: 9 ) Accounting and Disbursements Division
el Accounts Payable Branch
VIM Integrated Invoice Cockpit
Missing Goods Receipt (M&O)
Overview

Invoice is missing Goods Receipt and will not post to reference Purchase Order until
there is matching Goods Receipt quantity.

Exception Reason: Missing GR(M&O)

Instructions

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

E VIM Portal: VIM | Process Transactions | VIM Integrated Invoice Cockpit (IIC)

Home | Systems | Access Request Recruiting VIM

Process Transactions | Reporis

Overview
elr] |
Detailed Navigation -

LRP QA System
i = VIM Integrated Invoice Cockpit |

2 Click » symbol next to the folder to expand
e Each invoice issue is categorized with a number count

VIM Integrated Invoice Cockpit: Missing Goods Receipt (PO) Page 1 of 10
Version 1.1, Date 07/23/2021



@/«}5 Oo(o
q KB Accounting and Disbursements Division
P\ ¢
% & Accounts Payable Branch
Vrs at Tee©
VIM Integrated Invoice Cockpit
Missing Goods Receipt (M&O)
IIC Goto Extras System  Help
V] v | « Qe @ =
Integrated Invoice Cockpit ©@Open Text Corp.: MO_CLERKO4
£ [ Tree Off &2 4 Fiter Inactive
=) & (&S FER)E[FL] [ L] ] [=)
* = Document Process (9) - _
* 1A Price Discrepancy Exist (PO) (1) (9) "
- I3 PO Exhausted (PO) (1) BE. Exec Img Cmt Disp | Rel |Log.System
» I Missing GR(M&D) (7) H B B & QR1910
& B B &
& B B &
& B B &
& B B &
& B B &
& B B &
& B B e
& B B &
E Click on each invoice category to see the list of invoice/s
e Use bottom scroll bar to access more columns such as Purchase Order, Vendor
Name, Invoice, Exception Text, Discount, etc
e Any column can be sorted or filtered by using the various function icons
@7 : - M 7@"@@ em
Integrated Invoice Cockpit ©Open Text Corp.: MO_CLERKO4
43) [ Tree Off &1 4 Fitter Inactive
ek I— (0 () 5 P ) (B ) (I8 JFE L (0] )1 51 prve et o]
e Pt G e == Doc.ID Doc.lt. CoCd Doc. No. Year| Invitem Ac. Invitem Text Reference Work Item ID W
L R o ——
(‘3 = Eﬁ & 1000000178 1000 2434 11846338 A1
Q} = Eﬁ Gy 1000000218 1000 011837 11846334
@ [} Eﬁ Gy 1000000219 1000 611809 11846327 M
@ [ Eﬂ < 1000000220 1000 611838 11846377 M1
Q} [ Eﬂ G 1000000226 1000 4327168 11846325 M1
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For Exception Reason, Missing GR (M&O), the invoice will automatically route
to the M&O Clerk for further review and approval

IC  Goto Extras  System  Help
9 fl«H e@e -1 ]
Integrated Invoice Cockpit @Open Text Corp.: MO_CLERKO4 -

3 MTree off T 4 Fiter Inactive

., FEFREEL ELEL BE & JE ) 1[5 [27 Approve] [ Refect [ Dashioara] efer
- [ Price Discrepancy Exist (PO) (1) Missing GR(M&O) (7)

+ O PO Exhausted (PO) (1) B| Exec| Img  cmt | Disp | Rel |Log.System *7 Doc.ID|Doc.t,. | CoCd  Doc. Ho. Year| Invltem|Ac,, |Invitem Text Reference Work Item ID W
- [N ¥issing GROMRO) (7)) & B B & QR1910 1000000171 1000 0001528-111 11846346 PI
& B B s 1000000172 1000 39216 11846345 Pi
& B B & 1000000178 1000 2434 11846338 Pi
T B B & 1000000218 1000 611837 11846334 Py
& B B & 1000000219 1000 611809 11846327 P1
T B B & 1000000220 1000 611838 11846377 Pt
& B B & 1000000226 1000 4327168 11846325 PI

