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New Enhancements

This job aid highlights the enhancements to the Quantity
Digcrepancy Work Items that you receive in the ECC
InDOX.

The enhancements make resolving blocked Invoices
due to quantity differences much simpler and faster.

The information needed to analyze issues and actions
are all on ONE screen.

The Goods Receipt can now be entered directly in ECC
If necessary.

IMPORTANT NOTE — This new process does not
replace the current Confirmation (Goods Receipt)
process. A large majority of these work items will not
appear if Confirmations are completed in SRM as the
items arrive.
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1. Why Invoices get Blocked for Quantity
Discrepancy Differences ?

Page 4



PY JOHNS HOPKINS 4

» Invoices are blocked for payment when there is a discrepancy in the 3-
way match between the quantities of the Purchase Order, Goods
Receipt(s) (Confirmation), and the Invoice(s).

* For Example, the invoice will block if:

Purchase Order Qty - 3 bookcases
. Goods Receipt — No GR
. Invoice Qty - 3 bookcases

. Purchase Order Qty - 2 lab coats
. Goods Receipt Qty - 2 lab coats
Invoice Qty - 20 lab coats

Purchase Order Qty - 1 computer

Goods Receipt Qty - 1 computer
. Invoice #1 Qty - 1 computer

Invoice #2 Qty - 1 computer
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« What happens in ECC after an Invoice gets blocked?

— SAP creates a work item

— If a Goods Receipt has been done (on the Purchase
Order), the person who did the last Goods Recelipt
will receive an “Invoice Blocked for Quantity
Difference” in their ECC Inbox .

— If NO Goods Recelpt has been done (on the
Purchase Order), the person who requested the
|tem(s) (Shopping Cart requisitioner) will receive an

Inbv0|ce Blocked for Quantity Difference” in their ECC
INDOX

— This Iis a work item — An action must take place to
remove it.
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« Consequences of not resolving blocked Invoices:

— The vendor may not get paid

— EXxpenses may not incur against the budget — You may think you
have more money to spend than you actually do

— Your supervisor or the shopping cart approver may be contacted
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2. Accessing the “Blocked for Quantity”
ECC Inbox Work ltems
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If you don’t have the WIN GUI or the ECC tab, click on the ECC Inbox tab _

— at the top of the SAP portal screen. v| a | [ |
o dhr [@Getting Started - SAP MetwWeaver Portal l_l ﬁ - B géa v |k f‘_;v
Welcome Robert Sicoli JOHNS HOPKINS

(LN S TITUTIONS

Li= Fe it Knowledge Network ECC  ECC-EPRUsers  ECC-MACOS SREM GUI  BW Report Center  Go Shopping  Internal Service Provider Ordering ECC Inbox  C
Getting Started | Archived Messages | SMART | Give Feedback

Getting Started

Welcome to the Johns Hopkins SAP Portal!

»  SAP Downtime - July 16/17 Outage Cancelled
The planned outage of SAP, previously scheduled to =tart Friday, July 16 at 5:00 PM, hazs been cancellied.
Mo SAP downtime iz required while the planned maintenance iz performed.

If vou experience any complications with the syatem, pleaze contact the SAP Help Dezk at 410-735-

Plzaze note the upcoming planned cutages and be prepared to use downtime procedures during theze
times:

vAugust 13 - 14 (start time 5:.00 PM})

*September 17 — 18 (=tart time %:00 PM)

*October 15 - 16 (ztart time 9:00 PK)

*MNovember & — 7 (ztart time 9:00 PM, includes time change)

*December 10 - 11 (start time 5:.00 PM, date iz tentative pending SAP support pack calendar vear end
releaze =chedule)

Posted 711310 at J:48 PM
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If you do have the WIN GUI or ECC tab, click on the
button on the = r Menu to access your
ECC Inbox.

Edit Faworites Exiras

Menu

SAP Eas yﬁccess - User menu for SCPURCV2 SCSRM Conversion ID

B |5 ||&E B 2| v a

7 = Favarites
MEPO - Purchase Order
SPRC - Customizing - Edit Project
FBEL1M - Yendar Line ltems
MIE4 - Call MIRO - Change Status
fMFE_SERMICE _ORDER - Service center arder maintenance
MMBE - Stock Overview
MEZ1M - Create Purchase Order
MIGO - Goods movernent
MEZ24 - Purchasing -= Purchase Order-= Create -= Wendor Linknowr
TRIF - Travel Manager

Page 10



PY JOHNS HOPKINS 4

The Inbox will open. Click on the arrows to the left of the Inbox and then the Workflow folder to view work items.

