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About eFLOW Resolve

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.

Get started

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

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

Email notifications

eFLOW Resolve can send email notifications to workflow processors, for example, to inform them that
they have received a document in workflow, or that a workflow task is overdue. The eFLOW Resolve
configuration determines whether, and under what circumstances, email notifications are sent. Depending
on the configuration, you may receive individual notifications (for example, an email for each workflow
document) or multiple notifications in a single email (for example, an email listing all workflow documents
sent to you today).

If the workflow has been configured for approval by email, the email notification contains links that enable
you to approve or reject the workflow task directly from the email.

You have received the eFLOW document 1101 in workflow
Please process the workflow within the next days
You have received this workflow for approval.

Please review the total invoice amount, the G/L account and cost center the decument will
be posted against and approve the workflow if you want this inveice to be paid

If the document should not be paid please reject the workflow back to us with a reason as
note

In order to approve this workflow via email please use one of the links below

o | Rl

Clicking on either link will generale a new email, please send it without modifying the
address or the subject

You can enter a note in the body of the response email that will be attached to the
document



Kofax eFLOW Resolve SAP User Guide

Alternatively, the email may contain an attachment with a link to the SAP GUI. Open this attachment to
log on to the SAP GUI and view the document in eFLOW Resolve.

FRe)l <FLOW Resolvelink.SAP
]_ 431 bytes

Start eFLOW Resolve

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

The eFLOW Resolve window displays the document list.

[ Workist EdE  Got Syster Hep (=B
r 1 - —
L F. T e e ] I_ A
O € 00O Onon A7 0w
eFLOW Resohwe
£¥] Refres td ¥y Dashboard
e STV .- Substiutions | 51 Workfiow History
== T JlE 4 o By LIEE L[S B | G Appnowe | (0 Reject || T | |8
T DocHo State WF Stete ODue DBCState DEcount 1 Owner  DocType Colode Do Dete  Refeence Vendor Company reme  Invoice Grossd oy
67 s00 & B 16042018 MM 00 03.03M06 TRIGE1 ALD0F US IT Suppbes o 100600 USD
674 so0 B B 15042016 KM 000 03032016 FR42961 ALDOT U5 IT Supples S 1,026.00 USD
672 #00 & B 300032016 ASANT FI 00 16003016 (AT (51003 Heken Logstics o 205740 USD
651 00 & e 15.04.2016 MM I 03.03.2016 TPAIS6] ALDOF  US IT Supphes o 1,026.00 USD
S so0 & i 15.04.2016 MM 000 03032016 TRASG1 ALDOT US IT Supphes o 1,026.00 USD
89 s00 & B2 39.03.2016 TEWANS FI 00 16002016 E34799  DE1003 Waben Logitics " 2,057.40 UsD
€ 3 £ 3
AP # | TS (1)800 * | gaship | 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.
Substitutions All documents sent to users for whom you act as a substitute.

Note: This list displays documents of passive substitutes only. Documents of active
substitutes are displayed in your Workflow Inbox. Active substitutes are intended
for planned absences, such as vacation. Passive substitutes are intended for
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Tab Description

unplanned absences, such as sickness. See Assign substitutes for more
information.

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

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 . | |

¥}

Fi H F
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 4

Note The selection screen is only available in the Workflow History tab.
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) Refresh (5 Selectdata  J Selection Screen By Dashboard
% |

Selaction

SEECHAYESN R

Appdy Sawad Varant

My varant ad
Global varant w

Manual Selection

Docurnent State
o A Unprocessed @' Processed + T Paid
¥ ¥ waing +/| (®) Dacined

Workflow State

' @) Approved o (3 Rejected of W™ Canceled

~ K Sent ' ™ Forwarded »f ™ Escabited

o T Inquiry sent | ¥# Inquiry answerad

Action date to i
‘Workfiow ID to -__'
WF Task ID 1o o
Creation Date W -__
Document Date to ] ]
Company Code 0 -__
Vendor to 1
Reference o -__
Document number ] to 0

Madmurm Ha. of Hits 100

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 .

To delete a variant, select the variant and click the Delete variant button .

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

Manual selection

In this section, you can filter by document state, workflow state, or specific field values.
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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 Resolve, unless you save the selection as a variant.

