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Introduction

Welcome to the PROCESS DIRECTOR Accounts Payable 7.3 User Guide.

PROCESS DIRECTOR Accounts Payable is designed to allow automated posting of invoices and to help
you identify, edit and correct documents that have errors or are incomplete.

This guide explains how to use PROCESS DIRECTOR Accounts Payable to perform your day-to-day
tasks.

Please also refer to the following guide:
e WORK CYCLE User Guide

About this guide
This guide describes how to use PROCESS DIRECTOR Accounts Payable.

The guide contains the following chapters:

e Getting started

Describes the three main screens, document statuses, how to view invoice information, and what
user settings can be changed.

e Editing documents

Explains how to locate errors, and the most common actions, such as assigning accounts to
items, calculating taxes, and changing the payment terms.

e Checking and posting documents

Describes the various ways documents can be posted.
e  Workflows
How to start and cancel workflows.

Typographical conventions

The following typographical conventions are used:
¢ Menu names, commands, and dialog hames appear in bold.
o Names of keys on your keyboard appear in SMALL CAPITAL LETTERS.
o Names of files, folders, and settings appear in Courier font.

e SAP transaction codes and program names appear in ARIAL MONOSPACE.
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e Variables that have to be replaced by an actual value are italicized or appear in <>.

Getting started

This chapter shows you how to start PROCESS DIRECTOR and navigate its main screens.
e Starting PROCESS DIRECTOR

e Document search

e Document list

e Document detail

e Document statuses

e  Workflow statuses

e Viewing an invoice's image and data from SAP

e User settings

Starting PROCESS DIRECTOR
To start PROCESS DIRECTOR, go to /COCKPIT/1.
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Document detail

Transaction Description

ICOCKPIT/1 Opens the document search screen.

ICOCKPIT/WLL | |jsts documents with errors and documents with today's date.
ICOCKPIT/WL2 | |ists documents with errors and all documents assigned to you.
ICOCKPIT/WL3 Lists all documents assigned to you.
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Search screen

2 PROCESS DIRECTOR by ReadSoft
., ome
- m— e T — |
Company code J j/s) o ji!
Cuimency . ] '__¢'__!
Vendor 1] i!
4, — Document date o i!
Purchasing decument { o i‘
::::mm number [ )i!
rence o =]
— | Tochnical miters |
Processor i o (2]
Transteal date [ : 1 E
PROCESS DIRECTOR doc. numb _ ] )i!
5 — PROCESS DIRECTOR doc. type ] ] 'i!
IDoC umber 1] bi!
Follow-up flag - e =
Maximum no. of hits 189
— | Tipe
a. o |Flivoices
o MM irvokces
— | Documentstans | Worow stahus
¥ & Unpostedlemor-free documents 1= Sent
« @ Erors 163 i worktiow
+ @ Posted 1% Released
| & Parioed | % Rejected
7 "~ & Rejected ey Retracied
¥ v Unpested /in workdiow I Hote requasted
<77 Posted | In wordhow B niotaes
@ Completed collective imvoice | £y Overdue workBlows odly
B Incompleted collectse imvoice |why Partially approved
Tk Fast entry
— | Wornfiow selection |
Workliow ID 1o (2]
B,— Woridiow step iD ¥ i 1 (=]
Workow processor 18 L&)
r— [
Layout of header ksl
8. — Layout of MM itams
Layout of account assignment

1. Execute the document search.

2. Retrieve a variant (saved search criteria).
3. Display other selection fields.

4. SAP fields.

5. PROCESS DIRECTOR fields.

6. Indicates whether the document is one with a purchase order (MM) or without (FI).



7. Document status/Workflow status.
Note: We recommend that you do not combine the two status types together.
8. Workflow selection.

9. List layout. Specify variants for fields that are displayed in the document list.

Note: Some selection criteria may not be available, depending on your system configuration.

Certain combinations of search criteria may produce seemingly incorrect or unexpected results. This
section explains how PROCESS DIRECTOR processes the entered selection criteria and why the
returned results may not be as you expected.

In most cases, PROCESS DIRECTOR performs a direct selection on the database based on the entered
criteria, then limits the selection to the entered maximum number of hits. The most recent documents will
be displayed, sorted by the transferral date.

In other cases, PROCESS DIRECTOR first performs a selection on the database based on the entered
criteria, then limits the selection to the maximum number of hits, and finally filters the results of the
selection according to other entered criteria. In these cases, the results can seem confusing unless you
understand how the selection is made. The sections below explain how the selection is made in these
cases and provide examples.

IDoc number

The system first selects all IDoc numbers that fall within the entered range. This result list is then limited
to the maximum number of hits, based on the IDoc number (highest number at the top of the list). Finally,
the result list is filtered in accordance with other entered criteria (for example, vendor number or company
code).

IDoc selection > Maximum number of hits > Filter on other criteria.

Example:

The database contains 22 documents whose IDoc number falls within the range 581750-582750. Nine of
these documents are for vendor 2222.You have selected the following criteria:

Vendor: 2222
IDoc number: 581750 to 582750
Maximum number of hits: 20

Nine documents for vendor 2222 will be displayed in the results list.

However, if you set the maximum number of hits to 15, only 6 documents are displayed, because only 6
documents for vendor 2222 fall within the first 15 IDoc documents within the range 581750 to 582750.

If you set the maximum number of hits to 10, only 2 documents for vendor 2222 are displayed.
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Status Workfl... | Vendor details IDoc no. | DocMo | Vendor FI/ MM Doc. date
a C.E.B. BERLIN, Berlin&bonn 100 582750 183422 1000 FI 15.09.2006
(] C.E.B. BERLIN, Berlin&bonn 100 582749 183421 1000 FI 15.09.2006
o C.E.B. BERLIN, Berlin&bonn 100 582748 183420 1000 FI 15.09.2006
(] C.E.B. BERLIN, Berlin&bonn 100 582747 183419 1000 FI 15.09.2006
ﬁ ,[30} Jirgen Ritter, Mdmlingen 582746 183418 2500 MM 23.03.2004
(] C.E.B. BERLIN, Berlin&bonn 100 582745 183413 1000 FI 15.09.2006
? = C.E.B. BERLIN, Berlin&bonn 100 581765 181028 1000 FI 15.09.2006
? Qu} Darr GmbH, Frankfurt 581764 181027 2222 FI 15.09.2006
? = C.E.B. BERLIN, Berlin&bonn 100 581763 181026 1000 FI 15.09.2006

Max. hits 10  Ddrr GmbH, Frankfurt 581762 181025 2222 FI 15.09.2006

_ﬁ ,[30} Dérr GmbH, Frankfurt 581761 181024 2322 FI 15.09.2006
? = Darr GmbH, Frankfurt 581760 181023 2222 FI 15.09.2006
? = Dérr GmbH, Frankfurt 581759 181022 2322 FI 15.09.2006
@ (4 C.E.B. BERLIN, Berlin&bonn 100 581758 181021 1000 FI 15.09.2006

Max. hits 15  Ddrr GmbH, Frankfurt 581757 181020 2222 FI 15.09.2006

_§ Qu} Darr GmbH, Frankfurt 581756 181019 2222 FI 15.09.2006
? ,[30} C.E.B. BERLIN, Berlin&bonn 100 581755 181018 1000 FI 15.09.2006
(] 3 Darr GmbH, Frankfurt 581754 181017 2222 FI 15.09.2006
? ,[30} C.E.B. BERLIN, Berlin&bonn 100 581753 181016 1000 FI 15.09.2006

Max. hits 20 Darr GmbH, Frankfurt 581752 181015 2222 FI 15.09.2006

,[30} C.E.B. BERLIN, Berlin&bonn 100 581751 181014 1000 FI 15.00.2006
(] C.E.B. BERLIN, Berlin&bonn 100 581750 181013 1000 FI 15.09.2006

Follow-up flag

The system first selects all documents with the entered follow-up flag(s). This result list is then limited to
the maximum number of hits, based on the transferral date (latest at the top of the list). Finally, the result
list is filtered in accordance with other entered criteria (for example, vendor number or company code).
Because of the way the selection is made on the database, the result list will often show less documents
than specified in the Max. number of hits field.

Follow-up flag selection > Maximum number of hits > Filter on other criteria.

Document status in combination with Workflow status

The system first selects all documents with the selected document status. This result list is then limited to
the maximum number of hits based on the transferral date (latest at the top of the list). Finally, the result
list is filtered in accordance with the selected workflow status.

Document status selection > Maximum number of hits > Workflow status filter.
Note: This does not apply to the document statuses Unposted / In workflow and Posted / In workflow.
Example:

The database contains 15 documents with the document status Rejected. One of these has the workflow
status Released +. You have selected the following criteria:

Maximum number of hits: 15
Document status: Rejected
Workflow status: Released

One document (18402) will be displayed in the results list.

