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About eFLOW Control

Kofax eFLOW Control™ and Kofax eFLOW Resolve™ are SAP add-ons for automated invoice
processing, integrated into SAP ERP. In combination, both components deliver a highly automated
solution for vendor invoice processing, including requirements such as automatic posting, automatic line
item matching and automatic workflow routing for exception handling and approval.

eFLOW Control users can manually process invoices with exceptions in an easy-to-use, familiar interface,
which offers a wealth of features to help users find, organize, correct, complete, and post documents.

If eFLOW Control users cannot fully process documents themselves, they can send them to other users
in a workflow to obtain information, clarification, or approval. Workflow processing takes place in eFLOW
Resolve in the SAP GUI, the eFLOW Resolve Web Application, or the eFLOW Resolve Fiori App.
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Get started

This section explains how to log on to eFLOW Control and describes the user interface.

Note eFLOW Control is customizable. Depending on your system configuration, some features described
in this guide may not be available, or may be different than described.

Start eFLOW Control

To start eFLOW Control, log on to SAP and enter transaction /n/tisa/eflow_control.

The eFLOW Control window displays a selection screen and a document list.
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Selection screen

The selection screen enables you to filter the document list to display only specific documents.
Click the '$‘ Selection Screen button to close and open the selection screen.

Enter your selection criteria and click the @Select data button.

To restore the default selection criteria, click the Clear selection button .

Note The selection screen is only available in the Document Overview tab.
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Quick Selection

This area provides predefined filters. Click one of the buttons to apply the filter. Which filters are available
depends on your system configuration.

Apply saved variant

Select one of your saved variants or a global variant, then click the @ Select data button. Alternatively,
click the Get Variant button on the selection screen toolbar. This enables you to search for variants.

L]
To create a new variant, enter selection criteria and click the Save as variant button.

To display details of a variant, click the Display variant button .
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To delete a variant, select the variant and click the Delete variant button B |

See the SAP documentation for detailed information on working with variants.

Manual selection

In this section, you can filter by document type, document state, workflow state, or specific field values.

For information on the Extracting document status, see eFLOW Extract documents.

Additional selection fields

You can use dynamic selections to search in fields that are not available on the selection screen.
Dynamic selections are temporary, that is, the fields and their values are not saved when you exit
eFLOW Control, unless you save the selection as a variant.

2. Click the Add fields to selection button =l .
3. Expand a folder and select the fields you want to add to the selection screen:

e To add a single field, double-click the field name.

e To add multiple fields, select the fields using your mouse and the Ctrl or Shift key, then click the

Copy Selected Items button.

B Dynarmic sslactions

® Dooument header flelds  * | Dyramic selections

¥ Invoice header fiekds
- & 1
- B Document type Busingss Area o r
+ [B) Company Code Invoice refarence to
» [B invoice Indicatar Purchase Order 4500022848 to
+ [® pocurent Type
+ [8) Documrent Date
+ [B Posting Date
+ [® Referance
+ [8) vendor
+ &) Busness Area
+ B Cumency
+ [8) Exchange rate
+ [ Gross amount
+ B caloubte tax
+ [®) Document Header Text
+ B Text
+ T Brn fnr e

Irvoice header fields

Fall = | I Copy Selacted Items I Dalete Selacted Objects Smgha Values Only | Hide Feld Selecton || 3

The Document header fields folder contains general document fields, such the document type,
number or state.

You can also add fields to search for business issues and document tags.

L]
4. Enter search values and click the Save button = .

The selected values are displayed in the selection screen.

Dynamic selections

Purchase Order - 4500022448 ta

5. In the selection screen, click the @ Select data button.
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To remove dynamic selections, click the Add fields to selection button E[ , select the fields in the fields
list, and click the Delete Selected Objects button.

Button Description

Opens the standard SAP Multiple Selection dialog box, in which you can select or

= exclude single values or value ranges.
o Checks field values.
H Transfers the entered values to the selection screen.

. Copy Selected Adds the selected fields.
ltems

T Delete Selected | Removes the selected fields.
Objects

gicile Field Hides the fields list. Click the New Field Selection button & to display the list again.
election

Single Values Only | Displays only a single input box for each field.

Click the Ranges button to display two input boxes again.

0 Closes the dialog box without saving.

Document list

The document list displays documents in the following tabs.

Tab Description

Document All documents that correspond to the search criteria entered in the selection screen.
Overview

My All documents assigned to the currently logged on user. See Assign a document to a user for
Documents more information.
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Tab Description

Waiting All documents for which immediate processing is not yet possible or desired (for example, if a
goods receipt is missing). See Set a document to wait for more information.

Workflow All documents that the currently logged on user has sent to a workflow. See Send a document to
Outbox workflow for more information.

Depending on your authorizations, the following tabs may also be displayed. See the eFLOW Resolve
User Guide for information on these tabs.

e Workflow Inbox
e Substitutions
o Workflow History

You can use the standard SAP functionality to work with the document list, for example, to sort the list,
change the layout, or add columns.

= (= H Y .z . ||== B .= .

Document detail

To open the document detail, in the document list DocNo column, click the document number.
A document may be one of the following AP document types:

¢ PO invoice: An invoice that references a purchase order.

e Non-PO invoice: An invoice without reference to a purchase order.

e Down payment request: A document that serves as a reference for posting a down payment in SAP,
or as a document for the SAP dunning program. Down payment requests require entry of a special
G/L indicator, which is used later in SAP to post the down payment.

e Accrual posting: Accrual posting documents are created from the eFLOW Control Accrual Report.
Accrual postings enable you to record expenses in the period in which they occur, even if they are
invoiced at a later date. Accrual postings require entry of a reversal reason and reversal date. After
they are posted to SAP, accrual postings are automatically reversed on the reversal date by the
SAP Accrual Engine.

With the exception of accrual postings, the AP document type is recognized and assigned in

eFLOW Extract, which captures, checks and completes data from scanned invoices and passes the data
to eFLOW Control. If necessary, you can change the document type in eFLOW Control using the Classify
function.
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PO invoice
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Non-PO invoice
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Accrual posting
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Information is displayed in the following tabs:

Tab Description

Basic data Displays general information about the document.
eFLOW document types are customer-specific and are defined in the system configuration.
They enable different configurations for different types of documents.

Payment Displays payment data. The default payment terms for a document are taken from the

purchase order or from the vendor master data. See Change the payment terms for more
information.

Miscellaneous

The Miscellaneous tab is only displayed if additional fields for this tab have been defined in
the system configuration.

Tax

Displays tax data.

If you check the Calculate tax setting, the system calculates the taxes automatically during
simulation or posting, based on the tax code and amount specified in the invoice line items.

If the setting Calculate taxes on net amount is activated in FBOO, the tax is calculated on
the net amount, otherwise it is calculated on the gross amount. The parameter FO2 must be
maintained in your user profile; the values for this parameter are updated automatically from
the settings in FBOO.

Note If taxes are calculated on the gross amount, the tax amounts calculated are
not displayed after simulation.

14
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Tab Description
Bank data Displays bank data.
External bank data displays bank details from the invoice image.
Master data displays bank details from the vendor master record.
Note In the Notes tab, you can add notes to communicate with other users. See Notes.
Business issue The Business issue tab provides details of errors in the document. See Locate errors.

15
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Display information

This section explains how to display different types of information.
Document image

To display the document image, click the Show image button .

a »x [a|=2]c][t]- 101 = a
US IT Supplies INYOICE
1000 Avenue of the Americe
e Vorlke, M ok 1000%

Tel: 133510815127
Invoice No: 7742961

™
M, Lyren Bermovim
1158 Avewase of Ehe Americas
1 Floor
W iark, Meew York 10819

PO KLBCR | somrme meToD | swipeing Toams | iwvesct oate | PAWMENT TERNS

ups Due on receipt Al &0 Duys
o, Mlnwl DELCEIPTION USIT PRECE LEME TAOTAL
1 (1] gl Sperg Peak Natebook IS s S0 LED
15608 Sokd Seite Diik 550
) o Eayieard Wirpksig

[(mus SO0 S0
a =] (L1 W
el Wirsees oo (VBEEE L

WET amouwT  [SE00E UsD

Fields that were recognized in eFLOW Extract are highlighted on the image. You can capture additional
fields from the image. See Complete from image.

Use the following buttons to work with the viewer.

Button Description

@ Close the viewer.

]

L1

Display the viewer docked to the screen or in a separate window.
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Button

Description

Increase the image size.

23 %

Specify the image size as a percentage of its full size.

Decrease the image size.

Rotate the image counter-clockwise.

Rotate the image clockwise.

Display the entire page.

L1

Display the full page width.

1/4

| @

For multi-page images, go to the first, next, previous, or last page.

Display or hide the field highlights.

Search for text on the current page. Found values are highlighted in red as you
type. You must enter at least three characters.

17
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Vendor

To open the vendor details in the standard SAP transaction, select the menu item Go to > Show Vendor,
or double-click the vendor number in the document list or document detail.

Purchase order

To open the purchase order in the standard SAP transaction, select the menu item Go to > Show
purchase order, or click the purchase order number in the document list or document detail.

Invoice document

For posted documents with reference to a purchase order, you can view the posted SAP invoice
document. Select the menu item Go to > Show MM Invoice, or double-click the invoice number in the
document list or document detail.

Accounting document

For posted documents with and without reference to a purchase order, you can view the posted SAP
accounting document. Select the menu item Go to > Show Fl Invoice, or double-click the invoice number
in the document list or document detail.

eFLOW Extract documents

Documents are imported into eFLOW Control from eFLOW Extract, which captures, checks and
completes data from scanned or electronic invoice images. Documents in eFLOW Extract pass through a
number of different processing stages, known as "stations", as shown in the following diagram.

)
N© ne°
Scan Escalate
B °©
_. %c:'gnlzl: "-"aiddu PTEEJD:I't DwulwurﬂEF!F‘ Clean

o =

do

Colect

You can view a list of invoice documents that are undergoing processing in eFLOW Extract and find out
which station is currently processing the document.

1. Inthe selection screen, in the Document State section, check the Extracting check box, and clear
all other document state check boxes.

