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Chapter 5 

Structuring, Distribution, 
Conversion, and Reporting

Document info records can be structured into logical grouping and can 

also be arranged and organized into hierarchies. They can also be dis-

tributed as well as converted into neutral formats for long-term reten-

tion. Several tools are available in Document Management System 

(DMS) to search document info records that are part of structures or 

hierarchies.

The previous chapter focused on creating a document info record and many of the fea-

tures and functionalities that it offers. But companies have a massive tome of docu-

ments and digital assets that need to be structured in a logical and organized way so

that it’s easier and faster to find them. Similarly, a large number of document info

records are often interlinked in a form of predecessor-successor relationships, and

these superior-subordinate links need to be logically defined in Document Manage-

ment Systems (DMS). Additionally, DMS offers the tools to quickly and efficiently

search document info records, especially if they are part of document hierarchies and

structures. The structures here aren’t confined to document structures only but also

materials’ bill of materials (BOM), equipment BOM, functional location BOM, and work

breakdown structure (WBS) BOM. Moreover, documents are shared internally and

externally in a company and even distributed, which DMS can attend to. Finally, differ-

ent file formats need to be converted into neutral formats for long-term retention for

record-keeping purposes.

This chapter begins with discussing how to logically structure individual document

info records into a hierarchy, in which there are some superior and some subordinate

document info records, but they are grouped together into hierarchies. It’s similar to

the way a business user creates folders and subfolders and then places files (in this case,

document info records) in Microsoft File Explorer. Then, the chapter covers how to cre-

ate document info record structures, which is alternatively known as a document BOM.

A document BOM is no different from a material BOM or even an equipment BOM

that consists of individual document info records and associated quantities of them.

Document-based structures can be depicted by a document hierarchy or a document

structure. Document structures are used if documents are to be used more than once.

As already mentioned, document structures can be processed like a regular BOM, so
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the functions available for a BOM are also available for a document structure, which

we’ll show later in this chapter. 

Next, the chapter covers how to create recipients, which is a form of master data, that

can then be used during the document info record distribution process. Search tools

available to quickly find document info records are covered next, such as the product

structure browser, classification, and document where-used list. Lastly, the chapter

covers two different ways in which the originals in a document info record can be con-

verted into neutral format, such as in a PDF.

Let’s first begin with creating a document info record hierarchy in DMS. 

5.1    Document Structuring

In the following sections, we’ll discuss document hierarchy and document structure. A

document hierarchy consists of individual document info records that are connected

together in a logical and structured order. In fact, even folders and subfolders of special

document type FOL can be created in a document hierarchy as document info records. 

A document structure, on the other hand, is a document BOM consisting of individual

document info records. Because a BOM requires mentioning quantity, each document

info record in a document structure has a quantity of 1.

5.1.1    Document Hierarchy

A document hierarchy provides a way to structure and streamline access to different

document info records based on predefined business needs. A document hierarchy fol-

lows the principle of superior and subordinate documents. A superior document can

also be a document folder that contains all the relevant subordinate documents. Here,

a document basically refers to a document info record in SAP S/4HANA.

All document info records within DMS can be structured and organized to provide uni-

form indexing and search functions to meet a company’s business and reporting

needs. A document hierarchy is similar to creating folders and subfolders in the local

hard drive of a computer to better manage various documents and other information

for instant retrieval. Here are some examples of document hierarchy usage: 

� Equipment or functional locations and their respective drawings, specifications, sec-

tions, or checklists

� Vendor or customer details bifurcated based on geographical locations

� Material master divided based on various categories (e.g., pastes, food solutions, or

pasta in the Fast-Moving Consumer Goods [FMCG] industry) and then respective

document info records attached to them
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In a document info record, look for the Superior Document section (see Figure 5.1).

Assign superior document info record 100070 of document Type LC1 to document info

record 100071, which is now a subordinate document, and save. Then, in the change

(Transaction CV02N) or display document info record (Transaction CV03N), the Hierar-

chy indicator will turn green to denote that the current document info record is part of

a document hierarchy. 