However, if you set the maximum number of hits to 10, no documents will be displayed, because the
Released document is not one of the first 10 with the document status Rejected.

10
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Date _' Tirre St Workfiow Vendol detal Folowi-up,  Document fo. FI [ MM Doc.Date Vendar
E210.2002 (o 14:56:50 -] 21008 A
Tlaseas @ 21007 I
145643 @ 21006 A1
21082002 15458 @ o) CEB BN, Bedn 18604 R 21003012 1000
03.07.2012 090546 @ CE.E. BERLN, Berin 19220 A 03.07.2012 1090
090540 @ efp  CER BERLIN, Bern 15218 A 03.07.2012 10080
09-05:38 =] [i] CJE.B, BERLIN, Barin 19216 F 03.07.2012 1000
02072012 1135345 @ CIE.B. BERLIN, Berin 15212 A 02072017 1000
27.06.2002 161408 -] CE.B, BERLIN, Barin 19125 A 7062012 1000
G0 & CE.B, BERLIN, Barin i9122 A 7062012 1000
26.04.2012  1441:4 @D 2 18802 R
23,03.2002  10:06:34 -] © 1000000000001 FI
IL0L2M2 124641 (=] C.E.B. BERLIN, Berin 17030 B I0L2012 1000
1803 @ ReadSaft Ebydas AG, Frankfurt am Man 17018 A 31012012 1080
19122001 134326 @ 16602 FI

If you selected the workflow status Retracted ¥ instead of Released, two documents would be
displayed, because two retracted documents are among the first 10 documents with the status Rejected.

Overdue workflow only

This criterium cannot be used in combination with other document status or workflow status criteria.

Technical limiters workflow

If you select one of these workflow criteria, the system first selects all documents to which the entered
criteria apply, then limits the selection to the entered maximum number of hits, based on the transferral
date (latest at the top of the list), and finally uses other criteria to filter the list.

Workflow criteria selection > Maximum number of hits > Filter on other criteria.
Example:

The database contains 22 documents in the workflow QWODH. Five of these are MM invoices, and 17 are
Fl invoices.

You have selected the following criteria:

Maximum number of hits:20
Type: MM invoices
Workflow ID: QWODH

All five MM invoices are displayed, because they are among the first 20 documents in the workflow
QWODH.

If you set the Type flag to Fl invoices instead of MM, only 15 of the 17 FI invoices will be displayed in the
results list, because only 15 Fl invoices are among the first 20 documents that are in the workflow
QWODH.

11
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Status Waorkfl... | Vendor details i DocMo | FI/ MM | Doc. date
ﬁ Qu} Jurgen Ritter, Mamlingen QWODH 156628 FI 15.08.2010
@ o Jirgen Ritter, Mdmlingen QWODH 156625 FI 15.08.2010
TF &y Chemische Werke Halle, Halle QWODH = 156613 MM 24.08.2010
@ o Chermische Werke Halle, Halle QWODH 156611 MM 24.08.2010
@ %  Jones Lang LaSalle GmbH, Frankfurt am Main  QWODH = 139935 MM 17.04.2007
@ w3 Jones Lang LaSalle GmbH, Frankfurt am Main QWODH 139934 FI 17.04.2007
@ %  Jones Lang LaSalle GmbH, Frankfurt am Main  QWODH = 139933 MM 17.04.2007
@ w5 Jones Lang LaSalle GmbH, Frankfurt am Main QWODH 139929 FI 17.04.2007
@ ) Dragan 666, Wrockaw QWODH 139840 FI 02.10.2007
@ )] Dragan 666, Wrockhw QWODH 139839 FI 02.10.2007
@ % Chemische Werke Halle, Halle QWODH 139838 FI 02.10.2007
@ )] Dragan 666, Wrockhw QWODH 139837 FI 02.10.2007
@ ) Dragan 666, Wrockaw QWODH 139836 FI 02.07.2007
@ )] Dragan 666, Wrockhw QWODH 139835 FI 02.10.2007
@ % Chemische Werke Halle, Halle QWODH 139827 FI 01.10.2007
@ )] Chemische Werke Halle, Hallz QWODH 139826 FI 01.10.2007
@ % Chemische Werke Halle, Halle QWODH 139819 FI 27.09.2007
@ x Jirgen Ritter, Mdmlingen QWODH 139742 FI 27.01.2004
@ o Jones Lang LaSalle GmbH, Frankfurt am Main  QWODH 139743 FI 01.10.2007
@ x Jones Ltd., W1 Londond QWODH 139740 MM 01.10.2007
@ ) Dragan 666, Wrockaw QWODH 139710 FI 14.09.2007
@ )] Dragan 666, Wrockhw QWODH 139709 FI 14.09.2007

12
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BER @

am Workliow Follow-up Processor | Doc.no. CoCd | Nelamount Vendor  Vendor detals (PurchiDoc.  FIZMM Doc.Date
a ¥4 a TRANING2 £d40d 2000 15213000 20010 Gesmnan & Swedish, Feltham L 1503201 &
& TRAINING3 £403 2000 000 18182 CHil & Maring Siag ComentLimited Grays 4500016077 UM 2802201 =
" O B  rcHOLS £402 2000 1362000 20015 Bloombery L P, London Fl 15.03.201"
e @ WELK £401 2000 48650 20012 Ace Sound Enterprse Co. Lid UK Fl 15,03.201"
| & Y B400 200D 31960 20012 Ace Sound Enterpnse Co. Lid UK 4500016043 MW 15,03 201
| & & B399 2000 46079 20008 Victoria Ofice Equipment Lid, Bristol 2500016042 MU 1503201
: a : 8  TRANINGE £338 2000 275700 20007 Tends UK Limaed, Bristal 4500016044 MU 1503.201°
a o NICHOLS B308 2000 500 20011 Yurgey Burgey, Quedgeley Fl 15.03.201°
| ® TRAINING1 £397 | 2000 869000 20018  PricsWaterhouseCoopers AB, Stockhoim Fl 0503201
| = S £305 2000 10,92 2500016033 MM 1503201
" TRAINING1 £384 2000 1508 20010 Gedman & Swedsh, Feltham 4500016048 MM 1503201
@ a £303 2000 15213000 20010 Gernan & Swedsh, Feltham MM 1503201 -
] TRAININGE 6392 ' 2000 24020 18182  Chil & Marine Stag Comeni Limited. Grays 4500016077 MM 2802201 ~
LI L
IEIEJE [J*: (B¢ |G =] [n] [H]
Quantity . Material Teat | Dedtvery ncte

'ICI

2?19[!1
8,00

-

PC
PC

b ICOCKPITI = FRAZPDICS | OVR

1. PROCESS DIRECTOR menu toolbar.

2. SAP system toolbar.

3. PROCESS DIRECTOR toolbar

4. SAP list toolbar (header data).

5. PROCESS DIRECTOR document list.

6. Line items (MM documents) or accounting lines (FI documents).

7. SAP list toolbar (item data).

8. Status bar.

13
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Document detail
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9

/s ©Eom &
1. SAP Services for object menu
2. PROCESS DIRECTOR toolbar
3. Document status | Invoice/Credit note indicator | Vendor | Document balance
4. Multiple tabs for the header data
Tip: You can use the F5 key to switch between the tabs.
5. Header data
6. Paymentterms
7. Line items
8. Purchase order lines

9. Account assignment data (for FI items)
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Document statuses

Icon Status Description
o Unposted/error-free The document does not contain any errors that prevent it
from being posted.
@ Errors The document contains errors that prevent it from being
posted.
o Posted The document has been posted.
Note: Posted documents cannot be changed.
& Parked The document has been parked.
Parked documents cannot be edited in PROCESS
DIRECTOR, only in standard SAP.
@ Rejected The document has been rejected.
Rejected documents have not been posted and can no
longer be changed.
T Unposted/In workflow The document has not been posted and is currently in a
workflow.
7 Posted/In workflow The document has been posted and is currently in a
workflow.
Completed collective ive invoi i
Comp v A collective invoice which as been completed.
invoice
A collective invoice is an invoice that lists one or more
individual invoices. Its status changes to Completed once
all containing invoices have been posted.
3¢ Incompleted collective A collective invoice that contains one or more invoices which
invoice have not been posted.

15
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Icon Status Description

L Fast entry A Fast entry document—an invoice image imported along
with a minimal amount of header information.

' Transferred to PD (Only in systems in which PROCESS DIRECTOR is used

together with other process types).

Indicates that the document has been “moved” to a different
type of PROCESS DIRECTOR document (such as a
Financial Posting). Documents with this status cannot be
edited, reversed or posted.

