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About this guide

This guide is intended for users who are creating and processing Kofax Process Director™ documents
in the Kofax Process Director Web Application. A separate guide is available for users of the SAP user

interface.

Note Process Director can be configured to meet individual customer requirements. This guide
describes a typical Kofax 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.



About Kofax Process Director

Kofax 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 Kofax
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, or remittance advices. 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, or corrections to Fl
postings.

Process Director offers the following standard process types:

* Accounts Payable

* Accounts Receivable

* Archiving

* Asset Acquisition

* Asset Retirement

¢ Asset Transfer

* Customer Orders

» Electronic Bank Statements

* Financial Postings

* Goods Receipts

* Invoice Block and Cancellation

* Master Data Maintenance

* Order Confirmations

« Payment Approvals

* Requisitions

¢ Down Payments

In addition, customers can configure their own process types.



Getting Started

This chapter explains how to start Process Director and provides information about the user interface.

Start Process Director

To start Process Director, complete the following steps.

1. In a web browser, type the Process Director address (URL) supplied by your system administrator. It
may look similar to the following address: http://your.intranet:8080/pdweb-app/init.do.

2. Inthe logon screen, type your user name and password. These are supplied by your system
administrator. If you already have an SAP user name and password, you can log on with these.

Note Depending on the configuration of your system, you may be logged on automatically with
your Windows user name and password.

3. If your system has been configured to use more than one language, in the Language selection list,
select the language of the user interface.

Default means that the standard Process Director language will be used, and Browser means that
the language setting of your web browser will be used.

4. Click Log on.

The start page displays the Worklist and a Quick Start menu, or a selection screen, if these have been
configured. The Quick Start menu provides rapid access to frequently used document lists and actions,
and to your user profile. Which options are available in this menu depends on your system configuration. If
no Quick Start menu is provided, you must click a Worklist category to display and work with documents. If
a selection screen is displayed, you must 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 fewer categories, depending on your configuration and user
rights. The User profile category enables you to change your personal settings.

10
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(1] 215 00

¥ || ¥ Refresh worklst J O

2 Requistions a8 2
e_ Drafts 843 4 A Create | FrCheck || o Post || | Stat
To approwve T4 [ Status Wistatus PDdoci
® My Requisitions 27T 4 r Eﬂ E 1084
L= My Workflow Inbox 21 % —a r u o 1068
To approve T
Approved 10 %
Rejected 2 9
Ordergd 39 44_.9
Canceled 249
B Requisition Cockpit 200/8343 -5 9
E Goods Receipts 185 4
[ Financial Postings 132 < @
[ Customer Orders 1605 S
Order Confirmations T @
Payment Advicas 9 q
Payment Approvals 150 Q4
User profile 1

10.

© No oA~ WN

Refresh the Worklist.

This updates the Worklist, the document overview 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.

Display the start page.

Hide the Worklist.

Display the Worklist in a floating window.

Display the Worklist.

Expand and collapse Worklist categories to show or hide subcategories.
Currently selected Worklist category.

Resize the Worklist.

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

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

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

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.

Click 1, to open the selection screen to filter the Worklist.

11
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If your system has been configured to access more than one SAP system, the Worklist will be sorted
either by SAP system then process type, or by process type then SAP system.

ot 5 I s rce- oo

& Refresh worklist A Create
M Dev Systemn Status Wfstatus PDdoc no¥
= QA System [m} 264

[ Purchase Order664 4 [m}
Sales Order1594 4 O

B Goods Receipt1i18Q o

[® Payment Advice 20 4 O
Financial postings69Q

263
262
261
256

Worklist sorted by SAP system

o4 7 | mosrce- oo

& Refresh worklist & Create
= Goods Receipt 526 ||  Status Wfstatus PDdocno¥
= Dev System 408 Q O 264
Mot posted 248 4 O 263
Posted 84 Q o 262
Others 76 A o e
= QA System 118 4
Mot posted 24 Q - a4
Posted 53 @ g 55
Others KRN [m} 254

Worklist sorted by process type

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.

Add a filter

To add a filter, complete the following steps.
1. In the Worklist, click Define selection criteria J, next to the Worklist category that you want to filter.
2. Type your filter criteria.

The Max. number of hits field enables you specify the maximum number of documents that should
appear in the document overview list.

3. Click Search to apply the filter.
Two numbers appear in the Worklist for the node: the first is the number of documents that match your

selection criteria, and the second is the specified maximum number of hits. The document overview list
displays only the documents that meet your search criteria.

12
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Tip In your personal settings you can specify that the selection screen filter dialog box appears
automatically, either when you start Process Director or when you double-click a Worklist category.

Remove a filter

To remove a filter, complete the following step.
+ In the Worklist, click Define selection criteria j, and click first Reset then Search.

Start-up selection screen

If your system has been configured accordingly, a selection screen appears 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 selection screen lists all the available process types. Select the corresponding check boxes for the
process types you want to display in the Worklist. Clicking a highlighted process type allows you to enter
criteria for filtering that process type.

Selecting the All check box displays all the documents.

13
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Filtering criteria
Selection of process types. Click on the highlighted type names 1o specify filter criteria.

(] An PD document number to
[ Al documents in Web Cycle

[J Asset Acquisition

[ Asset Master Maintenance
[ Asset Retirement

[0 Asset Transfer Posting

[ Cost Center Maintenance
[0 Customer Master maintenance
[ Customer Order

[0 Customer Postings

[] Electronic Bank Statement
[] GIL Account Maintenance
[] GL Account Postings

[0 Goods Receipt

[[] Incoming Invoice

[0 Invoice Blocking/Unblocking
[ Order Confirmations

[J Payment Advice

[] Payment Approval

[] Profitcenter Maintenance

[] Requisition

[] vendor Master Maintenance

Max. number of hits 50

[qr Sean:h‘ Iﬁﬂm‘ xﬂCanteI‘

Type your search criteria and click Search.

Document overview list

When you click a category in the Worklist, Process Director displays a list of all documents in that
category.

14
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©
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1. Click the Process Director document number to open the document detail view.
The number of the last document viewed or edited is displayed in bold text.

2. Click a column heading to filter the list by this column, or to sort by this column in ascending or
descending order. A sorted column is highlighted. The icon in a column heading indicates whether
the list is sorted in ascending # or descending o order. Parentheses [ ] in a column heading
indicate that the list is filtered by this column.

Hide the Worklist.

Hide the document list.
Display the Worklist.
Title bar.

Actions bar.

© N o o

Check boxes for multiple document selection.

Select one or more documents, then click the appropriate action on the Actions bar. Select the
checkbox in the column heading to select all documents.

Note Some actions may not be possible for multiple documents.

9. Process Director documents.
The currently selected document is highlighted.



Process Director Web Application User Guide

10. Paging controls:
] Forward one page
» Forward to the last page
[ Back one page
[« Back to first page
«20 v Select the number of documents to display on the page.
You can also use the Page Up and Page Down keys to move to the previous and next page.

Document detail view

The document detail view is where you create, edit and view document information. To open this
view, click a Process Director document in the document overview list or click Create to create a new
document.
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1. Display the Worklist.

2. Display the document list.
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3. The Additional information area. What is displayed here depends on which button you click:
Attachments #
Notes 7
Messages ¢*
Audit trail §
If attachments or notes are present in the document, the icon has a green border [#.

Note Depending on the configuration, notes may be displayed in a table instead of in the Additional
information area.

4. Title bar with arrows for browsing to the previous/next documents.
Actions bar.

6. Hidden data pane. To hide a pane of data, click on the small arrow to the left of the data pane name.
To display the pane again, click this button.

7. Header data, divided into panes.

Note Depending on the configuration, the header data may be displayed in tabs instead of data
panes. Also, when there are multiple text area fields in the header, you can configure to display
them as single line input fields, which when you click, display the regular size text area (in a
popup).

Arrows for browsing through the data panes.
Line items Actions bar.
10. Line items.

11. Additional tables, such as Accounts or Purchase order items.

Use search help

Some fields have search help available to assist you in finding the right value. When you click in a field for
which search help is available, the search help icon ? appears.

Vendor |

ol

Payment terms ZB01

Click search help ? to open a dialog box in which you can enter search criteria. Use the selection list
Search help to display different search fields. For example, if you select the option Vendors by Country in
this selection list, fields in which you can search by country are displayed.

17
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Search help for field Vendor
From

Search term
Postal Code
City

Mame

Frankfurt am Main

Vendor

Results 10 |»

Search help |‘ufendnrs (General)

When you click Search, the search results are displayed. You can now enter more search criteria to

narrow down your search or make a selection in the results list. To clear all search fields, click Reset.

Search help for field Vendor
From
Search term

Fostal Code

City Frankfurt am Main
Mame

Vendaor

Results M »

Search help |"u'endnr5 (General)

" CHEMIE 60594
" LASALLE 60329
" RE 60343
" RE 60343
" RE 60345
" RE 61655

Search term Postal Code City

Hame

FRAMKFURT AM MAIM READSOFT EBYDOS AG 1060
FRAMKFURT AM MAIM JONES LANG LASALLE GMBH 2600
FRAMKFURT AM MAIN MEYERS REAL ESTATEAG 3458
FRAMKFURT AM MAIN MEYERS REAL ESTATEAG 4256
FRAMKFURT AM MAIM POLIS IMMOBILIEM FUEHRER 4257

FRAMKFURT AM MAIMN HOFFMANM IMMOBILIEN AG - 4258

Vendor

]
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When you select an item in the results list, the search help dialog box closes and the selected value is

entered in the field.

-

Vendor

Payment terms

If several lines need the same value entered in a particular field, select those lines and click the search

1000

ZB01

C_EB.BERLIN

help icon in that field in any of those lines. The other lines are automatically filled with the selected value.
To select all the lines, select the check box in the header.

-

=+ MNew line | | ¥ Delete

v | Template

<] =1 =]

Quantity

1.000

0.000

0.000

Use the calendar

Fields in which you can enter dates show the calendar button.

Delivery date

» Click the calendar button and select the date in the calendar. The selected date appears in the field.

Delivery date
Currency amount

Currency

=+ New line [| % Delete

+* Accour

Select date

B

=

Percent

0.0
0.0
0.0

M« Feb 2011 W M

Su

6
13
20
27

Mo Tu We

12
78] 9
14|[15][16

21|23

28

Th Fr
3| 4
1011
17|18
24|25

Sa
5
12
19
26

GIL Acct

10103100 7
10103100

10103100
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Use text field suggestions

Some text fields provide a suggestion list with the values that you previously entered. When you start
typing in such a field, the suggestion list appears automatically.

Vendor

1 ?
1060

1500

Edit suggestions

Clear suggestions

If your system has been configured accordingly, you can edit and clear the suggestions.

» Select Edit suggestions to open a dialog box in which you can modify or reset (delete) the current
suggestion list.

Edit suggestions for field VENDOR %

"l" "lGEO" f71500" "2500"

» Select Clear suggestions to clear the list of suggestions for this field.

Document status icons

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 overview list to display a tooltip with the exact
status description. Note that some statuses do not apply to all process types.