2. Click the I'C‘_'-.}Select data button.

3. The documents are displayed in the Document Overview tab. You can view the images, but you
cannot edit the documents.
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4. To find out which eFLOW Extract station is currently processing a specific document, select the
document, then select the menu item Edit > Process log.

o
Process log 2

Choose 0 Show al messages / 6 v ¥V A == Hh Y JIE
B "DocNo State WF State ODue

B MType LTxt Message text 291 ¢

06.06.2017 11:33:29 RFC_EFLOW / 1 / Extractng 290 ¢

jeil eFLOW Document passed to next station Scan 29 ¢

06.06.2017 11:33:49 RFC_EFLOW / 1 / Extractng 2088 &

m eFLOW Document passed to next station Recognie 287 ¢

06.06.2017 11:33:57 RFC_EFLOW / 1 / Extractng 2086 ¢

= #FLOW Document passed to next station Valdate 2085 ¢

06.06.2017 11:34:06 RFC_EFLOW / 1 / Extractng 294 ¢

=l eFLOW Document passed to next station PreExport 281 ¢

06.06.2017 11:34:18 RFC_EFLOW / 1 / Extracting 2082 &

i3 eFLOW Document passed to next station Delver2ERP 2081 ¢

06.06.2017 11:34:28 RFC_EFLOW / 1 / Extractng 2976 &

=) FLOW Document passed to next station Clean M 269 &
2007 &
When a document has passed through all eFLOW stations, it becomes available for processing in
eFLOW Control.
Process log

The process log records all messages and actions that occurred during the processing of a document.

To open the process log, select the menu item Edit > Process log.

By default, only the messages for the last action are displayed. Select a different action from the list to
display the messages for that action, or Show all messages to display all messages for the document.

If available, you can click the Long text button ) to view detailed information about the message.
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Process log

Choose

messages / 40

0 Show 2l messages / 40
1 16.03.2016 23:06:03 RFC_EFLOW [/ 7 [ New document
2 16.03.2016 23:06:03 RFC_EFLOW / 8 [ New document
3 16.03.2016 23:16:01 TEVANS / 3 / Start workflow

4 16.03.2016 23:18:59 JENSEN / 2 / Approve workflow
5 16.03.2016 23:20:51 ASANT / 8 [ eFLOW me

6 16.03.2016 23:20:51 ASANT / 12 / Approve workflow

@lﬂ@l@ﬂ»lllag
2

EERE

TICUSTCITeCTCT TTITETTC O v oT TTTICTIC Y

16.03.2016 23:16:01 TEVANS / 3 / Start workflow

Email notification send to eflow.ap.jensen@gmal.com

Workflow task completed by Blake Tevans through action Start workflow
Workflow action Start workflow executed by Blake Tevans

16.03.2016 23:18:59 JENSEN / 2 / Approve workflow

Workflow task completed by Betty Jensen through action Approve workflow
Workflow action Approve workflow executed by Betty Jensen
16.03.2016 23:20:51 ASANT / 8 [/ eFLOW me

Document Completions: Complete Vendor Number skipped

Document Completions: Complete purchase order tems skipped
Document Completions: Complete Tax Code skipped

Change history

Every time a document is changed and saved, eFLOW Control creates a new document version.

You can view previous versions of a document to see which values have changed.

1. Select the menu item Edit > Change history.

2.

In the Version list, select a version of the document, or select Display all changes.

Change history

Version 0001361821 TEVAMNS | 18.03.2016 | 11:44:36

E(F|H[H[F -

=3

Iz .

=5

Table Mame Short text

JTISA/TAP_HDR AP document type MM FI 1]
JTISA/TAP_HDR Cash Discount Percent 2,000 1,000 ]
[TISA/TAP_HDR Met Payment Terms P 45 ] 1]
JTISA/TAP_HDR Terms of Payment Key ZB0O1 noo4 ]

| [v] (]

Old value New value ChangelInd. Field Name

AP_DOCTYPE
DSCT_PCT2
NETTERMS
PMNTTRMS
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Statistics
To display statistical graphs about the documents in the system, click the Dashboard button EE|-I
| s
Documents by status
In VWorkficwr W Error Wam Roady
Avg. Document Processing

B3 g

-

o0 =

15
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L

! .
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Organize documents

This section describes various ways in which you can organize documents.

Assign a document to a user

You can assign documents to users for processing. The assigned user become the “document owner”.
The assigned documents appear in the My Documents tab of the assigned user’s document list.

1. Click the Change owner button :

2. Select a Document owner, and optionally enter a note.

3. Click the Change owner button.

Note When you edit and save a document, you are automatically assigned as the document owner.

Tag a document

You can assign tags to documents as visual indicators that categorize, prioritize, or draw attention to the
documents. Assigned tags are displayed above the header tabs in the document detail.

1.
2.

3.

Click the Tag document button E’"

In the Tag document dialog box, in the Available Tags list, select one or more tags and click the
Add tag button > .

Click the Tag document button.

Classify a document

eFLOW Control automatically classifies documents as PO invoices, non-PO invoices, or down payment
requests.

You can change this document classification.

1.

2
3
4.
5

Select the menu item Document > Classify.

Select the new Document type.

If you change a non-PO invoice to a PO invoice, you must enter a Purchase Order number.
Optionally, enter a text to explain the reason for the reclassification.

Click the Classify button.

Set a document to wait

You can put documents in a waiting queue if immediate processing is not possible or desired. For
example, you may want to wait until goods receipts are available before processing the invoice.

1.
2.

i
Click the Set to wait button |!

Select a Wait reason and in the Paused until field, enter the date until which the document should
remain in the wait queue.

After this date, the document is automatically moved from the wait queue to the regular document list.
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3. (Optional) Enter a note, then click the Waiting button.

Note Depending on your system configuration, it may be mandatory to enter a note. If a maximum wait
time is specified in the configuration, the Paused until value cannot be later than this date.

To remove a document from the waiting queue, in the document list, in the Waiting tab, select the
I
document and click the Waiting button |

Decline a document

You can decline documents. Declined documents remain in the system, but can no longer be processed.

Note Declining documents is not the same as rejecting documents in workflow.

1. Click the Decline document button @® .
2. Select a Reason for declining and optionally enter a note.
3. Click the Decline button.

Create an accrual posting document

eFLOW Control provides an Accrual Report which lists all line items of unposted eFLOW Control
documents. This report enables you to monitor open invoice items and create eFLOW Control accrual
posting documents for selected items. You can also use the standard SAP report functionality to open the
report in Excel, save it as a file, or send it via email.

Note This feature is only available if you have the required authorization.

Run the Accrual Report
1. Enter the transaction /n/tisa/ap_accrual.

2. Inthe Accrual Report selection screen, enter selection criteria (see Accrual Report selection screen).

3. Click the Execute button @

The resulting report lists all open invoice items that correspond to the selected criteria. The total amount
is displayed at the bottom of the report. You can also display subtotals for G/L accounts, vendors, or
eFLOW documents by selecting the appropriate Type of subtotal aggregation option in the selection
screen.

The report toolbar includes the standard SAP buttons for working with reports, as well as a button to
create an eFLOW Control accrual posting document D
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eFLOW Control - Accrual Report
H ER AFTPFPES @ O BT B DO
DocHo CoCode Reference DocType Vendor  ~ Name
: 352]1um 230807027 FI BRILLIANT  Brillant Car

375 1000 230807027 Fl Brilkant Car
| 286 1000 230807027 FI Brilant Car
| 396 1000 230807027 FI Brillant Car

BRILLIAMT [

355 1000 ARE/456-2345 Fl MORSPEED Morspeed GrbH
| 363 1000 ARE456-2345 Fl Morspeed GmiH
| 377 1000 Fl Morspeed GrmbH

MORSPEED [,

354 1000 201129865 MM SUNNY Sunny Electronics GmbH
| 354 1000 201129865 MM Sunny Electronics GmbH
- 361 1000 201129865 MM Sunny Electronics GmbH

361 1000 201129865 MM Sunmy Electronics GrmbH

364 1000 201129865 MM Sunny Electronics GmbH
| 354 1000 201129865 MM Sunny Electronics GmbH
| 372 1000 201129865 MM Sunny Electronics GrmbH

372 1000 201129865 MM Sunmny Electronics GrbH

376 1000 201129865 MM Sunny Electronics GmbH
| 376 1000 201129865 MM Sunny Electronics GmbH
| 379 1000 B Sunny Electronics GrmbH

379 1000 MM Sunmny Electronics GmbH

379 1000 MM Sunny Electronics GmbH
| 379 1000 MM Sunny Electronics GmbH
| 379 1000 MM Sunny Electronics GmbH

379 1000 MM Sunmny Electronics GrmbH

380 1000 MM Sunny Electronics GmbH
| 380 1000 MM Sunny Electronics GmbH
| 304 1000 201129865 MM Sunny Electronics GmbH

304 1000 201129865 MM Sunny Electronics GrbH

397 1000 201129865 MM sunny Electronics GmbH

397 1000 201129865 MM Sunny Electronics GmbH
L SUNNY [

L

Doc. Date
05.02.2016

05.02.2016
05.02.2016
05.02.2016

21.02.2016
21.02.2016
16.02.2016

17.02.2016
17.02.2016
02.03.2016
02.03.2016
17.02.2016
17.02.2016
17.02.2016
17.02.2016
17.02.2016
17.02.2016
16.02.2016
16.02.2016
16.02.2016
16.02.2016
16.02.2016
16.02.2016
16.02.2016
16.02.2016
17.02.2016
17.02.2016
17.02.2016
17.02.2016

5

5
-
5

oW T

LTI T T ¥ R T T = R T T T " T T e LT T T R E R 4 ]

451000
451000
451000
451000

451000
450000
450000

400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000
400000

135,60
135,60
135,60
135,60

] 542,40
124,30~
134,00
150,46

. 169,16
100,00

28,00

100,00

28,00

150,00

28,00

150,00

28,00

150,00

28,00

100,00
7.500,00
9.000,00
7.500,00
7.500,00
7.500,00
28,00

150,00
100,00

28,00

150,00

28,00

= 40.374,00
.s 41.0855

EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR
EUR

D/C_|G/L Acc  E Item amount Currency,
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Accrual Report selection screen

