Accounting and Disbursements Division
% < Accounts Payable Branch

VIM Workplace Exception
Return to Vendor

Overview

How to reject invoice to vendor.

Instructions

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

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

Welcome TESTING MO_CLERK12

Process Transactions | Reporis

Overview

l41¥]
Detailed Navigation
Cl LRP QA System
= VIM Integrated Invoice Cockpit
= VIM Workplace

Portal Favorites E| 0O

e Switch Work View | All Users View
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VIM Workplace Exception
Return to Vendor
VIM Workplace — Personal View
VIM Workplace — Personal View
"= Hide Selection Pane = |Show Detail Pane & Switch Work View 2 Configure Team ¥ Refresh
< Mylnbox | My Pending | My Completed
|. Apply | { Edit | [ Reset |
Ees Personal View i - {
paa Other User's View . o L
e Team View L |
][]
E Displays all DP Documents with issue/s

columns such as PO, Vendor, Invoice, Discount, etc.)
[ ]

Use bottom scroll bar to access the Exception Reason column (along with other

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

VIM Workplace Exception: Return to Vendor
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Accounts Payable Branch

Accounting and Disbursements Division

VIM Workplace Exception
Return to Vendor

Edit  Settings  System  Help
2 v« e e @ =
VIM Workplace — Personal View
" Hide Selection Pane [ Hide Detal Pane (i Switch Work View 2 Configure Team  43IRefresh
el vy pendng | My Completed
[ asly || Ede || Reset |
Company Code =) to = Document Date = Currancy
Wendor to = Incoming Date Gross invoice amount
Name to = Due Date Channel 1D
Reference to Document Id Document Status
<> «r

(=) [(2IFE) T [E )l -] [2)S2 ) k=] [show: 500 L] I[EX](EE

Chae Bulk Action =

(BT immgs [ Lne feerms | [ 20 Histon (5 Commans »

My Inbox (7 Hits) [EIEIE 5 EI=
Proc.Stat. Bulk Act. Dashboard Wk History bExecute UDocument id | Doc. Item Liscou . EXC. lype . Reason Keroute Kec  Current Kole Lurr.Agent  Ag I
[ ] S = > 2000000595 21 Missing GR(M&O) - PRINCIPAL CLERK MO CLERK12
Povave) O S > 2000000592 921 Missing GR(M&O) & PRINCIPAL CLERK MO _CLERK12
[oe) (=) P 5> 2000000591 @ ez1 Missing GR(M&O) & PRINCIPAL CLERK MO CLERKIZ
o) . el >3 2000000582 921 Missing GR(M&OY} c) PRINCIPAL CLERK MO CLERK12
Pavavay m Py > 2000000577 921 Missing GR(M&O) g PRINCIPAL CLERK MO CLERK12
oo i > ZuuuuuuSsZ w21 Missing GR(M&O) & PRINCIPAL CLEKK MU _CLERK1Z
[e'i"e) |- W >3 2000000512 221 Missing GR{M&O) oc) PRINCIPAL CILERK MO CLERK12
Lil,Col1-Lil, Co Ln1l-Ln1of1lines
EOE 5@ RE BE
—— | » <« |Gncot n1-Ln1of1ines
> QR2(1)910 ¥  saparx-2tl | INS =
Vendor to Incoming Date
Name to E’l Due Date
Reference to E’l Docurment Id
i
-ifIIE] (¥ 1. [Z . g I[Cf)_j JBE LR LI [show: 500 U]l [Chuose Bulk Action
All Inbox (212 Hits)
Proc.5  Bulk Action Das |\WF His_|Exe Document Id Doc. . Exception Reason Rero | Recall |Cur
e — [ [t 100000000028 Sucnactad Dunlicote (DOY o L0

Click “Execute” icon to access invoice

VIM Workplace Exception: Return to Vendor
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S Accounts Payable Branch
VIM Workplace Exception
Return to Vendor
@ EE R FL &L L) (& 5 JrEL) [how500 ]| (5L Choose Buk Acton__J]
All Inbox (210 Hits)

Proc.Stat. Bulk Action Dashboard WF History Execute
o =

Docurnent Id |Doc. . |Exception Reason

“Rero_. | Recall | Current Role Current Agent
= & 2000000750 Price Discrepancy Exist (PO} iC BUYER VBHEEMA
[oL'e) i B >3 2000000749 Price Discrepancy Exist (PO} i BUYER VBHEEMA

[ ]

A separate screen, displaying the invoice image, will appear

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

VIM Workplace Exception: Return to Vendor
Version 1.0, Date 04/30/2021
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VIM Workplace Exception
Return to Vendor

File Edit View Favorites Help

=

( od

| (OO

mn] %O ¢ ¢

= ./ g

TTANVCICE A

G & GTOPSHOP

N Free Estimates
WE SPECIALIZE IN CONVERTIELE TOPS © COMPLETE AUTO UPHOLSTERY
CUSTOM WMADE SEAT COVERS © TRUCK CUSHIONS, BOATS

