PROCESS DIRECTOR
User Guide for SAP GUI

Version: 7.3

Written by: Product Knowledge, R&D
Date: September 2016

"2 Lexmark’



© 2016 Lexmark International Technology, S.A. All rights reserved.

Lexmark is a trademark of Lexmark International Technology, S.A., or its subsidiaries, registered in the
U.S. and/or other countries. All other trademarks are the property of their respective owners. No part of this

publication may be reproduced, stored, or transmitted in any form without the prior written permission of
Lexmark.



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

Table of Contents

1A o Te 1N X 4T o I PRSP PP 7
ADOUt PROCESS DIRECTOR ..ottt ettt ettt et et e e e e e e s nbabe e e e e e e e e snnbnneeaaens 7
Y o To 10 € T ES 3 11 T [ 8
IR/ o oTo =T aT(or=1 I oa ] 0 1Y/ =T o 11T o1 9

LTS 1A T [0 IR = T (= To [T RRTT T 10
Starting PROCESS DIRECTOR .....uiiiiiiieiiiiiiiiies e s st ee e e e e s ssiatee e e e e s s snnntneeesseeesnsnnnnnnneeaeesanns 10
Lo 4 PSPPSR 10
WOTKIISt SEIECHION SCIEEN .....eciiiiitie ettt 12
Start-UpP SEIECTION SCIEEM ......eeiiiiii ettt e e e et e e e e e e s bbb e e e e e e e e e annbeneeaaeas 13
DOCUMENT TIST ...ttt ettt e e ekt e e ekt e e ek e e e s et b e e e e aabr e e e e annneeeeneee 15
DOCUMENT LA ...ttt et e e et e e e et e e s snr e e e e e 16
DOCUMENTE STALUSES ......eviiiiiiiei ittt e e s s s e e e e e s s s e ee e e e e e naae 17
WOTKFIOW STALUS ICOMNS ...ttt et e s et e et esanbre e e e 18
YA (= 0 T 0 0 STT= Lo = 20
DOCUMENT FEIALIONS ...ttt et se e srr e s e e s e e nn e e nreeennee e 21

Creating and editing dOCUMENTS ..ot a e e e e e e e e e e e sanneees 22
L@ ¢= -] o = W0 (0T U Ty =Y o USSR 22
Creating a document from an external file..........ccccovviiiiiii e 22
0o 13 ] o = Wo (o T U T =T o A USSR 23
Uploading line items from an external file ... 24
USING €NEIY LEMPIALES .....eeiiiiiiiiiee ettt e e e e ettt e e e e e e s abb e e e e e e e e s sanabebeeeaaaaeaanns 24
(0] o)/ TaTo = We [oTo1 U1 1 1T o | PP PUPP T PPUUPPRRT 26
Deleting @ AOCUMENT .......eiiiiie ettt e e e e et e e e e e e s e bt be e e e e e e e e aannbabeeeaaaeesann 26
Assigning a documMENt t0 ANOTNET USE .......eiiiiii it e e e e e 26
ViIeWiNG AOCUMENT VEISIONS .......ueiiiiiieiiiiitie it e ettt e e e e ettt e e e e s e s bbb e e e e e e e s e snnbeeeeaeeeeaannnneees 27
S o] 11T g T [0 Lo 0 g 1T | €SS 28

Messages, notes, texts and attaChMeENTS. ... e 30
SENAING MESSAYES ..ceiieeetieieieee ettt re e et e st eeeeesa s e taearaaesssanstatereaeeesaaasstaseeeeeesaassnnrnnneeeeesanns 30
FXo (o1 g o =g o Y oAV o Vo I o ] (=R 31
FXo (o1 g o = U o Y oAV T Vo IR (= £ PSR 33
Adding and viewing attaChmMENTS ........ooouuiiiiii e 34

Checking and poSting dOCUMENTS ......cci i e e e s s e e e e e e e ennneees 38
Checking @ OCUMENT ........uiiiii ittt e e e ettt e e e e e e e s bt e b e e e e e e e s e nnabeeeaaaeeeanns 38
REJECHING @ HOCUMEBNT .....eeiiiiiiiiee ettt e e e e e e s bt e e e e e e e e e aanabnbeeeaaaeeeanns 38



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

[0 1Sy i1 o = o oYU [y =T o A USSR 39
Posting Via an SAP tranSACHION.........uuiieiiiiiiiiiiee e secsieee e e e s s er e e e e s s e e e e e e s s nnnn e rreeeeeeann 40
Linking a document to an existing SAP dOCUMENT .........cooiiiiiiiiiii e 40
REVEISING @ QOCUMENT .....eiiiiiiiiiiet ettt e e e e e ettt e e e e e e s e abbbe e e e e e e e s sannbnbeeeaaaeesanns 41
Displaying @XLErNal Qata.........cooiiuuriiiieiie et e e et e e e e e s abn e e e e e e e e aaas 41
USING WOTKIIOWS e e e e s e e e e e e e e s s st e e e e e e e s e nnsbeneeeeeeeannnnnnes 42
SEArtiNg @ WOIKFIOW ....ccei ittt e e e e e bbb e e e e e e e annbeeeeaaeas 42
AddiNg and rEMOVING PrOCESSOIS ..ceieeiiiiuiieiieaaeaaaittteeeeaaaaaaaatbbeeeaaaaaaaasbeeeeeaaaaaaaannbeeeeaaaessaannsnees 43
ReCalling @ WOIKFIOW ......uveeeiie i e e e e e e e e e e e e s ennnnaeeeeeeeenanns 45
Recalling Accounts Payable dOCUMENTS..........uiiiiiiiiiiiiiiiee e e e s e e e e e ne e e e e e e 46
VieWiNg WOTKFIOW SALUS ........ceeiiiiieie et e e e e e e e s et e e e e e e e s e nnneees 46
WY o] o1 00XVZ o Ie [oToN 4 0= ) PSR a7
F Y o] o1 00X o I [T U= (=T o 0 P 48
=TT 1] T o Lo Tt U Ly =T o1 £ USSR 48
FOrwarding AOCUMEBNES .....cciiiiiiiiiiiii ettt e e e e et e e e e e e s abbbe e e e e e e e e annbnreeeaaaeeaanns 49
Sending and ANSWETNG QUETIES. ....ciiueetiieeea e ettt ee e e e e e ettt e e e e e s s saeb e e e e e e e e e s nbbbeeeeaaeessannbereeeaens 50
Processing workflows in the SAP Business WOorkplacCe...........oocuuiieiiiiiiiiiiii e 51
Changing personal SEHINGS ...oocuviiiiiie e s e e e e s e e e e e s s e e e e e e e e e nnnneees 52
CUSTOMIZING thE QISPIAY -...eeeeeieeeeete et e e e s et e e e e e e s anb e eeaaaeeeanns 52
ASSIGNING SUDSTILULES ....ceiiiiiieeie et e e e et et e e e e s e e e e e e e e e s e nneeees 56
[RNCT 1] €=T 0 T of = P TP PP PPPP PP PUPPP PP 60
FaY o] o] [Tof= 4o o T Mo To] o =T T o] g 1= PR 60
KeYDOArd SNOMCULS .......uiiiiiiie e e e e s e e e e e e e s s s e e e e e e e e s snnnnanneeeeeenanns 62
ACCOUNTS PAYADIE ... ittt e e e e e e bb e e e e e e e e e snbreaeeaaeas 64
Processing Accounts Payable dOCUMENTS.........ciiiiiiiiiiiiiiee e e s r e e e e e e e e e 64
ACCOUNES RECEIVADIE ...t 65
Creating a PAYMENT QAVICE ......coiiiiiiiiiiie ettt e e e e ettt e e e e e e e sabb et e e e e e e e s e santbeeeaaaeeeanns 65
Processing PaymMeENt A0VICES .........uuiiiiiiiiiiiiii ittt e e e et e e e e e e s s ababeeeeaaeeeanns 67
N o 14T o S 69
Processing archive dOCUMENTS .........ooiiiiiiiii ettt e e e e e e e e abn e e e e e e e e e anns 69
F XY A =T g = Vo =0 1= o S 70
Creating an asset aCqUISItION FEOUEST.........ccuviiiiiie et ir e e e s e e e e e s s e e e e e e s s reeeeeeeeeanns 70
Creating an asset retir€MENt FEQUEST ......cooicuviiiiee e ee e e e e e e e s e e e e e e s s eeeeaeeeanns 71
Creating an asset tranSfer FEQUEST........iiici i e e e s eeeeaeeeanns 72
O U] o] 11T GO o L= £ T TP PP PP RP P PPRPPN 74
Processing CUSTOMET OFAEIS ........uuiiiieiie e i eecie et e e s e st e e e e e e s s s e e e e e e s nsnnabe e e e e e e e s snnnnrnneeeeeeeanns 74



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

[ F= g To [T oo o [0] ] o= 1= 0] o [=] &SRR SSSRR 76
Y= [T 1S T o o] =T 11 o o SR SESR 77
KPLTEPOITS ... 78
Electronic Bank StAtEMENTS .......cviiiiiiiii e 94
Processing electronic bank StatemMENtS ............oiii i 94
(T T o To = T I 1= o [ PP PRP T TPPUUUPTUR 95
L T Tod oI o =3 1 o Yo RS 97
Creating a fINaNCIal POSTING ......coi i e et e e e e e e s senebeeeaaaeeeaans 97
Changing the POSHING tYPE ..eeiieeeiiiiee e e e e e e e e e s s st e e e e e e s s snnnreneeeaeesanns 99
General Ledger ACCOUNT POSHINGS ...vvvviiieeiiiiiiiiiei e e e s isieite e e e e e e s st stee e e e e e s s snsnteaeeeaeeesnsnnnnnnneeaeesanns 99
LOL 1S3 (0] 14 LT gl =0 1 1] o L 102
LCToToJo FJ R iCToT =] o) £ TP UUTT T TPUPPPPPUR 105
@Iz -Vl o =W oo To SN =T o7 =1 o] S 105
o Tot=TSISY [ To Je ToToTo KNy =T ot o) P RRSR 107
(0= T (ot 1T le ToToTo IS (=T ot =1 T o AT 108
Invoice BIOCK and CanCelation..........cooviiiiiiiiiie e 109
Creating a block/UNDIOCK FEOUEST..........oiiiiiiiee e 109
(0 T [od] e [o J= Lo T 1Y/ ot TP PTTT TP 110
Master Data MaINTENANCE ........coiiiieeeeiee it s e s e e nne e s e 111
Creating an asset master MainteNaNCe MEOUESE .........oiiuuiiiiiiie et a e 111
Creating a cost center MaiNteNaNCe FEOUEST .........ccviiiiiiiiieiee ettt 113
Creating a customer master maintenanCe rEQUESE...........uueerereeeiirieiieee e e e e e sstererr e e e e e e snnrnaeeee s 115
General [@dgEr ACCOUNLES .......ciiieeiiiiiiieie et e e e s e e ee e e e e e s st e e e e e e e s st eeeeeeessnsbeeeeeeeeeeesnsrnnereees 116
Creating a profit center MaintenNaNCe FEQUEST........ciieeiiiieiiieeeee e crietee e e e e e s ssrre e e e e e e e snnrnaeeee s 119
RV =T 0o o] £ TP PP PTR PPN 120
Order CONFIFMEALIONS ....ieiiiiiiiii ettt e et e ssn e s e e e nnre e sneeenee e 125
Creating an order CONIrMEaLION ............eiiiiiiiiie e e e eeeeas 125
Processing order CONfIMALIONS ........coiiiiiiiiiii e e e e e 126
oY L= T AN YA o - PSR 128
Creating a PaYMENT QAVICE ......ooiiiiiiiiiie ettt e et e e e e e et e e e e e e e e e aanbaaeeeeeas 128
Processing PayMeENt A0VICES .........uiiiiiiiiiiiiiiiie ettt e e e e et e e e e e e e s nnbbeeeaaaeaeanns 130
PayMeENt APPIOVAIS ...ttt e e ettt e e e e e e s bbb be et e e e e e e anbbeaeeeae e e e e aneeees 132
Processing payment aPPIOVAIS ........uuieeeiiiiiiiieieee e e s setiiee e e e e e s s sstaeee e e e e e s s ssnraeeeeaeessnnssnraneeeaeesanns 132
(@<= V] o = T 1= o To o A 134
R CTo [T EST LT oY 1= TP PTPT PP 136
Creating a requISition dOCUMENT .........uuiiiie e e e e e s e e e e e s s e e e e e e e e snrnneeeees 136



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

ENtering hAAEr ALA ........cceeiiiiiiiiiiii e s e e e e e s e e e e e e e s s nnnraneeaeeeeann 136
a1 C=Y g o LT TR (=T 00 1RSSR 137
ENntering aCCOUNt @SSIGNIMENES .......uiiiiiiiiiiiiiii ettt et e e e e e e e e saab e et e e e e e e s nbbbeeeaaaeaeanns 141
Y=Y aTo = W (o 1ol U [ 1 1= o | PO TT TP 142
10T 1= TSP PP PRP 143



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

Introduction
About PROCESS DIRECTOR

PROCESS DIRECTOR 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 Accounts Payable

e Archiving

e Asset Acquisition

e Asset Retirement

e Asset Transfer

e Customer Orders

e Electronic Bank Statements

e Financial Postings

e (Goods Receipts

e Invoice Block and Cancelation

e Master Data Maintenance

e Order Confirmations

e Payment Advices

e Payment Approvals

e Requisitions

In addition, customers can configure their own process types.
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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. Some features may not be available for all process
types, and your user rights may restrict which features you are allowed to use.