The following selection criteria are available in the Accrual Report selection screen.

eFLOW Control - Accrual Report
®
Header selection parameters
Company Code 1000 to 1000 i1
Document type to 3
Document number 0 to 0 o
Vendor 1000 to 2000 i
Document Date to o
Transhtion Date 10.10.2016
F1 postions selection parameters
+ Select only P&L accounts (no Balance Sheet accounts)
G/L Account to g
Cost Center to O
WBS Element to f
Order to O
MM positions selection parameters
¥ Select only consumption ines
v Exclude GR valiated postions
Copy PO item text f text mssng on the invoice
Purchase Order to o
G/L Account to T
Cost Center to o
WBS Element to O
Order to kg
Report dsplay: parameters
Type of subtotal aggregagtion Subtotal aggregation per each eFLOW document v
Report dsplay: defauk coding (¥ missng on the document)
G/L Account g &
Cost Center
WBS Element
Parameters Description
Header selection Restricts the selection to specific values of key header fields.
parameters
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Parameters Description
FI positions Restricts the selection to specific cost elements of non-PO invoices.
selection . . '
paramgters Check the Select only P&L accounts check box to restrict the selection to Profit & Loss
accounts. If you uncheck this check box, Balance Sheets accounts are also included in the
report.
MM positions Restricts the selection to specific cost elements of PO invoices.
selection . . . . . .
Select only consumption lines: Restricts the selection to items for which an Account
parameters - : . .
Assignment Category is assigned to the PO item.
Exclude GR valuated positions: Excludes from the report line items for which the GR
Non-Valuated check box is not checked in the PO item.
Copy PO item text if text missing on the invoice: Copies the line item text from the PO
line item to the invoice line item if no line item text is present on the invoice.
Report display: Type of subtotal aggregation: Specifies how subtotals are calculated and displayed in
parameters the report:
e Per eFLOW document
e Per G/L account
e Pervendor
Report display: Specifies default values for the G/L Account, Cost Center or WBS Element fields. These
default coding default values are assigned to all Accrual Report items that do not already contain values
in these fields. Existing values are not overwritten.

Create an accrual posting document
In the Accrual Report, select the items to include in the accrual posting document, then click the Create
accrual document in eFLOW Control button D

A message in the status bar displays the number of the eFLOW Control accrual posting document.
% eFLOW accrual document created with no.1911

You can now edit this document in eFLOW Control. Accrual postings require entry of a reversal reason
and reversal date. If you do not enter a reversal date, the system automatically enters the first day of the
next period, in accordance with the posting date. If you do not enter a posting date, the system
automatically enters the last day of the current period. Your system may be configured to check that the
entered posting date is within a specific number of days before the end of the current period, and the
reversal date is within a specific number of days after the start of the next period.

Import a document from SAP

If you have a document in SAP for which there is no corresponding document in eFLOW Control, you can
import that document into eFLOW Control.
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1. Inthe document list, select the menu item Document > Create > Import from SAP.

2. Select the type of document to import.

w

For non-PO invoices, in the Posting Type list, select the transaction type that was used to post the
document in SAP. For example, if the document was posted in MIRO, select Via MM Transaction; if
the document was posted in FB60 or FBO1, select Via Fl Transaction.

Enter the Document Number, Company Code (not required for PO invoices), and Fiscal Year.
(Optional) Enter a note in the text box.

Click the Import document button.

N o o &

A new document is created in eFLOW Control that is linked to the SAP document.

Assign a document to an SAP document

You can assign an existing SAP document to an unposted eFLOW Control document.

1. Inthe document detail, select the menu item Document > Assign SAP document.

2. Enter the Document Number, Company Code (not required for PO invoices), and Fiscal Year.
3. (Optional) Enter a note in the text box.

4. Click the Assign document button.

The SAP document is now linked to the eFLOW Control document.

Mark a document for learning in eFLOW Extract

Documents are imported into eFLOW Control from eFLOW Extract, which captures, checks and
completes data from scanned or electronic invoice images. eFLOW Extract can "learn" the position of
field values on an invoice image, either dynamically by referencing previously captured invoices, or by
referencing learning templates manually created by users. Dynamic and manual learning therefore help
eFLOW Extract to recognize fields on incoming invoices and capture the correct values. See the
eFLOW Extract documentation for more information on learning.

When an eFLOW Control document is posted to SAP, the values are passed back automatically to
eFLOW Extract so that they are available as a reference for learning. You may want to manually mark a
document for learning so that the values are passed to eFLOW Extract even before the document is
posted. For example, let's say you have made corrections to an invoice for a specific supplier, but the
invoice cannot be posted immediately. As you are expecting more invoices from this supplier very soon,
you want to pass the values to eFLOW Extract as quickly as possible so that these new values can be
learned and used to recognize fields on the new invoices.

To mark a document for learning, in the document detail, select the menu item Edit > eFLOW Extract,
then select either Express learning or Manual learning.

A message in the status bar confirms that the document has been marked for learning.

% Documentis marked for'Express leaming' in eFLOW Extract

When you mark a document for learning, the document data is written to an SAP table. The

eFLOW Extract Clean station transfers the data from this table to the eFLOW Extract database at regular
intervals. This feature therefore only works when the Clean station is running. Documents marked for
manual learning are routed to the eFLOW Extract Validate station.
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Complete documents

This section explains how to correct errors in documents and complete the data so that the document can
be posted to SAP.

Locate errors

Errors in documents are listed in the Business issue tab in the document detail.

Note Which errors are displayed here depends on your system configuration. In general, the errors
displayed in this tab relate directly to the business process. Technical errors, warning messages, or other
messages that do not relate directly to the business process, can be viewed in the process log.

The Active issues folder displays open errors in the document. The Solved issues folder displays errors
that have already been corrected.

Basic data Payment Bank datz (0) Tax (1) Note (1) Business issue (3}

Business issue First occumence Fixed at
b Active issues (3)
= Missing goods receipt 11.03.2016 13:15:51
)
. 5 Quantity deviation 10.03.2016 12:41:38
b Soled issues (5)
v 73 Price deviation 10.03.2016 12:36:51 16.03.2016 17:36

Fields with errors are highlighted in the line items area.

==IRIEF .z - IEIEWIED
Itermn PO Itern Material Short Text Quantiy OUn  Final Inv. ItemA
1 4500022464 10 1 PC 1,00
2 4500022464 20 1 PC 1,00
3 4500022464 40 1 PC 2,00
4 4500022464 40 2 PC 4,00

Complete from image

You can transfer values from the image directly into document fields or dialog box fields.

1. Click the Show image button .

2. In change mode, double-click in the field to which the value should be transferred. If the value was
transferred from eFLOW Extract, the corresponding field is highlighted in green on the image.

Note You must double-click in the field.

3. Click on the corresponding value in the image, or hold down the left mouse button and draw a
rectangle around the corresponding value in the image.
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Propose line items

eFLOW Control can automatically add line items from a selected purchase order, scheduling agreement,
delivery note or service entry sheet to the invoice.

1. Inthe document detail line items area, in change mode, click the Iltem proposal tab.
2. Select the reference document type to use for proposal.

3. Enter the document numbers to use.
4

Select the FS item type.

Items (3) Item assgnment Item proposal GL Account (0)

1 Purchase Order/Scheduing.. v

Purchase ... Rtem FS tem type |1 Goods/service ke [ (& Adopt
4500017379 40 1 Goods/service Rems

$500017379 20 zphnned dewew Costs =~ R
ettt F Goods/service Rems + panned delvery costs = b

Pant
Condtion Type

5. Click Adopt billable or Adopt all.
The proposed line items replace the existing line items.

Assign line items
You can assign the purchase order line items to the invoice line items using drag and drop.
1. Inthe line items area, in change mode, click the Item assignment tab.
By default, the purchase order line items are displayed on the left, and the invoice items on the right.
To display the purchase order items above the invoice items, click the Expand vertical button (D .
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tems (2) Item proposal GL Account (0)

== H Y .|||EB| || L == H Y .||

Drag items from here... ... drop items here.

Purchase Order tem Material Short Text Itemn Purchase Order Item Material Short Text
4500017385 10 PowerEdge R330 1 4500017383 10 PowerEdge R330
4500017385 10 PowerEdge R330 2 4500017385 20 PowerEdge RB20
4500017385 20 PowerEdge RB20

4500017385 30 PowerEdge RB20

2. Perform one of the following actions:
To assign a purchase order item to an invoice item:

e Click on the PO item, then holding down the mouse button, drag the item over the invoice item
and release the mouse button.

e Select the invoice item and double-click the PO item. The PO item is assigned to the invoice item.

To add a new purchase order item to the invoice:

e Click on the PO item, then holding down the mouse button, drag the item below the invoice items
and release the mouse button.

. . . i1 . .
e Select the item and click the Add item to document button (=== | | Using this method, you can
add multiple items to the invoice.

To remove a purchase order item from the invoice, select the item and click the Delete button oy

Note At small screen resolutions (less than 1024 x 768), buttons for the standard SAP list functions (such
as sorting, filtering, or finding) may not be available on the Item assignment toolbar.

Assign accounts

To assign accounts to invoice line items, in the document detail, in change mode, click the GL Account
tab and enter the account details.

Note For PO-related invoices, you can use the GL Account tab to enter accounting details not directly
related to the PO items, such as unplanned costs (for example, freight costs). Accounting details for items
directly related to the PO items should be entered in the Items tab.

Account assignment for PO invoices

For PO-related invoices, you assign accounts in the Items tab. You can assign multiple accounts to
invoice items for which account assignment distribution has been activated in the purchase order.
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Ttem [ 20 ] Wireless keyboard v AV
Materizl Data Quantities/Weights Delvery Schedule Delvery Invoice Conditions Account Assignment
1 AccAssCat  Cost center v Distrbution Single account assignme . be] CoCode 1000 IDES A.. v
Unloading Point Recpien{SNgle account assignment
IL Accou 400000 Distrd. on quantity bass
B Accoank ks Distrbution by percentage
Business Area 8800

Line items for which multiple account assignment is possible have a button in the MAA column. Click the
[
Expand Multiple Acct Assgt button ] to display the account assignment lines for a line item, and the

Collapse Multiple Acct Assgt button €] to hide the account assignment lines. To display or hide
account assignment lines for all line items, click the corresponding button on the line items toolbar.

