer * Name 1 “|Current prA E Time PDLhr] EWCLhr]

0000001260 & Fas-Co Engineers Supply Ltd . 14
0000001352 25 HADENE

0000001264 2 LOGITRADE

0000001261 25 OPTARE

B (] 4

Customer Orders processing statistics
@ 29 F &%

Customer * Name 1 “|current pnrA E Time PD[hr] E WCLhr]
0000001260  Fas-Co Engineers Supply Ltd HAAK
(i)
ZOULGAMI
0000001260 Ly . 14
0000001352 25 HADENE
0000001264 & LOGITRADE
0000001261 25 OPTARE
5 (] 4

i <% [ T Is B

<T@ T In B S
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Selection criteria
Customer orders - Processing statistics

=1

L®_l
Created on 01.01.2012 to 31.12.2012
Document status [o] to [
Sales document type ] to ]
Sales Organization [100a] to ]
Distribution Channel [ to [
Division [] o | |
Sales group ] to ]
Sales office ] to ]
Sold-to party to
Requested delv.date to
Current processor ' |to '
| Grouping
Field 1 [prmTN MTMB '
Field 2 ' '
Field 3 ' '

Grouping criteria

Component | Short Description
[CREATE_DATEj Date on which the record was created

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

PARTH_MUMB Custorner Number 1
PD_LSER Current processor

REQ _DATE H Requested delivery date
SALES_ORG Sales Organization

STATE State of a PD object
WEEK Week no.
YEAR Year
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This report provides information about the currently running workflows.

Examples
Currently running workflows
T a9 F &%

1<% @ T 0% BH < &

Workflow I | Workflow desc. “Workflow s * Step AStep posit £ #Docs

[wwwc < Approve document WNSTEP1
WINWC h WNSTEP2
WINWC & WNSTEP3
WW_POST  £3IV_POST JV_S1_POST
W_POST & V_S2_POST
PZWC_PRO, & PZ workflow 1 PZTESTL
PZWC_PRO. PZTEST2
BG_TEST ., Test BG BG_STP_1
BG_TEST & BG_STP 2
5

Workflow I~ Workflow description” | Workflow s
WHNWC — Approve document WHNSTEP1

WNSTEP2
WNWE &
WNWC iy WHNSTEP3
V_POST  .,JV_POST V_S1_POST
W_POST & V_S2_POST
PZWC_PRO. -, PZ workflow 1 PZTEST1
PZWC_PRO = PITEST2
BG_TEST . Test BG BG_STP_1
BG_TEST & BG_STP_2
21

1=
2.
3.
1«

e i - - -

[
[

[
el

Workflow step

NALEPACZ2
NALEPACZ2
NALEPACZ2
NALEPACZ2
NALEPACZ2
NALEPACZ2
NALEPACZ2
NALEPACZ2

Step position E #Docs

1
2

=

e e et el = B = e R e e =R SR S - - ]

-
NN

== 62
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Currently running workflows
T a9 F &%

Workflow I
[wwwc

WHNWC
VHWC
WHNWC
VHWC
VHWC
WHNWC
VHWC
VHWC
IW_POST
IW_POST
PEWC_PRO

PZWC_PRO &5

i, Test BG

BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST
BG_TEST

I

“ \Workflow desc.

d]

L Approve document

O 0= 0 0= 0= 0= 0: 0=

=, IV_POST

&5 PZ workflow 1

1 1 N =

WHNSTEP1 1
WHNSTEP2 2
WHNSTEP3 3
W_S1_POST 1
W_52_POST

PZTEST1

PZTEST2 2
BG_STP_1 1
BG_STP_2 2

<@ 0 B

“Workflow s © Step AStep posit Current pr

ESEN
KRAUSE

ESEN
KRAUSE

ESEN
KRAUSE

ESEN

ESEN
HAAK
HINZ
INOTAI
KOLODZIE]
WCTEST1

ESEN
HAAK
HINZ
INOTAI
KOLODZIE]D
WCTEST1

*|z #Docs

[
h
(SRR R R Y - R S R R R R ¥, R - R S R R R R R TS R TS R R T R % N R Y R %)
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Selection criteria
Customer orders - Currently running workflows

=1

L®_l
Workflow ID to
Workflow step ID to
Sales document type ] to ]
Sales Organization ] to ]
Distribution Channel [ to [
Division [] o | |
Sales group [] to []
Sales office ] to ]
Sold-to party to
Requested delv.date to
| Grouping
Field 1 [we_1D '
Field 2 [we_sTER TD '
Field 3 ' '

Grouping criteria

Component | Short Description
[CREATE_DATEj Date on which the record was created

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

PARTM_MNUMB Customer Mumber 1
PD_USER Current processor

REQ DATE_H Reguested delivery date
SALES_ORG Sales Organization

STATE State of a PD object
WC_ID Workflow 1D

WC STEP_ID  Waorkflow step ID
WEEK Week no.