The guide contains the following chapters which provide information relating to all process types:

e Getting started

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

e 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.

e Messages, notes, texts and attachments

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

e 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.

e 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.

e 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.

e 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:

Accounts Payable

Archiving

Asset Acquisition

Asset Retirement

Asset Transfer

Customer Orders

Electronic Bank Statements

Financial Postings

Goods Receipts

Invoice Block and Cancelation

Master Data Maintenance

Order Confirmations

Payment Advices

Payment Approvals

Requisitions

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 <>.



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

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 configuration
and user rights.

[ 1] e
0% &8 FBEAR Ty X2Q
PROCESS DIRECTOR by ReadSoft |
=
)2 [&|[E]
Worklst Total
o ~ 4% Requistions 548/848
* O prfts 848/848
«  Toapprove 717 —F8
L My Requisitions 272/27
* My Workflow Inbox a1 T——0
To approve 77
+ o Approved 10/10 |
- & Rejected 22 T o
« [ Ordered 33
« ¥ Canceled 2f2
' Requiskion Cockpt 20088 +——— @
+ B Goods Receipts 195/195
(4] R rr— 132/132
v B custome Eedasent T 1.605/1.605
+ 40 Order Cc : 37/37
v @ Incoming T 511/515
« @ payment Advices  [39/39
+ B3 payment Approvals 150/150
« T8 Cost center maintenance 26/26

1. Show or hide the Worklist.

10
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2. Refresh the Worklist.

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.

3. Expand and collapse Worklist categories to show or hide subcategories.

4. Right-click to open the selection screen to filter the Worklist.

5. Previously selected Worklist category (light highlight).
6. 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.

7. 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.

8. 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.

11
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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.

[E Goods Receipt-»Goods Receipts Cockpit-*Drafs

Dynamic selechions

Current processor to | =]
Reference to E
Company Code to E
Vendar to =
PD document number il o a E
Craated on [ to =
Creator user to 5

Mz number of hits 50| to lﬁ

vi*  BEE

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.

3. Click ¥ to apply the filter.

The Worklist category is highlighted in red to indicate that it has been filtered. The document list
displays only the documents that meet your search criteria.

To remove the filter, right-click the Worklist category and in the context menu, select Clear
selection screen.

You can save your filter criteria as a variant so that you do not have to re-enter the criteria when
you want to filter the document list again using the same criteria.

1. Inthe selection screen, enter the values that you want to use as filter criteria.

2. Click the Save as variant button.

12
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2.

Enter a name and description for the variant and click ¥ .

[E Save variant b3
Yariant Mame CoCode1000
Description ‘Goods Receipts for Company Code 1000

In the selection screen, click the Get variants button .

Double-click the name of the variant that you want to use.

[E GetVariants

Variant Name Description of Variant

COCODE1AOA Goods Receipts Tor Company Code 1008

|

The variant values are entered in the selection screen.

Click ¥ to filter the Worklist using these values.

In the selection screen, click the Delete variant button .

Double-click the name of the variant that you want to delete.

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.

13
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&
General
Process type T —
= |
Created on to |?|
Creator user |?| o
Curr. praocessar |?|
FD dot nurnber o oo (2]
Max. nurmber 5@ o
Goods Receipt
Yendor to |?|
Refarence to |?|
Company Code to |E|
G/LAccount Postings
Document Murnber 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.

General

Process type ZDN Goods Receipt v]

Created on

B2

Creator user

Curr. processor

PD doc number ]

Max. number 50

[+

GZoods Receipt
Yendar ta
Reference fo
Company Code to

=] =[]

All'Workflows

Due date to

=]

Enter your search criteria and click the Execute @ button.
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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— [F Dgoument Edt  Yaw Goto  Bvtgs  Morddlow  System  Heb -
e— [+ * dH @@ EER Did0 EE @8R
) (® .| Display Requisition #187 (46 of 224)
@— 0D @& FEEH TP e @
O —— [ [E) [A[FIRIYL) (BL) (B .| J.)
[ B st Wi. At. "PDd.. Te.. PurchDoc, Purchreq. Vendor |Hame Metvabse Croy  Type Cold POvg  PGr Par.. Dot dak
2 B 1060 arl Roschers Blro. 80,00 EUR M8 1000 1000 000 @ 05-16-3( =~
o v @ 240 B 1060 [Karl Roscher Blro 1,254.00 EUR ME 1000 1000 001 g 051620~
O o B 1060 Karl Roscher Biro W00 EUR WA 1000 1000 001 g0
[ ] kT 1060 Karl Rascher Blra 2IR00 EUR  NE 1000 1000 001 @9
O a4 B 1060  Marl Roscher Birn 2IE00 EUR N8 1000 1000 001 g9
0 =22 B 1060 Karl Roscher Birn. 2800 EUR MB 1000 1000 001 @O
9— 0 B 1060 Karl Roscher Blro 0.00 EUR M8 1000 1000 000 €0
o 205 B 4500016190 1009 C.E.B. BERLIN 100,00 EUR M8 1000 1000 001 @ 05123
o 24 [ 4500018189 1000 CEB. BERLIN 100,00 EUR M2 1000 1000 o001 @ 05123
@ 198 [ 4500016188 1000 C.E8, BERLIN 10000 EUR ME 1000 1000 001 O 0511-3C
0 122 & 1060 Karf Roscher Blra 12600 EUR M8 1000 1000 000 g
(=] 188 [ 4500016187 1060 Karf Rosches Bira 2500 EUR N8 1000 1000 00¢ @@ os-to-2c”
] mr M Ao FIR L) 1 Tnan oot G0 m‘)f-
i ¥ LI
@ ~ERAYRT. =0 A s @
Byl Terplite | ... " M. A AccA Schd Cond Txt  PO... Materad Shet text Quantty OUn | Delvery date|  Metprice | Crey
10 K@? E3E Sampke kem 1 10 PC 80.00 EUR -
0 i = 20 K| | Sample kem 2 0 PC 0.00 EUR =
i » i "
ejalwlale] (&%
Action/Event LTxt | Detals
~ W00 Chack documant(s) 09-04-2001 12:29:23 User: Barbara Jones Verson: 2
e— = @ Perform chedis @ Purchase order st contains fauky tems
W perform checks D Met price rust be grester than 0
= @ Porform chacks | @ Pleass anter an order quantiy .
* OO0 Gotoedt mods 05-04-200 1 12:28:06 User: Barbara Jones Varsion; 1 v
®_ SAP b JEBYIPD T FRAZPDICS OVR

1. PROCESS DIRECTOR menu bar.

2. SAP system toolbar.

3. SAP Services for Object menu.

4. PROCESS DIRECTOR Application toolbar.

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

5. SAP list toolbar (header data).
6. 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.

15
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7. SAP list toolbar (line item data).

8. 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.

9. System messages.

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

10. Status bar.

Document detalil

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 [ to create a new document.

o:3 -

Exrgs  oddlew  Sysem ek

-i8e0e DHK DDOoD @R 98

o [ .| Change Requisition #1670 (13 of 50)
O Y AP FEH TP os 0 43
o—l.nlm L= PO dec number 1670 Processar Barban Jones

Gananl
Purchamng Dacurmant Purchase requistics
Purchasing Doc, Type L) Dacormen date
e_ Vendor
Mt vake 27.80 Cusrancy ETR
Amournt 0 LE 27, 86 Local Cusrency EQR -
Payment ters -
©— - EAERT.E B 3 =] ) 8RR
— ||E Terebte  Aoproveruser D Swtus Rem A AccA Schd Cond Tet  PO. Materal | Short bext Quantly OUn  Delverydate  Hetpce | Croy
=) wekF[F[F[+] Samol B4 10 PC 178 BR
20 TL_I:.'\_]TLT Saple Bem 2 o PC 0.00 EUR
%lal [a]s]e] &)
Acton/Event LTat | Dotals
* @ Update object & uangs en 23002012 at 13:40:08 by Barbara Joes
e— T OO0 Go to e+ mode ZRAO7. 2002 13:30:56 User: Bartany Jones Venson: 3
* & Chack for diferent oweser @ Tha current processor & AZH Toulgarm, pladie take Ove prOCesSRg
= @00 Check before post "change moda 26063013 10:50:35 Usar: Adl Zovigami Verson: 2
* M Perform checks Pléase enter 3 vald release date
- O::B_ Update r"i‘lt:l!qﬂ e 20.06.3012 10:50:21 Lhser; lﬂI.ZNﬂIT"\'cW: 2

@—G Mo err found dummg chick <45

1. PROCESS DIRECTOR menu bar.
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SAP system toolbar.

SAP Services for Object menu.

PROCESS DIRECTOR Application Toolbar.

Document status and workflow status.

Tabs containing header data fields.

SAP list toolbar (line item data).

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.

10. 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

0 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.

17
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Icon Status Description

@ 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.

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

® Canceled The document has been canceled. Canceled documents can
no longer be edited.

@ Rejected The document has been rejected.

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

Workflow status icons

Icon

Status

Description

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.

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.

18
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Icon Status Description
= In workflow, the The document is currently in a workflow. The current
current processor is . , S .
a substitute proce'ssor is proces'5|.ng the document in his capacity as
substitute for the original processor.
Fe¥) Overdue The workflow or workflow step is overdue. The due date for
processing is set in the workflow or workflow step settings.
v Approved The document has been approved and is no longer in a
workflow.
: 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.
5 Recalled The document has been recalled from a workflow. The
workflow has been cancelled.
Y Forwarded The document has been forwarded to another user for
processing.
& Query sent A guery about the document has been sent to another
user.
ZH 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)
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Icon Status Description

= Query answered A query has been answered. This status is displayed to the

(sta}tgs 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.

[El2] [ala]m]

ActianiBvent LTut | Details
* @00 Check documents (multiple) 29.01.2010 11:54:54 User: Barbara Jones Wersion: 1

@ Perform checks @ FPurchase order still contains faulty iterms

@ Perform checks @ Enter a gquantity

@ Perform checks @ FPlease enter an order quantity

@ Update object @ Change on 29.01.2010 at 11:54:454 by Barhara Jones
b OO Check document before workflow 29.01.201011:53:53 User: Barbara Jones Wersion: 1
p OO Check document 29.01.201011:44:48 User: Barbara Jones Wersion: 1
p COO 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:
@CO' The action resulted in errors. Documents with errors cannot be posted to SAP.
GO The action resulted in warnings. Documents with warnings can be posted.

CCB' The action was successful.
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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.
Show only success messages.

Sort messages in ascending order (newest first).

0 [ [ o] 8]

Sort messages in descending order (oldest first).

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

more information.

Document relations

You can 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 FEFlah 22 == BF @

show | hade rebtions :r'rlrshr'-r 5)
PROCESS DIRECTOR by Resdsare |- 2= () S M) () () )
EY Status |Wsta... Att.ind.|TPDd... Te...|PurchDoc. |Purchrea. |Vendor |Mame Net value
=)&) FEE] 5] 619 [ 4500016406 1060 Karl Roscher Bilro, 7,49
Wkl Total =] 618 [ 4500016405 1060 Karl Roscher Baro. 144,00
9 i t o 617 [@ 4500016404 1060 Karl Roscher Bilro 144,00
+ {3 To Approve 0 2 516 [ 4300016403 1000 C.E.B. BERLIN 144,00
» S5 My Requistions i3 =] 615 [B 2500016402 1000  CEB.BERUIN 144,00
v E5 My Workflows 00 [} 614 [ 4500016401 1000 C.E.B. BERLIN 144,00
= [ requistion Cockpic (=] 613 [B 4300016400 1000 C.E.B. BERLIN 144,00
= [ prafts 50/126 2 612 [ 10012688 1000 C.E.B. BERLIN 144,00
« ' In approval 50/58 2 611 [& 4500016399 1070 KAISER+KRAFT 78,27
- o Approved 11/11 [=] 610 [ 4500016308 1070 KAISER+KRAFT 78,27
- & Rejactad 10/10 [} 609 [ 4500016307 1070 KAISER+KRAFT 78,27
“ g Drdarad 50/286 - enn  w TARINEnT amnm ~ron nena e PPt
- % Canceled 1444 i 1
» % Go
¥ [ T —————
e BENREED
» @ Object type Object 1D Object type SAP object ID Creator user Created on  Time
- Requistion £19 SAP Purchase Order 4500016406 SCHMIDT  16.04.2013  17:13:42
v B Requistion 519 Order Confrrations 84 SCHMIDT  16.04.2013  17:15:00
-] Order Confirmations 84 SAP Purchase Order 4500016406 SCHMIDT  16.04.2013  17:15:42
» Q0 Requistion 619 Goods Recept 836 SCHMIDT  16.04.2013  17:16:34
» T o Goods Receipt 836 SAP Goods Movement  50000000272013 SCHMIDT  16.04.2013 171737
v Goods Receipt f36 SAP Purchase Order 4500016406 SCHMIDT 16.04.2013  17:17:37
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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 Clon the
Application Toolbar.