Click the Add fields to selection button E .

2. 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.

» [ Document header fiakds  * | Dynamic selections

¥ Tnvoice header hakdy bt
@\
- B Doment tyoe Business Area w0
* [B) campary Cods Invoice reference o
- E Invoice Indecakor Purchase Order 4500022848 to
* B Document Type
+ [B Document Date
+ [E) Pasting Date
* [B Refarance
+ [B vendar
. |£- Busness Arga
+ B cumency
+ B Exchange rate
+ [E) Gross amount
« [ Caloubte tax
* [B Document Meader Text
B Text i

o [ Babn Frr e

Frvoice haader Fiskds

e

b || = P Copy Selacted Items U Dalete Selected Objacts

The Document header fields folder contains general document fields, such the document type,

number or state.

|
3. Enter search values and click the Save button = .

The selected values are displayed in the selection screen.

Dynamic selections

Hide Feld Selection

Purchase Order — 4500022448 to

4. In the selection screen, click the @ Select data button.

=]

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

or exclude single values or value ranges.

Opens the standard SAP Multiple Selection dialog box, in which you can select
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Button Description
it Checks field values.
L Transfers the entered values to the selection screen.
P Copy Selected Items Adds the selected fields.
w Delete Selected Objects Removes the selected fields.
Hide Field Selection Hides the fields list. Click the New Field Selection button &= to display the list
again.
Single Values Only Displays only a single input box for each field.
Click the Ranges button to display two input boxes again.
e Closes the dialog box without saving.

Document detalil

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

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
GI/L indicator, which is used later in SAP to post the down payment.

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.

10
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PO invoice

Ei « efFLOW Resolve - Display PO Document 1474 Add account assignment
i ol By T P @aopove (X Reect  NFoward T inguiny

Trandsction 1 Bvaice bt 0,00 ush
| Ten(o) | Bamkdata{e) | tiote(0) | Busressssce (0) | Worlfow Detal |
Company Code 3059 Mengar
Addres
vendor Alsol Donsce Fousdry
Bunnass Ares P B A4 145 'y
Documest Type BE Batrnore PA 212644145 C:-L Header data J
mwaice ref. ’
prmt Block Foeforpmment  ~ 1= (717} 252 1561 =
Unpl del cxts 0, 00
Tast ] Bani datac nok avalbie
Fayt; Terens e 30 Darys net 11.00.2016 Hw

T assgrimant. | [oem proposal |Gl Acoount (8] |

ERELY JE 5
e PO e Muterad Shovt Teof Tent  Quadtity OUn  Fobl T, mamd Rel, Dog, Ve R Tic ot TalC Thix Jur. ATy Past

 lemonTMe W0 BESIONIE MII64 150 EA [ B.0GNI0 0,000 © THDGLIODD

Sy 4 RS L L]
B Purch.Dot. Rem Matersd Short Text lssued GR BL OUn GR blocked Recewed IR gty Quantity Het Price Croy Per OFU Unbimited Over, Tol. Under, Tol, Purchase order
ASO00NTI6E 1D BESHMIE O o 0 04000 5.100 S.000 537,34 USD 10 EA | 0.0 B ik b

Non-PO invoice

(% < eFLOW Resoive - Display non-PO Document 1506 Add account assignment
B % T % Quooe et Mrovad  Fa nguy

It Header [ 2= =T -] Transaction 1 brvgics LS 0,00 W=D
IEEEEEN rovrenc | wscebnecs | Tan{1) | ek da(0) | totw (0) | Busnessme (1) | Werdow Dutals
Document Date 1E.60.2006 Comgany Code W Wendo
Refpeence B3TIS Addess
PestngDave vangse Ds1003 Comgany
Grods monst 2.057,40 u=n Bt g Haken Logutos =
SPLOW Da<Type | Documsnt Trpe 1R 1305 Xand Streer < Header data ]
Treice ref. ‘ Hw York WY 10013
Fent Haock Fromforpayment  ~ 1% (607) 588 3790 4
Tk
Payt Terme €3 14 Days 3% 30 Days 2 % 45 Days net [12.08.2018 [ # mankcene | [ OB

