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Purpose

This document was created to support all SAP VIM Workplace users in efficiently participating in the
invoice workflow during different parts of the process. Each user is defined and includes step-by-step
processes for completing their tasks to ensure a PO is approved and sent to Accounts Payable (AP).
Additionally, this document includes troubleshooting steps for common errors.

Accounts Payable Contacts

Invoice Submission
1110@apinvoice.swisslog.com

Inquiries
finance@swisslog.com

Accounts Payable Specialist
Katherine Donovan
Katherine.donovan@swisslog.com
757-820-4425

Senior Accounts Payable Specialist
Jennifer Chappell
Jennifer.chappell@swisslog.com
757-820-4469

Accounting Manager (for escalation)
Geysha Quesada
Geysha.quesada@swisslog.com
757-820-4460

VP Finance & Controller (for escalation)
Stephen Jutz
Stephen.jutz@swisslog.com
757-820-3467
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Introduction

SAP VIM Workplace

The Vendor Invoice Management (VIM) Workplace is the workflow system for all business transactions.
This system communicates the status of changes or necessary approvals for invoices. As a user of the
VIM workplace, you will take on each role during different parts of the invoice workflow.

VIM Workplace — Personal View
"1Hide Selection Pane [ #Hde Detai Pane  fbSwitch Work View & Configure Team  ©:Scan
OPENTEXT | Vendor Invoice Management™ t s sousces
AWEEOOT, Wy Pendng | Hy Complsted
Ay [ e ~ Reset
Company Code :\ ﬂF\ to "% |  Document Date 3 Currency
Vendor :“ o = Incoming Date 2 Gross invoice amount 5
tame 0 % | Duepate S|  Chamneim -
Reference [ S| Document 14 S| Document status
N [&]FH) 5. [[£[Choose Buk Action | {8 mage |[%Lne Rems | @ Hstory |B Comments {3 Actual Agents
My Inbox (33
Proc. Buk Act. D3 Re. Im_Co. CoCode DocumentNo Ye Vendor Name 1 Reference Crey  Gross amnt Doc. Date Posting Date  Due Date o~
s S5 B B 1110 307623 Omega Engneerng, Ing C00000670862 USD 10539 01/22/2019 01/23/2019 _ 02/21/2019 _ ~ L OMEGA fnvalos o C00000670362
00 & 307889 GRAYBAR 9308258745  USD 492.18 01/22/2019 01/23/2019 03/08/2019 ~ “ " P % O
o) & 307506 HERMITAGE AUTOMAT 00980534 usD 42295 01/21/2019 01/23/2019 03/07/2019 ——m—gnses - PLEASE REMIT TO.
foi'e) G KIOL3 | KUKA Degts 39287872 EUR 33.83 04/13/2018 01/22/2019  04/13/2018 Omega Engnascn i
OO S 307692 Engnesred Products, L 164640001  USD 670.00 01/18/2019 01/21/2019 03/19/2019 SUSESICRGon Pious OuSsogh KCES: 65
80 & L 314450 Arine Hvdraulcs Como | 12246703 uso 9.32 01/19/2019 01/21/2019  03/05/2019 i s
oo L 306767 ELECTRICALEQUIPME = 379014000  USD 483.07 01/18/2019 01/23/2019 03/04/2019 -
50 & 307889 GRAYBAR 9308218394  USD 9224 01/18/2019 01/23/2019  03/04/2019
0 b 307678 DAIRY CONVEYOR CORP 0213673 USD 57.22 01/16/2019 01/23/2019 02/15/2019 swrssi06 Loasnes
oie) g 313634 E&M Eisctrc & Machne | 332130 USD 68930 01/17/2019 01/23/2019 03/03/2019 SekdaCh 08 2004
siel & 207566 ASPEN LTD 198803 USD  1,15446 01/11/2019 01/23/2019 02/25/2019
0 b 307566 ASPEN LTD 198798 USD  1,950.00 01/15/2010 01/23/2019 03/01/2019
o) & 316365 McGrath RentCom 1850372 uso 12730 01/13/2019  01/23/2019 02122019
o0 & 307404 Aut e AS (w; 129732 uso 2,867.70 01/15/2019 01/15/2019 03/16/2019
o0 &p 307537 DYNATECT MANUFACT 5025039 USD  1,301.27 01/11/2019 01/23/2019 02/25/2019
CAD & 307889 GRAYBAR 9308101201  USD 2634 01/11/2019 01/12/2019  02/25/2019
o0 & 307598 ACLA USA 045518 uso 1,749.06 01/11/2019 01/23/2019 02/10/2019
0 & 306939 Granger 9052095198 USD 677856 01/10/2019 01/23/2019 02/09/2019
X & 307404 Autostore AS (was JAX | CDV/129687 USD  4,835.30 01/11/2019 01/23/2019 03/12/2019
(o5 & 307404 Autostore AS (was JAK CON/106421 USD  1,650.00 12/10/2018 01/08/2019 12/10/2018 =
oie & 306939 Granger 9946092252  USD 885.98 10/25/2018 01/07/2019 11/24/2018 ~

Roles and Responsibilities

As a VIM user, you will be taking on different roles and responsibilities throughout the invoicing process.
At one time, you may serve multiple roles for each invoice in process. You can identify the role you are
serving for any invoice in the Process Options window. In the example below, the role is Information
Provider.

Process PO Processing - Global (Exp) - 000000138018

b= Hide Options [ Hide Detail Pane BY open Comments  [#] Display Image 07 Set to Obsolete 9 Rescan  r11Help

OPENTEXT | Vendor Invoice Managemeant™ for SAP* Solutions

I Process Options for: Information Provider I

tion ZIMF_PROVIDER
| Refer | Refer to PO Invoice AP Processor ZPO_APPROC
| Refer | Refer to PO Invoice Buyer ZPO BUYER

Important: Accounts Payable (AP) will add comments to invoice transactions when routing to buyers,
requisitioners, receivers, and for information. These comments will give you detail regarding what is
required for processing. Please see the comments for these roles!! Do not assume all items in your
workflow are waiting to be approved.
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Table 1: Roles and Tasks

[PO/Non-PO]

ZNPO_APPROC

Role Role Name in Tasks
SAP VIM
Approver ZPO_APPROC

Approve the invoice

Submit change order to increase funds on the PO

Buver e Change line item amounts
4 7PO BUYER e C(larity regarding the PO number
[PO] - e Discrepancies between the PO and the invoice
e Change to unit price
Infor.matlon ZINE PROVIDER Provide missing details or required clarification
Provider -
Receiver Complete goods receipt to allow AP to apply funds to PO lines for
ZRECEIVER processing
[PO]

Requisitioner

[PO/Non-PO]

ZREQUISITIONER

Resolve discrepancies between the PO and vendor billing,
usually for items the vendor is billing for that do not appear on
the PO

Provide new vendor details

Correct vendor details

Provide missing details, such as PO number, project or related
cost center number

Reconcile duplicate billing issue

Swisslog CGLA — 2019
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Basic Navigation and Functionality

Favorite SAP VIM Workplace

1. Right click on your favorite folder from the SAP Easy Access Menu.

SAP Easy Access
EE & ioigd | v o
v = Fa\ror'rti"
- ¥ sm Open folder
* ¥r FBY Delete All Favorites
R f"“ Insert Folder ents.
* 37 /OH . ics
. ?f? Fs0 Insert Transaction enance
» B3 Acd Add Other Objects
* ¥¢ JOPT/VIM_WP - VIM Workplace
2. Select Insert Transaction.
SAP Easy Access
RE & | jatg & | v
* [£= Favg=*-=
« =g Open folder
L B
* A Delete Al Favorites
T Insert Folder =
" : by
A Insert Transaction i
* 30 F % n
v O3 Add Other Objects
- br FADTIAWTM VWD — VTN WWinrknbero

3. Type “/OPT/VIM_WP” into the transaction code field and click the green checkmark.

SAP Easy Access
z = s Tw &

-
b - .

~ [= Favorites
* 3 SM35 - Batch Input Monitoring
* ¥ FBVO - Post Parked Document

[ Manual entry of a transaction

Transaction Code

* 3 ZAPOO4 - Park AP/GL invoices/documents.

