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VIM Workplace Exception
Refer to PO Invoice AP Processor
Overview

How to refer invoice to an AP Processor.

Instructions

2 Login to SAP to access VIM
e VIM will be another accessible main tab in SAP

E VIM Portal: VIM | Process Transactions | VIM Workplace | Personal View

Welcome TESTING MO_CLERK12

Process Transactions | Reporis

Overview
141¥] ]
Detailed Navigation [~

LRP QA System
* VIM Integrated Invoice Cockpit

= VIM Workplace

Portal Favorites Sii=]

e Switch Work View | All Users View
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VIM Workplace Exception
Refer to PO Invoice AP Processor

-

¥ Hide Selection Pane = |Show Detail Pane

. < My Inbox | My Pending - My Completed

Team View

VIM Workplace — Personal View

VIM Workplace — Personal View

Users View |

thh Switch Work View

| Apply | | Edit | l Resat |
Company Code (B Switch Work View x
Vendor Personal View |
N
— Other User's View L
Reference

[)(3e] |

20 Configure Team

to
to
to
to

#7|Refrash

—————————

o

Displays all DP Documents with issue/s
[ ]

Use bottom scroll bar to access the Exception Reason column (along with other
columns such as PO, Vendor, Invoice, Discount, etc.)

Any column can be sorted or filtered by using the various function icons

VIM Workplace Exception: Price Discrepancy Exist (PO)
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VIM Workplace Exception
Refer to PO Invoice AP Processor
Edit Settings System Help
< o« eae @m
VIM Workplace — Personal View
9 Hide Selection Pane [ Hide Detail Pane  (=3Switch Work View 29 Configure Team  ¥3)Refresh
<My Inbox |} My Pending |~ My Completed
| Apol Il Edit Il Reset |
Company Code i to ] = Document Date = Currency
wendor to = Incoming Date Gross invoice amount
Name to = Due Date [2] channelm
Reference to (%] Document 1d (] Document Status
R EE R R I[£2][& B ][] | [show: 500 ]| [ELJ[EE][cholbe Buk Action @lmgej{@sﬁneitemi][%Hstiry]L@ac:.mment »
My Inbox (7 Hits) EIEIE SIS (@K B
Proc.5tat. Bulk Act. Dashboard WF History Execute Document Id Doc. Item Discou . Exc.Type . Reason Reroute Rec . Current Role Curr.Agent  Ac I
[e%e) [} = = (5> 2000000595 921 Missing GR(M&0) _& PRINCIPAL CLERK MO CLERK1Z
oas 0 & = > 2000000592 021 Missing GR(MEO] =& PRINCIPAL CIERK MO CIERKIZ
D ] =g = (>3 2000000591 @ 921 Missing GR(M&O) & PRINCIPAL CLERK MO CLERK12
(o's'e) ] Sy = (9 2000000582 921 Missing GR(M&O’ 3! PRINCIPAL CLERK MO CLERK12
o - P = (5 2000000577 021 Missing GRIM&O) = PRINCIPAL CLERK MO CLERK12
foe) O P = (£ 2000000572 021 Missing GR(M&0) PRINCIPAL CLERK MO CLERK12
(o's'e) ] S = (5 2000000512 921 Missing GR(M&O' 31 PRINCIPAL CLERK MO CLERK12
Lil,Col1-Li1,Co Ln1-Ln1ofllines
FOE BE kR BB
* 4 > 4| Lil, Co1l Ln1-Ln1of1lines
[ | QR2 (1) 610 ¥ | saparx-2t | NS =
Vendor to E’l Incoming Date
Name to E’l Due Date
Reference to E’l Document Id
LI
- p— — = =
BRSNS CARP | (2@ JE .JEE].|[show: 500 .JI[ER][EE][choose Buk Action .
All Inbox (212 Hits)
Proc.5 | Bulk Action Das  WF His_ Exe Document Id Doc.  |Exception Reason Rero  Recal Cur
e [ [t e 100000000078 Cucnartad Dunlicats (DM o ILL0

Click “Execute” icon to access invoice
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Version 1.0, Date 04/30/2021

Page 3 of 11



g ) Accounting and Disbursements Division
ol Accounts Payable Branch
VIM Workplace Exception
Refer to PO Invoice AP Processor
Vendor to % |  Incoming Date
Name to |  DueDate

= ‘ Document Id

QI [&[FIRE[FL) E L] [ .

