2 N ) o Accounting and Disbursements Division
w%%smeo@f Accounts Payable Branch
Vendor Invoice Management
VIM Analytics
Overview

How to use VIM Analytics.

Instructions

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

2 VIM Portal: VIM | Reports | VIM Analytics

Welcome | TestID Help | Log off w

Process Transactions | Reports

Overview | History, Back Forward [E]
141x1 1
Detailed Navigation =

arTrT

LRP OA Svstem

E VIM Analytics screen will appear

o Sections within VIM Analytics

= |nvoice Data

Vendor and Purchasing Data
Process Data
Accounting Data
Due Dates
Work Item Data
Document Dates
Process Flow
User Extension
Report Options
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Program  Edit  Goto  System  Help

@ | l«H @CG@ | = @
VIM Analytics

& o

| Invoice Data ) :

Document Date to ||9 ‘
Total Amount to = ‘
Document Currency to fiag ‘
Requisitioner to |l¢ ‘
Bar Code to =
Transaction/Event -

| Vendor and Purchasing Data

Wendor to ||_?‘
Reference to E
Purchasing Document [ to fia \
Purchasing Group to |l?‘
Plant to |E
| Process Data

Document Processing Mumber | to |l?‘
DP Document Type to |§‘
Company Code to E‘
Invoice Document Number [ | to = ‘
Accounting Document Number to |m
Fiscal Year to ||_?‘
Country Key ] to [E
Channel ID [ | to = ‘
Document Archive User : to |l?‘
IDoc number ] it |§\
Tax Code to @
Signature Validation Status ] to |r_ ‘
VIM Process Type = Invoices of all Process Types

() Invoices with DP Process
(parked/Blocked Inv., wjo DP

_.."IHVOICES without VIM Process -
Invoice Tvoe - =
* OQR1(1)910 * | sapgre-2to | INS =
B Search results will depend on your search criteria(s)
Vendor Invoice Management: VIM Analytics Page 2 of 10
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Example: Search by Vendor Number

E Enter the Vendor Number in the Vendor field under Vendor and Purchasing Data

section

E Click ‘Execute’

(Er

VIM Analytics

@ “«d eqae =

\ VIM Analytics

& (o &

| Invoice Data

Document Date
Total Amount
Document Currency
Reguisitioner

Bar Code

Transaction/Event

| Vendor and Purchasing Data \

vendor [1000001976
Reference ]

Purchasing Document

Purchasing Group

Plant

Process Data
Document Processing Mumber
DP Document Type
Company Code
Invoice Document Number
Accounting Document Number
Fiscal Year
Country Key
Channel ID
Document Archive User
IDoc number
Tax Code
Signature Validation Status
VIM Process Type

to I?|
to 1 |':"> |
to |T|
to E|
=
to =]
o (= |
to |T|
to |?|
o (=]
to |?|
to l?|
to (= |
to (=]
to (=]
to I?|
to (=]
to |T|
to |F|
to E|
to |E_E"> |
to =]

(®) Invoices of all Process Types

() Invoices with DP Process
| Parked/Blocked Inv., wfo DP
() Invoices without VIM Process

Invoice Tvpe

Vendor Invoice Management: VIM Analytics
Version 1.0, Date 04/30/2021
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E VIM Analytics results will appear

o Use bottom scroll bar to access more columns
o Use the sort and filter buttons to customize the data

o
VIM Analytics

[CoHide Detail Pane  BiRefresh

H2FRE
Results (10 Hits)

B | Document__|CoCode MM Invoice | Acc. Doc.