Business Workplace of Test ID for SRM Requisitioner SRMRQ

ﬁ Mew message [H] Find falder [H] Find document Appointment calendar | B Distribution lists

s 51D for SRM Requisitioner SRMRG | &8 | [ 151
= & Inhox
d Documents 0 Workflow 2

L]

-,

L]

IR AR

E ErrETeTTY Executable | Creation Date Title 3 Status
¥ "r‘frkﬂw E ®  |01/04/2008 Quantity Yariance Options - Invoice: 5106014507 ltem: 000007 =)
(T T= TRl aT=1 o i
SRR M) ® 022012008 Resalve Invoice Block far Quantity Dif. OFFIGE DEPOT INGIFIL... &)

[ [J Grouped according to content type
[ [J Grouped according to sort key ﬁ
[* [J Grouped according to task
Overdue entries 0
Deadline messages 0
Incorrect entries 0

I &3 Outhox

I ¢B Resubmission

I* ¢@ Private folders

[» ¢@ Shared folders

[> ¢l Folders subscribed to

I Trash

Business Workplace
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Double-click on the “Resolve Invoice Block for Quantity Diff...” work item to open it.

Business Workplace of Test ID for SRM Requisitioner SRMRQ

ﬁ Mew message [H] Find falder [H] Find docurnent B8 Appointrment calendar | B Distribution lists

~ o Workplace: Test ID for SRM Requisitioner SRMR® S | [{ 1)

L]
L]

o) & e Fel H

= &2 Inhox
| Unread Documents 0 Workflow 2
] Documents 0 Executable | Creation Date Title =l Status
= I Whiorkflow 2 R FOETE L LAy WalanEE Dpons valce nTInOT a0, e oona s 7
b O3 Grouped according to content B 022002008 Resalve Invoice Block far Quantity Diff. OFFICE DEPOT INGIFIL... &)
> [J Grouped according to content type

[* [J Grouped accarding to sort key
[* [J Grouped according to task
Cverdue entries 0
Deadline messages 0
Incorrect entries 0

[ €3 Outhox

I ¢B Resubmission

I» ¢@ Private folders

I» ¢@ Shared folders

[> ¢ Folders subscribed to

T Trash

Business Workplace
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3.Understanding the Blocked Invoice
Information/Resolution screen
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This section shows the basic information about the Purchase Order line item related to this Invoice.
In addition, it also shows the transactions that occurred (Goods Receipts and Invoices) related to the line
item.

Resolve Invoice Blocked for Quantity Difference

Menua| (b Back | Cancel | Toolsa| | Update Waorkflow

SEM Purchase Order [Z000Z54207 | “endor's D and Mame 1008121 Ortho Clinical Diagnostics Inc Document Date (11/15/2007
Itern Detail

[tem 1 Description  rthogam #7380525 Quantity L Order Unit  |Pack MetPrice  |Z,000.00
Reguisitioner's D MEALDWI1 Requisitioner's Mame Michael Baldwin Material

Purchase Order Histary

E . Purchase

SR EDEEIEE R ENE N g

Categany ‘ruhrT |F'|:|sting Date |F'Dsted By EGuantinr|OrderUnit | l_JnitF'riﬁl~ Or er Item voice Type
Goods Receipt 101 112102007 Shawn dicclain 1.000 Pack 2000.00 |nf0rmati0n

Goods receipt subtotal: L] 1.000 Pack

Imvoice 11282007 Diana Marie Hulsan 1.000 Pack 206820 2,068,210 Faper [mioic
Imaice 1210572007 Diana Matrie Hulsan 1.000 Pack 2068.20 2068200 Display |Paperinvalc
Invoice receipt subtotal: ] 2.000 Pack = 4,136.40

1.000-|Pack 2,136.40-

[»|R3G (300) ']
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The next section that we will look at is the Goods Receipt information. The Goods Receipt line item will be missing if no
Goods Receipt was done. As you can see, the name of the person who did the Goods Receipt is displayed.

Resolve Invoice Blocked for Quantity Difference

Menua| [b Back | Cancel | Tools .|| Update Warkfow |

SEM Purchase Order [Z000Z54207 | “endor's D and Mame 1008121 Ortho Clinical Diagnostics Inc Document Date (11/15/2007
Itern Detail
[tem 1 Description  rthogam #7380525 Quantity L Order Unit  |Pack MetPrice  |Z,000.00
Reguisitionet's ID MEALDWIL Reguisitionet's Marme Michael Baldwin Goods Receipt

Information

Purchase Order Histary

Categany ‘ruhrT |F'|:|sting Date |F'Dsted By EGuantinr|Order LInit | LInit Price Eﬂmuuntlﬂ\ﬁachments Imvoice Type
Goods Receipt 101 112172007 Shawn Moclain 1.000 Pack 2000.00 2,000.00
Goods receipt subtotal: . 1.000 Pack = 2,000.00
e T o T paelam i panatapra, pam el e pa s T
Invoice 12/05/2007  Diana Marie Hulson 1.000 Pack 2068.20 2,068.20 | Display |Paperinvaic
Invoice receipt subtotal: ] 2.000 Pack = 4,136.40

1.000- Pack 2,136.40-

[+ R3@ (300 (]
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The next item that we will look at is the Invoice line items. In this case, there is more than one Invoice posted to this
Purchase Order. The red highlighted invoice is the Invoice that is blocked and the one that relates to this work item.