Figure 5.1  Superior Document in a Document Info Record

Double-click the green Hierarchy indicator in Figure 5.1, and the system navigates to a

detailed document hierarchy screen (Figure 5.2). On this screen, the document hierar-

chy is displayed in both text and graphical versions.

Figure 5.2. shows an example of a document hierarchy of a pump, which is basically the

document info record Pump with document type FOL located at the top level of the doc-

ument hierarchy. This document info record Pump is a superior document and is

assigned to a subordinate document info record 100068 with descriptions shown as

Flange_Drawing (a flange is part of a pump setup). Notice more document info records

with descriptions such as Mechanical_Drawing, Electrical_Drawing_1, which are indi-

vidual document info records shown as 100066 and 100050, respectively. The Level

column denotes where a document info record belongs in a document hierarchy. 

In Figure 5.2, choose Hierarchy graphic from the menu bar.
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Figure 5.2  Document Hierarchy

The screen shown in Figure 5.3 appears representing the document hierarchy. Clicking

on any document info record within the document hierarchy will lead to the display

screen of the document info record (Transaction CV03N). 

Figure 5.3  Document Hierarchy: Graphical Representation

If the same superior document is assigned to multiple document info records, then all

these multiple documents are basically the subordinate documents and are at the same

level vis-à-vis the superior document. In Figure 5.3, the superior document 100066 was

assigned to three subordinate documents: 100050, 100067, and 100070. These individ-

ual documents can be of different document types, such as FOL, DRW, or LC1.
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Tips and Tricks

During the DMS implementation project, first create all the document info records

individually. Then, to create a document hierarchy, it’s recommended to use a Micro-

soft Excel file to structure documents before creating them in DMS via the superior

document assignment functionality. The example shown in Table 5.1 can either be

used as a template for document hierarchy creation or modified to meet specific busi-

ness needs.

While using this table, it’s also recommended to add one more column that details the

current or the legacy number that the company is already using in managing its docu-

ments. This way, it will be easier to map the current (legacy) document numbers with

the document info records that SAP creates for ensuring better tracking and monitoring.

5.1.2    Document Structure

A document structure is more commonly used when interfacing a CAD system that has

an assembly structure, such as CATIA to DMS. The entire assembly structure can be

maintained via a document structure. 

To manually create a document structure, either use Transaction CV11 or follow the

menu path Logistics � Central Functions � Document Management System � Environ-

ment � Bills of Material � Bill of Material � Document Structure � Create. Figure 5.4 shows

the initial screen to create a document structure for the selected document info record,

which, in this example, is Document 100048 of Document Type LC1. If the document

info record only has one part and a single version, there’s no need to enter them in the

Document part and Doc. Version fields, respectively. Press (Enter) or choose Continue

(not shown but located at the bottom-right side of the screen), and add the document

info records in the table, as shown in Figure 5.5.

Docu-

ment 

Number

Docu-

ment 

Type

Docu-

ment 

Version

Docu-

ment 

Part

Superior 

Docu-

ment

Superior 

Docu-

ment 

Type

Superior 

Docu-

ment 

Version

Superior 

Docu-

ment 

Part

100066 LC1 00 000 100065 FOL 00 000

100067 LC1 00 000 100065 FOL 00 000

100068 LC1 00 000 100065 FOL 00 000

100069 DRW 00 000 100068 LC1 00 000

100070 DRW 00 000 100068 LC1 00 000

Table 5.1  Template for Creating a Document Hierarchy
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Figure 5.4  Document Structure: Initial Screen

Figure 5.5 shows that it’s very similar to building a regular BOM based on a material

master.

Note

Transaction CV12 can be used to change a document structure, and Transaction CV13 is

for the display of a document structure.

