2 9 ) Accounting and Disbursements Division
el Accounts Payable Branch

Non-PO Payment Request (Approver)
Overview

Non-PO Payment Request replaces Miscellaneous Bill Payment Request.

Submission of Invoice Payment Request by Requestor will trigger approval workflow
Approver will receive email notification of pending document/s for review.

Instructions

jum]

E Loginto VIM

¢ VIM will be another accessible main tab in SAP

VIM Portal: VIM | Process Transactions | VIM Integrated Invoice Cockpit (1IC)

Home | Systems | Access Request Recruiting

VIM
Process Transactions

| Reports

Overview
] 4
Detailed Navigation -
LRP QA System
i = VIM Integrated Invoice Cockpit |

Invoice Payment Request

jm|

=

On VIM Integrated Invoice Cockpit (1IC) screen, click triangle to left of folder icon to
expand and view list of documents for approval
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Non-PO Payment Request (Approver)

Integrated Invoice Cockpit ©Open Text Corp.: VIM_APPRO1
@ v« eqe @
Integrated Invoice Cockpit ©@Open Text Corp.: VIM_APPRO1
& [ Tree Off ©2 4 Fiter Inactive

v [0

.......... ?lﬁ]:mlml—ah

‘B Exec Img Cmt Disp = Rel Log.System

Integrated Invoice Cockpit ©@Open Text Corp.: VIM_APPRO1
& v | « Qe @

Integrated Invoice Cockpit ©Open Text Corp.: VIM_APPRO1

& [ Tree Off &2 4 Fiter Inactive

s IR S EN Y R AR R
¥ [= Docurnent Process (1) A

*“Awa'rting Approvals (NPO) (1) 5 Exec | Img @ Cmt | Disp = Rel Log.System

E Highlight the document (row) and click on “Doc ID” to preview document
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Non-PO Payment Request (Approver)

Integrated Invoice Cockpit ©Open Text Corp.: VIM_APPROI1
/] v« eqe ew
Integrated Invoice Cockpit @Open Text Corp.: VIM_APPRO1

) M Tree Off ©2 4 Fiter Inactive

M=R%) | |E||E”E| | I: | |§|I EH IEH [ approve || £ Reject (6 Dashboard | Refer |

~ = Document Process (1)

. u Awaiting Approvals (NPO) (1) Awaiting Approvals (NPO) (1) .
B Exec Img Cmt | Disp Rel Log.System Doc.ID |Doc.It, CoCd Doc. No. Year| Invitem Ac_ |InvItem Text
@ ] G QR2910 2000000069 1000

Click “Execute” icon to display Invoice Payment Request screen for review

Integrated Invoice Cockpit ©Open Text Corp.: VIM_APPRO1
(-] M eqe em
Integrated Invoice Cockpit ©Open Text Corp.: VIM_APPRO1

4| M Tree Off &2 4 Filter Inactiv

'EL(HD tp 1) l |E”E”E| -? |« ‘-E | E'|§|-@ 4 _:“Eﬂ 4 -@l | E“ |@|\ | &7 approve || £7 Reject || Dashboard || Refer |
¥ == Documen rocess
-0 Awiting Approvals (NPO) (1) Awatting Approvals (NPO) (1)
xec | Img | cmt | Disp | Rel |Log.System “|7 Doc.ID|Doc.It  CoCd |Doc. No. Year| Invitem Ac_ |Invitern Text
T Sy QR2910 2000000069 1000

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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Non-PO Payment Request (Approver)

Accounting and Disbursements Division
Accounts Payable Branch

File Edit View Favorites Help
) ' oo £l
H ~ A 0O = /

o ] &9 ¢ G| 5 A

1]

td

=l

1/1

D REMIT TO: SOURCE GRAPHICS
1530 N. HARMONY CIRCLE
ANAHEIM, CA 92807 <<< INVOICE >>>
S G Daie Invalce @
QPNICS
oUrce r p D /262019 9851 TTEST
B To Ship Te
LA UNIFIED SCHOOL DIST LA UINIFIED SCHOOL DIST
ATTN: ACCOUNTS PAYABLE ATTN: BRUCE DIRKSEN
FUP BMOR 54300 13 5 BEAUDRY AVE
LOS ANGELES, CA. 80054 Z15T FLOOR - PROGRAM SUPP CENTRAL SVCS
accounts. payahleiausd.net LOS ANGELES, CA DO0NT
.0 o Terms | DusDate | Hiy # | Packing Saip #
4500 [T, | (]
Account B Rip Ship Via Ship Tio - [ -muall
LALMOT T2 5G TRUCK
L Description gt | ryper | et | Uit Price Amount.
\AOEE002 # ENGINEERING BOND 38XA00 2ICTH (4300 4 @0 5150 1,250, 00T
WAZNI0S002 20% ENGINEERING BOND 306500 2/CTH (4300300 ) m 2800 560.00T
FREE SHIPPRIG
5G TRUCK FREIGHT DUTBOUND i 000 00T
THANK YOU FOR YOUR BUSINESS.
MO REFUMDS - EXCHANDGE ONLY with & MIKIMUM of 15% ressiischieg fes on i rotsmd and must | Subtotal $1,820.00
v e FEMA I weiting
RO returms sfer 15 days Sales Tax [10%) 18200
ROTE: A fewnce charge of 1.5% will be sssoused on oy okoes thai are
dedinguent at mondh cnd. Tatal §2,00E.00
gl a5-5 5aMS Are NiNa Payments/Credits E0.00
TO PLACE AN ORDER E-MAL.: joana. o cuwcagrap hics,com
FOR SERVICE E-MAIL; kristin bifsourcegraphecs.com Balance Due £2,002.00
FOR BILLING INOUIRIES E-MAIL: syeshs mi@s ouscegraphics. com
Phone: T14-T09-1500  Fax: T14-T01-1508
Vel Sl werw pone Gegrapiics. oo

