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About this guide

This guide is for users who process Kofax Process Director Inbound Monitor™ documents in the SAP 
user interface. For information on installing and configuring Inbound Monitor, see the Kofax Process 
Director Inbound Monitor Installation and Configuration Guide.

For information on Kofax Process Director and Kofax Process Director Accounts Payable, see the 
following guides.
• Kofax Process Director User Guide
• Kofax Process Director Accounts Payable User Guide

 Inbound Monitor can be configured to meet individual customer requirements. This guide 
describes a typical Inbound Monitor installation and therefore the descriptions may not 
correspond exactly with your installation.
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About Kofax Process Director Inbound 
Monitor

Kofax Process Director Inbound Monitor receives incoming invoices or other documents as PDF files 
or XML attachments of any format.

Data can enter Inbound Monitor in the following ways.

• Inbound Monitor retrieves the data from emails sent to a mailbox in SAP
• Files are uploaded in bulk to Inbound Monitor from a file share
• Users manually upload files to Inbound Monitor
• Inbound Monitor receives data via the Process Director generic API /EBY/PDBO_DATA_RECEIVE

If PDFs are received, an external web service analyses the PDF to determine whether XML invoice 
data is embedded in it. If XML invoice data is embedded, it extracts the XML and passes it back to 
Inbound Monitor where it gets archived. If no XML invoice data is embedded, the PDF is placed in a 
file share or sent to a specific mailbox for further processing, for example, by an OCR system.

Received XML data is parsed using XSLT transformations and passed to Process Director Accounts 
Payable or a different Process Director document type based on the defined field mapping.

Inbound Monitor processing is highly automated, but it also offers functions for exception handling 
by users. This may be necessary, for example, if the archive or external service were unavailable 
during data entry, or if the XML format or attachment type is not recognized and Inbound Monitor 
was unable to correctly process the data.
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Get started

This chapter explains how to start Inbound Monitor and provides information about the user 
interface.

Start Inbound Monitor
To start Inbound Monitor, complete the following steps.

1. Log on to your SAP system as you normally would.
2. Type the transaction code /N/EBY/PD and press Enter.

The Worklist and an initial document overview list appear.
Depending on your configuration, a selection screen may appear instead. In the Process type
list, select ZUGFeRD Inbound Monitor, type selection criteria (optional) and click Execute .

Worklist
The Worklist is a navigation area in which you can quickly view different categories of documents.

The ZUGFeRDInbound Monitor category contains the following subcategories.

Icon Status Description

Unprocessed Documents for which data has been received, but no further 
processing has taken place.

XML extracted Documents for which XML data was received from the web service, 
but not sent to Process Director Accounts Payable.

Error occurred Documents that are incomplete due to a system error, for example, 
because the external service or the archive was not available on data 
entry.

Sent to OCR Documents that were placed in a folder or sent to a mailbox for 
further processing, for example, by an OCR system.

Sent to AP Documents for which the data was transferred to Process Director 
Accounts Payable.

Posted Documents that have been posted in SAP.

Paid Documents that have been paid in SAP.
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Icon Status Description

Rejected Documents that have been rejected, for example, because they are 
not valid or are duplicates.

1. Show or hide the Worklist.

2. Refresh the Worklist.
This updates the Worklist, the document overview list and the document detail view with the 
latest changes. Note that changes to a document are not visible to others until the document is 
saved.

3. Expand and collapse Worklist categories to show or hide subcategories.

4. Right-click to open the selection screen to filter the Worklist.

5. Previously selected Worklist category (light highlight).

6. Currently selected Worklist category (dark highlight).
If you exit Inbound Monitor, the currently selected category is displayed when you start the 
program again.
Note that you must double-click a category to display the documents in that category. If you 
single-click a category in the Worklist, that category is highlighted, but the documents of the 
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previously selected category are still displayed in the document overview list. This is indicated 
by a lighter colored highlight in the Worklist.

7. Resize the Worklist.
Move the mouse over the right hand edge of the Worklist area until the cursor changes into a 
double-sided arrow, then click and drag to the desired size.

8. Number of documents currently displayed in the Worklist category / Total number of 
documents available in this category.
These numbers will differ, for example, if you have filtered the Worklist, or your administrator 
has set a limit on the number of documents that are displayed in this category. You can also set 
a limit on the number of documents to display in your personal settings.
A red highlight indicates that this category has been filtered.
Note that the number of documents in a Worklist category may or may not represent the sum 
of the number of documents in its subcategories, depending on how the Worklist is configured 
and on your user rights.