Icon Status Description

New The document has been created.

Error The document contains errors that prevent it from being posted.
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Icon Status Description
Warning The document contains errors that do not prevent it from being posted.
Ready for The document does not contain any errors and can be posted to SAP.
I:I posting
In workflow The document is currently in a workflow.
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.
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Icon

Status

Description

In work

The document is currently in a workflow and the recipient has opened the
document.

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

In workflow, the
current processor is a
substitute

The document is currently in a workflow. The current processor is
processing the document in his capacity as substitute for the original
processor.

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

Partially approved

Some document items have been approved, others have been rejected.
The document is no longer in a workflow.

Recalled The document has been recalled from a workflow. The workflow has been

- cancelled.
E Forwarded The document has been forwarded to another user for processing.
E Query sent A query about the document has been sent to another user.

3 Query A query about the document has been received from the workflow

H processor.

9 Query answered (status | A query has been answered. This status icon is displayed to the user who

i for query sender) sent the query.
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Icon Status Description
Query answered (status | A query has been answered. This status is displayed to the person who
ﬁ for query recipient) received the query.

Follow-up flags (PD AP only)

A follow-up flag is an icon that appears in the document overview list and the document detail view.
Follow-up flags help you to identify important documents and documents that need attention. For
example, follow-up flags may indicate due payment dates, price and quantity differences, or the presence
of notes or attachments.

Depending on the system configuration, follow-up flags appear as descriptions or icons. If more than one
follow-up flag exists for a document, a plus sign (+) appears next to the description. If icons are used,
the follow-up flag field is highlighted if more than one follow-up flag exists. Move the pointer over the
description or icon to view all available follow-up flags.

See the Process Director Accounts Payable User Guide for examples of follow-up flags.

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.

Tip When system messages have been generated for a document, these messages are displayed next
to the header data in the document detail view. Messages are displayed in chronological order, with the
latest messages at the top of the list.

Each message line is a summary of the action or event. To view the individual messages for each action
in the Events pane, select the Action.
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Actions (13) x

Action Date Time # User Result
Insert document into database 05M3/2013 144744 Barbara Jones (JOMES) "

Go to display mode 05M3/2013 144728 Barbara Jones (JOMES)
Create document 05M32013 144723 Barbara Jones (JOMES) v
Switch Worklist node 072272013 14:01:20 Barbara Jones (JOMES)

Check before post *change mode 08/02/2013 125346 Barbara Jones (JOMES) [ |

To display mode 08/01/2013 120714 Barbara Jones (JONES)

Caaritrdn WA~ mond NTAAMATY 449-AA4-AF Dardhara Lbanaoe £ RIS

| Events (3) -
Result Event Message

[ | Perform checks FPlease enteritems first
[ | Perform checks Document contains no items

Perform checks Purchase order date is in the past

The colored icons indicate whether the action that resulted in the message was successful or not:
Il The action resulted in errors. Documents with errors cannot be posted to SAP.

The action resulted in warnings. Documents with warnings can be posted.
« The action was successful.

To view current messages, click the Messages ¢® button in the Additional information area.
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Create and edit documents

This chapter briefly explains how to create, copy, edit and delete documents. Detailed information on
creating and editing documents for specific process types is available in the chapter for the relevant
process type.

Create a document

To create a document, complete the following step.
¢ In the document list, on the Actions bar, click Create.

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

Depending on your system configuration, other buttons may be available on the toolbar that you can
click to create new documents of a different type based on the current document, for example, to create
a Master Data Maintenance Request from a Customer Order. The configuration determines which field
values, notes and attachments are copied from the existing document to the new document.

Create a document from an external file

If configured, you can create new Process Director documents by uploading data from an external file.
You can upload both header and line item data.

The following external file formats are supported:
+ ASC
+ CVS
+ TAB
o TXT

It is not possible to create documents from Excel files (XLS or XLSX) in the Web Application. Use the SAP

GUI to create documents from XLS or XLSX files.

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

To create a document from an external file, complete the following steps.
1. Click File upload from list.
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2. In the Choose file upload ID popup, select an upload ID.

GIL Account Postings - All Documents (50)

I || & Refreshwonkdst || 4 | | B Create || Fr Check || + Post || B Start + Approve || % Reject || B Forw ard (| +Recal || § Status || E» Export st
@ Requisition [~ Status Wistatus Substate PDdocno® PType Type Reference CoCode DocumentNo  Fsc. Year
# Goods Receipt r [} 174 [ WY 4 ACCRONAT A -7 AnNn
E G Account Postings - Choose file upload ID T x
To Approve 19 vt B i ol
App r | + Continue || # Cancel|
My Workflows 4 q - ——
& Al Documents 50 4 .
) r File upload ID T
[ All Recuming Entries =Y
Dealetad Q r u 19 GLSF SR, oo

3. Click Continue.
Select the file to upload and click Open.
5. Click Upload.

E

Edit 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.

To edit a document, complete the following step.

* In the document overview list, click the Process Director document number (PD doc. no.) to open the
document detail view.

Upload line items from an external file

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:
+ ASC
+ CVS
« TAB
« TXT

It is not possible to upload items from Excel files (XLS or XLSX) in the Web Application. Use the SAP GUI
to upload items from XLS or XLSX files.

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

To upload line items from an external file, complete the following steps.
1. Click File upload from list.
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2. In the Choose file upload ID popup, select an upload ID.

% || & Refreshworkst | Q, |

GIL Account Postings - All Documents (50)
« Approve || 3% Regect || B Forw ard || + Recal || | Status || B Export st
CoCode DocumentNo Fisc. Year

| A Create || FrCheck || « Post || B Start
[~ Status Wistatus Substate PDdoc no# PType Type Reference

E Requisifion
B Goods Receipt ‘m m 174 1 A8 QA ACCRONAR A -7 4000
B GIL Account Postings - Choose file upload ID TR
a e —
ToApprove ! r | « Continue || % Cancel|
My Workflows 99 -
& Al Documents 50 4 .
- i r File upload 1D T
[ All Recuming Entries =Y
Dealetad a r u 19 GLSF SR, oo

3. Click Continue.
4. Select the file to upload and click Open.

5. Click Upload.

Entry templates

About entry templates

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

template.

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

fields.

Use an existing entry template

If entry templates have been configured in the system, 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.).
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To use an existing entry template, complete the following steps.
1. Enter the name of the template or use search help to select a template.

Search help for field Entry template
From To

Entry template

Material Group

Plant

Vendor

Results

Entry template Material Group Plant

" ALL1 00107 1000 2500
" ANOTHER_AL 00108 1000 1060
" TEST1 00107 1000 2800

2. Click - next to a template to add the values defined in the template to the relevant fields of your

document.

Create and edit entry templates

If entry template maintenance has been configured in the system, a Maintain entry templates button is
displayed on the appropriate Actions bar (in this example, the line items Actions bar).

To create and edit entry templates, complete the following steps.
1. Click Maintain entry templates.
2. Click New line to create a new template.
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3. Enter a name for the template and enter the values in the template fields.

~|ltems (2}

| New line| | % Delete |

[ Template Matl group  Vendor Plant
[ SAMPLEA 00104 232
[ SAMPLEZ | ?

To delete a template, select the check box to its left and click Delete . Click the checkbox at the top
of the list to select all templates.

4. Click Save to save your changes.

Copy 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.

To copy a document, complete the following steps.
1. To open the document details, in the document overview list, click the document number.
2. On the Actions bar, click Copy.
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.

Delete 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.
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To delete a document, complete the following steps.
1. To open the document details, in the document overview list, click the document number.
2. On the Actions bar, click Delete.
3. Click Yes to confirm the deletion.

Split a document

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. Items 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.

To split a document, complete the following steps.
1. In the Worklist, click the appropriate category.

2. To open the document details, in the document overview list, click the document number.

3. Click Split document.

4. In the Split document popup, click Yes.

5. The Messages pane displays the numbers of the original document that was split and the new

documents created according to the specified configuration parameters.

@ Document was split (Original doc: 2309)
@ Document number 2312 successiully created

You can now work on either document.
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Notes, texts and attachments

You can supplement the information contained in your Process Director documents using notes, texts and
attachments.

» Notes are used only for communication within Process Director and are not transferred to the SAP
document.

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

+ Attachments enable you to make information contained within external files directly available in Process
Director.

Add and view 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 appear in chronological order (newest first).

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

To view or add notes, complete the following steps.

1. Click the document number in the document list to open the document details.

2. In the Additional information area, click Notes [Z. If notes are available for the document, the
Notes button has a green border.

Note Depending on the configuration, notes may appear in a table instead of in the Additional
information area.
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3. To add a new note, click New line and type the text in the text box.

x
=+ Mew line | | % Delete
— Creator user Createdon Time created [«
v  Barbara Jones 072472013 10:09:15 J

To delete a note, select it and click Delete. You can only delete or edit notes if you have not yet
saved the document. Click the check box at the top of the list to select all the notes.

4. Save the document.

Note You can also add notes to read-only documents (when the you are not the current workflow
processor).

Add and view 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.

To add and view texts, complete the following steps.

Add text to header data

To add text to header data, complete the following steps.
1. Click the document number in the document overview list to open the document details.
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2. Select the Texts header data pane.

-

=+ Mew line | | ¥ Delete

— TextlD Last modified by Textlines
[v  Header text * Barbara Jones Add some text
[ Terms of delivery * Barbara Jones Add some text

Header text

Terms of delivery

3. Click New line.

Select a Text ID to indicate what the text refers to. You can select all the text IDs that are available in
your SAP system here.

5. Type text in the Textlines text box and click OK.

To delete a text, select the check box to the left of the text and click Delete. Select the check box at
the top of the list to select all the texts.

Add text to line items

To add text to line items, complete the following steps.
1. In the line items area, select the item and click Texts.

An additional pane appears below the line item where you can enter texts. Click the arrow [=] in the
Texts pane to close this area when you have finished entering the texts.

% MaintainE. || 4= Mew line || % Delete || l# Accounts || o Texts
[ Template St Item 4 Short text Quantity OUn
3 00010 Sample itermn 1 12.000 PC
<+ New ling | | % Delete
[ Textobject TextID Modifiedby Texts

[ EBAN = BO4 * Barbara Jones Add some text
Purchase requisition texts (EBAHN)
Purchasing doc. item texts (EKPO)

I 00020 Sample item 2 2.000 PC

2. Click New line.
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3. Select a Text object to specify in which SAP document type the text will be displayed, and a Text
ID to indicate what the text refers to. You can select all the text IDs that are available in your SAP
system here.

4. Type the text in the Textlines text box and click OK.

To delete a text, select the check box to the left of the text and click Delete. Select the check box at
the top of the list to select all the texts.

Add and view attachments

You can attach files to documents to provide additional information. Which types of files you can attach
depends on your system configuration.

Note In some systems, this feature may not be available.

Add attachments

To add attachments, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. Click the Attachments icon in the Additional information area.