o Click “Yes” if Security Alert window appears

VIM: Non-PO Payment Request (Approver)
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Non-PO Payment Request (Approver)

M

The identity of this wehb site ar the integrity of this connection
cannot be verified.

v The securty cerfficate was issued by a company you have
not chosen to trust. View the certfficate to determine whether
you want to trust the cerifying authority.

(¥ The securty cerificate date is valid.

¥ The security cerificate has a valid name matching the name
of the page you are trying to view.

(] The securty cerificate uses a strong signature.

Do you want to proceed?

Yes | | Mo | | View Certificate

]

=

Click “Display Image” and/or “Display Attachments” to view invoice and/or its
supporting documents

]

Approval

Goto  Settings  System  Help

“«H e@e @w

Approve Invoice 002000000069

Hide Detail Pane  Ju Unified Dashboard ~ &Display DP (5 Add Attachment | (C Display Image

" Invoice Summary |- Additional Details

5. Display Attachments

i View Log

{07 Delete Attachment

Elﬂ Image ;
File Edit Vie
Vendor 10000009395|{ACSA, INC. Document ID 2000000063 H | 'S

Prior to “Approve” or “Reject”, Approver has the following options available

o Add Attachment
rejection
o Delete Attachment

option to remove the attachment
o Add Comments

= Additional comments may be entered
o Inquire

Additional supporting document/s may be attached to support approval or

When incorrect supporting document is attached, approver can use this

VIM: Non-PO Payment Request (Approver)
Version 1.0, Date 04/30/2021
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Accounts Payable Branch

Accounting and Disbursements Division

Non-PO Payment Request (Approver)

= Aninquiry can be sent within VIM to the Requestor when an approver has
question/s about the document without rejecting the document.

o Return to Inbox

= This allows the Approver to close the document and keep the document in

their VIM Invoice Integrated Cockpit (1IC) for later review.

] |l «H

Hide Detall Pane s Unified Dashboard

Approval Goto  Settings  System  Help

eqe

Approve Invoice 002000000069

G Display DP | [87Add Attachment

. Invoice Summary | Additional Details

e

I_DDlspIay Image

. Display Attachments T View Log

ﬁ Delete Attachment

G/L Acc Short Text
430001 General Supplies

Approver
RAMIL BASBAS
VIM_APPRO1

WF-BATCH

ik

IQ’ Add Comments ]Irg Inquire

Files are not available for Disp

Vendor 1000000395 |ACSA, INC.
Vendor Invoice # 5DSD
Company Code 1000
Invoice Amount 10.00
Net Amount 10.00 usD
LI

(€]

Please Enter or Change G/L Account Information

Document ID

ayment Terms

Invoice Date

VAT balance: 0.

Cost Ctr D/C indic. |Ttem Amount

1057101 Debit
Debit
Debit
Debit
Debit
Debit
Debit

Time Stamp

02728/20 10:33:
02728/20 10:03:
02/13/20 la:06:

4144|4444

a7
58
0o

10.00
0.00
0.00
0.00
0.00
0.00
0.00

Logged Action

Tax Code

[ul)

Percentage
100.00
0.00

0.00

0.00

0.00

0.00

0.00

2000000069

0001 Payable immediately Due net

02/13/2020

Z0 (AP sales tax 0%)

7|

| Tax Amount |0.00

Balance:

Tax code

Z0
20
Z0
Z
Z0
Z0
Z0

Invoice sent back to VIM_AP
Inquiry sent to RAMIL BASBAS
Invoice submitted for Approval

lg Approve ”53

Reject

{A/P sales tax..
{A/P 3ales tax..
{A/P sales tax..

{A/F 3ales tax

{A/F 3ales tax..
{A/P sales tax..
{A/P sales tax..