[

TropT/vIM_wip|

4. The VIM Workplace transaction will appear in your favorites list.

Swisslog CGLA — 2019

Version 1.0
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SAP VIM Workplace Features

Use the screens below to identify each feature:

6

| & image ]Exbneltems || @ Hstory |

Comments

||z Actual Agents

VIM Workplace — Personal View
‘TaShow Selection Pane [ % Hide Detail Pane & Switch Work View & Configure Team  ©3Scan
OPENTEXT | Vendor Invoice Management™ for SAP* Soiutions
(2][F][E&) 2 & L'sl)[&e J®= . [&)I[show: 500 II[[EL)[CE][Chogse Buk Action i 5

My Inbox (33 Hits) 1 . . ‘ ‘
Proc. . Buk Act..Da, WFH_ Ex | Doc. Id Qﬁ‘ Im_ |Co, CoCode DocumentNo Ye |Vendor Name 1 'Reference |Crcy | Gross amnt Doc. Date Posting Date  Due Date |Cle
oo | [ & & G 145597 B & 1110 307623 Omeda Endineering, Inc C00000670862 USD 10539 01/22/2019  01/23/2019  02/21/2019
oo [ & o (14553 B [ 1110 307889 GRAYBAR 9308258745  USD 492.18 01/22/2019 01/23/2019 03/08/2019
o [ & T & 1457 B B 1110 307506 HERMITAGE AUTOMAT 00980534 UsD 422.95 01/21/2019 01/23/2019  03/07/2019
o [ & & (145407 @ @ 110 K1013 | KUKA Deutschiand Gm . 39287872 EUR 33.83 04/13/2018 01/22/2019 04/13/2018
X0 [ & o (p 145076 m B 1110 307699 Engineered Products, L H164640001  USD 670.00 01/18/2019 01/21/2019  03/19/2019
oo [l & D (G 145068 B B 1110 314450 Arine Hydraulics Como . 12246703 UsD 9.32 01/19/2019 01/21/2019 03/05/2019
o [ & O (3 145039 m G 1110 308787 ELECTRICAL EQUIPME = 3790140-00  USD 483.07 01/18/2019 01/23/2019  03/04/2019
oo Ll & O (b 144822 B B 1110 307889 GRAYBAR 9308218394  USD 92.24 01/18/2019 01/23/2019  03/04/2019
O [ & I (5 144805 B B 1110 307678 DAIRY CONVEYOR CORP 0213673 USD 57.22 01/16/2019 01/23/2019 02/15/2019
O [ & & (5 144804 @ G 1110 313634 E&M Electric & Machine 332130 usD 689.30 01/17/2019 01/23/2019  03/03/2019
O [ & I & 144100 m B 1110 19-8803 USD  1,154.46 01/11/2019 01/23/2019 02/25/2019
oo [ & 5 (5 144063 m G 1110 307566 ASPEN LTD 19-8798 USD  1,950.00 01/15/2019 01/23/2019 03/01/2019
ose | & ) (b 143781 ® B 1110 316365 McGrath RentCorp 1850372 usD 127.30 01/13/2019 01/23/2019  02/12/2019
o [ & & (5 143682 ®m & 1110 307404 Autostore AS (wasJAK CIN/129732 USD  2,867.70 01/15/2019 01/15/2019 03/16/2019
oo [ & & (143272 ® G 1110 307537 DYNATECT MANUFACT 5025039 USD  1,301.27 01/11/2019 01/23/2019 02/25/2019
O [ & I (D 143010 ) @ 6 1110 307889 GRAYBAR 9308101201  USD 2634 01/11/2019 01/12/2019  02/25/2019
o [ & & (3 142808 © @ B 1110 307598 ACLA USA 045518 USD  1,749.06 01/11/2019 01/23/2019 02/10/2019
o [ & I (G 142850 © @ 6 1110 306039 Grainger 9052095198 USD  6,778.56 01/10/2019 01/23/2019 02/09/2019
oo [ & T & 14265 @ B B 1110 307404 Autostore AS (wasJAK  CIN/129687  USD  4,835.30 01/11/2019 01/23/2019 03/12/2019
O [ & & (5 14189% ® @ & 1110 307404 Autostore AS (wes JAK CCN/106421 USD  1,650.00 12/10/2018 01/08/2019 12/10/2018
a0 [ & 1 (b 141635 © = @ 1110 306939 Grainger 9946092252 USD 885.98 10/25/2018 01/07/2019 11/24/2018
O [ & I (G 140044 © @ @ 1110 K1011 . KUKA Systems North A . 110-004421  USD 417.91 12/31/2018 01/17/2019  01/30/2019
oo [l & & (5 13999 © @ B 1110 315283 Chrkson Industril Cont . 7942 USD  2,120.00 12/28/2018 01/21/2019 02/11/2019
O [ & O (D 138018 © @ B 1110 307585 ARESTANT, S.A. AKA FVAR3/18038, EUR 203,621, 12/18/2018 12/18/2018 02/16/2019
oo [ & & (13817 © @ & 1110 315503 Bamy-Wehmiller Design . INV0137336A USD  7,643.70 09/30/2018 12/18/2018 11/14/2018
a0 [ & & (B 137810 © @ & 1110 315503 Bamy-Wehmiler Design  INV0137336E USD  5,821.00 12/17/2018 12/17/2018 01/31/2019
oo [ & O (136635 @ = B 1110 P026  Swisslog AG 906017035  CHF  4,502.20 12/07/2018 01/21/2019 01/16/2019
O [ & & (3 136304 @ @ B 110 316737 Crown Equipment Corp . 113154762  USD  2,840.78 07/12/2018 01/23/2019  08/26/2018
o [ & I (B 136303 © @ © 1110 316737 Crown Equipment Corp , 113154764  USD  1,158.24 07/12/2018 01/23/2019 08/26/2018
O [ & & (& 127424 [© B B 1110 1900043911 20, 307182 Calper Management Inc 11581134 UsD 295.00 10/31/2018 11/08/2018 11/30/2018
040 [ & & (& 125513 o @ B 1110 K1013 ~ KUKA Deutschiand Gm . 39324332 EUR 7,619.72 10/23/2018 12/14/2018 10/23/2018
a0 [ & O @ 12810 © @ B 1110 306026 Inteligrated Systems, L 9433904 UsD 65.00 10/15/2018 10/23/2018 11/14/2018
o [ & & (& 102180 © @ B 1110 K1013 . KUKA Deulschiand GmbH 39302620 EUR 713.84 07/02/2018 07/26/2018 07/02/2018

—Vendor Number 2 —Vendor Name

— Invoice Number 4 — Invoice Amount

— Invoice Date 6 — Invoice Image

T »

£ OMEGA

‘Omega Engineering, Inc.
PO Box €047, Suamrd, CT 08907 0047
(20891080 FAXL20897700
wewomegacom  emalimfoGomeg com

SWISSLOG LOGISTICS
Atin: Acoounts Payatie

161 Enterprise Dr

Newport News VA 23603-1262

Page 10f1
Invoice No. C00000670862
TR T 20 DAY PROM DATE OF MWVOICH
PLEASE REMIT TO:
Omega Enginesring, nc.
26904 Network Place, Chicago IL 606731269
StoTo
SWISSLOG LOGISTICS

