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FastFacts
Feature Presentation

March 4, 2008

We are using audio during this session, so please dial in
to our conference line...

Phone number: 877-322-9648
Participant code: 182500




i Today’s Topic

= We'll be taking a look at...
= Resolving Blocked Invoice Work Items (Quantity Discrepancy)




s Today’s Presenter

= Bob Sicoli
SAP Trainer for the Johns Hopkins Health System
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Session Segments

m Presentation

Bob will show you how to resolve invoices blocked for quantity
discrepancies in the R/3 Inbox.

During Bob's presentation, your phone will be muted.
| Q&A
After the presentation, we'll hold a Q&A session.

We'll open up the phone lines, and you’ll be able to ask
questions.

Bob will answer as many of your questions as time allows.
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Y Contact Us

® If you would like to submit a question during the presentation or if
you're having technical difficulties, you can email us at:
fastfacts@jhu.edu

® You can also send us an instant message!
GoogleTalk — HopkinsFastFacts@gmail.com
AOL Instant Messenger — HopkinsFastFacts
MSN — FastFacts@jhu.edu



mailto:fastfacts@jhu.edu
mailto:HopkinsFastFacts@gmail.com
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. Survey

= Survey

At the end of this FastFacts session, we'll ask you to complete a
short survey.

Your honest comments will help us to enhance and improve
future FastFacts sessions.
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Resolving Blocked Invoice Work
[tems (Quantity Discrepancy)
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New Enhancements

®  This presentation highlights the New Enhancements to the Quantity
Discrepancy Work Items that you receive in the R/3 Inbox

® The enhancements make resolving Blocked Invoices due to quantity
differences simpler and faster.

®m The information needed to analyze the issue and actions to take are
all on ONE screen.

= A new action has been added for Blocked Invoices on items that
have not been physically received yet.

m JMPORTANT 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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Agenda

Today we will cover ...

1.

W

Why invoices get blocked due to quantity discrepancies and the
consequences of not resolving them.

How to access the “Blocked for Quantity” R/3 Inbox work items.
How to analyze the Blocked Invoice Information/Resolution screen.
The actions necessary to resolve the discrepancy:

Enter goods receipt

Defer the work item

Change the purchase order

Cancel the invoice
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1. Why Does an Invoice Get
Blocked for Quantity
Discrepancies?
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- Blocked for Quantity Discrepancies

® Purchase Order Qty - 3 bookcases

= Invoices are blocked for " Goods Receipt — No GR
payment when there is a = Invoice Qty - 3 bookcases
discrepancy in the 3-way
match between the quantities = Purchase Order Qty - 2 lab coats
of the purchase order, gOOdS m  Goods Receipt Qty - 2 lab coats
receipt(s) (confirmation), and = Invoice Qty - 20 lab coats
the invoice(s).
®  Purchase Order Qty - 1 computer
®m For Example: If the ... = Goods Receipt Qty - 1 computer
®m Tnvoice #1 Qty - 1 computer
m Tnvoice #2 Qty - 1 computer
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Blocked for Quantity Discrepancies

= What happens in R/3 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 receipt will receive an Invoice
Blocked for Quantity Difference work item in their R/3 Inbox and
an email in their regular email account.

If NO Goods Receipt has been done on the Purchase Order —
The person who requested the items will receive an Invoice
Blocked for Quantity Difference work item in their R/3 Inbox and
an email in their regular email account..

This is a work item — An action must take place to remove it.
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Blocked for Quantity Discrepancies

® Some of the Consequences for not resolving Blocked
Invoices are:

® The vendor may not get paid

® Expenses 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 “"Blocked for
Quantity” R/3 Inbox Work Items
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Accessing the WebGUI R/3 Inbox

® Click the R/3 Inbox tab at the top of the SAP portal screen.