Resolve Invoice Blocked for Quantity Difference

Menua| [b Back | Cancel | Tools .|| Update Warkfow |

SEM Purchase Order [Z000Z54207 | “endor's D and Mame 1008121 Ortho Clinical Diagnostics Inc Document Date (11/15/2007
Itern Detail
[tem 1 Description  rthogam #7380525 Quantity L Order Unit  |Pack MetPrice  |Z,000.00
Reguisitioner's D MEALDWI1 Requisitioner's Mame Michael Baldwin hatarial
Invoice
Purchase Order Histary / Informatlon
& & FIEFR S G EE S
Category ‘ruhrT |F'|:|sting Date |F'Dsted By EGuantih,r|O%Unit | Lnit F'rin:e| Eﬂmuuntlﬂ\ﬁachments Invaice Type
Goods Receipt 101 112102007 Shawn dicclain 1.Dggack 2000.00 2,000.00
Goods recelpt subtotal: 0 1.0 ack = 5,000.00
Imvoice 11282007 Diana Marie Hulsan 1.000 Pack 206820 2,068,210 Faper [mioic
Imaice 1210572007 Diana Matrie Hulsan 1.000 Pack 2068.20 2068200 Display |Paperinvalc
Invoice receipt subtotal: ] 2.000 Pack = 4,136.40
N A a1y T

[+ R3@ (300 (]
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In all cases, a total quantity difference is displayed.

Resoive invoice Blocked for Quantity Difference

Menua| [ Back | Cancel | Tools || Update Waorkiow |

SEM Purchase Order (2000254207 | Yendor's D and Mame 1008121 Ortho Clinical Diagnostics Inc Document Date (L1/15/2007
[tem Detail
[tem 1 Description  rhogam #730525 Cluantity 1 Order Unit  |Pack MetPrice  2,000.00
Reguisitioner's 1D MEALDWI1 Reqguisitioner's Mame Michael Baldwin faterial
Purchase Qrder Histony : Quantlty
| & | |E|F e 2 ) (@ E S .
Categary |ru1vT |F'|:|5ting Date ‘F‘nsted By EQuantiw|Order Lnit 4 Dlﬂ:erence nuntl&ﬂachments Invoice Type
Goods Receipt 101 117212007 Shawn Meclain 1.000 Pack Total 0.a0
Goods receipt subtotal: . 0.00
[myoice 11282007 Diana Marie Hulson 206820 2.068.20 Paper Invaic
Invoice 12/05/2007  Diana Marie Hulson 2068.20 2,068.20 | Display |Paper nvaic
Invoice receipt subtotal: . . 4,136.40
LI =1 P L N
Quantity differences: ] 1.000- Pack ] 2,136.40-
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There is also a new link on this screen that enables users to view the scanned image of the Invoice if it is attached. It
is located in the “Attachments” column. Click the “Display” button to view.

Resolve Invoice Blocked for Quantity Difference

Menua| (b Back | Cancel | Toolsa| | Update Workdlow |

3EM Purchase Order Z000254z207 | Wendor's D and Mame 1008121 Ortho Clinical Diagnostics Inc Document Date 1171572007
[tem Detail

[tem L Description  thogam #730525 Quantity |1 Order Unit  Pack MetPrice  2,000.00
Pt 0 . t " Link to view the Invoice. |

equisitioner's MBALDWI1 equisitioner's Mame Michael Baldwi . . eria

a a iehasl Baldwin 1 Click Display.

Furchase Order Histary

=& FEFED G EE S —h .
Cateqony |ru1uT |F'|:|5ting Date |F'|:|sted By EQuantiw|0rderUnit LInit Price EAT untl&ﬁachments |Irwt|i|:e Type
Goods Receipt 101 1102152007 Shawn Moclain 1.000 |Pack 2000.00 200000

Goods receipt subtotal: . 1.000 Pack . 200000

Invoice 112852007 Diana Marie Hulson 1.000 Pack 2068.20 2,069.20 Fager Invaic
Invoice 121052007 Diana Marie Hulson 1.000 Pack 2068.20 2,068.20 Display Pa]erlnvnic
Ihwoice receipt subtotal: . 2.000 Pack . 413440

1.000- Pack 21360
Cuantity differences: . 1.000- Pack . 2,136.40-
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Double click on the document “AP Invoices — PDF format ONLY” to display the document.

