2 T ) Accounting and Disbursements Division
%o%sweo«of Accounts Payable Branch
VIM Workplace Exception
Vendor Communication
Overview

How to send VIM email to vendor requesting for more information.

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
(BN |
Detailed Navigation =]

LRP QA System

= VIM Integrated Invoice Cockpit
= VIM Workplace

Portal Favorites E| 0O

e Switch Work View | All Users View
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%= Hide Selection Pane = |Show Detail Pane

VIM Workplace — Personal View

-

VIM Workplace — Personal View

(&h Switch Work View

__ Mylnbox | MyPending - My Completed

| Apply | l Edit | l Reset |
Company Code [= switch Work View 4
Vendor Parsonal View |
M
— Other User's View

Reference : i
Team View

e

‘Users View |

15|

25 Configure Team

to
to
to

to

£7|Refresh

I ——y—

D

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
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Edit  Settings  System  Help
@ ~ ] « 2B e @ =
VIM Workplace — Personal View

" Hide Selection Pane  [®Hide Detal Pane @& Switch Work View & Configure Team  £FRefresh

< MyiInbox | My Pending | My Completed

(Y | Fdi ][ Reser |
Company Code H to = Document Date = Currency
vendor N = | comin g Data Gross invoica amount
Name o =] DuebDate Channel I
Reference o (%] Documentid Document Status
> <>
" (2R FL = - I [=]& B =) [show: 500 ]| [EL)[CEI[cholle Buk Action . [ irage i[5 Line Items [ History |[585 Comment »
e [159] =
My Inbox (7 Hits) 3]
Proc.Stat.  Bulk Act. Dashboard WF History Execute Document Id  Doc. Item Discou. . Exc.Type . Reason Reroute Rec_ Current Role Curr.Agent | Ag 1
[ore) (] @ = > 2000000595 21 Missing GR(M&O) BRINCIPAL CLERK MO CLERKIZ
[eu's] - S 5 > 2000000592 921 Missing GR(M&0) —& PRINCIPAL CLERK MO CLERK12
[eu's] - £ (Z» 2000000591 @ sz21 Missing GR(M&O)  —& PRINCIPAL CLERK MO CLERKLZ
(o] ] S (Z» 2000000582 o021 Missing GR(M&O) & PRINCIPAL CLERK MO CLERK1Z
o ] = (Z» 2000000577 o21 Missing GR(M&O) & PRINCIPAL CLERK MO CLERK12
(oY) - < (=3 2000000572 a1 Missing GRIM&O) & PRINCIPAI ClEFRK MO Cl FRK12
(o] ] = (Z» 2000000512 o021 Missing GR(M&O) & PRINCIPAL CLERK MO CLERK1Z

Lil,Co1l-Li1,Co Ln1-Ln1of1lines

[EIDE B= i B
——— < ||oneox Tni-Lndofiimes
B QR2 (1) 910 ~ | sapam-2tl | INS Sy

Vendor to
Marme to

Incoming Date
Due Date

Document Id

Referance to

®[%[3)

@ EER L EL L) [S@ B JEL) showsw__J (&)
All Inbox (212 Hits)

IChot}se Bulk Action 4

Proc.S . Bulk Action Das | WF His_ Exe Document Id Doc. | Exception Reason Rero | Recall Cur

vy — [iid [t 100000000028 Sucnartad Dnlicgts DY e

Click “Execute” icon to access invoice for review
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A E R L B e e 5 ] oo 500 ) B croms buk Acton

All Tnbox (210 Hits)

Proc.Stat. Bulk Action Dashboard| WF History Execute Document Id | Doc. |Exception Reason & Rero | Recall Current Role Current Agent
(0i'e] ] S = @ 2000000750 Price Discrepancy Exist (PO) 3 BUYER VBHEEMA
(04’0 ] G = @ 2000000749 Price Discrepancy Exist (PO) :E,‘J BUYER VBHEEMA

[ J

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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La ool |1
F’-‘I : A | 100 =