Welcome SCPURCY2 " JOHNS HOP[GNS 14

s RIS Enterprize RAS Enterprize - MAC O Wiorklosd Distribution Go Shopping  Settings | Internal Service Provider Orderingy RS Inbox SRM GLI
Getting Started

F

Welcome to the Johns Hopkins SAP Portal!

**ATTENTION HRE MANAGERS: Deadline for Hiring Actions ** (2/18)
Flease be aware that there will be an cutage for processing any Hire, Eehire,
Eemstatement and Employee Eeassignment Internal Serwce Eequest forms so
that the enhanced Hire ISE. form can be implemented.

To ensure any Hire, Eehire, Eemnstatement and Employvee Eeassignment I5Es are
not inpacted by this outage, the ISEs need to be submitted and approved in
wotlflow and recerved by HE Shared Services by no later than close of business
on Tuesday, March 4. Any I5Es of this type recerved after this will be rejected
and will hawve to be resubmitted after the enhanced Hire ISE 15 implemented,
which will be on IMarch 9.

A job aid 13 being prepared and two FastFacts sessions are being developed to

extrlan how to nge the newr form These will he rommmicated 2oon
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_~Accessing the WIinGUI R/3 Inbox

m Click the & button on the User Menu.

Menu Edit FEaworites Exiras Help

B aH C@n CHE Do BE @
SAP Easy Access - User menu for SCPURCV2 SCSRM Conversion ID
B =] & | B 2| v

Systern

7 = Favarites
MEPO - Purchase Order
SPRC - Customizing - Edit Project
FBEL1M - Yendar Line ltems
MIE4 - Call MIRO - Change Status
ZMPE_SERMICE QORDER - Service center arder maintenance
MMBE - Stock Overview
MEZ1M - Create Purchase Order
MIGO - Goods movernent
MEZ24 - Purchasing -= Purchase Order-= Create -= Wendor Linknowr
TRIP - Travel Manager
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Accessing the R/3 Inbox

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

Business Workplace of Test ID for SRM Requisitioner SRMRQ

ﬁ Mew message [H] Find falder ['ﬁ'] Find dacument Appointment calendar B Distribution lists

iatplacead o1 |0 for SRM Requisitioner SRMRG
= &2 Inbox
—— e ad Documents 0

= [ Warkflow 2 ]
I i W TTAT=1 dedccording to content

[* (] Grouped according to task
Overdue entries 0
Deadline messages 0
Incorrect entries 0

I € Outhox

> ¢B Resubmission

[ ¢ Private folders

> ¢@ Sharedfalders

[> ¢ Folders subscribed to

T Traszh

=1 e e ] e o = P [ ) R =Y = 1 =T AR R [

I (] Grouped accarding to content type
[ (7 Grouped accarding to sort key /

Workflow 2
Executable | Creation Date |Tit|e ‘l Status
@ 010452008 Quantity Wariance Options - Invoice: 5106014507 tem: 000007 =]
& 02r20i2008 Resolve Invoice Block for Quantity Diff. OFFICE DEPOT INC/FIL... o]
LD [

Business Workplace
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7 Executing the Work Item

® Double-click 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 ['ﬁ'] Find dacument Appointment calendar B Distribution lists

= of Workplace: TestID for SRM Requisitioner SRMR® @---- BEREEIEEEE R

= &2 Inbox
| Unread Documents 0 Workflow 2
] Documents 0 Executahle |Creation Date |Tit|e ‘l Status
i Workflow 2 _ ¥ [0 4i 205 O rtite Warianes Ontinns - nvoice S10R014507 e 000007 =]
b O Grouped according to content % 022002008 Resalve Invoice Block far Quantity DIt OFFIGE DEPOT INGIFIL... &)
I (] Grouped according to content type
[ (7 Grouped accarding to sort key

[* (] Grouped according to task
Overdue entries 0
Deadline messages 0
Incorrect entries 0

I € Outhox

> ¢B Resubmission

[ ¢ Private folders

> ¢@ Sharedfalders

[> ¢ Folders subscribed to

T Traszh

(D]l [

Business Workplace
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3. Analyzing the Blocked Invoice
Information/Resolution Screen
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Information/Resolution Screen

m  The first section will show the basic information about the purchase order
line item related to this invoice.