Figure 5.5  Document Structure

Then, in the change document info record (Transaction CV02N) or display document

info record (Transaction CV03N) of document info record 100048, the Document Struc-

ture indicator will turn green to denote that the current document info record is part of

a document structure (Figure 5.6).
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Figure 5.6  Document Structure in a Document Info Record

This concludes the discussion on document info record structure and hierarchy. The

next section covers document info record distribution.

5.2    Document Distribution

The document distribution functionality in DMS can be used to distribute document

info records either manually or automatically and through workflow. A document info

record can be distributed either to internal employees or to external companies for

information purposes or to process it further. Distributing document info records first

requires creating recipients and a recipients list, discussed next.

In the following sections, we’ll discuss how to create recipients and recipient lists.

Because these are master data, they’ll eventually be used during the transactions, such

as for document distribution. We’ll also discuss the entire document info record distri-

bution process and how to check logs of document info record distribution to see if the

distribution was successful or otherwise. Finally, we’ll also show how the distributed

document info records are available in SAP inbox as well as the SAP Fiori My Inbox app. 

5.2.1    Recipients

Following are five types of recipients that can be created as a part of master data to

enable document distribution:

� External companies

� External contact person

� SAPoffice distribution lists

� SAP user 

� Office user

To maintain recipients, follow the menu path Logistics � Central Functions � Document

Management System � Environment � Document Distribution � Recipient. A submenu

appears that offers options to maintain a master record for different types of recipients

in the SAP system. For example, Transaction SU01 is used by an SAP NetWeaver expert

to create a user in the SAP system. Here is the list of transactions to maintain different

type of recipients: 
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� Transaction SOAD: External Companies

� Transaction SOCP: External Contact Person

� Transaction SO15: SAPoffice Distribution Lists

� Transaction SU01: User Maintenance

� Transaction SO12: Office User

As the process of creating recipients for document distribution is generally the same,

we’ll show how to do it for external companies (Transaction SOAD). Because recipient

creation is a master data creation process, it’s recommended to engage an SAP Net-

Weaver expert to manage the same.

Access Transaction SOAD, and maintain the recipient details, including the email

address, as shown in Figure 5.7.

Figure 5.7  Recipient Details

Access Transaction SO15 to create public or private distribution lists by adding individ-

ual recipients created in the previous steps (see Figure 5.8).

Similarly, access Transaction SO12 to maintain relevant settings for individual users in

the various tabs (see Figure 5.9). The settings are relevant for Business Workplace

(Transaction SBWP) and triggers the workflow process too. 
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Figure 5.8  Distribution List

Figure 5.9  Office Setting of an SAP User
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5.2.2    Recipient List

In a recipient list, recipients are allocated to one or more document info records. If

there’s a need to send the documents to more than one recipient, these recipients can

be grouped together in a recipient list. When the document distribution process starts,

the system determines these recipients automatically from this allocation.

The recipients can also be determined automatically from the existing recipient list. A

recipient list determines who receives the document info record through document

distribution and how this document info record is received.

To create a recipient list, use Transaction CVI1, or follow the menu path Logistics � Cen-

tral Functions � Document Management System � Environment � Document Distribution �

Recipient List � Create.

Figure 5.10 shows the initial screen to create a recipient list. In the Recipient list field,

enter “DMS50” or any other identification that makes it easier to understand who the

recipients in the list are. Choose Continue.

Figure 5.10  Recipient List: Initial Screen

In the Create Recipient List screen that appears as shown in Figure 5.11, enter a short

description, and select the Standard checkbox to confirm that this recipient list is the

standard list and can be used repeatedly. Enter the document info record, which is

“100070” in this example, and its associated document type “LC1”. More than one doc-

ument info record can be added to a recipient list. Finally, enter details of individual

recipients and recipient types, such as “RML” (for internal distribution) and “INT” (for

external distribution). Ensure that a standard communication method for each recipi-

ent type is already maintained in the recipient master data (refer to the Standard

Method field in Figure 5.7 again for maintaining relevant details).