Note: For document-driven process types it may not possible to create a new document
(depending on your configuration).

Creating a document from an external file

If configured, 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)
DOY ¢P S PS8R TP wn 3|8

| [BIFWIE .S

PROCESS DIRECTOR by ReadSoft 6
B status
©)a) i p

o e upload ID
Worklist Total
» 4 Purchase Drder 20/2.557 2
v &F customer Order 20/1.761 @ A pn@g
v 2 Goods Receipt 20/449 [} 0 7S RERISEeRt. posting
v E payment Advice 20/245 ] 5 1272 Adjustment posting
v EH G/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.

2. 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.

[E Contnue processing

2] @a)e)[&]F
Action/Event LTxt Detais
~ CC@ Go to edit mode 14.08.2013 11:59:15 User: Barbara Jones (JONES)

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

@ Do you want to continue?

3. Make any necessary changes.

4. Click the Save button on the SAP toolbar.

Using drag and drop

If configured, you can use the drag and drop function to fill line item fields. For example, in an
order confirmation document, you can copy data from the PO Items into the Order Confirmation
items.

1. Click the PROCESS DIRECTOR document number (PD doc no) in the document list
view to open the document details.

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

3. Drag the required data from the source to the destination, for example, from PO Items to
Items.
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& 5t... | Purch.Doc.
|| & 3000000007

|| © 3000000007

DYl cEm Y=Y

“* .. Materil

M5A-2000
R-1002

MPN Quantity OUn |Defv. date = Net price Net value | Croy
1.000 0.00 0.00 EUR
0.00 0.00 EUR

| 2000000007 ]
L
| 3000000007
| 2000000007

(po reems] (&) [&] ) (B L] [

B\ Purch.Doc. = L..| Materil Short text
1 [Msa-2000 High Speed P MSA-2000-3730

Vendor mat. no.

2 | R-1002 Maxitec R 32 R-1002-3730
3 M5A-2006 PAQ Monitor,  MSA-2006-3730

4. Click the Save button on the SAP toolbar.

Quantity  OUn
1 PC
1 PC
1 PC

Uploading line items from an external file

Delivery da... Hst.  Hetp... Netwvalue
02.11.2000 [im 2,22.. 2,228.00
02.11.2000 [l 1,69... 1,698.00
02.11.2000 [Eh 532.00 532.00

If configured, you can create new line items by uploading data from an external file.

The following are the supported formats for the external files:

e ASC
e CVS
e TAB
o TXT
e XLS

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 B8EATE TP w8

Celall
Worklist

» 5% purchase Order

» & Customer Order

» R Goods Receipt

v &7 payment Advice

» EH G/L Account Postings

PROCESS DIRECTOR by ReadSoft

Total
20/2.557
20/1.761
20/449
20/245
20/1.252

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.

1272 Adjustment posting
1271 Adjustment posting
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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.

ALLTEST2 000000004 2000 1060

ALLTEST3 000000004 3000 -
ALLTESTY 000000004 2000 1060 -

4 Entries found

2. Click ¥ to add the values defined in the template to the relevant fields of your document.

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

Template Matl group  Vendor Plant
WMYTEMP . 7] 040 12000 3000
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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 =4l 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.

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 > Assign processor.
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[ Assign processor

Current processor

rSAP T
User type i user ),
User JONES

Full Mame Barbara Jones

]

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. Fillin 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.

Display versions Financial Posting #203

e
& EFREL ER
@ Version St Wf.. At.. PDdocno .. cChanged on Docurmentbo | Year CoCode Posting Date Doc.Date  Croy
4 o o 203 16.05.2013 »Y
3 O = 202 06.10.2011 IPY
2 O = 203 05.10.2011 ey
1| o o 203 05.10.2011 »Y

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.

e 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 @&

button.

The version details are displayed.
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Display versions Financial Posting #203 (Version 432 1)

2 |2y
Versions/Fields New value  Old value | Field name
~ {08 Version: 000004 |
- (2 o0z
« & Amount 50,00 49,00 WRBTR
~ i Version: 000003
- =l o03:
« T Line item 003 BUZEL
« i Debit/Credit ind |H SHKZG
« T Amount 1,00 WRBTR
« T G/L Account No. [1 SAKNR
« T currency PY SWAER
~ & Version: 000002
- & oo1:
- [ Line item 001 BUZEI
- [ Debit/Credit ind |5 SHKZG
- [ amount 50,00 WRBTR
+ [ 6/L Account Mo. 400000 SAKNR
- [ currency IPY SWAER
- [&L oo3:
- [ Line item 003 BUZEI
- [ Debit/Credit ind |H SHKZG
- [ amount 1,00 WRBTR
- [ 6/L Account Ho. |1 SAKNR
- [ currency IPY SWAER
- [&L oo2:
- [ Line item 002 BUZEI
- [ Debit/Credit ind |H SHKZG
- [ amount 49,00 WRBTR
+ [ 6/L Account Mo. 400001 SAKNR
- [ currency IPY 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.
e Added data is highlighted green.

e 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.

Splitting documents

If configured in your system, you can split a single document into several documents. The
document is split based on the values of specific fields, which are defined in the configuration.
When you split a document, line items are copied into new documents and removed from the
original document. Iltems that meet the first condition specified in the configuration remain in the
original document; items that meet further conditions, or meet no condition, are moved into new
documents. The header data is copied into the new documents.
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1. Double-click the appropriate category in the Worklist.

2. 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).

3. Click the Document split 3 putton.
4. Inthe Split document popup, click OK.

5. The PROCESS DIRECTOR Message Viewer displays the numbers of the original
document that was split and the new document(s) created according to the specified
configuration parameters.

[& PROCESS DIRECTOR Message Viewer

Fl2)iEa]@] [&]F)

Action/Event LTxt  Details

* CC@ Insert document into 20.11.2013 11:53:32 User: Barbara Jones (JOMES)
@ Generate docurnent| (%) Docurnent number 2311 successfully creatad

* CO@ Split document 20.11.2013 11:53:32 User: Barbara Jones (JOMES)
* @ Splt document @ Document was split (Original doc: 2309)

You can now work on either document.
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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.

e 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.

e 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.

The Send message dialog is displayed.
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Message Sarmple ermad * | Comm. type >
E-Mail Address 233 Language Englsh -
| Fax Humber [ Localdate  [11.07.2011 ]
| Subject Sample emai Attachments [«
Sender Reapient
A OR e R 2] HDH e HE B

LI i ¥ L LI

= r ) 1
HER B WK B
This regardas PO 1234.
If you have any further gquescicns, please CONCAST me AL:
Fnail: joncaBgmail.com
Telephone: +49699043260

Eind regards,

Barbara Jones

Sand? | Description Document Cess  Length (K.
o PROCESS DIRECTOR notes & workfow POF 10
il PROCESS DIRECTOR POF document POF =

x|

%

4. Inthe 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.

5. 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.

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

7. 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.

8. Click the button at the bottom of the dialog: Send email , Send fax &/ or Print
(depending on the selected communication type).

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.
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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 2 on the Application toolbar.

. :
Swans etier et
(v

TSR0 152810 Trhomas

This iz an urgent requisition.

vi%
3. Enter text in the Please enter a text box and click ¥ underneath the note.
To delete a note, click the Delete @ 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.

Icons in the Notes column in the document list indicate that notes have been added to
the document:

ader || (6] | [&)(F)[HEE)(PL (&1 5 L)
Status |Wfstat | Att. ind.| Notes | PD doc number
10627
10626
th 10625
10624
10623
10622

&@

gOesec-HDOeHo
AYY JAY

=)
o
Ly
% Indicates that a note was entered by the currently logged on user.

@ Indicates that a note was entered by a different user.
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You can click in the Notes column to view and add notes.

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:

[_ead | &) (&) EIEL (B[S )],

Header data

Status W status|” PD doc no| Tests|Purch.Doc. Furch.req. Type FOrg Purch. org. descr.

@ 311 [ 5 1d
@ m@— Headertexts buttonindocumentlist  hd
H @@ L =) T oo EULSLITa Id

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

L& &[T =) [E]e@l]E.) ) =]

lterns
s |A s [IC |IT PO Histopee—idan. e Bmlie 1y | Met price
10[@K 8[| = | 94— Uneitemtextsbuttonin line item 0,00
20 E2E2IES e 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.

(&) (&)%) Q). Ll e D]
Teuts Waterial B0 et
JER| Tyoe ot notw orteet Crested on” Tima ™ Creaiorusar Las' |aro ieeard PO et

(TR K="} Lni-Ln ol ines

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 *

Scenario: Asmsign then Store Drag & Drop: Drag your
4 files into the empty field +

Document Type
~ &1 PROCESS DIRECTOR Purchase Order
* [#] PROCESS DIRECTOR HTML document
+ [BY PROCESS DIRECTOR JPG document
. "3 PROCESS DIRECTOR M5 Excel document
- ) PROCESS DIRECTOR MS Word document
* 1 [PROCESS DIRECTOR PDF document]
« [8) PROCESS DIRECTOR TXT document
+ ) PROCESS DIRECTOR notes & workflow
+ [H] PROCESS DIRECTOR scanned dacumentf

=)

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

The Archive from Frontend dialog box is displayed.

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.

34



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

Assign then Store

Scenario:

Document Type
* & PROCESS DIRECTOR
« [# Incoming Document image
« 9 MS Excel document
- ) MS Word document
+ [8) PD HTHL document

Drag & Drop: Drag your
¥ files into the empty field ¥

File Storage System
C:\Users\Trainer\Desktop\Sample Attachm

Humber of Files:

" -~

S
- | s | | Search Sampie Attach... 0
= = 0 O
Mame :
2 NELLhtm

Sample EXCELds
e T Sarnple PDF.pef

- [BY PD JPG document

- [[® PO PDF document }
+ [B) PD T document

+ [ PD notes document

« [ PD other scanned documen

. PD scanned document

+ [3) POF Attachment Audit Trail

& Sample TIFF tif
&) Sample WORD. doc

5. Click ¥.

6. In SAP versions ECC600 and higher, you can enter a description for the attachment.

Samole POF pdf -

Fite Hame
Descrption

T sample POF document

The description entered is displayed in both the Service: Attachment list and the
PROCESS DIRECTOR document viewer.

[E Senice: Attachment list

(e @02 ] ) @S R (S )

AttachmentForRequisition 67

Icon Tk Creator Hame Created On”
d® A sample POF docurnent Barbara JONES 26.11.2013
@@ A sample Bxcel document Barbara JONES

[@PD PDF document .]

= A sample PDF document <

A sample Excel document

Sample PDF attachment document

LOFem ipSUm soior s ames, consc s sdipncng Sk Rt s, G Snemo ot et
whwrra wl, rurur ac wkl. Vst Tbulkors gl aftrickes lncun d rictiquan Sad aliguam ratcs s ek
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1. Click the Show/Hide Attachments button [ on the Application Toolbar. The document
viewer is displayed.

| & || {PPROCESS DIRECTOR PDF document 4| =1 @) B9
=  PROCESSDIRECTOR S Excel document P R T
* PROCESS DIRECTOR POF document o P 780
INS7 %% O W[Ew s &
EN= ;

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.

For some process types, attachments may be available at line item level. In this case, the
Attachments button is displayed in the line item.

Tip: In your personal settings, you can specify where on the screen attachments should be
displayed. See Customizing the display for more information.

Which type of attachments you can delete depends on your user rights.

1. Click the Services for Object button and then the Attachment list button .

Display Purchase Requisition #252

[& [EBY/PDPO Purchase Requisition 252
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The Service: Attachment list dialog is displayed.

[E Semvice: Attachment list

(@S (&[T E[F.) [SE.)=,)

AftachmentForPurchase Requisition 252

Title Creator Mame Created On
@ FROCESS DIRECTOR FDF document 08.02.2010
@ FROCESS DIRECTOR JPG document

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

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 -

RJ1 Rejected due to credit check
RJZ Cust. to receive replacement §|

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 &2 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.

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.
[5 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. Click the button Reverse 22
3. Specify the reversal reason and date.

The document status changes to displays #, 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 QOrder 931
* [J customer Order 931
* [ SINGLEITEM
* [J LINEITEM
- UnitPrice:0.090
- Qty:200
- ExtAmt:18.00
o Description:CAPACITORISpf
- ArticleMumber:4847702
* &4 LINEITEM
- UnitPrice:0.090
- Qty:200
- ExtAmt:18.00
o Description:CAPACITORISpf
- ArticleMumber:4847718
- [2] _SUPPLIERNAME:gatley
- [E] _SCANDATE:140110
- [B _nETTO: 0
* [B _INVOICE_IND:X
- [2] _BLINEDATE:140110
- TotalAmount:0.00
- TaxAmount:0.00
- POMumber: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 documentin 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

Workflow

Workflow 1D

Approve and create PO -

Due date 28.07.2011

Workflow step

Step Approve PO Step status @
Validity period

Recipient Internet.. «

(&)= )#8](P1.] ()| [

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

[TF start |[X cancel |[ig? note |

Select the workflow that you want to start and in the Due date field, enter the date by
which the workflow should be completed.

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.
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5. Optionally, click the Note button to add a note for the workflow processor.

