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VIM Workplace Exception
Price Discrepancy Exist (PO)

Overview
Invoice billing for higher unit price than Purchase Order unit price.

Exception Reason: Price Discrepancy Exist (PO)

Instructions

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

VIM Portal: VIM | Process Transactions | VIM Workplace | Personal View

Process Transactions | Reporis

Overview
[ERERS |
Detailed Navigation ]

LRP QA System
= VIM Integrated Invoice Cockpit

= VIM Workplace
Portal Favorites [EJ [m]

e Switch Work View | All Users View
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VIM Workplace — Personal View

VIM Workplace — Personal View
=i Hide Selection Pane = |Show Detail Pane () Switch Work View 2 Configure Team 47| Refresh

< My Inbox - My Pending My Completed

| Apply | | Edit | [ Reset |
Company Code = switch Work View * to |
Vvendor FPersonal View | = |
i Other User's View 8 ta L
Reference , to |

Team View

G Al Uisars View ™"

(v](%¢] |

Displays all DP Documents with issue/s such as Price Discrepancy Exist (PO)
e Use bottom scroll bar to access the Exception Reason column (along with other
columns such as PO, Vendor, Invoice, Discount, etc.)

e Any column can be sorted or filtered by using the various function icons
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E Click “Execute” icon to access invoice for review




Accounting and Disbursements Division

Accounts Payable Branch

VIM Workplace Exception
Price Discrepancy Exist (PO)

I |g||§||ﬁ| | &= . I ||Cf)_j ‘||Ej .||D:§.‘|I|Sh0w: 500 ‘|I|E||E||Chouse Bulk Action 5

All Inbox (210 Hits)

Proc.Stat. Bulk Action Dashboard WF History Execute Document Id Doc. | Exception Reason = Rero | Recall Current Role Current Agent

1o S = [ 2000000750 Price Discrepancy Exist (PO i) BUYER VBHEEMA

(oLe)] ] o = Q—} 2000000749 Price Discrepancy Exist (PO 3 BUYER VBHEEMA
e A separate screen, displaying the invoice image, will appear

0 User can close the invoice image window or keep window open to review
File Edit View Favorites Help
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e Click “Yes” if a Security Alert window appears

The identity of this web site or the integrity of this connection
cannot be verified.

The security certificate was issued by a company you have
not chosen to trust. View the certificate to determine whether
you want to trust the certifying authority.

The security certificate date is valid.

1
Lx

[

r:;»ij. The security certificate has a valid name matching the name
= of the page you are trying to view.

@) The security certificate uses a strong signature.

Do you want to proceed?

[ Yes ] [ No ] [ View Certificate

e The necessary DP document fields will unlock to access Process Options




<7 (@)

> 8
&, el
£ 9
] ) 2
W |32
e S

Accounting and Disbursements Division
Accounts Payable Branch

VIM Workplace Exception
Price Discrepancy Exist (PO)

Process PO Pro
L] on
Process PO Processing - 002000000870
Btide Options Cenide Detad Pane S Deplay  Change 5 Open Comments G submt [ Ospley irage. FFsmubte fules 7 Set to obsolete [Torpby Messages  (0Help
Process Options for: AF Frocessor [ trrage || 2 Hetary |8 comments |
| Change Do Type | Change Document Type Fie B Wew Faorge  Hep
[ Ay Ruks Aqiply Bussiiss Rules H :
| Retum to vendor Return to Vendor ~
| v M= o T o
[ Vendor Communicaten | vendar Communication : O = B rew B 8 & O
| Add supportng Doc | Attach Supparting Docurments
' Reter “|Refer tn Vandar Manftananre VENDOR MATNT ™ Ay
-
BascData | Lne Rtems Accounting Tax Procass
TPES inveler Cower Sheet
(4] mvabd PO Humber (PO)
Vendor Data
Vendes Number | Display Vendor
Vendor Name NINY(: & MDORE
Narna 2
Street / House Ho 5710 RUFFIN RORD Country | Region s Jon
Postl Code | Oty 92123 SAN DLEGD PO B Group E
Recpent Data I
Cormpany Code 000 I e
L Fregt i
MR DN Pt Information
Trans.fevent T
Reference Nurber 2306 Document Date  |08/28/201%
Auto-Caleulate Tax o
Gross Amoun| t 23, 302.5 &l CX18 B 0.00
Total Tax Amount 0.00
Vender Charged Tax 0.00
Decount Amount
Freight Ameunt
Ruusedion:
PO Number 45005264 PO List r
W
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Option 1 — If invoice is correct, then modify Purchase Order to match invoice
e Requisitioner