Worklist selection screen
You can use the Worklist selection screen to filter Worklist categories to display only documents that 
meet specific criteria. For example, you can filter a Worklist category to display only documents for 
a specific company or vendor, or only documents created within a specific time period. The filter 
criteria that are available are set by your system administrator.

Add a filter
To add a filter, complete the following steps.

1. Right-click the Worklist category that you want to filter and in the context menu, select
Selection screen.

2. Type your filter criteria.
In the Max. number of hits field, you can specify the maximum number of documents that 
should appear in the document overview list. You can specify a default value for this field in 
your personal settings.

3. Click Continue  to apply the filter.

The Worklist category is highlighted in red to indicate that it has been filtered. The document 
overview list displays only the documents that meet your search criteria.

 In your personal settings you can specify that the selection screen filter dialog box appears 
automatically when you double-click a Worklist category.

Remove a filter
To remove a filter, complete the following step.
• Right-click the Worklist category and in the context menu, select Clear selection screen.
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Save a filter as a variant
You can save your filter criteria as a variant so that you do not have to re-enter the criteria when you 
want to filter the document overview list again using the same criteria.

To save a filter as a variant, complete the following steps.
1. In the selection screen, type the values that you want to use as filter criteria.
2. Click Save as variant .
3. Type a name and description for the variant and click Continue .

Use a saved variant
To use a saved variant, complete the following steps.

1. In the selection screen, click Get variants .
2. Double-click the name of the variant that you want to use.

The variant values appear in the selection screen.
3. Click Continue  to filter the Worklist using these values.

Delete a variant
To delete a variant, complete the following steps.

1. In the selection screen, click Delete variant .
2. Double-click the name of the variant that you want to delete.

Document overview list
When you double-click a category in the Worklist, Inbound Monitor displays a list of all documents 
in that category.
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1. Menu bar.
Inbound Monitor uses the standard Process Director menu bar. Menu entries that are not 
relevant for Inbound Monitor or for the current document or view are inactive.

2. SAP system toolbar.

3. SAP Services for Object menu.

4. Inbound Monitor Application toolbar.

 The Application toolbar displays only those buttons that are relevant to the selected 
documents or Worklist category.

5. SAP list toolbar (header data).

6. Header data of Inbound Monitor documents.
Click the underlined Inbound Monitor document number (column PD doc. no.) to view or edit a 
document’s details.

Document detail view
The document detail view is where you create, edit and view document information. To open this 
view, complete the following step.
• Click an Inbound Monitor document number in the document overview list (in the PD doc 

number column) or click Create  to create a new document.
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1. Menu bar.
Inbound Monitor uses the standard Process Director menu bar. Menu entries that are not 
relevant for Inbound Monitor or for the current document or view are inactive.

2. SAP system toolbar.

3. SAP Services for Object menu.

4. Inbound Monitor Application toolbar.

5. Document status. document number and current processor.

6. Tabs containing header data fields.

7. System messages.
To hide or display messages, click Messages  on the Application toolbar.

The header data area contains the following tabs.

Tab Description

General General information about the document.
The Object type field determines which type of Process Director document the data 
is transferred to. If you leave this field blank, data is transferred to Process Director 
Accounts Payable.

Mail If the data was delivered by email, this tab displays the sender and recipient email 
addresses and the email subject.
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Tab Description

Notes This tab displays notes that have been added to the document. If the data was 
delivered by email, the email body appears as a note. The tab only appears if notes 
are available for the document.

Document status icons
Icon Status Description

New/unprocessed Data was received but has not been processed further.

Processed XML data was received from the web service, but not sent to Process 
Director Accounts Payable.

In error or incomplete The data is incorrect or incomplete due to a system error, for 
example, because the external service or the archive was not 
available on data entry.

Sent to OCR The data was placed in a folder or sent or sent to a mailbox for 
further processing, for example, by an OCR system.

PD AP document 
created

The data was handed over to Process Director Accounts Payable.

PD document created The data was handed over to Process Director. Which document type 
is created depends on the value selected in the Object type field in 
the General tab.

Posted The invoice data was posted in SAP.

Paid The invoice was paid in SAP.

Rejected The document was rejected, for example, because it is not a valid 
invoice or is a duplicate.

System messages
System messages are generated automatically by the system. System messages communicate the 
history of a document, including actions taken by the system and actions taken by users, status 
changes, ownership changes, errors, and more. Based on these messages, you can make any 
necessary changes to the document before sending it to Process Director Accounts Payable.

To view a document's system messages, complete the following step.
• Click Show/hide messages  on the Application toolbar. Click the button again to hide the 

messages.

Each message line is a summary of the action or event.
• To view individual messages for each action, click the triangle icon  next to the summary line.
• To view additional information about an individual message, click the  icon.