3. Click Upload. Depending on the system configuration, the popup displays the allowed document
types or a selection list. If necessary, select a document type. Enter the path and file name or click
Browse to find the file that you want to attach.

Note Instead of browsing for the file that you want to upload, you can also drag and drop it into the
Attachments pane.

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

Upload attachment x
Document type PD PDF document m
File name |C:\Sample PDF.pdf Browse...

Description You can enter something here

4. Click Upload.

View attachments

You can view attachments in the Attachments pane. To open the Attachments pane, complete the
following step.

» Click the Attachments # button.
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« If attachments have been added to the document, the Attachments button has a green border [.

~
iy Upload | & Delete attachments
[] Type Description Size Date 4 T
L] A PROCESS DIRECTOR not... 21.439 20042016 1
] A PROCESS DIRECTOR not... 21.630 20.04.2016 1
[] cﬁ FoxyDaumenRundAusges... 54773 27.06.2016 1
] A ALTMP_DR6_4 PDF 21.364 07.07.2016 1

< >

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.

Important When attachments are uploaded by way of the Store business document button, the Size,

Date, and Time columns always display the correct content, but for scanned invoice images, a known
limitation exists in that these columns are sometimes displayed empty.

Display options for PDFs

For PDFs, the document viewer provides the following display options.

* Zoom out = and Zoom in (& reduce or enlarge the PDF. The text box next to the buttons displays the

current zoom level.
+ Maximize || fits the full page into the document viewer.
» With Drag ¥, you can drag the PDF within the document viewer.

Display options for images

For images, the document viewer provides the following display options.

* Zoom out &, and Zoom in & reduce or enlarge the image. To display the next available zoom level,

move the pointer over the corresponding button. To display the current zoom level, move the pointer
over the image itself.

* Maximize =] displays the complete image in a separate popup.

 |If scroll bars are available, you can drag the image within the document viewer by left-clicking the
image and holding down the mouse button.

Delete attachments

The configuration and your user rights determine which type of attachments you can delete.
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To delete attachments, complete the following steps.

1. In the document list, click the document number to open the document details.

2. In the Additional information area, click the Attachments [2 button.
3. Select the attachments you want to delete and click Delete attachments.

Attachments {13) b 4

i Upload | | & Delete attachments

[] Type Description Size Date4#

] L PROCESS DIRECTOR PDF_.. 23,859 07f09/2013
] 1= PROCESS DIRECTOR M3 ... 380,806 023/22/2013
L PROCESS DIRECTOR PDF_.. 22821 09M10/2013
] L PROCESS DIRECTOR PDF_.. 22822 09M10/2013

4. Click Yes to confirm the deletion.
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Check and post 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.

Check 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, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Check.

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 Accounts Payable 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.
The document status changes to [_], which indicates that there are no errors and the document can be
posted.

Reject 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, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Reject.
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3. Depending on the system configuration, you may need to add a note or specify a rejection reason.

Rejection reason o

Rejection Reason Please select -

r

Please select

Rejected due to credit check
Cust to receive replacement

o Continue | | 3§ Cancel

4. Confirm the deletion.
The document status changes to (%) Rejected.

Display rejected documents in the workflow history (PD AP only)

The Workflow History category displays those documents that have already been processed. For
incoming invoices, you can configure that the workflow history also includes the documents that have
been rejected.

To display rejected documents, complete the following steps.
1. In the Worklist, select the Incoming Invoices > Workflow History category.

2. In the Incoming Invoice - Workflow History - Filtering criteria window, clear the Display
approvals only check box.

3. Click Search.

The document list is updated with the rejected documents.

Post 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
[C1 No errors, can be posted

To post a document, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Post.
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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.

1= Messages

@ Mo error found during check
@ Standard PO created under the number 4500016413

— Status Wrfstatus PDdoc no¥ Purch.Doc. Purchreq.
— ® 689 4500016413

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.

Link 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, complete the following steps.
1. To open the document details, in the document overview list, click the document number.
2. Click Connect to existing PO (for requisitions) or Connect to SAP doc. (for financial postings).

A dialog box is displayed in which you can enter the SAP document number. Which fields appear in
this dialog box depends on the process type.

= Requisition 240

| I+ Connect to existing PO || W Catalog | | B Copy || Bl Save | | I» Check | |-|

~| Basic data b
Document status O Postable C
Workflow status v 4

PD document number 240

Document date 05162011

Delivery date 05252011

Amount 1,254.00

Currency EUR
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3. Click Connect to existing PO (for requisitions) or Connect to SAP doc. (for financial postings).

Reverse a document

To reverse a document after it has been posted, complete the following steps.
1. To open the document details, in the document overview list, click the document number.
2. Click Reverse .
3. Specify the reversal reason and date.
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About workflows

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

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

Start a workflow

You can configure the number of steps within a workflow, as well as the number of recipients per step.
Depending on whether you are starting a one-step or multi-step workflow, you need to complete different
steps.

The following image displays an example of a possible screen setup.
Start workflow T X

i Start | | ® Cancel

Workflow selection | Note

Workflow Approve and create PO v  Workflow due date 24112016

] Duration

=+ New line || % Delete

User type Recipient Long name E-Mail Language
Internet user PO_APPROVER Costcenter responsible guy michael.haak@lexmark.com EN
SAPF user -

] Duration
4 lew line | | % Delete

User type Recipient Long name E-Mail Language
#| SAP user -

Start a one-step workflow

To start a one-step workflow, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Start.

The Start workflow dialog box is displayed. Which options are available in this dialog box depends
on how the workflow is configured.

41



Process Director Web Application User Guide

3. In the Workflow selection pane, select the workflow that you want to start. Then, in the Workflow
due date field, enter the date by which the workflow should be completed.

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

5. Optional. In the Note tab, add a note for the workflow processor.
6. Click Start.

Start a multi-step workflow

Some workflows may have multiple steps or multiple recipients per step. Each step is displayed in its own
pane and has its own processor list.

To add recipients for a step, complete the following steps.

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

If required, click New line to add a second recipient.

Add and remove 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).

Add a processor

To add a processor, complete the following steps.
1. To open the document details, in the document overview list, click the document number.

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

3. Optional. In the Note tab, add a note for the workflow processor.
4. Click Continue.

Remove a processor

To remove a processor, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.
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2. On the Actions bar, click Recall.
The Workflow recall dialog box is displayed.

Workflow recall TR

@ Remove processor || + Complete recall || % Cancel

|

Sel. WF Number Workflow due date % Step  Step overdue from  Processor
Workflow 1 1265 31.12.9999 Step 1 31.12.9989 LORBER

3. Select the processor by selecting the check box, and then click Remove processor.

Recall a workflow

Sometimes, it may be necessary to stop the 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.

To recall a document from a workflow, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Recall.
The Workflow recall dialog box is displayed.
3. Click Complete recall.

Recall Accounts Payable documents

If your system has been configured accordingly, you can recall Accounts Payable documents that you
have already approved in a workflow. Depending on the configuration, you may only be able to recall the
document if it has not yet been approved by a subsequent workflow processor. You also cannot recall a
document if the entire workflow has been completed.

To recall an Accounts Payable document, complete the following steps.

1. In the Worklist, click the Recall category. This category displays only those documents that can be
recalled.

2. Select the check box next to the document(s) that you want to recall.
3. On the Actions bar, click Recall.
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View workflow status

To view the status of a workflow, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Status.

Notes added to the document can be viewed in the Note tab.
Workflow status TX

|¥Close|

Workflow selection | Note

Workflow PZ workflow 1 (1122)
Status description Running
Started by Barbara Jones
Created on 22.09.2016
Time created 13:26:28 Workflow due date 07.10.2018
=] Next
Status  Step Date Time Processor Owverdue
B FzZTEST: 00:00:00
v Current
Status  Step Date Time Processor Overdue
1 PZTEST1 22.09.2016 13:25:37 Barbara Jones (SAP user: JONES) 07.10.2016

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

Approve documents

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

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. On the Actions bar, click Approve.
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3. If the workflow step has been configured to require a note upon approving, in the Note tab, write the
reason for approving the document.

If this is the last or 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.

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

Approve line items

Some workflows require you to approve not just the entire document, but individual items on it. You see
only the line items that are assigned to you for approval. The following document actually has three items;
item 2 is not displayed because it is assigned to someone else.

L Account a3sigrment for purchass croer ibem

Item Purch.Doc. Item Met amount Quantity Order Unit Text Deliv.note Tax rate

To approve line items, complete the following steps.

1. Select the check box to the left of the item.

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

2. On the Actions bar, click Approve.

Important Do not click Reject. This rejects the entire document, including items that you have
approved.

Reject documents

You can choose to reject a document that you receive in a workflow. When you reject a document, the
following behaviors are possible:

» The document workflow is completely canceled.
* The document stays in the workflow, but is returned to the previous step in the workflow.
* 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, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

2. If you are assigned to more than one step in the workflow, a dialog box opens in which you can
select which step you want to process.
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3. On the Actions bar, click Reject.
The Reject one or more workflow steps dialog box is displayed.

4. If the workflow step has been configured to require a note upon rejecting, in the Note tab, write the
reason for rejecting the document.

5. Click Reject workflow step.

Forward documents

You can forward a document that is in a workflow, to another user. It is important to note that forwarding a
workflow step does not skip the step; it only passes the responsibility of completing the workflow step to
that person.

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

To forward a document, complete the following steps.

1. Either select the document from the document overview list (by selecting the check box to its left), or
click the PD document number to go to the document detail view.

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

3. On the Actions bar, click Forward.
The Forward workflow task dialog box is displayed.

4. Select a user type (necessary only 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. To add more
recipients, click New line.

5. If the workflow step has been configured to require a note upon forwarding, in the Note tab, write the
reason for forwarding the document.

6. Click Forward.

Send and answer 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 send a query about a document only if the workflow step has been configured to allow
querying.

Send a query

You can use queries to ask other users questions about a document that has been sent to you in a
workflow. To send a query, complete the following steps.

1. On the Actions bar, click Query.
The Send query about workflow task dialog box is displayed.
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5.

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

In the Note tab, write your question.

Note It is mandatory to add a note before sending a query.

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

Click Query.

The query is sent and the workflow status of the document changes to Query sent .

Answer a query

When you have received a query about a document, the document is marked with the workflow status
icon Query ? in the document overview list. To answer a query, complete the following steps.

1.
2.
3.

4.

To open the document details, in the document overview list, click the document number.
Select the Note tab.

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

On the Actions bar, click Reply.

The reply is sent and the workflow status of the document changes to Sent .
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Change personal settings

You can change your personal settings, such as your password or settings that control the behavior of the

system, and you can assign substitutes to take over your work while you are absent.

Note Some or all of these functions may not be available in your system, depending on the
configuration.

Change user data and password

To change your user data and password, complete the following steps.
1. In the Worklist, click the User profile category.
2. In the Personal data pane, change your user data, as required.
3. In the Password section, enter and confirm your new password, as required.