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 x

| Workflow
Workflow ID [0k |P... Workflow step
[25TEP APPR Two step approval ~||@ 1 Accounting check . 4
@ 2 Approve PO
Due date 01.09.2011 -
4 b L B
| Workflow step
Step Accounting check | step status @ —0
Validity period
Recipient S SAP us_ « | JONES —e

(&7 =L &

' User type  Current processor Recipient Complete name  E-Mai Address Language

[P start ||® cancel i note |

3. Step selection.
4. Currently selected step.
5. Recipient entry for selected step.

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).
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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

Workflow

Workflow 1D

POWC Approve and create PO -

Due date 3006 2010

Workflow step

Step Approve PO Step status (]

Validity period B ||30.06.2010

Recipient Internet .. ETILLMAN g'

(&[] 6L =]

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

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

& [&FEH[B.L) =5 (2] dal.)E@L)E=.) D)
Workflow description | PD docno Due date Step Due date Usertype Processor
Approve and create PO 1496 30.06.2010
Approve and create PO 1486 30.06.2010  Approve PO 30062010 5 JOMNES
"""""" EApprove and create PO 1496 30.06.2010 Approve PO 30062010 S TILLMAM

Eﬂ Workflow recall i[@ Remove processor ”x Cancel J

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.

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

&) [&)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

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 (canceling 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.

HDBE e 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.

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).

2. Select the menu item Workflow > Display status.

The status window displays information about the current and previous workflows in general, as
well as the steps that comprise each workflow.
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= Workflow status

+ Purchase Order approval

» Approve and create PO PROCESS DIRECTOR by ReadSoft

Description Purchase Crder approval Workfiow number 3033

(11 DEMO Started on 22052012
Status Approved at 141620
Overdue from  31.12.9999 by THOMAS2
i |
i Dotuments
Waorkflow activities Date Time Processor Due date
Previous (5)

o Demoslep1 22052012 14:20:54 Blake Evans (SAP user EVANS) 31129999
F' Demo step1 22052012 14:20011 THOMAS2 (SAP user THOMAS2) 31.1299309
5 Demostep1 22052012 141814 THOMASZ (SAP user THOMASZ) 31129939
B Demostepi 22052012 14:18:52 Blake Evans (SAP user EVANS) 31129990
E Demosiep1 22052012 14:16:30 Biake Evans (SAP user EVANS) 31129830

Warkfiow status: Approve and create PO

Description Approve and craate PO WorkTlow number 3052

D POWC Started on 22052012
Status Racalled at 14:13:00 =
Overdue from 30.05.2012 by THOMASZ
Steps
Ml  Documents
kam activities Date Time Processor Due da.te :J

@_

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).

2. 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.

3. Depending on the workflow configuration, you may have to assign processors for the next
step.
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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.

[en @ B[R B RE =0 BB

=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:
e 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 €3 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.

Woarkflow
Workflow ID
-

Due date 29662610
Waorkflow step
Sep .l‘-ppm'.e. PO Step stabus [w]
valldity period 29.66.2010
Reciplent SSAP U, w

Y AlERY
@ Liser hipe Current processor Recipient Lang name E-Madl Addrass  Language

SAP user HINZ HINZ EN

B 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 gquery 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 E.

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
!?-‘l?* MmeEEa0e M Fined fotizes M Finsd gocument IEI Appeintmignt Cabendar B Disvibumon lists

~d T (&) | [((E ) ()G (O] %) 1. 6]

- ] unread Documents 0 || WWorkflow 6
- f] Documents 0 |Ex. Tme Siss | CreabonD. Creation | AL Co_|W.
* @ Process workBow R 2206.2010 133047 5
[lg;m:meﬂ:;eso B Frocisstidon B 22062010 130188 5
ﬂ.u-:r-:;".'.,.,l,;: | @ Frocess workbow £ 22062010 102943 5
« [ o
v &5 Outbos @ Process worklow B 21062010 165513
¥ B Rosuamission | Process wondow B 0062010 120609 5
b ¢ Private folders @ Process workbow 1 13042010 184458 5
b ) Shared folgers
¥ <3 Folders subseribed b
< @ Trasn .
2 Shared frash e
[ snanaras & Tips & wicks: Resubmit wark item...
Process workflow
Dieseription Objects and attachmernits
By selacting the hyperlink cn the sght sida you can = PROCESS IRECTOR: Reguestion 510
process woekflow

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.

51



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

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 made

[ ]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 Akwvays show imadge on jump to SAP transaction

Worklist selection screen display
[")5howe on double-click in the Waorklist
Maximurm number of hits
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You can change the following settings:

Field

Description

Show
message

types

With this option, you can specify which types of messages should be
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
popup type

This option changes how PROCESS DIRECTOR displays pop-up 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

Fl2a)Ea)@] (&]F]

Action/Event LTxt | Details

* D 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

il @ Statistical delivery date in the past
& (8 Delivery date is in the past

Simple message

Message
docking

This option lets you choose the display location of messages when you click
Show/Hide messages & see also Image docking, below.
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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

a%ce.nauto. you have finished processing the current one.

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
position after
refresh

Check this option to ensure that PROCESS DIRECTOR returns to the
same position in the document list after you click the Refresh button & |t
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.
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Display image

Field

Description

Image docking

This option lets you choose the display location of attachments when you
click Show/Hide attachments .

=

019844 Direct Sound ¢
2342 Yamaha
our Part No.

o

021483 Speaker Sume
2208.M Willsa
Wour Padt No.

NIRRT e
L it

prrre.
Femnre w

Dock right

021463 Speaker Surrou = § '
Z20OMWillson | 4 =
Your Pan Mo, 0f ¢

Dock left

l

|

|

|
018844 Direct Sound System |
2342 Yamaha !

Your Part Na. 090005 |
|

021463 Spasker Sumound Syt |
2208 M Willscn 1
Your Part No. 0300141 |

¥
RARRTRRRRERERRTNT!

HUDNOHH NS A a e

[T
rEEErEs
E

No docking (floating)

Image viewer
type

This option lets you choose which viewer to use when displaying an
attachment. The available types are:

HHTML
E ECL

55



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

Field

Description

L Local
If you select the blank option, it defaults to the HTML viewer.

Note: When using the Local viewer, it is recommended that the Doc
Display as Dialog Box option is activated in transaction OAG1.

Always show
image in detail
view

Activate this check box if you want to always view the attachment when
you are in document detail view.

Always show
image on jump
to SAP
transaction

Activate this check box if you want to always view the attachment when
you jump to the corresponding SAP transaction.

number of hits

Field Description

?hog"l Onl' ci Activate this check box if the Worklist selection screen should be displayed
ouble-click in . .

the Worklist whenever you double-click a Worklist category.

Maximum

Specifies the maximum number of documents that should be displayed in
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).
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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
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.
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[ Personal Substitutes

MName

Rl iarina Kunz

- [§ Harald Hinz

Substitute for
Substitute

Substitution data
Valldity
Prafile

General substit... Deactivated 11.02.2010 Unlimited

Substitution P..

[ Detall Screen Substitution

Karina Kunz

Alfred Schimi

W] Personal substitulior

11.02,2610)

(1]

(3¢ o5 31 38 {2 substitutes for positions |

Status of Sub.. | Assigneda.. Assignedu..

[19.62,20140|
General substitution

L

4. Enter a validity period for the substitution.

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

Button Description

Delimit To set an earlier end date for the substitution.

Choose 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 substitutions.

Delete To delete a substitution.

substitute
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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

| Create a new document

Copy a document

Display and edit a document

) Reverse a document

) Release a credit lock (Customer Orders)
ao Check a document

~ Complete a document

Post a document

Post via an SAP transaction

] Display payment proposal in SAP
. View document attachments

= Show / hide messages
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Icon

Description

3

Show / hide relations

Display the document details (editing is not possible)

i

Show / hide the Worklist

i

Start a workflow

R

Approve a document

[3¢]

Reject a document

LY

View and add notes

O+
O+

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

Create a document from an external file

Create a goods receipt

Create an order confirmation

Create a requisition

i

Go to the previous document
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Icon Description

=] Go to the next document

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

&3 Change the posting type (Financial Postings)

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
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Shortcut Description

SHIFT+F3 Close PROCESS DIRECTOR
SHIFT+F4 Post a document

SHIFT+F12 Post via an SAP transaction

CTL+SHIFT+F1

Show / hide line items

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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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 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 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 |tems to display line items
e Accounts to display account assignments
e PO Items to display purchase order items
o« Hio display messages
o [Ep 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.

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.
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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 &,

Accounts Receivable

PROCESS DIRECTOR for Payment Advices allows users to process payment advices and post
them to SAP. Remittance advice information from suppliers is transferred to PROCESS
DIRECTOR using various methods (EDI, OCR, file import, manual entry, etc.) and collected in
PROCESS DIRECTOR payment advices.

PROCESS DIRECTOR matches the information in the payment advice against data in SAP and
automatically determines the customer and the open items that match the payment amount, if this
is possible.

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.

Creating a payment advice

1. Double-click the appropriate Payment Advices category in the Worklist, then click the
Create new document button [ on the Application Toolbar.

A new document is created.

2. Inthe Document type field, select the type of document you want to create and click the
Save button on the.

3. Fillin the header data.

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

Alternatively, click the Item Proposal button ™ t0 have PROCESS DIRECTOR
automatically add suitable line items (see Proposing line items).

5. 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, either directly from PROCESS DIRECTOR or via an SAP transaction. When the payment
advice has been posted, the PROCESS DIRECTOR document status changes to @ Posted.
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PROCESS DIRECTOR can automatically add suitable customer open items to the payment
advice. Click the Item Proposal button T and select the appropriate option.

S General |
General
Company Code |1000
Customer |1000

Propose

Propose all tems
Currently due tems
Overdue tems
Unique combination

FENN TS I S B

Currency

Option Description

Propose all All | Adds all open customer items.

items

Currently due Adds only items that fulfill these criteria:
items

The invoice due date is later than the payment date.

The posting date lies before the payment date by a specified minimum
number of days. You enter the number of days in the Minimum time field,
which appears when you click Continue ¥

Overdue items Adds only items for which payment is overdue.

Unique Only adds items if there is a single, unique combination of open items that
combination matches the payment amount.

For example, assume the following customer open items are available:
Item 1 with the amount 100
Item 2 with the amount 200
Item 3 with the amount 150
Item 4 with the amount 250

If the payment amount is 250, two different combinations of items match
the payment amount:

Item 1 + Item 3 = 250
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Option Description

Item 4 = 250

If the payment amount is 600, there is a unique combination, because
only one combination of items matches the payment amount:

Item 2 + Item 3 + Item 4 = 600 (no other combination amounts to 600)

Processing payment advices

After transfer of remittance information from suppliers to PROCESS DIRECTOR, payment advice
documents without errors can be 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 advices. Documents that contain errors have the
status @in error.

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

3. If necessary, click [E 1o 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.

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

6. 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, either directly from PROCESS DIRECTOR or via an SAP transaction. When the payment
advice has been posted, the PROCESS DIRECTOR document status changes to @ Posted.

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.
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Status @ PD doc numbar 108 Processor
General
Company Code 1000
Cusborner |
Pt adnce no. | ]
Todal amounts:
Paymentdocno,  |RA-G007432| Payment date
PaymentAmourd (0,00 Currency GBF
Gross amaunt 46,40 Cash discount amount |8, B0
ik L]
[eemns]| (&) (E TR CER)
a Croy PymntArand  Gross amount  Digcount amnt D(lll.ll'nil'l...‘ Reference * Year
| Ger 10,00 11,60 000 | 1200000008 12-0002
GeP 20,00 2320 0,00 1800000010 12-0003
GBP 10,00 11,60 0,00 1200000011 12-0004
%2 [alla)e] (&%
ActionEvent LT

@ Perforn checks
@ Perdormn checks
W@ Perforrn chigcks
@ Perform checks
B Perom chiecks
1@ Perform checks
@ Perormn checks

Entitr a cuslomer numbar firsl

Fayrnent advice fem 0

Gross amount 11,60 GBP unequal sum of pay ampunt 10,00 GEP|

Fayment advice fem U

G0z amount 23,30 GBP unaqual sum of pay amount 20,00 GBP

Payrnent advice item 0 &

Gross amount 11 60 GBF vnequal sum of pay amount 10,00 GEFP .
L

|| @IPROCESS DIRECTOR other scanned document
=110 s @helu @

e Tn SYNTMES (WS40

REMITTANCE ADVICE

SO T
12 b

e Temraand Srsen
SN FRARCISID G 00

e
T 1
L
s Ve Rl DOCE J S —
oOOOL 1NCOO0GONE 110000 ) s
WON IMOONMILE  1100ed £ M
SN ABCSGBOOLL 410004 ] 18
Fatabs
e G s
Tes ]
Comex (Fopma] GRS dahat
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Archiving

PROCESS DIRECTOR for Archiving provides a simple process for archiving documents that
have been captured using software such as ENTRANCE or INVOICES. Users can view the
captured document image, assign the SAP business object type with which the document should
be archived, and fill in the key data. When the document is "posted” in PROCESS DIRECTOR,
the archive link is created.