I Resolve Invoice Blocked for Quantity Difference

menua| (b Back | Cancel | Toolsa| | Update workiow |

SRM PIII?Aﬁachmentlist rmostics Inc Document Date 11,
Attachment(z) for JHENS1O0Z73Z2352008
[term - =
EIREEIEEIEEEE _ |
[ter |Tit|e |CreatnrName rCreated On| rder Linit Fack MetPrice  |2,000.1
= AP Invoices - PDF farmat ONLY 0140272008
Re material
Furct
1l Link to view
Cate the Invoice. =Amount fttachments nvai
Gom . 2,000.00
Irviai on the name 2 06820 Pap
[ 2 068.20 :L___Iqi_s_p_lgy__]F'ap
Invoi o Confirm | 3¢ - 1,136.40
1.000-|Fack 2,136.40-
Quantity differences: u 1.000- Pack . 2.136.40-

raye Ly
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If you use the scroll bar and scroll to the right there is information about the “Invoice Type” (electronic
or paper), “SAP Doc number”, and “Vendor Invoice number.”

Resolve Invoice Blocked for Quantity Difference

Menua| b Back | Cancel | Tools || Update Workiow |

tem 1 Description  thogam #780525 Quantity 1 COrder Unit  Pach Add|t|0na| 00, 00
Invoice
Reguisitioner's D MEALDWIL Reguisitioner's Mame Michael Baldwin Information

Purchase Qrder History é

| &9 || F RS |¢E|E S
Category |ru1uT |F'|:|sting DatelF‘rice| EAmnuntlﬂ\ﬁachmena Invoice Type |SAF‘ Doc# I\fendnrlnvnice# |l:1uantinIIucl{
Goods Receipt 101 112442007 0000 2,000.00 s001941026
Goods receipt subtotal: L] 2,000.00
Irvoice 1102812007 6820 2,068.20 Faper Invoice 510684972755 27138227 80 Mo
[minice 120582007 6220 2068 20 Display ]Paperlnﬁmice 105982371 27138227 Yes
Invoice receipt subtotal: . 4,136.40
2,136.40-
Quantity differences: . 2,136.40-
Scroll bar. N
| Kl :
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4. Actions Available to Resolve the
Quantity Discrepancy
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nter a Goods Recelpt

« Enter a Goods Receipt

— Used When: The Goods Receipt quantity is less than the
Invoice(s) quantity or there is no Goods Receipt. This is the most
common reason for the blocked Invoice.

« TIP: If this is a multiple line item order, each item in which the
Invoice is blocked will receive its own work item.

* |t may be more efficient to copy down the Purchase Order number,
access the Shopping Cart module (SRM), and complete the
Confirmation (goods receipt) for the whole Purchase Order.

IMPORTANT NOTE — This new process does not replace the current
Confirmation (Goods Receipt) process. A large majority of these
work items will not appear if Confirmations are completed in SRM as
the items arrive.
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Analyze the work item to determine the necessary action. If you determine that you HAVE received the item(s)
and want to enter a Goods Receipt for just this line, scroll down.

| z

Resolve Invoice Blocked for Quantity Difference ’
I Update Warkflow Down to the
13
ERM Purchase Order 2000293813 Vendor's ID and Mame 1083221 Dell Computer Corp Enter a '19 0162008
lterm Detail GOOdS
Item 1 ipti

Description  Latitude DE30;IntelREG CoreTM 2 Quantity 1 Order Unit  EF Receipt” 1, 7202
Requisitioner's D FPSHARP1 Requisitioner's Mame Fatrice Sharp actlon

Purchasze Order History

S[&[F[6[Fa) B[R] [in)|H] -

Category WwT |Posting Date |Posted By Cuantity| Order Unit Unit Price|z Amount| Attachments |Invoice Typ)
Ihwvaice 0142002008 | Production Service Lser.. 1.000 Each 1729.02 1,729.02 Electronic |
Invoice receipt subtotal: - 1.000 Each " 1,729.02

| | 1.E|E|E|—|Each 1,720.0-
Quantity differences: - 1.000- Each " 1,729.02-

Lo ]l

[Iv 10
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At the “Enter a Goods Receipt” action, enter the quantity of items that you received, and click Submit.