® In addition, it shows the transactions that occurred (goods receipts and
invoices) related to the line item.

Resolve Invoice Blocked for Quantity Difference

Menua| (b Back | Cancel | Tools || Update Warkflow

SEM Purchase Order [Z000Z54207 “endor's ID and Mame 1008121 Ortho Clinical Diagnostica Inc Document Date [L1/15/2007
[term Detail

[tem 1 Description  rhogam #7380525 Guantity 1 Order Unit  |Pack MetPrice  |Z,000.00
Requisitioner's D MEALDII1 Requisitioner's Mame Michael Baldwin Material

Purchase Qrder Histany

& & | F|H|Fell2 & EBE S
Category |ru1vT |F'|:|5ting Date |F'|:|sted By ECIUantity |Order Lnit IInit Price EAMOoUnt l»'l\ttachments Imoice Type
Goods Receipt 101 11212007 Shawn Moclain 1.000 Pack 2000.00 2,000.00
Goods receipt subtotal: ] 1.000 Pack ] 2,000.00
Invoice 11282007 Diana Marie Hulsan 1.000 Pack 2068.20 206820 Paper Invoic
Invoice 12/06/2007  Diana Marie Hulson 1.000 Pack 2068.20 2,068.20 | Display |Paper Invaic
Iivvoice receipt subtotal: ] 2.000 Pack ] 4,136.40

1.000- Pack 2,136.40-

| R3a (800) 2]
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Information/Resolution Screen

= The Goods Receipt(s) will be next. This line will be missing if ho goods
receipt was done. In the process now, the actual name of the person who

did the goods receipt will display.

Resolve Invoice Blocked for Quantity Difference

Menua| (b Back | Cancel | Tools || Update wWorkdow |

SEM Purchase Order [Z000Z54207 “endor's ID and Mame 1008121 Ortho Clinical Diagnostica Inc

[term Detail
[tem 1 Description  rhogam #7380525 Guantity 1 Order Unit  Pack
Requisitioner's D MEALDII1 Requisitioner's Mame Michael Baldwin

Purchase Qrder Histany

Document Date (1171572007

MetPrice  |Z,000.00

Material

Category |ru1vT |F'|:|5ting Date [Fosted By ECIUantity |Order Lnit IInit Price EAMOoUnt l»'l\ttachments Imoice Type
Goods Receipt 101 11212007 Shawn Moclain 1.000 Pack 2000.00 2,000.00
Goods receipt subtotal: ] 1.000 Pack ] 2,000.00
T A L R L - a1 e pale om0 sl pras) rapaLaeas, T
Invoice 12/06/2007  Diana Marie Hulson 1.000 Pack 2068.20 2,068.20 | Display |Paper Invaic
Iivvoice receipt subtotal: ] 2.000 Pack ] 4,136.40

1.000- Pack 2,136.40-

| R3a (800) 2]
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WebGUI Information/Resolution Screen

® The Invoice line(s) will be next. In this case, there is more than one invoice

posted to this purchase order line item. 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 wWorkdow |

SEM Purchase Order 2000254207 | Vendor's ID and Mame

1008121 Ortho Clinical Diagnostics Inc

Document Date (1171572007

[term Detail
[tem 1 Description  rhogam #7380525 Guantity 1 Order Unit  |Pack MetPrice  |Z,000.00
Requisitioner's D MEALDII1 Requisitioner's Mame Michael Baldwin Material
Purchase Qrder Histany
& & |F I EH|F e D e E | S
Category |ru1vT |F'|:|5ting Date |F'|:|sted By EQuantitﬂOrderUnit IInit Price Eﬂmnuntlﬂ\ﬁachments Imoice Type
Goods Receipt 101 1102172007 Shawn Moclain 1.000 |Pack 2000.00 2,000.00
Goods receipt subtotal: 1.000 Pack 2,000.00
Invoice 11282007 Diana Marie Hulsan 1.000 Pack 2068.20 206820 Paper Invoic
Imvoice 1205872007 Diana Marie Hulsan 1.000 Pack 2063.20 206320 Display  [Paper Invoie
Iivvoice receipt subtotal: 2.000 Pack 4,136.40

= J LR =, ol ==

| R3a (800) 2]
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" Information/Resolution Screen

m In all cases, a total quantity difference is displayed.

