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eFLOW Resolve quick start

This quick start guide explains how to log on to eFLOW Resolve in SAP and describes the main features.
For more detailed information, see the eFLOW Resolve SAP User Guide.

Notification of a new workflow

You receive an email natification for each document sent to you in workflow.

You process the workflow document in the eFLOW Resolve software inside SAP.

Start eFLOW Resolve

To start eFLOW Resolve, log on to SAP and enter transaction /n/tisa/eflow_resolve.

The eFLOW Resolve window displays the document list.

[ Worklet Edt GQoto System Heb O x
! o\ WA N e e o
VI v K L Rl x PN B 9%
eFLOW Resolve
&N nrefrosh t dat % ig Dashboard
LI (ORI - Substrutions | 34 Workflow Mstory
R ) Y JlE B LE L S| @Aporove| (X Reject| T P | W]
" Docho State WF State ODue Disc.State Dscount 1 Owner  DocType CoCode Doc. Date Reference Vendor Company name  Invoke GrossA Croy
627 ecO & B 16.04.2016 NM 3000 03.03.2016 7742961 A1007 US IT Supphes v 1,026.00 uso
§74 @00 &2 B3 15.04.2016 NM 3000 03.03.2016 7742961 AJ007 US IT Suppkes v 102600 USD
622 ecO B 30.03.2016 ASANT FI 3000 16.01.2016 834799 DS1003 Neken logstks 2 2,057.40 USD
651 e00 = B 15.04.2016 L 3000  03.03.2016 7742961 AL007 US IT Suppkes v 1,026.00 USD
16 800 o 15.04.2016 MM 3000 03.03.2016 7742961 AL007 USIT Supphes v 1,026.00 USD
622 000 = 85 20.03.2016 TEVANS FI 3000 16.01.2016 834799 DS1003 Heken Logstics v 2,057.40 USD
< > < >
SAP4 » | TQ5 (1) 800 ¥ ' qaship | INS a 4

Document list

The document list displays documents in the following tabs.

Tab Description

Workflow Inbox All documents sent to you in workflow but not yet processed.
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Tab Description

Substitutions All documents sent to users for whom you act as a substitute.

Workflow History All documents sent to you in workflow that you have processed, or for which
the workflow was canceled.

Document detail

To open the document detail, in the document list DocNo column, click the document number.

"« eFLOW Resolve - Display PO Document 1474 Add account assignment
= .j'.q :_I. III . ﬂ ADpIOWE (%) Repect N Fonwand -.J_: Inguairy’
Header pan B Transsction 1 Bvvaicw v 0,00 USD
EEXTT rooet | Msceboecus | Tax(9) | Bank data (o) | iete [0 | Busress ssee (D) Workdiow Detals
Document Date  18.10.2818 Company Code 3099 Wendar
Relerence £3710 Addres
Postng Date Vendor Agel Dorescn Foundny
Grass amount E-040,10 e Business Area P B B4 145
SFLOW DocTrpe - Docsmest Type EE Baltrrong PA 212644145 — Header data
Inwoice ref, ¥ .
Prnt: Block Frae Tor parement - I= (717] 252 1561 e
Unpl del csts 0,00
Taxt Barni dakac not availabie
Payt Tarrs % 30 Dargs et 11.00. 2018 —
m i) GrusigriTang Tréee propoa G Aeeaunt [0}
= = H ¥ il . IEE PIL
. Rem PO e Myterml Short Tosk Text  Quaetity OUn Fnal v, Pemd Rel, Doz, Yedr AR Tix ote TooeC Tax Jur. CaTy Plant o
1 4500017385 10 BASHM1E 243284 150 EA 060,10 0,000 M THINL1000 Mew Tome,  INWOICE WNe flem data
= ||¥|(H ¥ T . L -
B Purch.Doc.  Rem Maternd Shot Text lssued GRBL OUn GE blocked Recewed Bty Quantity et Price Croy Per OPU Unlimited Over, Tol lmdm.Td_.l.‘l- Purchase onder
4300007368 10 BESIMIE 0 [ 0 504000 5100 SM.000 537,34 USD 10 EA 0,0 B B il kit
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Non-PO invoice

[%_ < eFLOW Resolve - Display non-PO Document 1596 Add account assignment
5] 4% T % Ownoove ®reet Mrovad T ingury
[ Header wo @ Tansacon 1 nvoke v 0,00 USD
" Paymant | & | Tax(1) | Bankdaea(o) | hote (9) | e (1) | weddow Detals
Document Date  1€.01.201€ Comgany Code 3000 Vendor
Retecerce £34733 Address
Gross amoust 2.057,40 uso Bumness Area Neken Logstcs g :
RO DocType v Document Type ¥ 1335 22nd Strees <l Header data J
trvoce ref. ’ Hew York WY 10013 7
Pronit Bock Freeforpaymant v 1 (607) 55513739 ¥
Text
Payt Terms € 14 Days 3 % 30 Days 2 % 45 Oays et 12.09.2036 5 Bank detals = ox
(ST Y L L [ e
B GLac G/L Accsunt Ter  Ivemd D/C Cos Ctr SO Doc. ftem Order Tt Tx Tax Jur.  Metwork OpAc WES Blem. FA Cmert Rem COAr
451000 Soldng ranterance 150500 430 0,000 11 19000000 4 Accounting items J
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Workflow actions

This section describes the actions that you can perform when processing a document in workflow.