YEAR Year
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This report provides information about the average time each approver spends on a workflow.

Example

Approver time
@ 29 F &%

Approver “|User type Username
m bl

I_I(F‘L.ﬂ'lUSE =

BIERBALM =

KRAUSE

I,

Selection criteria

<@ W0s B

Month™ EWChr] £ #Workflows

10 . 23 . 2
11 = 5513 = 1
. 46 = 3
s 950 =& 6

Customer orders - Approver time

=1

L®_I
| | | . |
Waorkflow 1D to
| | | . |
Workflow step ID to
m m
Approver type to
Approver user ID ' Ito '
1 1
Sales document type to
1 1
Sales Organization to
o | o |
Distribution Channel to
Division to
m m
Sales group to
| | | |
Sales office to
| . | e |
Created on to
| . | e |
Sold-to party to
| . | e |
Requested delv.date to
| Grouping
Field 1 [»PEROVER '
Field 2 (MONTH |
Field 3 ' '
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Grouping criteria

Component | Short Description
[APPROVER | ApprovedBy
CREATE_DATE Date on which the record was created

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

PARTH_MUMB  Custorner Number 1
PD_LSER Current processor

REQ _DATE H Requested delvery date
SALES_ORG Sales Organization

STATE State of a PD object
WC_ID Workflow ID
WC_STEP_ID  Workflow step ID
WEEK Week no.

YEAR Year

108



PROCESS DIRECTOR User Guide for SAP GUI 7.2

This report provides information about the total number of PD documents for all the processes.

However, no document-specific information will be displayed.

Example

PD Documentis (cross-process) ove
T a9 F &%

Object t...~ Year
'so 2007
L -

2007
2008

2008
2009

2009
2010

2010
2011

2011
2012

2012
50 o

“Month“|Z  #Docs

10
11
Zh
02
03
09
10
12
Zh
03
04
12
Zh
03
05
&h
01
06
07
09
10
&h
01
03
04
06

&h

e 5
. 9

an 14
. 1
e 2
. 1
e 3
. 2

ua 9
. 4
e 1
. 8

an 13
e 23
e 48

an 71
e 1
. 14
e 1
. 3
e 3

an 22
e 6
e 3
. 6

an 19

=ax 148

sann 148
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Selection criteria

PD Documents - (cross-process) overview

=1

L®_l

Object type S0 to

Created on to

Document status [ to [

Substate [] o | |

Workflow [ to [

| Grouping
Field 1 loBg |
Field 2 [tE2R '
Field 3 \MoNTH |

Grouping criteria

Component

I m
{CREATE_DATE |

DAY

MONTH

0B

PD_USER

STATE

SUBSTATE

WEEK
WORKFLOW_STATE
YEAR

Short Description

Date on which the record was created
Day

Month

Object type

Current processor

State of a PD object

Substate of a PD object, e.q. more specific error code

Week no.
Generic workflow state of a document
Year
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Payment Advices

PROCESS DIRECTOR for Payment Advices allows users to process payment advices and post
them to SAP. Payment advice documents are created in PROCESS DIRECTOR using
ReadSoft's DOCUMENTS. This product automatically extracts information from incoming
payment advices, whether they are delivered by fax, on paper or in electronic format, and sends
this information to PROCESS DIRECTOR.

PROCESS DIRECTOR matches the information against data in SAP and also automatically
determines organizational and other data, so that much of the payment advice data can be
automatically filled in.

If there are discrepancies in the data or if information is missing, the PROCESS DIRECTOR
payment advice document is assigned the status In error. Users can then investigate and make
corrections and post the document to SAP.

Processing payment advices

Captured payment advice documents without errors are usually posted automatically to SAP.
Documents with errors must be corrected manually.