Account assignment lines are indicated by the Multi Accounting icon = .

=|T|H Y .z . = ERIERE]E
B MAA Item Item PO Itermn Material Short Text  ItemA Quantity
1 1 4500017414 10 0,00 ]
K| 2 2 4500017414 20 0,00 ]
H 3 3 4500017414 30 0,00 ]
" 3 4500017414 30 0,00 ]
Y 3 4500017414 30 0,00 ]
= 2 4500017414 20 0,00 ]

To add accounts for a line item:

o
1. Inchange mode, click the Expand Multiple Acct Assgt button t=l to display the account
assignment lines.

Itemns (3) Itern assignment Itermn proposal GL Account (0)

Ite... Purchase ... Item Item amount Quantity O... T.. Tax L G/L Acc Cost

1 4500017414 10 PC T¥001 400000 1000
E 2 4500017414 20 |100.000,00 100 pC 33081

L 4500017414 20 |50.000,00 |50 PC 33061400000 1000

L 4500017414 20 | 30.000,00 (30 PC 33061 400000 1230

L 4500017414 20 20.000,00 |20 PC 33061400000 1200
M |3 4500017414 30 PC 33081

2. Enter values in the Item amount and Quantity fields for each account assignment line, then press
Enter or click the Save button.

Note Do not enter data in these fields at line item level for line items with multiple account
assignments. The total for the line item is automatically calculated.

3. (Optional) To add additional account assignment lines, select the line item, then click the Insert

r

Multiple Acct Assgt button on the toolbar below the line items.
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4,

5.

(Optional) By default, the accounting fields (G/L Account, Cost Center, etc.) are filled with the
values from the purchase order. You can change these values if necessary.

The selection list on the toolbar below the Items list enables you to change the column layout of the
line items table to quickly access the fields you need.

Default

Allinformation

Default

AcctAssignment I},
Sernvice

This selection list is only available in change mode. To change the layout in display mode, use the

Choose layout variant button = 4| on the toolbar above the Items list.

| |
Click Save = .

Upload line items or accounts from Excel

You can add invoice line items or accounting lines to a document by uploading them from an Excel file.
This process requires that you map the Excel fields to the eFLOW Control fields. If you frequently upload
from Excel files, you should save these mappings as a template.

Upload from an Excel file

Note Before uploading, make sure that the file is not open in Excel.

1.

2
3.
4

o

In the document detail, select the menu item Edit > Line upload.
In the Filename field, use the search help to select the Excel file, then click the Open File button.
(Optional) If your Excel file contains column headings, check the Header Line check box.

(Optional) To upload only specific rows from the Excel file, enter the Excel row numbers in the Start
Line and Last Line fields.

In the Target field, select the appropriate entry: Invoice Items or FI Account Assighment.
Map the Excel fields to the eFLOW Control fields:
e To automatically map the fields, click the Propose mapping x button. This method will only

succeed if you use column headings that are the same or similar to the eFLOW Control field
names.

If the automatic mapping result is not correct for all fields, click the Clear mapping button o
and perform the mapping manually.

e To manually map a field, select the Excel field on the left and drag it to the XLS Field
Description column of the corresponding row on the right.
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7.

Excel ine upload
Flename CATemplAaccounting tems wpload xdsx W Open Fle
Template . Open = Save # Mantan
» Header Lina Start Line
Last Ling
Targat AP FI Account Assignment w
- Qolaccont & [Z]FREY I(EB =)D
* @ Cost center ~ B Dowment ¥LS Feld Desoription DateF | Dec.fo Perce_
« @) Amount
* @) Description Lkl 2 -
- [8) colurmn E e = =
+ B courm F ames B @
- [ Cowrm G Base Uni ]
- B Cobmn H Business Area -]
- B coimn 1 Commitment [kem ]
« [B colurn ) Corrpany Code [ ]
- [B) Courm K Cost Center Cost center o]
» [B Column L Cost Object &
« [B) Colurnn M CO Area 1]
+ [B) Column N Busness Proc. ] m
« [B Colurmn O Debit/Credit -]
+ B Column P Due On -
* [8) colurnn Q Functional Area &
* [B Courm R G/L Account GL Account T B
* @ Colurnn § Ttam -1
* B Cormn T Item amount Amount =
- B coumn u Text Description &
+ [B) Colurmn v e 5 =
« B Colurmn W o z
» [E Colurmn X acon 2
- B colurmn ¥ o L
* B courmn 2 o B
- B Colurn AA S B o
- [@ Column AB Purchase Order ]
- [B cokirm AC Profit Center B
+ [B Colurn AD Quantity &
. @ Colurrn AE Sakes doc. tem i 11]
. m Colurmn AF & Cakss Document m .
« [W Colurmn AG ¥ Subnumber (-] ol
B Import Lines £ Cancel

(Optional) Select the following options for the fields:

Date format: For date fields, select the format to apply.

Decimal format: For amount fields, select the decimal point format to apply.

Percentage: Check this check box if the amounts in the Excel file are specified as percentages

instead of absolute amounts.

8. Click the Import Lines button.
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Create an upload template
1. Upload an Excel file and define the mappings, as described above.

2. Enter a template name and click the Save button.

Apply a template
1. Inthe Filename field, select the Excel file to upload, then click the Open File button.
2. Inthe Template field, select the template, then click the Open button.

3. Click the Import Lines button.

Edit a template
1. Inthe Template field, select the template, then click the Maintain button.

2. Inthe Upload Definition screen, in change mode, make any necessary changes to the template
definition.

Select the definition and in the Dialog Structure, double-click Mapping.

4. In change mode, make any necessary changes to the mapping, such as adding a new field.

Dialog Structure Creation User THOMAS
¥ & Upload Definkion Document type v
Mapping
Template BCCOUNTSTEMPLATE
Mapping
Document Feld Na... ¥LS Field Mame Date formet Dec.pt.... As percentage
FLANT COL_E vl1.,2339. ¥

v ].234_w
| |
5. Click Save = .

Change the payment terms

The default payment terms for a document are taken from the purchase order or from the vendor master
data. To change the payment terms:

&

1. Inthe Payment tab, in change mode, click the Change payments terms button Ed

2. Enter the new payment terms and click the Save button.

The Use default payment terms button ® is now displayed. Click this button to revert to the default
payment terms.
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Create a goods receipt or SES

To create a goods receipt or service entry sheet for an invoice line item, in the document detail, in change

|-
mode, click the Items tab and select the line item, then click the Enter goods receipt/SES button !
The SAP transaction MIGO or ML81N opens.

After you post the goods receipt or service entry sheet, the eFLOW Control document is updated
accordingly.

Process a document in SAP

You can jump from the eFLOW Control document to the SAP transaction and process the document in
SAP. The data is transferred from the eFLOW Control document to the SAP transaction. Any changes
you make in the SAP transaction are passed back to the eFLOW Control document.

To process a document in SAP, select the menu item Document > Post > Process online.

Check a document

Errors in a document are displayed in the Business issue tab in the document detail (see Locate errors).
However, your system configuration determines which errors are displayed here, so it can happen that
the document may contain errors that are not displayed in the Business issue tab.

=
To check a document for all errors, click the Check button as

The errors are displayed in the process log.

eFLOW me

After you have made changes to a document, it is advisable to click the eFLOW me button

2 eFLOW me . The eFLOW me function performs all actions appropriate for the document in its
current state, and displays messages with the results of those actions. This saves you having to decide
which actions need to be performed next on the document and having to perform those actions manually.
For example, depending on the configuration, eFLOW me can assign PO items or tax codes, check for
errors in the document, start a workflow, or attempt to post the document.

The following example illustrates the eFLOW me functionality.

A document has one or more invoice line items that are not matched to a corresponding purchase order
item.

Without eFLOW me
You must manually assign the PO items to the invoice line items.
After you have assigned the PO items, you must perform four tasks:

e Check that the quantity is correct. If it is not correct, start a quantity mismatch workflow, check the
recipient assignment, and send the workflow.

e Check that the price is correct. If it is not correct, start a price mismatch workflow, check the recipient
assignment, and send the workflow.

e Check whether there are other outstanding issues that you need to address.
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e |If there are no other issues, post the document.

With eFLOW me

You must manually assign the PO items to the invoice line items.

After you have assigned the PO items, you must perform one task: click the eFLOW me button.
The system then automatically performs the following tasks:

e Checks the price and quantity, and automatically sends the document to the appropriate workflow if
there is a mismatch.

e Checks whether there are any other outstanding issues that you need to address and displays
messages if this is the case.

e Automatically posts the document if there are no other issues.

Apply completions

eFLOW Control can be configured to automatically complete data in an eFLOW document. Depending on
which completions are configured, it can assign the vendor, PO items, goods receipts and tax codes
based on related information that is available in the document. For example, it can determine the correct
vendor from the purchase order number quoted on the invoice, or match purchase order items to invoice
line items by comparing the invoice and PO quantity, unit price, and other values. Configured completions
are performed when a document enters eFLOW Control, or when you click the eFLOW me button.

You can also apply completions manually. For example, if eFLOW Control could not find a unique value
for a field and several completion results are available, you can view these results and select the
appropriate entry.

To view and apply completions:
1. Inthe document detail, select the menu item Edit > Apply Completion.

2. (Optional) By default, only the last performed completion is displayed. To view and edit all
completions, click the Redo completions button.

3. Inthe Completion list, select a completion type.

4
4. To add a completion result to the document, click the Insert button | B2 | next to the result.

Click the Save changes button.
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In the following example, a unique result was found for invoices items 0002 and 0003, but for invoice item
0001, three different PO line items match the invoice quantity and unit price. You must therefore view the
invoice and the purchase order to determine the correct PO line item and add it to the document.

