Accounting and Disbursements Division
Accounts Payable Branch

VIM Integrated Invoice Cockpit
PO Exhausted (PO)

Overview

Invoice billing against a Purchase Order that has been exhausted (expended).

Exception Reason: PO Exhausted (PO)

Instructions

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

VIM Portal: VIM | Process Transactions | VIM Integrated Invoice Cockpit (I1C)

Recruiting | B

Process Transactions | Reporis

Detailed Navigation -

LRP QA System
i = VIM Integrated Invoice Cockpit I

Click » symbol next to the folder to expand
e Each invoice issue is categorized with a number count
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IIC Goto  Extras  Systerm  Help
& v | « Qe =
Integrated Invoice Cockpit ©@Open Text Corp.: VIM_SCREQ11
3 M Tree Off 2 4 Fiter Inactive
E® S[&)[FR) &P [&E sl [=)
* = Document Process (3) - -
« I Missing GR(PO) (1) (3)
» I Price Discrepancy Exist (PO) (1) B. Exec Img  Cmt Disp Rel Log.System
+ I PO Exhausted (PO) (1) & B B &4 QR1910
& B B &
& 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
FERREFL B ) @ J= J=4 ) (5] [€ Dashboard  Refer]
B. Exec Img Cmt | Disp Rel |Log.System = Doc.ID Doc.It  CoCd Doc. No. Year| Invitem Ac InvItem Text Reference
(,g—} = Eﬁ G QR1910 1000000160 1000 1650 -
T B B & 1000000211 1000 832986  ~
(,g—} = Eﬁ G 1000000239 1000 10387590
T B B s 1000000302 1000 690097
(,g—} = Eﬁ G 1000000304 1000 926
& B B & 1000000307 1000 48415
(,g—} = Eﬁ G 1000000310 1000 14722
® B B g 1000000321 1000 701DEA
(,g—} = Eﬁ G 1000000322 1000 157321
& B B e 1000000379 1000 2720
(,g—} = Eﬁ G 1000000386 1000 04480 =
> QR1(1)910 ¥  sapgr-2tp  INS =
For Exception Reason, PO Exhausted (PO), the invoice automatically workflows
to PO Requisitioner for further review and approval
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IC  Goto Extras  System  Hep
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Integrated Invoice Cockpit ©Open Text Corp.: VIM_SCREQ11 -t

43 [ Tree OFf 21 4 Fitter Inactive

T & boment pocess ) T3 - = cow =t G o e
~ [== Document Process
+ I Missing GR(PO) (1) PO Bxhausted (PO) (1)

« 0 price Discrepancy Exist (PO) (1) B| Exec  Img Cmt | Dsp | Rel Log.System *|7 Doc.ID|Doc.It.. CoCd Doc. No. Year| Invitem Ac, |Invitem Text Reference

Work Item 1I

- PO Exhausted (PO) (1) & B B & QR1910 1000000647 1000 K159110T301 1185748
C s . . .
Click “Execute” icon to access invoice for review
Execute
L
(5
IC Goto FExtras System  Help
o < E eae om
Integrated Invoice Cockpit ©Open Text Corp.: VIM_SCREQ11
43 [ Tree OFf 21 4 Fitter Inactive
L FEFAEFL EL L B 1= JEL & I[5)1 B Dasnbosrd] [Refer]
~ [ Document Process
+ D3 Missing GR(PO) (1) PO Exhausted (PO) (1)
« 0 price Discrepancy Exist (PO) (1) B| Exec  Img Cmt | Dsp | Rel Log.System *|7 Doc.ID |Doc.It,. CoCd |Doc. No. Year Invitem Ac,. |Invitem Text Reference Work Item Il
- PO Exhausted (PO) (1) & B B & QR1910 1000000647 1000 K159110T301 1185748

b S

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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File Edit View Favorites Help

—
FeaBEB a/ :
%S e o

& L3

TNYCICE

. 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 a Security Alert window appears
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61N 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
not chosen to trust. View the certfficate to detemine 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.