Workflow statuses

Icon

Status

Description

Sent

The document has been sent to a workflow but the
recipient(s) has not yet opened the document.

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

In workflow

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

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

Released

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.

16
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Icon Status Description

% Partially approved Some invoice items have been approved, others have been
rejected.

5] Retracted The document has been recalled from a workflow. The

workflow has been cancelled.

(1] Note requested The document is in a workflow and a note must be attached
to the document (but has not yet).

Notated The document is in a workflow and a note has been
attached to the document.

£y Overdue workflow The workflow or workflow step is overdue.

Viewing invoice information

In addition to the header and line-item fields in a document, PROCESS DIRECTOR also displays other
information, including data from SAP (such as the vendor data). This allows you to view this information
quickly from PROCESS DIRECTOR, and then go back to the document by pressing F3, without having to
open a new window and enter transaction codes.

You can view:

e Invoice images

e Purchase orders

e Purchase order history

e Vendor details

e SAP documents

17
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Extras > Display image
SHIFT + F1

Click the & button.
The invoice image is the one that was scanned and imported to PROCESS DIRECTOR.
You can change where the invoice is displayed in the User settings.

Go to > Display purchase order

SHIFT + F8

1. Inthe document detail view, click the General tab.

2. Click the PO data @l icon to view the line item information from the purchase order.
The data is gotten from SAP and cannot be changed in PROCESS DIRECTOR.
3. Navigate to Go to > Display purchase order.

You jump to ME23N, where you can view the full purchase order record.

You can view the purchase order history from within PROCESS DIRECTOR, without needing to jump to
ME23N.

1. Inthe document detail view, click the General tab.

2. Click the PO data @l icon to view the line item information from the purchase order.
The data is gotten from SAP and cannot be changed in PROCESS DIRECTOR.
3. Click the |E| button for the item.

The purchase order history for that item is displayed in a popup window.

18
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Go to > Display vendor

SHIFT + F7

1. Inthe document detail view, click the Vendor tab.

Some basic vendor information is displayed. The data is gotten from SAP and cannot be changed
in PROCESS DIRECTOR.

2. Click the Show vendor || button

You jump to FK@3, where you can view the full vendor master record.

Go to > Show SAP document

SHIFT + F2

In the document detail view, click the Invoice tab and double-click the number in Document number.
You jump to the corresponding transaction in SAP for viewing that document.

When a document is posted, an SAP document is created and the number added to the PROCESS
DIRECTOR Document number field.

User settings

Extras > User settings

Setting Description

_ShOW 5_1” messages Displays individual messages when viewing log messages for a
immediately in log document

This allows you to access the required detailed information more
quickly.

Jump to next doc. After a document has been posted in the detail view the next document
automat_|cally when to be edited is displayed immediately. This speeds up the processing
processing complete ) , L

of multiple documents as it allows you to bypass the overview list.
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Setting

Description

Exit detail screen when
processing complete

After you have successfully processed a document in the detail view,
the detail view closes and you return to the document list. If any
messages are shown after you have processed the document, you
return to the document list after you have closed the message log.

The Exit detail screen when processing complete and Overview
list without items settings cannot be set at the same time.

If possible, always enter
detailed view in change
mode

Displays documents in change/edit mode when opened.

If a document is currently assigned to someone else, you will be asked
if you want to take over processing. You must do so in order to be able
to edit the document.

Overview list without
items

Displays the document list without line items.

Attachments control

This option enables you to specify which attachments are selected by
default when sending a message.

A Select all files - all attachments are selected. Deselect those you do
not want to send.

I Attach only invoice image - only the invoice image is selected.
N Select no attachments - no attachments are selected.

Exclude workflow logs and previous messages - all attachments
except workflow logs and previously sent messages are selected.

Note: These are only general settings, and which attachments are
actually selected by default also depends on the configuration of the
messages and attachments, as well as on the archiving doc type.

Auto. screen display when
jumping to transactions

Displays the document image in a new window when jumping to SAP
transactions from PROCESS DIRECTOR.

Immediately display image
if in the detail screen

Displays the document image when viewing documents.
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Setting

Description

Dock control

The position of the image when displayed.

0 No docking

1 Dock left

2 Dock right

Note: Image docking is not supported on ITS/WEBGUI.

Do not display balance
and status information

Hides documents balance amounts and statuses.

Status line

Determines which information is displayed in the status line at the top
of the document. This example shows the result of selecting option 3
Invoice/credit memo + PD document type + vendor.

Change Invoice 180315 (8 / 100)
Y B R XGRS TR HB R

IInvmce / Down Payment / 35000 Corporate Express Inc. |

. I3 General f 4 Invoice <@szes, rates IEVendur

Create several lines at
once in detail screen

When you click the Insert line button to add new items to a document,
several lines are added at once rather than just one line. You should
activate this setting only if you require several lines very frequently and
it would take too long to insert the lines individually.

Present IDoc as XML

Only available if EDI COCKPIT is installed. Displays IDocs in XML
format.
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Editing documents

This chapters explains the most common editing tasks, including:

The basics of opening a document for editing, saving documents and assigning documents to
users

How to locate errors

Proposing line items from the purchase order

Changing account assignments

Calculating taxes

Changing the payment terms

Switching invoices to Fl or MM

Classifying documents using PROCESS DIRECTOR document types

Attaching files

Note: When a document is in a workflow, it cannot be edited in PROCESS DIRECTOR, only by workflow
processors in the WORK CYCLE workflow application.

Locating errors

Document > Check

SHIFT + F11

Click the a8 button.

The Check command examines what errors a document contains and if the document can be posted.

Note: Some errors prevent a document from being posted, others not.

There are two kinds of checks that are performed:

Standard SAP checks
Additional PROCESS DIRECTOR checks which may be configured in your system.

Note: Different checks may be performed for different types of documents, depending on your
system's configuration.
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If the document is free of errors, the status of the document changes to < (No errors).

Extras > Display messages

SHIFT + F6
Click the 8 button.

Every action and change performed on a document is recorded. These are saved in message logs. The
logs also include the results of Check actions, that is, what errors appeared when the Check was
performed.

Note: Message logs may not tell you what current errors exist in a document. For this, perform a Check.

Note: If a value in a document is changed, the message logs tell you that something was changed, but
not what. So see this information, view the document versions.

Extras > Display versions

Extras > Compare versions

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

Common actions

Change mode

Document > Display/Change
CTRL + F1

Click the v button.

To edit a document, you must first go into Change mode, like in SAP standard. You are then assigned as
the processor for the document. If someone else is already a processor, PROCESS DIRECTOR asks if
you want to take over processing, and you can either decline or accept.

You can enter Change mode automatically when you open documents. Go to the User settings and
enable If possible, always enter detailed view in change mode.

Saving documents

CTRL+ S

Click the © button.
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The first thing to know about saving documents is that clicking the Save button does not post the
document, unlike in SAP standard. It merely saves the current state of a document.

The ability to Park documents may be disabled in your system because parking documents is usually
done when you are not ready to post a document, but wish to save the document’s current state.

Assigning users to documents

Change > Assign user

CTRL + F11

You can assign other users (as well as yourself) to documents. This does not prevent anyone else from
editing the document, you are simply the designated processor. Note that documents don't have to be
assigned to you in order for you to process them.

If someone attempts to change a document that is assigned to someone else, a warning message
appears. PROCESS DIRECTOR asks if the user wants to take over processing, and they can either
decline or accept.

Note: Whenever you change a document, it is assigned to you automatically.

MM documents

MM documents may have PO items (shown in the Item data section) and non-PO items (shown in the
Account assignment data section).

PO items

e To change account assignments for PO items, click the ) (Account assignment) button.

e To view the planned account assignments from the purchase order, click the (Planned
account assignment) button.

Note: Changing the account assignments may not always be possible, depending on the restrictions set
in the purchase order.

[ Account assignment for PO e 4500011 3487 / 00010

8. Amount Ciuantity G accou_. Costcenler |Order WHS elemant Sala:ﬂ
1 13,58 1,088 488800 1008 -

&=

|w* Take over |3 Cancel |
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Editing accounts assignments for MM items. Costs for a single item can be split among different cost centers.

Non-PO items

Non-PO items in MM documents can be changed in the Account assignment data section.

Fl documents

Items in FI documents can be changed in the Account assignment data section.

PROCESS DIRECTOR has a Calculate taxes setting, which functions exactly the same way as in SAP.
It is located on the Taxes, rates tab.