Resolve Invoice Blocked for Quantity Difference

Menua| [ Back | Cancel | Tools || Update Workiow |

SEM Purchase Order [Z000Z54207 | “endor's D and Mame 1008121 Ortho Clinical Diagnostics Inc

[term Detail
[tem 1 Description  rhogam #730525 Cuantity 1 Order Unit  Pack
Reguisitioner's 1D MEALDIWI1 Reguisitioner's Mame Michael Baldwin

Purchase Qrder Histony

Document Date (1141542007

Met Price  |Z,000.00

Material

& & T EFED G HBE S

Categary |ru1vT |F'|:|5ting Date |F'c|5ted By EQUA Nty |Order Lnit LInit Price EAMmount l»'l\ttachments Invoice Type
Goods Receipt 101 11212007 Shawn Meclain 1.000 Pack 2000.00 2,000.00
Goods receipt subtotal: ] 1.000 Pack = 2,000.00
[myoice 11282007 Diana Marie Hulson 1.000 Pack 206820 2,068,210 Faper Imioic
Mobe 12050007 Damaarehson | 1000Pak NN 200020 Logly [Paperineic
Invoice receipt subtotal: 2.000 Pack 4,136.40

B2 o= T
Quantity differences: ] 1.000- Pack = 2,136.40-
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Information/Resolution Screen

m  There is also a newly added link on this screen to enable users to view the scanned
image of the invoice if it is attached. It is located in the Attachment column to the
right. Click the Display button to look at the invoice. The Invoice Type details how
the invoice was posted.

Resolve Invoice Blocked for Quantity Difference

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

3EM Purchase Order z000254z07 | Wendor's D and Mame 1008121 Ortho Clinical Diagnostics Inc Document Date 1141572007
[tem Detail

[tem L Description  |[thogam #780525 Quantity |1 Order Unit  |Pack Met Price  |2,000.00
Requisitioner's D MEBALDWI1 Requisitioner's Mame Michael Baldwin Material

Furchase Order Histary

SIRERERIEEEEIR : :
Category |rwa |F'|:|5ting Date |F'c|5ted By EQUantity |Order LInit Linit Price Eﬁmiunt l&ﬁachmenta |Irwt|i|:e Tipe
Goods Receipt 101 1172172007 Shawn Meclain 1.000 |Pack 2000.00 2,000.00
Goods receipt subtotal: . 1.000 Pack " 2,0000.00
Invoice 11282007 Diana Marie Hulson 1.000 Pack 2068.20 2,069.20 FPager Invoic
Invaice 12/05i2007  Diana Marie Hulson 1.000 Pack 2068.20 2,064 20 Pa]ermmic
Ihwoice receipt subtotal: . 2.000 Pack . 4,138.40

1.000- Pack 2,1 3640
Cuantity differences: . 1.000- Pack u 2,136.40-
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P Information/Resolution Screen

® 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 | Tools .|| Update waorkfow |