T

Full Name Barbara Jones

User JOMES

Email address wcuseri@demo. readsoft. com
Telephone

Department Purchasing Department
Language

Password

Old password
Mew password

Mew password

4. Click Save.
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Change user settings

Depending on your system configuration, you may be able to change certain settings that control the
behavior of the system. To change your user settings, complete the following steps.

1. In the Worklist, click the User profile category.
2. Inthe User settings pane, make changes to the settings.
To view additional information about a setting, position the mouse cursor over the field label.

+ Save || ¥ Back

Personal data

Display last list no ]
Image display width 400 Ed
Display header data n panels ﬂ
Skip selection screen no ﬂ
Use SAP formats no ]
Number format

Use date and number formats as specified in SAP

3. Click Save.

Assign 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 iliness).

Active substitutes

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 /g icon is shown in the document overview list of the substitute so that they can differentiate
between their own documents and your documents.
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Passive substitutes

Passive substitutes do not receive email notifications and your documents are not displayed in the
approval Worklist for the substitute. 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.

Add substitutes

To add substitutes, complete the following steps.
1. In the Worklist, click the User profile category.
2. In the Substitute pane, enter the details of the substitute assignment.
a. Inthe From and to fields, enter the date range during which the substitute should take over
your work.
If you do not want to specify a fixed end date, select the Unlimited check box and click Save.
The end date then becomes 12/31/9999.

b. Inthe User field, enter the name of the substitute, or use the search help to search for the user
(SAP or Internet user).

c. Select the Active check box to make the user an active substitute. Leaving it unchecked makes
the user a passive substitute.

d. Optional. 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.

e. To add more substitute users, click New line and enter the details for each substitute.
3. Click Save.

Change and delete substitutes

Change substitutes

You can only change the validity date, the activation status, or the substitute profile of a substitute. If you
want to change the name of the user, you must delete the substitute and add a new substitution with the
name of the new user.

To change the validity date or the activation status of a substitute, complete the following steps.
1. In the Worklist, click the User profile category.
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2. In the Substitute pane, change the substitute assignment, as required.

a. Inthe From and to fields, select new dates.

b. Select or clear the Unlimited and Active check boxes.
3. Click Save.

Delete substitutes

To delete a substitute, complete the following steps.
1. In the Worklist, click the User profile category.
2. In the Substitute pane, complete the following substeps.

a. Select the substitute you want to delete by selecting the corresponding check box next to the

From field.
b. Click Delete.
3. Click Save.
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Accounts Payable

Kofax Process Director Accounts Payable allows users to view and process the Accounts Payable
documents that are sent to them in a workflow.

About the Worklist

The Worklist for Accounts Payable documents has two categories: My Workflow Inbox, which displays
documents that need processing, and Workflow History, which displays documents that have already been
processed.

Note In the My Workflow inbox category, for MM invoices, you can select a purchase order line item and
click Purchase Order history to view the purchase order history of that line item.

If configured, there is also a Recall category, which allows you to recall documents that you have already
approved.

Worklist ﬂ T Incoming Invoice - My Workflow inbox (66)

|E| | & Refresh workiist |

[ Requisitions g7 Q Status  Descript. Doc. no.4 FI/MM  Doc..Date
[ Goods Receipts 205 Q ﬁ Check price mismatch 5035 MK 041472010
[ Financial Postings 185 4 [ Check missing GR a041 MM 0752010
M Customer Orders 1619 4 Bl  Checkprice mismatch 5057 MM 04/14/2010
LoLE DL e 38 4 B CheckmissingGR 5062 M 07M6/2010

= Incoming Invoices o
s Check missing GR a08v M 092712010

My Workflow inbox 66

Workflow History a = Check price mismatch 5218 i 041472010
Recall a B Checkmissing GR 5248 i 07162010

Depending on the configuration of your system, other categories could be displayed. However, you can
only display the document, not take any action on it.

Process documents

To process Accounts Payable documents, complete the following steps.
1. In the Worklist click the Incoming Invoices > My Workflow Inbox category.
2. Click the document number in the document list to open the document details.
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3. You can now view the document data:
+ View purchase order data
* View vendor data
+ View and add notes
+ View and add attachments, such as the invoice image

Note If the system has been accordingly configured, the invoice image can be viewed in the
overview list.

* View the workflow status
and take action:
* Approve the document
* Reject the document
+ Forward the document to another user
» Send a query to another user

View purchase order data

In the document detail view, the purchase order details are displayed in the different panes.

4= b Incoming lmvoice MM

W Ooite stachements | 9 Copy || B Save || I veck | B Gosts Recei | 5tan | o A || 0 smwasd [ Rt [ o Continse || 3¢ o | oy | o iy | o Pt | St | - Boc
Time 0000 Vensar 05 FleasSot Evydes A Baseline pryment gie v v || @ Omie e | ¢ Do
Document statss g Head oftice Torms of payment 5] Toxrale  Tax Jur, Code | [] Wikitge Whacode Wassbiat
PO document number 0124 Document Date 71222013 Days 1 ] ] LL.] L s
Souce ocA =] PostngDee Days 2 ]
1o ™ ¥ Refeencs  MUILGA31121001 [e—_— ]
voce Ed G Account Mo, Discpercent 1 100
WVOICE COCKMT document type Cumrency EuR Discosntameant 008
Document type RE Grons amount 31100 Paymast block
Purchasing Document 5000160 Netamomt 000 Wt due date
Company Code 1500 Eniry shest Prp—
Dinc percent 2 (1™ Delrvery nose o days 2
Document Husder Text Butises At Clearing dam
voice doc. number Clearing Document
Enchanps rate
Transation dits
Fatlow.up fag

If the purchase order has documents attached to it, you can also view those attachments.
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Attachments (1) x

Type Description Size Date 4 1
4~ PROCESS DIRECTOR PDF... 4580037 01212014 -

View vendor data

In the document detail view, the Invoice pane displays the vendor details.

| ®Invoice
Vendor 1060 ReadSoft Ebydos AG
Head office
Document Date  07/17/2013
Posting Date
Reference
GIL Account No.
Currency EUR
Gross amount  10.00
Net amount 0.00
Entry sheet
Delivery note

Business Area
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Enter one-time vendor data

On occasions, you may receive invoices from vendors that your organization does not regularly do
business with. Your organization will have no record of these vendors in its database. For these vendors,
Process Director uses the standard SAP CPD (Conto pro Diverse) vendor numbers 1950 and 1960. For
vendors with these numbers, an additional tab is displayed in the accounts payable document header,
where users can enter the vendor address and bank details.

Name 1

Country Key

Bank Key

Bank country key
Bank Account Number
Bank Control Key

City

Add accounting data

In the accounting lines, you can enter percentages and they will automatically be converted to absolute
values, to correspond with the amount in the header data.
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Het amount 10,000.00

Entry sheet

Delivery note

=+ Mew line | | % Delete

[~ GIL Acct Met amount Gross Text
[ 471000 2,500.00 0.00
I 2,500.00 0.00
I 2.500.00 0.00
I 2.500.00 0.00
Import data

You can update the data in an Accounts Payable document by using a configured data provider. Refer to
the Process DirectorAccounts Payable Configuration Guide for more information about data providers.

To update an Accounts Payable document, complete the following steps.

1.

o g s 0N

In the Worklist, click the Incoming Invoices > My Workflow Inbox category.

Click the document number in the document list to open the details of the invoice you want to update.
Click Import Data.

In the Import Data pop-up, select the data provider, and then select the file you want to upload.

Click Upload.

Click Save.
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Create invoices

If configured in your system, you can create new Fl invoices. You cannot create MM invoices. To create
invoices, complete the following steps.

1. In the Worklist, double-click the My workflow inbox category.
2. On the Actions bar, click Create invoice.

3. Inthe Create document dialog box, select the type of invoice to be created from the selection list,
and then click Create invoice.

Create document

| « Create inmice| | * Cancel |

r

Invoice type selection Please select

4. Enter the invoice details.

5. Click Save.
Note The document is automatically sent to a workflow when saved. Click Workflow status to view
the details of the workflow. Depending on the workflow step settings, the document may be deleted

from the system if it is rejected by the first workflow processor and has not been processed by
other users.

Save an invoice as a template

If configured in your system, you can save an invoice as a template and then use the template to create
new invoices. To save an invoice as a template, complete the following steps.

1. After creating an invoice, on the Actions bar, click Save template.
2. In the Template dialog box, enter a name for the template and click Save template.

Template

| # Save template | | % Cancel |

r

Template name

Use a saved template to create a new invoice

To use a saved template to create an invoice, complete the following steps.
1. In the Worklist, double-click the My workflow inbox category.
2. On the Actions bar, click Create invoice.
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3. Inthe Create document dialog box, select the Create from template tab.

4. From the Templates drop-down list, select the saved template and click Create from template.

Create document
e e

Create invoice | Create from template

Templates Please select

5. Enter the invoice details.
6. Click Save.
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Accounts Receivable

Process Director for Accounts Receivable allows users to process Accounts Receivable documents and
post them to SAP. Users can:

Post a customer payment

Create and modify payment advices

Post and clear electronic bank statement customer payments
Create bill of exchange payments

Perform customer account clearings

Create an Accounts Receivable document

You can create an Accounts Receivable document and send the document to a workflow, or if you have
sufficient user rights, post the document to SAP.

To create an Accounts Receivable document, complete the following steps.

1.

In the Worklist, click the appropriate Accounts Receivable category, then, on the Actions bar, click
Create.

A new document is created.

In the Document type field, select the type of document you want to create. Then, on the Actions
bar, click Save.

Fill in the header data.

Use New line and Delete line on the line items Actions bar to add and delete line items.
Alternatively, click Iltem Proposal to have Process Director automatically add suitable line items (see
Propose line items).

Click Save.

If required, you can set a value in the Alt.acct type field, press Enter, and then use the search help
available in the Alternative account field.

If all information has been entered correctly, the document has the status [ ] Correct.

When the Accounts Receivable document has been posted, the Process Director document status
changes to & Posted. You can still edit payment advices as long as they have not been cleared.
Changes are passed to the SAP payment advice. Similarly, if changes are made to the SAP payment
advice, these changes are reflected in the posted Process Director document.

Propose line items

Process Director can automatically add suitable customer open items to the Accounts Receivable
document.
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To propose open line items, complete the following step.
» Click Item Proposal and select the appropriate option.

Option

Description

Propose all All items

Adds all open customer items.

From invoice list - having the same reference

Proposes only items from the SAP Invoice List that
have the same reference (that is, the reference number
from the Payment document number field).

Currently due items

Adds only items that fulfill these criteria:
* 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.

Currently due items - payment amount preferred

Same as Currently due items, but in addition to dates,
the payment amount is also taken into account. If
there are currently due items that match the payment
amount, only these items are proposed. If there are no
currently due items that match the payment amount, all
currently due items are proposed.

Overdue items

Adds only items for which payment is overdue.

Overdue items - amount match preferred

Same as Overdue items, but in addition to dates, the
payment amount is also taken into account. If there are
overdue items that match the payment amount, only
these items are proposed. If there are no overdue items
that match the payment amount, all overdue items are
proposed.