[® .| Change Invoice 172144 (16 /99)

P 8P E L PFE TR dB &6

a Invoice / 5560 IDES Fumnitures Inc., ATLANTA Bal 8,60 |us
=] BGeneral | Llinwoice [ EBTanes,rates | lvendor - |Z[ Others

Tax code Tax amount Taxrate |} ¥ calculate taxes

i ¥ b

B= Binaal &

L

Exchange rals ] | Hedged exchange rate Tax reporting

Trans!|ation date Headged amaount

'EI B\ it Purchasin. Mem Netamount Grossam.. CQuanfity Or.. Msaterial T. Ted
18 4500013437 10 13,58 1SHT 0 | &

The example document above has no balance, even though there is no tax information entered in the
header. However, the line item contains the Net amount and the Tax code (V1). As the Calculate taxes
setting is active, PROCESS DIRECTOR calculates the total taxes from the line item(s) automatically.

Method for calculating taxes

The method used for calculating taxes depends on the posting method setup in the PROCESS
DIRECTOR configuration. The following rules apply:

Perform method* Tax calculation method

All transactions beginning with FB Tax is calculated for each item.

(For example, FBO1, FB60)
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Perform method* Tax calculation method

All non-FBxx transactions Tax is calculated for the invoice net amount.

(For example, MIRO)

* The Perform method also determines the way in which documents are posted.

Example
In some cases, a small balance may occur when taxes are calculated on the item level, as shown below.

Invoice header:

Net amount Tax rate Tax amount

7583 19.6% 1486.27 (rounded from 1486.268)
Invoice items:

Item Net Tax rate Tax amount

10 2020 19.6% 395.92

20 1098 19.6% 215.208

30 809 19.6% 158.564

40 2109 19.6% 413.36

50 1547 19.6% 303.21

Total 7583 1486.26 (rounded from 1486.262)

Here, a balance on 0.01 would exist due to rounding differences if the Calculate taxes flag is set and the
Perform method is set to an FBXX transaction.

The payment terms on an invoice are usually retrieved from the vendor master data in SAP. They are
displayed on the General tab in the PROCESS DIRECTOR document detail view.

To change the payment terms:

1. Open a document and go to Change mode.
2. Click the 7 Display/Change button in the Payment terms from SAP section (General tab).
3. Enter the payment terms.

Click the |E| button to display the payment terms from the vendor's master data.
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Change > Transfer FI<->MM

SHIFT + F5

Click the %% button.

Sometimes a document may be incorrectly classified as Fl, when it is an MM document, and vice versa.
You can convert documents between FI and MM using this function. As MM documents must always
have a corresponding PO, changing an FI document to an MM requires that you enter the PO or Delivery
Note number.

PO item determination and PO item proposal are two different methods to add line items to invoices
inside PROCESS DIRECTOR. Both actions can occur:

e During the transfer of an invoice into PROCESS DIRECTOR.

e By the user, manually.

What happens when invoices are transferred?

e If line-item data is transferred, PO item determination occurs.

e If line-item data is not transferred, PO line item proposal occurs.

Invoice with line items l Invoice without line items
PO item s PO item
determination ' proposal

Add \
commaon line items
line items from PO

PO item determination

PO item determination compares the line-item data from the captured invoice to the purchase order. If the
match is considered good enough, the information is entered into the PROCESS DIRECTOR document.
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PO item proposal
Line-item data from the purchase order is added to the PROCESS DIRECTOR document.

Line item proposals

PROCESS DIRECTOR can add, or “propose,” line-item data from purchase order and/or delivery notes to
PROCESS DIRECTOR documents. This feature reduces the amount of manual data entry needed for
completing invoices before they can be posted.

There are two ways line-item data can be added to PROCESS DIRECTOR documents:

e For invoices where line-item data is not transferred to PROCESS DIRECTOR (either because the
invoice contains no line items, or because it does, but this data was not transferred): PROCESS
DIRECTOR adds line-item data during the transfer of invoices.

e You can add line-item data manually by clicking the |E| (Propose doc. item from PO) button in
the document detail view. Any existing line-item data is deleted.
Depending on your system's configuration, a pop-up window may be displayed, where you can
enter multiple purchase order and delivery note numbers.

PROCESS DIRECTOR uses the purchase order and/or the delivery note number(s) to retrieve line-item
data from these documents and add them to the invoice. If the invoice contains both, the delivery note
number takes precedence.

What line-item data is added to the invoice is also determined by the proposal method configured in your
system.

Line item proposals — Entering POs and delivery notes

When proposing line items, a pop-up window may be displayed (depending on your system's
configuration). In this window you can enter multiple purchase order and delivery note numbers. Items are
proposed from the document(s) you specify.

Depending on your system settings, you may also be able to filter planned delivery cost items by entering

the corresponding condition types. Click the Add to favorites button 2 to save entered conditions. You
can then select them from the selection list instead of manually entering them.
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[ Order numbers and delivery notes x
Purchasing...|Item Delivery note ' -
4500028380 10 - JR3-5 -~

-

4500026380 20

4500026380 30 Cond.type

E3E
ajnlals) Bofalsa ajnlals)

D Take over | %][v][2)[d]

Icon Description

Proposes line items using the specified purchase order and delivery note number(s).

Cancels the operation and closes the window.

E Saves the entered purchase order and delivery note number(s), which can be recalled later
(see below).

Recalls the PO and delivery note number(s) transferred into PROCESS DIRECTOR. Only
document numbers contained in the line items are inserted. Any numbers in the header
data are excluded.

Recalls the last saved PO and delivery note number(s) (see above), or the document
numbers from the last item proposal.

Rules when proposing line items

Only line items included in the entered documents are proposed.

Example: If the invoice contains two delivery notes but you only enter one, only items from that
delivery note are proposed.
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Note: You must enter at least one PO or delivery note number in order to propose line items.

e If you only enter purchase order numbers, only items with reference to a delivery note are
proposed. That is, only received items are proposed. (Assuming that GR-based IV is active for
the item in the PO and that PROCESS DIRECTOR has been configured to propose only billable
items.)

Line item proposals — Entering POs and delivery notes

When proposing line items, a pop-up window may be displayed (depending on your system's
configuration). In this window you can enter multiple purchase order and delivery note numbers. Items are
proposed from the document(s) you specify.

Depending on your system settings, you may also be able to filter planned delivery cost items by entering

the corresponding condition types. Click the Add to favorites button = to save entered conditions. You
can then select them from the selection list instead of manually entering them.

[& Order numbers and delivery notes x
Purchasing...|Item Delivery note A
4500026380 [10 — JBS-5 -

4500026380 20 - -
4500026380 [30 Cond.type

Banjala) Bn]ala) Baojala)
Lr Take over _

Icon Description

Proposes line items using the specified purchase order and delivery note number(s).

Cancels the operation and closes the window.

= Saves the entered purchase order and delivery note number(s), which can be recalled later
(see below).
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Icon

Description

Recalls the PO and delivery note number(s) transferred into PROCESS DIRECTOR. Only
document numbers contained in the line items are inserted. Any numbers in the header
data are excluded.

Recalls the last saved PO and delivery note number(s) (see above), or the document
numbers from the last item proposal.

Rules when proposing line items

Only line items included in the entered documents are proposed.

Example: If the invoice contains two delivery notes but you only enter one, only items from that
delivery note are proposed.

Note: You must enter at least one PO or delivery note number in order to propose line items.

If you only enter purchase order numbers, only items with reference to a delivery note are
proposed. That is, only received items are proposed. (Assuming that GR-based IV is active for

the item in the PO and that PROCESS DIRECTOR has been configured to propose only billable

items.)

Matching items between the invoice and PO

PROCESS DIRECTOR matches line items from the invoice to the corresponding purchase order(s)
automatically when documents containing line items are transferred into PROCESS DIRECTOR.
PROCESS DIRECTOR can do this even if the order of the line items on the invoice differs from that on
the purchase order.

You can also match items between the invoice and PO manually, for example, when you add a line item
to the invoice. PROCESS DIRECTOR then attempts to fill in the remaining fields of the line item using the
details from the purchase order.

To do so: Go to Change > PO items determination.

Note: Matching items can only be performed for MM documents.

Adding line items from the PO

You can use the drag and drop function to assign PO line items to existing invoice lines or to create new
invoice lines.
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To add line items from the PO:

1.

Open a document and go to Change mode.

Choose Change > Assign line items or click the Assign line items button below the item
data.

The Change Invoice window is displayed.

Note: If PROCESS DIRECTOR Accounts Payable manages to assign all the PO items to the
invoice items, the Display logs window is displayed first. You can then click the Continue ¥
button to display the Change Invoice window and continue working on item assignment.

Drag a PO item over an invoice item to replace it. You can also drag a PO item below the existing
invoice items to create a new invoice item.