%]
Apply Completion Result
Completion Complete purchase order Kems o
Item
~ [l AP Invoice Ttarms 0001
* 4 Item comgletion by quantity to be nvoied
Result 1 00010 da
* g's Result 1 00040 f'e
Result 1 00050 da
* 4 Item comgletion by unit price
Result 2 00010 da
. Result 2 00040 o
Result 2 00050 da

~ [l AP Invoice Ttems 0002
v o Irem completion by quantity to be nvoiced
Result 1 a0o0z0 i'e

* [§ill AP Invoice Iterms 0003
¥ i Item completion by quantity to be mvoiced
. Rasult 1 00030 da

B save changes £7) Redo cormplations € Cancel
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Post documents

This section explains how to post, park and reverse documents.

Simulate posting

You can simulate posting an eFLOW Control document to SAP. eFLOW Control runs validations to check
whether posting is possible and displays all vendor, G/L and tax posting entries.

To perform the simulation, click the Simulate button ==

¥ Simubte Document in USD (Document currency])

Position A GfL Aty Mty deVndr Seriart Mum..ﬁﬁ.-'rmr-t Cu... Purchasng... Ttem  T.. Jured. Code Tax date Bu... Cost Center OOl
1K 160000 [ 7 e29,32-USD Il 9800 200 ~
25 191100 Goods Rovd/Invoice R 239,06 USD 4500017383 10  I1 W¥OOLLOOD 9800 1000 200 ™
35 400000 Raw Materak - Others 14,06-USD 4500017383 10 1 HEOOLLOOD 9300 10440 200
45 191100 Goods Rovd/Invoice R.. 478,11 USD 4500017383 20 Il W¥OOLLOOD 9300 10440 200
55 400000 Raw Materal - Others 28,11-USD 4500017383 20 1 HEOOLLODOD 9800 1000 200
£5 191100 Goods Rovd/Invoice R 158,31 USD 4500017383 30 Il W¥O0LLOOD 9300 1000 200
75 400000 Raw Materel - Others 5,31-USD 4500017383 30 T1 H¥OOLLO00D 5300 1000 200
25 154003 Tax Accrual Level 3 £5,92 USD I1 W¥O0LLOO0 200
-
£ > £ »
Debit 941,40 Credt 941,40 Bal. 0,00
Back Eres | £

Post a document

Posting a document creates a corresponding document in SAP and creates the accounting entries in
accordance with standard SAP. eFLOW Control checks the document before posting and displays
messages if there are errors in the document that prevent posting.

To post a document, click the Post button & .

eFLOW Control supports cross company postings. Accounting documents are posted for each company
code. The Invoice ref. field displays the document number of the company entered in the Company
Code field.
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= Header o Transaction 1 Invoce v
Bask data | Payment Mscelaneous | Tax (1) | Bank data (0) Note (0) | Busness ssue

Document Date  110.01.2018 Coenpany Code

Reference 34324

Posting Date 10.10.2017 Perod 10 Vendor DEi02d

Gross amount €.6€2,04 TR Busness Area

eFLOW DocType i Ivoice ref, /

Document Type KR Pront Block Free for payment v
. Doc. No. 1900000122 7 12017

Text

e .

(E Servce: Reltionshps

24 Overvew

b5l Detat view

) e SV YR AT YR LB S
Re@tionships to 00000000001587

Role * Document Type Descroton Date  ~ Teme

Next document Accounting document 000115000003382017 05.03.2018 14:46:11
Accounting document 100019000001222017

Supervisor post a document

When you post a document, eFLOW Control runs the usual SAP validations as well as additional eFLOW
Control validations to ensure that the document contains no errors that prevent posting. If any of these
validations return errors, the document cannot be posted.

Users with the appropriate authorization can "supervisor post" a document, which allows the document to
be posted even if eFLOW validations return an error. However, the document must pass all SAP
validations.

For example, SAP may allow you to post a document with a price mismatch between the purchase order
and the invoice, while eFLOW Control may not. In this situation, you must correct the price mismatch
error before you can post the document. However, a user with authorization for the Supervisor post
function can post the document without correcting the error.

To supervisor post a document:
1. Select the menu item Document > Post > Supervisor Post.
2. Enter a note to explain why the document is being posted although it has not passed all validations.

3. Click one of the buttons below the note to post, park, or process the document in SAP.

Park a document

You can park a document in accordance with standard SAP.
To park a document, select the menu item Document > Post > Park.

You can only edit parked documents in the SAP transaction, not in eFLOW Control. To open a parked
document in SAP, in the document detail, in the Inv. Doc. No. field, double-click the document number.
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Reverse a document

You can reverse posted documents. Reversing a document clears the corresponding FI documents. After
reversal, the eFLOW Control document can be processed again.

1. Click the Reverse button xla.
2. Select a Reversal Reason.

3. (Optional) Add a note.
4

Click the Reverse button.
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Communication

You can use notes and messages to communicate with other people. You can also add attachments to
documents.

Notes

Notes enable you to communicate with other users within eFLOW Control and eFLOW Resolve. Notes
are displayed in the Note tab in the document detail. They are saved with the document as an attachment
and permanently archived. Notes are not passed to the SAP document.

1. Click the Note tab.
2. To add a note, type in the text box on the right and click the Save note button.
3. Click the arrows * ~ to view or hide the entire note text, or the buttons ==/ "=/ to view or hide all note
texts.
Messages

You can send email messages to any valid email address. eFLOW Control provides customizable,
predefined message templates. The invoice image is attached to the message as a PDF file.

X B
Click the Send message button a.

1.
2. Enter the email addresses to send the message to. The vendor email address is inserted by default.

Click the Insert Row Es or Delete Row E button to add or remove recipient addresses.

4. Enter the message text:

e To use atemplate, select the Language and then the Template. Depending on the system
configuration, some templates may only be available for specific company codes.

e To use your own text, type the text in the lower text box. If you select a template, the template
text and your own text appear in the message. To use only your own text, select the blank entry
in the Template list.

5. Click the Send button.
Attachments

You can add files as attachments to eFLOW Control documents. Attachments are available in the eFLOW
Control document and, after posting, in the corresponding SAP document.

To add an attachment:

1.

. . . 5
Click the Services for Object button | "B,

Click the Create button D and select Store Business document.

Select a Document Type and then drag and drop the file from your file system into the empty field.

Click the Continue button 0 .
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To view attachments, click the Services for Object button o and then click the Attachment list button

£7 ], Double-click the attachment to open it.
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Workflows

You can send documents to a workflow to obtain information, clarification, or approval from other users.

Send a document to workflow
1. Click the Start workflow button m.

2. Inthe Workflow list, select a workflow and enter a Due date.

3. Enter recipients for the workflow.

Note Depending on the workflow configuration, some recipients may have been automatically
assigned to the workflow.

4. Optionally, enter a note in the lower text box.

Click the Start button.

Start workfiow
Workflow Hon-PO Coding & Approval il Due date 03.04.2016
Reject -
Warkflow p Audd account g‘w
Approve v

Approve — ® account

Add account assignment
—

Recipiznt Id Language Comphete nams Ereail
JEHSEN Englsh  Betty Jensen efiow.ap Jensen@gmai.com
RERNT Englsh *~ Tina Asant eflow.ap.asant@gmail.com
e -
L4 (¥
LA { »

BIBIE| BIblala] BIR] ST

Tagk Instructaons

You have receivad this workflow for approval.

Please review the total imoice amount, the GIL account and cost center the docurmant will be
posted against and approve the workfiow F you want this imvoice to be paid.

If the document should not be pald pleasa reject the workfiow back to us with a reason as

nota.

B Start || O cancel
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Call back a document from workflow
Click the Call back workflow button L) .

Workflow audit trail

The workflow audit trail provides information about all workflows a document was sent to.

To view the workflow audit trail, click the Workflow audit trail button ﬂ

Wodkdfiow audi trai
Sent warkflow Nen-PO Coding & Approval, started 17.03.16 20:07:53 by Blake Tevan i
Audit Trail "~
Flow Chart
Add account assignment  Approve account assignment
Blake Tevans * Tina Asant * Betly Jensen

Workflow Information

Workflow State Sent

Workflow Description MNon-PO Coding & Approval

Waorkflow Number (001

Workfiow Start Date Workfiow Due Date Workflow End Date
17.03.16 20:07:53 20032016

Document Information

Document Number 672

Company Code 3000 Company Name  IDES AG, Frankfurt
Vendor Number DS1003  Vendor Name Melken Logistics
Gross Amount 2,057.40 Curency UsD

Invoice Reference 834793  Document Date 16.01.2016

Workflow History

Task 1: Add account assignment

Task State Approved Task Start 17.03.16 20007253

&) Close
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eFLOW Control provides reports to help you monitor, analyze and optimize the performance of your
Accounts Payable process.
To open eFLOW Control Reporting, enter transaction /tisa/eflow_report.

You can also open eFLOW Control Reporting from within eFLOW Control by selecting the menu item
Goto > eFLOW Reporting. In this case, the report data includes only documents that correspond to the
eFLOW Control selection screen criteria.

The eFLOW Reporting window

eFLOW Reporting

Fa
Data set Yaar 2016 w
Report AP Report: Automation statistics by vendor ¥ | & Refresh
Data Visualzation
Chart Total volsmeas v
B
H
1404 E
a
1204 &
100
B =
m_
w_
20
o
Dionsco ' usIm I Blocming I Briks I Selar I Farkway ' Hlalian I Marspesd I Sunny I
Foundry Supcles Buds Car Techmolooy Lirbes Logistos GmbH Electronic
= GminH
Aute. Posted B Aufo, Processed Manual
Reporting Data
Currency USD US Dolar w
=[=T|H ¥ JI[E . =@ .5 B E
Vendor Descrption Auto. Posted Gross amount  AutoProc  Gross amount  Manual Gross amount Croy
Al001 Donsco Foundry o 0,00 L B.060,10 22 201.502,50 USD
ALDOT7 L5 IT Supplies L 1.026,00 54 54.977,00 92 566.070,57 USD
A2000 Blooming Buds Gardan Services o 0,00 o 0,00 16 B.B40,00 USD
BRILLIANT  Bribant Car o 0,00 4 903,60 B6 1B0.743.B57,50 USD
D51001 Solar Technology 10 B.899,20 22 1911680 116 100.791,68 USD
051002 Parkway Utiities Sl 3.207,27 12 347184 111 32.202,27 USD
DS1003 Nelken Logistics o 0,00 & 12.344 40 48 96.748,65 USD
NORSPEED Morspeed GmbH o 0,00 8 2.009,16 45 13.071,42 UsD
SUNNY Sunny Electronics GrmbH o 0,00 o 0,00 127 28.517,80 USD
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The eFLOW Reporting window consists of the following areas:

Area Description

Data set / In these lists, you select the report you want to view and the time period for the report.
Report

Data Displays the report data graphically as a chart. Select the desired chart type from the Chart
Visualization selection list.