Click “Execute” icon to access invoice for review

Execute
(&

IC Gote Bxras System Help
(] v « eqe (2L
Integrated Invoice Cockpit @Open Text Corp.: MO_CLERKO4

43) [ Tree OFf & 4 Fiter Inactive

R B AR E D e e () 5 ) @ S frmmbaee]
+ A price Discrepancy Exist (PO) (1) Missing GR(M&O) (7)

- @ PO Exhausted (PO) (1) E| Exec | Img Cmt | Dip | Rel |Log.System * 7 Doc.ID Doc.lt | CoCd  Doc. Ho. Year| Invitem Ac_ |Invitem Text Reference Work Item D Vi
-1 Wissing GROMED) (7)) & B B & QR1910 1000000171 1000 0001522111 11846346 Pi
T B B & 1000000172 1000 39216 11846345 Pi
T B B & 1000000178 1000 2434 11846338 PI
T B B & 1000000218 1000 611837 11846334 PI
& B B & 1000000219 1000 611809 11846327 PI
T B B s 1000000220 1000 611838 11846377 PI
T B B s 1000000226 1000 4327168 11846325 Pi

e 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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o 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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Document  Edit

@

GoTo  Settings OpenText  System

l«Heae
PO —

Help

Apply Rules

Refer

Rafar
‘“r

[i] Missing GR(M&D)
Vendor Data

Vendor Number

B Hide Options [ Hide Detail Pane

Process Options for: PRINCIPAL_CLERK - M&O Invoice Processor

| Apply Business Rules

|
| Return to Vendor | Return to Vendor

| Vendor Communication | Vendar Communication

| Add Supporting Doc | Attach Supporting Documents
[

I

| Refer to PO Invoice AP Processor
| Refer tn Reauitioner

' BasicData | Line Items - Accounting Tax | Process

& O, i - 001000000226

) Open Comments 2] Display Image

om

[#3 simulate Rules {0 Set to Obsolete

AP_PROCESSOR

REOUISTTIONFR ™

‘r

1000000062 | Display vendor |

[Display Messages  (1Help

{B1mage | Hstory |55 Comments |

B Ee & J=l

Process History

Comment] Activity Status Process Type Document Status  |ActL
Business Rules Check in BG &  Missing GR(M&O) Indexed PRIN
Apply Business Rules « Permitted Payee Not Identified(PO) Indexed AP_

Workflow Start
Update status
BC Inbound
Update status
Early Archiving

« Permitted Payee Not Identified(PO) Indexed

Validation Complete
Ready for Validation
Extraction Completed
Processing Archiving

AN %S

Payes 2000000314
Vendor Name US AIR CONDITIONING DIST
Name 2 ASSIGNEE OF URBAN DEV & INFRA
Street / House No 16900 E CHESTNUT ST Country / Region us |ca
postl Code / City 91748-1012)[CITY OF INDUSTRY PO Box Group Sl b
@ AL S Jm JE)
Recipient Data Appl’OVa| Hl-story
e jcot £ iComment| Display ftem details| Activity Actual Agent| Timestamp Doc. Log Date Time User Name
Invoice Data
Trans./event Invoice -
Reference Number 4327168 Document Date 06/29/2020
Auto-Calculate Tax vl
Gross Amount 2,948.30 usD CCH Babnce 0.00
Total Tax Amount 234.10
Vendor Charged Tax 234.10
Discount Amount:
Freight Amount
Requistioner THSMAK
[> | QR1 (1) 910 ¥  sapgx-2to NS =
< >

Invoice is correct > Enter Goods Receipt in Maximo
Maximo Goods Receipt entry will interface to SAP

Refer to Maximo Job Aids for Goods Receipt entry, if needed

Invoice will auto-post when there are no other invoice issue(s) and matching
Goods Receipt is in place. (GR qty = IR qty)

Invoice is incorrect = Reject invoice to Vendor

Click “Return to Vendor”

VIM Integrated Invoice Cockpit: Missing Goods Receipt (PO)
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Process PO Processing - Maintenance & Operations - 001000000226
o v « eqce @@=