Tips and Tricks

One standard recipient list for each document info record can be maintained. This list

applies to all document parts and versions of a document. Document info records are
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identified in the recipient list by the document number and document type, irrespec-

tive of document parts and versions. This means that there’s no need to make an entry

for these two document key fields.

Further, if there’s a need to define another list as the standard recipient list for a docu-

ment info record, the original list can be withdrawn as the standard.

Figure 5.11  Recipient List

5.2.3    Distribution

There are different methods of distribution for document info records. In an automatic

distribution process, the status of a document type in which the relevant workflow

details is maintained eventually controls how the document info record gets distrib-

uted through the workflow. But to show the entire document info distribution in more

detail and for comprehension purposes, let’s evaluate the steps involved with manual

distribution.

Access Transaction CV03N (Display Document Info Record), as shown in Figure 5.12, for

the document info record 100080 and document type LC1. As already mentioned, the

recipient list can either be manually created each time a document info record needs to

be distributed, or an existing distribution list (a template) can be used for such pur-

poses. Navigate the menu path More � Environment � Document Distribution � Recipient

List � Create. The next two screens that appear are the same as shown in Figure 5.10 and

Figure 5.11 that we just discussed in the previous section. Because the Recipient List

DMS50 in Figure 5.10 was already created and available as master data now, in this step,
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simply use the same recipient list as a template to create a recipient list for document

info record 100080.

After the recipient list of a document info record is created, it’s now ready to be distrib-

uted.

Figure 5.12  Document Info Record Distribution

A document info record can be distributed in multiple ways. One way is to use Transac-

tion CV03N (Display Document Info Record) for document info record 100080 and

document type LC1. Navigate the menu path More � Environment � Document Distribu-

tion � Start Distribution, and it will lead to the Start Distribution screen, which we’ll

cover shortly.

Another way is use Transaction CV04N (Search Document), and on the initial screen,

enter the selection parameters such as the document info record 100080 and docu-

ment type LC1 and choose Execute (see Figure 5.13).

In Figure 5.13, first select one or more document info records, and then choose More �

Extras � Start Distribution.

In the Start Distribution screen shown in Figure 5.14, you’ll see the same distribution

options that were previously available when creating recipient list DMS50 in Figure 5.11.

The actual recipient list is 13 and was created by copying the recipient list DMS50, and

can be seen in the Rec. list column. Here, more document info records and more recip-

ients can be added for distribution. Entries can also be deleted. Select the document

info record 100080 and its associated recipients in Figure 5.14, and choose Execute. A

message appears at the bottom of the screen to inform you that the distribution order

has been created, and a distribution log is available for evaluation, which is discussed in

the next section.
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Figure 5.13  Document Info Record Distribution in the Search Function

Figure 5.14  Distribution List
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Tips and Tricks

The third method of document distribution is to navigate menu path Logistics � Central

Functions � Document Management System � Document Distribution � Distribution �

Start � For Document or use Transaction CVI8. 

The fourth method is to navigate menu path Logistics � Central Functions � Document

Management System � Document Distribution � Distribution � Start � For Recipient List

or use Transaction CVI7. 

A distribution order is an instruction to the SAP system to distribute document info

records to the chosen recipients. It can be composed of one or more initial orders. The

system identifies the distribution order by an internal number. Further, the system

stores all the data that is required to send the documents through SAP Business Work-

flow to the recipients in the distribution order.

The system creates an initial order when document distribution starts. A distribution

order is then initiated by this initial order. The distribution order can be initiated in the

following ways:

� Manual start 

If the distribution is started manually, and the Distribute Immediately indicator is

set (see Figure 5.14), the workflow event distribution order initiated is created, and

the distribution process starts immediately. If the distribution is started manually,

and the Distribute Immediately indicator isn’t set, the distribution process isn’t

started. The Distribution order initiated event is created later, for example, by a

background job, such as program RCDDSSTAR.