J|[2]@ & JFEL]l (B Atachment ust]]

Year |VIM ProcSt| Exception Reason Vendor Name

Gross amnt

Cur Role |Curr.Agent SAP DocTyp|DP Doc Typ|Reference

1000 Crested Missng Mandatory Information (PO) NDEXER = RE 260
101 17 1000 Created  Missna Mandatory Information (PO) INDEXER = RE zp0
1000000516 1000 Created  Missng Mandatory Information (PO) INDEXEF RE zp0 117589752001 MCGRA! EDUCATION, INC
1000000515 1000 Created  Missng Mandatory Information (PO) INDEXEF RE zp0 11752943001 MCGRA) EDUCATION, INC
1000000514 1000 Created  Missng Mandatory Information (PO) INDEXER = RE zp0 17557515001  MCGRA! EDUCATION, INC
1000000507 1000 Obsalete RE zP0 117580950001 MCGH EDUCATION, INC
1000000506 1000 Created  Missng Mandatory Information (PO) INDEXER = RE zp0 117586071003 M
1000000505 1000 Created  Missng Mandatory Information (PO) INDEXER RRBASBAS RE zp0 117568648004 M
1000000027 1000 5500921352 5500921352 2021 Posted RE zp0 14053073001 M
1000000021 1000 5500921350 5500921350 2021 Posted RE zp0 14308086001 MCGRAW-HILL EDUCATION, INC  7,404.70

Line Items
0 [Document . |Doc. Item D/C Materal Purch.Doc. Ttem Quantity| OUn|OPU Net Price| Amount Doc. Crcy

“» «r

b QRL(1)910 ¥ | sapamx-2to | NS &

o Click the ‘Document Id’ number

= This action will display the VIM screen of the posted invoice

document

Vendor Invoice Management: VIM Analytics
Version 1.0, Date 04/30/2021
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[ Display PO Processing - 001000000027

./ BasicData | Line Items Accounting | Tax  Process ] 1mage |5;H|§tnrv ‘@acﬂmmﬂﬂﬂ
5 Edit View Favorites  Help
Vendor Data ) | BE = Fa
EAREp e . ~ | BT =
Vendor Number 1000001976 Display Vendor . e o i
e - B = A mm B Y ¢ O
Vendor Name MCGRAW-HILL EDUCATION, INC = N X
Name 2 i
Street / House No 2 PENN PLAZA 20TH FLOOR Country / Region |us. |NY
Postl Code / City |10121 |NEW YORK | PO Box Group ~
CUSTOMER ORDER
Recipient Data il _omcmib wcE
SIS FEiN socamz Sans conasex [ TIOSS6TIONT | S SEPE020
Company Code 1000] SEND RETURI INVOICE NO DATE
. prectemirity
B4 COMMERCE COURT PHONE: 1-800-338-38a7
GROVEPORT 0142120 FAX: 19008538691
LNTED STATES
Invoice Data Dmoefenay;
o . = VInVniceiv’ SHIPTOACCT:  1E7198 Eovsan:  sezznA BLL TO ACCT:
rans./even
— 153R0 STREET ELEMSEH
Reference Mumber 14053973001 | Document Date 09/08/2020 SARDENA CANBT
- . A VIM TEST INVOICE
Gross Amount 2, uso 1Bl Tol CUSTOMER CLASS:
Total Tax Amount 243.43 FOND: ik e 45 NET | FUTURE BLL DATE
Vendor Charged Tax AT ETy FEDER A G | S TERMS
e EeII—— e Wi AUTHOR 8 TITLE QUANTITY | FRIGE
Discount Amount 0.00 g
Freight Amount 0.00 : e L L :@EEE&%E&&E‘&%“ = 2450
Requistioner |BBELTRAN003 CBMTORZIERY | 76021600 | SANICS £ AL | MPACT GALIFORNIA 2
2 o SPAMEH CONTINLITY STUDENT CENTERS
PO Mumber |4500583365] PO List | =3 | YEAR SUBSCRIPTION GRAGE 3 |2010 |1
— -— 070076025330 |  DOTEZS3YT | BANKS ETAL.| IMPACT CALIFORNIA 5
SPANSH RESEARCH COMPANN WEEKLY
ExPLORER GRADE 212015 |1
U7B0UTES0IZEE | OO7ADO3Z8T |BANKS ETAL.| IMPACT CALIFGRNIA =
SPanasH CONTINUITY 3HD CHANGE.
INQUIRY JCURNAL GRADE 3| 2019 1
GTERZE | BANKS ET AL | INPACT CALIFORNIA 0 C
SPAMISH SENCHWARK CORRELATICN
GRADE 3 (20181
Qmsions. Ve y Policy e
REMITTANCE COPY [[Fer Ve Comvertorcapay by

Bcrruant N MeCranw Hil LLC
BaNK Nama: BMO Hurts Bark, N
AEA: 071000288

SWIFT: HATRUSU.