5172 Kieman CtSto 8
Salida,CA 95368-8904

11
| ovans
BUYER
e g Prone. 757 7 3%
[T
1 1 1 0 |USB-CONFIG-TH EA 74.6500 74865
USB CONFIGURATOR FOR TX208
[FRANSMITTERS
AL CLARS FOR ERRORS OR SFORIAGES WUB T B WADE WATHIN 18 DAY SUB TOTAL| 7485
b A
sTaTE sALes TAX sa0
i
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| VIM Workplace — Personal View
TaShow Selection Pane [ ¥ Hide Detail Pane i Switch Work View 27 Configure Team  ©:Scan
OPENTEXT | Vendor Invoice Management™ for SAP* Soutions
(Q[&][F NP1 B L) s ) [S]E JE& L) [£)[show: 500 ]I [ERJ[[E[choose Buk Action ] [@imege |FEitme ttems _[[@ History | Comments |83 Actual Agents
My Inbox (33 Hits) - = 2 .
Proc... | Bulk Act. Da_ \WF H_ Ex. | Doc.Id Doc . Posting Date Due Date C/di C/disc.,..| Discount Exc. Exception Reason .. Recall Current Role = Current Agent |Ag,. Document Status - .
[e''9) [] & & 145597 01/23/2019  02/21/2019 908  Process PO Invoice (PO) OCR .»  ZPO APPROC  D4JA ~8g, Sent for Doc Creaf ‘)_EQMEGA Invoice No. €00000670862
RO 1 G sy o d5aa4 01/23/2019  03/08/2019 913 Manual Check Needed / Miss.. & ZPO APPROC  D4JAFFA | &g, Indexed PO B 4047, S, 1 G307 0067 e v 0 v PR e o e
ol m T e ST 01/23/2019  03/07/2019 913  Manual Check Needed / Miss. & 2P0 APPROC  DAJAFFA &g Indexed hcputony M- s PLEASEREMTTO!
O [ & O (o 145407 01/22/2019  04/13/2018 909  Unable to Determine PO Lin, =& 2PO_APPROC  D4JAFFA 8o Indexed Guiega Bngmesrtog: e
o [ & O (& 145076 01/21/2019  03/19/2019 913 Manual Check Needed / Miss., & ZPO APPROC ~ D4JAFFA  &8g Indexed OO0 ERorR Piocy CHlcRgo I00NT 1289
oo [ & O G 145008 01/21/2019  03/05/2019 909 Unable to Determine PO L. & ZPO APPROC  D4JAFFA 2o Indexed ] o
o [l & O (145039 01/23/2019  03/04/2019 913 Manual Check Needed / Miss. & ZPO APPROC  D4JAFFA  gg Indexed
oo - & > 144822 01/23/2019  03/04/2019 913 Manual N Miss = & APP D4JAFFA 89, Indexed
040 - S Q (, 144805 01/23/2019  02/15/2019 913 Manual Check Needed / Miss . :r,‘a ZPO APPROC D4MACAS &g, Indexed SWISSLOG LOGISTICS :V:%?“G.}gisflacs
o [ ¢ O @ 144804 01/23/2019  03/03/2019 909 Unable to Determine PO Lin.. | & ZPO APPROC  D4JAFFA g Indexed i deoui Eaydae Saida,CA 95366-8004
(s T & O (B 1aa100 01/23/2019  02/25/2019 913 Manual Check Needed / Miss. & ZPO APPROC  D4JAFFA  g8g Indexed News VA 23203-1389
O 1 @ 0 (D 144063 01/23/2019  03/01/2019 913 Manual Check Needed / Miss.. & ZPO APPROC  D4JAFFA &g Indexed
O [ & & (B 01/23/2019  02/12/2019 909 Unable to Determine PO Lin, | = ZPO APPROC  D4JAFFA  gg Indexed ey f — ] —
oo [ & O (D 143682 01/15/2019  03/16/2019 909 Unable to Determine PO Lin.. | - 2PO APPROC  D4JAFFA &g Indexed T
oo [ & O 14z 01/23/2019  02/25/2019 913 Manual Check Needed / Miss, & ZPO APPROC  D4JAFFA  gg Indexed — N L A L7 T T
o1 & 05 (G5 143010 01/12/2019  02/25/2019 909 Unable to Determine PO Lin . & ZPO APPROC  D4JAFFA  gg Indexed 3 : F P e % s S
o [ & O (O 142808 01/23/2019  02/10/2019 913 Manual Check Needed / Miss, & ZPQ APPROC  D4JAFFA  3g Indexed USB CONFIGURATOR FOR TX206
oo [ & O (5 142850 01/23/2019  02/09/2019 953  Vendor Mi P % ZPO APPROC  D4GILLD  @g Indexed FRANSMITTERS
o0 n S Q (5 142659 01/23/2019  03/12/2019 909 Unable to Determine PO Lin 3 ZPO APPROC D4JAFFA &g, Indexed
oo 1 & & (D 1418% 01/08/2019  12/10/2018 909 Un: n. & ZPO APPROC  D4MACAS 2o Indexed
o 1 & o (& 141635 01/07/2019  11/24/2018 909 Unable to Det Olin | & ZINF PROVI,  D4CHAPJ1 Indexed
o0 S & o (D 140944 01/17/2019  01/30/2019 908 Process PO Invoice (PO) OCR & ZPO APPROC  D4CHAPI1 Sent for Doc Creal
O [ & O (& 13999% 01/21/2019  02/11/2019 824 Invaid Tax Info ( NPO) hc ZINE PROVI,  D4CHAPJL Indexed
o0 [ & O G 13808 12/18/2018  02/16/2019 996 Invoice in forein currency (.| & ZINF PROVI.  D4CHAPIL Indexed
oo n & @ 137817 12/18/2018 11/14/2018 824 Invald Tax Info ( NPO) ) ZNPO APPR D4JAFFA &g, Indexed
oo [ & O (137810 12/17/2018  01/31/2019 824 Invald Tax Info ( NPO) ic) ZNPO APPR,  D4JAFFA 5o Indexed
O [ & O (5 136635 01/21/2019  01/16/2019 904 rren ) ZINF PROVI,  D4CHAP)1 Created
oo 1 & O (D 136304 01/23/2019  08/26/2018 913 Man N Mss.| 7% APP) D4JAFFA  gg Indexed
040 { & S Q @ 136303 01/23/2019  08/26/2018 913 Manual Check Needed / Miss . 3 ZPO APPROC D4JAFFA &g, Indexed
oo [ & O (D 127424 11/08/2018  11/30/2018 850 i i) ZNPO APPR.  D4JAFFA 8o Rejected by Apprc
lose) 1 & o (@ 125513 12/14/2018  10/23/2018 908 Proc 0 Invoice g ZPO APPROC  D4CHAPJ1 Sent for Doc Creat
o & 0 G 121810 10/23/2018  11/14/2018 913 Manual Check Needed / Miss.. & ZPO APPROC  D4CHAPIL Indexed
oo L & O (P 102180 07/26/2018  07/02/2018 909 Unable to Determine PO Lin | ZPO_APPROC  D4CHAPIL Indexed
1 — Exception Reason {System Generated} 2 —Re-Route Icon
B — Current Agent Role 4 _Current Agent ID S R S TRTOTAL Yo
4[> 4 m,_____::'_‘:_?:_____‘ STATE SALES TAX 589
L e
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SAP VIM Workplace Actions

Open Transaction

Click on the clock icon from the Execution column to open the transaction for processing or approval.

ENIBRE ) IRt |[2]@ .J& .JJ=]]I[8)[show: 500 .]I[ER|(E)[choose Bulk Action .

My Inbox (33 Hits)

Proc. | Bulk Act. Da_ |WFH Doc. Id Doc_ |Re |Im_|Comm_ |CoCode |DocumentMo|Ye Vendor Mame 1 “|Reference Crcy | Gross amnt | Doc. Date
OA® [ ] e =__Z L 1142808 |@| =] Eﬁ 1110 307598 ACLA USA 045518 UsD 1,749.06 01/11/2019

Open Workflow History

Click on the scroll icon from the Workflow History column to see a technical transaction flow chart.

|§| | |E||E”E| ml ’E” || |E”(I')_j ‘|||::'j 4||E':§ |J| | |§|I |5|‘ID'."J: 500 ,|| |E||E||Chonse Bulk Action
My Inbox (33 Hits)

Proc. |Bulk Act. Da fWFHQR Ex | Doc. Id Doc_ Re Im_|Comm_ |CoCode |DocumentMo Ye | (Vendor Mame 1
oo 1 &l % 142898 B B B 1110

Fl

“|Reference Croy Gross amnt Doc. Date
307598 ACLA USA 045518 usD 1,749.06 01/11/2019

View Transaction

Click on the eyeglass icon from the Dashboard column to see a transaction snapshot and quick access to the purchase order detail.

ISEY S

My Inbox (33 Hits)

Proc. | Bulk Act WFH |Ex | Doc.Id Doc_ Re |Im_|Comm_|CoCode |DocumentMo Ye (Vendor Mame 1
eie - el 7 (% 142898 [@ B By 1110

&= |.