SRM PIII?Aﬁachmentlist rmostics Inc Document Date |11,
Attachment(s) for JHENS1O00273235Z008
LU E R IEE EYE: | |
Ite e [Creator Name rCreated on| rderUnit  |Pack MetPrice  [2,000.1
= AP Invoices - PDF farmat ONLY 01022008
Fe Material
FPurct
=1
Cate LInit Price EAmnuntlﬂ\ﬁachments el
Goo 2000.00 2,000.00
Gool = 2,000.00
Irrvoi 2068.20 2,088.20 Pap
[ 206820 2,068.20 i__p_i_s_p_lguy__]F‘ap
Invoi & Confirm | 3¢ . 1,136.40
1.000-Pack 2,136.40-
Quantity differences: u 1.000- Pack . 2,136.40-
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" Information/Resolution Screen

m 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 a| | Update Workiow |

(I ey Ty

fterm |1 Description rhogam #780525 Quantity 1 Order Unit  Pack MetPrice  |2,000.00

Reguisitioner's 1D MEALDWIL Reguisitioner's Mame Michael Baldwin haterial

Purchase Order Histary

& & |F | FR|E QE S
Category |ru1vT |F'|:|sting DatelPrice| Eﬂxmuuntlﬂ\ﬂachmem; Invoice Type SAF Doc # Nendnrlnvnice# |Quantih,rEII|:u:k
Goods Receipt 101 1152172007 00.00 2,000.00 5001941026
Goods receipt subtotal: L] 2,000.00
Invoice 1172812007  68.20 2,068.20 Paper Invoice 81059727455 27138227 50 ]
mote o qgoamor ssa0 206820 Cwlaf Paeriors o steseT 7 ve
Invoice receipt subtotal: 4,136.40
2136.40-

Quantity differences: L] 2,136.40-

4] 3
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In Summary

In order the resolve Blocked Invoices due to a Quantity Discrepancy

Al o

work items you must:

Access and check your R/3 Inbox regularly

Double Click on the Work Item to open it

Analyze the Blocked Invoice Information/Resolution screen
Decide on the Course of Action

Take action to resolve the discrepancy
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4. Actions Available to Resolve
the Quantity Discrepancy
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- Actions for Resolving the Discrepancy

® Enter a Goods Receipt

Used When: The goods receipt quantity is less than the
invoice(s) quantity or there is no goods receipt done at all. This
is the most common reason for the blocked invoice.

m Defer the Work Item

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

® Change the Purchase Order

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

m Cancel the Invoice

Used When: The invoice from the vendor is incorrect OR has
been entered incorrectly.
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Enter a Goods Receipt

® Enter a Goods Receipt

Used When: The goods receipt quantity is less than the
invoice(s) quantity or there is no goods receipt done at all. This
is the most common reason for the blocked invoice.

m TIP: If this is @ multiple line order, each item in which the invoice is
blocked will receive its own work item.

= It 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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/ Enter a Goods Receipt

® In the example below, there is no goods receipt entered, only an
invoice. The quantity difference is 1.

System

Help
3dH e BHE aETnO0 BE @ m
Resolve Invoice Blocked for Quantity Difference

IH Update Wiorkflow

5RHM Purchase Order 2000293813 Vendar's ID and Mame 10603221 Dell Computer Corp Dacument Date g14162008
tern Detail

Item 1 Description Latitude D830;IntelREG CoreTH 2 Guantity 1 Order Unit Each et Price 1,729.02
Requisitioner's ID FSHARP1 Reguisitioner's hame Patrice Sharp Material

Furchase Order Histary

JE =T A= TSN = L A 1)

Categary MvT |Posting Date |Posted By = Cluantity) Order Uinit Unit Price |z Amount| Attachments | Invoice Type
Invaice 0152002008  Production Service User... 1.000 |Each 172902 1,729.02 Electranic Ir
Invoice receipt subtotal: - 1.000 Each - 1.729.02

| | 1.E|E|E|—|Each 1,729.02-
Quantity differences: - 1.000- Each - 1.729.02-

LCe ]l | K[|
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# Enter a Goods Receipt

® If you determine that you HAVE received the item(s), you can enter
a goods receipt for just this line.