(B thange Invoice 20911 (1

| Creerverte amounts & quanttes Bafance 1300. 00
(B0 (B (S . T ) )
B Mmoo, | Purch.Doc. e Ref. doc. Yeur R | Het Fnount  Quantty OUn  Mateds Text Debvnote CTyo TaeC . Juf. Co..) Shart téxt Long text
1 4500016521 1] 440,00 &) PC £ ¥N
2 4%0i016521 SO 458,00 E tas N
3 ASDM0IESIL 40 000 5 e, Wh
4 asppoues2t 20 600,00 50 B tes i

[B)PRF ) (E)%  ([CNd i e ()

L= AR fa) e AL R

Berfia. | Purchasng Doc.| e Ref. doc. Year | Rt Wetamount Quantty Oln | Maters] Text  Delwnote Ciyp TaxCo Jur. Code Shom taxt Long text Descrof
50 Vi

1 4300016521 10 550,00 PC test 1

2 45300016821 E‘m: 600,00 b PC [ ] ("t
3 4500016521 n 650,00 =0 PC it 3 W
4 4500016521 a0 700.00 50 FC tash 4 i
5 430001650 50 750,00 50 L Test 5 Vo

If you also want to change the amount and quantity when you drag a PO item over an invoice
item, select the Overwrite amounts & quantities check box.

Click the Transfer @ button to close the Change Invoice window and transfer the changed data
to the line items in the MM document.
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Your system may classify documents according to different PROCESS DIRECTOR (PD) document types.
These are unrelated to SAP document types and allow different documents to be processed in different
ways, including the workflows they can be sent to.

PD document types may be assigned automatically. You can also assign and change the PD document
type on the General tab in document detail view.

Change Invoice 6517 (8 / 60)
ga | & % &8 TS

o Invoice /20010 German & Swedish, Feltham

&
E|_/ d3.General | &Invoice | BB Taxes, rates

FI/ MM Doc MM State
Document data

PD doc type [Elincom [+ Text
DP Down payment 1 Hezdertex
El Incoming IDoc
DM Multi account assigHents
PC Purchasing Card
ZT Training
TR USA Travel Expenses
BF WEB BOARD Fl invoice
B WEB BOARD MM invoice Days 1
WF WEB CYCLE Fl invoice — Disc.perce
WM WEB CYCLE MM invoice hd

+|Invoice

Payment t

rl

You can attach files to PROCESS DIRECTOR documents, which can then be displayed at a later time.
The files will also be available as attachments to posted SAP documents.

Note: Your system must be configured to support file uploads.

Attaching files

1. Open a document (posted or unposted).
2. Goto Services for object > Create > Store business document.

Do not select Create attachment as these attachments will only be visible in PROCESS
DIRECTOR and not when viewing the corresponding SAP document.

Note: If you select Create attachment, the attachments will not be visible in the Web Application
either.
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Display Invoice 170831 (1/1)
sﬁg Create 3 Create attachment
Aftachment list Create note
@ C Erigate notes Create external document (URL) E
: Send 3 Store business document er:
Workflow » e BT T
Help for object senvices
I OoCT T i Text
PO document | Headertext

3. Select the type of file you want to upload.
4. Select the file.

Viewing files

1. Open a document (posted or unposted).

2. Goto Services for object > Attachment list.

3. Select the file you want to open.

If required, you can assign different users to the individual line items in a document before sending it to a

workflow.

Assigning different approvers

1. Open the document that you want to send to a workflow.

2. Inthe Item data section, enter the approver names for the different line items in the Next proc
field. The Next proc type field will then be automatically filled in.
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[®.] change Invoice 182134 (22 /100)
P 6 80 E D02 TP 8B 28BS

‘?_\ Fveice [ 1060 Chemeche Wierke Hale, Hale Bal
= _JOGsall Brwice | WBToes nves | §lvendor | Others

Decumens daty
Tresacon lkl\_lnialili::
FIJ b4 Boc »l POdoc.type  [AY 7| Tt [
& suna OF Loprocessen =) Purchasng 8o€, | 4525013536) Header test [
Dolvary nete. | Sanvce eatry |
Terrrs: of payment from 547
ta Pt terms 1]  mm2 [+
Baselne date ] Cays 1 | 4] Dacpercent2 | 2,008
Bee. amunt | Deepercent 1 3,000  Daysmer 43
([l el . purchasmg._ Rem et amount Gros... Quantey [Or.. #at.. D T. Text D Rofi [ Yao. Rt Se P Re.. |Hext proc Mat peoc typel
| 1 aseosiasak e 24,24 i e [ ) foszs 3
; 2 ALDODIINIE 30 1,000,006 We W % I [ [Fitieas 3
|

3. Start the workflow. The assigned users will be automatically entered in the Start workflow in
WORK CYCLE popup.

[ Start workflow in WORK

| WORK CYQLE
LA - OK Pos Step |
LA Line Tuem Appraval workflow b | a8 i1 1 for LTA =
@ 2 2ndstepfor LIA tests -
Due date 23.03.2013 x
Language  |EM Englsh - il L
| Workfiow step
EEE)mE) (2l [
Dear sWEB_CYCLE USER_NRME:,
You have received DROCESS DIRECTCR document 182134 far
processing in the WORK CYCLE workflow.
Flease process the document within the next sDUE_DAYSs daya.
Workflew: Line Item Approval workflow -
Step: 1at step for LIA tests =
ik . i
step [122 step ror LI vescs  |[Type Recehver Complete name L., _,
Status @ Position 1 |5 SAR w. * JONES JOHES EH
Vakd for (23.03.2013] S SAP u. v TILLMAN TILLMAN o
4 » 4 »

[TF start |[3¢ cancel |[i@ note |[®, Diply note J.

The assigned users will be able to view only their respective line items.
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Document > Reject
Sometimes, you may want to reject a document. Rejected documents have the status Rejected @.

Depending on the configuration, a popup may be displayed that asks you to specify the reason for
rejecting the document

[ Specify the reason for rejection

I ol

Diescription
= =

HEE @ EE

=]

Note: You can also reject multiple documents together. If a mandatory reason is required, the entered
reason is assigned to all the documents.

Follow-up flags

Follow-up flags are a visual indicator for users to pay particular attention to documents and sometimes to
perform specific actions as well. There are two kinds of follow-up flags:

e Automatic

Payment flags help identify invoices whose due date for payment is approaching, as well as
overdue invoices.

e Manual

Your system may be configured with other flags that you can set manually to documents.
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PROCESS DIRECTOR contains the following follow-up flags that are set automatically according to

specific conditions:

ID Icon Description

AT 6] A new attachment has been created in PROCESS DIRECTOR.

BA A new attachment has been created in WEB BOARD*.

BN =l A new note has been created in WEB BOARD*.

CA A new attachment has been created in WORK CYCLE*.
Note: This flag is only set when attachments are added using the Web
Application. It is not set when using /COCKPIT/WC.

CN b A new note has been created in WORK CYCLE*.
Note: This flag is set irrespective of whether the note is created in the Web
Application or /COCKPIT/WC.

D1 3 ] Less than x days to the first due date (Due Days 1). X is set by your system
administrator.

D2 ] Less than x days to the second due date (Due Days 2). X is set by your system
administrator.

DD ] Less than x days to the net due date. X is set by your system administrator.

DO D Payment is overdue.

1A ga A price or quantity check has failed.
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ID Icon Description

IG & A Goods Receipt is missing.

1P 2z There is a price difference.

IQ =7 There is a quantity difference.

MS = A message has been sent for the document.

PT 52 Fast payment trigger. The vendor has changed the payment terms for the invoice
in WEB BOARD*.

SA B A new attachment has been created in Supplier Portal*.

SN Z A new note has been created in Supplier Portal*.

* Optional products.

Your system may be configured to allow you to manually set your own follow-up flags. To set a follow-up
flag for a document yourself:

1.

Select/open a document.
Go to Extras > Follow-up.

The Follow-up flags dialog appears. It shows what (if any) flags are currently set for the
document.

Click Set new flag.

The available follow-up flags are displayed.
Select a flag to add it to the document.
Close the Follow-up flags dialog.

The document now appears with the new flag.
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Note: It is possible to set more than one flag to a document. The + symbol in the tooltip (shown when you
hover the mouse over the flag) is shown to indicate there is more than one flag.

Communication

Document > Send message

You can send emails to vendors from within PROCESS DIRECTOR, without needing to open your email
program. Your system administrator may have added some pre-defined texts (templates) that you can
use to compose your message. The reply email address will usually be yours—the one that's saved in
your SAP user profile.

The vendor's email address is added automatically.
These messages can be sent to anyone by inserting your own recipients.

You can also reject/cancel a document by checking the Reject document box.

You can also add attachments to a message. Click the Attachments button, select the check boxes for
the attachments that you want to add, and then send the message.