File Edit View Favorites Help

EEN N ARS

| 1 | =
"1.1-J i-: : q

TNYCICE A

. G&GTOPSHOP
pesg=m & UPHOLSTERY 54

- Free Estimates
\WE SPECIALIZE IN CONVERTIBLE TOPS * COMPLETE AUTO UPHOLSTERY
CUSTOM WMADE SEAT COVERS ™ TRUCK CUSHIONS, BOATS

[323)266-6568
3811 £ OLYMPIC ZLVD. , LOS ANGELES, CA 90023-2197

e S ANGELES UMIPIED
r-mw Mgr H-me.-% DiSTydicT

TELEPHONE: #

7. 0, #=H500513/17

r IYPE OF VEHICLE M'Eq._,/_-)?
GUANTTY DESCRIFTION Unll price Amﬂ:ll
e . 1PholSTEARY |

(A ad.  SesT-sacke Yot X0 i

mnTedidd 26 02

LgBos | o0 oo
[ X | 10
[}
. - " 1
SRIATLEL /? = — i i
FEastREAD: 700 22l SUBTOTAL %B 23]
AL WERK BESCRIBED ABCIVILTE) hiY BATSFACTION. | GIVE PERMESON 10
& & G TOP SHOP TO OPIRATE MY VIHICUE FOR TE:!IME A.I':I:I;:[II;; TAX
WOl BE HEUDR RESROMS ¥
:.:]n“;iuiag :cﬁa‘i‘ﬂf::: ::‘:ﬂ.!smmh‘mcunmaod ik TOTAL g[.

CHMERTY ACCIDENT CR AN OTHER CAUSE REYORD THIE CONTROL

1/6 B B 73

Click “Yes” if Security Alert window appears
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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
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Process PO Processing - Maintenance & Operations - 002000000714
(V] v« ece (o]

Process PO Processing - Maintenance & Operations - 002000000714

S Hide Options [ Hide Detail Pane E'?Du;play/ Change Eﬁ Open Comments @Suhmrt [ Display Tmage Esimuhte Rules

Process Options for: AP Procassor

Change Doc Type Change Document Type
Apply Rules Apply Business Rules
Return to Vendor Return to Vendor

Vendor Communication | Vendor Communication

| Add Supporting Doc | Attach Supporting Documents E

[ Refer  |Refertn PD Tnvoice AP Pracessor

AP PROCFSSOR
1 L3 4

. Basic Data |‘ Line Items |” Accounting |~ Tax / Procass

ﬁSet to Obsolete E‘ Display Messages @He\p
{;’H»story |5 comments |
File FEdit View Favorites Help
og (=
H oo = /

o
RIS ems &Y ¢ ¢

TNVEICE

[i] Missing Mandatory Information (PO)
Vendor Data

Vendor Number 1000006467

Display Vendor

Vendor Name G & G TOP SHOP & UPHOLSTERY

Name 2
Street / House No 3811 E. OLYMPIC BLVD Country / Region US |CA
Postl Code / City 80023 T0S ANGELES PO Box Group
Recipient Data
Company Code 1000
Invoice Data
Trans./event Invoice -
Reference Number 2434 Document Date (&
Auto-Calculate Tax vl
Grass Amaunt £0.00 usD CCE Balance 1.80
Total Tax Amount 0.00
Vendor Charged Tax 0.00
Discount Amount
Freight Amount
Requistioner TWSMAK
PO Number 4500513119 PO List @ |

G &G TOP SHOP SINCE 1945

5sp & UPHOLSTERY 4y

WE SPECIALIZE IN ccwv[mw lo " OMPLETE AUTO UPHOLSTERY
CUSTOM WADE SEAT COVERS * TRUCK CUSHIONS, BOATS

1323)266-6568
E. OLYMPIC BLVD. , LOS ANGELES, CA 90023-2197
Al L/QS ,&M LS YMIELED
. éf.rl-n/% STl

ppnmee.