S[IRIEY ([T s
B G/Lac_ G/L Account Tet  [enA DYC Cost O SO Doc. Temn Order T rate Tx Tax Jur.  Metwork OpAc WES B, FA Gt Rem OO

Buldng mantenance 1.505,00 4309 0,000 11 LE200000
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Down payment request

I
| Transattion I Ivoice b 15240 LED
i _ Payment | Macelineoes | Tax{l] | Bank data (0) | Wote (3] | Busmess smee 1]

DocumentDate | 16.01.2018 Company Cose 3000 vandor
Referente E4788 Addess
fng Cate Peed |8 vendor painos Company
Greas amount 100, 00 usp Burgss Ared lelken Logetcs
SFLOW DocType ~ Docomert Typs (KA SpecliGiLnd B 1335 3ind Street

Invaice ref, ‘ W Yerc WY 10013

pent Black Freeforpayment > 17 (607) 555 739 ¥
Tez
Payt Tems & 14 Days 3% 30 Days 2% 45 Days net 13,67, 2008 [ e makdeas | [ o
Lot Accoune (3] _}

il

=
—

E-i

RN TY Az A0 iR e
Tax T Bus Due ON Order Op. Asset SNo, Purchase Order Tem Proft Ctr WES Elem, Asign. Tt
Lt

45000173 n iy down RaryTens Mquest

= rom——

Accrual posting

Information is displayed in the following tabs:

.!c_- eﬂmwnm IJIMWW1M1MMMM
S HE T " ®asmoe (0Rsect ™ fomerd T ngury
o Hamder o @ Traesacton 1 bwoice - .000,00- EUR
IEETTEN Porec | Wmcelineous | Tax (8) | Back data (0) | Mote(3) | Busness s (0) | Worflow Detak |
Rervaral Reason o Raverial date Vendo
Cocumant Dute [P4.25.2018 Company Code (1008 Address ot )
Referance Company — Header data J
Postng Date Pancd o werser 1000 CEH. BERLN
Gress amount 0,00 ETR Busmess Ars Keiping 517, 15
&FLOW DocType - Discurment Type £-12001 BERLIN
Fvoice ref. ’ 1= teno4/s8801.0 ¥
Pmet Biock Free for pryment - s,
Tea 6o bukoval | | om)
Payz Temms € 14 Dayd 3 % 30 Days 2 % 45 Duys nat o4_18.2018
EiREIYE T e
400000 Consumetn, mw et G.000.00 Dest [ 1000 LE E Accountingilems ]

12
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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.

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 FB0O, the tax is calculated
on the net amount, otherwise it is calculated on the gross amount. The parameter F02
must be maintained in your user profile; the values for this parameter are updated
automatically from the settings in FB0O.

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

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.

Workflow Details

In this tab, you can view details of the workflow, such as the due date or instructions for
processing the workflow.

Display information

This section explains how to display different types of information.

13
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Document image

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

a =% |ala[c|t]- 111

K Q
US IT Supplies INVOICE
1000 Avenue of the Americes
Hew Tork, Hew Yo 10009
Tel: [3FF]10815127
Invoice No: 7742961

™
e, Lyren Borowim

1150 Avewue of the Amencas
4 Floer

e Yourke, Meww York 50819

PO KUSBER | somrwe mETHoD | swipenc teams | wveiceoate | PAMENT TERNS

[ Ouronreceipt 3G 0 Dy
B m,l.hllllwI DELCRIPTION Ui T EaCE LBE TATAL
1 (] Ingal Sperg Peak Natnbook IS s S0 LED
15608 Sokd Seite Diik 550
2 ics ] Eayisard Wirebeis

[(rmusn [ LD
a [m ] (L1 W
el Wirsees 0o s (10500 Lt

WET amOuwT  SE00E UsD

Fields that were recognized in eFLOW Extract are highlighted on the image.

Use the following buttons to work with the viewer.

Button Description
] Close the viewer.
==

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

Increase the image size.

14
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Button

Description

23 %

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

2]

Decrease the image size.

]

Rotate the image counter-clockwise.

o]

Rotate the image clockwise.

‘

Display the entire page.

Display the full page width.

Blin

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

|

Display or hide the field highlights.

H

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

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.

15
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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.