" 4 eFLOW Resolve - Display PO Document 3425 Approve account assignment

e ‘T W) |@ Approve (X) Reject ™ Forward P Inquiry

Approve a document

Click the Approve workflow button 9

If the workflow has a next step which is configured for manual assignment of recipients, you must add
recipients. Optionally, you can also type a note.

Approve workflow

Approve account assignment
o

Recipient Id Language Complete name Ernail
BSLNT English * Tina Asant eflow.ap.asant@amail.com
r E -
L
W .9
w wr
< > < >

R2R] nnlaal B[E] =2]F]

IR )] W]

Type & note here.

| &) Approve | | €3 Cancel

Reject a document

To reject a document, click the Reject workflow button @
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Forward a document

You can forward documents to another user. Forwarding passes responsibility for the document to that
user. The document is no longer displayed in your worklist.
1. Click the Forward workflow button ™

2. Enter a recipient and click the Forward workflow button.

Send an inquiry
You can send inquiries to obtain information from other users.

1. Click the Send inquiry button ?E.

2. Enter a recipient and type your inquiry in the text box.
3. Click the Send inquiry button.
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Other features

Document image

%@ 4 eFLOW Resolve - Display PO Document 3425 Approve account assignment

&3 B) @ Approve (X) Reject ™ Forward T Inquiry

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

Change mode

@ 4 eFLOW Resolve - Display PO Document 3425 Approve account assignment

63 B] @ rpprove (X)) Reject ™ Forward T Inquiry

To add account assignments to the invoice line items, open the document in change mode. You can only
edit the document if the workflow allows changes. Most workflow configurations do not allow changes to
the document.

Attachments

@ 4| eFLOW Resolve - Display PO Document 3425 Approve account assignment

63 B] @ rpprove (X)) Reject ™ Forward T Inquiry

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. Click the Services for Object button b .

2. Click the Create button D and select Store Business document.

3. Select a Document Type and then drag and drop the file from your file system into the empty field.
4. Click the Continue button V) .

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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Basc data Payment | Mscelneous Tax (1) | Bank data (0) [EESNEDEEN eusness ssue (1)
L LA H |2
W U, 02.07 14:16 Betty Jensen This note was added by Betty J [..]

Type your note hera
= (Created on 02,07.2018 at 14:16:39 by Betty Jensen [JENSEN)

* This note was added by Betty Jensen,

I save note

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.

g | |y
3. Click the arrows » ~ to view or hide the entire note text, or the buttons ***| *™| to view or hide all note

texts.
Messages
Y@ 4| eFLOW Resolve - Display PO Document 3425 Approve account assignment
o3 W] @ rpprove (X) Reject ™ Forward P Inquiry

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

. B
1. Click the Send message button a

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.
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Workflow audit trail

%@ 4 eFLOW Resolve - Display PO Document 3425 Approve account assignment

&3 T || @ Approve  (®) Reject ™ Forward 7 Inquiry

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

Workflow audit trai
Sent warkflow Nen-PQ Coding & Approval, started 17.03.16 20:07:53 by Blake Tevan b
Audit Trail "
Flow Chart
Add account assignment  Approve account asskgnment

Workflow Information

Waorkflow State Sent

Waorkflow Description Mon-PO Coding & Approval

Waorkflow Number 0001

Workflow Start Date ‘Workfliow 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 Mumber DS1003  Vendor Name Melken Logistics
Gross Amount 2,057.40 Curréncy usp

Invoice Reference 834799  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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Substitutes
Substitutes are maintained in the SAP transaction SBWP.
[ Workpbce Edt Goto Foider Enyronment BETLUIETE System
\ Qffice settings
v :r‘\’
o ~| « o - O Workflow settngs
Business Workplace of Betty Jensen Switch off preview

Save when you exe
9 Newmessage [ Find foider 1 Find dod

Hep

»

v 3 Workplace: Betty Jensen
> o Inbox
> & Outbox
> ¥ Resubmssion
> oF Private folders
> 1 Shared folders
> wa Folders subscrbed to

—— .~
Persona settngs

Dsply organgational assignment
Refresh grganzational environment
Adopt substrution

End substrution

Mantan substtute [‘}
Actwvate/Deactivate Substtute
Adopt vew

EXt view

Active substitutes can display and process your documents for a specified time period. They receive
email notifications when a document is sent to you in workflow during that time period. Documents of

active substitutes are indicated by the Substituted active icon & in the document list Workflow Inbox

tab.

Passive substitutes are assigned for an unlimited time period. They receive no email notifications.
Documents of passive substitutes are displayed in the document list Substitutions tab.
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