Resolve Invoice Blocked for Quantity Difference

B Update Warkdlow

Furchase Order Histony

Categary Quuantity| Order Linit Lnit Price|z Amount| Attachments | Invaice Type
Invoice
Invoice receipt subtotal: u 1.000 Each u 1,729.02
| | | | 1.EIEIEI-|Each 1,729.02
Quantity differences: = 1.000- Each = 1,729.02-
L] [4][»]

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
services actually received.

[«][»][ ] I[«][+]
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7 Enter a Goods Receipt

m Scroll down to 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 Warkdlow

Purchase QOrder History

EINCIEAIETERE NI

Categon myT |Posting Date |Posted By Guantity| Qrder Linit Linit Price | Amount| Attachments | Invoice Type
Invoice
Ivoice receipt subtotal: 1.000 Each . 1,729.02
| ] | | 1.000- |Each | | 1,728.02 | |
Quantity differences: 1.000- Each " 1,729.02-

L[]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
services actually received.

[D][ ]

|[+][»]
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s Enter a Goods Receipt

m After you have pressed the submit button, scroll or go to the top left and
press the Update Workflow button.

i locked for Quantity Difference
B Update Warkdlow

Purchase QOrder History

EINCIEAIETERE NI

Categon myT |Posting Date |Posted By Guantity| Qrder Linit Linit Price | Amount| Attachments | Invoice Type
Invoice
Ivoice receipt subtotal: 1.000 Each . 1,729.02
| ] | | 1.000- |Each | | 1,728.02 | |
Quantity differences: " 1.000- Each 1,729.02-

L[]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
services actually received.

[D][ ]

|[+][»]
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Enter a Goods Receipt

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

I Business Workplace of Robert Sicoli

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

v o Workplace: Rohert Sicoli S| D |6 | @ ||| TS| B||| thE| e L) 2| & 5E 0 F | F | EH
™ & nbox Workflow 417

& Unread Docurnents 0 —

] Documents 0 Beclable Crealion Date [Tl v

~ [ workflow 417 #  02/20/2008 Resalve Invaice Block for Quantity DIfl, OWENS AND MINOR ING !

b [ Grouped accarding to content #  02/29/2008 Resolve Invaice Block for Quantity DIfl. GWENS AND MINOR ING ¢

b (1 Grouped according to content type @ 0212012008 Resalve Invoice Block for Quantity Diff, OWENS AND MINOR ING ¢

b [ Grouped according to sort key . o p

b £ Grouped according to task @9 Q2292008 Resolve Invn?ce Block for G!uant?nf D?ff. CWERMS ARD MINOR MG ¢

- @ 02r29/2003 Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR M ¢

%gzzrjlli-lneeer:zl::aZes ; @ 0212012008 Resalve Invoice Block for Quantity Diff, OWENS AND MINOR ING ¢

|I| Incorrect entries 0 @ Q2r29/2008 Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR MG ¢

b 3 0uttoy # 020202008 Resalve Invaice Block far Quantity Dif. QUALITY INFORMATION P,

b (B Resubrmission B 02292008 Resalve Invaice Block far Quantity Diff. QUALITY INFORMATION P,

b @F‘rivate Tz @ Q21292008 Fesaolve Invoice Block for Quantity Diff. RMS OMEGA TECHMOLOE

» @ Shared folders #  02/20/2008 Resalve Invaice Block far Quantity Dift. SARSTEDT INC 51053359

[ D ST RO (o iak NAA2NNA Resnlve Invnire Rlnck for Qoantite Dif SIFMERS HEAI THEARE T
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s Defer the Work Item

m 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 and
return after the number of days that you specify in the action.

= Not to exceed 10 days.




Slide 37

. Defer the Work Item

FY JOHNS HOPKINS &

® In the same example use previously, you may determine that you
have not received the items yet.