ACCOUNT NUMEER: 328423

RemT 0 e To

el Los mceLes N i/
Lookeouises Foos
CHGARO N S0 1545 — RocounTFRYA
< >
172 L |

|E¢ Hide Detail Pane ||E§ Open Comments ‘@ Display Image ”r'[_ﬂ Help H % Cancell

o Click the ‘MM Invoice’ number (5500xxxxxx)

= This action will display the SAP MIRO screen of the posted invoice
document

Vendor Invoice Management: VIM Analytics Page 5 of 10
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Display Invoice Document 5500921352 2021
(] v« eae ESRARNE 4] el
@ .| Display Invoice Document 5500921352 2021
Hide PO structure | Folow-On Documents ...
Display - PO structure Qty. Amount | Posting date | Transaction Tnvoice -] 5500921352| [2021]
~ £ MCGRAW-HILL EDUCATION, INC
~ % 4500583360 . &
i +|[5] | Vendor 1000001976
~ % 1 IMPACTO: GR3 6YR DIG & PRIN 25En 236250 UsD 0/20/2020  DSSE0SE | Payment | Detaks | Tax | Wfholdig tax Lgl
» & Goods recpts 25EA  2,604.66 USD - MCGRAW-HILL EDUCATION, INC
» & Invoices 25EA  2,604.66 USD Invoice date 03/08/2020 Reference 14053973001 2 PENN PLAZA 20TH FLOOR
¥ “% 2 TEACHER'S EDITION 1EA 0.00 USD  08/20/2020 Posting Date 03/18/2021 NEW YORK NY 10121
» & Goods recpts 1EA 0.00 USD AT 2 6i8.63 e A oL
~ <% 3 DUAL LANGUAGE TEACHING GUID | 1EA 0.00 USD 08/20/2020 RV =
» B Goods recpts Sy .06 o Tax Amount. 243.49 (A[P Sales Tax) 609-469-9152 & see-513-8081
~ % 4 ONLINE TEACHER CENTER, 6YR 1EA 0.00 USD 08/20/2020 | Text @
» & Goods recpts 1EA 0.00 USD Paymt terms 40 Days net [fid_o1]
"géGEORGE WASHINGTON'S ONLINE | 25 EA 0.00USD 08/20/2020 | pocafne Date 03708/2020
» B Goods recpts 25EA 0.00 USD. =
~ % 6 GEORGE WASHINGTON'S ONLINE | 1 EA ouoguso: asfao/anzg)) | [EERERICae T 1000 EAUSD T oR Argeks o2
» X Goods recpts 1EA 0.00 USD =
~ % 7 BENCHMARK CORRELATION BOOKL | 1 EA 12.00USD 08/20/2020 PO Reference | G/L Account
» & Goods recpts 1EA 14,32 USD
= 2 invoices Lo a2 uen Layout PO - Order Price Quantty  ~
~ < 8 LAUSD SHIPPING CHARGE 1EA 47.51USD. 08/20/2020 =
) T conde rics ey i | tem Amount Quantty | Order Unit T purchase Order [item TaxCode | Materal
» B Invoices 1EA 47.51 USD [ 1 236250 25EA | 4s00se3zes 1 2al @ -
2 12.99 1EA ) asooseszes 7 EIREV 2 ¥
3 4751 1EA Tl ss00seazes e 20 (A/. v 0000123130
LD 0
[E]F) rem & search Tem o a/0 Ttems
o <
D QR1(1)910 ¥ spgrx-2to | INS =
< >

o Click the ‘Accounting Document No’ (5500xxxxxx)