� Event from SAP Business Workflow 

If the distribution is started by an event from SAP Business Workflow, the person

responsible must start the distribution order manually from the distribution log.

The distribution process is started according to the status of the part orders. Further,

this distribution order splits into a 1:1 relationship of a document info record to

recipient for the document distribution and is processed further as a part order.

5.2.4    Distribution Log

Like all SAP Business Workflow-based business processes, a log is automatically created

so that you can evaluate the statuses of all the various distributions of document info

records. To view a distribution log, navigate the menu path Logistics � Central Functions �

Document Management System � Document Distribution � Distribution � Log or use

Transaction CVI9. 

Figure 5.15 shows the initial screen of the distribution log in which the entered selection

parameters will bring up the desired report in the form of a list. Options to enter large
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and varied selection parameters are available here. For this example, enter the param-

eters shown in Figure 5.15, and choose Execute.

Figure 5.15  Distribution Log: Initial Screen

The screen shown in Figure 5.16 is the distribution log in which the document info

record 100080 has been successfully distributed to two different recipient types: inter-

nal (RML) and external (INT). 
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Figure 5.16  Distribution Log

Table 5.2 shows the various statuses that are found in the distribution log and the sub-

sequent actions (denoted by an X in the next three columns) that can be taken for each

status. For example, when the status is ER (Error), the distribution can be started manu-

ally, can be started even with errors in the distribution order, or can be started by mak-

ing changes in the distribution order. The option to choose the relevant next step is

located at the top menu bar in Figure 5.16. Further, and at any time, you can view the

distribution log as well as the workflow log by choosing the relevant option from the

top menu bar. 

Status Start Manually Start Erroneous 

Part Orders

Start Again 

with Changes

AS

Start asynchronously

X

MA 

Start manually from the distribution 

log

X

ER 

Error

X X X

IG 

Ignored

X X

WO

Check output

X X X

WR

Confirm receipt

X X X

OK

Distribution completed successfully

X

Table 5.2  Statuses in the Status Log and Possible Actions
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Tips and Tricks

While distributing several document info records with some originals, sometimes only

one original is received even if the receiver can see all related document info records;

that is, only one original is attached, and the rest are missing.

To address this issue, follow these steps:

1. Use Transaction FILE.

2. Select DOCUMENT_DISTRIBUTION.

3. Double-click Syntax Group Definition.

4. The file length is defined for WINDOWS NT. Change the length value to “70”.

5. For AS/400, change the length to “40”.

Afterwards, recheck the document distribution again, and all originals will be included

in the distribution process.

Let’s now check if the document info record is available in the Business Workplace (SAP

inbox) as well as in the SAP Fiori My Inbox app.

5.2.5    SAP Inbox

Access the Business Workspace screen shown in Figure 5.17 through Transaction SBWP.

A few document info records of document type LC1 are in the SAP inbox, including the

document info record 100080. Clicking on the hyperlink in the lower half of the screen

will display this document info record (Transaction CV03N).

Figure 5.17  SAP Inbox
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5.2.6    My Inbox App

Figure 5.18 shows the SAP Fiori My Inbox app, in which not only the document info

record 100080 is available, but several workflow functions can be performed as shown

at the bottom of the screen.

Figure 5.18  My Inbox App

This concludes the discussion on document info record distribution. The next section

covers document info record reporting.

5.3    Reporting

In this section, we’ll provide guidance on how to use some of the reports available in

DMS. We’ll cover the product structure browser, which not only can be used for DMS

but also for other SAP objects that are in some form of a BOM. After becoming familiar

with the features and functions for reporting, including tools and icons, navigating to

unexplored areas of reporting will be easier. We’ll also discuss how to find SAP objects

using the classification function that has previously been discussed in Chapter 3; this

time, however, the focus is on using it for searching document info records. We’ll also

show how to use the where-used functionality to search for document info records in

DMS.