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 E

16
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Workflow audit; trad
Sent workflow Non-PO Coding & Approval, started 17.03.16 20:07:53 by Blake Tevan ~
Audit Trail A
Flow Chart
Add account assignment  Approve account assignment
Biake Tevans P Tina Asant P Belty Jensen

Workflow Information

Workflow State Sent

Workflow Description Mon-PO Coding & Approval

Waorkflow Number 0001

Workflow Start Date wWorkfiow Due Date Workfliow End Date
17.03.16 20:07:53 20.03 2016

Document Information

Document Number 672

Company Code 3000 Company Mame  |DES AG, Frankfurt
Vendor Mumber DS1003  Vendor Mame Melken Logistics
Gross Amount 2,057.40 Currency 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

@ Cose

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.

17
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Process log

Choose

|0 Show al messages / 40

0 Show al messages [ 40

1 16.03.2016 23:06:03 RFC_EFLOW / 7 | New document
2 16.03.2016 23:06:03 RFC_EFLOW / 8 [ Mew document
3 16.03.2016 23:16:01 TEVANS / 3 / Start workflow

4 16.03.2016 23:18:59 JENSEH | 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

EERNEEEEE > IIIH%I
2

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

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

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

16.03.2016 23:18:58 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 [ B [ eFLOW me

Document Completions: Complete Vendor Number skipped

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

Change

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

history

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

5. Select the menu item Edit > Change history.

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

Change history

Version 0001361821 TEVANS | 18.03.2016 | 11:44:36 v E| @
AEMNERLATRERIERER ER
Table Name Short text Old value Mew value Changelnd. Field Name
JTISA/TAP_HDR AP document type MM FI u AP_DOCTYPE
JTISA/TAP_HDR Cash Discount Percent 2,000 1,000 U DSCT_PCT2
JTISA/TAP_HDR Net Payment Terms P 45 60 u NETTERMS
JTISA/TAP_HDR Terms of Payment Key ZBO1 0004 u PMNTTRMS

18
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Statistics
To display statistical graphs about the documents in the system, click the Dashboard button EI-l

e
o Ta

Documents by status

In'Workficw I Ermor ‘Warn Roady

Avg. Document Processing

Dy

#4
w7

Complete documents

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

Note Which data you can edit depends on the workflow configuration. Some workflows may allow
approval only, and some may also allow editing of certain information.

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.

To copy accounting lines:
1. Select one or more lines.

2. Select the columns containing the information that you want to copy.

19
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3. Click the Copy fields button .

The selected data is copied into empty lines in the accounts table.

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.

Item [ 20 ] wireless keyboard - AV
Material Data Quantities/Weights Delvery Schedule Dekvery Invaice Conditions Account Assignment
it AccAssCat |Costcenter ~ Distrbution  Single account assignme [5] CoCode 1000 IDES A~

Recipie ,.,1' Single account assignment
| Distrib. on quantity bass
(i]i] 2 .
G/L Account bbbt | Disirbution by percentage
Business Area 5800

Unloading Point

Line items for which multiple account assignment is possible have a button in the MAA column. Click the

[
Expand Multiple Acct Assgt button t=l 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 = .

== |H Y .lz . = EPIERIE|E
B MAA Item Item PO Itern Material Short Text Itemd Quantity
1 1 4500017414 10 0,00 ]
K| 2 2 4500017414 20 0,00 ]
= 3 3 4500017414 30 0,00 ]
Ly 3 4500017414 30 0,00 ]
s 3 4500017414 30 0,00 0
iy 3 4500017414 30 0,00 ]

To add accounts for a line item:

[
1. In change mode, click the Expand Multiple Acct Assgt button 1=l to display the account
assignment lines.
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Items (3) Itemn assignment Item proposal GL Account ()

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

1 4500017414 10 PC TX001 400000 1000
1 2 4500017414 20 |100.000,00 100 PC 33081

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

L 4500017414 20 30.000,00 |30 PC 33061400000 1230

L 4500017414 20 20.000,00 |20 PC 33061400000 1200
K |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

F

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

4. (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

Service I,\}

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

Choose layout variant button A on the toolbar above the Items list.