1. Double-click the Payment Advices category in the Worklist.

The document list displays all payment advice documents. Documents that contain errors
have the status @ In error.

2. Highlight a document in the document list, or click the document number in the PD Doc
no. column.

3. If necessary, display further information. On the Application Toolbar, click:
e |tems to display payment advice line items
o« Hio display messages
o [Eyo display the document image (if available)

4. On the Attachments tab, click the PROCESS DIRECTOR scanned document
attachment to display the document image (if available).

5. Click the Check button &2, The system messages resulting from the check will help you
to identify the errors.

6. Click the Display <-> Change [#] button and correct the errors.

7. Click the Save button on the SAP toolbar.

If all information has been entered correctly, the document has the status @ Correct. You can
now send the document to a workflow or, if you have sufficient user rights, post the document to
SAP. When the payment advice has been posted, the PROCESS DIRECTOR document status
changes to @Posted.
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Example

In the following example, no customer number has been captured. In addition, the net and gross
amounts on the captured payment advice and the payment amount have been incorrectly

interpreted.

To correct the error, enter the customer number. Then change the entries in the Pymnt Amnt

column to match the entries in the Gross Amount column.

Status @ PD doc number 108 Processor E} @PROCESS DIRECTOR other scanned document »
S sex QL BEES abzl @
Company Code 11000/
Customer B ] I
Fmntadvice no. |
R @ SYNTHES
Total amounts. e Ty SYNDIES (US4)
Paymentdocno.  |RA-6007432) Payment date [ ]
PaymentAmount 10,00 Currency '6BP | REMITTANCE ADVICE
Gross amount (46,40 Cash giscountamount 0,00 odar KOO
ot op g
<« 4 ORSERS  MB00000T2
g. RA- 4007432
[erms|]| (&) 1)/ (B (@)=
-~ ~ E i C boce Nt hinet Grinn At
_a_ Crey PymntAmnt  Gross amount§ Discount amnt Documen..” Reference Year ik o iraett e i
GBP 10,00 11,60 0,00 1800000008 12-0002 @002 180000018 120000 ) DR
GBP 70,00 73,20 0,00 1800000010 12-0003 ooty umoseoll 1200 1o nas
GBP 10,00 11,60 0,00 1800000011 12-0004 T e
Yo ow se0
ot (Paymane]  Co dbet
=2l eae) AF
Action/Event LT  Detalls

-~ oo Inftial processing
* @ Perform checks
+ @ Perform checks
* @ Perform checks
« @ Perform checks
= @ Perform checks
* @ Perform checks
- @ Perform checks

@ Gross amount 23,20 GBP unequal sum of pay amount 20,00 GBP

@ Paymentadvice item 0 &
@ Gross amount 11,60 GBP unequal sum of pay amount 10,00 GBP
1« “«»

112



PROCESS DIRECTOR User Guide for SAP GUI 7.2

Payment Approvals

PROCESS DIRECTOR for Payment Approvals allows users to view and approve payment
proposals that have been created with SAP transaction F110. When a payment proposal is
created in SAP, it is displayed in the PROCESS DIRECTOR Payment Approvals overview list. It
can then be sent to a workflow for approval. During approval, users can add, remove or change
payment block indicators for individual items in the proposal. Payment items for which the
payment block indicator has been changed are clearly marked with a status icon in the overview
list.

Changes made in PROCESS DIRECTOR are automatically transferred to the payment proposal
in F110. After the payment run has been carried out in SAP, it is listed in PROCESS DIRECTOR
as completed.

Processing payment approvals

1. Double-click the appropriate Payment Approval category in the Worklist.

The document list displays all the payment approval documents. Each line represents a
payment proposal @ or a payment run &2.