(0]

o

Refer to SAP Purchase Order Job Aids for more information, if needed
(https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/job
Aids.html)

After purchase order modification is complete, re-open DP Document (see
previous steps)

Click “Post Goods Receipt”

Displays “Confirm Action Selection” window

Click “Yes” to Execute option Post Goods Receipt



https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/jobAids.html
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/jobAids.html
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M

9 Execute option Post Goods Receipt?

[ Yes ][ Mo ][ b 4 Cancel ]

0 SAP Post, Change or View Goods Receipt/Issue (MIGO) screen will
appear
o0 Create Goods Receipt entry in SAP
= Refer to SAP Create Goods Receipt Job Aid, if needed
(https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/j
obAids.html)



https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/jobAids.html
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/jobAids.html
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Post, Change or View Goods Receiptilssue | History, E
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Show Overview | [ | Hold [E]Hep

Goods Receipt
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Purchase Order - ‘@‘|@| GR goods receipt 101

Document Date

Postin:
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=

Line

[ A wateral | Quantty | where

g Date

Individual Sip -

Mat. Short Text OK |Qty in UnE E... Vendor Vendor Purchase Order |Item |Batch Valuation ... |M... D/Stock Tyr[T]

09/10/2020 Delvery Note
09/10/2020 Bil of Lading HeaderText
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Invoice will auto-post when there are no other invoice issue(s) and
matching GR is in place. (GR qty = IR qty)

Buyer

(0]

@]

O 0000 Oo

Refer to SAP Purchase Order Job Aids for more information, if needed
(https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/job
Aids.html)

After purchase order modification is complete, re-open DP Document (see
previous steps above)

click “Refer to Requisitioner” for Goods Receipt

Displays “Edit Comments” window

Enter comments in the Current Comments field

Displays “Maintain Recipient List” window

Click gray box next box to select and highlight the recipient/s

Click “Continue”



https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/jobAids.html
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/Domain/141/jobAids.html
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o Document will workflow to selected recipient

_@
Users
Recipient List

B User Name
_ Vishwas Bheema

[E:. Users] [E-,';. Usersl

[#‘ Continue ”X Cancel]

Option 2 — If invoice referenced incorrect Purchase Order and needs PO Number
field updated, click “Refer to PO Invoice AP Processor”
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Document  Edit GoTo Settings  OpenText System  Help
| <2 eae o=
Process PO Processing - 002000000133
ide Options ide Detail Pane pen Commen isplay Image. imulate Rules  ®7 Display Log isplay Massages elp
= Hide Opti [+ Hide Detail P: B open © ts  [# Display T Simulate Rul 17 Display L [T]pisplay M THel
Process Options for: Requistioner istory || &2 Comments
Add Supporting Doc Attach Supporting Documeants File Edit View Favorites Help
| | Refer to PO Invoice AP Processor AP_PROCESSOR H — /w
f o FRefeTTo PO O BOye BUYER 1 = /
= = ®
[ Refer |Refer to Requisitioner REQUISITIONER ] f‘)\ [1000% @ :) &
| Refer for Info | Refer for Information INFO PROVIDER  “
— = o
0 0
~
/' BasicDam | LneItems | Accounting | Tax ¢ Process
THE CENTER FOR
[5] Missing GR(PO) CULTURALLY RESPONSIVE
Vendor Data TEACHING AND LEARNING
endor ba 4712 Admimlty Way # 1141 Marin Del Rey, CASQ22
Vendor Number 1000003152 | Display Vendor | I;ﬁfiﬁﬁﬁﬂﬂﬂﬁfm
Vendor Name CENTER FOR CULTURALLY
Name 2 Bi
Street / House No 4712 ADMIRALTY WAY, #1141 Country / Region us [ca
Postl Code / City 90292 MARINA DEL REY PO Box Group
Recipient Data Terms | Due Date
Compzny Code 1000 Metao 02/28/2020
e Quantity Description
1 Foundation Day One: Changing Mindsets- Full Day-
Trans./event Invoice e 0921/2019
Out-of-state sale, exempt from sales tax
Reference Number TEST46 Document Date 01/24/2020
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 4
Inform. Influence. Inspire. T
Questions about this invoice? Email us. v
~ertl lafAamail ~am
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e Displays “Edit Comments” window
e Enter necessary comments
e Click “Save” to save comments
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Current Comments