= This action will display the SAP FB0O3 (Data Entry View) screen of
the posted invoice document

Display Docum

f: Data Entry

Document is an accounting document (not 2 preliminary one)

£

(] ]« eae eF
Display Document: Data Entry View
B3 I3 & & [iltaxes FE&piplay curency B General Ladger view
Data Entry View
Document Number [5500921352 Company Code  |1000] Fiscal Year 2021
Document. Date 0970872020 Posting Date 0371872021 Period 9
Reference 14053973001 Cross-Comp.No.
Currency |usD exts exist 0 Ledger Group
& [=]=] e () 1
Item PBK PK |Account SG | Description Cimg doc. = Amount | Purch.Doc. Fund Functional Area Cost Center | Grant
1 31 1000001978 MCGRAW-HILL EDUCATION, INC 2,648.69- 0000-0000-00000
86 958999 GR/IR Clearing 2,604.66 4500583369  010-0000 1110-1000-14235 1582201 NOT_RELEVA
= 86 GR/IR Clearing 14.32 4500583369 010-0000 1110-1000-14235 1582201 NOT_RELEVA
4 86 GR/IR Clearing 47.51 4500583369 010-0000 1110-1000-14235 1582201 NOT_RELEVA
S 50 950046 AP-Use Tax Payable 17.80- 010-0000 0000-0000-00000 NOT_RELEVA
. 0.00
4

B
3

QRL (1) 910 ~

sapane-2to | INS

B,

Vendor Invoice Management: VIM Analytics
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o Click the gray box to highlight and select a document
= This action will allow you to access the Detail Pane for the selected
document

VIM Analytics ~ Settings  System  Help
@ ~] « eae eox
VIM Analytics

[oHide Detail Pane  BIRefresh

B ] s W]
s =@ | (155 Display Workfiow Lt
Results (10 Hits) R(&EE [S50spiay Worifiow Log]
8| Document Id/CoCode MM Invoice |Acc. Doc. | Year|VIM ProcSt Exception Reason Cur Role | Curr.Agent SAP DocTyp|DP Doc Typ Reference  |Vendor Name Gross an |Processes
1000000518 1000 Created  Mising Mandatory Information (PO) INDEXER = e 20 117589916001 MCGRAW-HILL EDUCATION, INC. 0.0 {proc v | pocument Id Item| ApprPath WF Type Text e A e
1000000517 1000 Created  Missing Mandatory Information (PO) INDEXER = RE 0 117571686001 MCGRAW-HILL EDUCATION, I 0.0 | o 1000000021 Docirient Bioi Su
1000000516 1000 Created  Missing Mandatory Information (PO) INDEXER * RE ZP0 117589752001 MCGRAW-HILL EDUCATION, INC 0.0
1000000515 1000 Created  Missing Mandatory Information (PO) INDEXER * RE ZP0 117592943001 MCGRAW-HILL EDUCATION, INC 0.0
1000000514 1000 Created  Missing Mandatory Information (PO) INDEXER * RE PO 17557515001 MCGRAW-HILL EDUCATION, INC 0.0
1000000507 1000 Obsolete RE PO 117589959001 MCGRAW-HILL EDUCATION, INC 0.0
1000000506 1000 Created  Missing Mandatory Information (PO) INDEXER * RE ZPO 117586071003 MCGRAW-HILL EDUCATION, INC 0.0
1000000505 1000 Created  Missing Mandatory Information (PO) INDEXER RRBASBAS RE PO 117568648004 MCGRAW-HILL EDUCATION, INC 0.0
1000000027 1000 5500921352 5500921352 2021 Posted RE PO 14053973001 MCGRAW-HILL EDUCATION, INC 2,648.6
| 1000000021 1000 5500621350 5500821350 2001 Posted RE 796 14308086001 HCGRAL
O il 0
b QRI(1)910 ¥ sapanc2to NS =
< >

= Click ‘Process’ button to display the process flow for the document
e Use the bottom scroll bar to access more columns