5.3.1    Product Structure Browser

The product structure browser offers an option to select from a variety of focus areas to

view the required information. For example, selecting a focus of Document, the prod-

uct structure browser will show all information related to a document info record as

the top information item and everything else displaying below it. 
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To access the product structure browser, follow the menu path Cross-Application Com-

ponents � Engineering Change Management � Environment � Product Structure or use

Transaction CC04. 

Figure 5.19 shows the initial screen with various focuses that are selectable via corre-

spondingly named tabs, including Material, Document (document info record), Change

number, Char. (characteristic), Class, Equipment, Functional location, and Configura-

tion definition.

Enter the document info record “100070” of Document Type “LC1”, and choose Con-

tinue (not shown here).

Figure 5.19  Product Structure Browser: Initial Screen

Figure 5.20 shows the option to directly view original files associated with document

info records. In some cases, information displayed just isn’t limited to showing the

relationships among material master, BOM, and document info records but also asso-

ciated master records.

Recall from Chapter 4 where we discussed how to link a document info record to an-

other SAP object, such as a material master. The product structure browser takes advan-

tage of these objects’ links displaying information and ensuring complete and logical

links among the various objects. For example, an engineer on the manufacturing floor
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needs access to all drawings for a product being built and for which the material master

number is known. In Transaction CC04, simply execute a search by the material master

number, and the following information is displayed:

� All documents linked to the material master 

� The BOM associated with the material master

� A where-used list to identify in which assemblies this material master is used

Figure 5.20 shows the limited drilldown of document info record 100070 of document

type LC01. It shows the superior and subordinate document info records as well the

classification associated with them. Further, the columns display the associated origi-

nals, and clicking an object leads to its detailed display. The right side of Figure 5.20

shows the legends of various SAP objects. Note that only a limited number of columns

are displayed here, which can be changed by changing the display layout.

Figure 5.20  Product Structure Browser

Table 5.3 contains the list of SAP objects whose data can be displayed in the product

structure browser (if the data is maintained).

SAP Objects

Document Document revision Change number 

Change notification Material Material revision 

Material specification Equipment Functional location 

Class Characteristics Configuration definition 

Configuration folder Baseline BOM 

Table 5.3  SAP Objects in the Product Structure Browser
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5.3.2    Finding Objects Using Classification

The standard feature of the classification system is to make the selection of SAP objects

easier because objects can be found using values that have been entered for that spe-

cific object. We’ll begin by showing how to assign a class to an SAP object, such as the

document info record. Assigning a class to the document info record will also bring up

the characteristics associated with that class. Because the characteristics are how busi-

ness users maintain SAP object-specific information, we’ll show how to search for spe-

cific SAP objects using the classification system.

Using Transaction CL30N as shown in Figure 5.21, the class LC and the associated class

type 017 (which is for document management) can be used to search for specific DMS

documents that fulfill the classification criteria. The center of Figure 5.21 shows that the

search criteria “650” was entered. Clicking Find in initial class in the top menu bar

shows several document info records (Object) LC1 that meet the search criteria at the

bottom of the screen. 

Figure 5.21  Characteristic Search for Pump Capacity

BOM item Task list Sequence 

Operation Material inspection characteristic Distribution order 

SAP Objects

Table 5.3  SAP Objects in the Product Structure Browser (Cont.)
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Note

Browse the classification menu in SAP to evaluate which other search and reporting

functions can benefit the business processes. For example, use the where-used report-

ing option for characteristics to find all the classes in which a specific characteristic is

in use. This option helps when, for example, there’s a need to replace an old character-

istic with a new one, and you must know the classes in which it’s presently in use.

The menu path is Cross-Applications Component � Classification System � Environ-

ment � Reporting.

5.3.3    Document Where-Used List

The where-used list is a reporting tool to enable you to quickly search where document

info record belongs, such as in a product structure (which is basically a document info

record’s BOM) or in a material’s BOM. A document info record can also be part of a

material’s BOM and can be a reference during the manufacturing process. To access a

where-used list, use Transaction CSD5 or follow the menu path Cross-Applications

Component � Logistics � Central Functions � Document Management System � Environ-

ment � Reporting � Where-Used List � Document (Single-Level).

