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Overview 
 
How to use VIM Analytics. 
 
 
 
Instructions 

 
 Login to SAP to access VIM 

 VIM will be another accessible main tab in SAP 
 

 VIM Portal:  VIM | Reports | VIM Analytics 
 

 
 

 VIM Analytics screen will appear 
o Sections within VIM Analytics 

 Invoice 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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 Search results will depend on your search criteria(s) 
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Example:  Search by Vendor Number 

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

 
 Click ‘Execute’ 

 

 
 

 
 



Accounting and Disbursements Division 
Accounts Payable Branch 

 Vendor Invoice Management 
 VIM Analytics 
 

Vendor Invoice Management: VIM Analytics Page 4 of 10 
Version 1.0, Date 04/30/2021 

 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 Click the ‘Document Id’ number 
 This action will display the VIM screen of the posted invoice 

document 
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o Click the ‘MM Invoice’ number (5500xxxxxx) 
 This action will display the SAP MIRO screen of the posted invoice 

document 
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o Click the ‘Accounting Document No’ (5500xxxxxx) 
 This action will display the SAP FB03 (Data Entry View) screen of 

the posted invoice document 
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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 
 

 
 

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

 

 
 

 Click ‘Image’ button to display the document 
 Use the icons to save, print, magnify, resize, etc the image 
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 Click ‘Line Items’ button to display the PO line items the document 
was posted to 

 Use the bottom scroll bar to access more columns 
 Use the sort and filter buttons to customize the data 
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 Click ‘History’ button to display the Process History and Approval 
History of the document 

 Use the bottom scroll bar to access more columns 
 Use the sort and filter buttons to customize the data 
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 Click ‘Comments’ button to display the Process Comments and 

Approval Comments entered by the user(s) 
 

 