Resolve Invoice Blocked for Quantity Difference

B Update \Warkdow

Purchase QOrder History

ElERE R R EE E I

Categon myT |Posting Date |Posted By E Guantity| Qrder Linit Linit Price | Amaount| Attachments |Invaice Typg
Invoice 0172002008  Production Service Liser... 1.000 Each 1729.02 1,729.02 Electronic I
Ivoice receipt subtotal: . 1.000 Each . 1,729.02

| ] 1.000-|Each | 1,728.02 | |
Quantity differences: " 1.000- Each "

3. Enter the
guantity and
Click
Submit.

[l I <[ »]

Enter a Goods Receipt

LThere bave been no dgoodsreceipts entered far this Purchase Order, ar previously entered goods receipts were cancelled. Please enter the o ntlw of {ge goods or
senvices actually received.

[D][ ]

T uye e
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Note the document number created at the bottom of the screen.

Resolve Invoice Blocked for Quantity Difference

I Update Warkflow

5RM Purchase Order 2000250234  vendor's ID and Marme 1086925 Medical Marketing Inc Docurment Date 11/09/20
Itern Detail

Item 1 Description  Grey Stackable Tote Bin 18x11x6  Quantity 6 Order Unit  Box Met Price  112.00
Requisitioner's [D MHOWER' 1 Requisitioner's Mame Meal Mowery Material

FPurchase OrderHistnrg.f
4. Note the

Categnrg.r F'u:uatlng Date Fosted Elﬁ; document by | Drder Linit Linit Price |z Amount| Attachments | Invoice Tyg
Goods Receipt 101 1152172007 [ Shawn Mcclay [ [Box 112.00 a60.00

Goods receipt subtotal: / number' ) Box . 560.00

Invoice - 12102007 Sabripginolf [ B.000 Box | 118,55 711.30 | Display |Paperinvo
Imvoice receipt subtotal: / " 6.000 Box " 711.30

| | / | 1.000- |Box | | 15130 |

Quantity differences: / . 1.000- Box . 151.30

@ Document 5002069316 successfully created §

1 uyv v
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Go to the top left of the work item and click the Update Workflow button.

locked for Quantity Difference

B Update \Warkdow

Purchase Order Histary \

@ a=[B[¥iBNY 5 Cf
. Click
Categon hyT |Posting Daly Quantity| Order Unit Unit Price |z Amaount| Attachments |Invaice Typg
Invoice 01/20/2008 Update 1.000 Each 1728.02 1,728.02 Electronic I
Ivoice receipt subtotal: 1.000 Each . 1,729.02
| ] | WOFkﬂOW 1.000-|Each 1,720.02
Quantity differences: " 1.000- Each " 1,729.02-
[l ] |[«[+]

Enter a Goods Receipt

There have been no goods receipts entered for this Purchase Order, or previously entered goods receipts were cancelled. Please enter the quantity of the goods or
senvices actually received.

[D][ ]

I[«][»]

1wy ev
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The work item will disappear from the screen and return you back to your Inbox.

I Business Workplace of Robert Sicoli

Menu | [}

Back | cancel | Tools 4| | Mew message | Find folder | Find document | Appointment calendar | Distribution lists |

¥ o Workplace: Robert Sicoli

¥ Ealnbox

Workflow 417

& Unread Docurnents 0
#r| Documents 0

Executahle [Creation Date

“Title

=[] Workflow 417
b [JGrouped according to content
b [JGrouped according to content type
b [ Grouped according to sort key
b [JGrouped according to task
Overdue entries 0
Deadline messages 0
[ Incorrect entries 0
» E0uthox
¥ ¢(BResubmission
¥ ¢ Private folders
¥ ¢@Shared folders

b e Caldava mnilmaviliod 4.

FEEEQEQEEEe @ ¢

02292008
022952008
022952008
022952008
022952008
022952008
022952008
022952008
02292008
022952008
022952008
MR nna

Page 27
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Resolve Invoice Block for Guantity Diff. OWERNS ANMD MINCR [ ¢
Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR IMC ¢
Resalve Invoice Block for Quantity Diff. OWENS ANMD MINCOR M ¢
Resolve Invoice Block for Quantity Diff. OWEMS ARD MINOR MG ¢
Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR M ¢
Resolve Invoice Block for Guantity Diff. OWERS AND MINCOR [ ¢
Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR MG ¢
Fesolve Invoice Block for Quantity Diff. QUALITY INFORMATION P,
Resolve Invoice Block for Guantity Diff, QUALITY INFORMATICON P,
Fesaolve Invoice Block for Quantity Diff. RMS OMEGA TECHMOLOE
Resalve Invoice Block for Quantity Diff. SARSTEDT INC 510589549
Fesnle Invnice Rlnck far Quantite Diff SIFMERS HEAI THEARE T
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Defer the Work Item

Defer the Work Item

— Used When: The Invoice has been posted before the
goods have actually been received.

This will cause the work item to be removed from your

Inbox. The item will return once the deferred days have
expired.