Lyeaes Szees 231
45441 Trankfert

4
e e Ocithon i e
4 PRAP Release doccmest BOF FIF i4.30.3000
(]
[ -~ FOAP Release docemest FOF EDF 25.50.002
(5]
.2012
aliea whieh does pet exist: CRECRSD -
1
BB
il

@ FRelect document i

[ send |10 Add sracrement |[B proe |[3 canced | .

Sending messages for multiple documents

You can send the same message for multiple documents that have the same or no vendor. A follow-up
flag indicates that a message has been sent for the selected documents.

[ Folow-up WCProc. PBk | Status Workfl.. Vendor detais
= = C.E.B. BERLIN, Berin&bonn 100
™ C.E.B. BERLIN, Berin&bonn 100
C.E.B. BERLIN, Berin&bonn 100
C.E.B. BERLIN, Berin&bonn 100

B¢Co

Message sent
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Workflow > Create note
CTRL + F6

Click the * button.
Workflow > Display note

CTRL + F7

Click the ™ button.
Notes are a way to communicate between you and other processors of documents.

Notes are attached to documents and can be viewed by other PROCESS DIRECTOR processors. If you
have WORK CYCLE installed as well, you can create WORK CYCLE notes that non-SAP users can also
view (PROCESS DIRECTOR notes cannot be viewed in WORK CYCLE).

Fast entry

Fast Entry is a feature that allows document images to be transferred to PROCESS DIRECTOR without
(or with very little) document data. It is then up to you to enter the document data into PROCESS
DIRECTOR, using the scanned image. You then convert the Fast Entry document to a regular PROCESS
DIRECTOR document.

Note: You can also directly create a new Fast Entry document.

Incoming scanned image ; =

—— : Fast Entry document
- ~ created. User may

. ‘ enter/comect some basic
- data.

using scanned image.

A Fast Entry document must be converted to a regular PROCESS DIRECTOR document before it can be posted.
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1. Goto /COCKPIT/3, fill in the required selection fields and click the Execute button.

PROCESS DIRECTOR by ReadSoft

L= |

P&

| Operational imiters |
Company code [1000] w || L
Cumency [ | to | | &
Vendor [ 1] w | | o
Document date [ | to [ | o
Purchasing document [ | w | | 5
Document number [ ] w || L
Reference [ | | N

| Tachnical imiters
Processor [ [

Transferral date
PROCESS DIRECTOR doc. number

oo

g 88 8

PROCESS DIRECTOR doc. type [] []
Maximum no. of hits [ 100 |
| List layout
Layout of header list [/ATIDOCSEL |
1

Layout of MM items

Layout of account assignment [ '

2. Open a Fast Entry document or create a new one.
3. Enter the required data.

Note: For an existing Fast Entry document, you can use the scanned image to enter the required
data. If you create a new Fast Entry document, you can use the Upload attachment button to
upload an image.
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'@ .| Change Credit note 182205
v Ho 8 @@

fB=] g Upioad attachment (Ctrl+F7)

A s ey g Vs

Vendor 10101

Document date ' Net amount (negative values)
Referance

Currency

Gross amount

Het amount

Purchasing document

Baselne payment dte

Clearing date

Processor SRNERR

E Item data
[alPo data
| Acct.assgt. data

4. You can then use the Display image button to view the attachment.

Change Credit note 182205
v ho e 88
lEJ mmsplayimage (Shift+F1)

s ﬂ'r_|__FITETI'D'UT—

At this point, only a Fast Entry document exists in the system. This means that you cannot post it
or send it to a workflow. You must first convert it to a PROCESS DIRECTOR document.

However, you can:
e View the document image.
e View and create notes.
e Perform some other functions.
5. Convert the document to a PROCESS DIRECTOR document.

Note: The document does not have to be complete or free of errors before converting it to a
PROCESS DIRECTOR document.

6. Click the Transfer button.
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Change Credit note 182205
2 FS &3

Transf Shift+F11} ——
e ransfer ( + ]or |
.
Vendor 10101
f—

7. A PROCESS DIRECTOR document is created and you can process it like any other PROCESS
DIRECTOR document.

[® .| Display Credit note 182205 (1 / 100)
P B R B GDPE TR BB KB=

@ | cedtnote/ 10101 Ebydos AG Bal, 0,00 |
@ﬂwmm ¢ W Taxes, retes | @vendor | JZ(Others
| Document data
e
1/ MM Doc [£1] PD doc. type ~  Tet I
@ Status |02 Errors ~|  Purchasng doc. | Header text
Delvery note ] 1 seniceenty |

| Terms of payment from SAP

7 Pmn terms Days 2 [ o

Baselne date [ Days 1 0 Disc.percent 2 0,000

Digc, amount ' 0,00, Dicpercent 1 0,000  Daysnet [ o]
@ Acct.assgr. data
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Posting documents

This chapter looks at the different methods for posting documents:
e Posting (via PROCESS DIRECTOR)

e Performing (posting via SAP [MIRO, FB6O, etc.])

e Parking
e Reversing

e Importing documents

e Finishing documents (when a posted SAP document exists)

e Fast Entry documents (incoming images only)

e Nota fiscal (Brazil only)

Posting documents
Document > Post
SHIFT + F4

Click the & button.

The easiest way to post a document is to use the above commands. The document is posted in the
background, without having to enter a separate SAP transaction. After you post a document:

e A confirmation message is displayed if successful

e The SAP document number is added to the PROCESS DIRECTOR document (Invoice tab >
Document number)

e The document status turns to @ (Posted)

When posting documents, PROCESS DIRECTOR performs the standard checks that are executed when
you Check a document.

Once you post a document, it cannot be changed.
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Performing documents

Document > Perform
SHIFT + F12

Click the # button.

The Perform function is another way you can post documents.

Why use this feature?

The main reason why you would Perform a document is that there may be some fields not supported by
PROCESS DIRECTOR but are only supported by a particular SAP transaction.

What happens when | Perform a document?

Instead of the document being posted in the background, you are taken to an SAP transaction, the
document data is copied across, and you edit and post the document there. The SAP transaction that
opens is determined by your system administrator and varies according to the kind of document you
perform (some examples are FBO1, FB60 and MIRO).

After you successfully post a document in the SAP transaction, you are taken back to PROCESS
DIRECTOR and:

e A confirmation message is displayed

e The SAP document number is added to the PROCESS DIRECTOR document (Invoice tab >
Document number)

e The document status turns to @ (Posted)

If you cancel the operation in the SAP transaction, you are taken back to PROCESS DIRECTOR.
Once you post a document, it cannot be changed.

Note: SAP Standard BDC (Batch Data Communication) has limitations and for purchase order related
invoices, only eight PO numbers can be transferred.

Parking documents

Document > Park
SHIFT + F9

Click the ¥ button.
Note: The Park function may be disabled in your system

Parking a document:

e Creates an SAP document

e Turns the status of the document in PROCESS DIRECTOR turns to & (Parked).
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You may want to park documents that are not ready for posting. Once you park a document, it cannot be
changed in PROCESS DIRECTOR—you can only change it in SAP standard.

Reversing documents

To reverse documents:

1. Select or open a document.
2. Goto Document > Reverse.

Depending on your system's configuration, the document may be reversed immediately, or a pop-
up window (below) may appear.

3. Specify the Reversal reason.

[E Reverse document

Company Code 1060
Document number 5105614705

Fiscal year 2011

Reversal reason a1 Reversal in current period
Posting date

Period

Slx)

Optional: Enter the Posting date and Period. If you do not enter values here, the current date
and period are used.

For MM documents and FI documents posted in MIRO, the Automatic clearance checkbox also
appears. Selecting this option will clear the corresponding FI document (vendor account). If you
do not select this option, you must clear the FI document manually using F-44.

4. Press the Reverse document button.

The SAP document number is removed from the PROCESS DIRECTOR document and the
document status reverts to unposted/no errors. It is now possible to edit, post and park the
document.

The status of documents reversed outside of PROCESS DIRECTOR (by using standard SAP
transactions /MR8M and /FB@8) are not updated in PROCESS DIRECTOR.

You cannot reverse documents which have already been paid.
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Importing documents

Document > Import SAP document

SHIFT+CTRL + 0

Importing (SAP) documents is a way to create PROCESS DIRECTOR documents based on a posted
documents in SAP.

Some cases where you may want to import documents:

e An invoice was manually posted in SAP without entering PROCESS DIRECTOR.

e Aninvoice was posted via another method, bypassing PROCESS DIRECTOR.

When you import an SAP document, a PROCESS DIRECTOR document is created and marked as
(Posted).

Why use this feature?

You may want to include all your invoices in PROCESS DIRECTOR for auditing and/or statistical
purposes.

Warning! Do not import documents containing items assigned to different company codes! If you do, only
items corresponding to the company code in the header will be imported. All others will not be imported!