|E L][==E [.]! [show: 500

B[

All Inbox (211 Hits)

Proc.Stat. Bulk Action Dashboard| WF History Execute
ek} [ ]

|| (B[ ][choose Buk Acton ]

Document Id Doc.  |Exception Reason = Rero | Recall Current Role Current Agent
St = >3 2000000759 Manual Check Needed / Missing Data for Indexin .~ —& AP_PROCESS AP_PRCSRO1
(o' ] &p = (>3 2000000736 i AP _PROCESS AP PRCSRO1
[

A separate screen displaying the invoice image will appear

o User can close the invoice image window or keep window open to review
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- b4

e'\'_“lﬁ https://sapo.. 2~ @ Ce.. Gl

= f":J HP ALM - Quality Center 12 a Filenet Sign In =™ Upcoming Dates - SAP Ne...

a
o
¥ PO/NPO Invoice - 02/20/20... ‘ | TF 2.7 0%

File

(=

Edit View Favorites Help

' oo

‘A | 1OO

[oooe] &1 O ¢ G| 5 A

% = / .+' T = r;)\

td
1

ITNVSICE ~
@ & G -%"OP SHOP SINCE 1945

e Free Estimates
WE SPECIALIZE 1N CONVERTIBELE TOPS © COMPLETE AUTO: UPHOLSTERY
CUSTOM MADE SEAT COVERS ~ TRUCK CUSHIONS, BOATS

[323)266-6568
3g11 £ OLYMPIC DLVD., LOS ANGELES, CA 90023-2197

e LS AN GELES UMIELED
‘n--::- Mgf 'I-L.me_‘.r% DiSTr T

TELEPHOME: #

). 0, #=H500543/7

ln‘rmrmn: nmq._j[_- }tf
EIWAKNTTY DESCRIFTICN unit pr:co Arrdunt
P . 1o STERY

7 gl sepa- Kacles Yot X010

i redid] 98 vl
Cpsans | D g
17X | ig0

APPROVED FOR

AanaAILRL /7 —

X '
ronan | F/41/ 217 sustotaL | 6
AL WORK DESCRIBED ABDVE TS My SATISFACTION. | GIVE PLEMISSION 10

S & G TOP SHOP TO GPIRATE MY VIHICLE FOR TESTING AND PARKING TAX
PURPDEES, @ & G 0P SHOP WILL MGT BE HELD RESPONSIBLE FOR LOES

OR DAMAGE T VEHICLE Of ARTUCLES LIFT I WEHIGLE 4 CASE OF FIEE TOTAL
TR ACCIDEMT OR ANS OTHER CAUST BEYORD THI® CONTROL

1/6 L 4 L [

e Click “Yes” if Security Alert window appears
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M

ri“i‘ The identity of this web site or the integrity of this connection
?. cannot be verfied.

The securty certfficate was issued by a company you have

1
= not chosen to trust. View the cerificate to detemmine whether

you want to trust the cerifying authority.
The security certificate date is valid.

Iﬁl

.@. The securty certificate has a valid name matching the name
= of the page you are trying to view.

I:@I

The securty cerificate uses a strong signature.

Do you want to proceed 7

| Yes || Mo || view Cericate

E Process Options and other DP Document fields are now accessible
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Process PO Processing - 002000000133
(] ~] « eae @=
Process PO Pr ing - 00. 133
'S Hide Options ~ [#Hide Detail Pane £ Open Comments [ Display Image  F#¥Simulate Rules  [¥|Display Messages  [i11Help
Process Options for: Requistioner 5 History | [$5 Comments
[ Post Goods Receipt | Post Goods Receipt Flle Edit View Favorites Help
Reverse Goods Recpt | Reverse Goods Receipt ] = 2
Apply Rules Apply Business Rules L =
Return to Vendor Return to Vendor -] @\ [t00.0% ﬂ’-\ \4_) c
Vendor Communication | Vendor Communication =
Add Sunnorfina Dac | Attach Sunnaortina Documents N (44
<> « >
~
< BasicData | Line Items | Accounting | Tax |~ Process
THE CENTER FOR
[E] Missing GR(PO) CULTURALLY RESPONSIVE
Vendor Data TEACHING AND LEARNING
712 Admialty Way 1141 Marina Dal Rey, CA 90292
vendor Number 1000003152 Display vendor R cp n 2223
Vendor Name CENTER FOR CULTURALLY
Name 2 Bi
Street / House No 4712 ADMIRALTY WAY, #1141 Country / Region us |jca
Post] Code / City s0293 MARTHA DEL REY PO Box Group
Recpient Data Terms | Due Date
Company Code 1000 Nt 30 022872020
T e Quantity Description
1| Foundation Day One: Changing Mindsets- Full Day-
Trans./event Invoice ~ 872112018
Qut-of-state sale, exempt from sales tax
Reference Number TEST46 Document Date 01/24/2020
Au culate Ta; vl
Gross Amount 4,000.00 usD COCE Balance 0.00
Total Tex Amount 0.00
Vendor Charged Tax 0.00
Discount Amount 0.00
Freight Amount 0.00
Requistioner 'VIM_SCREQO1
PO Number 4500515439 PO List T4
Inform. Influence. Inspire. T
Questions about this invoice? Email us. b
AnrH 12 Al ~am
< >
171
> QR2 (1) 910 ¥  sapgmx-2tk  INS =