(@ .| Display Payment Approval #306 (3 of 40)
P O BB TP ryments tems S8

BIF]E[F.E ) [Cd J@ =

B/ Status | Wfstatus ~ PD doc number | Run date 7| Identification Paying co. code
2] 308 23.10.2012 SZ55 1000
] ® 307 11.09.2012 ME 02 1000
@ (%) 306 10.09.2012 ME 02 1000
2] 305 ME 01 1000
] 302 31.08.2012 wo 1000
3 299 25.06.2012 HT1 1000
@B 303 24.02.2012 TEST2 1000
2 v 245 TESTL 1000
2 249 16.02.2012 ALS15 1000
=3 243 ALS13 1000
2 242 ALS12 1000
L Pt 241 ALS14 1000
2 240 ALS08 1000
3 239 ALS07 1000
=3 238 ALS06 1000

o) (]9 0¥ (B -5 OB J=

[ER vendor |Payment p.tms Crcy Local cumpmnt amnt | Cash disc...  Lost cash discnt

1025 1 104,081.93- 3,122.46-
1055 1 387.00- 11.61-
1080 3 233.00 6.69-
1101 2 15,040.90- 300.82-
1212 8 302,149.31- 8,962.81-
1950 1 100.00-

(1tems ] (&) B[] [B.] (@ .Ji<=].]

2. To process a payment proposal, double-click the document in the document list. The
Payment section displays the different vendors and double-clicking a vendor displays the
items related to that vendor.

The payment items are displayed beneath the proposal header data.

113

E Inv. PDAP.. A..S..PBk Vendor” Document...” Amount in DC Crcy  PayT | Due... Pay...” * Year CoCd” Cu..." Account... Bank... CS | BnkT IB... SWIFT... Payment item note
(&3] 10813 1080 5100000060 100.00- EUR ZBO1 2010 1000 Pmnt methods for.,
&8 11125 1080 2100000090 123.00- EUR ZB01 1000 Pmnt methods for,,

@ 11126 1080 5100000091 456.00 EUR 1000 Pmnt methods for
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3. To set, remove or change the payment block indicator, first click the button, then use
the search help in the PBk column to select the appropriate payment block indicator.
When you save the document, the & icon is displayed in the Status column of the items
for which you changed the payment block indicator. You can also perform other editing
functions such as entering cash discounts or reallocating items.

[ Change Line Items x
Block | Payment method
Payment block LBJ@‘ Payment method
Pmt meth.supl.
| Payment terms .
Baseline date 118.03.2004!
Days/percent f114 13000 | /[30 |[2.000 | /a5 |
Discount base f11.60 'EUR

| Cash discount
Discount amount
Cash discount %

| Note

Item is blocked for payment

@@[ Choose cash discount H Reallocate... J
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Creating a report

You can create a report containing the line item proposals. This report is added as an attachment
and archived with the PROCESS DIRECTOR document.

Select a document and click the Converts report output to archive document & putton to
create the report.

Display Payment Approval #371 (1 of 50)
P 6 ® BB T ryments Iems & 9

| & ||@rroCESS DIRECTOR PDF document .|[ | SR E YRR
= m =) % 2 /0 [ER| Status | Wfstatus'” PD docno Rundate ~ ID CoCd
> vz 371 17.04.2013 ZMALA 1000 =«
| & @& e v oA o o 2] 370 15.04.2013 ALX02 1000
ERAS 88 = @ £ son = 723 367 10.04.2013 WO3 1000
Find 2 723 366 26.03.2013 WO3 1000
@ v 364 W02 1000
=3 v 363 WOo1 1000
2] 362 20.03.2013 PIO07 1000
8 361 PIO07 1000
8 360 PIO07 1000
8 359 PI007 1000
B 358 PI07 1000
8 357 PIO07 1000
8 356 PIO07 1000
B 355 PI007 1000
B 354 PI07 1000
23] 353 PIO07 1000
2] 352 PI07 1000
23] 351 PI007 1000
2] 350 PI07 1000
) 349 PI007 1000
2] 348 PI007 1000
) 347 PI007 1000
23] 346 PIO07 1000 .
23] 345 PI007 1000
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Order Confirmations

PROCESS DIRECTOR for Order Confirmations allows users to create and process order
confirmations and post them to SAP. Order confirmation documents can be entered manually in
the PROCESS DIRECTOR SAP GUI or Web Application, or ReadSoft's DOCUMENTS product
can be used to automatically capture information from order confirmations. This product
automatically extracts information from incoming order confirmations, whether they are delivered
by fax, on paper or in electronic format, and sends this information to PROCESS DIRECTOR.

PROCESS DIRECTOR matches the information against data in SAP and also automatically
determines organizational and other data, so that much of the order confirmation data can be
automatically filled in.