Iﬁl

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 - 001 47

Post Goods Receipt
Reverse Goods Recpt

Return to Vendor

Add Sunnartina Doc
«

[i] PO Exhausted (PO}
Vendor Data

Vendor Number
Vendor Name

Name 2

Street / House No
Postl Code / City

Recipient Data
Company Code

Invoice Data
Trans./event
Reference Mumber

Gross Amount

Total Tax Amount
Vendor Charged Tax
Discount Amount
Freight Amount

[
|__Reverse Goods Recpt_ |
[ Apply Rules

|

|

|

Vendor Communication

.~ Basic Data Line Items Accounting Tax

h=Hide Options  [Hide Detail Pane £ Open Comments [ Display Image

Process Options for: Requistioner

| Post Goods Receipt

|Reverse Goods Receipt

| Apply Business Rules

|Return to Vendor

| vendor Communication

| attach Sunnortina Dacuments

Process

E Simulate Rules

II‘Display Messages

1000004731
ZOMES, INC.

Display Vendor

1102 15th Street 5W, Suite 102
92001 Auburn

1000

Invoice v

K153110T301

vl

7,387.70 Ush
§40.95

£40.90

0.00

0.00

Country / Region

PO Box

Document Date

CCE Bakance

Requistioner

us WA
Group

07/27/2021

0.05

VIM SCREQLL

(B Trege |3 History | Comments |

E(2IF]) 1= G S
Process History
Comment Activity Status Process Type Document Status

Business Rules Check in BG & PO Exhausted (PO)
Apply Business Rules

Indexed
«  Vendor Mismatch (PO) Indexed

Workflow Start « Vendor Mismatch (PO) Indexed

Update status o Validation Complete

BC Inbound o Ready for Validation

Update status o Extraction Completed

Early Archiving v Processing Archiving
4 4

I[&=)E) (2le & =]
Approval History

Comment| Display item details Activity | Actual Agent  Timestamp|Doc. Log Date Time User

I QRL(1)910 ¥ sapgmc2te | INS

[}

Invoice is correct > Modify Purchase Order
PO Requisitioner

e Refer to SAP Purchase Order Job Aids for more information, if needed
(https://achieve.lausd.net/cms/lib/CA0100004 3/Centricity/Domain/141/job

Aids.html)

e After purchase order modification is complete, re-open DP Document (see
previous steps)
e Click “Simulate Rules” to run the Business Rules between the PO and invoice

o This will update the error message from Price Discrepancy Exist (PO) to
Missing GR (PO)

e Click “Post Goods Receipt”

e “Confirm Action Selection” window will appear
e Click “Yes”

VIM Integrated Invoice Cockpit: PO Exhausted (PO)
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M

9 Execute option Post Goods Receipt?

[ Yes ][ Mo ][ 2

Cancel ]

e SAP Post, Change or View Goods Receipt/Issue (MIGO) screen will appear

e Create Goods Receipt entry in SAP

o Refer to SAP Create Goods Receipt Job Aid, if needed
(https://achieve.lausd.net/cms/lib/CA0100004 3/Centricity/Domain/141/job

Aids.html)

Post, Change or View Goods Receipt/lssue
¥

Goods Receipt Purchase Order -

& [ [Indvidualsio  ~|

Line | Mat. Short Text OK |Qtyin UnE E... Vendor Vendor

4

:: [ Delete Contents : :
7/ Material k Quantity +~ Where

© -] « eae =R Dhan o
Show Overview D Hold Check Post i Help
Goods Receipt ~| |Purchase Order - @ (i GR goods receipt [101]]
7/ General | Vendor &
Document Date 09/10/2020 Delivery Mote
Posting Date 09/10/2020 Bill of Lading HeaderText

Purchase Order  Item Batch Valuztion ... |M...|D/Stock TyrT]

0

[> | PR1 (1) 910 *  sappri-2pkn | INS
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o Invoice will auto-post when there are no other invoice issue(s) and
matching GR is in place. (GR qty = IR qty)