EL";'-'Z‘-Processes i“ﬂ Tmage |2, Line Trems || 2 History H@aCnmments |
@ AR 6 B I ) [ ey vioiton Log
Processes
Proc.5t, Document Id Item ApprPath WF Type Text Reas  Cur.Agent Cur Role Priority WI Status Option Txt Cycle Time  WorkflowDef | Workflow Dialog Task Wi
& 1000000027 Document Process Workflow 5 Medium | Completed 0d Oh 6m 49s WS00275269| 11844351
1 4
[* QR1(1)910 ™ sapgm-2to INS =

= Click ‘Image’ button to display the document
e Use the icons to save, print, magnify, resize, etc the image

Vendor Invoice Management: VIM Analytics Page 7 of 10
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E(ﬁ,-_-;‘PI’UCESEES i| =] Image J[E{ Line Items J[:_, History J[@a Comments |
File Edit \isw Favorites Help
= — =+
L ) | BE = 7 [T = &, Moo=
] N {mjm| 1 I R, | | LY ol
@ ~ (&5 -
~ U
(a]
CUSTOMER ORDER
SEND SERVICE INQUIRIES TO
ORIGINAL INVOICE
FEIM 800800200 1;.«]53973}]1 B.5EP-2020 P.O. BOX, 182806
SUT#: B0-0ABSBED B R —| COLUMBUS, OH, 432182606
SEND RETURNS TO Lirdicdin i DATE: UNITED 5TATES
MoGrew HILLLG
E405 COMMERCE COLRT PHONE: 18003333887
GROVEPORT COH 43125 FaX: 18009638601
UNITED STATES
ORCERED BY:
SHIF TOACCT: 187186 EDUBAM:  EEZZALA IRIELH IR | TP, + e
1S2RD STREET ELEM SCH LOS ANGELES UNIFIED SCH DIST
VE0E W 1E3RD STREET PO BOX, 54308
GARDENA CA 81247 ACCOUNTS PAYABLE
VIM TEST INVOICE  tosauoeies camossoms
(Bl Tal CUSTOMER CLASS: LUS-ELH FUBLIC SCHOOLS
PO NO: ME!JEE[TEM: 45 MET | FUTURE BILL DATE: SALES ORDER #: 54207355
SHIP WA FEDEX.Pama-Ground | SHIP TERMS! Prapakl | ELIVERY Nt 114063073
15BN MHID AUTHOR & TITLE GQUANTITY FRICE DISCOUNT | TAXED NET EXTENDED
PRICE
TBCO7ERIEZNA OOTERAE205 | BANKS ET AL. | IMPACT CA SPANISH 5 .50 NET T 236250
CHANGING STATE SE BUNDLE WCOMBO UsSGS
BE & YR SUB BUMDLE GRADE 3 | 23010 |1
O7H00TSRRIAET | CO7EA21883 [BANKS ET AL. | IMPACT CALIFORNLA 5
SPAMISH CONTINUITY STUDENT CENTER &
VEAR SUBSCRIFTION GRADE 3 | 2010 |1
DTA0OTEREEA30 DOTENZERE] |BANKS ET AL. | IMPACT CALIFORNIA 5
SPAMISH RESEARCH COMPANION WEEKLY
EXPLORERGRADE 3| 2019 1
UTBO0TEREIZER |  OOTHONIZET |EANKS ET AL.| IMPACT CALIFORNIA 25
SPAMSH CONTINUITY AND CHANGE
INQUIRY JOURNAL GRADE 3 | 2018 | 1
STBCO PR 25506 OO7SE2SE01 | BANKS ET AL. | IMPACT CALIFORNIA 1 1208 MET T 1259
SPAMISH BEMCHMARE CORRELATION USGE
GRADE 3| 20191
mcGrw-Hill respects your privecy. We use your contact information to hulfill your requests and service your sccount. Vou can go to
Mtamhmnsmﬂﬂ!mumtnmdﬁlhgnurpmhmhurhmrtulmmmh F mruurdltl.n(husk PAGE 1 OF 2
qnnlnu mmmﬁmﬂmFmPlﬁq it et My privacy
HEH!TTRHCE CUW For Your Conveniance pay by W
Wire or Money Tamskr:
m Bcrourk Mame: McGraw HIl LLE
1fz = 3 L7
& b %
QR1 (1) 910 sapgr-2to | INS =