If there are discrepancies in the data or if information is missing, the PROCESS DIRECTOR
order confirmation document is assigned the status In error or incomplete. Users can then
investigate and make corrections and post the document to SAP.

Creating an order confirmation

1. Double-click the Order Confirmations category in the Worklist, then click the Create
new document button O on the Application Toolbar.

A new document is created.
2. Fill in the header data and save the document.

If you have entered a purchase order number in the Purchasing Document field, the line
items of the purchase order are displayed in the PO Items area. This can assist you in
entering the order confirmation line items.

3. Use the New line and Delete line buttons on the line items toolbar to add and
delete order confirmation line items. The purchase order number is inserted automatically
if you have entered a purchase order number in the header.

4. Click the Save button on the SAP toolbar.

If all information has been entered correctly, the document has the status ¥ New or ready for
processing. You can now send the document to a workflow or, if you have sufficient user rights,
post the document to SAP. When the order confirmation has been posted, the PROCESS
DIRECTOR document status changes to @Processed.

Tip: You can also create an order confirmation based on a PROCESS DIRECTOR requisition
document, provided that the goods are all ordered from the same vendor and the requisition
references a purchase order. In the Requisitions document list, select the requisition and click

the & button.
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Processing order confirmations

Captured order confirmation documents without errors are usually posted automatically to SAP.
Documents with errors must be corrected manually.

1.

7.

Double-click the Order Confirmations category in the Worklist.

The document list displays all order confirmation documents. Documents that contain
errors have the status @ In error or incomplete.

Highlight a document in the document list, or click the document number in the PD Doc
no. column.

If necessary, display further information. On the Application Toolbar, click:
e Items to display order confirmation line items

e PO items to display purchase order line items

o« Hio display messages

o [Eyo display the document image (if available)

On the Attachments tab, click the PROCESS DIRECTOR scanned document
attachment to display the document image (if available).

Click the Check button &2 The system messages resulting from the check will help you
to identify the errors.

Click the Display <-> Change button and correct the errors.

Click the Save button on the SAP toolbar.

If all information has been entered correctly, the document has the status P New or ready for
processing. You can now send the document to a workflow or, if you have sufficient user rights,
post the document to SAP. When the order confirmation has been posted, the PROCESS

DIRECTOR document status changes to @Processed.

Example

In the following example, no order units have been transferred from the captured document. In
addition, for item 40 the vendor material number has been entered instead of the material number
from the purchase order.

To correct the errors, enter the order unit PC in all order confirmation line items. In line item 40,
change the material number to 40-200F to match the purchase order.
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Status [ PD doc number 64 Processor
Vendor W‘ Name |Blumenbecker Industriebedarf GmbH
Account with vendor Delvery date 26.04.2011
Purchasing Document 4500016171 Cumency EUR
Order acknowledgment | ABS75764 Created on 30.05.2011
 [rems] | (5] [B][F] [E1] 521
B3| Purch.Doc.  *|” k... Material | MPN | Quantity| OUn | Delv. date Net price | Net valie | Crey
| 4500016171 10 40-100C 50,000 26.04.2011 1,20 60,00 EUR
L 20 40-100C 30,000 1,20 36,00 EUR
| 30 40-100R 40,000 1,20 4800 EUR
= 40 | K4033MATT 30,000 1,40 42,00 EUR

[Po rems] | (& [£][F] (B L]

B3| purch.oc.  *|* It...| Materal |Short text | Vendor mat. no. Quantity |OUn | Delvery da... Het. |  Net price
L 4500016171 10 40-100C 220035V 40 50 |PC 26.04.2011 1,20
| 20 40-100C 220035V 40 30 |[PC 26.04.2011 1,20
30 40-100R 220035V 40 40 |PC 26.04.2011 1,20
E' 40 [ 40-200F Kolben A 40/ K4033 MATT | 30 |PC  |26.04.2011 1,40
Zlal[a][ala] [&][=]
Action/Event LTxt  Detais
~ @00 Initial processing 30.05.2011 17:28:13 User: SYSTEM Wersion: 1
+ @ perform determinations Successfully verified purchase order 4500016171
* %@ Perform checks
+ @ Perform checks Order units differ
- @ Perform chacks Order units differ
+ W@ Perform checks Materal number K4033MATT differs from that of ordered materal 40-200F |
+ 1@ parform chacks Order units differ

+ QA0 Data reception 30.05.2011 17:28:12 User: SYSTEM Version: 1
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Accounts Payable

PROCESS DIRECTOR for Accounts Payable allows users to process accounts payable
documents such as invoices and credit notes and post them to SAP. Accounts Payable
documents are created in PROCESS DIRECTOR using ReadSoft's INVOICES. This product
automatically extracts information from Accounts Payable documents, whether they are delivered
by fax, on paper or in electronic format, and sends this information to PROCESS DIRECTOR.