E When PO Requisitioner requires Buyer assistance
e Click “Refer to PO Invoice Buyer”

| Process Options for: AP Processor
1 Change Doc Type |Change Document Type
I Apply Rules | Apply Business Rules
I Return to Vendor |Return to Vendor
I Vendor Communication |Vendor Communication
I Add Supporting Doc |Attach Supporting Documents l
{ Refer |Refer to PO Invoice AP Processor AP _PROCESS
| Refer | Refer to PO Invoice Buyer BUYER O-E—l

o “Edit Comments” window will appear
e Enter comment(s)
e Click “Save”

(& Edit Comments 001000000209 x

Current Comments

PO modification assistance needed|

[ Save ”X Dancel]
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¢ “Maintain Recipient List” window will appear

Click the gray box to select and highlight the Buyer to remove, if there are
multiple recipients listed

o Unselected Buyer is whom to send the document to
e Click “Users — Delete Rows”
e Click “Continue”

e Document will workflow to the Buyer

L]

Users

Recipient List
. User Mame
{  Vishwas Bheema

|E: User5| ||__¢';. User5|

[« continue || 3 cancel |

Invoice referenced incorrect Purchase Order - Refer to Accounts Payable
Click “Refer to PO Invoice AP Processor”

VIM Integrated Invoice Cockpit: PO Exhausted (PO) Page 9 of 16
Version 1.1, Date 07/23/2021



o ©
o5 o

S o
= o,

2,

5 !

o ‘ o

=) ~
o) &

() O@é
VTS AT THE

Accounting and Disbursements Division
Accounts Payable Branch

VIM Integrated Invoice Cockpit
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Document Edit GoTo Settings  OpenText

« eae

Process PO Processing - 002000000133

System  Help

em

%= Hide Options [ Hide Detai Pane Eﬁ Open Comments [ Display Image Simulate Rules

Process Options for: Requistioner
Add Supporting Doc Attach Supporting Documents

| Refer to PO Invoice AP Processor

TRETer T0PU TVOICE BUVET
Refer | Refer to Requisitioner
Refer for Info | Refer for Information

BT Display Log

AP_PROCESSOR

BUYER

REQUISITIONER
INFO PROVIDER

II|Disptay Messages

.

@He\p

[%] Image History H@aCDmmentﬂ
File Edit View Favorites Help

~
.~ Basic Data k Line Items - Accounting - Tax - Process
THE CENTER FOR
[i] Missing GR(PO) CULTURALLY RESPONSIVE
Vendor Data TEACHING AND LEARNING
4712 Admicaly Way # 1141 Marina Dal Ray, CASQ292
wendor Nurmber 1000003152 Display vendor ‘ ﬁfﬁiﬁﬂﬁﬁlﬁm
Vendor Name CENTER FOR CULTURALLY
Name 2 Bi
Street / House No 4712 ADMIRALTY WAY, #1141 Country / Region Us |ca
Postl Code / City 90202 MARTNA DEL REY PO Box Group
Recipient Data Terms | Due Date
Company Code 1000 Mot 30 02282020
Invoice Data Quantity Description
1| Foundation Day One: Changing Mindsats- Full Day-
Trans./event Invoice - 0921/2018
Out-of-state sale, exempt from sales tax
Reference Number TEST46 Document Date 01/24/2020
Auto-Calculate Ta v
Gross Amount 4,000.00 UsD CCE 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 &
Inform. Influence. Inspire. T
Questions about this invoice? Email us. .
Aertl lamamail sam
< >
1/1
| QR2 (1) 910 ™ | saparx-2tk | INS E‘I‘
“ H ” H H
Edit Comments” window will appear
E Enter comments
H “ ”
Click “Save
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| Current Comments |

Invoice referenced incorrect PO 4500457683
Correct Purchase Order PO 4500569246

|E save || ¥ cancel

“‘Maintain Recipient List” window will appear

Click the gray box to select and highlight the AP Processor to remove, if there
are multiple recipients listed

e Unselected AP Processor is whom to send the document to

Click “Users — Delete Rows”