=S

] D:gld

||§|I [show: 500 .

| |E||E||Chunse Bulk Action a

*|Reference Croy Gross amnt |Doc. Date
307598 ACLA USA 045518 UsD 1,749.06 01/11/2019

Swisslog CGLA — 2019 Version 1.0
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SAP VIM Workplace Image Display

SOCE

BEBBHEEE R R B B R B R B RH B H R |
2PR2L2L2228922202282020028802 8028
BEEEEEREEENRRRRRRERRERRRRRERRRERR:;

Line Item
Line item view allows the user to see at a glance how the expense is being charged.

||§| Image ”E{Line Items . History |E5C0mment5 |L‘9,g,ActuaIAgent5 |
ERE = sl [2]e J& =L
Line Items
Doc. Id \Doc. ITtem DJC Material Purch.Doc. Ttem | Quantity OUn|OPU  Met Price Amount | Text Tax |tax Code Tax lur. Ta
136635 1|5 4500110524 10 0.288 AU PC 67,600.00 19,468.80 0.00 IO 0509921101 C
136635 2|5 4500110524 20 1 AU PC  7,293.00 7,293.00 0.00 IO 0509921101 €
History

History view allows the user to see at a glance the current and previous transaction status; as well as
agents who have worked the item and any notes they have added.

I||§|Irnage |ESy Line 1tems || History Comments  |[8 Actual Agents |
@ [ FR]EFL ([SE ™ =L
Process History

Comment Activity Status Process Type Document Status Actual Role Actual Agent

rﬁ‘a Refer for Information w* Invalid Currency (PO} Created ZPO_BUYER Daniel Tinkler

(2 Refer to PO Inwoice Buyer «# Invalid Currency (PO} Created ZPO_APPROC Katherine Donovan
Workflow Start «* Invalid Currency (PQ) Created JOBUSER
Update status v Validation Complete Jennifer Chappell
OCR Validation o Sent for Validation Jennifer Chappell
DP Trigger v Ready for validation JOBUSER
Update status v Extraction Completed XOTX_REC
OCR BExtraction [ 4 Sent to OCR XOTX_REC
IDH Trigger v Sending data to ICC Dispatcher JOBUSER
Early Archiving o Scanned JOBUSER
IDH Trigger o Processing Archiving JOBUSER
IDH Trigger o Document Registered SAP Mailer

Swisslog CGLA — 2019 Version 1.0 11
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Comments
The comments tab shows all historical comments added during processing.

|IE| Image ”ElLine Items ”;E’Hlstnr'_.r |E‘3Curq\rxnent5 w,ﬁlctualﬁgents
|@| ||:|ij| Eispla}r Previous Comments

Fdkm kR R Rk kR sk ke ke de e ke de e e e de e e e e e o o e e e e e e S e

Changed By : D4TINKD
Changed On  :01/21/2019 21:5%:07

B e L e e e e e e

This should go against line itern 1 of the PO.

B i e e e b bt bt e e e e e e

Changed By :D4DONOK
Changed On :12/14/2018 17:31:43

EE e e e e L e T ke R ettt et S

please determine which PO line to post to

Note: If any comments have been added and the item has not moved from one status to another or
from one user to another, the comments will not appear here. The comments would appear on the
workplace screen indicated by the green comments icon from the My Inbox list.

& e [2]&

[ = R F- JEEL

My Inbox (33 Hits)

Proc. | Bulk Act. Da_|WFH_Ex | Doc.Id Doc |Re |Im_ Co_  CoCode |DocumentMo

A=

I|ﬁ|l|5hnw:5

oo [| & O (5 145597 @ = B 1110
A | g™ ; f}} 145534 |@| |E| Eﬁ 1110
oA 1 & &5 (B 145417 [ | [El 1110
O T & O (D 145407 [ @l%lnm

Actual Agents
The actual agents tab displays which user currently has the item in their workflow.

|IE| Image ”E\Line Items ”Q’H'Etory nﬂammments H—El,gh*gualhgents

) [2) =)@ & [FL)E JCa ) [2)@ JE .JE Dislay Actual Agehts

Actual Agents

Curr.Agent First name|Last name Department E-Mail Address Tel.no.|Work item text Doc. Item
D4CHAPIL Jennifer Chappell Accounting jennifer.chappell@swisslog.com Process Document 000000136635

Swisslog CGLA — 2019 Version 1.0 12
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Role-Based Procedures

Referring or Rerouting to Other Users

All users, except approvers, can refer or reroute a transaction to another user. Referring and rerouting
are two different methods moving a transaction from one user to another. Either action ensures the
invoice is forwarded to the correct individual for more efficient processing of invoices. Follow these
steps for each procedure:

Referring to User
1. Click on the clock icon from the Execution column to open the transaction for referring.

R EF &)L [E L & .

[ =]@

e |,

| |§|I |Sh0w: 500 g

| |E||E”Chnose Bulk Action

My Inbox (33 Hits)
Proc. | Bulk Act. Da. WFH_|Ex | Doc.Id Doc  Re_  Im_ Comm | CoCode DocumentMo Ye  |Wendor [Name 1

ro I i8e T W @ B B 1110 307598 ACLA USA

2. Once the Invoice opens, click on the Open Comments button from the top ribbon.

Process Non PO Processing - Global(Exp) - 000000125787

b5 Hide Options [ ®Hide Detail Pane  EY Open Cumments{[}isplay Image 0FSet to Obsolete

OPENTEXT  Vendor Invoice Management™ for SAP* Solutions

3. The Comments window will open. Type in all details regarding what is needed from the user to
which you are referring the invoice. Once done, click the Save button.

Current Comments |

=] Sa\fe“ Cancel |

Swisslog CGLA — 2019 Version 1.0 13
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4. Click on the Refer button next to the role in which the invoice will be sent. In this example, the
invoice is being referred to an AP processer.

Process PO Processing - Global (Exp) - 000000073720

B9 Hide Options [ Hide Detail Pane LE,:I Open Comments [#] Display Image ﬁSimulate Rules r Set to O

OPENTEXT Vendor Invoice Management™ for SAP* Solutions

| Process Options for: Information Provider

| Refer for Info

| Refer for Information

ZINF PROVIDE]

Refer | Refer to Vendor Maintenance ZWEND MATMT

Refer ﬁ Refer to PO Invoice AP Processor ZPO APPROC

Refer Refer to PO Inwvoice Buyer ZPO BUYER

Refer | Refer to Requisitioner ZREQUISITIOMN
I Do £ Lo & O i S ot e s W e 1

5. The Recipient List will appear. Select the correct user and click Continue.

| Refer | Refer to Receiver ZRH
[E Maintain Recipient List * =3
|| Users | b
Basic Data /‘/Lne]henu }f Accounting
Recipient List
PO Reference }f G/L Account E.  User Mame
nnifer Chappell |
Gill &
— - F Ch¥rlene Hunt E
Docu... M... :Purchasmg .ee IEEmM M3 Armoreite Kine |
1 | 4500086002 O Foem T ES Cf
2 | 4A500086002 O
3 | 4A500086002 O LE}
4 | 4A500086002 O
L& | 4A500086002 O
— E@ Users B Users |
S — -
— Lﬁ Continue‘(}lncel

Swisslog CGLA — 2019

Version 1.0
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Referring to User Not in the Recipient List

If the user in which you want to refer the invoice in not in the Recipient List, follow these steps for
adding the correct user:

1. From the Recipient List screen, click the Users button with the green plus sign.

TETET TETET 0 e qUTSTCIOTTET 2
Refer EE RGNS = Maintain Recipient List A * B
|| Users [ L
Basic Data / Line Items ], Accountin RECIPIEHt List
B | User Name

PO Reference | G/L Account | Nad Mendis
Docu... M... 5 Purchasing ... |Ttem |1
1 | 4500086002 0 lES
2 4500086002 0
3 4500086002 0 NG
4 4500086002 0
5 | 4500086002 0

[ E° Users I E‘; Users‘

I [@ Continue “X Cancel]

A

2. Enter the d4 or h4 user name in the User field and click on the green checkmark.
Note: If you don’t know the user name, type in the last name.

[= Restrict Value Range (1)

—
user E]L D4CHAPJY|
Last name
First name
Department
Building code ]
Room Nurnber ]
Extension ]
Cost center FV\
Internal mail ]
Company
Company name
City
Maximum Ho. of Hits T‘
™
Swisslog CGLA — 2019 Version 1.0 15
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3. Alist will appear, select the correct user name and click the green checkmark.