Figure 5.22 1  shows the initial screen of the where-used list. Enter the document info

record, which is 100070 of document type LC1 in this example. Select the Direct check-

box so that the report directly navigates to showing the list of document info records

in a product structure that contains the document info record 100070. Additionally,

select the Doc. structure checkbox to search for document info record 100070 in the

product structure only. Choose Execute. In the popup that appears 2 , enter “1” in the

Required qty. (quantity) field, and choose Execute again. Because the where-used list

can be used in various SAP objects where it has greater relevance, the Required qty. field

is a mandatory entry.

Figure 5.23 1  shows the document info record 100070 in use and as a part of document

structure 100048. You may verify this by quickly referring to Figure 5.5, wherein the

document info record 100070 is used in (or is a part of) document structure 100048.

Tips and Tricks

Another quick way to find out which SAP objects a document info record is a part of is

to use Transaction CV03N (Display Document Info Record). Then, navigate to More �

Environment � Document Where-Used, and it will list all the SAP objects the said docu-

ment info record is a part of.
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Figure 5.22  Where-Used List: Initial Screens

As a second example of using the where-used list, refer to Figure 5.22 1  again; this time,

however, first deselect the Doc. structure checkbox and instead select the Material

BOM checkbox to search for document info record 100070. This time, Figure 5.23 2

shows that the document info record 100070 is a component of three different materi-

als’ BOMs, that is, components 34, 121, and 152. 
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Figure 5.23  Where-Used List for Document Info Records and Materials

This concludes the discussion on document info record reporting. The next section

covers document info record conversion.

5.4    Document Conversion

As mentioned previously, document info records can be converted from their original

application file format to a neutral file format, such as TIF or PDF, for long-term reten-

tion purposes. To understand the basics of the conversion process, we’ll confine our-

selves to a DOC to PDF conversion in this section.

5.4.1    Conversion of Original Application File

The conversion functionality in DMS can be used to convert document info records ei-

ther manually or automatically. There are different methods for converting document

info records. In an automatic conversion process of original files, the status of a docu-

ment type maintained eventually controls how the document info record gets con-

verted through the conversion program in the conversion server. However, to show

the entire document info conversion in more detail and for better understanding, let’s
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evaluate the steps involved through manual conversion. We’ll use an example where

an original file in the Microsoft Word document (with a .doc file extension) that is

checked in to the document info record is converted into the PDF format.

To convert a document info record, use Transaction CONV02 or follow the menu path

Logistics � Central Functions � Document Management System � Environment � Conver-

sion of Original Application Files � Convert Document.

Enter the details of the document info record to be converted as shown in Figure 5.24.

Enter either the Document status or Conversion specification name (but not both) of a

document info record, and choose Continue (not shown in the figure). The bottom of

the screen displays the relevant message (Converting 1 original application files for the

document), as shown in Figure 5.24.

Note

Because the conversion process takes a few minutes, it’s best to wait for a few minutes

before displaying the relevant document info record to see if the conversion process

was successful.

Figure 5.24  Document Info Record Conversion: Initial Screen

To display messages generated during the conversion processes, use Transaction

CONV01 or follow the menu path Logistics � Central Functions � Document Manage-

ment System � Environment � Conversion of Original Application Files � Display Mes-

sages. 

Figure 5.25 shows the log of all successful and unsuccessful conversions of not just the

document info records but also the product structure and BOM.



