
Scanned Supplier Invoice Upload – Installation
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Many companies still process incoming supplier invoices manually and spend a lot of time checking and entering information into their ERP system. This is surprising, as there are already numerous scanning and optical character recognition software solutions available. Where things sometimes get tricky is when the data is passed to the ERP environment. In SAP Business ByDesign it is simple.

Processing scanned invoices into SAP ByDesign can be watched in a video of an Open SAP training course (SAP Business ByDesign Financials) that you can download once you are registered at http://open.sap.com/.
Here I walk you through the installation steps, but first make sure these prerequisites are covered:

You have access to a SAP ByDesign installation with a user ID and password. For example, you have a ByDesign test/demo tenant. The SAP ByDesign tenant has invoice verification in scope.

You have administrator rights on your PC to install software, and you can create local folders there.

The goal is to get a scanned invoice image loaded and the invoice verification fields populated. Apart from step 1, I will show all points to make this work:

1. Get a scanner that can create pdf (Adobe Acrobat) and simple text files (or documents in WORD/RTF format) out of the incoming supplier invoice. The pdf file is for the image - or snap-shot - of the invoice. The text/WORD/RTF file contains the invoice details.

2. Download the software “SAP Collaboration Window” from the SAP ByDesign workcenter “Application and User Management”.

3. Install the “SAP Collaboration Window” and maintain the settings to connect with SAP ByDesign.

4. Create folders on your PC or on the company network and load your first invoice.

5. Configure key words to map the elements “invoice”, “credit note” etc. of a scanned invoice to the SAP ByDesign fields.

The text file that is loaded must contain crucial information like vendor invoice number, purchase order number, purchased objects and prices, total amount, tax etc. This is what the scanner software can identify with the installed OCR functionality and what SAP ByDesign has to recognize.

Point 1: To simulate the invoice scanner file creation, scan a document or fetch any pdf file you have. Then create a text document containing invoice information (see an example below).
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Point 2: Navigate to the ByDesign workcenter “Application and User Management” and then “Download Center”. Download the SAP Collaboration Window software on your PC and install it:
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Point 3: Start the SAP Collaboration Window program and click on the “Menu” button to navigate to “  Settings  General”:
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SAP Add-In for Microsoft Excel

This add-in allows you to export the most recent data
and upload new data to your system. You can also view
and analyze data in reports.
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SAP Add-In for Microsoft Outlook

This add-in allows you to synchronize e-mails,
appointments, and tasks with SAP Business ByDesign.
You can also use it to synchronize SAP Business
ByDesign accounts and contacts with Microsoft

SAP Add-In for Adobe LiveCycle Designer

This add-in allows form templates to be edited directly
from the SAP Business ByDesign solution by launching
Adobe LiveCycle Designer via a Microsoft Intemet
Explorer browser window.
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SAP Collaboration Window

The Collaboration Window enables you to
communicate with business partners using

communication channels such as e-mail, and it also
provides you with business context information relevant

Adobe LiveCycle Designer for SAP Business
ByDesign
This integrated version of Adobe LiveCycle Designer

allows key users to make advanced layout and content
changes to form templates.





Enter the ByDesign ID URL https://myXXXXXX.sapbydesign.com where XXXXXX is representing your system. Tick the checkbox “Automatic Logon” so that the software connects with your ByDesign system automatically. If you have several systems to feed files to, then do not tick this field. Enter your user ID or the one designated for invoice loads. Enter the password and tick the “Save Password” field, unless you want to make sure that it is entered manually when this software is started, e.g. when the PC is shared with other people and their separate IDs.
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Click on the “Logon” button to try the connection.

Point 4: Now you need to set up folders “Invoice Scan” and 3 sub-folders called “Retry”, “UploadError”, “UploadSuccess”. Like the names say, files being processed land in one of them.
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Go back to the “Collaboration Window” software and click again on the menu button to navigate to “Settings  Invoice Scanning”. Tick the checkbox “Enable service Scanned Invoices” and enter the “Observed folder”, meaning the folder “Invoice Scan” that was create earlier. This feature allows the software to scan the folder and upload files. Here the folder is created under “Desktop”, but any other location is fine too.
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Press “OK” and then everything is set up.

The scanned invoice files of format pdf and txt must have the same name and be placed into the main folder “Invoice Scan” (see screenshot below). From there the Collaboration software will pick them up, load them to SAP ByDesign and place them into one of the 3 sub-folders, hopefully “UploadSuccess”. The files will be filed under a sub-folder with the name of the upload date.
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Now log into SAP ByDesign and navigate to the workcenter “Supplier Invoices” and “Documents to Be Processed”. Based on the text file content, and configuration settings, ByDesign will populate the invoice verification fields. If things do not turn out to be recognized fully, then the item appears under the “Documents with Exceptions” category:
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From here it is a matter of manually editing the field values (via the “Edit” button) while checking the scanned invoice image that will be visible on the right-hand side. The button “Show Original Document” will make the picture visible in a separate screen. Processing further from here: It is important to maintain the fields that allow a posting of the invoice.
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Here the Finance person can maintain the fields so that the invoice can be posted. There are also options to add further scanned images and see the exception details.
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You can define search terms for different languages which will be used by the system during scanning of text file to propose information in supplier invoice. These search terms will help the system to identify the information of the available keywords.
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Point 5: The mapping of the invoice key words to allow SAP ByDesign populate the right fields is worth visiting and maintaining. Especially if the test with various supplier invoice samples, different languages and other complications make a recognition of crucial fields like invoice number, invoice date, amounts and item details difficult.

Navigate to the Configuration Workcenter to the fine-tuning activity list:
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Here add search terms that help identifying the invoice details. Then run a lot of tests to capture all special fields.
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Once you get the invoice load working, you’ll find that there are further points to clarify and make this process run smoothly:

Getting files dropped into the folder “Invoice Scan” automatically.

Making sure that the files are archived on a secure network drive.

Learning from the exceptions and further configure the system to recognize the fields and values. Making the solution work for several companies and invoices in various languages.

Change the user ID to a technical user ID. Good luck!

Please contribute in this SAP Jam to help everybody in their development to support future clients and make the best out of the SAP ByDesign implementation experience.

Thanks