= Click ‘Line Items’ button to display the PO line items the document
was posted to
e Use the bottom scroll bar to access more columns
e Use the sort and filter buttons to customize the data

Vendor Invoice Management: VIM Analytics Page 8 of 10
Version 1.0, Date 04/30/2021
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EZ Processes il Image HE‘\Line Items HE_]'HL';toW ||@3C0mment5 |
Q2[FIR)EFL EL s (= J& JEEL
Line Items
Document Id Doc. Item D/C Material Purch.Doc. Item Quantity OUn OPU Met Price.  Amount Doc. Croy Amount Rep.Croy Text
|§|lDUDDUDDE? 1 85 4500583369 5 25 [EA EA 04.50 2,362.50 USD 0.o0 9780076936298 007¢
1000000027 2.5 4500583369 Z 1 EA EA 12.99 12,99 USD 0.00 O9780076921881 0076
1000000027 35 0000123130 4500583369 8 1 EA EA 47.51 47.51 UsSD 0.00
1000000027 4 H 0.00 17.80 USD 0.00
4 '
¥ QR1(1)910 ¥  sapgmx-2to  INS -
J
. e y . .
= Click ‘History’ button to display the Process History and Approval
History of the document
e Use the bottom scroll bar to access more columns
e Use the sort and filter buttons to customize the data
FEFREFLEe &
Process History
Comment Activity Status Process Type Document Status Actual Role Actual Agent Start [
SAP Document Check P Posted Workflow System 03/18, ~
SAP Document Check Y Posted Workflow System 03/18, ~
BG Doc. Created " Auto Post PO Invoice Document Created Workflow System 03/18,
Business Rules Check in BG ¥ Auto Post PO Invoice Indexed AP_PROCESSOR Waorkflow System 03/18;
Apply Business Rules " Invalid Tax Info (PO) Indexed AP_PROCESSOR AP_PRCSRO1 03/18,
[y  Bypassed Rule -Invalid Tax Info (POQ) «* Invalid Tax Info (PO} Indexed AP_PROCESSOR AP_PRCSRO1 03/18,
[z  Bypassed Rule -Out of State Use Tax(PO) « Invalid Tax Info (PO) Indexed AP_PROCESSOR AP_PRCSRO1 03/18
Business Rules Check in BG " Invalid Tax Info (PO} Indexed AP_PROCESSOR Workflow System 03/18;
Apply Business Rules « Missing GR{PO) Indexed REQUISITIONER AP_PRCSRO1 03/18,
Workflow Start «"  Missing GR{PO) Indexed TWS USER 03/18,
Update status v Validation Complete AP_INDEXERO1 03/18;
BC Inbound o Ready for Validation TWS USER 03/18) .
Update status o Extraction Completed VIM Invoice Capture Center 03/18, +
4« 4
[P [E)E
Approval History
E'ﬁorﬁfﬁeﬁm:Displav itermn details Activity Actual Agent Timestamp Doc. Log Date Time User Name
> QR1(1)910 ¥ sapam-2to INS =
b
Vendor Invoice Management: VIM Analytics Page 9 of 10
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= Click ‘Comments’ button to display the Process Comments and
Approval Comments entered by the user(s)

as i“ﬁl Image ][E‘\Line Items ”_"\;‘,_F'Histcrr',r ”@aCDmments ]

BE BE BE

Changed By:AP_PRCSRO1
Changed On: 03/18/2021 23:21:31

this is a test

Changed By:AP_PRCSRO1
Changed On: 03/18/2021 23:20:46

use tax

[ |Process Comments

Lil,Col

Ln1-Ln12of 12 lines

Approval Cormments

Li1,Col

Ln1-Ln1of1 lines

l» QR1(1)910 ¥ sapgre-2to | INS

g,
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