5. Click Save 151 |

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 option is available for documents that have the Line upload check box selected in the Workflow
tasks configuration. This process requires that you map the Excel fields to the eFLOW Resolve 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. In the document detail, select the menu item Edit > Line upload.
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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 Assignment.
6. Map the Excel fields to the eFLOW Resolve fields:
e To automatically map the fields, click the Propose mapping £ button. This method will only

succeed if you use column headings that are the same or similar to the eFLOW Resolve 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.

8.

Excel ine upload
Fienams Ch\TemplAccounting ems wpkoad s W Open Fle
Templite =, Open = Save # Mantan
~ Header Line Start Line

Last Ling
Target AP FI Account Assignment w

« @) GL Account
+ @) Cost center ™

« @) Amount

+ ) Description
* [E colurmn E
+ [E] Column F
« [E colurmn G
» [8 Colurmn H
* [ Column 1
« [E Colurnn J
« [E colurmn K
* [B Column L
« [B) colurma M
+ [ Column N
» [B Colurmn O
+ [E) Column P
« [B colurmn Q
* [B Column R
* [B Colurmn 5
» [E Colurmn T
« [E column u
+ [E] Colurmn v
* [B Colurmnw
» [E Column X
» [3 colurmn ¥
+ [E Column 2
* [E column AR
+ [B Colmn AB
« [B) Colurmn AC
+ [E Column AD
* [B] Colurmn AE
« [B] Column AF

« [W colurmn AG ¥

L

B Dowment

Oper./Act.
ASSgnment
Assal

Base Uni
Business Area
Commitment Item
Company Code
Cost Canter
Cost Object

CO Area
Business Proc.,
Debit/Credit
Due On
Functional Area
G/L Account
Item

Item amount
Text

Hetwork

Order
Operation

Plant

ITtam

Purchase Order
Profit Center
Quantity

Sales doc. kem
Sales Docurment
Subnumber

Cost center

GL Account

Amount
Description

£ Import Lines

EAEREE DR R DR DR R R DR R

(Optional) Select the following options for the fields:

b A3 S = [ R
¥LS Feld Description DateF | Dec.fo_ Perce

PR RPRRRRP PR PP PP R

£ Cancel

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.

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. In the 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
W Upload Defnition
Mapping

Creation User
Document type

Template

Mapping

Document Feld Na...

PLANT

5. Click Save =1 |.

Locate errors

THOMAS
e

ACCOUNTSTEMPLATE

¥1S Field Mame Date formet Dec.pt....
COL E v l.238. ¥

wil.234_w

As percentage

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.
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Basic data Payment Bank datz (0) Tax (1) Note (1)

Business issue First occumence Fixed at
b Active issues (3)
- -,3.‘{ Missing goods receipt 11.03.2016 13:15:51
. 5 Quantity deviation 10.03.2016 12:41:38
e Sohved 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.

=T H Y .l|Z . | (= By |22 .

Item PO Itern Material Short Text Quantity OUn  Final Inv. TtemA
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

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

1 Purchase Order/Schedulng. v~

Purchase ... Item FS tem type |1 Goods/service ke & Adopt
4500017379 40 1 Goods/service tems
2 Panned delvery costs —
00017379 20 -
il 3 Goods/senace kems + planned debvery costs ] Reset
Plant ‘
Condtion Type 3

_ = -
= Bl=" Ek EL

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 .

| Ttems (2) Item proposal | GL Account (0)

ARl ==Y @

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

Purchase Order Ttem Materizl Short Text Item Purchase Order Item Material Short Text
4500017385 10 PowerEdge R330 1 4500017385 10 PowerEdge R330
4500017385 10 PowerEdge R330 2 4500017385 20 PowerEdge R820
4500017385 20 PowerEdge R820

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.
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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.

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

P

E

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

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.

Create a goods receipt or SES

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

Items tab and select the line item, then click the Enter goods receipt/SES button X

The SAP transaction MIGO or ML81N opens.

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

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. Click the Tag document button E"
2. In the Tag document dialog box, in the Available Tags list, select one or more tags and click the

Add tag button > !
3. Click the Tag document button.

Workflow actions

This section explains the actions you can take when processing documents in workflow.