Unique combination

Only adds items if there is a single, unique combination
of open items that 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:

e ltem1 +Item 3 =250
e ltem4 =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)
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Option Description

Unique combination with single match first Same as Unique combination, except that as soon
as a combination is found that matches the payment
amount, other open items are not taken into account
and the first found match is proposed.

Process Accounts Receivable documents

After transfer of remittance information from suppliers to Process Director, Accounts Receivable
documents without errors can be posted automatically to SAP. Documents with errors must be corrected
manually.

To manually process Accounts Receivable documents, complete the following steps.

If all information has been entered correctly, the document has the status [_] Correct. You can now send
the document to a workflow or, if you have sufficient user rights, post the document to SAP. When the
Accounts Receivable document has been posted, the Process Director document status changes to &
Posted. If all the required data is available, clearing postings are automatically created and the document
status changes to (¥ Cleared.

Clear a Payment Advice

To clear a posted Payment Advice, complete the following step.

* Open the document and click Clear document.

The SAP clearing document number is entered in the Clearing document field and the document status
changes to Cleared [+ .
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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 ReadSoft 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.

Process archive documents

To process archive documents, complete the following steps.
1. In the Worklist, double-click the Archiving category.

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, click the document number in the PD Doc no. column and in the Object

Type field select the SAP object type with which the document should be archived.

4= = Generic archiving solution 663

& Copy

H5Save | | F» Check | | ++ Change key data | | +* Post| | & Delete | | 4+=Back

Document status |

Workflow status

PD document number G663

Object Type EKPF Accounting document
Key 0000004100
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3. Click Change key data on the Actions bar and enter the key data. Which fields are available here
depends on the selected object type.

F

Please, provide data

| ¥ Cancel |

Company Code
Document Number

Fiscal Year

4. Save the document.

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.

» Asset Acquisition
¢ Asset Retirement
* Asset Transfer

Create 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, complete the following steps.

1. In the Worklist, click the appropriate Asset Acquisition category. Then, on the Actions bar, click
Create.

A new document is created.

New Asset Acquisition

| ESaue| | x Cancel|

> Transaction data = Additional detail
Document status O Posting Period 0
PD document number 0 Document type
Workflow status Transactn Type
Company Code Trading Partner
Document Date 082772013 Reference

Posting Date 08272013 Assignment

Reference Date
Text

2. Fill in the relevant fields on the header data tabs.
3. Enter the line items. Use New line and Delete line on the Actions bar to add and delete line items.
4. Save the document.
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4= =p Asset Acquisition 42

AR e |

™ Transaction data

Document status

PD document number
Workflow status
Company Code
Document Date
Posting Date
Reference Date

Text

= List of Assets (1)

Asset Subnumber Amount Currency

3395 ]

42

1000 ReadSoft Deutschland

08282013

082812013

Used car

1 Additional detail

Posting Period
Document type
Transactn Type
Trading Partner
Reference

Assignment

]
AA Assetposting

1000

Descript. Quantity Unit CoCode FHsc.Year DocumentMo

15,000.00 EUR Audi AG 1.000 EA 1000 2013 100000055

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 & Posted.

Create an asset retirement request

To create an asset retirement request, complete the following steps.
1. In the Worklist, click the appropriate Asset Retirement category, then, on the Actions bar, click

Create.

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

Transaction

Flease select

Asset Retirement by Scrapping
Asset Sale Without Customer

Please select

Asset Retirement - Transaction
=== |
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3. Fill in the relevant fields on the header data tabs.

4. Enter the line items. Use New line and Delete on the Actions bar to add and delete line items.

5. Save the document.

| I Copy || B Save || B Start || 4= Back |

~ Transaction data

Document status ®

PD document number 11

Workfiow status

Company Code 1000 ReadSoft Deutschland
Document Date 082972013

Posting Date 082972013

Reference Date 08302013

Text

Transaction Asset Refirement by Scrapping

= List of Assets (1)
Asset Subnumber Descript. CoCode Fsc.Year DocumentMo
3395 0 Audi AS 1000 2013 100000056

= Additional detail
Paosting Period
Document type
Transactn Type
Trading Partner
Reference

Assignment

= Partial retirement

Amount posted 0.0000
Percentage rate 0.00
Quantity 0.000

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 & Posted.

Create 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, complete the following steps.
1. In the Worklist, click the appropriate Asset Transfer Posting category, then, on the Actions bar,

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

Asset Transfer Transaction
 Cancel

Transaction Flease select - |

Transfer within Company Code
Intercompany Asset Transfer
Please select

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

4. Enter the line items. Use New line and Delete line FLon the Actions bar to add and delete line
items.

5. Save the document.

&
= Transaction data =1 Additiona | detal
Document status L] Posting Period 1
‘Workfow slatus o Docusmest typs I-.
PO document number L] Transfer warkn 2 Mel mathod
Company Code 1000 ReadSon Destschiand Assignment i
Transaction Infercompany Assel Transter
Document Date DaDAZ0N3
Posting Date DAn4Z013
Assel vahoe date D403
Text employes nolebook wans far
Carrency EUR

= List of Assets (1)
r CoCoda Assol Sk, Descripl. Anoiant Crey  PartCoCd  PrindAssel P.subno.  Descripl. Fisc. Year  Docusnenibo
= 1000 3409 L] IBM Thinkpad T420 50000 EUR 2000 1001 ‘] BEM Thinkpad T420 2013 100000048

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 & Posted.
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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 Kofax 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 Kofax 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.

Process customer orders

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

To process customer orders, complete the following steps.

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.

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.
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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.

Process electronic bank statements

To process electronic bank statements, complete the following steps.

Clear 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.

To clear an item, you have the following options.

Manually select the payment advice number by using the search help

To manually select an existing payment advice number by using the search help, complete the following
steps.

1. Select the bank statement with the uncleared items.

2. Select the uncleared item and click Change data &.

3. Inthe Assign data popup, fill in the required information and click Save.

4. You can clear the item by clicking Post data.

Create a new Process Director payment advice and post it in SAP

To create a new payment advice, complete the following steps.
1. Select the bank statement with the uncleared items.
2. Click the Create Payment Advice .
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3. Fillin the required information and save and post the document.

& Header

 General

Document status ]
Workflow status

PD document number 0
Company Code 1000
Customer

Account at customer

Adv.header text

= Payment Details
Pmnt advice no.
Clearing Document

Fiscal Year

Payment document no.

Payment date
Currency
Payment Amount
Balance

Gross amount

Cash discount amount

03/18/2013
EUR

210.00 0.00

0.00

0.00

4. 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 Post data.

= Iitems (3)

J B Create Payment Advice || + Post data ||| +* Change datau l# Payment Advice ltems

[ ] Status [PD doc number Pmtadvice
0400000000004258] 100072 Credit

M % 4250

Account DIC  Amount
210.00
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Financial Postings

Process Director for Financial Postings allows users to create financial accounting (FI) documents and
post them to SAP. Process Director currently supports the following posting types.

General ledger postings:

* Regular posting

» Adjustment posting

* Provision posting

* Accrual with reversal

* Recurring entry

» Aggregated accrual from Process Director Accounts Payable

Customer postings:
* Invoice

» Credit note

* Recurring invoice
* Deferral (invoice)
* Write-off

Create a financial posting

To create a financial posting, complete the following steps.
1. In the Worklist, click the appropriate category: G/L Account Postings or Customer Postings.
2. Inthe document list, on the Actions bar, click Create.
3. Select a posting type and click Continue.
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4. Depending on the posting type, you may have to enter some initial information. This example shows
an adjustment posting.

[ e
Original SAP document
Document Number 100000004
Company Code 1000
Fiscal Year 2013
Cument CO object / SAP document item no
Cost Center 1000
WBS element
Order
Line item 0
Target CO chject
Cost Center 1200
WBS element
Order

A new document appears.

= G/L Account Pos

Iz Connect to SAP doc.
[Oetals]
= General E Adjustment posting
Document status ] Mew or ready for posting Original document number 1900000000
Workflow status Original Fiscal Year 2012
Posting Type GLAP Adjustment posting
Company Code 1000
Document Date 072512013
Posting Date
Reference
Document Header Text
Currency EUR
Calculate tax ~
Debit total 84,03 [ ]
Credit total 3403

= Posting positions (2)

[~ Item 4+ GIL Acct DIC indic. Amount Currency Tax Code Text CostCtr Order v
i1 451000 Credit T B4.03 EUR 1000
rz 451000 Debit ¥ B4.03 EUR 1200
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5. Fillin the header data and posting position fields. Some of this information may be entered
automatically.

Use New line to add posting positions, and Delete to delete positions.
6. (Optional) For customer postings, if tax is not calculated automatically, you can add tax data.
Use New line to add tax lines, and Delete to delete tax lines.

7. Save the document.

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.

If the document is posted with reference to a deferral posting, the number of the deferral document is
displayed in the Details data pane.

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.

Change the posting type

To change the posting type, complete the following steps.
1. In the Worklist, click the appropriate G/L Account Postings or Customer Postings category.
In the document overview list, click the document number to open the document details.
On the Actions bar, click Change Posting Type.
Depending on the posting type, you may have to enter some additional information.
Click Continue.
Click Save.

o gk~ wN

General Ledger Account Postings

Regular posting
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.

Adjustment posting

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

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

-

Please specify additional data

¥ Cancel || # Continue

COriginal SAP document

Document Number 1900000131
Company Code 1000

Fiscal Year 2012

Cument CO object / SAF document item no

Cost Center 1000

WES element

Order

Line item 0

Target GO cbhject
Cost Center 1200
WBS element

Order

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 appear in the Details data pane.

Provision posting

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 data pane.

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, complete the following step.
» Open the document and, on the Actions bar, click Reverse.
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The document status changes to @ Reversed. The number of the reversal document is displayed in
the Details data pane.

Accrual with reversal posting

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 are then
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 data pane.

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

Accrual with reversal postings can also be created from Process Director Accounts Payable documents.

Recurring entry / recurring accrual with reversal posting

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 schedule data pane.

First run on 02/01/2013
Last run on 02/01/2014
Interval in months Per month
Run date 15
Last Document Date 02/15/2013
Field Description
First run on / Last run on The time frame within which documents will be created.
Interval in months The frequency with which documents will be created, for example, every month
Run date The exact date on which documents will be created, for example, on the 15th of each
month.
Last document date The last date on which a document was created. This field is 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 data pane of these documents.
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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 Complete on the Actions bar.

The Relations data pane displays a list of all documents that have been created from a recurring entry/
accrual template.