Processing archive documents

1. Double-click the Archiving category in the Worklist,

A list of documents to be archived is displayed. Documents for which no key data has
been entered have the status @In error or incomplete.

2. To archive a document, in the Object Type field select the SAP object type with which
the document should be archived.

4= = Generic archiving solution 663
& Copy ,ESave; s Check | ++Changehl.ydatﬁ- + Post| & Delete | | 4+ Back |

v Genera

Document status O

Workflow status

PD document number 663

Object Type EKFF Accounting document
Key 0000004100

If all information has been entered correctly, the document has the status @ New or ready for
processing. You can now post the document to SAP to create the link to the archive. When the
document has been posted, the PROCESS DIRECTOR document status changes to &
Processed.
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Asset management

PROCESS DIRECTOR currently provides the following asset posting types to allow users to
create asset documents and post these to SAP.

e Asset Acquisition

e Asset Retirement

e Asset Transfer

Creating an asset acquisition request

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 L on the Application Toolbar.

A new document is created.

Status & PD doc number 0 Processor Barbara Jones

43 Transaction data | Additional details

Company Code 4

Document Date

Posting Date 4
Asset val. date

Text

2. Fillin 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.
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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
IBB_,@JU 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
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.

Creating an asset retirement request

1.

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

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

Fill in the relevant fields on the header data tabs.

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

Click the Save button on the SAP toolbar.
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Status (] PD doc number 20 Processar Roger Tillman
43 Transaction data } Additional defails - Partial retirement | Customn Fields

Cormpany Code 2000 IDES UK

Transaction w
Document Date 17.04.2002.

Posting Date 17.04.2002

Asset val. date 17.04.2002.

Text Outdated computer

(s of s [ (2] 9) [= -

Asset  SNo. Retmt.rev. Crocy | Description CoCd Year DocumentMo
81004 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
Processed.

Creating an asset transfer request

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 [J on the Application Toolbar.

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

[ Asset Transfer Transaction x

I al
Transaction [~]

UMAI Transfer within Company Code
UMAB Intercompany Asset Transfer j

3. Fillin 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.
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Status (] PD doc number 16 Processar Alexander SCHMIDT
{3 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 TRAMSFER

Currency EUR

[Lit of Assets ] [&]| [&][F]| (]

CoCd Asset | SMo. Asset description Partner asset | SMo. | Asset description Year Document...
D[l__@'_l3395 U] Lenovo T420 i7 4GB 1319 0 MNew 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.
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 capture software, which 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 @ n 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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[ztems ] [€5]: [&][ % |[B][¥ L. [B1.] [[@ )| [E]E]

St... ™ It.. Materil Material entered | Description
@ 1 4847702 Capacitor 15pf
o] 2 Casing
3 484-7718 Capacitor 18pf

f

[ Expected itern value 18,00 differs to much for itern no. 3: 12,00 }

Order gty SU | Net price Met value | Croy
200 PC 0,09 18,00 EUR
10 PC 10,00 100,00  EUR
200 |PC 0,00 JEEEI00Y EUR

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

explaining what the problem is.

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 @ No sales order
created. You can now send the document to a workflow or, if you have sufficient user rights, post
the document to SAP. When the customer order has been posted, the PROCESS DIRECTOR

document status changes to @ Sales order posted.

Example

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 Soemenal | Ysaes

PD do number 432 Processor

| General

- |[ & [@@ProcEss DIRECTOR oter stanned cocumen | 3

Sates Documenl | Requost dhdt ]
-  2®
Do cumency EUR | I
el valus .08
PO numbser 102221002011 -
m [tems] (&) (&) )[#].]) [BL.] (L)L)
“mem Material [atarkal enbered st riplion Ouder gy SU el price Nelvalue Croy  Co.
1 484-TT18 4547718 CAPACITORT BRI mn P 003 1800 EUR (2
1 484-7702 AE4TTOZ CAPACITORTSpT mon PG 0.0a 1800 EUR (2
i L 3
[Header partners [ EX] (251
Parsunct Customer  Peclatcust Named Ctf  Postal Code Cily Telephone 1 Fax Humber
EH

&P
cP

=2l wlala)[&]F]

ArtiordEvent

hall - ## Check docurnent(s)
* @ Perform determinafions
= @i Parform checks

»F @O0 Infal processing

LTst | Detads
2012001 1423105 eer Barbara Jones Version 2
(g Unabie io detgrming sales organisation

[7:) F'Iease tnla! sow-uonarrror'-mr‘»ln party

@lw | Q) BEHEE Cnew &
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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

B} PDdocnumber Docstatus |SalesDoc. SaTy Reg.diedt € ...

2055 @ OR  25.09.2010
2032 @ OR
2019 o 8624 OR =
"H:\._“O E oRTg no 14 N1 N1 - ket
Current order | 2056 ' selected orignal [2055
& |[@TF Arachment JJ[E | (&)@ atrachment [ ]
B8] QT BED: | qu Wi jeEm Qs BED: [ REEl
Fas-Co T Fas-Co RRE
Bngiers Seppiyibmied : Engiesars Supiylimied ik oy
! hﬂhl\&{}ﬂlﬂ' ' E-:Iﬂll‘l‘ B0 Fax 01 A0 ! I".lhm (]Ml‘r i Tet OYIED KT T00RT Faa: 0 0000 BTS00 0
foS e s
Fe-Lm Enpnesrs Sapwhy el B0 BN KR a8 Lo Ingrevn. Sipody Lid
izt prosat RIS pinr B it A

Wi wat

Parchean  Deder TR L] L L Order R Purchues  Order CaTEae Cerddmr Dunte 3.7 W Deder
Sappliar Mo 48T Espctin Sallvary @ 372813 Supal ber My 268857 Enpacted el ivary 372813
ITER PRDOUCT CODE CUMTITY  USIT I TaTAL ITER PREOUET CEOE QUANTITY T T TOTAL
BESCRIFTION PRICE DESCHLFTTEN PRICE
rven TIne ' (7.0 L' o488 1 momeras 1 EACH .58 %458
el 3 FITCE (8
e ripge v e v B
Contact Persan: Charite Dwimn Confact Faraos: Charlis Guinn
TOTAL AmOUNT .58 TOTAL BT R

Reject current

" Reject nrig'rna_l_]

date 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

[E PD docnumber| Docstatus |SalesDoc. |SaTy|Reg.divdt |C ...

2055 @ OR | 25.08.2010
2032 i 1 OR
2019 o 8624 OR
= 2018 @ @ 8625 OR  14.01.2013
2017 - QENA AR 1A N AN el LA
Current order  |2056 | Selected original f2018
(@ Aczchment 2 (61 @@ Achment ] ]
seR Q" BEE; o000 O |edm OF BHD: 00oE @
Fas-Co e . |Fas-Co e e
Eniniers Bunely Limbied o ___;:v:_:" e e | :_;':.IL;"""
| Purchase Order i :u;::l::a:-;um.-,. I TR0z | Purchase Order | I:v:::;:’:_-mw_:,. LM ET8T)
prii—— bl Premp——
n 5 Corvpimnates LT
s Sapsky il "0 B
ceap
[———— - et
™
Parchann Beder G T Orcer Dutn LA Order Bef Purchase  Grder Coriae Crder Data 3.F Ml Order Bad
Sappl lar Wo TE84GT Engebe tid 271 vty 3T DN Supp Tar W 263457 il T O] Tviry 5.7.2093
ITEn PROOUCT CobE CUANT I TY (L WwIT TaTRL ITEM PROOUCT CEOE QUANTTTY WIT UNIT TOTAL
DESCRIFTION PRICE | DESCRIPTICN PRICE
ramen 1 [ = a4, 58 1 Emesries 1 LacH o5 .5
¥ FIRC B MR ¥ FITE DS L
R e P B0 KLT WS
Contact Perpsn: Charlie Ol Contact Farsos: Charlte Guinn
TRTAL AMRNT 800 TOTAL AmiwT B
- -

" Reject curent | Reject orgnal | Manual update in SAP | Delete in SAP |
L

Releasing credit locks

If configured in your system, PROCESS DIRECTOR checks credit limits for the customer and
sets the Overall credit status in the PROCESS DIRECTOR Customer Order document when
you post it. If the credit limits are exceeded, a credit lock is placed on the document. If necessary,
you can release the credit lock in PROCESS DIRECTOR.

The overall credit status is displayed in the Sales tab.

To release the credit lock, click the Release credit lock button M on the Application toolbar.

The overall credit status changes to Document released by credit representative.
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Display Customer Order #2445 (1 of 20)

O & B8 Tz % | Tems Partners [H [ Sl
I}"Fﬂa-lease credit lock  (Ctrl+Shift+F8)
Status a PD doc number 2445 Processor THOMASZ

{3 General ./ ¥isales |

| Sales organization / Order blocks

| ey | I 1
Sales group 110 Delivery block |
| ey |
Sales office 1010
OverallCredstat I| Credit check was not executed |+

A Credit check was executed, document OK
B Credit check was executed, document not QK
C Credit check was executed, document not OK, partial release
D Document released by credit representative
Credit check was not executed/Status not set

If no credit limits have been set for the customer, the overall credit status is Credit check was
not executed/Status not set.

KPI reports

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, enter the report name in the SAP command field and click the Execute
button or press F8.

Report Report name

Customer orders - Overview /EBY/PDSO_KPI1
Customer orders - Iltem overview /EBY/PDSO_KPI2
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
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Report Report name

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 [ j to |E|
Document: status O 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 deliv.date to |E|
Grouping

Field 1 SALES CRG

Field 2 YERR

Field 3 MONTH

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

documents.
Examples
Sales Orga™ Year™ Month™|Curr. * = Met value|E  #Docs
zmuu 32010 03 EUR &y m 0,00 = 280
GBP 0,00 - 280
05 EUR & » 0,00 = 280
GBP 0,00 - 840
2011 06 EUR & » 54.040,00 = 1.960
PY e 14.981.400,00 = 280
10 EUR & » 0,00 = 280
2012 01 EUR & m 26.460,00 = 280
03 EUR & m 16.716,00 = 560
04 GBP (i s 56.560,00 « 280
o, =s 15.135.176,00 == 5.320

Report grouped by sales organization, year and month
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Customer Orders overview
8 &FF X @ EE R o === e

Sales Orga~ Year™ Posting ty™ | Curr. *|Z MNet value ®  #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

xS == 15.135.176,00 - - 5.320

Report grouped by sales organization, year and posting type

Selection criteria

Customer orders - Overview

&
Created on T —I to
— 2 —

Document status O to
Sales document type to [ |
Purchase order type [ | to [ |
Sales Organization [ | to [ |
Distribution Channel B to B
Division B o |
Sales group [ | to [ |
Sales office [ to [
Sold-to party to
Requested deliv.date to
Grouping

Field 1 SALES ORG

Field 2 YERR

Field 3 MONTH
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Grouping criteria

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

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

PARTMN_MUMB Customer Number 1
PD_USER Current processor

POST_TYPE P.Type

PO_METHOD  Customer purchase order type
REQ DATE H Requested delvery date
SALES_ORG Sales Organization

STATE State of a PD object
WEEK Week no.
YEAR Year

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

S AYF BB & CHTIE Baw 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

B s 1.935 = 8« 16.125
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Selection criteria
Customer orders - Item overview

=1

L®_l

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

Material 1000 'to

Material entered ' |to

Plant ] to

Purchase order type ] to

| Grouping
Field 1 [MRTERTAL '
Field 2 |saLES_TNTT '
Field 3 ' '

Grouping criteria

Component | Short Description
[CREATE_DATEj Date on which the record was created
DOC_TYPE Sales Document Type

MATERIAL Material Mumber

MAT_ENTRD  Material entered

MONTH Month
PARTMN_MUMB Customer Number 1
PD_USER Current processor
PLAMT Plant

POST_TYPE P.Type

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

STATE State of a PD object

WEEK Week no.

YEAR Year
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This report provides information about the errors that occur during the processing of customer
orders.

Example
Customer orders - Processing issues
=T F & %k i RS E S A == R

Customer | Mame 1 7™ Msg... | Message text T2 %Docs T #Docs
0000001258 Cranfield Aerospace Ltd. 45 Unable to determine sales organisation i 0,11 = 2
112 Please enter sold-to party or ship-to party e 0,11 = 2

0000001000 Becker Berlin Unable to determine material number of e 0,51 = 9
45 Unable to determine sales organisation e 0,17 = 3

15 Expected item value differs to much for item no. : e 0,17 = 3

12 Customer PO already used in PD document i 0,51 = 9

9 Order without net value e 0,17 = 3

15 The reference has already been completely copied or rejected &5 0,06 = 1

197 Sold-to party not maintained for sales area e 0,17 = 3

112 Please enter sold-to party or ship-to party dhm 1,08 = 19

Selection criteria

Customer orders - Processing issues

>
Created on to
Document status ] to ]
Sales document type [ | to [ |
Sales Organization 1020 to [ |
Distribution Channel ] to ]
Division B to |
Sales group [ ] to [ ]
Sales office ] to ]
Sold-to party to
Requested deliv.date to
Current processor to
Message type (E,LW,...) [] to []
Message ID to
Message number [ | to [ |
Grouping

Field 1 PARTN NUMB

Field 2

Field 3
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Grouping criteria

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

DAY Day

DOC_TYPE Sales Document Type
MOMTH Month

MSG_ID Message ID
PARTMN_MNUMB Customer Number 1
PD_USER Current processor

REQ DATE_ H Requested delivery date
SALES_ORG Sales Organization

STATE State of a PD object
WEEK Week no.
YEAR Year

This report provides statistical information about the processing of customer orders.