Restricti

([
! ser Name Last name|First name Department Buildings Room No.|Extd

e

[¥|  D4CHAPJ1 CHAPPELL JENNIFER Accounting

4. When you return to the Recipient List, make sure you remove any extra recipient names. Select
the box next to the name to remove and click the Users button with the minus sign. The invoice

will not be forwarded if more than one agent’s name appears in the list.

[S Maintain Recpient List x

| Users |

Recipient List
B User Mame

Mendis
Chappel

E@ Users =0 Users]

" Continue |3 Cancel

5. When your Recipient List includes the correct users, click the box next to the user’s name and
click Continue.

[& Maintain Recipient List x

| Users |

Recipient List

B | User Name

i inrfer Chappell

E@ Users I I?g‘) Users ]

«# Continue ‘Cancel

Swisslog CGLA — 2019

Version 1.0
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Rerouting to User

1. From your inbox, click on the org chart icon from the Reroute column next to the invoice to be

re-routed.

All Inbox (544 Hits)

!

Ex . Doc. |Co_|Doc_|Documen |Vendor ~|Name 1 Current Role | Current Agent  Reroute |RecallReference |Exception Reason
@ 1412 Eﬁ PO81 [D] Swisslog Automation G~ ZPQ BUYER D4JOHML i 914008673 Invalid Vendor VAT Mumber (PO) =
@ 1235 Eﬁ Swisslog Automation GmbH  ZRECEIVER D4CAMPM 3 914008249 Invalid Vendor VAT Mumber (PO) ~

2. The Process Re-Routing window will appear. From the New Role field, select the applicable user
to which you would like to reroute the invoice. Then click the green checkmark.

a. Select “ZPO_APPROC” to re-route PO items back to AP processor.
b. Select “ZNPO_APPROC” to re-route Non-PO items back to AP processor.

Ex Doc. Co_ Doc_ [Documen_[Vendor Tame 1 Current Role | Current A‘
@ 1412 Eﬁ P081 [D] Swisslog Automation G ZPO BUYER D4JDH1
@ 1235 | Eﬁ Swisslog Autormation GrmbH — ZRECEIVER D4CAMH
@ 1096 Eﬁ Swisslog Autorration ambH ~ ZREQUISITI | D4GOEH
& 1400, B [ Process Re-Routing
(X 1276 [
(T 1276 [ | Process Type Selection
(& 170, B Current Process Type 920 Invalid Vendor VAT Number (PO) -
(£ 1108 [
L
(o 1031 @ MNew Process Type 920 Invalid Vendor VAT Number (PO) -
(F 1031 B
(t 83873 B
(T 1415 B | Role Selection
(£ 1396 [P Current Role ZPO_BUYER PO Buyer -
(% 1309 E
@ 1227, & New Role "ZPO_APPROC PO AP Processor - Docum.. | &k
L L
Q e E: ZINF_PROVIDER Information Provider
@' 1315 Eﬁ ZPO_APPROC PO AP Processor - Document Processing
(% 1377 1 ZPO_BUYER PO Buyer
(T 60267 B4 ZRECEIVER Receiver
@, 1366 Eﬁ ZREQUISITIOMER Requisitioner
= 1205 B ZVEND_MAINTEN Vendor Maintenance LA

3. The Recipient List will appear, click the box next to the correct user and click Continue.

e
Vendor % [= Maintain Recipient List
Name | Users
Reference . . .

Recipient List

e —— User MName

‘gl | ‘énillﬁl F | Jennifer Chappell

B erine Donovan
All Inbox (544 Hif :
Ex_Doc. Co_ Doc_ Docu Ch: ne Hunt
G 1303 B Amorette Kline
G 1376 . B Sherrie MacAlister
@ 1437 21004 Tricia Tinnon
(3 1422 19004
(2 1437 [
(1315 B
(T 1405 [

B uses | [B uses |
Select "Continue"

G 1412 S |
(T 1437 Y |¢ Continug Cancel | e
(& 1355 . W oftware s

(Z» 94131 [ 313549 TGW Systems Inc. ZRH

Swisslog CGLA — 2019

Version 1.0
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4. The Comments window will appear, allowing you to enter additional details. If you don’t need to
include any further details, type in “see comments”. Click the Save button, and the invoice has
been rerouted.

Company Code

vendor [E Edit Comments 000000139332
Name | current comments |
Reference
N &SR This comment box will populate even if you have already
] entered a comment prior to re-routing: you may type "see
| Inbox (544 Hit comments”
| Doc. . Co_ Doc_ |Docul
1393 B4
1376 . B
1437 5100
1422 1900
1437 . Y 4
1315 B B3.2]
405 B Bog4
1422 5100 p47
1392 B 6581

5. The bottom ribbon will confirm that the re-route was successful.

| 4 »

Re-Routing successfully executed

Swisslog CGLA — 2019 Version 1.0 18
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Approver
In this role, you must review, confirm, and approve the invoice for posting and payment. The invoice has
been matched to the related PO or coded to the relevant cost center or WBS element.

The approver can correct the GL account, item amount, tax jurisdiction, WBS element, and cost center
prior to approval. Use the following processes depending on the situation.

(= Agproval Goto  Settings  System  Help
< l«H eae®e = @ =
Approve Invoice 1900043913
Show Detal Pane P SAP Invoice  _AaUnified Dashboard Il Add Attachment (D Display Image 58 Display Attachments L) View Log
OPENTEXT  Vendor Invoice Management™ s sae= sowons
< Invoice Summary | Addtional Detais
[ Special Handing Instructons
Vendor 0000307108 |United Rentak (North America), Inc Document 1D 111386
Wendor Invoice # 50391582-001 Payment Terms 2005
Company Code 1110 Invoice Date 27.02.2017 Due Date 27.10.2017
Invoice Amount 774,26 Tax Code 11| A
Net Amount 774,26 UsD -dic M Tax Amount 1
Expense Type: MA-Management Approval -
o
1= =1 VAT balance: 0,00 Balance 0,00
Please Enter or Chanae G/L Account Information
St... G/L Acc Short Text Cost Ctr D/C indic.  Item Amount Percentage  T.. Tax Jur. WES Elem.
400600 External services Debit e 673, 00 86,92 IO 4770004301 P-006340.02.01.C
400600 External services Debit - 41,25 5,33 I0 4770004301 P-006340.02.01.C
400600 External services Debit = 60,01 7,75 10 4770004301 B-006340.02.01.¢
pebit = 11
Debit o Il
Debit - Il -
Debit = I1 -
‘0 T
® Time Zone: cET
Approver Time Stamp Logged Action D.. D..|Comments Summary m
\WEBATCH 19.11.2018 19:44:27  Invoice submted for Approval
D4CHAPIL 08.11.201¢ 15:59:16€ DP process step Ir‘;,FLEASE REVIEW AND ADVISE IF THIS REL
D4IOHNL 03.10.2018 15:35:32  DP process step [3]10-3-18 T have no clue what this . Must be
DADONOK 28.05.2018 17:35:35  DP process step :|provide PO to process -
a ok 1
2 Add Comments L& Ingure E7 Approve & Reject = Forward | = Retumn to Inbox

Approve an Invoice
1. Review all the data for accuracy and make necessary updates to correct the data. For each
change made, please save by clicking on the blue disk icon.

2. Comments
a. If you need to provide additional details to the AP, click the Add Comments button.

DAIOHML 03.10.2018 15:35:32  DP process step [%/10-3-18 T have no clue what this &. Must be
D4DONOK 28.0%.2018 17:35:39 DP process step esprovide PO to process -

a r 1 ¢

= Add Comments ‘Inqure 7 Approve & Reject  |= Forward | = REGRTITSIITBoR

b. Inthe window, type in the necessary details and save them by clicking on the blue disk
icon.

=

c. To return to the main screen, click the green return icon.