]m:uvmm

" O A=Yse0s13/1T

mti—.'/~ lZl
P wupholSTEARY

i, SenT- Kcks de

QUANTIFY

sosanst

‘PIEASE READ: ?/H;’iql‘;’
AL WORK DESCRIND ABCNETE MY SATIFACTON. | GIVE LM
5 8 © 107 SHOR 10 OMEATEMY VIHCL KGR TEHING AHD s
PGS © 4 § TO7 SHOP WL NOT 85 HELD EESPONSINL FOR LOSS
R CAWAG 10 VIHCLE L4 VEHICLE 4 CASE OF TEE
R ACCIDENT OF A OWER CAISE BEYORD THER CONTROL

1/6 L | 4

> QR2 (1) 910 | sapgm-2tk | INS

1)

Click “Vendor Communication”
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Process PO Processing -

o «H eae em

¥ Hide Options [ Hide Detai Pane % Display / Change

Process Options for: ] 5 Hestory | (@5 Comments |

Y open comments  (Srsubmit B Display Image %2 Simulste Rules  {lfSetto Obsokete  [[]Dispby Messages  (HJHelp

Change Doc Type Change Document Type File Ed® View Favorites Help
Apply Rules Apply Business Rules H 4 ) on =
= L |
Return to Vendor | Retum £o Vendor 1 ABE B
Vendor Communication | Vendor Communication y" '(_:; T E ‘q\ T

Add Supporting Dac Attach Supporting Documents
Rafar Refer tn PO Tnunice AP Processar AP PROCFSSOR s
LA

/

\[D ¢ O|E

ik

CAYCICIT

o “Confirm Action Selection” window will appear
o Click “Yes” to execute option vendor communication

9 Execute option Vendor Communication?

’ Yes ][ Mo ][X Cancel ]

e “Vendor Communication” screen will appear
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=

Additional Documents
E-Mail Address: DEBBIE@RISKSOL.COM File Type Arch. Doc. Type Arch.Date  |A

88

CC Requester:

1£]%]
222=

Subject: Inv #19-1342 $6,900.78 Info Required
| Attach Invoice Image |§‘

Reason Language: EN.
Goods not received Mail Template
Price issue ZAPTX_VEN_COMM_TEMPLATE
Quality issue
Quantity issue
Duplicate invoice ) F
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 -
' 0

Generate Preview
Preview

Comment for Vendor

DP Process Comments

4 4

> QR2 (1) 910 ¥ | sapanc-2tk | INS =

e Confirm vendor email address

o Ifiincorrect, 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

¢ “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

VIM Workplace Exception: Vendor Communication Page 9 of 11
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o Displays selected "Reason” and written “Comment for Vendor”
e Click “Send” icon
e “Return to Vendor” window will appear
e Click “Yes”

Vendor Communication
[ A eae ow
Vendor Communication
=
Additional Documents :
E-Mail Address: VENDOR@ABCD.COM File Type Arch. Doc. Type Arch.Date A
O ot
[T} €C Requester: O ot
O oo
Subject: Inv #19-1342 $6,900.78 Info Required 0 jot
aG
[¥] Attach Invoice Image
Reason Language: [Ex]
["] Quantity issue Mail Termplate
[ Dupiicate invoice | ZAPTX_VEN_COMM_TEMPLATE
incorrect PO
[~ Facilties- After the Fact,Contract/ er Expired ur
[Biling Period not within NTP/Task Order; uthorization or Contract Period
[ Biling period covers two fiscal years
[ Work is not within scope of services in the contract -
"] Approval Signature Missing/Approval Signature not in Authol prover List - T
4k
Dear Vendor,
Accounts Payable received the attached reference invoice and is unable
Comment for Vendor to process the invoice. To continue the reviewing and approval process,
Remitiance lnformacion please see "Reasons” and provide additional information requested under
“Comments”.
Invoice Details
Invoice # : 19-1342
Reasons:
Recipient address incorrect
Comments:
Remittance Information
DP Process Comments Accounts Payable will review the additional information and will contact
= you if more information and/or corrective action is needed.
| Remittance Information -
Thank vou, -
i L
[> | QR2 (1) 910 ~ | sapgre-2tk | INS =
9 Send the Vendor Communication Email
[ ves | No

VIM Workplace Exception: Vendor Communication Page 10 of 11
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e Email notification will be sent to the vendor
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