Click “Continue”

o m

o [
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[E Maintain Recipient List x
Users
Recipient List
& | User Name
|| AP_PRCSRO1 -
AP_PRCSR02 -
| AP_PRCSR03
| AP_PRCSRO4
AP_PRCSROS
| AP_PRCSRO6
| AP_PRCSRO7
| AP_PRCSR08
| AP_PRCSROS
| AP_PRCSR1D -
AP_PRCSR11 -
IE: Users* IE-,'} Users I
Delete Row
|+ continue || % Ccancel |
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[T Maintain Recipient List x

lIsers

Recipient List

B. User Name
AP_PRCSR02

IE: Users] IE-,'} Users]

|+ continue || % Cancel |

Document will workflow to the AP Processor

Invoice is incorrect > Reject invoice to vendor
E Click “Return to Vendor”
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Process PO Processing - 002000000130

(] ~] « eae @@=
Process PO ing - OO. 320

%SHide Options [ Hide Detail Pane [ Open Comments [l Display Image  F#fSmulate Rules  [L]Display Messages  r{1Help

Process Options for: Buyer

—- Y V1T —
[ Return to Vendor Return to Vendor
[_vengor Communication |
Add Supporting Doc Attach Supporting Documents
Refer Refer to PO Invoice AP Processor AP PROCESSOR =
Rafer Rafar to PO Tnvaice Ruver RUYFR =

Basic Data - Line Items | Accounting | Tax | Process

< PO Reference | G/L Account ‘T
©C@ Balance 0.00
Doc... |M... Purchasing Doc. Item |Description Debit/... Amount Quantity
5555555555 486 "RIIFFAI 0" CHICKEN Debit v 1 -
< »
& [0 E—r
~
< >
| v —
> | Qr2 (1) 010 ¥ 2t | I =

EH “Confirm Action Selection” window will appear
Click “Yes”

9 Execute option Return to Vendor?

[ fes H Mo ][x Cancel ]

EH “Return to Vendor” screen will appear
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<

Return to Vendor

b

E-Mail Address: :bdavidson@vistapaint.corm| File Type Arch. Doc. Type Arch.Date Arch. Time

CC Requester:

Subject:

V| Atta

Comment for Vendor

ch Invoice Image [&r]

Additional Documents

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

“Elefze]

Unable to Pay — Resubmit Revised Invoice

rocess Comments

N

[ | QR2 (1) 910 ¥ | sapgme-2tk | INS

[n]

00 oo

o m

0 oo

Confirm vendor email address

e If incorrect, delete current information and enter correct vendor email address
e Additional email address(es) can be added, 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 the 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
o F<H eaae® o=
Return to Vendor
hrig
Additional Documents
E-Mail Address: dan@mcifoods.com; [add email address] File Type Arch. Doc. Type Arch.Date  Arch.Ti
00:00:0
{"t CCRequester: 3
Subject: Unable to Pay — Resubmit Revised Invoice 00:00:0
[¥) Attach Invoice Image
Reason Language: [x]
1Goods not rece Mail Template
| oo e
Quality issue
[_] Quantity issue
| Duplicate invoica “r
[T Recipient address incorrect
[ Missing or incorrect PO number
["] Faciltties- After the Fact,Contract/Task Order Expired -
[T1Biling Period not within NTP/Task Order/Work Authorizatio ontract Period T
4
Dear Vendor,
Accounts Payable received the attached reference invoice and is
Cormment for Vendor returning your invoice. Accounta Payable is unable To process the
Unic Price Discrepancy for PO lime 3 invoice due to the reason(s)listed below:
Invoice Details:
Invoice 4 : 123456TEST
Reasons:
Price issue
Please review any addivional 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
— Comments:
Unit Price Discrepancy for PO line 3 Unit Price Discrepancy for PO lime 3
Thank you,
AP_PRCSRO3
Tel.:
Email:
“«r L
[ QR2(1)910 ¥  saparx2t | INS =3

_

9 Send Vendor Email and Obsolete DP Document ?

[ ‘fes ][ MNo l

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