
 

 

 

 

 

 

 

 

 

ProcessForce User's 
Guide 

 

Author: Piotr Koszela [CompuTec] 

Version: 2 

Date:  2018.06.22 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document has been exported from CompuTec documentation portal 

Exported on 2018-10-17, 

from https://connect.computec.pl/display/PF930EN/ProcessForce+User%27s+Guide, 

by Winicjusz Bartoszewicz [CompuTec] 

 

Copyright Notice  

The following document is a property of CompuTec SA. No part of this publication may 

be reproduced or transmitted in any form or for any purpose without the express 

permission of CompuTec. The information contained herein may be changed without 

prior notice. 

Data contained in this document serves informational purposes only. 

National product specifications may vary. 

© 2018 CompuTec SA. All rights reserved. 

www.computec.pl 

  

https://connect.computec.pl/display/PF930EN/ProcessForce+User%27s+Guide


 

Table of Contents 

Table of Contents ................................................................................................................. 3 

How to Guide – ProcessForce Complaint Management ...................................................... 4 

1.1 Document Series Setup – Configuration ................................................. 5 

1.2 Complaint.............................................................................................. 6 

1.2.1 Complaint Header ........................................................................... 6 

1.2.2 Transaction .................................................................................... 7 

1.2.3 Action ............................................................................................. 8 

1.2.4 Notes ............................................................................................. 9 

1.2.5 Attachments ................................................................................. 10 

1.2.6 Creating a Quality Control Test...................................................... 10 

1.2.7 Creating an activity for a complaint ................................................ 11 

1.2.8 Complaint status ........................................................................... 11 

1.3 Complaint Group ................................................................................. 12 

1.4 Complaint Reason ............................................................................... 12 

 



 

How to Guide – ProcessForce Complaint 

Management 

ProcessForce provide a solution that allows to 

manage complaints from customers, suppliers or 

from internal departments. It allows to record, 

analyze and start action upon complaints, among 

other things. Check documents in this chapter to get 

more information on this subject. 

 

In this section 

 Document Series Setup – 

Configuration 

 Complaint 

 Complaint Group 

 Complaint Reason 

 

 

Path 

Main Menu → Complaints 

 



 

1.1 Document Series Setup – Configuration 

The Complaints Form uses the SAP Business One document numbering 

function. 

 

In this example there are document series for each Compliant Type: 

 



 

1.2 Complaint 

In this form you can set all the details needed to 

create a Complaint, inter alia document type 

(Customer, Supplier, Internal), Contact Person, 

Warehouse or action needed to be perform as 

result of a Complaint. 

 

On this page 

 Complaint Header 

 Transaction 

 Action 

 Notes 

 Attachments 

 Creating a Quality Control 

Test 

 Creating an activity for a 

complaint 

 Complaint status 

 

 

Path 

Complaints → Complaint 

1.2.1 Complaint Header 

The form header allows the user to manage the following: 

 Select and enter a complaint number using a defined Document Series 

Number 

 Enter the source of the complaint, Customer, Supplier or Internal 

 Select and enter the Business Partner Code. Note the lookup table filters the 

business partners based on Compliant Type. If chosen Complaint Type is 

Internal, Business Partner Code, Business Partner Name and Contact 

Person fields are grey out. 

 Enter the Contact Person. Note the filter is based on the selected Business 

Partner Code. 

 Enter the Warehouse and Project Code 

 To manage the Complaint cycle, the user can select a Status and its 

corresponding Date. The valid values are Created, Started, On-Hold, Closed. 



 

 Enter an Originator, i.e. the person who started the Complaint. 

 Enter an Owner, i.e. the person who is responsible for managing the 

Complaint. 

 An Alert can be generated to be sent to Complaint Manager to allocate the 

Owner. 

 

1.2.2 Transaction 

 

This Tab allows the user to record Item related and Non-Item related Complaints. 

If the Complaint is Item related, the user enters the Item, and optionally the 

Reason Code, that is the cause of the Complaint. 

The user can also enter the Transaction Type, Document Number relating to the 

Complaint and also the associated Batch and Serial Numbers. 



 

Note when the user enters the appropriate Transaction Type, only the data 

relating to the Business Partner is shown. 

Batches and Serial Numbers can be added and/or deleted. 

For recording and analysis purposes, multiple Reason Code can be added 

and/or deleted. 

A remark can also be added. 

 

1.2.3 Action 

If additional Action is required, the user can enter a sample quantity that will be 

returned from the Customer or to the Supplier. 

The sample can be tracked by entering the corresponding Date and the desired 

location where the Sample will be placed. 

An alert is sent to the Warehouse Manager to inform that a sample will be 

delivered. 

 The alert is based on the following query, Status = Started, Business Partner 

Code and Name, Item Number, Batch/Serial Number, Delivery Date, 

Warehouse Code and Warehouse manager. 



 

When the sample is received into the warehouse, based on a Return document, 

an alert is sent to the Complaint Owner. 

 The alert is based on the following query, Status = Started, Complaint No, 

Business Partner Code and Name, Item Number, Batch/Serial Number, 

Received Date, Warehouse Code and Complaint Owner. 

 

1.2.4 Notes 

The Notes Tab allows the user to enter details of the Complaint. 

 



 

1.2.5 Attachments 

The Attachments Tab allows the user to attach documents relating to the 

Complaint. 

 

1.2.6 Creating a Quality Control Test 

From the Action Tab, the user has the option to check that the Complaint 

requires a Quality Control Test and create a Quality Control Test from the You 

Can Also button. 

The user can also check that this Complaint was the source of a Product Recall 

activity. 

 



 

1.2.7 Creating an activity for a complaint 

Standard SAP Business One activity functionality is available to create and check 

within Complaint form. 

 

1.2.8 Complaint status 

 Created – a document is created but not yet started, Create Date can be set 

up 

 Started – a document is started, Started Date can be set up 

 On-Hold – a document is on-hold (no action is take on it), On-Hold Date can 

be set up 

 Closed – a document is closed, no further editing of the document can be 

done. 



 

1.3 Complaint Group 

Path 

Administration → Setup → Complaints → Complaint Groups 

This form allows the user to define and edit Complaint Groups, to categorize 

Reason Codes for reporting and analysis purposes. 

The Group can be used for customer, supplier and internal purposes. The user 

can pick more than one option simultaneously. Remarks can be added if needed. 

 

1.4 Complaint Reason 

Path 

Main Menu → Administration → Setup → Complaints → Complaint Reasons 

This form allows the user to define Reason Codes, to record why a complaint has 

been created, and used for reporting and analysis purposes. 

The Reason Code, can be used for customer, supplier and internal purposes, 

and is used within the Complaint form. 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


