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SCHOOL DISTRICT

Accounts Payable Branch

VENDOR INVOICE 
MANAGEMENT



MISSION STATEMENT
Our mission is to support the LAUSD community 
by processing accurate and timely payments while 
providing the highest level of customer service, to 
maintain fiscal controls through our policies and 
procedures, to ensure compliance with laws and 
regulations, and to deliver reliable data.

VISION
A department that is efficiently and accurately 
paying District vendors while providing excellent 
customer service.

Accounts Payable is continuously working on 
streamlining our processes to provide accurate 
and timely payments to District vendors.  
We are making improvements now that we want 
to share with you.



Vendor Invoice 
Management (VIM)

This means transitioning to paperless invoicing, 
which is a more automated process that 
accelerates invoice review and reduce errors.

VIM streamlines accounts payable operations 
for LAUSD vendors.  VIM optimizes and 
simplifies the process of receiving, managing, 
monitoring, and routing invoices and related 
documentation on all levels.



LOS ANGELES UNIFIED SCHOOL DISTRICT

What is Vendor Invoice Management (VIM) and its benefits? 
v VIM is an add-on to SAP system, where its functions and processes run inside SAP

v Ensures accurate, on-time financial reporting with automatic access to A/P 
information

v Accelerates invoice review and data entry through rapid invoice data capture

v Automated invoice routing and workflow

v Visibility of invoices and related documents on all levels

v Improve productivity through automation

v Reduce paper handling and physical storage
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VENDOR INVOICE MANAGEMENT (VIM)
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VENDOR INVOICE MANAGEMENT (VIM)
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VENDOR INVOICE MANAGEMENT (VIM)

What is changing?
Vendor invoices are going from a paper-based, manual data entry process to PDF, automated and electronic 
method through VIM in SAP.

When will this happen and how do I learn more?
Central Offices – TBD
Schools – TBD
Please visit Accounts Payable - VIM website: https://achieve.lausd.net/Page/16426 

What changes will I see before my school is rolled out?
During and after VIM transition, schools will receive three automatic VIM email notifications about Purchase 
Order, Goods Receipt, and/or Invoice discrepancies. Please note, you will receive VIM training before the 
system rolls out to your school on handling the invoice via VIM.

Notification Current Delivery Method New Delivery Method
Invoice Alert-> GR Mismatch SAP Invoice 

XXXXXXXXXX

Automatic notification triggered by 

SAP

Automatic email notification triggered by 

VIM. Subject: Missing Goods Receipt
Unable to process invoice due to price

discrepancy

Notification emailed to the school 

by Accounts Payable staff

Automatic email notification triggered by 

VIM. Subject: Price Discrepancy
Unable to Process Invoice due to Invoice

Quantity > PO

Notification emailed to the school 

by Accounts Payable staff

Automatic email notification triggered by 

VIM. Subject: PO Exhausted  
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VENDOR INVOICE MANAGEMENT (VIM)

SAP – VIM WORKPLACE
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VIM EMAIL NOTIFICATION – MISSING GOODS RECEIPT

VENDOR INVOICE MANAGEMENT (VIM)

ØSubject:  Inv #XXXXXXXXXXXXXXXX Missing Goods Receipt

ØReason(s):

Goods not received

ØInvoice Details:

(Invoice Details)

(Invoice Image Attached with email)
ØComments:

(Additional Comments by A/P Processor, if any)

ØCorrective action(s) provided:

§ Acknowledge receipt of goods/services by processing 

the online Goods Receipt (GR).

§ If GR is processed and still receiving this message, 

please review invoice details and all PO lies with GR 

have been processed.

§ If invoice is incorrect, request vendor to submit credit 

memo or preferably a revised invoice to 

invoices@lausd.net. 

mailto:invoices@lausd.net
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VENDOR INVOICE MANAGEMENT (VIM)

ØSubject:  Inv #XXXXXXXXXXXXXXXX Price Discrepancy 
ØReason(s):

Price Issue
ØInvoice Details:

(Invoice Details)
(Invoice Image Attached with email)

ØComments:
(Additional Comments by A/P Processor, if any)

ØCorrective action(s) provided:
§ Modify purchase order, if you agree with the billed item(s).
§ If invoice is incorrect, request vendor to submit credit memo 

or preferably a revised invoice with correct pricing to 
invoices@lausd.net. 

§ For Purchase Order and/or Goods Receipt assistance, please 
contact your respective LRP Shopping Cart Support Center.

§ For Accounts Payable assistance, please contact 213-241-
4800 or email Accounts-Payable@lausd.net. 

VIM EMAIL NOTIFICATION – PRICE DISCREPANCY

mailto:invoices@lausd.net
mailto:Accounts-Payable@lausd.net
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VENDOR INVOICE MANAGEMENT (VIM)

ØSubject:  Inv #XXXXXXXXXXXXXXXX Unable to Pay-PO Exhausted

ØReason(s):

Quantity Issue

ØInvoice Details:

(Invoice Details)

(Invoice Image Attached with email)
ØComments:

(Additional Comments by A/P Processor, if any)

ØCorrective action(s) provided:

§ Modify purchase order, if you agree with the billed item(s).

§ If invoice is incorrect, request vendor to submit credit memo 

or preferably a revised invoice with correct pricing to 

invoices@lausd.net. 

§ For Purchase Order and/or Goods Receipt assistance, please 

contact your respective LRP Shopping Cart Support Center.

§ For Accounts Payable assistance, please contact 213-241-

4800 or email Accounts-Payable@lausd.net. 

VIM EMAIL NOTIFICATION – PO EXHAUSTED

mailto:invoices@lausd.net
mailto:Accounts-Payable@lausd.net


Accounts Payable Branch

213-241-4800

Accounts-Payable@lausd.net

https://achieve.lausd.net/accountspayable
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For more Vendor Invoice Management information, please visit our 

website.

VIM Website:  https://achieve.lausd.net/Page/16426 