Reporting Data

Displays the report data in a table.

View a report

1
2
3.
4

In the Data set list, select the time period for the report.
In the Report list, select the report.
Click the Refresh button.

(Optional) To view the report as a chart, in the Chart list, select a chart type.

See Reports in detail for information on the available reports and charts.

Note For some reports, charts are not available.

Work with charts

Select the chart you want to view in the Chart selection list.

Chart

Total amounts

Total volumes Ib
Percentage by amount

Percentage by volume
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Position the mouse cursor over an area of the chart (for example, a bar, or a segment of a donut chart).
Details of that area are displayed in a popup.

Manual 116
Auto. Processed 22
Auto. Posted 10
T T T T T
Solar Parkway Melken Morspeed
Technology Litilities Logistics GmbH

To show or hide the chart area, click the Show/hide data visualization button E-l at the top left of the
window.

Work with reporting data

You can use the standard SAP functionality to work with the reporting data table, for example, to sort or
filter the table, or change the layout.

==/ H Y .|z . ==& .||B B[]

Note Filters are applied only to the table, not to the chart.

Click on a document count in the table to open a list of those documents in a new eFLOW Control
window.

Description Auto. Posted

IDES AG, Frankfurt
IDES Russia, Moscow
IDES Cons. Integration, M [..]

S = =

For reports that display amounts, you can view the amounts in different currencies in the Reporting data
table. Select the currency from the Currency list. The amounts are calculated using the currency

exchange rate type M defined in the SAP system.
Note To view the new currency values in the chart as well, click the Refresh button and select the chart
again.
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Reports in detall

The following eFLOW Control reports are available.

Note Access to reports can be controlled by authorizations, so you may not see all the reports listed here
in your system.

Automation statistics

The Automation statistics report provides an insight into the level of automation in your Accounts
Payable processing.

Data set Yaar 2016 w
Report AP Report: Automation statistics by vendor b ‘?_ Refresh
Data Visualization
Chart Total volumes b
160

g &
1 1
Documanis

20 Manual 116

80+ Aiito. Procassed 22

40 Auto. Posted 10

204

o4

Duonsoo ' usIT I Blooming I Eribs ' Ecdar I Parkaay I Halken I Horspeed I Sunny I
Foundry Supglias Euds Car Taechinology Utiktias Logistics Gmbs Eketronic
&= GmbH
Auto. Posted Aulo. Processed TManual

Reporting Data
Currency UsD US Dolar w
=T H ¥ .JIE & B ===
Vendor Dascription Auto. Posted Gross amount  AutoProc  Gross amount  Manual Gross amount Croy
Al001 Donsco Foundry o 0,00 L B.0G0,10 =1 201.502,50 USD
AL007 U5 IT Supplies L 1.026,00 54  54.077,00 a2 566.070,57 USD
A2000 Blooming Buds Garden Services o 0,00 o 0,00 16 8.840,00 USD
BRILLIANT  Briliant Car 0 0,00 4 903,60 8BS 180.743.B57,50 UsSD
DS1001 Sofar Technology 10 B.899,20 22 19.116,80 Lig 100.791,68 USD
051002 Parkway Utiities il 3.207,27 12 347184 111 32.202,27 USD
DS1003 Helken Logistics o 0,00 & 1234440 48 96.748,65 USD
NORSPEED  Morspeed GmibH o 0,00 9 2.009,16 45 13.071,42 USD
SUNNY Sunny Electronics GmbH o 0,00 o 0,00 127 28.517,80 USD

The report is available in the following versions:
e Automation statistics by company code
e Automation statistics by vendor

The report shows the number of documents, and the gross amounts of the documents, in the following
categories:
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e Automatically posted

Error-free documents that were automatically posted directly after entry into eFLOW Control. Rules
for automatic posting are defined in the eFLOW Control configuration.

e Automatically processed

Documents that were not automatically posted directly after entry into eFLOW Control, but were later
automatically posted without having been processed by an eFLOW Control user. For example, errors
in the document may have been corrected by a workflow processor in eFLOW Resolve, and the
document was automatically posted on workflow approval.

e Manual
Documents that were manually processed and/or posted by an eFLOW Control user.

The following charts are available.

Chart Description

Total amounts Shows the total gross amounts in each category.

Total volumes Shows the total number of documents in each category.

Percentage by Shows the gross amounts in each category, as a percentage of the total gross amount.
amount

Percentage by Shows the number of documents in each category, as a percentage of the total number of
volume documents.
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Business issue resolution time

The Business issue resolution time report provides an insight into the length of time taken to resolve
specific problems in documents.

Data set Year 2016 i
Repaort AP Repor: Busness issue resolution time w 5] Refrash
Data Visuzliration
Chart Awverage processng tme (bar chart) W
P
o
s80 4
[
120
100 -
B0
8o
e
20
T T T 1
Duplonie dooumem Wmmng goods neceipl Froe devsabon Quanity dewation

Avarage procassing lima

Repaorting Data

i ? “ Y 4 L a f‘ J:; 4 :'_" ] . I

Buslssue Description Count ABTAQE Processing Tims
DUPLICATE Dupdlicate document 752 1364 05:00:96
MISSING_GR Missing goods racept = 85d 04:00:60
PRICE Price deviation 135 177d 08:24:07
QUANTITY Quantity deviabion 158 19d 20:00:28

The report is available in the following versions:

e Business issue resolution time: shows resolution time for each business issue
e Business issue resolution time by company code

e Business issue resolution time by vendor

The report shows the number of occurrences of each business issue and the average resolution time for
those issues.

Business issues are defined in the eFLOW Control configuration. Business issues represent problems in
the Accounts Payable process, such as missing goods receipts, differences between the invoice and the
purchase order, or duplicate invoices. They are identified by eFLOW validations that run, for example,
when a document enters the system, when a document is posted, or when the user checks a document.
The resolution time for an issue therefore represents the amount of time that elapses between the system
identifying an issue and recognizing that the issue was resolved.

Note The Count does not necessarily represent the number of documents, as a document may have
multiple issues.
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The following charts are available.

Business issue resolution time charts

Chart

Description

Average processing time (bar chart)

Shows the average time taken, in days, to resolve each business
issue.

Average processing time (donut)

Shows the average time taken to resolve each business issue, as
a percentage of the average resolution time of all issues.

Total processing time (bar chart)

Shows the total time taken, in days, to resolve each business
issue.

Total processing time (donut)

Shows the total time taken to resolve each business issue, as a
percentage of the total resolution time of all issues.

Business issue volume (bar chart)

Shows the number of occurrences of each business issue.

Business issue volume (donut)

Shows the number of occurrences of each business issue, as a
percentage of the total number of issues.

Business issue resolution by company code / vendor charts

Chart

Description

Average resolution time

For each company code or vendor, shows the average time taken,
in days, to resolve each business issue.

Average resolution time by business issue

For each business issue, shows the average time taken, in days,
by each company code or vendor to resolve that issue.

Total resolution time

For each company code or vendor, shows the total time taken, in
days, to resolve each business issue.

Total resolution time by business issue

For each business issue, shows the total time taken, in days, by
each company code or vendor to resolve that issue.
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Chart Description

Volume For each company code or vendor, shows the number of
occurrences of each business issue.

Volume by business issue For each business issue, shows the number of occurrences of that
issue for each company code or vendor.

MM/FI/DR split

The MM/FI/DR split report provides an insight into the types of documents that entered the system during
the reporting period.

Data set 2016 - Q3 -
Repart AP Report: MM/FI/DR spit by vendor w|  47) Refresh
Data Visualization
Chart Splt by volurme -
w0 §
140 & b
20 &
Fl Count 1
100 -
MM Count 57
BO =
DR Count i
sa -
20
20 4
|J -
CEB BERLIM I Armatrong & I US IT Supplias I Birilliant Car I Solar I Pariowsy I Madican I Marspaed GabH
Pariners Technology Utibes Logmisos
MM Count FI Count ™ DR Count
Reporting Data
Currency USD US Dollar v
Z[=IRFEIY . =@ & . =&
Vendor Description MM Count Gross amount  FICount  Gross amount DR Count  Gross amount Croy
1000 C.E.B. BERLIN L 560,00 5 5.855,00 2 3.810,00 USD
60001 Armretrong & Partniars o 0,00 0 0,00 1 100,00 USD
A1007 US IT Supplies 57 513.453,16 4= 19.225,094 1 19.225,94 UsSD
BRILLIANT  Briliant Car o 0,00 - 1.807,20 o 0,00 USD
D51001 Solar Technology 33 20,235,52 [/ 0,00 o 0,00 UsD
D51002 Parkway Utilties o 0,00 a1 9.025.17 o 0,00 UsD
D51003 Nelken Logistics o 0,00 r i 553.549,80 1 100,00 UsSD
HORSPEED Norspeed GmbH o 0,00 8 1.702,68 o 0,00 UsD
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The report is available in the following versions:

e MM/FI/DR split by company code
e MMI/FI/DR split by vendor

The report shows the number of PO invoices (MM), non-PO invoices (FI) and down payment requests
(DR), and the gross amounts for each document type.

The following charts are available.

Chart

Description

Split by amount

Shows the total gross amount for each document type.

Split by volume

Shows the total number of documents for each document type.
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Documents in/out

The Documents in/out report provides an insight into the ratio of documents entering and leaving the
Accounts Payable process. It can help you, for example, to optimize your resource planning by
highlighting peak times when you can expect high volumes of documents.