The icons indicate whether the action was successful or not.
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   The action resulted in errors. You must correct the errors to process the document further.

   The action resulted in warnings. You do not have to correct the errors to process the 
document further.

   The action was successful.

Use the buttons above the message list to display, filter and sort the messages.

     Display all messages for all actions.

     Hide all messages; only message summary lines are displayed.

     Show only error messages.

     Show only warning messages.

     Show only success messages.

     Sort messages in ascending order (newest first).

     Sort messages in descending order (oldest first).

 Show messages for more versions of the document. You can specify for how many 
versions messages should be displayed by default in your personal settings.

 Show messages for all document versions.

 You can change the display settings for system messages. See Customize the display for more 
information.

Document relations
You can display the relations between an Inbound Monitor document and related Process Director 
or SAP documents in an additional grid in the document detail view. For example, you can view the 
Process Director Accounts Payable invoice document that was created from an Inbound Monitor 
document.

To display the relations grid, complete the following step.
• Click Show / hide relations .

External data
You can view the external data that was extracted from the source file associated with the 
document.

To view the external data, complete the following step.
• On the Go to menu, select External data.
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Document versions
Whenever you change and save a document, a version is saved. You can view any previous version 
of a document, and also compare versions to see what is different between them. This allows you to 
see exactly what has changed, including which field values have been modified.
• Changed data is highlighted yellow.
• Added data is highlighted green.
• Deleted data is highlighted red.

To view document versions, complete the following steps.
1. Select or open the document.
2. On the Go to menu, click Display versions.

An overview of all versions of the document appears.
3. Select the versions to view or display:

• To view a document version, select the version in the versions overview list and click Choose
.

• To compare document versions, select the documents and click Compare .
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Process documents

Inbound Monitor usually processes incoming files automatically, but you may sometimes need to 
take action if automatic processing fails, or if you need to upload data to the system manually. This 
chapter explains the actions that you can take.

Extract XML data from a PDF
Inbound Monitor usually automatically extracts XML data embedded in a PDF document. If Inbound 
Monitor fails to extract the XML data, you can extract it manually.

To extract the XML data, complete the following step.
• Select the document and click Extract ZUGFeRD data .

The data is extracted and automatically transferred to Process Director Accounts Payable.

Extract attachments from an email
Inbound Monitor usually automatically extracts email attachments and adds them to the Inbound 
Monitor document. If Inbound Monitor fails to extract the attachments, you can extract them 
manually.

To extract email attachments, complete the following step.
• Select the document and on the Extras menu, click E-Mail Attachments.

The attachments are extracted and added to the Inbound Monitor document. See Add and view 
attachments for information on working with attachments.

Split document attachments
If configured in your system, when Inbound Monitor receives an email with multiple attachments, 
you can split the attachments to create a separate Inbound Monitor document for each attachment, 
or for each attachment type, such as PDF or TXT. Attachment splitting can take place automatically 
on data entry, or you can split attachments manually. Inbound Monitor does not automatically 
process manually split documents.
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To split attachments, complete the following steps.
1. Select or open the document.
2. Click Document split .
3. In the Split document dialog box, click OK.

The Message Viewer displays the numbers of the original document that was split and the 
new documents created.

Hand over data to Process Director
Inbound Monitor usually automatically transfers the extracted data to Process Director Accounts 
Payable. If Inbound Monitor fails to transfer the data, you can transfer it manually.

To transfer the data to Process Director Accounts Payable, complete the following step.
• Select the document and click Hand over to PD AP .

A new Process Director Accounts Payable document is created. In the document list, click the 
number in the PD document no column to view the created document in Process Director Accounts 
Payable.

By default, Inbound Monitor hands over the data to Process Director Accounts Payable. If a different 
Process Director document type is selected in the Object type field on the General tab of the 
Inbound Monitor document, a new document of that type is created in Process Director.

Create a document
To create a document, complete the following step.
• On the Application toolbar, click Create new document  .

Create a document from an external file
If configured, you can create new Inbound Monitor documents by uploading data from an external 
file.

The following external file formats are supported:
• ASC
• CSV
• TAB
• TXT
• XLS and XLSX
• PDF
• XML
• P7M
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To create a document from an external file, complete the following steps.

1. Click File upload from list .

2. In the Choose file upload ID dialog box, select an upload ID.

 In your user profile in SU3, you can use the parameter /EBY/FILEUPLOAD to set a default 
file upload ID.

3. Click Continue .

4. Select the file to upload and click Open.

If configured, an upload of multiple attachments with a filename pattern, such as file_123.pdf, 
file_123.xml, file_123.txt, will create a single document using this pattern as an identifier. If the 
pattern matches an unprocessed previous one, the attachment will be added to the existing 
document.