Not to exceed 10 days.
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Analyze the work item to determine the necessary action. If you determine that you HAVE NOT
received the item(s) or for some other reason, and want to defer the work item, scroll down.

g

JH a8 EE

o s B 8 R e e N2 A

Resolve Invoice Blocked for Quantity Difference

I Update Warkflow

2. Scroll

Down to the

13
ERM Purchase Order 2000293813 Vendor's ID and Mame 1083221 Dell Computer Corp Defer the '19 0162008
”

ot Work Item
Item 1 Description Latitude DE30; Inte1REG CareTH 2 Quantity 1 Order Linit Eg aCtlon 1, F2INDZ
Requisitioner's D FSHARP1 Requisitioner's Hame Patrice Sharp haterial
Furchase Qrder Histary
ElE G E= = E =R -
Category WwT |Posting Date |Posted By Cuantity| Order Unit Unit Price|z Amount| Attachments |Invoice Typ)
Ihwvaice 0142002008 | Production Service Lser.. 1.000 Each 1729.02 1,729.02 Electronic |
Invoice receipt subtotal: - 1.000 Each " 1,729.02

| | 1.E|E|E|—|Each 1,720.0-
Quantity differences: - 1.000- Each " 1,729.02-

[ [»][ |[4]

Page 29
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Scroll down to the “Defer the Work Item” action, enter the number of day(s) to defer (not to exceed
10 days), and click Submit.

3. Enter the
Day(s) and |
Defer the Work [tem Click
TS TetEET e inviice(s) above were notyet received of serices were notyet rendered andfaryol want to defer this wark plg Submit n_
defer the work tem and click on the Submit button to execute. The waork iterm will be deleted from your inbox for the number of days spe : 0
your inbox ifthe invoice is still dlocked after the number of days specified.
(DL
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The work item will disappear from the screen and return you back to your Inbox.

I Business Workplace of Robert Sicoli

Menu | [}

Back | cancel | Tools 4| | Mew message | Find folder | Find document | Appointment calendar | Distribution lists |

¥ o Workplace: Robert Sicoli

¥ Ealnbox

Workflow 417

& Unread Docurnents 0
#r| Documents 0

Executahle [Creation Date

“Title

=[] Workflow 417
b [JGrouped according to content
b [JGrouped according to content type
b [ Grouped according to sort key
b [JGrouped according to task
Overdue entries 0
Deadline messages 0
[ Incorrect entries 0
» E0uthox
¥ ¢(BResubmission
¥ ¢ Private folders
¥ ¢@Shared folders

b e Caldava mnilmaviliod 4.

FEEEQEQEEEe @ ¢

02292008
022952008
022952008
022952008
022952008
022952008
022952008
022952008
02292008
022952008
022952008
MR nna
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Resolve Invoice Block for Guantity Diff. OWERNS ANMD MINCR [ ¢
Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR IMC ¢
Resalve Invoice Block for Quantity Diff. OWENS ANMD MINCOR M ¢
Resolve Invoice Block for Quantity Diff. OWEMS ARD MINOR MG ¢
Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR M ¢
Resolve Invoice Block for Guantity Diff. OWERS AND MINCOR [ ¢
Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR MG ¢
Fesolve Invoice Block for Quantity Diff. QUALITY INFORMATION P,
Resolve Invoice Block for Guantity Diff, QUALITY INFORMATICON P,
Fesaolve Invoice Block for Quantity Diff. RMS OMEGA TECHMOLOE
Resalve Invoice Block for Quantity Diff. SARSTEDT INC 510589549
Fesnle Invnice Rlnck far Quantite Diff SIFMERS HEAI THEARE T
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Changing the Purchase Order

« Changing the Purchase Order

— Used When: You receive more items than you
ordered and would like to keep, and pay for, the
additional items.

* You must indicate in the notes section what you want
done, which will be communicated to Supply Chain
Shared Services.

« After the purchase order gets changed, you should do a
Confirmation (Goods Receipt) for the additional quantity
so that the blocked Invoice gets paid.
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Analyze the work item to determine the necessary action. If you determine that you want to change the Purchase
Order, scroll down.
Resolve invoice Blocked for Quantity Difference
Menua| [ Back | Cancel | Tools .|| Update Warkfow | 2. Scroll Down E
3BM Purchase Order 2000227944 | Yendor's D and Mame 1008156 Owens And Minor tO the Date 10411720097 ]
13
Change the |
[term Detail
ltern |1 Description SCALE DETECTO DIET Gluantity |2 Crder Unit PurChase 7 4
7 H
Order” action.
Requisitioner's 1D MARMATRZ Reqguisitioner's Mame Michael Armstrong 1z
Furchase Qrder History
& & T E F R 2|0 EE| S
Category |ru1ﬂ |F'c|5ting Date |F'|:|5ted By EQuantiw|Order Lnit IInit Price EAMOUNt Iﬂqtlachmenta Imvoice Typel
Goods Receipt 101 1073002007 Terrence Strose 2.000 Each 71.84 143.68
Goods receipt subtotal: . 2.000 Each . 143.68
Imynice 107312007 Production Service User P 2.000 Each 68.06 13612 Electronic In
Invoice 1202212007 Production Service User P 2.000 Each 68.06 13612 Electronic Ir
Iwoice receipt subtotal: . 4.000 Each . 272.24
2.000- Each 128.56-
Quantity differences: . 2.000-Each . 128.56-
=l r3a @opy 2]
I'CI.UC DI E
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Scroll down to the “Change the Purchase Order” action and click Submit. A note box will appear.