[323)266-6568
1811 E. OLYMPIC LLVD. , LOS ANGELES, CA 90023-2197

e LS. ANGELES UMIPIED
ﬁmm Mgr'ﬂ-ma% DSTieT

TELEPHORNE: #

). 0, #=H500513/17

: IVPE OF VEHICLE Mﬁ?—jf_- ;?
GIANTITY DESCRIFTION unil price Amuin!
s . 1PholSTEAY

(A g,  sepa- Backs ot X0 i6d)

Mt T T 02
(p8p /2 | o0 0

. | 30
4
f b
aauaILEL /7 . — i :
e ! !
o 7 11/ 217 susiotaL | %) Dol
AL WORK DESCRIBLD ABDVI TO WY SATISFACTIGH. | GIVE PEFMIESON 10 :
& & G TOF SHOP TD CIPIRATE MY WIHICAE FOR T?IHB A.N'I:I ::}:III;; TAX
WOT BE HELD ASSPOSSI v
E'm“uiﬁ ::-Bu;il.a:?; ::;msmmvmcunmma IEE TOTAL g[.

“TMEMC ACCIDENT R AN OTHER CAUST BEYORD THIR CONTROL

1/6 U 19

Click “Yes” if Security Alert window appears

VIM Workplace Exception: Return to Vendor
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Securty Ale

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

Ay The security certificate was issued by a company you

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

of the page you are tnving to view.

The securty cerificate uses a strong signature.

e @ @

Do you want to proceed 7

| Yes || Mo || view Cericate

=~ not chosen to trust. View the certficate to detemmine whether

The secunty certificate has a valid name matching the name

n

have

Process Options and other DP Document fields are now accessible

Process PO Processing -

@ l«H eae ew
{7 Process PO Processing - [

"Hide Options  [2Hide Detai Pane  “¥Display / Change 2 Open Comments (B Submit [ Display Imag

Simulate Rules 107 Set to Obsolete  [[]Displsy Messages (1 1Heb

Process Options for:

Change Document Type
Aol Bushess Rukes
Retum to Vendor
Vendor Communication

~ Add Supporting Doc | Attach Supporting Documents

{Elirege | (5 Hscory [ Comments |

Fle Edt View Favorites Help
o oo =)
H = oo (= /

#
i -

HOEAm %9 ¢ o

[ Refar ______|Refer tn PO Tnvnice AP Processor AP PROCFSSOR
1 L
TANVGIC A
VIM Workplace Exception: Return to Vendor Page 6 of 11
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VIM Workplace Exception
Return to Vendor

Process PO Processing - Maintenance & Operations - 002000000714
@ "l«H eae e
Process PO Processing - Maintenance & Operations - 002000000714

5 Hide Options [ Hide Detail Pane 59D\5utayf Change Eﬁ Open Comments C‘.} submit [ Disphy Image Eswmutate Rules ﬁSet to Obsolete mDEplay Messages @He\p

Process Options for: AP Processor i Tmage i 5 History |[& comments |

Change Doc Type Change Document Type File Edit View Favorites Help

Apply Rules Apply Business Rules F—‘i P =0 = /

Return to Vendor Return to Vendor L alen =

M Vel o e | - | = o)
Vendor Communication | Vendor Communication R F_—-j 0\ 0% \ ‘3 c (¢ %
Add Supporting Doc Attach Supporting Documents o
[ Rafer | Rafar tn PO Invnire AP Procassor AP_PROCFSSOR K
LA 0
TNVCICE A
~/'BasicData ' Lineltems  Accounting  Tax | Process SINCE 1945

G & G TOP SHOP
& UPHOLSTERY 44

[i] Missing Mandatory Information (PO)

Free Estimates
Vendor Data WE SPECIALIZE N CONVERTIBLE TOPS - COMPLETE AUTO UPHOLSTERY
CUSTON MADE SEAT COVERS * TRUCK CUSHIONS, BOATS.
Vendor Number 1000006467 Display Vendor {323)266-6568
Vendor Name G & 6 TOP SHOP & UPHOLSTERY 3811 £ OLYMPIC ELVD. , LOS ANGELES, CA §0023-2197
Name 2 wawe LS _éﬂﬁ&&ﬂ&-ﬂ.ﬂiﬁﬁﬂ ——
. snmneee. ciaal DS CT
Street / House No 3811 E. OLYMPIC BLVD Country / Region 13 e Apprese.
Postl Code / City 90023 105 ANGELES PO Box Group

£t

[0 #=H00s13/1T

Recipient Data

Company Code 1000 ) —-]—mm! w‘q,_,/g ;Z!
Invoice Data Suswary prchrron Mips | e
Trans./event Invoice - 77 ef \JW!‘W K:IE‘%:AC o XQ”
Reference Number 2484 Docurnent Date &

Auto-Calculate Tax v 1
Gross Amount £0.00 TUSD CCE Balance 1.80 Mﬂi‘Pﬂi}I P i‘j
Total Tax Amount 0.00 [P 0 o
Vendor Charged Tax 0.00 30| :
Discount Amount |