Accrual from Process Director Accounts Payable posting

An accrual from Kofax Process Director Accounts Payable posting is created from the /EBY/
ICIV_ACCRUAL REPORT report. This report lists all line items in Kofax 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.
4= =} G/ Account Postings 1228 (=
It Comnect io SAP doc. || i Copy || B Save || Iy Check | dyList Upioad || B Siart || + Post | I Deiste || 4= Back
-
&
Document status o Wew or ready for posting Document type 5 Reversal reason 01 =
Workflow status Exchange rate 0.00:000 Reversaldate 04012013 ‘.
Posting Type GLAA Agoregated accrual from PD AP Translation date
Company Code 1000 Trading PariBA -l
Document Daie D30S2013 Docement Number
Posting Date Fiscal Year
Reterance MARCH 2013 Period
Document Header Text Accrual rom PD AP
Currency EUR
Calculate tax W
Debit total smar [
Credit total
+'|f! W Ine B Ceiete .J ?
r~ hem+ GL Acct DN indic. Amount Curremcy Taxcode Text Cost Cir Order WES elem. Pro
1 400000 Cregt ™ 100.00 EUR 22402:000001 DO
r 400000 L * 500 1 2210 0005001 1000 141
r 3 400000 Deabit ® 52.00 EUR Vi 21912:000001:001 1000 141
0000 Drabit = 2597 EUR Vi 21912:000002:001 1000 41

Note You can also display the Process Director AP document number field, which stores the number of
the corresponding PD AP document. Click the number to jump to the PD AP document.

See the Process Director Accounts Payable User Guide for information on creating documents from this
report.
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Customer Postings

Invoice/Credit note posting
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 data panes.

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

Recurring invoice posting

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 scheduledata pane.

Field Description

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

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

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

Last document date The last date on which a document was created. This field is 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 data pane 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 Complete on the Actions bar.

The Relations data pane displays a list of all documents that have been created from a recurring invoice
template.

Deferral (invoice) posting

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 Profit and Loss statement (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 regular 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.
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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 data pane.

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.

A Save || i List Upload || % Cancel

Document status [m] Mew or ready for posting Document type DR Customer 1000
Waorkflow status Exchange rate 0.00000 Amount 100.00
Posting Type ARDI Deferral (invoice) Translation date Currency EUR
Company Code 1000 Trading Part.BA Text

Document Date 0372012013 Validity date 01/01/2014 Assignment

Posting Date Consumed Amount 0,00 Payment block

Reference Document Number Payment Method

Document Header Text Fiscal Year

Calculate tax %) Period 0

Debit total 0.00

Credit total 0.00

= New linc || % Delete

[ Item 4 GIL Acct DIC indic. Amount Currency Taxcode Text Cost Ctr Order WBS elem. Profit Ctr
(i 800001 Credit = G0.00 EUR example lext 2 2001.99.T-FOP
a2 201001 Credit = 40.00 EUR example laxt 3 2001.99.T-POP

Write-off posting

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.
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Please, specify additional data

| o ﬂuntinuel | x ﬂanl:el|

Original SAP document

Document Number 1800001612
Company Code 1000

Fiscal Year 2012
\Write-off Details

GIL Account No. 203000 x

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 data pane.

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

Process Director for Goods Receipts allows users to create and process goods receipts and inbound
deliveries and post them to SAP. Goods receipts and inbound deliveries 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 and advanced shipping notifications. Capture software automatically
extracts information from incoming delivery notes and shipping notifications, 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 or inbound delivery data can be
automatically filled in.

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

Create 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.

Create a goods receipt based on a purchase order

To create a goods receipt without a requisition or invoice, complete the following steps.
1. In the Worklist, click the appropriate Goods Receipt category, then click Create.

2. Inthe Add PO Items to Goods Receipt dialog box, type the purchase order number. You can also
specify an item, a delivery, a movement type and a special stock indicator. Make sure the GlDelivery
check box is cleared. See Create an inbound delivery for information on this check box.

Add PO ltems to Goods Receipt

I Add PO Items

PO Item Spec.Stock  WMWT Delivery GlDelivery
< 4500018018 ] 101
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3. Click Add PO Items.

A new document appears. The line items of the selected purchase order are transferred to the new

document.
4. Fill in the header fields.

5. Edit the line items, if necessary. Use New line and Delete line on the line items Actions bar to add

and delete line items.

To transfer line items from another purchase order to the goods receipt, click Add PO Items. In the

Add PO Items to Goods Receipt dialog box, type the number of the purchase order or use search
help to select it and click Add PO Items.

6. If the delivery of this item is to be considered complete, select the OK check box.

Fr Connect to matesial doc. | s Acd PO Hems || I Copy

Document status =]
Workfllow status

PD document numbsr 1203
Posting Date

Document Date

Created on 18.12.2019

Purchasing Document

Inbound diliv.

Vndor 1000
Movemant Type

Post GI via delivery

= ltems (F

+Mew line || 3 Dalete

Status PO Item 4 0K
m| 4500018790 10 L
= PO Hems (2)
Purch.Doc. Item 4 Short Text Plant
4500018720 10 Casing 1000
7. Click Save.

If you entered all the information correctly, the document has the status [_] Ready for processing. You

Iy Check || B Save || 8 Start | + Post || I Dedele || 4= Back

Document Header Text
Daliviery note
CEB. BERLIN
Matenal Cuantity EUn Text
T-5N-100 5,004 P Casing
Stor. Loc. PO Quantity OUn Met Price MNetValue Crey
LO01 50,000 PC 5,00 250,00 EUR

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 # Posted.
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Create a goods receipt based on a requisition or invoice

To create a goods receipt that is based on a posted requisition or invoice, complete the following steps.

1. In the document overview list, click the Process Director requisition or invoice document, then click
Goods Receipt.

If you select a requisition or invoice that has several vendors, you are prompted to choose one of
those vendors.

A new goods receipt document appears. 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, appears in the goods receipt.

2. Make changes as necessary.
3. Click Save.

If you entered all the information 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 # Posted.

Create an inbound delivery

If your supplier sends an advanced shipping notification, you can create an inbound delivery document for
the shipping notification.

To create an inbound delivery, complete the following steps.

1. In the Worklist, click the appropriate Goods Receipt category, then click Create.

2. Type the purchase order number and select the GIDelivery check box.

3. Click Add PO Items.
A new document appears. The line items of the selected purchase order are transferred to the new
document.

4. Fill in the header fields.

5. Edit the line items. Use New line and Delete line on the line items Actions bar to add and delete
line items.

6. Click Save.

If you entered all the information 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 &
Posted. The number of the SAP inbound delivery document appears in the Inbound delivery field and a
corresponding entry is added to the Confirmations tab in the purchase order.

Process goods receipts

Captured goods receipt documents without errors are usually posted automatically to SAP. Documents
with errors must be corrected manually.
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To process goods receipts, complete the following steps.
1. In the Worklist, click the appropriate Goods Receipt category.

The document list displays all goods receipt documents. Documents that contain errors have the
status ] In error.

2. Click the document you want to view.

Note For purchase orders with inbound deliveries, additional details are displayed: the delivery
date, the delivery quantity, and the sales unit.

3. On the Attachments tab, click the Process Director scanned document attachment to display the
document image (if available).

4. Click Check.

The system messages resulting from the check will help you to identify the errors.
5. Correct the errors.
6. Click Save.

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 check box for
each item.
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s Ackd PO Berem || IV Copy || By Commmict b mabarial doc. || iy Chock | BYSave || BStart || o Post || I8 Deleta || 4 Back

= General = Reference
Docisment statss ] Document Header Text
Workfiow status Delevery mote 33005826
PD document number 557
Posting Date 01092014
[Document Date 01082014
Created on 01092014
Purchasing Document
Vandor 1501 FPaull Maschinenbau Gmbh
Enems (5)

r nem oK EUn

[T 4500016095 0 = PC 1000 000

[T 4500018095 O = PG 1000 0001

T 4500016095 0O = PC 1000 0001

[~ 4500016085 0 = PC 1000 0001

T 4500018085 © = PC 1000 o001

= PO tems (5)

PwchOoc.  Mem 4 Shoritext  Planl  Stor.Loc. POquantity OUn  Metprice  Netvalie  Crcy
10 A ek 1000 20,000000 PC 105 8400000 EUR

4500016095 20 Kontaktwinkel 1000 82000000 PC 095 7790000 EUR

Attachmants (1)

ﬁ Inrnmnina Massmast e gae 0 ACR ﬂlm’l'l lﬁﬁ

e Spe e
i T e Ry
e ———

J»
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Invoice Block and Cancellation

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

Create a block/unblock request

To create a block/unblock request, complete the following steps.
1. In the Worklist, click the Invoice Blocking/Unblocking category.
2. Inthe document overview list, on the Actions bar, click Create.

3. Select the transaction type Block or Cancel, fill in the required fields and click Continue . The
Document number 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
« Continue || 3 Cancel

Transaction type Block

Cancel

Document number Please select

Invoice Document No. 1300000016 Fiscal Year 2015
Company Code 1000

Vendor 1000

Line item 1

Cancel an invoice

To cancel an invoice, complete the following steps.
1. In the Worklist, click the Invoice Blocking/Unblocking category.
2. Inthe document overview list, on the Actions bar, click Create.
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3. Fillin the required fields and click Continue . The Document number field refers to the Process
Director Accounts Payable document number.

« Continue | | ® Cancel

Transaction type
Document number
Invoice doc. number

Company Code

Select posted document

Cancel -

7693
4500016035
1000

Rscal Year

2013

4. 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.

Mew Invoice blockicancellation

= General
Transaction type
Document status

PD document number
Document number
MM document number
Invoice doc. number
Company Code
Posting Date
Reference

Vendor

Amount

5. Click Save.

Cancel
[m Workflow status

]

T693

5105609196

5100000014 Fscal Year

1000

041972013

42150

3600

54234

2013

Funcke Biromarkt

Currency EUR

=l Cancel

Reversal reason 05

Pasting Date 08292013
Reverse PD AP document [

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.



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.

Asset master data maintenance
Cost center maintenance

Customer master data maintenance
General ledger account maintenance
Profit center maintenance

Vendor master data maintenance

Create an asset master maintenance request

To create an asset master maintenance request, complete the following steps.

1. In the Worklist, click the appropriate Asset Master Maintenance category.
2. In the document overview list, on the Actions bar, click Create.
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3. Select the type of change you want to make (Create, Update, or Delete), fill in the fields and click

Continue .

If necessary, you can enter the reference asset number of an existing asset and its data will be

entered in the new request.

Asset master data maintenance

« Continue || # Cancel

Activity Create -
Asset

Asset class

Company Code

Ref. Asset

Ref. Sub-number

Ref. Company Code

Create sub-number r

A new document is created.

Mew Assel Master data maintenance

| BYsave | x cance
= Giweral = T e peefucdie il
Document status o Néw of ieady ior procéssing Business Area
‘Workflow status. Coat Conter
PO docsment number Odhed
Activity Croate Mamterance order
Asset Plant
Asselclass 3200 Lo atio
Company Code 2000 Room
Assel Description Personnel Number 0

Adsel makn no. text
Acct defermination 10000

= Depreciation areas (6)

Deactiv.  Area 4 Dep.ares ey Usellife  Per Ol depr.
r i Book deprec. LINR 5 L]
| 15 Taxbalshl LINR & ]
= 20 Cosbacc. LINA & o
] 0 Group GEF  LINR & o
r E1] Growp DEM  LINR & ]
[ 2 BkDepipcwr) LINR 5 ']

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

= ABoCa tions
Evalsation Growp 1
Evalaation Groap 2
Evalsation Groap 3
Evalsation Groap 4
Eval. Group 5
Resagon Iof invesimi
Ervvir v s bmenl
AS50l SUPDT PETbET

= Driggin

s s chuer of o
Asset purchased
Trading partmor
Country of origin
Type naime
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5. If necessary, select the Deactivation check boxes for the depreciation areas that need to be inactive
for this asset.