Edit a document
To edit a document, complete the following steps.

1. In the document overview list, click the Inbound Monitor document number (PD doc. no.) to 
open the document detail view.
If the document is currently assigned to a different user, the system displays a dialog box 
that shows which user is currently responsible for processing the document. To take over 
processing of the document from this user, click Continue .

2. Make any necessary changes.
3. Click Save .

Copy a document
To copy a document, complete the following steps.

1. Select or open the document and click Copy document  .
A new document containing the same information as the copied document opens.

2. Make any necessary changes and save the document.

 The configuration determines which fields are copied.

Delete a document
The system configuration determines under which circumstances you can delete documents, or if 
you are allowed to delete documents at all.
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To delete a document, complete the following steps.
1. Select or open the document.
2. On the Document menu, click Delete.
3. Click OK  to confirm the deletion.

Assign a document to another user
You can assign documents to another user so that this user can view and process the document.

To assign a document, complete the following steps.
1. Select or open the document.
2. On the Extras menu, click Assign processor.
3. Select the User type first. This enables you to search for users of this type in the ID and Full 

Name fields.
4. Fill in the fields and click Continue .

 The selected processor must have the required rights to process the document.

Reject a document
Depending on your system configuration, you may be able to reject documents that have not yet 
been processed.

To reject a document, complete the following steps.
1. Select or open the document.
2. On the Document menu, click Reject.
3. Depending on the system configuration, you may need to add a note or specify a rejection 

reason.
4. Confirm the deletion.

The document status changes to Rejected .
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Messages, notes and attachments

You can supplement the information contained in your Inbound Monitor documents using 
messages, notes, and attachments.
• You can send messages to people within your organization or to people outside your 

organization, such as vendors.
• You can add notes to communicate with other users within Inbound Monitor. Notes are not 

transferred to the SAP document.
• You can add attachments to make information contained within external files directly available in 

Inbound Monitor.

Send a message
You can send internal messages to people within your organization or external messages to people 
outside your organization, such as vendors. When creating your messages, you can use predefined, 
standard texts, and then change them, if necessary.

To send messages, complete the following steps.
1. Select or open the document.
2. On the Goto menu, click Send message.
3. Select External message or Internal message.

The Send message dialog box appears.
4. Type the recipient's email address. Use the search help to display the Restrict Value Range

dialog box to help you in finding the required email address.
5. In the Message list, select the predefined message type that you want to use.

Messages types are defined in the Inbound Monitorconfiguration.
The subject and text appear in your message. The communication type - Email, Fax or Fax/
print letter - is automatically set.

6. Type the recipient's email address or fax number. For Fax and Fax/print letter, you can type 
the sender and recipient addresses, if these are not automatically entered.

7. Select a language and make any necessary changes to the text.
8. To send attachments with the message, select the Attachments check box at the top-right 

section of the dialog box and then select the attachments, which are displayed at the bottom of 
the dialog box.
See Add attachments for information on adding attachments to a document.
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9. Click the button at the bottom of the dialog box: Send email , Send fax  or Print 
(depending on the selected communication type).

Add and view notes
You can add notes to documents to communicate with other Inbound Monitor users; for example, 
to communicate problems, ask questions or provide information. Notes are only for communication 
within Inbound Monitor and are not transferred to the SAP document, but are archived separately 
in a PDF file when the SAP document is posted.

Depending on the setting, notes can be displayed in chronological or descending order (newest 
first) or in ascending order (oldest notes first). For more information, see Customize the display.

To view or add notes, complete the following steps.
1. Select or open the document.

If notes have already been added to the document, the icon in the Notes column in the 
document overview list indicates who entered the note. Click the icon to view the notes.
•  The note was entered by the user who is currently logged in.
•  The note was entered by a different user.

2. To add notes, on the Application toolbar, click Add notes .
The notes editor dialog box opens.
The layout of the editor depends on the system configuration. The editor can be an HTML-
based editor, an SAP text container, or an ALV container. The colors used in the ALV container 
can be changed by customization. For more information, see the Process Director Configuration 
Guide.

3. Type the text for the note and click Continue .
To delete a note, click Delete  below the note. You cannot delete or edit notes after you have 
saved them.

 Deleting notes is possible only in HTML-based editors.

4. To save the note, click Continue  at the bottom of the dialog box.
5. In the document detail view, notes appear in the Notes tab.

The Notes tab only appears when a document has at least one note added to it.