PROCESS DIRECTOR matches the information against data in SAP, and also automatically
determines organizational and other data so that much of the accounts payable document data
can be automatically filled in.

If there are discrepancies in the data or if information is missing, the PROCESS DIRECTOR
Accounts Payable document is assigned the status, In error. Users can then investigate and
make corrections and post the document to SAP.

Note that it is currently only possible to send Accounts Payable documents to a workflow or to
process workflows from the document detail view, not from the document list.

Processing Accounts Payable documents

Captured Accounts Payable documents without errors are usually automatically posted to SAP.
Documents with errors must be manually corrected. For detailed information on processing
Accounts Payable documents, see the PROCESS DIRECTOR 7.2 Accounts Payable User
Guide.

1. Double-click the Incoming Invoice category in the Worklist. You can also choose to
double-click the MM Invoices or Fl Invoices category to display the corresponding type
of invoices.

The document list displays all the Accounts Payable documents. Documents that contain
errors have the Erroneous @ status.

2. Highlight a document in the document list.
3. If necessary, display further information. On the Application toolbar, click:
e Items to display line items
e Accounts to display account assignments
e PO Items to display purchase order items
o« Hio display messages
o [Eyp display the document image (if available)

4. Click the Check button &2 The system messages resulting from the check will help you
to identify the errors.
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5. To correct the errors, click the document number in the PD doc no column or click the
Detail view & button, and then click the Display/Change [#] button .

6. Click the Save button on the SAP toolbar.

If all the information has been entered correctly, the document has the Correct @ status. You
can now send the document to a workflow, or if you have sufficient user rights, post the document
to SAP. When the Accounts Payable document has been posted, the PROCESS DIRECTOR

document status changes to Posted &.
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Invoice Block and Cancelation

PROCESS DIRECTOR for Invoice Block and Cancelation allows users to create requests to
block or release invoices for payment, or to cancel invoices.

Creating a block/unblock request

1. Double-click the Invoice Block and Cancelation category in the Worklist, and then click
the Create new document button O on the Application Toolbar.

2. Fillin the required fields and click ¥’. The Document no. field refers to the PROCESS
DIRECTOR Accounts Payable document number.

[& Select posted document x
IF =

Document no. I_181[]51 _|

Company Code

Invoice doc. no

Fiscal Year

(%]

3. The topmost Payment block drop-down list specifies what the document has been set to
currently, whereas the bottom Payment block drop-down list specifies what you want to
set it to. Select the desired blocking or unblocking option.

st... | wf...| att. [T PD doc ... Doc. no. CoCd | Invoice doc. no Year Posting Date Reference Amount  Crey | Vendor MName 1 PBk | PBk
> 0 18106 1000 1900000078 2012 13.04.2012 10,000,000... EUR 1000 C.E.B. BERLIN A

Note: You cannot change the available blocking options from one to another before first
freeing the document for payment.

4. Click the Save button on the SAP toolbar.

When you have saved the document, a PD document number is assigned. If all information has
been entered correctly, the document has the status @ Ready for processing. You can now send
the document to a workflow or, if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to

B Processed.

Canceling an invoice

1. Double-click the Invoice Blocking/Unblocking category in the Worklist, and then click
the Create new document button 3 on the Application Toolbar.

2. Fillin the required fields and click ¥. The Document no. field refers to the PROCESS
DIRECTOR Accounts Payable document number.
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[ Select posted document x

Document no. 18106
Company Code 1000
Invoice doc. no

Fiscal Year ]
Trans. type E

3. Set the reversal reason and posting date. If you select the Reverse PD AP document
check box, the PD AP document will also be canceled; not just the document in SAP.