3. Click

Submit.
Change the Purchase Order \
Lo tant to dncresse the cudntity of the Purchase Order for this line iten due to an overshipment or dupl¥gate shipment in

which you are accepting and planming to keep the additional goods and have the authorization or hawve received
do s0, then enter the additional quantity and provide an explanation in the comments section after clicking on thy Submit
tutton, & work item with your regquest will route to a buyer in the 3upply Chain Shared Jervices Organization to make\this
change, ifter the Purchase Order has been changed, a goods receipt can be entered to match the invoice.

Sufimit
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Type in a note that will be sent to Supply Chain Shared Services. Then click the green checkmark in
the lower left corner to complete the transaction.

Menu..| ¥ Back | Cancel | Tools 1| | Mewmessage | Find folder | Find document | Appointment ¢
I = create note -

Title of note Mote created by RSICOLI an 0360152008

Pleaze add an additional 2 items to this Purchase Order. oo

4. Type in
a nOte. oice

5. Click the ot
green check.
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The work item will disappear from the screen and return you to your Inbox.

| Business Workplace of Robert Sicoli

Menu | [}

Back | Cahcel | Tools 4| | Mew message | Find folder | Find document | Appointrment calendar | Distribution lists |

¥ o Workplace: Robert Sicoli

¥ Ealnbox

Workflow 416

#| Unread Documnents 0
| Docurnents 0
- [B]'wiorkflow 416

¢ [ Grouped according to content
b [ Grouped according fo content type
b [ Grouped according to sort key
b CIGrouped according to task
[ Cverdue entries 0
Bl Deadline messages 0
B Incorrect entries 0

¥ Ea0uthox

¥ cBResubmizsion

¥ % Private folders

¥ c@Shared folders

- '

r@gee@eeegeeg@

024292008
02i29i2008
02292008
024292008
02i29i2008
027292008
0z2r2a52008
02/29i2008
024292008
02i29i2008

02292008
N7 QENNe
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Executahle (Creation Date “Title

Reszolve Invoice Block for Quantity Diff. CYWEMNS AND MINOR [N ¢
Resolve Invoice Block for Quantity Diff. OWEMNS AND MINOR NG ¢
Resolve Invoice Block for Quantity Diff. OWEMNS AND MINOR INC ¢
Reszolve Invoice Block for Quantity Diff. CYWERS ARD MINOR (M ¢
Resolve Invoice Block for Quantity Diff. OWEMNS AND MINOR IMNC ¢
Resolve Invoice Block for Quantity Diff. OWEMNS AND MINOR INC ¢
Resolve Invoice Block for Guantity Diff, CYWEMNS ARD MINOR (M ¢
Fesolve Invoice Block for Quantity Diff. QUALITY INFORMATION P,
Reszolve Invoice Block for Quantity Diff. QUALITY INFORMATION P,
Resolve Invoice Block for Quantity Diff. SARSTEDT INC 51059959

Resolve Invoice Block for Quantity Diff. SIEMEMS HEALTHCARE C
Racnlva lrenira Blacl far Cantihe Diff QIEMERIC HEA] THMSLRE T
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Canceling the Invoice

« Canceling the Invoice

— Used When: The Invoice from the vendor is incorrect
OR has been entered incorrectly.

« You must put a note in to tell Accounts Payable Shared
Services why you want the Invoice canceled.

* Please contact the vendor for the action that needs to
happen with the Invoice or what the problem is. For
example, does a corrected Invoice need to be sent, are
you returning items, or did you receive a duplicate
Invoice, etc.,?

NOTE: AP Shared Services cannot alter an invoice; if an

Invoice needs to be changed, the vendor has to do it and
resubmit.
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Analyze the work item to determine the necessary action. If you determine that you want to cancel the Invoice, scroll down.