Data set 2016 - Q3 v
Report AP Report: Documents in/out v &) Refresh
Data Visuaization '
Chart Timeling - weekly w
m_ i
o] ? Er—
&0 - EE Created 31
0 Posted 11
40+ Declined 1
29
20
10 <
o
| I | | | I |

W

Y

-

Created Posted Declined

Reporting Data

E=R[E]Y [z - J[Ee 5 =5
Date = Created Posted Decined
11.07.20 9 4 o
12.07.2016 10 4 o
15.07.2016 12 2 1
18.07.2016 o 1 o
19.07.2016 14 i o
21.07.2016 4 10 o
22.07.2016 5 2 o
25.07.2016 o 1 o
26.07.2016 0o 1 o
29.07.2016 4 4 o
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The report is available in the following versions:
e Documents in/out

e Documents in/out by company code

e Documents in/out by vendor

The report shows the number of documents created, posted or declined on each day of the reporting
period. Days without data are not included.

The following charts are available.

Note Charts are only available for the general Documents in/out report.

Timeline chart

Data sat 2016-Q3 -
Report AP Report: Documents infout ¥ | 47 Refresh
Data Visualzation

Chart Timeline w
80
70 < g L:T
80+ .E B New documents moving average &
50 Created 9
40 Processed documents moving average 2333
30 - o
Posted 4
20 ; . ) - —
Declined 0 ;’
10 o - S o - B - - — =
- o &
T T T T T T T TT T TT T T T T T TTT
s v %
k4 # d %

Crealed Posted Declined B New documents maving average Processed documenis moving average

The bars show the number of documents that were created, posted or declined on each day of the
reporting period. Days without data are not included.Created documents are displayed in the left bar, and
posted and declined documents in the right bar, so that you can easily recognize the ratio of new
documents to processed documents.

The lines show moving averages for new documents and processed documents. These lines make it
easier to identify unusual peaks and troughs in the process.

The moving average is calculated by adding together the counts of the last three reported days and
dividing by three. The example below illustrates this calculation.

e The number of documents created from 11.07. to 15.07. is 31 (9 + 10 + 12). The new documents
moving average for 15.07. is therefore 10.33 (31 divided by 3).

e The number of documents processed from 15.07. to 19.07. is 12 (3 + 1 + 7 posted + 1 declined). The
processed documents moving average for 19.07. is therefore 4 (12 divided by 3).
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Date Created Posted | Declined | New Processed documents moving
documents average
moving
average

11.07.2016 9 4 0

12.07.2016 10 4 0

15.07.2016 12 3 1 10.33 4

18.07.2016 0 1 0 7.33 3

19.07.2016 14 7 0 8.67 4

Timeline weekly chart

Data Visualzation

Chart Timeline - weekly w
204 .
£
a i
60 & Created 31
=0 Posted 11
#9 Declined 1
35] s
20
10 =
ﬂ —
I I I I L) I I
& E
%ﬂ '6{) LE::; Lﬁ: E’f’. & -%'P
’ ’ @ * 2 % %

Created Fosted Dedlined
Shows the number of documents that were created, posted or declined during each week of the reporting
period.

Created documents are displayed in the left bar, and posted and declined documents in the right bar, so
that you can easily recognize the ratio of new documents to processed documents.
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Processing time

The Processing time report provides an insight into length of time taken to process and pay documents.
The report is available in the following versions:

e Processing time by company code

e Processing time by owner

e Processing time by vendor

Note Access to owner-based reports can be restricted to certain users, or suppressed for all users, by
means of authorizations.

Processing time by company code/vendor

e ‘faar 7OLE "
[ AP Raport: Processng time By vandor * 45 Refresh
Cita Wesakcaton
Chart ANETAQE PROCEmENg Times w
it I
11 o
a1 Paid 200 49
- 7621
. Aesolve 7.2
- Cantrad 0.86
10—
504
o
CEE Wesifa: | Deessn | USHT ] " Brmest | Bow | Pty | el e Sunry '
BEALIN pelimg Foundey Haccig By Car Tachriaay b Lagwics Bt Evacioric
je b 0 Gaibd
Conrol W Aesole W Fad
RAeporting Data
= =T H T .IE . S @ L5 |
Vandor Daescription Processed  Average Proceming Tema  Control  Awerage Processing Time  Resobe  Average Proceming Teme Paid  Awarage Processing Time
100y JE. BERLIN kiR FAH Pl E oL TH TS F 2d 12085 1 T 0700511
2000 Metal-Recydng GmbH L DDz eZe0 o Doo00-00 2 DD o 000:00
Alooi Doreon Foundng 26 1 2d OrReDdeld 1l 134 05005 4 2630 14o0Enid 'R (iR
AlDOF WS [T Supphes 147 115129 . 1d 1220073 = 3d 12:00:25 o ;00
AJ0DD Elcaming Buds Ganden Servioas 16 b [ e 4 304 2120025 2 DD L Qo000
BEILLIAWT  Brillent Car CliR 12:14:05 Fil 210048 17 P6d (5 28 208 12:00:03
051001 Sobr Technology 148 D 10008 ab 1s:ITLE i 3d D5:10:14 L 20:00:00
DE100z Fariwiy Uit 13 0220034 1z 170056 i 138d 10:07:14 [ Q000
ps1002 Meken Logibcs M 022103 18 DT85 14 OF:EH o Qi-0:00
HORSPEED  Mormpssd GrbH 3 DE:D:ES i 1d 170007 . 2d 13:00005 - 3012 S=53:16
SURRY Sunny Electranics GmbH 12F 1249 41 15516 18 25d 11:1%:15 [N 313 1830

The report shows the total number of documents processed, and the average processing time for those
documents in eFLOW Control and eFLOW Resolve, as well as the average amount of time that elapsed
between completion of processing and payment.

The processing times are calculated as follows:
e Control

From the time of entry of the document into eFLOW Control to the time of posting, or parking in SAP,
or declining. Time that the document spent in eFLOW Resolve is not taken into account.

e Resolve

From the time of workflow start to the time of approval, rejection, or call-back. Time that the document
spent in eFLOW Control is not taken into account.
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e Paid

From the time the document was posted to the time the corresponding clearing document was

posted.

The following charts are available.

Chart

Description

Average processing times

Shows the average time taken, in days, to process documents in
eFLOW Control, eFLOW Resolve, and the payment process.

Total processing times

Shows the total time taken, in days, to process documents in
eFLOW Control, eFLOW Resolve, and the payment process.

Processing time by owner

The report shows the total number of documents processed by each owner, and the average processing

time for those documents. Processing times include the time that the documents spent in
eFLOW Resolve. See Assign a document to a user for more information on owners.

Note Access to owner-based reports can be restricted to certain users, or suppressed for all users, by

means of authorizations.
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Data set 2016 - Q1 w
Report AP Report: Processing time by owner w 4@ Refresh
Data Visualization

Chart Average processing bar chart w

104
o
&
7
& —

Crays

4
3-
2-
1
a-

T T T 1
- Tina Asant Betty Jensen Bugsy Siegel Blake Tewvans

Average processing time

Reporting Data

Z=IRIETTE [z - =@ .= .G

Owner Description Processed Average Processing Time
ASANT Tina Asant 4 22:00:88
JEMNSEN Betty Jensen 12 1d 00:22:02
SIEGEL Bugsy Siegel 9 03:00:77
TEVANS Blake Tevans 12 3d 09:00:07

The following charts are available.

Chart Description

Average processing times bar chart Shows the average time taken, in days, to process assigned
documents.

Average processing donut Shows the average time taken to process assigned documents,

as a percentage of the average processing time of all documents.

Total processing times bar chart Shows the total time taken, in days, to process assigned
documents.
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Chart Description

Total processing donut Shows the total time taken to process assigned documents, as a

percentage of the total processing time of all documents.

Document volume

The Document volume report provides an insight into the number of documents in the system.

Data set 2016 - Q2

Report AP Report: Docurment volume by vendor

Data Visualzaton

W

v 45 Refresh

Chart Volume (bar)
14 £
00 E [:.‘;.’
::: i Vilume
04
“ -
50
‘n -
30
20
0
0=
CER BERLN | Rhetall-Fecyci " s IT Supples T —— Soler I Farkway Surny
g GenibH Tazhnokegy Uit Elactronizs
Vaolume GmbH
Reporting Data
Currancy UsD US Dolar
= T H ¥ L . =g . B L(Em|]
Vendor Description Count Gross amount Croy
1000 C.E.B. BERLIN r 231.834,55 UsD
2000 Metal-Recycing GmbH 1 3.500,00 USD
AlDO7 US IT Supphes 104 BB0.149,77 USD
BRILLIANT  Brilant Car 43 8.713,70 UsSD
051001 Solar Technology 63 36.559,36 USD
01002 Parioway Utiities 58 16.897.,56 UsD
051003 Meken Logistics -8 131.559,30 USD
NORSPEED Morspeed GmibH LT 12.964,82 USD
SUNNY Sunny Electronics GrmbH 102 24.320,55 USD

The report is available in the following versions:

e Document volume by company code
e Document volume by owner

e Document volume by vendor

Note Access to owner-based reports can be restricted to certain users, or suppressed for all users, by

means of authorizations.
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The report shows the number of documents for each company code, owner or vendor, and the gross
amounts of those documents. See Assign a document to a user for more information on owners.

The following charts are available.

Chart Description
Total amount (bar) Shows the total gross amount.
Total amount (donut) Shows the total gross amount, as a percentage of the total gross

amount of all documents.

Average amount (bar) Shows the average gross amount.

Average amount (donut) Shows the average gross amount, as a percentage of the average
gross amount of all documents.

Volume (bar) Shows the number of documents.

Volume (donut) Shows the number of documents, as a percentage of the total
number of documents.

Workflow processing time

The Workflow processing time report provides an insight into the length of time taken to process
specific workflows.

The report is available in the following versions:
o Workflow processing time: shows processing times for each workflow
o Workflow processing time by company code

o  Workflow processing time by vendor
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Workflow processing time

Data set Year 2016 v
Report WF Report: Workflow processing time v | & Refresh

Data Visualzation
Chart Average processing time (bar chart) w
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Man-PO Coding & Appraval Workfiow Misgang Goods Frice Mismaich Cuariity Mismalch
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AVarage processing time

Reporting Data
=/|=H VT . == =1
Workfiow ID Description Resolve  Average Processng Tme Expected Processing Time
FI_APPR Mon-PO Coding & Approval 105 39d 09:00:09 5d 00:00:00
FI_APFROVE Approval Workflow T 00:05:18 G6d 00:00:00
MM_NOGR Missing Goods Receipt 5 00:00:38 3d 00:00:00
MM_PRICE Prica Mismatch 168 30d 02:00:45 3d 00:00:00
MM_QTY Quantity Msmatch L 00:00:08 3d 00:00:00

The report shows for each workflow type the number of documents processed and the average and

expected processing times for workflows of that type. The expected processing time, in days, is defined in
the workflow configuration. The processing times are calculated from the time the workflow was started to
the time it was approved or rejected.