&

Swisslog CGLA — 2019 Version 1.0 19



swisslog

SAP VIM Workplace User Guidelines

3. If no additional action is required and the invoice is correct, click the Approve button.

7102 United Rentals (North America), Inc Document ID 111386
le2-cozx Payment Terms 2009
Invoice Date 27.09.
Tax Code I1
USD d ] T
gement Approval o -
VAT balance: 0,00 Balanc]
fon
Cost Ctr D/C indic. Item Amount Percentage T.. Tax Jur.
Debit €73, 00 86,92 IO 477000
Debit <« 41,25 5,33 10 477000
Debit 60,01 7,75 IO 477000
Debit <« I3
Debit I1
Debit ~ I1
Debit 1
Time Stamp Logged Action D.. D..
19.11.2018 19:44:27  Invoice submited for Approval
08.11.2018 15:59:16  DP process step
03.10.2018 15:35:32  DP process step
28.09.2018 17:35:39  DP process step
=

4. Asecond screen will appear:

a. Single approver

Approve ‘ Reject = Forward |

i. If youare the only approver, the next screen will serve as a confirmation screen
to ensure the user wants the invoice posted and paid.
ii. Click the Approve button.

b. Additional approval required
i. If another approver is required, the name of the next approver will populate in

the fields. If the name is incorrect, you update the field by clicking on the Name

Search button.

ii. Inthe comments field, type an information that will assist the next approver

with his/her review.

iii. Click the Approve button.

Approve Invoice 111019000436772018
Line Ttem Processing
Choose Next User
User 1D }ﬂnsmnn, JONES ]ﬂ{j Name Search
Emal ID [winsTon. sonES@swWISsLOG.cCoM |
First Name WINSTON \
Last Mame JONES
‘Comments:
5] B
Li1l, Co1 Ln 1 - Ln 1 of 1 ines
B Approve ‘ e Cancel
Swisslog CGLA — 2019 Version 1.0 20
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Forward an Invoice
Unlike other roles, approvers do not have the option to refer or reroute the invoice to other users.
Forwarding may occur for several reasons:
e The current user is not the correct approver.
e The current user does not have all the necessary detail to approve the expense.
e The current user is aware of an additional approval that will be required outside of the system
default parameters

The approver must use the “Forward” function described below:

1. Click the Forward button.

Logged Acton D..
19:44:27 Invoice submited for Approval
15:59:16 DP process step
1‘_5;: 35:32 DP process step
Y {% 35:39 DP process step

54 Approve o> Reject = Forward

2. Inthe Forward Invoice window, type in the d4 or h4 username. If this is unknown, click the
Name Search button to find the correct user.

Forward Invoice 111019000439132018

Line Item Processng

Forward Invoice - United Rentals (North America), Inc , 774,26 U.
Forward to
User ID i I il Name Searcl
Emai ID T
First Name
Last Name

Comments:

S SalES)
Lii, Co1 Ln1-Ln1ef1ines
= Forward J b Cancel

3. Enter any additional details in the Comment field. Click the Forward button.

L1, Co1l Ln1-Ln1of1ines

= Forward ‘ 3 Cancel
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Reject an Invoice

If an invoice cannot be approved, DO NOT CLICK THE REJECT BUTTON! This will no longer allow the AP
to make changes, and the item will be removed from the workflow. Follow these steps disapprove the
workflow:

1. Click the Add Comments button.

] B eae =E @
Approve Invoice 1900043913
Show Detall Pane  BF SAP Invoice  jaaUnified Dashboard (T Add Atachment (Dl Display Image s Display Amtachments 500 View Log

OPENTEXT | Ven

Invoice Summary | Addtional Detais

Special Handing Instructions |

Vendor 6666307108 | United Rentals (North America), Inc Document ID. 111386
Vendor Invoice # 50391582-001 2009
Company Code 1110 27.05.2017|Due Date  [27.10.2017
774,26 11
774,26 wE5 Tow Amount._|
Expense Type: MA-Management Approval o -
AlR[D VAT balance: 9,00 Balance: 0,00
Please Enter or Change G/L Account Information
Short Text Cost Ctr D/C indic.  Ttem Amaunt. Percentage  T.. Tax Jur
Debit 673,00 86,92 104770004301
Debit = 41,25 5,33 10 4770004301
Debit = 60,01 7,75 10 4770004301
Debit 1
Debit = 11
Debit = 1 =
Debit = I1 -
< «r
N Time Zone: cET
Approver e Time Stamp Logged Action D.. D..|Comments Summary. i
WF-BATCH 1s.11.2018 Tnvaice submited for Approval
DACHAP)L 08.11.2018 P process step
IDAIOHNL 03.10.2018
D4DONOK 28.09.2018

« «

£ Add Comments w\nc ] & Approve | Reject = Forvward | [:2 Return to Inbox

2. Inthis window, type in all details describing the reason for non-payment. Include any actions
that must be taken to correct the invoice (e.g., credit memo, rebill, etc.). Click the Save button.

3. Save the invoice by clicking on the blue disk icon.

4. Open outlook and begin creating an email to send to the AP specialist and senior specialist.
Provide all necessary details need for the AP to recall this item if it needs to be removed from
the workflow or rerouted to another user. Use the template below:

To: AP Specialists
Subject: Invoice to be Removed from Workflow
Body: Hello,

SAMPLE TEXT: The invoice related to the details below should be removed from
the workflow as the vendor incorrectly billed us. The vendor will be sending a
new bill.

e DocumentID

e Vendor number

e Referent number

e @Gross amount

e Document No. (if available)
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Buyer [PO]
In this role, you must take additional action (e.g., submit a change order) before the invoice can be
processed. The Comments button will provide all the details regarding what is required for invoice
processing. Follow these steps if you are assigned tasks as a buyer:

1.

Click the Comments button located above the invoice image to see the request for information.

"1 Hde Optians

OPENTEXT

Vendor Invoice Mar

[ Hde DetziPane B Open Comments  [3] Diplay Image {7 Set to Obsoleta  E9Rescan (1 Help

oemnt ™ o 54 Soksies

Process Options for: PO Buyer

[Bimeos o Bacomran
B8 E Q 1 7% | eee ® o

[ Apphy Rules. Appy Busness Rules
[—__Refer for Info___| Refer for Information b
[ Rafar Refer to PO Invoics AP Processor 00 APPROC
[ Refer 7 |Refer to PO Invaice Buver 220 BUYER

——ThEvMw CE FEATL

INVOICE Storage Solutions
_ABasicData | Lnemems | Accountng | Tax | Process - OtherData RACKING DIVISION
SWISSLOG LOGISTICS

[i] wnwvoice in foreign cumrency (PO) WAREHOUSE & DISTRIBUTION SOLUTION
Vendor Data 161 Enterprise Dive

Vendor Number 307585 Dispiay Vendor Part. Bank Type 1BAN 23600

vendor hame ARESTANT, 5.4, AKA AR Storage Bank name oo 5 - Estanes Unos

Hame 2 Bank Account 2210514218

maN £51400491800182210514218 Bank number 451904 Dply Bank

Reference W
street / Houss o Parqus Tec. Zamudlo edif. 105-1A Country / Region Es |48 - -
Posti Code / Gty sa170 Zamudio PO Box Group IWOICE DATE YRR ORDER CLENT | PAYMENT TERMS
FVARMIBIS1S | 1811272018 sseoos1226 PVARM/IB03127 | 4313020 | Bank Transfor 60 ays
v
Recpient 0ata
= Eode mE gk 10% OF THE GONTRACT PRICE SHALL BE DUE AT FINAL ACCEPTANGE GERTIFIGATE
ey rasiog Log N PO 450001226
Street { House No Enterprise Drive 151 Country { Region us val | | T M [ p—
Postl Code / ay 23603 Newport News PO Box INSTALLATION ———————— 8524074 EUR
209.699,00 EUR
0% OF THE CHANGE ORDERS #1 TO 84

jysckcs fain MATERIALS 1624474 EUR

Trans fevent Invaice INSTALLATION- 16775 EUR

Reference Number FVAR3/ 1803815 Document Date 12/18/2018 2392230 EUR
Auto-Calculate Tax Supoly Date 12/18/2018 N

BANCO : BSCH

Gross Amount 203,621.30 EuR f  Babnce 0.00 [BAN ES12 G049 1800 1622 1051 4218

Tax Amount a.00 Tax Code 10 Tax Rate SWIFT BSCHESI

Unpl. del. csts

Freght Amaunt

DA List C
PO Nuber 4500061226 PO List |
BASE INPONIBLE  203.621,30

2.