Examples

Customer Orders processing statistics
@ 29 F 8% @ [ Wiy B

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

0000001352 & HADENE
0000001261 & OPTARE

5 m 17

Customer Orders processing statistics
T SAYTF ZE @ ZHTIE HEE H

Customer * Name 1 “|Current prA E Time PDLhr] EWCLhr]
0000001260 & Fas-Co Engineers Supply Ltd . 14

0000001352 & HADENE
0000001264 & LOGITRADE
0000001261 & OPTARE

B (] 4
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Customer Orders processing statistics
E 2T TF B % @& ZHTIy B H

Customer “IName 1 * current pr™ £ Time PD[hr] £ WC[hr]
0000001260  Fas-Co Engineers Supply Ltd HAAK
69
ZOULGAMI
0000001260 LL . 14
0000001352 25 HADENE
0000001264 2 LOGITRADE
0000001261 25 OPTARE
B L} ""
Selection criteria
Customer orders - Processing statistics
=1
L®_I
Created on 0l.01.2012 to 31.12.2012
Document status 0K to
Sales document type to
Sales Organization 1000 to
Distribution Channel to
Division to
Sales group to
Sales office to
Sold-to party to
Requested delv.date to
Current processor to
Grouping
Field 1 FARTN_NUMB
Field 2
Field 3
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Grouping criteria

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

DAY Day

DOC_TYPE Sales Document Type
MONTH Month

PARTMN_MUMB Customer Number 1
PD_USER Current processor

REQ DATE H Requested delivery date
SALES_ORG Sales Organization

STATE State of a PD object
WEEK Week no.
YEAR Year

This report provides information about the currently running workflows.

Examples

Currently running workflows
& T E B %

<3 T0n B

Workflow I ™| Worlkflow desc. “ Workflow s *|Step ™ Step posit|E #Docs

Eﬂ.rwwc <5 Approve document WHSTEP1

WHNWC = WNSTEP2

VINWC e WNSTEP3
W_POST  Z5IV_POST V_S51_POST
W_POST & V_S2_POST
PZWC_PRO. . & PZ workflow 1 PZTEST1
PZWC_PRO &5 PZTEST2
BG_TEST A Test BG BG_STP_1
BG_TEST & BG_STP_2
Iy

1
2
3
1

M= N

I -

17
17
62
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workflow I Workflow description” Workdflow s * Workflow step *  step posttion £ #Docs
WHNWC — Approve document WHNSTEP1 1= a8
WHNSTEP2 NALEPACZ2 2 1

NALEPACZ2 1

NALEPACZ2 1

NALEPACZ2 1

NALEPACZZ 1

NALEPACZ2 1

NALEPACZ2 1

NALEPACZ2 1

WHNWC a s B
WHNWC i WNSTEP3 P
W_POST ., IV_POST IV_S1_POST T
W_POST & IV_S2_POST - 1
PZWC_PRO, < PZ workflow 1 PZTEST1 . 1
PZWC_PRO.. & PZTEST2 dw ol
BG_TEST ., Test BG BG_STP_1 T 17
BG_TEST & BG_STP_2 2. 17
n - 62

Currently running workflows

S AYF BB &

<@ 0 B

Workflow I | Workflow desc. “Workflow s © Step AStep posit Current pr “ |z #Docs
[wwwc &_,I'?‘Approve document WNSTEP1 1 . 3
VIWWIC fea ESEN . 3
VW C = KRAUSE . 2
WHNWC WHNSTEP2 2 . 3
VW C ESEN . 3
VIWWIC KRAUSE . 2
WHNWC WHNSTEP3 3 . 3
VIWWIC ESEN . 3
WHNWC KRAUSE . 2
N_POST =5 IV_POST W_S1_POST 1 . 1
IV_POST = W_52_POST . 1
PZWC_PRO 4 PZ workflow 1 PZTEST1 ESEN . 1
PZWC_PRO.Z PZTEST2 2 . 1
BG_TEST BG_STP_1 1 . 2
BG_TEST ESEN . i
BG_TEST HAAK . 5
BG_TEST = HINZ . 1
BG_TEST fea INOTAI . 1
BG_TEST = KOLODZIED " 1
BG_TEST fea WCTEST1 . 1
BG_TEST = BG_STP_2 2 . 2
BG_TEST fea ESEN . ]
BG_TEST = HAAK . 5
BG_TEST fea HINZ . 1
BG_TEST = INOTAI . 1
BG_TEST fea KOLODZIE] . 1
BG_TEST = WCTEST1 " 1
, =n 62
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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
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
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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

This report provides information about the total number of PD documents for all the processes.
However, no document-specific information will be displayed.
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Examples
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PD Documentis (cross-process) ove
T a9 F &% <X [ |

Object t.. Year  “|Month™|Z  #Docs

[so 3200? 10 Ee 5
11 B 9

2007 0 . 14

2008 02 e 1

03 Gy 2

09 e 1

10 G 3

12 Gy 2

2008 0 . 9

2009 03 e 4

04 Gye 1

12 Gy 8

2009 0, . 13

2010 03 e 23

05 Gye 48

2010 0 . 71

2011 0 G 1

06 e 14

07 Gy 1

09 e 3

10 G 3

2011 0 . 22

2012 0 G 6

03 e 4

04 Gye 3

06 e 6

2012 0 . 19

S0 i} ses 148
I snnn 148

Selection criteria

PD Documents - (cross-process) overview

="
L®J
| |
Object type 50 to
| . |
Created on to
| |
Document status to
| |
Substate to
| |
Workflow to
| Grouping
Field 1 [oBa
Field 2 [vERR

Field 3 [morTH
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Grouping cri

Component
| CREATE_DATE
DAY
MONTH
0B
PD_USER
STATE
SUBSTATE
WEEK
WORKFLOW_STATE
YEAR

R 7.3 User Guide for SAP GUI

teria

Short Description
j 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

93



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

Electronic Bank Statements

PROCESS DIRECTOR for Electronic Bank Statements enables users to match line items of
electronic bank statements with uncleared payment items. Payment advices can be automatically
or manually assigned to the uncleared items. If a match is found, the payment advice is
automatically assigned. If no match is found, users 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.

Processing electronic bank statements

1. Double-click the Electronic Bank Statements category in the Worklist.

The document list displays all electronic bank statement documents. Documents that

contain errors have the status @ In error.

2. Double-click a document in the document list, or click the document number in the PD

Doc no. column.

3. Double-click a line item to view the corresponding payment advice items.

Items that are not cleared are marked with the status ¥. Cleared items are marked with

the status +.

Sratus & PD doc nurrber 143 Processor Daga QA_TEST
 BGeneral |
General
Sending bank [62030050 7002335300 EUR
Statement ID [201400067 | Seatement nurmber &1 |
Statement Date [24.02.2014] Company Code 1000
Opening baknce 102.970,25 | Endng baknce 104.379,17
Total unassigned val [ 1.050,69 | Unass num ines 3
Total uncleared val [ 1.050,69 | Unck num bnes 2 =

BFw) =) @R s]s]

@ Status PA doc... Prt advice no. Account | Document... Subldecno.  BiPostDate | Valwe date | Amount AC 0/C MHote to payese
I 1401 100071 100000717 24.01.2014 24.01.2014 334,23 EUR  Cr  Invoice number 180000
F 4 1402 100071 100000718 24.01.2014 24.00.2014 34623 EUR O Invoice number 180000
o 1403 0400000000001402 100071 100000719 1400000079 24.01.2014 24.01.2014 356,23 EUR  Cr  Inwoice number 180000
o 1404 100071 100000720 24.00.2014 24.01.20014 370,23 EUR O Invoice number 180000

Payment advice Ierrs| | [ [ )[B)[1.)) [21.)% )| (B[R =]

[E| St...|" Itm|Pymnt Amnt| Gross amount  Discount arnt | Deduction amt RCd | Crey | DocumentMo ™
)

334,23 334,23

4. Clear the uncleared items.

5. Click the Save button on the SAP toolbar.

1800002306

Itern| Reference = Year Ak.acct DfC

1

2014 D... @
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Clearing an item

PROCESS DIRECTOR attempts to automatically match electronic bank statement items to a
PROCESS DIRECTOR Payment Advice and clear the items. If no match is found, items must be
cleared manually.

You can clear an item in the following ways:
1. 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.

d. You can clear the item by clicking the Post button.
2. You can create a new PROCESS DIRECTOR payment advice and post it in SAP.
a. Click the Create Payment Advice button.

b. Fill in the required information and save and post the document.

r A
I_SL—cltu:: JH PD doc number 0 Processar Carsten Melk
General

Company Code 1000
Customer
Prmnt 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 0,00
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.

[1rems ] (€] [&]F)[0) =L @ [2]&]2)
Status| PA doc no Pmnt advice no. Account
® 4130 0400000000004130 | 1000

3. You can post the clearing in FBO5.
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:mnﬂm .Mmu-ih-| EURGoss  Cwhdecnt  Gsh |

||[1&00001613 DR 20.11.2_ 01 324~ 2:.100,00 63,00 3,000

lheoooctetd pezo.1.2 00 sEd- 2.110,00 6,30 | 1,000

|hsooooreis om z0.21.2_pr 3md- 2.120,00 63,60 3,000

Hao000L616 D 20.10.2 60 3md- 2.130,00 63,80 | 3,000

1200001617 DR 20.11.2. 000 3E4- 2.240,00 64,20 3,000

1800001618 DR 20.10.2. 01 - 2.150,00 64,80 | 3,000

1400000002 D2 28.02.2. 16 AT1-| 129, 60- 3,000

| mﬂmﬂ! -ﬂ ﬂ‘i;ﬂ;!_ 16 ATl= 12’4“-. 3,000

1400000002 D2 25.02.2- 16 471~ 130, 20- 1,000

|luao000000z DX 25.02.2- 16 471- 130,50~ | 3,000

hsooostTes oe 18.02.2_ b1 a71- 4.360,60 130,80 | 3,000

|l1a00000003 oz 25.02.2_ 16,  471- 130,23~ | 3,000

1 4 ¥ |

Rl B (&%) D0 ar... | (8 crowe... [8 carency [1 s | T mews | [1_0sc [T ose. |

| Edtng sttus |
Morberofgems  [1i Arount entered 3,00 |
Daplay from tam i Asmigned L
Fimasan code ] Diferance postings
Diplay i diezrmyg currency Hek assigned [ &wm

You can clear the item in FB@5 by clicking the Perform button.

_ [items ]’ -'IEI[EIE]'“'EIEEI

Pront advice no.
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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

Reqular posting

Adjustment posting

Provision

Accrual with reversal

Recurring entry

Adggregated accrual from PROCESS DIRECTOR Accounts Payable

Customer postings

Invoice
Credit note

Recurring invoice

Deferral (invoice)

Write-off

Creating a financial posting

1.

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

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

Select a posting type and click ¥:

[ Please, specify the Posti... x

Post. Type GLAP

Depending on the posting type, you may have to enter some initial information. This
example shows an adjustment posting.

97



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

[E Please specify additional data

Qrig. SAP Doc.
| e |
Docurment Mumber 100000004
Company Code 1000
Fiscal Year 2013
CO obj./Item
Cost Center 1000
WBS elerment ' '
| . |
Order
|
Line item
Target CO obj.
Cost Center 1200
WBS elerment ' '
| . |
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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If 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
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.

Changing the posting type

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

2. Click the PROCESS DIRECTOR document number (PD doc no) in the document list
view to open the document details of the document whose posting type you want to
change.

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

4. Click the Change Posting Type &¢ putton.

5. Select a posting type and click the ¥ button:

[ Please, specify the Posti... x

Post. Type GLAP

Vix]

6. Depending on the posting type, you may have to enter some additional information.

7. Click the ¥ button.

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

[ Please specify additional data H3

Qrig. SAP Doc.

Document Mumber 1900000131
Company Code 1000
Fiscal Year 2012
CO obj./Ttem

Cost Center 1000
WBS element

Order

Line item

Target CO obj.

Cost Center 1200
WBS element

Order
e ——
23

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.

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.
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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
Bceneral | Lpetails  FHRecurring sched. |

Recurring entries’ schedule

First run on 01.02.2013

Last run on 01.02.2014

Interval in months i

Run date 15

Last Document Date 15.02.2013
Field Description

Firstrunon/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
¥ 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.
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An accrual from PROCESS DIRECTOR Accounts Payable posting is created from the
/EBY/ICIV_ACCRUAL_REPORT report. This report lists 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.

Status & PD doc number

.~ {3 General |

1228

Processor

Barbara Jones

Posting Type
Post. Type

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

Inverse Posting
Reversal reason

Reversal date

GLAR

Aggregated accrual from PD AP

05.03.2013

MARCH 2013
Accrual from PD AP

7

0l

01.04.2013

Period

Document type SR

0

Fiscal Year

coa

TCode |FBS1

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

L) [ R TS R O I S

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 Accounts Payable User 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.
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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.