Process PO Processing - Maintenance & Operations - 001000000226
%5 Hide Options

[ Hide Detail Pane  BY Open Comments [ Display Image  [%2 Simulate Rules

ocess Options for: PRINCIPAL_CLERK - M&O Invoice Processor

[ Add Supporting Dac

| Attach Supporting Documents

{0 Set to Obsolete

["Ipisplay Mess

[ Refer

]Refer to PO Invoice AP Processor

| Refar

| Refer tn Reauisitinnear

AP PROCESSOR
REQUITSTTIONFR

-

-

~ Basic Data |- -Line Items 1 -Accounting 1 -Tax ¥ -Process

LI

[i] Missing GR{M&D)
Vendor Data

0
=

“Confirm Action Selection” window will appear
J

Click “Yes”

M

e Execute option Return to Vendor?

[ Yfas ][ Nao ][ ¥ Cancel I

EH “Return to Vendor” screen will appear

VIM Integrated Invoice Cockpit: Missing Goods Receipt (PO)
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@

b

CC R

Subject:

Reason
Good:

Biling
>

Return to Vendor

E-Mail Address: bdavid: m File Type Arch. Doc. Type Arch.Date Arch.Time

equester:

¥ Attach Invoice Image [&e]

s not received Mail Template L

Comment for Vendor

l«d eae @%

Additional Documents

00:00:00
00:00:00
00:00:00
00:00:00

Unable to Pay — Resubmit Revised Invoice

~ [z

Language: i

/OPT/WIM_RTV_EXAMPLE

« >

Generate Preview

er
Period not within NTP/ Task Order/Work Authorization or Contract Period = Preview

rocess Comments

(N

> | QR2 (1) 910 ¥ | saparx-2tk | INS

[n]

00 oo

o [

0o o

Confirm vendor email address

e If incorrect, delete current information and enter correct vendor email address
e Additional email address(es) can be added in Email Address field, if needed
Subject field auto-populate with specific information

“Attach Invoice Image” box is checked

Check necessary box(es) in the “Reason” section pertaining to invoice issue(s)
Enter necessary comment(s) in “Comment to Vendor” and “DP Process
Comments” fields

e “Comment to Vendor” — this will appear on email communication to vendor
e “DP Process Comments” — this is an internal notation for VIM users

Select Mail Template

Click “Generate Preview” to view message in Preview section

e Displays selected "Reason” and written “Comment for Vendor”

Click “Send” icon

“‘Return to Vendor” window will appear

Click “Yes”
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Return to Vendor
Additional Documents
E-Mail Address: bdavidson@vistapaint.com File Type Arch. Doc. Type Arch.Date Arch. Time
00:00:00
[7] CCRequester: 00:00:00
00:00:00
Subject: Unable to Pay — Resubmit Revised Invoice 00:00:00
[v] Attach Invoice Image
Reason Language: B
("] Goods not received Mail Template
[ price ssue | [OPT/VIN_RTV_ EXAMPLE
[ Quality issue
[~ Quantity issue
["] Duplicate invoice <lr
|| Recipient address incorrect
| [v] Missing or incorrect PO number |
|| Facilties- After the Fact,Contract/ Task ired -
[_1Biling Period not within NTP/Task Order/Work ition or Contract Period - EEnE
b i
Dear Vendor,
Accounts Payable received the attached reference invoice and is
Comment for Vendor returning your invoice. Accounts Payable is unable to process the
Vendor Information between invoice and PO does not match R G 2 B Senmm() LnE] B
Invoice Details:
* Invoice # : 2019-063827-00
Reasons:
Missing or incorrect PO number
Please review any additional 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
= = Corments:
Vendor Information between invoice and PO does not match T p—
Thank you,
RP PRCSRO3
Tel.:
Email:
0 )
[ | QrR2 (1) 910 ~ | sapgmx-2tk | INS =

Send Vendor Email and Obsolete DP Document ?

w

Email notification will be sent to the vendor
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= Invoice will be obsoleted (deleted) from the workflow

=
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