Click “Refer to PO Invoice AP Processor”
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Document Edt GoTo  Settings OpenText Systsm  Help
o T<H eae om
Process PO Proc - 00 133
"5 Hide Options  [#Hide Detail Pane [ Open Comments [ Display Image Simulate Rules  ®¥Display Log  [T]Display Messages  (i1Help
Process Options for: Requistioner [ 1mage 3| 2 History |[&5comments |
___Add Supporting Doc___| Attach Supporting Documents File Edit View Favorites Help
Refer \Refer to PO Invoice AP Processor AP _PROCESSOR F‘I @) (=[] — /
TRETErT0 PO TTVOTCE BUVEr BUYER | | EHE
| Refer to Requisitioner F3 [T

Refer for Info

| Refer for Information

REQUISITIONER
INFO PROVIDER ~ *

X

= @ [100% @

||

4 < bl
__‘BasicData | Lne lrems | Accounting | Tax | Process
[3] Missing GR(PO)
Vendor Data
Vendor Number 1000003152 Display Vendor |
Vendor Name CEMTER FOR CULTURALLY
Name 2
Street / House No 4712 ADMIRALTY WAY, #1141 Country / Region us |[ca
Postl Code / City 90292 MARTNA DEL REY PO Box Group
Recipient Data
Company Code 1000
Invoice Data
Trans./event Invoice -
Reference Number TEST46 Document Date 01/24/2020
Auto-Calculate Ta |
Gross Amount 4,000.00 UsD OCE Balance 0.00
Total Tax Amount 0.00
Vendor Charged Tax 0.00
Discount Amount 0.00
Freight Amount 0.00
Requistioner VIM_SCREQOL
PO Number 4500515439 PO List & |
<

Terms
Net 30

Quantity

Inform. Influence. Inspire. T

Questions all:vloy\t thisI invoice? Email us. M
P 5Pl moe

b QrR2(1)910 ¥

THE CENTER FOR
CULTURALLY RESPONSIVE
TEACHING AND LEARNING
4712 Admimlty Way # 1141 Marina Del Rey, CA 90282
T (323)282 2000 F- P23) 2223

e e cbymepemivaon

Due Date

020282020

Description

1| Foundation Dy One: Ghanging Mindssts- Full Day-
09/21/2018

Qut-of-staie sale, exempt from sales tax

>
1/1

saparc-2tk | INS

0

e “Edit Comments” window will appear
e Enter necessary comments
e Click “Save”
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=~ Edit Comments 0020000001332

| X

| Current Comments |

GR 5000345985

[ Save ][K [Encel]

¢ “Maintain Recipient List” window will appear
Click the gray box to select and highlight the AP Processor to remove
o Unselected AP Processor is whom to send the document to

e Click “Users — Delete Rows”
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[E Maintain Recipient List x
lIsers

Recipient List
B User Name
|| AP_PRCSRO1 -

AP_PRCSRDOZ2 -
- AP_PRCSR03
- AP_PRCSRO4

AP_PRCSROS
= AP_PRCSR06
- AP_PRCSRO7
- AP_PRCSROE
- AP_PRCSR09
L AP_PRCSR10 -

AP_PRC5R11 -

IE: Users* IE-,'} Users I
Delete Row
|+ continue || % Ccancel |
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[T Maintain Recipient List x
Users

Recipient List

B. User Name
AP_PRCSR02

IE: Users] IE-,'} Users]

|+ continue || % Cancel |

e Click “Continue”
e Document will workflow to the AP Processor
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