Status (] PD doc number 18

{& General /" EllRecurring sched. & 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

Firstrun 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.
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A deferral (invoice) posting enables you to post revenue from a customer invoice to a deferred
revenue account, rather than 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-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 Processor Barbara Jones

43 General . £ Details } @Customer Details  + @Custumerpavment

Deferral
Validity date 01.01.2014
Consumed Amount 0.00

rosins poscrs] (1) (BT RP L] (B [@ 2 BIE)

Eil . . G/L Acct Debit/Credit | Amount Crcy | Tx Text Cost Center | Order WES element
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
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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.

[S Please, specify additional data x
QOrig. SAP Doc.

Document Mumber 1800001612

Company Code 1000

Fiscal Year 2012

Write-off detls

G/L Account No. ZEDBDDD j

[v][%]

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

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 capture software 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.
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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. Enter the Purchasing Doc. and press ENTER to populate the PO Items. Fill in the other
required fields in the header.

3. Edit the line items, if necessary. Use the New line and Delete line buttons on the
line items toolbar to add and delete line items.

To transfer line items from an existing purchase order to the goods receipt, click Add PO
ltems = on the Application toolbar. In the Add PO Items to Goods Receipt dialog box,
enter the number of the purchase order or use search help to select it and click ¥. You
can also specify an item, a movement type and a special stock indicator.

[ Add PO Items to Goods Rec... X
Purchasing Doc. 4500015428
Item

Movement Type 101

Special Stock

4. Check the Delivery completed (DCI) check box if the delivery of this item is to be
considered complete.

B General | & Vendor

| General
Document Date 19.09.2013| Purchasing Dac. 4500012144
Material Doc. Delvery note
Mat. Doc. Year [ ] Bil of lading
Posting Date GRfGI Slip Mo.
8 Of -| Doc.Header Text

Movement Type

o] (@) AT AEL BL @ =) BE)
[Ep st... Material | Material entered Qty in UnE EUn | PO “* Item| OK Hist. Plnt |Sloc | Text Dcl
| © 1,000 4500012164 10 v 4 Elevatar | (]
[ Purch.Doc.  *|* Item | Hist. | Short text Materal PB...| SLoc| PO quantity| OUn Net price Metvalie Crcy | R DCI
| 4500012164 10 [If Elevator 3000 1 PC 100.000,00  100.000,00 USD [ | [

5. Click the Save button on the SAP toolbar.
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To create a goods receipt based on a requisition or invoice:

1.

2.

Select the requisition or invoice in the document list, then click the T button on the
Application Toolbar.

If you select a requisition that has several vendors, you will be prompted to choose one of
those vendors.

A new goods receipt document is created. The line item information from the purchase
order is automatically entered into the line items area of the goods receipt. The purchase
order number and, in the case of invoices, the PROCESS DIRECTOR invoice document
number is also entered in the goods receipt.

Make changes as necessary.

If 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
B Posted.

Processing goods receipts

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.

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 |tems to display goods receipt line items

e PO items to display purchase order line items

o« Hio display messages

o [Efyo 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.
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6. Click the Display <-> Change button 7] 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 @[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 ] FD doc number 62 Processor

Soeneral | Bvendor

Ganeral

|| @IPROCESS DIRECTOR scanned document 4| |

LI

Documant Data Purchasing Doc. 450001606
Matirial Dot Rfemnce 2005829
Mat. Doc. Year | Bill of Lading | ]
Posting Date a7.61.2611 GRIGISlip No,
. Ol - Doc Header Texd
L 1iF
rems|| (S]] [B].]
PO =% .| Hist Ted OK | | GtyinUnE|EUn Plant | SLoc | DCI
ISIJUUNMB@ 10 [m Lagerbock verzinkl [m] o JRC 1000 0
20 [y Mantelblech unten m o |rc 1000
30 [y Menehmerverzinkt [m] o |FC 1000 0
E PurchDac. = = B Hist Short tad Matarial Flanl SLoc  Quanlity Oln Met order price
4500016096 10 [y Lagerbockveszink 1000 400,000 PG 0450
0 [y Mantelblech unten 1000 10000 PG 1.00
30 [y Menehmerverzink 1000 500,000 PC 1.50

1 »

[EI&] Eele] &lF]
Action/Event
@O0 Initial processing

LT | Defaits

a|z Q" BEEE ebhel

PAUL - Maschinenbau - GmaH

[ |

7 11 0A T4 Uzer SYSTEM
@ Noiterns ware transfiired

= & Pedforn chistks

L

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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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 Blocking/Unblocking category in the Worklist, and then click
the Create new document button Lon the Application Toolbar.

2. Select the transaction type Block or Cancel, fill in the required fields and click ¥. The
Document no. field refers to the PROCESS DIRECTOR Accounts Payable document
number. If the invoice has more than one line with posting key 31 and different vendor
numbers, you must also enter the vendor and line item after clicking the Continue button.

[ Select posted document x

Docha

Company Code 1000

Invoice doc. no 1800000016

Fiscal Year 2015

Trans. type 1Block =
——
Vx|

3. The topmost Payment block drop-down list specifies what the document is 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.

Payment block
Hew & Blocked for payment =
01d Free for payment -

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
Processed.
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Canceling an invoice

1. Double-click the Invoice Blocking/Unblocking category in the Worklist, and then click
the Create new document button Llon 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 H3

Document no. 18106
Company Code 1000
Invoice doc. no
Fiscal Year

==
Trans. type 2

=
L=

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 & PD doc number 0 Processor Barbara Jones
General
Document na. 18106
Company Code 1000
Invoice doc. number 1900000078
Fiscal Year 2012
Posting Date 13.04.2012
Currency amount EUR |10,000,000.00
Vendor 1000 C.E.B. BERLIN
Cancel
Reversal reason 07 Incorrect document date -
Posting Date 25.10.2012

[v|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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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 Asset master data maintenance

e Cost center maintenance

e Customer vendor master maintenance

e General ledger account maintenance

e Profit center maintenance

e Vendor master data maintenance

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 Don 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, you can enter the reference asset number of an existing asset and its data

will be entered in the new request.

Activity
Asset

Assetclass
Company Code
Ref Azsset

Ref. Sub-number

Ref Company Cade
Create subnumber
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A new document is created.

Status ] PO doc nurmber a Processor  Barbara Jones

_/General | Tirne-dependent Allocations Qrigin Met waorth tax

General data

Activity -

Asset

Assetclass 3200 Company Code 2000
Diescription SHIPC HED 333 MHz

Asset main no. text
Account determ. Joeoa
Quantity
" IManage histarically

Posting information

Cap.date [g-19-2812 Dieactivation an
First acquisition on Plnd. retirerment on
Acuisition year ]

[ oomesato_ (@] (8] @) )

Deactiv. |~ Ar, Cep. area Depky  Uze [ Ordinary depr.

01 Bookdeprec. LIMR 5 06-19-2012
I 14 Tax hal.sht. LINR 5 06-19-2012
B 20 Costace. LIMNA f 0B-19-2012

3. Fill'in 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.

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 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.
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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.

[ tistor..| [&] [&][¥] [+ B[]

Asset™ SNo.*| Asset Description | BusA| Cost Center | Ev1 |Ev.2 |Ev3  Evd

@ Audi ooot 000z
Audi ooot oooz
Audi oot 000z

5. If necessary, change the required fields.

oo () [E]9) () BB

Asset | 8Mo.” | Asset Description | BusAl Cost Center | Ev.l  Ev.2 | Ev3 Ev.4

Audi 0a01 | 0002 oo
Audi 000t oooz ki
Audi 0oo1 oooz

6. Postthe document.

oo ] @) [&][9) 21

szzet™ Sho Asset Description BushA CostCenter Ewl1 EBEv2 Ew3 Ev.4

33740 Audi ooo1 0002 oom
3374 Audi ooot 000z i
3376 Audi ooot 0002

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

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 [lon 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.

tcenter master da aintenance
Activity
COArea &
Cost Center
Walid Fram 06-19-2012
Act Status 0

Template cost center
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A new document is created.

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

General

Activity A Active -
Cost Center

COArea 2000

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

Mame Accounts Receivable

Descript. Accounts Receivahle

Basic data

Ferzon Resp. Jabin Smith

Department FI & Admin

Cotr Categaory 4

Std. Hierarchy H3214

Company Code 30ag

Business Area 9300

Currency usD

Frofit 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 Don 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.



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

| Collection of Cos... || | |

FY

Cost...  MName Description Person Responsible | Departrment | CoCd | Profit Center CO Area

] 1000 Corporate Services Corporate Services Roger Tillman Caorporate 1000 1402 1000
1001 Customer Service Corporate Services Roger Tillman Corporate 1000 1402 1000
1002 Consultancy Services Corporate Services Roger Tillman Corporate 1000 1402 1000

6. Postthe document.

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 Lon 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 ~|

Customer

Account group IL/—

Company Code 1000

Sales Org. [ |

Distr. Channel [ ] =

A new document is created.

Status & PD doc number 3 Processar Barbara lones

r General data |r =|Address " Company Code Data | Sales Area Data | (3 Block/Unblock - [T Deletion

Activity
General data
Customer
Account group o001
Company Code 2000
Sales Org.

Distr. Channel

Division

Account Control
Vendor AuthorizGroup
Trading Partner Group

Tax Information

VAT reg.no.

115



PROCESS DIRECTOR 7.3 User Guide for SAP GUI

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.

General ledger accounts

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

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

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 Ma. I
Company Code

Chart of Accts
Reference GiL acct
Ref.company code

A new document is created.
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Status [ PD doc number 34 Processor  Blake Evans
. Boceneraldata | [E control data Createihankinterest 1 (& BlockiDeletion

General

Artivity !

GILAccount Mo, 154001 Inputtax 1 (see account assignment text)
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

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)

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.

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.

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.
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[%® |.| Display versions Master Data G/L Account #330 (Version 5)

%A
Versions/Fields Current PD value SAP value
= &8 Version: 000005 .
+ 7 System user of document THOMASZ SANKAR
[l KEYWORD : ECOSTS
- O Language Key EN
- A Keyword COSTS
= w KEYWORD : DEMAINTENANCE |
= G Actuity D
= [ KEYWORD : DEBUILDING |
« &7 Actiity D
= [ KEYWORD : DEINSTANDHALTUNG
+ & Acthity ]
- [Zh TRANSLATION : CDInstandh. Gebsude Instandhakungskosten Gebsud
- O Actwity c
+ [ Language Key DE
» [ short text Instandh. Gebaude

- De 3cct long text

= [h TRANSLATION : CFMaintenance batimentFrais de maintenance des bt

| Instandhaftungskosten Gebaude

+ [ Actwity c
« [ Languzge Key FR
- [ short text Maintenance batiment

-0 GfL 3cct long text Frais de maintenance des batiments
- [ TRANSLATION : UEBuiding maint.

+ ¢ Short text

Building maintenance
Building maint.

Field n...

SYSUSR

SPRAS
SCHLW

ACTIVITY

ACTIVITY

ACTIVITY

ACTIVITY
SPRAS
T™T20
TXT50

ACTIVITY
SPRAS
TXT20
TXTS0

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.

(&) PO doc number 1]

Frocessor

43 General data B contral data Createfhankinterest & BlockiDeletion

Barhara Jones

I

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

4. 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
Processed.

Creating a profit center maintenance request

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 ¥.

[E Profitcenter master data maintenance

Activity

COArea

Profit Center B

Walid Fram 06-19-2012

A new document is created.

Status ] PO doc nurmber a Processor  Barbara Jones

4 {3 BasicData | [E Indicators =] Address w2 Cammunication

Activity

Profit Center 1060

Cantralling Area 1@0a

Walid From p1-081-1994 Walid Ta 12-31-9594949
Mame Food Products

Lang Text Food and Related Products

Person Responsible Bocuse

Department Products

Hierarchy Area H1G60

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
Processed.

Vendors

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
v,

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 Orag.

Account group

Reference Yendor

Reference Comp. code
Reference Purch.org.

A new document is created.
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43 General data |~ =] Address data E] Accounting data |' M Purchasing data | (S 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 Counfry | 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

[e)i (&) [&]))) (L) )&

Ctry | Bank Key Bank Account Ck | MName of bank IBAN SWIFT code
DE 10050033 12387840 Dresdner Bank Betlin DE3710050033001 2367290

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
BProcessed.

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.
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¥ |. Display versions Vendor master maintenance #37 (Version 6)
¥ A

WersionsiFields

-2

Yersion: 000006

&7 Reconciliation acct

+ & Salesperson

+ 7 Sireet

- 47 House Mumber
- 7 Postal Code

- & City

+ g7 Changed on

+ g Lastchanged at

-

-

& version

[ Interface Structure: Vendor Master Data - Bank details

- [ Bank Couniry
- [ Bank key

+ [ Bank Account Nurmber

0 D Mame of bank
- [ Ban

[l Interface Structure: Vendor Master Data - Bank details

ﬂ' Vendor
@ Bank Country
& pank Key

T Bank Account Number

@ wame of bank
B Mame of bank
& Name of bank
@ 1Ban

Current PD value

160000

Mr. Jones
Berliner Str.
20

360000
Frankfurt

20120.622.130.628,3850000 20.120.622.130.649,9210000

14:06:28
00000&

DE

10020030
1239876
Deutsche Bank

DES&100200300001239876

100246

DE

10050033

34567891

Diresdner Bank Berin
00000000

00000000

DEG4100500330034567891

SAP value
160000
Frankfurter Str.
10
10000
Berlin

14:06:49

Field name

AKONT

WERKF

STRAS
HOUSE_MNO
PETLEZ

ORTO1
CHAMGE_TSTAMP
CHAMNGE_TIME
FD_VERSION

BANKS
BAMKL
BANKN
BANKA
TEBYNBAN

LIFNR
BANKS
BANKL
BANKN
BANKA
KOVON
KOBIS
TEBYABAN

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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43 General data =] Address data & BlockiDeletion

Yandor 1060246
Company Code

FPurchasing Org.