The following charts are available.

Chart

Description

Average processing time (bar chart)

For each workflow type, shows the average time taken, in days, to
process workflows of that type.

Average processing time (donut)

For each workflow type, shows the average time taken to process
workflows of that type, as a percentage of the total processing time
for all workflows.
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Chart

Description

SLA Performance

Shows the difference between the expected processing time and
the actual average processing time.

If the bar of a workflow type appears above the 0 Days line, on
average that workflow type was processed in less time than
expected. If the bar appears below the 0 Days line, on average the
workflow type took longer to process than expected.

Chat: 5LA Parfommance -

5

EhEEERKEGS S aas

P Coding & ApSial BT by oo Frics Wisman sty Wianah
Sppey Py
}T‘A Fafonmanci

Total processing time (bar chart)

For each workflow type, shows the total time taken, in days, to
process workflows of that type.

Total processing time (donut)

For each workflow type, shows the total time taken to process
workflows of that workflow type, as a percentage of the total
processing time for all workflows.

Volume (bar chart)

For each workflow type, shows the number of documents sent to a
workflow of that type.

Volume (donut)

For each workflow type, shows the number of documents sent to a
workflow of that type, as a percentage of the total number of
documents sent into workflow.
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Workflow processing time by company code/vendor

Data set Year 2016 v
Report WF Report: Workflow processng tme by company co v 4 Refresh
Data Veuakiaton
Chart Avarage processng tme v
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1000 DES AG, Frankfurt VENDOR Vendor Nantenance & 32d 07:00:38 00:00:00
1000 DES AG, Frankfurt FI_APPR Non-P0 Codng & Approval 61 46d 23:00:89 5¢ 00:00:00
1000 WES AG, Frankfurt FI_APPROVE Approval Workflow v & 00:05:18 66 00:00:00
1000 DES AG, Frankfurt MN_NOGR Misng Goods Recspt - g 00:00:32 34 00:00:00
1000 DES AG, Frankfurt MN_FRICE Prce Mematch -8 324 16:00:36 3d 00:00:00
3000 DES Russa, Moscow VENDOR Vendor Nantenance -k 634 04:00:82 00:00:00
3000 DES Russa, Moscow FLAPPR HNon-#0 Coding & Approval 43 29d 12:30:30 5c 00:00:00
3000 WES Russa, Moscow MN_NOGR Mssng Goods Receipt < 3 00-00:43 3¢ 00:00:00
3000 IDES Russa, Moscow MN_PRICE Price Msmatch a2 294 01:25:09 34 00:00:00
3000 DES Russl, MosCow MN_QTY Quantity Mamatch - & 00:00:08 34 00:00:00

The report shows for each company code or vendor the number of documents processed for each
workflow type and the average and expected processing times. The expected processing time, in days, is
defined in the workflow configuration. The processing times are calculated from the time the workflow was
started to the time it was approved or rejected.

The following charts are available.

Chart Description

Average processing time For each company or vendor, shows the average time taken, in

days, to process each workflow type.

SLA Performance Shows the difference between the expected processing time and

the actual average processing time.

If the bar of a workflow type appears above the 0 Days line, on
average that workflow type was processed in less time than
expected. If the bar appears below the 0 Days line, on average the
workflow type took longer to process than expected.
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Chart Description
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Total processing time For each company code or vendor, shows the total time taken, in

days, to process each workflow type.

Workflow statistics

The Workflow statistics report provides an insight into the actions taken on documents in workflow.

Data set Year 2016 v
Report WF Report: Workflow statistics v &) Refresh
Data Vsuakaton
Chart Workflow statistic percentages v
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The report is available in the following versions:

o Workflow statistics: shows statistics for all workflow types
e Workflow statistics by company code

e Workflow statistics by vendor

The report shows for each workflow type the number of workflows that were started automatically and
manually, as well as the number of workflows that were approved, rejected, called back, or canceled (that
is, automatically called back). Automatic workflow start can be defined in the workflow configuration.

The following charts are available.

Note Charts are only available for the general Workflow statistics report.

Chart Description

Workflow statistics percentages For each workflow type, shows how the workflows were started,
and which actions were taken on the workflows.

The bar on the left shows the percentage of workflows that were
started manually, and the percentage that were started
automatically. This bar may also include the percentage of
previously sent workflows, that is, workflows that started before
the beginning of the selected reporting period.

The bar on the right shows the actions taken on the workflow, as a
percentage of the total number of workflows.
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User settings

You can select various user-specific settings to control certain aspects of the system behavior. See the
sections below for details.

To change user settings:

1.
2,
3.
4.

Change the settings.
Click the Save button.

Select the menu item Go to > User settings.

Click on the appropriate tab.

To revert to the default settings, click the Defaults button.

General

Setting

Description

Dialog presentation

Determines how dialogs, such as the Workflow audit trail or the Send message
dialog, are displayed.

Mode Docked: Dialogs are displayed in a fixed position either on the left or right
of the screen, depending on the selected Docked position setting.

Mode Popup dialog: Dialogs are displayed in a popup window and can be moved
around on the screen.

Viewer presentation

Determines how the document viewer, which displays the document image or
statistics, is displayed.

Mode Docked: The viewer is displayed in a fixed position either on the left or right
of the screen, depending on the selected Docked position setting.

Mode Popup dialog: The viewer is displayed in a popup window and can be
moved around on the screen.

Default position button: Only applicable if Popup dialog is selected. If you move
the viewer on the screen, it remains in that position next time you open the viewer.
Click this button to return the viewer to its default position at the top left of the
screen the next time you open the viewer.
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Worklist

Setting

Description

Select data and close
selection screen

Checked: The selection screen closes when you click the Select data button
T
&

] Cleared: The selection screen remains open when you click the Select data
o
button 5. You must manually close the selection screen by clicking the
£y

Selection Screen button ‘k?

Start with

Specifies which selection screen settings to use when you start eFLOW Control.

Start with quick selection

Loads a specific quick selection when you start eFLOW Control or open the
selection screen.

This setting is only applied if you select Quick selection in the Start with list.

Start with variant

Loads a specific variant when you start eFLOW Control or open the selection
screen.

This setting is only applied if you select Variant in the Start with list.

Maximum No. of Hits

Specifies the default number of documents that are displayed in the document list.
You can change this number in the selection screen for individual searches.

Document

Setting

Description

Open document always in change Checked: Opens documents in change mode.

mode
[] Cleared: Opens documents in display mode. You must manually switch
to change mode by clicking the Display/Change mode button -

Item variant Specifies the default column layout of the invoice line items table in PO

invoices.
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Setting

Description

Expand items

Applies to invoices with multi-account assignment.

Checked: The account assignment lines for all line items are
automatically displayed.

] Cleared: Accounts assignment lines are not automatically displayed.

You can display them by clicking the Expand Multiple Acct Assgt button.

See Account assignment for PO invoices or more information.

Action after processing document

Specifies what happens when you finish processing a document:
Go back to the document overview list
Go to the next document

(Blank entry) Remain in the processed document
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Reference

This section provides quick reference information.

Document statuses

Status | Description

800 Error. The document cannot be posted.

Qi Warning. The document contains warning messages, but posting is possible.

fale | Ready. The document is free of errors and can be posted.

& Posted to SAP.

@ Parked.

B Posted and paid.

- The document is in the waiting queue.

@ Declined. The document can no longer be edited.

& The document is currently in eFLOW Extract. See eFLOW Extract documents for more information.

Workflow statuses

Status | Description

[ Sent.

Sent to a user for whom you are an active substitute.

et
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Status | Description

o Approved.

() Rejected.

) Canceled.

T An inquiry has been sent.

L/ An inquiry has been answered.

Discount statuses

Discount statuses are calculated based on the payment terms defined in the document. If different cash
discounts are specified (for example, 14 days 3%, 30 days 2%, 45 days net), eFLOW Control displays
different icons to indicate which discount date is approaching. To view the exact date until which the
discount is offered, position the mouse cursor over the icon:

14

%

|D|:u:ument due by 18.03.2016

Status Description

20 The first discount date is approaching.

- The first discount date has passed, the second discount date is approaching.

ol The first and second discount dates have passed, the net payment terms date is approaching.
La Payment is overdue.
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Shortcut keys and toolbar buttons

Action Shortcut Button
Go back F3

Cancel F12

Close eFLOW Control Shift + F3

Display or hide the selection screen Shift + F1

Apply selection criteria to display the corresponding documents Ctrl + F4

Refresh the document list to show the latest changes Shift + F9 "’2
Display the document detail F9 @
Display or refresh the image viewer Ctrl + F1

Display the vendor in SAP

Ctrl + Shift + F5

Display the purchase order in SAP

Ctrl + Shift + F6

Display the accounting document in SAP

Ctrl + Shift + F7

Display the invoice document in SAP

Ctrl + Shift + F8

Display the workflow audit trail Shift + F5 -
Display the process log Ctrl + F3
Display the change history Ctrl + F11
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Action Shortcut Button
Display statistics Shift + F11 Eg
Change the document owner Ctrl + F9 :

Set a document to wait Ctrl + F7 |
Decline a document Shift + F2 @
Add or remove a tag Shift + F4 Ef!‘
Send a message Ctrl + F2 &
Check a document Shift + F6 3&3
eFLOW me F5 » eFLOW me
Simulate a document Ctrl + F5 i
Post a document F6 /)

Post as supervisor Ctrl + F8

Park a document Shift + F4

Process a document in the SAP transaction F7

Reverse a document Ctrl + F6 NS
Start a workflow Shift + F7 [
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Action

Shortcut

Button

Call back a workflow

Shift + F8
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