Status Lo PD doc number 0 Processor Barbara Jones
General
Document no. 18106
Company Code 1000
Invoice doc. number 1500000078
Fiscal Year 2012
Posting Date 13.04.2012]
Currency amount EOR |[10,000,000.00
Vendor 1000 C.E.B. BERLIN
Cancel
Reversal reason 07 Incorrect document date -
Posting Date (25.10.2012]

[#|Reverse PD AP document

4. Click the Save button on the SAP toolbar.

When you have saved the document, a PD document number is assigned. If all information has

been entered correctly, the document has the status ‘@ Ready for processing. You can now

send the document to a workflow or, if you have sufficient user rights, post the document to SAP.
When the changes have been posted, the PROCESS DIRECTOR document status changes to

@ processed.
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Electronic Bank Statements

Overview

This process type provides a list of electronic bank statements with uncleared items, which are
imported from SAP. Payment advices can be automatically or manually assigned to the uncleared
items. If a match is found, the payment advice is automatically assigned, via a preset. If no match
is found, the user can manually enter the payment advice number, or create a new PROCESS
DIRECTOR payment advice document and post it in SAP. The details are then entered in the
PROCESS DIRECTOR electronic bank statement item.

Clearing an item

You can clear an item in the following ways:

1. If amatch is found, the payment advice is automatically assigned via determination.

2. If no match is found, you can manually select the payment advice number by using the
search help:

a. Select the bank statement with the uncleared items.
b. Select the uncleared item and click the Change data button.

c. Fillin the required information in the Assign data popup and click the Continue
button.

3. You can create a new PROCESS DIRECTOR payment advice and post it in SAP.
a. Click the Create Payment Advice button.
b. Fillin the required information and save and post the document.

[ il
I_SL?tus _IH PD doc number O Processaor Carsten Nelk
General -

Company Code 1000
Customer
Prant advice no. Adv.header text 0100000114

Total amounts

Payment doc.no. Payment date 19.03.2013
Currency EUR

Payment Amount 31.000,00 | Item total a,00
Gross amount Balance

Cash discount amount

c. After saving and posting, the PROCESS DIRECTOR and SAP Payment Advice
document numbers are entered in the line item. You can clear the item by clicking the
Post button.
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[rems] (&) [B]F]R] =] @[RT8]7]
Status PA doc no Pmnt advice no. | Account
® 4130 0400000000004130 | 1000

4. You can post the clearing in FBO5.

2 [ Dstbute dff. Charge off dff. P Edting cptions @ Cash Dsc. Due

“partal ‘Res.xems | (=

 Account Rems 1050 Becker AG N - :

Document... D. Docum... P..Bu.. Dd...  EUR Gross ‘Cash dsent Casho.

1200002613 DR 20.11.2- 01 384~ 2.100,00 63,00 3,000

1200001614 D& 20.11.2. 01 304 2.110,00 63,3 3,000

1800001615 DR 20.11.2.. 01 324 2.120,00 63,60 3,000

1800001616 IR 20.11.2- 01 e~ 2.130,00 €3, 3,000

1200001617 DR 20,13.2. 08 384 2.140,00 64,20 3,000

1200001618 DR 20.11.2_ 01 324~ 2.150,00 64,50 3,000

1400000002 B2 25.02.2. 16 - 129, 60- 3,000

11400000002 DZ 25.02.2- 16 471~ 129, 50~ 3,000

1400000002 D2 25.02.2- 16 71~ 130, 20- 3,000

1400000002 D2 25.02.2- 16 471- 130, 50~ 3,000

1800001756 TR 15.02.2- 01 an- 4.360,00 130,80 3,000

1400000003 B2 25,02.2- 16 an- 130,13~ 3,000

an L

B a9 (88 Gros<... |88 curency (1 mems [§_mems | [1_ose. [§_vsc. |
 Edang status |
Mumber of tems. 12 Amount entered 28,00
Doy from Rem i Assigned 0,00
Reason code - Dfference postngs | ]

Display In dearng currency Not assigned 25,00 |

Clear the item in FBO5 by clicking the Perform button.

o] (B B[P0 ) B [S]7]
lswu.s P& doc noPrmnt advice no.
4130
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Index
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payment approvals

about payment approvals 110
processing 110

payment block indicators 110
payment proposals 110
payment runs 110

personal settings 43
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PROCESS DIRECTOR
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workflows 33

status
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T
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Worklist 4 rejecting documents 39
w removing processors 34
workflows starting 33
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