0.00

Tax Jur.
¥ Chl110002

1] 4] 4[4[ 4] 1

1

Time Zone:

D.. D.. Comments Summary

l@ths is good to go
@Please take a look at this

4

4

4

- 1530 N. HARMON

V wma: CA
SourceGro

Bill Ta

PST

%2  Retum to Inbox

E Click “Approve” or “Reject” the payment request at the bottom of the screen

VIM: Non-PO Payment Request (Approver)
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Non-PO Payment Request (Approver)

Approval Goto  Setfings  System  Help
] v« eae @
Approve Invoice 002000000069
Hide Detail Pane i Unified Dashboard & Display DP [ Add Attachment (D Display Image 525 Display Attachments i View Log {07 Delete Attach
< Invoice Summary |~ Additional Details [ Tmage |
File Edit
Vendor 1000000995| ACSA, INC. Document ID 2000000069 H [
n
Vendor Invoice # SDSD Payment Terms 0001 Payable immediately Due net —— =
Company Code 1000 Inwoice Date 02/13/2020 '“5 rl-—
Invoice Amount 10.00 Tax Code Z0 (A/P sales tax 0%) =
Net Amount 10.00 UsD Auto-Calcul Tax v
Credit Memo | Tax Amount |0.00
0 0
I@| VAT balance: 0.00 Balance: 0.00
Please Enter or Change G/L Account Information
G/L Acc Short Text Cost Ctr D/C indic. |Item Amount Percentage Tax code Tax Jur.
430001 General Supplies 1057101 Debit 10.00 100.00 Z0 (A/P sales tax. ¥ CA1110002 —
Debit ~ 0.00 0.00 Z0 (A/P sales tax.. ¥ e
Debit ¥ 0.00 0.00 Z0 (A/P sales tax.. ¥
Debit ~ 0.00 0.00 Z0 (A/P sales tax.. ¥ 55 TRUGK
Debit * 0.00 0.00 Z0 (A/P sales tax.. ™
Debit * 0.00 0.00 Z0 (A/P sales tax.. ™ -
Debit * 0.00 0.00 Z0 (A/P sales tax.. ™ -
« «
Time Zone: PST
Approver Time Stamp Logged Action D.. D.. Comments Summary
RAMIL BASBAS 02/28/20 10:33:07 Invoice sent back to  VIM_AP . @thls is good to go
VIM_APPRO1 02/28/20 10:03:58 Inguiry sent to RAMIL BASBAS @Please take a look at this
WF-BATCH 02/13/20 16:06:00 Invoice submitted for Approval
4 «
IQ Add Comments "r,g Inquire Ig Approve "é:’ Reject 1 Return to Inbox
Files are not available for Display
Approve Invoice Payment Request
13 ”
E “Approve” the payment request
e A popup confirmation window will appear
e Enter comments in field (mandatory)
VIM: Non-PO Payment Request (Approver) Page 7 of 11
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Non-PO Payment Request (Approver)

e Click “Approve”

Approve Confirmation

Comments:
LDl B Rk BE

approved = vim approver

"Ll Co24 Lnl-Lnleofllines

;-\-.a" Approve | x Cancel

Document will no longer show in VIM Integrated Invoice Cockpit (IIC)

VIM automatically generates and sends email notification to Requestor's email
e Approved Invoice Payment Request Notification

VIM: Non-PO Payment Request (Approver) Page 8 of 11
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Non-PO Payment Request (Approver)

Message Adobe PDF

_' Tell me what you want to do..

L = |__{_ 4 l2g Meeting

6 oneNote
o fink Reply RZTF Forward El More - Move BNy
Delete Respond Move
wed 4:24 P
\Alrb o St

Workflow System <WF-BATCH@LAUSD.NET >

VIM Payment Request Doc#® x000(¢ APPROVED

John Doe, Jame Dioe

Payment Request Doc 0000000000 1z approved and posted for payment.

Thank vou,

Accounts Pavable

Accounting and Disbursements Division

Reject Invoice Payment Request
E “Reject’ the payment request
o A popup confirmation window will appear

o Enter comments in field (mandatory)
o Click “Continue”

VIM: Non-PO Payment Request (Approver) Page 9 of 11
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Non-PO Payment Request (Approver)

Rejection Confirmation

Plehss et this feasin Uhal you B fapecing this i
| e [ B

| Plense ue GL 580001

= Ll Codi tLnl:lnlof] lmen

P Cianitinig 4 Cand

E Document will no longer show in VIM Integrated Invoice Cockpit (1IC)
E Document will return to Requestor

E VIM automatically generates and sends email notification to Requestor’s email
¢ Rejected Invoice Payment Request Notification

VIM: Non-PO Payment Request (Approver) Page 10 of 11
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Adobe PDF ,. Tell me what you want 1o do...

F | = Ee Mesting > |
; il 5 oneNote i ] &
-:EJunlc . Delet= 'Reply’ Reply Forward E Mors = Move B gt Categorize Follow  Translal
A" - e - Up - -
Delete Respond Move Tags

Al 27822020 4:26 PM

Workflow System <WF-BATCH@LAUSD.NET >

Vi Payment Request Doca 3000 REJECTED
s John Doe, Jane Doe

Pavment Request Docs  XOOO000MM  was rejected, Pleass see Approver’s comments below:
Comments:

Thank you.

Accounts Payable Branch

Accounting and Disbursements Division
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