5 Structuring, Distribution, Conversion, and Reporting

208

Note

Following are the transactions for product structure and BOM conversions:

� Transaction CONV03: Convert Assembly (BOM)

� Transaction CONV04: Document Structure (Source) for Individual File

Figure 5.25  Document Info Record Conversion Log

5.4.2    Conversion with SAP 3D Visual Enterprise Generator

SAP 3D Visual Enterprise Generator is a client-server application that automates the

processing, conversion, and publication of 2D and 3D data with lightweight formats

such as PDF or JPG in the downstream processes. In several industries, such as discrete

manufacturing, it’s necessary to convert CAD files into lightweight formats to share the

models with different areas of the organization. This saves money on CAD licenses and

increases performance. Therefore, SAP 3D Visual Enterprise Generator is used as a

conversion server, which completely integrates with DMS. As already discussed in

Chapter 2, engage an SAP NetWeaver expert for the installation of SAP 3D Visual Enter-

prise Generator into the SAP system.

The conversion process can be manually or automatically started, for example, by

changing the status of a document info record. The configuration of the SAP 3D Visual

Enterprise Generator workflow determines how viewables are generated based on a

document structure and how to assign material and document attributes and charac-

teristics. 

If the CAD system isn’t directly integrated with SAP S/4HANA but is connected to a

third-party team data management/product data management (TDM/PDM) system,

Visual Data Integration (VDI) can be used to make the visual formats available in SAP.

VDI is a component of the SAP 3D Visual Enterprise Generator. The VDI tool has the

ability to import CAD data from a foreign TDM/PDM system into DMS.

209

5.4 Document Conversion

5

Note

Visual Design Stream (VDS) 4 is the standard visualization format of SAP 3D Visual

Enterprise 9.0 and is replacing the Right Hemisphere (RH) format. It supports multiple

CAD configurations in one single file and supports monolithic and shattered assem-

blies with references. Many other features are available, such as the SAP 3D Visual

Enterprise Viewer integration in HTML5, loading on demand (via streaming), enhanced

rendering quality, and more.

To register document info records for conversion through the SAP 3D Visual Enterprise

Generator, use Transaction DMS_REG01 or follow the menu path Logistics � Central

Functions � Document Management System � Environment � Conversion with SAP

Visual Enterprise Generator � Register Document for Conversion to open the Document

Registration For Conversion screen, as shown in Figure 5.26.

Enter the document info record details as shown, and choose Execute. SAP 3D Visual

Enterprise Generator returns the converted documents to the DMS storage. These doc-

uments contain a metadata identifier that links the converted document and SAP busi-

ness data. The models from the documents can be displayed through the SAP 3D Visual

Enterprise Viewer. Metadata identifiers tagged to the models enable the business appli-

cation to display the associated viewables from DMS storage in the side panel in the

form of thumbnails and a 3D view.

Figure 5.26  Document Registration for Conversion
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Note

For direct conversion to the PDF format using the SAP 3D Visual Enterprise Generator

tool, use Transaction DMS_PDFCONV or follow the menu path Logistics � Central Func-

tions � Document Management System � Environment � Conversion with SAP Visual

Enterprise Generator � Direct PDF Conversion. 

Finally, to monitor the conversion status of originals in the document info records that

have been registered for conversion, use Transaction VEG_JOBMONITOR or follow the

menu path Logistics � Central Functions � Document Management System � Environ-

ment � Conversion with SAP Visual Enterprise Generator � Monitor Conversion Status. 

In Figure 5.27, enter the initial parameters as shown, and choose Execute.

Figure 5.27  Job Monitoring

Figure 5.28 shows that one document info record of document type LC1 has been regis-

tered for conversion though the SAP 3D Visual Enterprise Generator conversion tool.
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Figure 5.28  Job Monitoring Log

5.5    Summary

This chapter built on and enhanced the concepts and foundations laid in the previous

chapter on managing document info records. This chapter discussed how to create doc-

ument structures and document hierarchies, as well as how to distribute document

info records and then find them in the SAP Fiori My Inbox app as well as Business

Workplace. The chapter also covered various reporting tools available in DMS. Finally,

the chapter delved deep into conversion tools available in DMS to convert original files

into “neutral” formats.

The next chapter is on integrating the digital signature functionality in DMS.
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