Fosting block
v | Central posting hlock
Posting block for company code

FPurchasing hlock
v | Central purchasing hlock
Purch. black far purchasing organization

Block for guality reasons

Block function

Deletion flags

Central deletion flag

Deletion flag for company code
[CJDelete flag for purchasing organization

Deletion hlocks
Central del block
CaCd 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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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 capture software 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 1 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.

Alternatively, to automatically enter the purchase order items, click the ltems Proposal
Button on the Application Toolbar.

PROCESS DIRECTOR proposes only those items for which the confirmation control has
been set in their respective purchase orders.

4. Make changes as necessary.

5. 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.
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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.

Processing order confirmations

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

1. Double-click the Order Confirmations category in the Worklist.

The document list displays all order confirmation documents. Documents that contain
errors have the status @ 1n error or incomplete.

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 order confirmation line items
e PO items to display purchase order line items
o« Hio display messages
o [Efyo 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 7] 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 @ 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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Payment Advices

PROCESS DIRECTOR for Payment Advices allows users to process payment advices and post
them to SAP. Remittance advice information from suppliers is transferred to PROCESS
DIRECTOR using various methods (EDI, OCR, file import, manual entry, etc.) and collected in
PROCESS DIRECTOR payment advices.

PROCESS DIRECTOR matches the information in the payment advice against data in SAP and
automatically determines the customer and the open items that match the payment amount, if this
is possible.

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.

Creating a payment advice

1. Double-click the appropriate Payment Advices category in the Worklist, then click the
Create new document button [ on the Application Toolbar.

A new document is created.

2. Inthe Document type field, select the type of document you want to create and click the
Save button on the.

3. Fill in the header data.

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

Alternatively, click the Item Proposal button ™ to have PROCESS DIRECTOR
automatically add suitable line items (see Proposing line items).

5. 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, either directly from PROCESS DIRECTOR or via an SAP transaction. When the payment
advice has been posted, the PROCESS DIRECTOR document status changes to @ Posted.
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PROCESS DIRECTOR can automatically add suitable customer open items to the payment
advice. Click the Item Proposal button T and select the appropriate option.

S General |
General
Company Code |1000
Customer |1000

Propose

Propose all tems
Currently due tems
Overdue tems
Unique combination

FENN TS I S B

Currency

Option Description

Propose all All | Adds all open customer items.

items

Currently due Adds only items that fulfill these criteria:
items

The invoice due date is later than the payment date.

The posting date lies before the payment date by a specified minimum
number of days. You enter the number of days in the Minimum time field,
which appears when you click Continue ¥

Overdue items Adds only items for which payment is overdue.

Unique Only adds items if there is a single, unique combination of open items that
combination matches the payment amount.

For example, assume the following customer open items are available:
Item 1 with the amount 100
Item 2 with the amount 200
Item 3 with the amount 150
Item 4 with the amount 250

If the payment amount is 250, two different combinations of items match
the payment amount:

Item 1 + Item 3 = 250
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Option Description

Item 4 = 250

If the payment amount is 600, there is a unique combination, because
only one combination of items matches the payment amount:

Item 2 + Item 3 + Item 4 = 600 (no other combination amounts to 600)

Processing payment advices

After transfer of remittance information from suppliers to PROCESS DIRECTOR, payment advice
documents without errors can be 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 advices. Documents that contain errors have the
status @in error.

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

3. If necessary, click [E 1o 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.

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

6. 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, either directly from PROCESS DIRECTOR or via an SAP transaction. When the payment
advice has been posted, the PROCESS DIRECTOR document status changes to @ Posted.

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.
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Status @ PD doc numbar 108 Processor
General
Company Code 1000
Cusborner |
Pt adnce no. | ]
Todal amounts:
Paymentdocno,  |RA-G007432| Payment date
PaymentAmourd (0,00 Currency GBF
Gross amaunt 46,40 Cash discount amount |8, B0
ik L]
[eemns]| (&) (E TR CER)
a Croy PymntArand  Gross amount  Digcount amnt D(lll.ll'nil'l...‘ Reference * Year
| Ger 10,00 11,60 000 | 1200000008 12-0002
GeP 20,00 2320 0,00 1800000010 12-0003
GBP 10,00 11,60 0,00 1200000011 12-0004
%2 [alla)e] (&%
ActionEvent LT

@ Perforn checks
@ Perdormn checks
W@ Perforrn chigcks
@ Perform checks
B Perom chiecks
1@ Perform checks
@ Perormn checks

Entitr a cuslomer numbar firsl

Fayrnent advice fem 0

Gross amount 11,60 GBP unequal sum of pay ampunt 10,00 GEP|

Fayment advice fem U

G0z amount 23,30 GBP unaqual sum of pay amount 20,00 GBP

Payrnent advice item 0 &

Gross amount 11 60 GBF vnequal sum of pay amount 10,00 GEFP .
L

|| @IPROCESS DIRECTOR other scanned document
=110 s @helu @

e Tn SYNTMES (WS40

REMITTANCE ADVICE

SO T
12 b

e Temraand Srsen
SN FRARCISID G 00

e
T 1
L
s Ve Rl DOCE J S —
oOOOL 1NCOO0GONE 110000 ) s
WON IMOONMILE  1100ed £ M
SN ABCSGBOOLL 410004 ] 18
Fatabs
e G s
Tes ]
Comex (Fopma] GRS dahat
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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.

Users who are responsible for payment runs in SAP can view the payment proposals in
PROCESS DIRECTOR and manually enter the changes that have made in PROCESS
DIRECTOR in 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 #444 (2 of 50)
"'f 5.“@ ﬁB‘BES ﬁ'@ Payments  Items &

@ [&FEE.) = ) (B @A =]

Ed Status | WPstatus|” PD docno |Run date  Identification | Paying company code

&7 445 22,01.2014 BRII9 1000
& 444 21.01.2014 BB 1000
@ 443 Bli7 1000
@ 442 BliS 1000
B 441 Bli2 1000
@B 440 Blil 1000
o 439 BlLO 1000
B 438 ] 1000
@B 437 B8 1000
o 436 BT 1000
B 435 BM 1000
@B 434 Bl 1000
R 437 R1? 100N
[payment] (& B (&% .| O] J-=.
B vendor Narme 1 Payment p.tms Crey | Local
10224 bi test 1
10224 bi test E110000001 1 EUR

B3 Inv. PDAP.. | Att. Edt St.. PBk Vendor ~ DocumentMo =  Amount in doc. cur.
10224 1900000174 10,000.00-

2. To process a payment proposal, click the PD doc no 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.
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[ . Display Payment Approval #429 (23 of 50)
:?: G gt T rmmens em SEHBE

Status -] PD doc number 429 Processor Barbara Jones
Genenl

Run date 08.11.2013 Currency

Identification Wi Total ems numbar a9

Paying company code

Payment volumes
Qutgoing payment 1,843.32
INCOMING Pyt 0.00

(payment] [&][¥][08][% . (& . .| [B] ]

ER vendor Hame 1 Payment | pi... Orey LCpmea.. Cashdsc.. Lostdsc(LC) DS €S Bank no,
1000  CEB. BERLIN P Fal 116,43... - 1.00- 3,457 61-
1000 CEB.BERLIN P EL10000 7 EUR 504.32- 0.00 0.00 DE 10050,
1000  C.E.B. BERLIN P F110000 2 EUR B, 00 0.00 0.00 DE 10050
1000 C.EB.BERLIN P F110000 1 EUR 650.00- 0.00 0.00 DE 10050

[rems| | [& ][50 ] (&1 [ ]l
B inv. PD.. Att.| Bdet |St.. PBk Vendor™ DocumentMo ™ Amatin DC| Croy |PayT | Due.. P..” Y.
R 1000 SLOO000672 696.00- EUR  ZBO1 ]
1000 5100000673 #96.00- EUR 7801
1000 SLOO00O67S 2,784.00- EUR  ZBOL
1000 5100000676 2,784.00- EUR  ZB01
1000 5100000677 2,784.00- EUR  ZBO1

1000 S100000678 34B.00- EUR 2801
1000 S100000679 MB.00- EUR  ZB01
1000 SLO0000GE0 348.00- EUR  ZEHO1
1000 5100000681 348.00- EUR 2801
1000 5100000682 696.00 EUR 7801

RN RRRR%%
IR B B T B R R )

" AhA B fRARAZAT ERE AR PR AR

3. You can view additional information about the proposal. Click:

the link in the header data ID column to view the proposal in transaction F110

the link in the items DocumentNo column to view the SAP Fl document
e 1o view the PROCESS DIRECTOR invoice document, if available
o Mo view the invoice image, if available

4. To set, remove or change the payment block indicator, in change mode [&] , 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 click the ¢ icon in the Edit
column to display the Change Line Iltems popup. You can then perform other editing
functions such as entering cash discounts or reallocating items.
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[E Change Line Items

| Block | Payment method
l',—'rl—l
Payment block LPJ Payment method
Pmit meth.supl.

| Payment terms

Baseline date |18.03.2004
Days/percent [12 3000 | #[30 [[2-000 | / [25 |
Discount base 11.40 EUR
| Cash discount
Discount amount
1

Cash discount %

| MNote

Item is blocked for payment

I Choose cash discount “ Reallocate...

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.
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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 (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
Vendor 5
MNet value a,00 Currency 4
Armount in local curr a,00 Local Currency EUR
Payment terms £
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General header data fields

43 General Org. Data |

Org. Data
Purch. Organization
Purchasing group 4]
Company Code IE.’_

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 I 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)

2. Use the search function in the catalog to find items.
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Catalog search Shopping cart [P0

Shopping lists
3 Message(s) | Q =
7
. Enterprise top . 1=

Apr 15,2008 by dovorites wageview | Testview | | oilers | wnageview | Textview
20% off -
Mn;:;n o 14 QT., BLACK N HeadsUP
Industries - UL LISTED soors  |H] | Lite 1 each
products WASTEBASKET g:brb :rrd 538,95 |g
Motion % 0’ Strap 2.3bs

i Black n" Red - g LoRE.
ngustries
distribules [ | Palypropylens ﬂ
Beanngs,
power B
fransmission External Catalogs and Links |
it an This i the area where you

dusiriai Dffice Depot - Line Leve| Py can place exiernal catalogs

AEustria VWER Intemational and lnlz.
autarnation, —————— Office DEPO Bames & Noble
hydraulc and AFVAFED @7~ Business Solutions Divis NAMMES O MANI -
industrial = | | _'I—

3. Add items to your shopping cart.

127 tems found | page[ 1 of8 (1))

=

= Short description Suppler Manufacturer Lead time: Image Price
t+  Rubbermaid - Offizelax  ELDON 28550 1.0 day 54,097 each
Slandard -,

Wasiebaskets -
Beige, 11-34" W x
12108 H o B-1147
D, 3.25 Gal

Quantity

P&

4. When you have finished adding items, open your shopping cart.

BElRE]

Catalog search Shopping cart (& 1) Shopping lists
$hopping cart | Extemnal catalogs | & | Send order |
Eem ng, Shor deseriation Suppler | Service provider, Lead ime Price

Quaniity  Amount

B andard Waslebagh
Beige, 11-04" Wx 12108 H x &

2,25 Gal

KE29550 0

Officelan 1.0 day

5. Send your order.

Home page
Shopping cart

Catalog search Shopping cart E

IEz-demaI catalogs

Shopping lists
||| 2] F | sendorder

Suppler { Service provider Lead time Price

Rem no, Shori descriation

§4.09/ each

B

1227

Quaniity  Amount

Rubbermaid - Standard Waslebashets -
Beige, 112087 W 12-108" H x 8-1/4" [

2,25 Gal

KE29550 Officellacx 54.09/each

1.0 day

1227

B
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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 Items
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. Some fields may be automatically filled by the system.

L&) [aFEF. 3. [8]dl.@lL.) (@) @E]
ltems

E: Template “e.. 14 A IS IC IT | Shorttext Quantity OUn  Delivery Met price Crey  Mall group  Viendor Plant
ALTE. 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.

[ Mumber of principal purchase agreement (1) —_ X
Purchasing Documents per Cost Center Furchasing Documents per Vendor ] Em
Vendaor

Purch. Organization
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 basisje]

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.

[teems ]| [&5] [&)[=F)[ B0 L] (=] (B &RL].] @) [E=]

lterns
= A A IS (IC (IT PO History Shart text Quantity OUn Delivery

10 K = @@ Sample item 1
20 Eﬂ\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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status icons 17
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