6. Click Save.

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.

Add multiple assets to the request

To add multiple assets to the request, complete the following steps.
1. [} Inthe document list, on the Actions bar, click Create.
2. Select Create, fill in the Asset class and Company Code fields and click Continue « .

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

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

ey line || % Delste

[T Asset Subnumber Descript. Bus. Area  Cost Cir Ev.Group 1 EvGroup2 Eval.Grp3 Eval.Gr.4
v Audi 0ao01 oooz
r Audi 0ao01 oooz
r Audi 0ao1 oooz

5. If necessary, change the required fields.

+ e line || #Delste

[T Asset Subnumber Descript. Bus. Area  Cost Ctr Ev.Group1 BEwvGroup2 Eval.Grp3 Bval.Gr.4
v Audi oo nooz noo1 2

r Audi ooo1 nooz Y

r Audi oo nooz

6. Post the document.

fAsset  Subnumber 4 Descript. Bus.frea CostCtr BvGroup1 FBEvGroup? EBvalGrp3  Bval.Gr.4

33T 0 Audi oaot nooz 0aot
3378 0 Audi oaot nooz '
33749 0 Audi ooot oooz

The assets are created in SAP and the numbers entered in the lines.
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Create a cost center maintenance request

To create a cost center maintenance request, complete the following steps.
1. In the Worklist, click the appropriate Cost Center Maintenance category.
2. Inthe document overview list, on the Actions bar, click Create.

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

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

.
Costcenter master data maintenance
« Confinue || ¥ Cancel

Activity Create
Cost Center

Controlling Area ?

Valid From 0821/2013
Activation status Active

Reference Cost center

A new document is created.

~ General Data ~ Basic Data = Control -'.
Document status a MHama Record Cuantity O
Worklow status Description Actual primary costs O
PO document number o Person Responsible Plan primary costs O
Activity Create ~] Department Actual secondary costs O
Cost Center Cost Center Category Plan secondary costs O
Controlling Area 2000 Hierarchy Area Actual revenues O
Valid From 022172013 Company Code Plan revenues O
Valid To 1273179999 Business Area Commitment update (]
Activation status. Active ¥ | Cumency
Profit Center

4. Fill in any relevant fields on the header data tabs.
5. Click Save.
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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.

Add multiple cost centers to the request

To add multiple cost centers to the request, complete the following steps.
1.

2.
3.
4

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

Customer master data maintenance

[ In the document list, on the Actions bar, click Create.
Select Create, fill in the Cost Center and Controlling Area fields and click Continue.
Enter all the data that is the same for all the cost centers you want to create and save the document.

using the data from the header.
If necessary, change the required fields.

e line || % Delete

[~ Cost Ctr Hame Descript.

Vv 1000 Corporate Services Corporate Services
[~ 1001 Custormer Services Corporate Services
[~ 1002 Consultancy Semices  Corporate Services

Post the document.

Pers.Resp.
Roger Tillman
Roger Tillman

Roger Tillman

Create a customer master maintenance request

Department
Corporate
Caorporate

Corporate

To create a customer master maintenance request, complete the following steps.

1.

In the Worklist, click the appropriate Customer Master maintenance category.

CoCode
1000
1000
1000

Profit Ctr
1402
1402
1402
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2. Select the type of change you want to make (Create or Update), fill in the fields and click Continue .

A new document is created.

You can also repeat the steps to extend the customer details by adding more data, such as an

additional company code.

Tithe

Activit Creat Ploase stlect -
¥ Al -
Ganaral duta Name 1
Customar 2998 Nama 2
Account group 0001 Sold-lo paity - 0001 Search tesms
Anoount control Search Term 1
Vendar Authorization Group Shwel address
Street
Trading Parner Group key
Tar infermasen Postal Code
Tax Number 1 VAT registration na. Cousntry
Tax Number 2 PO box sddress
PO Box
Postal Code
Language
Tekephone

Fax Humber
E-Mail Address

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

Hous Numiber
City

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,
accounting users will be able to see the Company Code Data tab and sales users will be able to see the

Sales Area Data tab.

To process data in the workflow, complete the following steps.
1. Open the document to approve it.
2. Enter all the required data.
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3. If necessary and if you have the required rights, enter the required information and save the
document.

H Save || I Check || + Approve || +* Continue || # Reject || { Status || « Post || 4= Back

General | | Address data | | Deletion

Accounting information Posting Block

Reconciliation acct 140000 Sort key Central posting block
Head office Planning group Al Posting block for company code
Authorization Group Order Block

Central order block
Release group

Defivery Block
Central delivery block

Payment data

Terms of Payment 0001 Record pmnt history Biling Black

Central billing block
Block Ssles Support
Central sales block

Country MName Tax categ. MName Tax class. Desc.

DE Germany MWST Output Tax 1 Liable for Tax

Function Name Number Descript. PartnDescr Def.Partnr

3P Sold-to party

EP Bilto party

PY Payer

5H Ship-to party

CoCode Dunn.area Dunn.Proc. Dunn.Block Dun.recipt Clerk DunnDate Dunn.Level
1000 ooo1 A ]

Leg.dun.pr

4. Depending on the workflow configuration, the document moves to the next workflow step or the

workflow is completed. If the workflow is completed and you have sufficient rights, you can post the
document.

When the changes have been posted, the Process Director document status changes to &
Processed.

View changed data

If your system is configured to check for changes in customer master data maintenance requests, you can
view these changes by clicking the Check button.

The changed field values are displayed in the Messages popup and the affected fields are highlighted

in the document detail view. This enables you to easily see which changes should be made to the SAP
customer master data.
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Requests for blocking/deletion

To create a block/deletion request, complete the following steps.
1. Create a new request with the Update activity and enter the vendor number.
2. Click the Block/Unblock or Deletion tab.
3. Set the appropriate blocking or deletion options.

-

Paosting Block

Central posting block

Posting block for company code
Order Block

Central order block

Order block for sales area
Dedivery Block
Central delivery block

Delivery block for sales area
Billing Block

Central billing block

Billing block for sales area
Block Sales Support

Sales block for sales area

Central sales block

4. Click Save.

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.

General ledger accounts

Create a G/L account maintenance request

To create a G/L account maintenance request, complete the following steps.
1. In the Worklist, click the appropriate G/L Account Maintenance category.
2. In the document overview list, on the Actions bar, click Create.
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3. Select the type of change you want to make (Create or Update), fill in the fields and click Continue .

If necessary, in the Reference G/L account field, you can select an existing G/L account and its data
will be entered in the new request.

G/L Account master data maintenance
=

Activity Create -
GIL Account No. | ?
Company Code

Chart of Accounts

Reference G/L account

Reference company code

A new document is created.

Mew Master Data GL Account

¥ General data i Control data FCreatebanknterest e
Doc status a New or ready for processing Account currency GBP Field status group
PO doc muamber o Only balances in localerey [ Planning bevel
Activity Create - Tax category

Gl Account No. 154001 Inpuitax 1 {see accouni assignment bexd) Recon. account for acct type Please selecl -

Company Code 2000 Altermative account no.

Chart of Accounts INT

Account group

Sample account

PEL stalemént acet = Bakinci sheol account ©

PEL statmt acct type

Trading Partner

Group account number

EeFEpipgeef

F keywords (1) H

[

[~ Acthvity Lang. 4 Keyword
i Creale = EN

= Tramsiation (1)

[~ Activity Lang. # Short text Long text
I Creale T EM

4. Fill in any relevant fields on the header data tabs.
5. If necessary, enter keywords and translation information.
6. Click Save.

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
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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.

Requests for blocking/deletion

To create a block or deletion request, complete the following steps.
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.

New Master Data G'L Account

Hsave | | % Cancel

General data | | Control data | | Create/bankfinterest

| Block/Deletion

Block CAO

Blocked for creation [v

Blocked for posting —

Blocked for planning I_
Block CoCo

Blocked for posting [v
Del. flag in CAD

Mark for deletion I
Del. flag in CoCao.

Mark for deletion I_

4. Click Save.

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.

Create a profit center maintenance request

To create a profit center maintenance request, complete the following steps.
1. In the Worklist, click the appropriate Profit Center Maintenance category.
2. In the document overview list, on the Actions bar, click Create.
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3. Select the type of change you want to make (Create, Update, or Delete), fill in the fields and click
Continue.

Profitcenter master data maintenance

| v Continue || % Cance |

Activity Create -
Profit Center

Controlling Area

Valid From 082172013

A new document is created.

PiSave || X Cancel

"]
Do urrsent status a Perscn Respoenitle for Profit Center John Senily Title J'-
Work fow status Department Prosducs Hame 1
PROCESS DIRECTOR document numbser serarciy frea M0G0 Wame }
ACTivity Update - Hamo 3
Profit Center 1060 Wame 4
Contyoling Aded 1000 Sueel
Wabid From DDA City
Wald Ta 12015999 Destrict
M Foud Product Comnlry Kiry
Liomg Text Food and Rilalked Producls Surisdiction Cose

4. Fill in any relevant fields on the header data tabs.

5. 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.

6. Click Save.

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.

Vendor master data maintenance

Create a vendor master maintenance request

To create a vendor master maintenance request, complete the following steps.
1. In the Worklist, click the appropriate Vendor Master Maintenance category.
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2. Select the type of change you want to make (Create or Update), fill in the fields and click Continue.

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.

You can also repeat the steps to extend the vendor details by adding more data, such as an
additional company code.

Vendor master data maintenance

|« Continue || % Cance |

Activity Create -
General data
Vendor

Company Code
Purch. Organization

Account group
Referencea
Reference Vendor

Reference Comp. code

Reference Purch.org

A new document is created.
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Merw Vi il M 10F A MRS RCH =X

B Save | 3 Cancel

Documiend sishes o Ko of resdy lof processing
Warkiiow vlabus
P documsent numbss

Actnaty Updale L4
Chrarsd dnts

WVendor 1000

A aminl i LIEF

Search Term 2

Cusiomer 1000
Trading Partner
G ey

VAT registration ao.  DEXZ2156547

Fa g
AmERBIIE payee Persilal Codte
Copmreate b
Langusge DE
Tekephong PEERARES01-
Fax Mumber  OSSS4SS501-100

E-Mail Address

Comments

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

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.

To process data in the workflow, complete the following steps.
1. Open the document to approve it.
2. Enter all the required data.

3. If necessary and if you have the required rights, enter the required information and save the
document.

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

When the changes have been posted, the Process Director document status changes to #
Processed.
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View changed data

If your system is configured to check for changes in vendor master data maintenance requests, you can
view these changes by clicking the Check button.