Finishing documents

Document > Finish

CTRL + F5

Finishing documents is a way to create posted PROCESS DIRECTOR documents based on a posted
documents in SAP.

The Finish function is useful when you have unposted PROCESS DIRECTOR documents but where the
invoice has already been posted (an SAP document exists). It is a way to "finish" or complete the
PROCESS DIRECTOR without actually posting it. The Finish function couples the PROCESS
DIRECTOR document with the posted SAP document, thereby "posting” the IC document.

When you Finish a document, the PROCESS DIRECTOR document status changes to @ (Posted).

PROCESS DIRECTOR checks that the SAP document you are connecting the PROCESS DIRECTOR to
are the same, preventing you from connecting random, unrelated documents.
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Importing versus Finishing

What is the difference between Importing and Finishing?

Finish .
) ]
Posted SAP Unposted & Posted SAP
document PD document document
. o h P
Change s
Import PDdocstatus
- L - L Iy
rd
A SAPdoc
7
, number
¥ added
Posted Posted
PD document PD document

In both cases, a posted SAP document exists. The difference is whether there exists a corresponding

document for this in PROCESS DIRECTOR.

e Corresponding document in PROCESS DIRECTOR? Perform a Finish.

e No corresponding document in PROCESS DIRECTOR? Perform an Import.

The end result—a posted PROCESS DIRECTOR document—is the same.

Nota fiscal

Nota fiscal is a particular kind of document that exists in Brazil which accompanies all goods deliveries. It

is a combined delivery note and invoice. Notas fiscais can be processed in PROCESS DIRECTOR like
other invoices. When posting, a nota fiscal document is created inside SAP.

Note: Nota fiscal only works for documents with a Brazilian company code.

Document > Check
SHIFT + F11

Click the 52 button.

In the PROCESS DIRECTOR document, total tax values are displayed in the Tax Brazil tab.
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At line item level, you can display the tax data from the NF-e XML and the tax data in the SAP purchase
order.

B 2 e armouns | Tax Jur, (S Cou [5c [C

9.00 L ] e T Tax @ I T

0.00 3P o o [ memTax |89 memTax |
itemtax data Iterntax data
from XML from PO in SAP

[E Tax assignment for PO kem 4500017653 [ 00010

[E Tax assgnment fior PO £em 4500017853 f 00010

Ta... |Ta... BExse amount Tax Rate Taxvabse Exclded base Other base Ta.. Ta... Bxe amount Tax Rate T vale Excluded b... Other bass
oM TOMS .00 158.00 18.82 .00 45.10 ICHL T0MS 0.09 18.00 16.22 0.00 90,09

IPIL IPI .00 10,00 4,01 0.00 90.0%

When you check a nota fiscal document, PROCESS DIRECTOR compares the tax data in the SAP
purchase order with the NF-e XML tax data. If the tax types or values are different, an error message is
displayed and the document cannot be posted to SAP.

You cannot change the tax data in the PROCESS DIRECTOR document. If there are errors, you can:

e Correct the purchase order or master data in SAP.
e Send a debit or credit invoice to the supplier.

¢ Reject the document in PROCESS DIRECTOR.

In order to post notas fiscais, you need to be aware of the following:

e The Nota Fiscal (NF) Type field (on the Invoice tab) must be filled.

For example, for paper invoices it is E1, for services invoices IS, and for XML invoices E5. But
there are also others.

e The Business Place field (on the Invoice tab) must be filled.
e You cannot change tax data in the PROCESS DIRECTOR document, only in the nota fiscal.
e The Calculate taxes checkbox (Taxes tab) must remain selected.

e When you check a document, tax amounts from the XML data are used in the balance
calculation.

e Changing header data does not change the nota fiscal.

e For electronic invoices, you must use the Post function in PROCESS DIRECTOR, not the
Perform function. You may use the Perform function for other types of invoice.

When you post the document, the system creates an invoice in MIRO and updates the nota fiscal tax data

and electronic invoice information. The status of the PROCESS DIRECTOR document changes to
posted.
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Workflows

Your system contains various workflows that you can send documents to. Workflows are used to obtain
missing information from documents as well as for approval purposes.

Both entire documents as well as the individual line items in them can be approved or rejected,
depending on what kind of workflow is started.

Workflows may be started automatically by the system, and manually, by you.

Note: When a document is in a workflow, it cannot be edited in PROCESS DIRECTOR, only by workflow
processors in the WORK CYCLE workflow application.

e Starting workflows

e Assigning items to users

e Recalling documents

e Viewing the workflow status

Starting workflows

To send a document to a workflow:

1. Highlight a document in the document list or open a document.
You may select more than one document to start a workflow for each document.
2. Goto Workflow > Send.

Select the workflow, recipients, and complete other information as required.
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[E Start workflow in WORK CYCLE

WORK CYCLE
Workflow OK. Pos Step
|CODINGAPP Cuding and Approval - | 1 Account coding
@ 2 Approve gocument
Dua data 81.07.2011
Language | ENEnglish - uli il $1F
Workflow step
2O 2 e 8@
Dear &WEB_CYCLE_USER_NAMES,
You have received PROCESS DIRECTOR document 173143 for
processing in the WORK CYCLE workflow
Pleasa process the document within the next EDUE_DAYSE days.
Workflow: Coding and Approval -
Step; Account coding -
i i
Step Account coding Type Receiver Complete name L.
Status o Position 1 S SAP u._ w SARAH Sarah Muller EN a
Valid for 28.06.2811 I WORK . = JOHN John SMITH EN -
d ¥ 4 »

i

0P stan || cancel |[ig7 Note |, Display note |

The available workflows may be restricted depending on the document you select. The recipients
may also be pre-defined. The @ icon at the top of the window indicates recipients for that workflow
step have been selected. The icon indicates no recipients have yet been selected.

3. Click Start.

Assigning items to users

Some workflows may have line-item approval activated. Line-item approval means that rather than a
person being responsible for approving an entire document, you can assign people to approve the
individual items on it.

To assign persons to items:

1. Open a document.
2. Specify the Next processor. The Next processor type field is automatically filled in.

(Items in both the Item data (MM documents) and Account assignment data (MM and FlI
documents) sections of the PROCESS DIRECTOR document contain these two recipient fields.)

These persons will be allocated as the recipients when you start a workflow using line-item
approval. This means that only they can view and approve the item.
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Note: You do not have to enter recipients for all items. Items with no recipient can be viewed and

approved by any of the recipients for the other items.

Example:

Item data
PO Item PO Next proc. Next proc type
10 4500077770 Jones I
20 4500077771 Loewe S

Account assignment data
Iltem Cost center Next proc. Next proc type
1 1000 Brown I
2 2000

In the above example, when the recipients open the document for approval, each would only see
the item assigned to him/her as well as Item 2, which is not assigned to anyone.

3. Go to Workflow > Send.

The recipients are automatically allocated:
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[ Start workfiow in WORK CYCLE

WORK CYCLE
Workflow OK |Pos Step
:ITEH_AFP Line itam approval 'j | 1 Line item approval
@ 2 Approve
Duea date 13.06.2012
Language EN English v/ w1 4
Worlkflow step

HEm Rie] ME

Dear &WEB_CYCLE_USER_NAMES,

You have received PROCESS DIRECTOR document 177862 for
processing in the WORK CYCLE workflow
Please process the document within the next SDUE_DAYSE days.

Workflow: Line item approval
Step; Line item approval

4 b LI

Step Line item approval Type Receiver Complete name L.

Status ] Position 1 I WORK _ « BROWN Marcus Brown EN a

valid for 08.06.2012 I WORK . + JONES Barbara Jones EN -
i » 4 b

E

TGP start || Cancel |ig? Note |[¥, Display note

4. Click Start.

Recalling documents

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

1. Highlight a document in the document list or open a document.

2. Go to Workflow > Recall document.

3. Click Step recall to recall a workflow step. Click Complete recall to cancel the entire workflow.

Viewing the workflow status

Basic information about workflows are contained in the workflow status. This includes things like when the
workflow was started, the due date, who has approved the document, and who the next processors are.

To view the workflow status:

1. Highlight a document in the document list or open a document.

2. Click/double-click the Workflow status icon or go to Workflows > Display status.
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Reports

Accrual Report

You can create a report that collects aggregated accrual information from all un-posted PROCESS
DIRECTOR Accounts Payable documents. The report displays all PROCESS DIRECTOR Accounts
Payable line items that have not yet been posted (parked documents are not included).

If PROCESS DIRECTOR for Financial Postings is installed, you can select line items in the report and
create a PROCESS DIRECTOR Financial Posting document consisting of all selected line items and one
aggregated offsetting / balancing position.