Read all comments before completing the tasks. Below are three sample comments a buyer may

receive.

||§|Image ”ElLineItems ”;f;le;ton‘r |@3Co
[i] =)

|@ Image ”E{Line Itemns

”;']’H'Lstorf |E‘3C0mment5

[i]

5]

e

Changed By :D4CHAPI1
Changed On  :01/31/2019 17:18:56

B

Please review and add the credi line

Changed By
Changed On

:D4DONOK

20% of each line on po does

EEEEEEREREREEEERERERERELERRRETEREERRRELERERETERE

:01/25/2019 22:00:45

B e i e e e e s

not add to invoice amount.

Changed By
Changed On

:D4CHAPIL
:01/02/2019 18:35:20

EE e e e e Rt ettt st S e EE e Sttt St St H e e e

B e e e e e e et et i e et e

no funds available on PO - please review and increase funds to cover invocie expense.
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3. Complete the task(s). Don’t forget to document progress in the comments field. To add a

comment, click the Open Comments button on the top ribbon to enter your comments before
referring to another user.

b5 Hide options [®Hide Detail Pane  BY Open CommentﬁDisplay Image 07 Set to Obsolete ) Rescan  rrl1Help

OPENTEXT @ Vendor Invoice Management™ for SAP* Solutions

a. If you need additional information to complete these tasks, click on Refer for Info. A
Recipient List will appear allowing you to select the user and click Continue.
b. If you are not the PO owner, click on Refer to PO Invoice Buyer.

4. If all required information is complete, click on Refer to AP Processor.

'S Hide Options [ Hide Detail Pane Eﬁ Open Comments  [®] Disply Image ﬁSet to Obsolete 3 Rescan [:EjHeIp

OPENTEXT | Vendor Invoice Management™ for SAP® Salutions

Process Options for: PO Buyer

| Apply Rules | Apply Business Rules
Refer for Info | Refer for Information ZINF_PROVIDER

| ZINF_PROVIDER

[ Refer fer to PO Invoice AP Processor ZPO APPROC

| Refer to PO Invoice Buver ZPO BUYER
THE'VIN RKPLACE FEATUR...
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Information Provider

In this role, you are required to provided details about an invoice before it can be processed. The
Comments button will provide all the details regarding what is required for invoice processing. Follow

these steps if you are assigned tasks as an

information provider:

1. Click the Comments button located above the invoice image.

"% . Process PO Processing - Global (Exp) - 000000138018
¥ Hide Options [ #Hide Detal Pane B Open Comments [ Dispby brage {7 Set to Obsslete  S3Rescan (11 JHelp
OPENTEXT | Vendor Invoice Mansgement™ e 5P souoms
Process Opuans for: Informaton Provder [l image | Hstory
[_Refer for info___|Refer for Informaton ZINE PROVIDER
[ Refr __|Refer to PO Invoice AP Processor 260 _APPROC
Tafer Refer to PO Tnvoice Buyer PO BUYER a'—
INVOICE Storage Solutions
RACKING DIVISION
b SWISSLOG LOGISTICS
| SSSEDSER Une ems | “Accounting | Tax | Process | Othar Data WAREHOUSE & DISTRIBUTION SOLUTION
181 Enterpnse Diive
(5] Invoice n foraign currency (PO} 23603
Sr— US - Estads Unidos
Vendor Number 307585 Display Vendor Part. Bank Type 1BAN
Vendar Hame ARESTANT, S.A. AKA AR Storage Bank name o
Vame 2 Bank Account 2210814218 NI
AN E51400451800182210514218 491904 Dsplay Bank
WvoicE DATE VouRmeF. ORDER CUENT | pavmenT TERMS
Street | House No Parque Tec. Zamudio edif. 105-1A Country / Region Es la8 FVARIHB03815 | 1811202018 1300061226 PVARIME03127 | 4313020 | Bank Transfer 60 Days
Postl Cade / City 48170 Zamudio PO Box Group
10% OF THE CONTRACT PRICE SHALL BE DUE AT FINAL ACCEFTANCE CERTIFICATE
Recient Data N° PO 4500061226
TE MATERIALS-
Company Code 110]  Swisshg Logstes MATERIALS
Strset | House o Enterprise Drive 161 Country / Region us va
Past code / iy 23603 Newport News PO Box. 10% OF THE CHANGE ORDERS #1 70 84
MATERIALS e
— INSTALLATION e
Trans./event Invoice - 2382230 EUR
Reference Humber FVAR3 /1803815 Document Gate 12/18/2018 [ —
el s 12/18/2018 IBAN €514 0049 1800 1822 1051 4218
SWIFT. BSCHESMM
Gross Amount 293,621.30 EUR ‘n Balance 0.00
Tax Amount 6.00 Tax Coda 10 TaRats 0.000
Unpl. del. csts 0.00
Fraight Amount 0.00
Ll = - BASE IMPONIBLE  293.621,30
PO Humbes 4500061228 PO LSt = =

2. Read all comments before completing the tasks. Below are two sample comments an

information provider may receive.

||§| Irage

|

Line Items ”g‘,"Hllstory.r |@3Cumments |

] &)
EZ 2 EEREER EEREER EEREER XL
Changed By : D4DONOK
Changed On  :02/01/2019 14:55:29
EZ 2 EEREER EEREER EEREER XL

Please provide

PO number when available as discussed

||§| Image

|E§Line Ttems

”;'] Histary |Ea Comments ”.E,ghctual Agents

[}

| B

Changed By
Changed On

B e o e e et

:D4DONOK
:02/01/2019 15:00:29

B e o e e et

descriptions do not align with PO text - please advise how to charge the invoice
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3. Complete the task(s). Don’t forget to document progress in the comments field. To add a

comment, click the Open Comments button on the top ribbon to enter your comments before
referring to another user.

b5 Hide options [®Hide Detail Pane  BY Open CommentﬁDisplay Image 07 Set to Obsolete ) Rescan  rrl1Help

OPENTEXT @ Vendor Invoice Managemeant™ for SaP* Solutions

a. If you need additional information to complete these tasks, click on Refer for Info. A
Recipient List will appear allowing you to select the user and click Continue.
b. If you are not the PO owner, click on Refer to PO Invoice Buyer.

4. Click on Refer to AP Processor.

OPENTEXT Vendor Invoice Management™ for SaP* Soiutions

Process Options for: Information Provider

| Refer for Info | Refer for Information

ZINF PROVIDER
| Refer Refer to PO Invoice AP Processor ZPO APPROC
| Refer er to PO Invoice Buyer ZPO BUYER
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Receiver

In this role, you must complete the goods receipt before the item can be processed. The Comments
button will provide all the details regarding what is required for invoice processing. Follow these steps if
you are assigned tasks as a receiver:

1. Click the Comments button located above the invoice image.

't . Process PO Processing - Global (Exp) - 000000145596
e Options [l Hide Detai Pane [0 Open Comments [ Display lrage  T7Set to Obsokete IRescan  [T]Dmply Messages  (Heb

OPENTEXT | VENGor INVOICE Management ™ i 84 sousors.

Process Options for: Recenver [ 1mage )[i5: vistory JB comments
Post Goods Recept _|Post Goods Recept
Reverse Goods Recot | Reverse Goods Recept
Refer for info Refer for Informaton ZIIE_PROVIDER ..
Refer Refer to PO Invaic AP Processor R0 AFPROC
— Rafar to PO Invaics Burer 20 urex e AutoStore
[ mefer Refar £ Requiskionar ZREQUISITIONER -
Refer Refar to Recawer ZRECEIVER =2
_AB58E03ta | Lne Ttems - Accountng - Tax | Process | Other Data
1) Manual Check Heeded / Mising Data for Indexing Lines (PO}
Vendor Data
Vansior b 070 [ Deptay Vendor Part. Bank Type
Vendor Hame Autostors AS (was JAKOB HATTELA Bank name =
Wame 2 Bank Account 53370604572
man orTs3TaR0ASTE Bank number 5337 Disolay Bank_| Dot arzon
Rafarence
Strast / Housa Mo Seovkastranavegen M Country / Regon o
Post Cade J City 50 NEDRE VATS PO Box Group
Racpent 03w
company code 1120]  swesog Logstcs
Strast / Housa Mo Enrerprise Drive 161 Country / Regon ias [
Postl Cade J City 23603 Hewpore News PO Box
Syt Ot 30
Trans./event Twoice .
Reforance Humber Crwizsess Documant Date ‘a1/z372018) 1
Supaly Date ‘0172372019
Grass Amount 704,30 fosn % ssancs 6.5
Tax Amount 0.00 Tax code 10l Taxmate  [0.000
unpl. dal. csts 0.00 Towlusb LW
Freight Amount 38,30
o Lt &
PO Number 4500140150 PO List

2. Read all comments before completing the tasks. Below is a sample comment a receiver may
receive.

||E| Image |E Line Items 7% History C
D@ B)E @k B&
ESESE e HE HE St HE S HE HE HE HE e e HEHE H e e e S HE e e

Changed By :D4CHAPI1
Changed On :01/31/2019 21:59:19

B e e e e i St

process GR
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3. Complete the task(s). Don’t forget to document progress in the comments field. To add a
comment, click the Open Comments button on the top ribbon to enter your comments before
referring to another user.

b5 Hide options [®Hide Detail Pane  BY Open CommentﬁDisplay Image 07 Set to Obsolete ) Rescan  rrl1Help

OPENTEXT @ Vendor Invoice Managemeant™ for SaP* Solutions

a. If you need additional information to complete these tasks, click on Refer for Info. A
Recipient List will appear allowing you to select the user and click Continue.