Invoice referenced incorrect PO 4500457683
Correct Purchase Order PO 4500569246

|5 save || 2 cancel |

e Displays “Maintain Recipient List” window

e Click gray box to select and highlight the “AP Processor”

e Click “Continue”

Users

Recipient List
E.  User Name

AP_PRCSRO1 -
AP_PRCSRO2 -
AP_PRCSRO3

AP_PRCSRO4

AP_PRCSROS

AP_PRCSROG6

AP_PRCSRO7

AP_PRCSRO8

AP_PRCSR09

AP_PRCSR10 -
AP_PRCS5R11 -

| = Users | ||_—q|'_; Users |

|+ continue || 3¢ cancel |
| d
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e Document will workflow to the selected “AP Processer”

Option 3 — If invoice billed unit price are incorrect, reject invoice to vendor
e Click “Return to Vendor”

30
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e Displays “Confirm Action Selection” window
e Click “Yes” to execute option to return to vendor

L]

9 Execute option Return to Vendor?

| Yes | Mo G Cancel |

e Displays “Return to Vendor” window
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Addiional Documents
bitavidson Svistapant. com Fda Tyoe Asch. Doc. Typs Arch.Dabe | Arch.Tema
00i00:00

0050000

0000100
o0:00:00

- GlE[E[E

Mail Tampite I
[OPT/VIM_RTV_EXAMPLE

Confirm vendor email address

o Ifincorrect, delete current information and enter correct vendor email
address

o Additional email address(es) can be added, if needed

Subject field auto-populate with specific information

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

Select Mail Template, if more than one selection

Click “Generate Preview” to view message to be transmitted

o Displays selected "Reason” and written “Comment for Vendor” on the
template

Click “Send” icon

o Click on “Yes” to send vendor email and obsolete DP Document

13
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Return to Vendor

@ Tled eae oF
Return to Vendor
Addrional Documents
E-Mad Address: dan@mcfoods com; [add emad addrass] Fie Type Arch, Doc. Type Arch.Date Arch.Th
ey | 00:00:0
[0 cc requester: i 00:00:0
| 00:00:0
Sublect: Unable to Pay - Resubmit Revised Involce U 00:00:0
‘o
| Attach Invaice Irage |5 |
Reason Language: EN|
| Goods not recened Mad Tempbte
E 7| Price Bsue FOPT/VIM_RTV_EXAMPLE
Quatty erue
CuantRy nsuR
Duphcate nvoice 1
Racipient address ncomact.
Mesing of INCOmact PO number
Facities. After the Fact, Contract/ Task Order Expr
Bilng Period not wichin NTPy Task Ordar/Werk Authoriza tract Pariod
. Tayable received the attached referenee inveiee and is
Comeraet for vandor turning your invoice. Accounts Payable is unable o process the
Unit Price Discrepancy for PO line 3 voice due to the reason(s)listed below:
Invoice Detaila:
Invoice # @ 123456TEST
Reascns:
Price 1ssue
review any additional comsents and make the necessary changes.
ed/corrected inveice to imvoicesBlausd.net. The date
rected imvoice should be the date it in resubmitred,
of the eriginal inveice,
DB Procoss Commants
Unit Price Discrepancy for B line 3 sccepancy for PO line 3
Thank you,
AF_PRCSROI
Tel.:
Email:
v i
b QRz (1) 910 ¥ sapom2tl | INS &

e tovendor

9 Send Vendor Email and CObsolete DP Document ?

I Yes “ Mo |

e Email notification will be sent to vendor
e Invoice will be obsoleted (deleted) from the workflow with the comment
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