In the selection screen you can specify selection criteria to restrict the report to documents that
correspond to the criteria. You can run the report for multiple company codes, but you can only create
PROCESS DIRECTOR documents for a single company code.

Enter the transaction /EBY/ICIV_ACCR_REP in the SAP command line and click the Enter button &.

Enter selection criteria and click the Execute button 3.

Note: You can always view the Accrual Report, but creating a PROCESS DIRECTOR accrual document
is only possible if you select a single company code on the selection screen. Creating a PROCESS
DIRECTOR accrual document requires a license for PROCESS DIRECTOR Financial Postings.

In the Accrual Report selection screen you specify selection criteria, report options, and report layout.
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ReadSoft Accrual Report
& &

Main sslaction
Company Code _J_.BIJ‘G
PROCESS DIRECTOR doc. type
Daecument number L
Vendor
Document Date

Type
| FI Invoaces
| MM Invoices

Accounting
GfL Account No.
Cost Center
Profit Center
Order
WES Elament

Document Status
«| <& Unprocessed
+| @ Emors
|1 WORK CYCLE
& Parked
& Rejectad
VI3 Incomplete colectve nvoice

Options
Currency to Convert To
Inclide heades bnes
Only P&L GfL accounts {FI)
¥|Only consurmables (MM)
Exclude posted valuatad GR(MM)

Lavout
Layout

to
to
to
o

to

to
to
to
to
to

(ol s[=[%[*]

(=] [=[o[*]

Make your selections and then click the Execute button & to create the report.

Selection criteria

You can specify general selection criteria, the document type, accounting values and document status.

Creating a PROCESS DIRECTOR accrual document is only possible if you select a single company

code.

Options

Setting

Description

Currency to convert to

If selected line items do not have the same currency as the
company code, the currency is automatically converted to the
company code currency, or to the currency you specify here.
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Setting Description

Include header lines Select to display header lines in the report (indicated by the
icon 43 ). These lines are for information only and should not be
selected when creating an accrual document.

Only P&L G/L accounts (FI) For FI documents, select to include only line items with G/L
accounts that are relevant to the P&L. If this option is not
selected, balance sheet accounts will also be included.

Only consumables (MM) For MM documents, select to include only consumable line
items in the report. If this option is not checked, stock items will
also be included.

Exclude posted valuated GR For MM documents, select to exclude line items that have a
(MM) posted valuated goods receipt. For these line items, costs are
valuated on the P&L when goods receipts are entered, so these
items can usually be excluded.

Layout

Here you can select a default layout for the report.

If you have PROCESS DIRECTOR for Financial Postings installed on your system, you can create an
accrual document from selected items in the report.

Note: Creating a PROCESS DIRECTOR document is only possible if you select a single company code
on the report selection screen.

1. Inthe report, select the line items to be added to the document.
2. Click the Create PD document button.
3. Enter the required data in the popup and click Create PD document button.

In the Text creat opt. field, you can select what to display in the Item text field of the accrual
document line items:

e Text of the original PROCESS DIRECTOR Accounts Payable document

e Line item number of the original document
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' ReadSoft Accrual Report (Company Code: 1000)

(&) =F]H[F.] [E %] [S]d @ =] 1) @]
ReadSoft Accrual Report (Company Code: 1000)

[ER Header| Status ™ Doc. no. FI/ MM Vendor | Partner name |Z Net amount (E  Gross | Croy | Text | G/L Acct

I : ﬁ : 2k ;i?de:u'?x;r\rdos . [S Create PD Document

3 O 22121 A 1000 CEB.BERUN | G/L Account No. :.sma =]

= 2 22120 F1 1000  C.E.B. BERLIN Cost Canter {1000 [

(= 1 22107 MM 1060  ReadSoft Ebydos Al poversal resson |01

= ; 22107 ;I'-'I 1060  ReadSoftEbydosAd .. o (o1 03.2019]

' TF 22123 A 1000 CEB.BERLIN o e it o
7 22121 H 1000 CE.B. BERLIN Doc.Header Text Eic_uualfmm PD AP

| @ 22120 FI 1000 C.E.B.BERLIN Text creat opt. |2 Position number of original..~

| TP 2218 A1 1000 CEB. BERLIN (D create PD Document_|[]
by 22116 FI 1950 CPDLZ

|| 1 22107 MM 1060  ReadSoft Ebydos AG 500.00 0.00 EUR Carclean, 400000

Appendix A: Quick reference

Application Toolbar icons

The following buttons are available on the Application Toolbar. Note that some buttons are available only

in the document list and others only in the document detail.

Icon Description

O Create a new document - Fast entry only

& Transfer a document - /COCKPIT/3 only (Fast entry)
b4 Display and edit a document

T Check a document

Post a document

& Post via an SAP transaction
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Icon Description

= Park a document

iy Switch invoices to Fl or MM

[, View document attachments

=2 Show/hide messages

= Display the document detail (editing is not possible)

i Start a workflow

@ Create a note

T Display a note

& Go to the previous document

23] Go to the next document

Refresh the document list to show the latest changes and updates

Display the legend, which explains the meaning of the document and workflow status
icons
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Keyboard shortcuts

Shortcut Description

F3 Return to the previous screen

F5 Switch between tabs in the header data.

F7 Refresh the display to show the latest changes and updates

F8 View document details

F9 Start a workflow

F12 Cancel the display

CTRL+F2 Display the SAP document (for posted documents)

CTRL+F3 Delete a document

CTRL+F4 Display the legend, which explains the meaning of the document
and workflow status icons

CTRL+F5 Finish a document

CTRL+F6 Create a note

CTRL+F7 Display a note

CTRL+F11 Assign a user

CTRL+F12 Display the user settings
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Shortcut Description

SHIFT+F1 Display images

SHIFT+F2 Display taxes

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

SHIFT+F5 Switch invoices to Fl or MM
SHIFT+F6 Display messages
SHIFT+F7 Display the vendor
SHIFT+F8 Display the PO

SHIFT+F9 Park a document
SHIFT+F11 Check a document for errors
SHIFT+F12 Post via an SAP transaction
CTL+SHIFT+0 Import an SAP document
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Index
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/COCKPIT/WL1 6

/COCKPIT/WL2 6

/COCKPIT/WL3 6
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account assignment
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creating accrual documents 56
creating an accrual report 54
selection screen 54

assigning users to documents 24
attachments 33
B
balances
due to rounding differences 25
Brazil
nota fiscal 48
C
calculating taxes 25
cancelling workflows 53
change mode 23
changing processors 24
checking documents 22
classifying
documents 33
D
display mode 23
document image

viewing 18

document list
navigation 13
documents

assigning users 24
checking 22

classifying 33

detail view 14

editing 23

finishing 47

importing 47

list 13

locating errors 22

logs 23

parking 45

performing 45

posting 44

recalling from workflow 53
rejecting 36

saving 23

sending to workflows 50
statuses 15

switch to FI/MM 27

types 33

versions 23

viewing different parts of 17
viewing SAP documents 19

E
editing 22, 23
emails

sending 39
errors

in a document 22
F

Fast entry
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overview 40
processing 41

faxes

sending 39
Fl/change from MM 27
files

attaching to documents 33
finishing documents

versus importing 48
follow-up flags

automatic flags 37
overview 36
set manually 38

H
history
of puchase order 18
I
image
viewing 18
importing documents 47
versus finishing 48
invoice image
viewing 18
invoices

switch to FI/MM 27
viewing different parts of 17

L
letters
sending 39
line items
adding from the PO 31
assigning approvers 34
assigning to users for approval 51
determination function 27

matching between invoice and PO 31
proposing from PO and delivery notes 28, 30

proposing v determining 27
logs 23
M
message logs 23
messages 39
MM/change from FI 27
N
Nota fiscal

checking documents 48
overview 48
posting documents 49

notes 40
P
parking documents 45
payment terms

changing 26
performing documents 45
PO item determination 31
posting

documents 44

nota fiscal documents 49

proposing line items 28
purchase order

matching line items to invoice 31
proposing items from 28

purchase orders

history 18

viewing 18
R
rejecting documents 36
reversing documents 46
rounding differences 25
S
SAP documents

and unposted PD documents 47
importing 47
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viewing 19
saving

documents 23
searching 8
sending messages 39
settings

user 19
shortcuts 59
starting 6
status

of workflows 53
statuses

documents 15
workflows 16

store business document 33
T
taxes
calculating 25
toolbar icons 57

types of documents 33

\"
vendors
viewing 19
versions
of documents 23
viewing
invoice image 18
purchase orders 18

SAP documents 19
vendor details 19

w
WORK CYCLE 50
workflows

assigning users to items 51
cancelling 53

overview 50

recalling documents 53
starting 50

statuses 16

viewing status 53
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