4. Click on Refer to AP Processor.

OPENTEXT | Vendor Invoice Management™ for 5aP* Solutions

Pracess Options for: Receiver

Post Goods Receipt | Post Goods Receipt
t |Reverse Goods Receipt

|Refer for Information ZINF_PROVIDER

[
[
[
erer erer to nvoice rocessor
Ref fer to PO Invoice AP P ZPO APPROC
efer r to nvoice Buyer
Refi to PO Invoice B ZP0O BUYER
erer r to Requisitioner
Ref to Rs isiti ZREQUISITIOMER —
[

Refer | Refer to Receiver ZRECEIVER hd
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Requisitioner [PO/Non-PO]
In this role, you must take additional clarification or action (such as, missing PO detail) before the

invoice can be processed. The Comments button will provide all the details regarding what is required
for invoice processing. Follow these steps if you are assigned tasks as a requisitioner:

1. Click the Comments button located above the invoice image.

"Hde Options  [ohide Detaipane  ["Open comments  [FlDepby Image  {lfSet to Obsolets  SIRescan  (jHeb

OPENTEXT | Vendor Invaice Management™ tr A5 cwsirs

rocess Optons for: Requstionar il mage [ vetory B commencagl
‘Apply Ruks Apply Busness Rules
Refer for Info| Refer for Information ZINE_PROVIDER
Rafer | Refer to Hon-PO AP Procassor
or |Reter to Vendor Maintenance MAITEN Barry-Wehmiller Design Group ‘
[ Refer |Refer to Requisktioner ZREQUISITIONER o [ I = ] Design Group

L

Line tams | Accounting | Tax | Process | Other Data

[l 1nvald Tax Info ( HPO)

Vendor Data
Vendor Humber 315503 |_Display vendor | Part. Bank Type
Vendor tiams Bamy-Wahmier Desgn Grou, Inc 8ank name P MORGAN CHASE BANK
Harme 2 8ank Account 112351678
AN Bank number a71000013 [ epeyBank |
SWIFT code Refarence
Street { House Ho Douglas Blvd, Suite 220 2901 Country / Region us oA
Past Code | Oty 95661 Roseville PO Bax Group.
Recoient Data
Company Code 1110 Swesiog Lagstics
Street / House Ho Enterprise Drive 161 Country / Regon us [va
Post Code [ Cty 23603 Newport News PO Box
Invoice Data
Trans.favent Invoice -
Raferance Numbar TNVD137336A Document Dte (09/30/2018
2 Suppy Date 0g/30/2018
Gross Amount. 7,643.70 uso ‘@ Babnce 0.00
Tax Amaunt 0.00 Tax Code 10 TaxRate 0.000
Total Tax Amount 0.00
Expense Type 5T
Requaster E-mei LINDA. JOHNSON@SHISSLOG. GOM

2. Read all comments before completing the tasks. Below is a sample comment a requisitioner may
receive.

IIIElImage IE;LineItems JE’Hlstory I@a&}mments “Eghctualﬁ.gents J
HDE PE ®BE B

D

Changed By :D4WILSP
Changed On  01/17/2019 20:25:14

B T

Winston/ Charla,

Vendor is charging you for iterns not on the PO. Please review and advise how to proceed.

B Y G ST T eSS e e e

Changed By :D4DOMNOK
Changed On :01/07/2019 18:46:01

B e e e e e e e e e e e e e e e e e e e

Price per PC cannot be found on PO - Please confirm this invoice is accurate
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3. Complete the task(s). Don’t forget to document progress in the comments field. To add a
comment, click the Open Comments button on the top ribbon to enter your comments before
referring to another user.

b5 Hide options [®Hide Detail Pane  BY Open CommentﬁDisplay Image 07 Set to Obsolete ) Rescan  rrl1Help

OPENTEXT @ Vendor Invoice Managemeant™ for SaP* Solutions

a. If you need additional information to complete these tasks, click on Refer for Info. A
Recipient List will appear allowing you to select the user and click Continue.

4. Click on Refer to AP Processor.

OPENTEXT @ Vendor Invoice Management™ for SAP* Solutions

Process Options for: Requisitioner

Apply Rules | Apply Business Rules
Refer for Info | Refer for Information ZINF_PROVIDER

|

[ Referforinfo ZINF_PROVIDER
| Refer | Refer to Non-PO AP Processor ZNPO_APPROC

| Refer efer to Vendor Maintenance ZVEND MAINTEN
| Refer Refer to Requisitioner ZREQUISITIONER
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Table 2: Error Codes and Resolution Steps

Error Message

Explanation

Resolution

“Error in determining next approver”

“Error: the next approver is not specified”

TYPE 1MESSHGE
fror frrorn determinng the next approver.

Typically, there is a
discrepancy in the chart of
authority set up. The amount
or type of expense may
require an additional approval
and the secondary user has
not been assigned.

1. Create an email to send to Accounting Manager, as
well as the relevant Finance Project Controller.
2. Your email should include the following:
a. Screenshot of the error
b. WABS element / cost center that the invoice is
being charged against
c. The approver and the approver’s supervisor’s
name
d. Invoice information [date, number, amount]
e. Original approver
f.  Any changes to cost center ownership, project
managers, or a new approver.

3. Following your email, Finance will update the chart of

authority details. Once the update is complete, a
notification will be sent to the user who can then
approve the invoice.
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Error Message

Explanation

Resolution

“Document date and posting date are in

different fiscal years”

o

Warning: Document date and posting date are in different fiscal years

Invoices that have
document/invoice dates
outside of the current month
WILL NOT generate an error
for the approver but require
additional processing steps to
complete posting.

Invoices with
document/invoice dates in a
different year WILL generate
an error.

Both instances DO NOT
PREVENT APPROVALS but
require additional steps by
Accounts Payable.

The system will not prevent approval. Please approve and
enter through the errors. The transaction will be routed
back to Accounts Payable for additional review and
processing to complete posting.

“Posting only possible with zero balance”

Error: Posting is only possible with a zero balance; correct document

Invoices CANNOT be posted
unless they are balanced to
zero. This error typically
appears when there are tax
discrepancies that are auto-
generated by the system when
it is processing the invoice
data in the background.

Accounts Payable CANNOT
approve the invoice, and the
error tends to show up after it
has populated in the user’s
box.

Editing options are available to an approver.

For example, when the error is generated by auto-
calculation of tax based on the jurisdiction, the user can
update the jurisdiction or confirm tax detail before
completing the approval.
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Error Message

Explanation

Resolution

“No chart of authority settings maintained”

-
B | pocm 000000099404: No chart of authorty settings
maintained

The WBS element or cost
center has not be set up or has
been removed from the chart
of authority. Therefore, no
approval hierarchy or
authorizations exist to allow
system processing.

Create an email to send to Accounting Manager, as
well as the relevant Finance Project Controller.
Your email should include the following:
a. Screenshot of the error
b. WBS element / cost center that the invoice is
being charged against
c. The approver and the approver’s supervisor’s
name
d. Invoice information [date, number, amount]
Following your email, Finance will validate and update
the chart of authority details. Once the update is
complete, a notification will be sent to the user who
can then approve the invoice.
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