The changed field values are displayed in the Messages popup and the affected fields are highlighted
in the document detail view. This enables you to easily see which changes should be made to the SAP
vendor master data.

Requests for blocking/deletion

To create a block/deletion request, complete the following steps.
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.

Posting block

Central posting block

Posting block for company code
Purchasing block

Central purchasing block

O L W

Purch. block for purchasing organization
Block for quality reasons

Block function
Deletion flags

Central deletion flag
Deletion flag for company code

Delete flag for purchasing organization
Deletion blocks

Central del.block

OO OO0

CoCd deletion block

4. Click Save.

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.

Create an order confirmation

To create an order confirmation, complete the following steps.

1. In the Worklist, click the Order Confirmations category

2. Inthe document overview list, on the Actions bar, click Create.
A new document is created.

3. Fillin 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.

4. Use New line and Delete on the line items Actions bar to add and delete order confirmation line
items.

Alternatively, to automatically enter the purchase order items, click Items Proposal on the Actions
bar.

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

5. Make changes as necessary.

6. On the Actions bar, click Check. The system messages resulting from the check will help you
identify the errors.

Note If the order confirmation contains a delivery date, quantity, or net price that is different from the
purchase order, the corresponding value is highlighted in red and the difference is displayed in the Diff
date, Qty difference, or Price difference field respectively.

7. Click Save.
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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.

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 overview list, select the requisition and click Order confirmation .

Process order confirmations

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

To create an order confirmation, complete the following steps.

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.

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.

4= Ordes espomee 4 k.
W Ciop | By Chonct || 1 Snwn || B || o Pt || O vt || oS

L] e Tt Used ) |
Do umend wistus L]

o Mo b l. - -
PROCE $ % CEREC TR 6o s vl msamibet 4 Foiull  [veal

nded achnowlsdgment ] i l

Crvated on

=

L]
Parchaving ocumest 50018171 W Peiorm chacks Ol un

Cavency Eus | L]

L]

wrnam B b I T G
Urvedy asle
Pind

40- 100

40 1008
|

Bem @ Material  Shott teat Vet mat  Quastty  |[Orger Unet|  Dedvadete  Metprice  Met  Comency  Ackn regd  Acknowiss  ComiC

BAREDEIN 130 3600 fuR ARALAIAD
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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.

After approval, users can post the Process Director payment approval document to start the payment run
in SAP transaction F110.

Note When a payment run is executed, but there is no change in the item data, a message is displayed
to state that no change was made.
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Process payment approvals

To process payment approvals, complete the following steps.
1.

In the Worklist, click the appropriate Payment Approval category.

The document list displays all the payment approval documents. Each line represents a payment
proposal $§ or a payment run .

FrCheck || « Post || B Start

o Approve

% Reject || MForward | # Recal || | Slatus

I+ Expaort st

[ Status
r ®
r [
r ®
r e
r [
r %
r e
r @
r ®
r ®
r [
r
r e
.
r $

W status

PD doc no
385
405
383
393
388
428
403
401
a7
396
395
408
390
436
435

Date

10

CoCd ¥

127301999 ZRI00 R300

12312000
123119499
02182000
03012000
0272072012
101072003
10/072003
07302003
08272003
033172003
05102011
(27282000
04152013
04152013

ZR100
ER100
TEST1
ZIP02
EP58
AsE
AISA
DGOT3
DGMAN
RO403
SR11
22000
AL¥D3
ALXD2

R100
R100
5000
5000
3000
3000
3000
3000
3000
3000
2000
2000
1000
1000
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2. To process a payment proposal, click the document number in the PD Doc no. column.

The payment items are displayed beneath the proposal header data.

4= = Payment Approvsl 14711 (=12
Br Chec || B Save [ 0 580t || 7 Apply changes || 4= Back |
' &
Dacurmnent status $ Payment proposal Total nusmbser of lne items. 2 B
Woakflow status Ciubgodng payment 0 0 I'
PO document number 4 InCoimiing payTmend 00D
Run date o104 i
ldentfication MNG
Paying company Code 1000
Cuimency
|| i Rerms
] Vendor Mame Payment HWumber of Bems paid Cwmency LCpmtamt Cash discatilC) LostdisciLC] Cabry key  Cnotrl key
;l‘_ 1025 SEC Syshem SA F4 105, 10453 000 112345
PDAP DocNe AR, Stsle PBX  Vendor DocumeniNo  Amntin DT Comency Pmnliemes  Dus date  Paymenl  Fisc. Year Colode
1025 100000021 -1.035 00 EUR ZB04 20413 1000
1025 S100D00GET 104,081 93 EUR ZB01 2002 1000
3. To set, remove or change the payment block indicator, 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 State column of the items for which you changed the payment block indicator.

Post a payment approval

Posting a payment approval starts the payment run in SAP transaction F110. Depending on the
configuration, posting may only be possible after workflow approval.

To post a payment approval, complete the following step.

» Select or open the document, then click Post payment run.
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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.

To create a new requisition, complete the following steps.
1. Create the document

2. Enter header data

3. Enterline items

4. Enter account assignments
5. Save the document

Create a requisition document

To create a requisition document, complete the following steps.
1. In the Worklist, click the appropriate Requisitions category.
2. Inthe document overview list, on the Actions bar, click Create.

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 Continue. See About outline agreements for more information.

Enter 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 highlighted.

Fields with the ? button have search help available to assist you in finding the right value. See Use
search help for more information.

By default, there are three tabs containing header data:General, Organization data and Vendor. The
Texts, Notes and Attachments tabs can be used to add additional information to the document. The
Attachments tab is only displayed if files have been attached to the document. See Notes, texts and
attachments for more information on these tabs.
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™ General

Document status O Postable
Workflow status '

PD document number 559

Document date

Delivery date

Currency amount G,496.35

Currency EUR

SAP document type Mot selected -

General header data fields

™ Organization data

Purchasing Document

Purchase requisition

Purchasing Doc. Type NB

Purch. Organization 1000 ReadSoft Germany
Purchasing group 0ol

Company Code 1000

PO under Contract —

Organization header fields

= Vendor

Vendor 1000 C.EB. BERLIN
Payment terms ZB01

Vendor header fields
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Enter line items

You can enter line item data in the following possible ways (depending on your system configuration):
* Use an online catalog to select items

» Enter items manually

* Use an outline agreement to enter items

» Use an existing purchasing document to enter items

Order items from an online catalog

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. On the Actions bar, click Catalog.

If more than one catalog is available, a dialog box is displayed. Select the catalog you want to use
and click OK.

[C Select OCI 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.

Home page Catalog search Shopping cart [P0 Shopping lists
| Hews |
‘ 3 Message(s) J | Q, Search
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3. Add items to your shopping cart.

Price Cluantity r

54,08/ each B @J =]

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

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

Shopping cart | External catalogs | | &’ | Sendorder | ||

5. Send your order.

—
$hopping cart | Extemnal catalogs ;J|. & | Send arder || ||

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.

Enter items manually

To manually enter items, complete the following steps.
1. Inthe items area, click New line to create a new line item row.
2. Enter the details for the item. Some fields may be automatically filled by the system.

-

? Maintaink. || 4= Mew line || ¥ Delete || l# Accounts || +* Texts

T Template St Kem 4 Short text Quantity OUn Delivery Amount
r 00010 14 QT., BLACK UL LISTED WAST 3.000 PC 2075
r 00020 Mew iterm 1.000 PC 123.00

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.

3. Add additional lines as needed. To delete line items, select the check box next to the item and
then click Delete .

4. Click Save.

Outline agreements

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.
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DOutline agreement or purchase order for using related data

Outline agreement

" Continue

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.

Select an outline agreement

To select an outline agreement, complete the following step.
+ Use the search help to find and select the agreement that you want to use and then click Continue.

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

Create a document without an outline agreement

To create a document without an outline agreement, complete the following step.

« If you do not want to use an outline agreement, leave the Outline agreement field empty and click
Continue.

Use existing purchasing documents

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.

DOutline agreement or purchase order for using related data

Outline agreement

" Continue

With this dialog box, 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
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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.

Select an existing purchase document

To select an existing purchasing document, complete the following steps.
1. Open the search help and select the type of purchasing document that you want to use.

Search help for field Outline agreement 4
From To

Agreement

[termn

Material

Flant

Results

Search help | List of contracts for a material v

List of contracts for a material
E List of all valid contracts
Furchasing Documents per Asset

Furchasing Documents per Requirement Tracking Mumber
Requests for Quotation per RFQ Date

Furchase Orders per PO Date

Schedule Lines per Purchase Reqguisition

Furchasing Documents per Order

Purchase Orders for Senvices

Contracts for Sernvices

FPurchasing Documents per Cost Center

Purchasing Documents per Vendor
Furchasing Documents for Material
Furchasing Documents per Metwork

2. Enter search criteria, or leave all fields blank to find all documents in the selected category, then click
Search.

3. Select the document that you want to use.
4. Click the Continue.

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

Create a document without a purchasing document

If you do not want to use an existing purchasing document, complete the following steps.
* Leave the Outline agreement field empty and clickContinue.
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Enter account assignments

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

» Enter a single account assignment
» Distribute the item over several accounts based on a fixed quantity per account
 Distribute the item over several accounts based on a percentage of the total per account

To enter account assignments, complete the following steps.
1. Inthe Items pane, select the item and click Accounts.
The Accounts pane is displayed below the line item where you can enter account information.

[# WMaintain entry templates | | 4= New line | | ¥ Delete || 4+ Accounts | | 4 Texts
[T Template St Kem 4 Short text Quantity OUn Delivery
v 00010 Sample itermn 1 12.000 PC

= New line || ¥ Delete

[~ Template Quantity Percent GIL Acct Cost Ctr Order
I 6.000 50.0 300000 2000
I 6.000 50.0 400000 1000

I 00020 Sample item 2 100.000 PC

2. Use the New line and Delete 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.

3. Inthe Template field you can select an entry template that contains predefined fields, such as the G/
L account or the cost center. When you select the template, the predefined fields are entered in your
account assignment and you only have to fill in the missing information.

4. When you are finished assigning accounts, in the Accounts pane, click [=] to collapse the pane.

Save a document

To save a document, complete the following step.
» When you have finished entering data in your document, on the Actions bar,click Save .

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 overview list to view or edit the document details.
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Down Payments

Process Director for Down Payments allows users to create requests for advance payment. This request
for a down payment is not necessarily an invoice or a document. When a corresponding invoice is later
posted and paid, the paid down payment amount is deducted from the invoice amount, and only the
remaining amount then needs to be paid to the vendor.

Note You can also create down payment requests from Kofax Process Director Accounts Payable. See
the Kofax Process Director Accounts Payable User Guide for more information.

To create a down payment, complete the following steps.

1. In the Worklist, click the appropriate Down Payments category, then, on the Actions bar, click
Create.

A new document appears.
2. Fillin the header data.

Down Payments require a target special G/L indicator.
3. Use New line and Delete line on the line items Actions bar to add and delete line items.
4. Click Save.

When you save 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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