Approve a document

Click the Approve workflow button 0

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.
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Approve workflow

Approve account assignment
oy

Recipient Id Language Complete name Ernail
BSLNT English * Tina Asant eflow.ap.asant@amail.com
r 1
L 52 v
' FY
w wr
< > < >
RBIERIE BOhas BB =T
[B] (1] B|E
Type & note here.
&) Approve €3 Cancel

Reject a document

To reject a document, click the Reject workflow button @

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.
The document status changes to Inquiry sent?E. The document appears in the inquiry recipient's

Workflow Inbox. You can view your inquiry and the recipient's answer in the Note tab in the document
detail.
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If you approve the workflow before the inquiry has been answered, the inquiry is canceled and the
document is removed from the inquiry recipient's document list.

Answer an inquiry

When another workflow processor sends you an inquiry about a document, the document appears in your
Workflow Inbox with the status Inquiry sent?ﬁ.

To view the inquiry, open the document and click the Note tab.

To answer the inquiry, enter text in the text box and click the Save note button, then click the Answer
button L™ on the toolbar.

The document is removed from your inbox.

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.

gl (| i
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 Resolve provides customizable,
predefined message templates. The invoice image is attached to the message as a PDF file.

=
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.
Enter the message text:

e To use a template, 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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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.

4.

=
Click the Services for Object button | "2 |,

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 .

=
To view attachments, click the Services for Object button | "B | and then click the Attachment list button

=1 |. Double-click the attachment to open it.

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.

Select the menu item Go to > User settings.
Click on the appropriate tab.

Change the settings.

Click the Save button.

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.
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Setting

Description

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.

Worklist

Setting

Description

Select data and close
selection screen

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

O Clef_rsd: The selection screen remains open when you click the Select data
button L.%#. You must manually close the selection screen by clicking the
L

Selection Screen button “/*.

Start with

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

Start with quick selection

Loads a specific 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 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.
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Document

Setting Description

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

mode
L] 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.

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 for 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

Assign substitutes

You can assign other users as substitutes to process your workflows during your absence.

Your documents are displayed in both your document list and the document list of the substitute. If the
substitute processes a document (for example, approves it), the document is no longer displayed in your
document list.

Active substitutes
Active substitutes are intended for planned absences, such as vacation.

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 (F in the document list
Workflow Inbox tab.
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Passive substitutes

Passive substitutes are intended for unplanned absences, such as sickness.

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.

Assign a substitute

You assign substitutes in the SAP Business Workplace.

1.
2.

3.

Go to transaction SBWP.
In the Settings menu, select Workflow settings > Maintain substitute.

Select your name, then click the Create substitute button to add and activate substitutes. See
the SAP documentation for more information.

Personal Substitutes

Marme Substitution ...  Substitute St... Assigned a... Assigned ...
v [& Tina Asant
= [ Bkke Tevans General substit... @) Deactivated 19.06.2018  Unlimited

[ Detail Screen Substitution

Substitute for Tina Asant
Substitute Betty Jensen

& Personal substitution

Substitution data

Validity 19.06.2018 |:T|tu 30.06.2018
Profile General substitution

+f Substitution active

& 0]

L LA

(@ ||.Z |3 | 3T || & | substitutes for positions
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Reference

This section provides quick reference information.

Document statuses

Status | Description

800 Error. The document cannot be posted.

Qad Warning. The document contains warning messages, but posting is possible.
faln] | 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.

Workflow statuses

Status | Description
Bl Sent.
l_'m Sent to a user for whom you are an active substitute.

Approved.
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Status | Description

(3 Rejected.

L3 Canceled.

?E An inquiry has been sent.

e/ 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

N
|D|:u:ument due by 18.03.2016

Status Description

B2 The first discount date is approaching.

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

q_.,.ﬂ The first and second discount dates have passed, the net payment terms date is approaching.
La Payment is overdue.

Shortcut keys and toolbar buttons

Action

Shortcut

Button

Go back

F3
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Action Shortcut Button
Cancel F12

Close eFLOW Resolve Shift + F3

Refresh the document list to show the latest changes Shift + F9 43
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 E
Display the process log Ctrl + F3

Display the change history Ctrl + F11

Display statistics Shift + F11 E.I
Add or remove a tag Shift + F4 E!!‘
Send a message Ctrl + F2 =
Approve a document F6 0
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Action Shortcut Button
Reject a document F7 (%)
Forward a document Shift + F4 i
Send an inquiry Shift + F6 =
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