Freight Amount

Requistioner THSMAX

PO Number 4500513119 PO List &

o i H 1
e /(217 - SUBTOTAL | ¥ ) ool
K DESCHBD ARGVLTD MY SATSIACTON | IVE RISSON =
::“nwg.mul SHOP 10 GPIRATE MY VIHICLE FOR TELING AND PARKING TAX X
FURPORES & G TOF SHOP WL NOT 56 HEAD SCSPONSIRL FOR LOSS _
i 10 VNCIE OF AYBCLSLIT WVBHCL MCASEOP I TOTAL
e ACCILEN Ok AN OWER CAISE IEYCHD IS COMEOL

Vv
< >
1/6 L | [
[ QR2(1)910 ¥ | sapgre-2tk | INS E|n
E Reject invoice to vendor
e Click “Return to Vendor”
VIM Workplace Exception: Return to Vendor Page 7 of 11
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Process PO Processing - 002000000650

Y Open Comments [ Display Image P22 Simulate Rules

ptions [ Hide Detail Pane

Change Docurnent Type
Apply Business Rules

]F\thh Supporting Documents

| Add Supporting Doc

{07 Set to Obsolete

[1]Display Mesg

FY

-

AP PROCFSSOR

[ Refar | Refar tn PO Tnvnice AP Processnr
) )

e “Confirm Action Selection” window will appear

o Click “Yes”
9 Execute option Return to Vendor?
[ Yes ][ Mo ][ 4 Cancel ]
e “Return to Vendor” screen will appear
Page 8 of 11
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Return to Vendor

b

Additional Documents
E-Mail Address: :bdavi m _ |File Type Arch. Doc. Type Arch.Date Arch. Time
[ ] :00:
CC Requester: \E\ EE:EE:EE
(€] 00:00:00
Subject: Unable to Pay — Resubmit Revised Invoice ‘Q‘ 00:00:00
A

¥ Attach Invoice Image (&)

Reason L: . EN|
Price issue JOPT/VIM_RTV_EXAMPLE
Quality issue
Quantity issue

Duplicate invoice a e
Recipient address incorrect

Missing or incorrect PO number

Facilities- After the Fact,Contract/ Task Order Expired -
Biling Period not within NTP/ Task Order/Work Authorization or Contract Period -
»

Comment for Vendor

DP Process Comments

b .

> | QR2 (1) 910 ~ | sapanc-2tk | INS

e Confirm vendor email address
o Ifincorrect, delete current information and enter correct vendor email
address
o Additional email address(es) can be added, if needed
e Subject field auto-populate with specific information
e “Attach Invoice Image” box is checked
e Check necessary box(es) in the “Reason” section pertaining to invoice
issue(s)
e Enter necessary comment(s) in “Comment to Vendor” and “DP Process
Comments” fields
o “Comment to Vendor” — this will appear on email communication to vendor
o “DP Process Comments” — this is an internal notation for VIM users
e Select Mail Template
e Click “Generate Preview” to view message in Preview section
o Includes selected “Reason” and written “Comment for Vendor”

VIM Workplace Exception: Return to Vendor Page 9 of 11
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VIM Workplace Exception

Return to Vendor

e Click “Send” icon

e “Return to Vendor” window will appear

o Click “Yes”

Return to Vendor

o c<H @ae® eom
Return to Vendor
Additional Documents
E-Mail Address: dan@mdfoods.com; [add email address] File Type Arch. Doc. Type Arch.Date Arch.Til
00:00:0
£} CCRequester: 00:00:0
00:00:0
Subject: Unable to Pay — Resubmit Revised Invoice 00:00:0
[¥] Attach Invoice Image
Reason Language: [en]
Mail Template
| /OPT/VIM_RTV_EXAMPLE
] Quantity issue
|| Duplicate invoice ]
[ Recipient address incorrect
[ Missing or incorrect PO number
[ Facilities- After the Fact,Contract/Task Order Expired =
["IBiling Period nat within NTP/Task Order/Work Authorizatid ontract Period Preview
“«
Dear Vendor,
Accounts Payable received the attached reference invoice and is
EonRs HivRN e returning your invoice. Accounts Payable is unable to process the
Unit Price Discrepancy for PO line 3 inveice due te the reason(s)listed below:
Invoice Details:
Invoice # : 123456TEST
Reasons:
Price issue
Please review any additiocnal comments and make the necessary changes.
Resubmit the revised/corrected invoice to invoices®lausd.net. The date
of the revised/corrected invoice should be the date it is resubmitted,
not the date of the original invoice.
DP Process Comments
=
Tnit Price Discrepancy for BC line 3 Unit Price Discrepancy for BO line 3
Thank you,
AP_PRCSRO3
Tel.:
Email:
< ‘o
b | QR2 (1) 910 ~ | sapgre-2tl | INS =3

_

s

Send Vendor Email and Obsolete DP Document ?

[ ves |

e Email notification will be sent to the vendor

VIM Workplace Exception: Return to Vendor
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Invoice will be obsoleted (deleted) from the workflow
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