Resolve invoice Blocked for Quantity Difference

Menua| [ Back | Cancel | Tools .|| Update Warkfow | 2. Scroll Down 4]
h “C I E
SEM Purchase Order 20002275944 Vendors|Dand Name 1008156 Owens And Minor to the ancel pate |os11/2007
. b}
the Invoice” |

[tern Dretail .

ltern |1 Description SCALE DETECTO DIET Gluantity |2 Crder Unit aCtlon 7 4

Requisitioner's 1D MARMATRZ Reqguisitioner's Mame Michael Armstrong hlaterial 31912

Furchase Qrder History

@& | H F RS ) E|EE S
Category |ru1ﬂ |F'c|5ting Date |F'|:|5ted By EQuantiw|Order Lnit IInit Price EAMOUNt Iﬂqtlachmenta Imvoice Typel
Goods Receipt 101 1073002007 Terrence Strose 2.000 Each 71.84 143.68
Goods receipt subtotal: . 2.000 Each . 143.68
Imvoice 1073142007 Production Service User P 2.000 |Each £3.06 13612 Electranic Ir
Invoice 1212212007 Production Service Liser P 2.000 Each §8.06 136.12 Electranic I
Iwoice receipt subtotal: . 4.000 Each . 272.24

2.000-|Each 128.66-
Quantity differences: . 2.000-Each . 128.56-

[ R20 (80 [

[Iv 10

rayc oo
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At the “Cancel the Invoice” action, click Submit. A note box will appear.

Cancel the Invoice

3. Click
Submit.

for this Purchase Order Line item, then this invoice will be canceled.

Page 39

Littibiabr=tiz L ed 13 1ncorrect, please call the vendor to zend a new corrected invoice, Press the Subni
work itenw to Accounts Payable Shared Services to cancel the inwoice., If the inwoice iz a duplicate to one previNzly entered

Submit
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Type a note that will be sent to Accounts Payable Shared Services. Then click the green checkmark in the
lower left corner to complete the transaction.

tJ'EIIIF Create note @_
O Title of note Mote created by RSICOLN aon 0370152008 |
n -
i Pleaze cancel this invoice. I ordered and receiwed only 2. Df
i D
fn O
fn ] DO
far 4. Type N i
1 E ]}
a note. .

=] i
te i
O

HIs i
ar H ;
5. Click the g?

i

green check. Di

N=l=1=1=]
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The work item will disappear from the screen and return you to your Inbox.

I Business Workplace of Robert Sicoli

Menu 4| b Back | Cancel | TDD|51| | Mew message | Find folder | Find docurnent | Appointrment calendar | Distribution lists |

~ o Workplace: Robert icoli HEREEREREEECEEE R E ERENEE
™ &lnbox Workflow 419
| Unread Docurnents 0

&r] Docurnents 0 Executable |Creati|:|n Date “Title |

« [B]Workilow 419 @ 0212952008 Reszalve Invaice Block for Quantity Diff. OWERNS AND MIMOR! MG ¢

¥ [ Grouped according to content & 027292008 Resole Irvoice Black for Quantity Diff. OWERNS AND MINOR MG ¢

b (1 Grouped according to content type @ 024292008 Resolve Invoice Block for Quantity Diff. OWEMNS AND MIMNOR MG ¢

b [ Grouped according to sort key @7 Dzaraar200a Resalve Invoice Block for Guantity Diff, OWERNS AND MIMOR MG

b [(JGrouped according to task i@ 02r2ai2008 Resolve Invoice Block for Quantity Diff, OWERS AMD MIMOR MG ¢

Cwerdue entries 0 & 027292008 Resolve Invaice Black for Quantity Diff. OWERS AND MINOR IMC ¢

Deadline messages 0 @v Q22952008 Resolve lrvaice Block far Quantity Diff. OWEMNS AND MINOR MG ¢

Incorrect entries 0 @ 0224952008 Resolve Invoice Block for Quantity Diff, OWERMNS AMD MIMOR MG ¢

b £ Outhox @ 0252812008 Resolve Invaice Block for Quantity Diff. OWERS AND MINOR 1M ¢

b B Resubmission & 027292008 Resolve Invoice Block for Quantity Diff. QLUALITY INFORMATION P,

b @ Private folders #  02/20/2008 Resolve Invoice Block for Quantity Diff. QUALITY INFORMATION F,

b ¢@shared folders #  02/28/2008 Resolve Invoice Block for Quantity Diff. RMS OMEGA TECHNOLOC

g ﬁgiﬂ'dirﬁ subscribed to &  0229/2008 Resalve Invoice Block for Quantity Diff. SARSTEDT INC 51059959
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In order to resolve invoices that were blocked due to a quantity

difference, you must:

In Conclusion

Check your ECC Inbox regularly.

Double-click the blocked invoice work item to access It.
Analyze the Blocked Invoice Information/Resolution screen.

Decide on a course of action.

Take action to resolve the discrepancy:.

— Enter a goods receipt
— Defer the work item

— Change the purchase order

— Cancel the invoice
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