Add and view attachments
You can attach files to documents to provide additional information. Which types of files you can 
attach depends on your system configuration. The permitted file types appear in the Archive from 
Frontend dialog when you attach a file.
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Add an attachment
To add an attachment, complete the following steps.

1. Select or open the document.
2. Click Services for Object   and then click Store business document  .

The Archive from Frontend dialog box appears.
3. Select the file type that you want to attach. Which types of files you can attach depends on your 

system configuration.
4. Go to your file storage system (such as Windows Explorer), then select and drag one or more 

files into the empty field on the right of the dialog.
5. Click Continue .
6. In SAP versions ECC600 and higher, you can enter a description for the attachment.

The description appears in both the Service: Attachment list and the document viewer.

View attachments
To view attachments, complete the following steps.

1. On the Application toolbar, click Show/Hide Attachments  .
The document viewer appears.

2. Select the document that you want to view.

 In your personal settings, you can specify where on the screen attachments should be 
displayed. See Customize the display for more information.

Delete an attachment
Which type of attachments you can delete depends on your user rights.

To delete an attachment, complete the following steps.
1. Click Services for Object   and then click Attachment list  .

The Service: Attachment list dialog appears.
2. Select the attachment and click Delete  .
3. Click Continue .

22



Change personal settings

This chapter explains how to change your personal display settings.

Customize the display
To customize the way certain information is displayed in Inbound Monitor, complete the following 
steps.

1. On the Extras menu, click Personal settings.
2. In the User-specific settings dialog, make the required changes.

You can make changes in the following areas.

• Messages display
• Document processing
• Display image
• Worklist selection screen display
• Notes display

You may need to restart Inbound Monitor so that the settings take effect.

Messages display
Field Description

Show message types With this option, you can specify which types of messages should 
be displayed by the system: All, Warnings and errors or Only errors. 
Documents with warnings can be posted to SAP, documents with errors 
cannot be posted.

How many versions? With this option, you can specify the number of document versions for 
which system messages should be displayed.

Message popup type This option changes how pop-up message windows are displayed. With 
an advanced message pop-up, you can expand and collapse message 
sections and sort and filter the messages. See System messages for more 
information.
A simple message pop-up just shows the messages and no additional 
controls are available.
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Field Description

Docking side This option lets you choose the display location of messages when you 
click Show/Hide messages . See also the Image docking setting.

Document processing
Field Description

Show header data only in edit mode/detail view This setting is not applicable for Inbound Monitor.

Always enter detail view in change mode Activate this check box to always enter the document 
detail view in change mode.

Jump to next doc. auto. when processing complete Activate this check box to automatically jump to the 
next document when you have finished processing 
the current one.

Skip locked docs. on jump to previous/next doc. Usually, users process documents one after the other 
(on the detail screen, there are toolbar buttons to 
go to the next/previous document). If another user 
is processing a document and you try to go to that 
document, you will get an error message because it is 
locked by the other user. Activating this setting avoids 
the error message.

Keep scroll position after refresh Check this option to ensure that Inbound Monitor 
returns to the same position in the document list 
after you click Refresh  . If you do not check this 
option, the top of the list will be displayed after the 
refresh and you will have to scroll down to your 
previous position in the list. This setting applies to 
both header data lists and item lists.

Display image
Field Description

Image docking This option lets you choose the display location of attachments when you 
click Show/Hide attachments .
• In a docked pane on the right of the screen
• In a docked pane on the left of the screen
• Without docking, in a separate window
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Field Description

Image viewer type This option lets you choose which viewer to use when displaying an 
attachment. The available types are:
• H HTML
• E ECL

 SAP S/4HANA systems do not support the use of an ECL viewer.

• L Local
If you select the blank option, it defaults to the HTML viewer.

 When using the Local viewer, it is recommended that the Doc 
Display as Dialog Box option is activated in transaction OAG1.

Always show image in detail view Select this check box if you want to always view the attachment when you 
are in document detail view.

Always show image on jump to 
SAP transaction

This setting is not applicable for Inbound Monitor.

Worklist selection screen display
Field Description

Show on double-click in the Worklist Activate this check box if the Worklist selection screen should be 
displayed whenever you double-click a Worklist category.

Maximum number of hits Specifies the maximum number of documents that should be 
displayed in the document overview list. This setting applies to 
all Worklist categories. The value entered here is also the default 
value for the Max. number of hits field in the selection screen.

 Your administrator may have set a standard value for 
the maximum number of hits, so even if you leave this 
field blank, the number of documents displayed may still 
be limited. Any value you enter in your personal settings 
overrides the value set by the administrator.

Notes display
Field Description

Sort descending Select this check box to display the notes chronological order, with the newest note 
displayed first.
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