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eFLOW Resolve Web Application 
This guide explains how to use the eFLOW Resolve Web Application. 

About eFLOW Resolve 
Kofax eFLOW ControlTM and Kofax eFLOW ResolveTM 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. 

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). 
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Start eFLOW Resolve 
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Document list 

 

Button Description 

 
Go to the next page. 

 
Go to the previous page. 
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To sort the list on a specific column, click the column heading once to sort in ascending order, and again 
to sort in descending order. An arrow next to the column heading indicates that the list is sorted on this 
column. 

 

To view a list of workflows that you have already processed, click the on Previous workflows button 

. 

Note This list displays a maximum of 50 documents. Use the search to display further documents. 

To search for documents in the Previous Workflows list, click the Search button. Enter your search 
criteria and click the Search button below the criteria. 

Click the Clear button to view all documents again. 

 



 

 

Kofax eFLOW Resolve Web Application User Guide 

8 

To return to the document list, click on the My workflows button . 

You can also click on the arrow button  to navigate to these lists. 

 

Document detail 

 

The invoice image and other document attachments are displayed to the right of the document data. See 
Document viewer for more information. 

notes

workflow history

 

On small screens, these buttons are displayed as icons. 

 

Which actions you can perform on a document depends on the configuration of the workflow. For 
example, you may be able to edit the document, as well as approve it. 
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Use the arrows  at the top of the document detail to display the next or previous document.  

To return to the document list, click the My Workflows button  at the top left of the screen. 

Document viewer 

Click the Show image button  to hide or display the document viewer. 
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Button Description 

 

Display the entire page. 

 

Display the full page width. 

 

Increase or decrease the image size. Use the 
slider bar, or type a value in the box. 

 

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

To download the image or other attachments, click the Download attachments button . 

 

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

Note You cannot delete a note after saving it. 

1. To view or hide notes, click the Notes button . 

2. To add a note, click in the Note box and type your text. 
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3. Click the Save 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. Attachments are displayed in 
the document viewer. 

To add an attachment: 

1. Click the Download Attachments button . 

2. Drag the file from your file system into the upload area at the bottom of the screen, or click the Add 

Attachment button  to select and upload the file. 
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Workflow history 
The workflow history provides information about all workflows a document was sent to.  

To view or hide the workflow history, click on the History button . 
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Assign accounts 

1. In the line items area, click Account Assignment, then click the Add button and enter the details. 

 

To remove an accounting line, click in the check box and then click the Remove button. 

2. Click the Save button . 

Approve a document 

1. Open the document and click the Approve button . 

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

2. Search for recipients: 

a. To limit the search, for example, to a specific user or SAP role, click Search By, then select an 
entry. 

 

b. Click on Search Term and type the recipient name. Select the recipient from the search results 
list.   
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The recipient is added to the recipients list. 

3. Type a note. This may be mandatory or optional, depending on the workflow configuration. 

4. Click OK. 

Reject a document 

Open the document and click the Reject 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. 
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The recipient is added to the recipients list. 

 

 

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

 

 

 

 

 

 

The recipient is added to the recipients list. 
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The document appears in the inquiry recipient's document list. You can view your inquiry and the 

recipient's answer by clicking the Notes button  in the document detail. 

Answer an inquiry 
When another workflow processor sends you an inquiry about a document, the document appears in your 
document list. 

To answer the inquiry, open the document and click the Notes button . Enter some text and then click 

the Answer Inquiry button . 

The document is removed from your document list. 

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 . 

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 indicated by the Substituted passive icon . 

Assign a substitute 
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To make an active substitute passive, click the Is Active button . The button color changes to gray. 

To delete a substitute, click the Remove button . 
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Change your password 
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