Systerm  Help

3dH e BHE aETnO0 BE @ m
Resolve Invoice Blocked for Quantity Difference
IH Update Wiorkflow

5RHM Purchase Order 2000293813 Vendar's ID and Mame 10603221 Dell Computer Corp Dacument Date g14162008
tern Detail

Item 1 Description Latitude D830;IntelREG CoreTH 2 Guantity 1 Order Unit Each et Price 1,729.02
Requisitioner's ID FSHARP1 Reguisitioner's hame Patrice Sharp Material

Furchase OrderHisth - .
| [& |7 (®[F2) 2@ a @I--I-
Categary MvT |Posting Date |Posted By Cluantity) Order Uinit Unit Price |z Amount| Attachments | Invoice Type
Invaice 0152002008  Production Service User... 1.000 |Each 172902 1,729.02 Electranic Ir
Invoice receipt subtotal: - 1.000 Each - 1.729.02

| | 1.E|E|E|—|Each 1,729.02-
Quantity differences: - 1.000- Each - 1.729.02-

Lo ]l
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m If you have NOT received the item(s) yet, you can defer the work
item for a number of days until you receive them.

System

Help

3dH e BHE aETnO0 BE @ m
Resolve Invoice Blocked for Quantity Difference
IH Update Wiorkflow

BRM Purchase 0Order 2000293813 Vendor's ID and Mame 10603221 Dell Computer Corp Document Date 116/ 2008
tern Detail

Item 1 Description Latitude D830;IntelREG CoreTHM Z Quantity 1 Order Unit Each Met Price 1,729.02
Requisitioner's 1D FSHARP1 Reguisitioner's Mame Patrice Sharp

hiaterial

FUrerrda s UTUET TSy
SRR EE R -I-
Categary MvT |Posting Date |Posted By Cluantity) Order Uinit Unit Price |z Amount| Attachments | Invoice Type
Invaice 0152002008  Production Service User... 1.000 |Each 172902 1,729.02 Electranic Ir
Invoice receipt subtotal: - 1.000 Each - 1.729.02

| | 1.E|E|E|—|Each 1,729.02-
Quantity differences: - 1.000- Each - 1.729.02-

Lo ]l
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Defer the Work Item

m 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.

Defer the Wark [tem

If the goods related to the invoice(s) above were not yet received or services were not yet rendered and/or you want to defer
thiz work pleaze enter the mumber of days to defer the work item and click on the 3ubmit button to execute, The work item will
be deleted from your inbox for the mmber of days specified. The work itew will return to your inbox if the inwvoice is still

blocked after the mumber of days specified.

Day(a) Submit
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Defer the Work Item

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

I Business Workplace of Robert Sicoli

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

v o Workplace: Rohert Sicoli S| D |6 | @ ||| TS| B||| thE| e L) 2| & 5E 0 F | F | EH
™ & nbox Workflow 417

& Unread Docurnents 0 —

] Documents 0 Beclable Crealion Date [Tl v

~ [ workflow 417 #  02/20/2008 Resalve Invaice Block for Quantity DIfl, OWENS AND MINOR ING !

b [ Grouped accarding to content #  02/29/2008 Resolve Invaice Block for Quantity DIfl. GWENS AND MINOR ING ¢

b (1 Grouped according to content type @ 0212012008 Resalve Invoice Block for Quantity Diff, OWENS AND MINOR ING ¢

b [ Grouped according to sort key . o p

b £ Grouped according to task @9 Q2292008 Resolve Invn?ce Block for G!uant?nf D?ff. CWERMS ARD MINOR MG ¢

- @ 02r29/2003 Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR M ¢

g”;zrjﬁneeer:t:::azes ; @ 0212012008 Resalve Invoice Block for Quantity Diff, OWENS AND MINOR ING ¢

Incorrect entries 0 @ Q2r29/2008 Fesaolve Invoice Block for Quantity Diff. OWEMS ARD MINOR MG ¢

b 3 0uttoy # 020202008 Resalve Invaice Block far Quantity Dif. QUALITY INFORMATION P,

b (B Resubrmission B 02292008 Resalve Invaice Block far Quantity Diff. QUALITY INFORMATION P,

b @F‘rivate Tz @ Q21292008 Fesaolve Invoice Block for Quantity Diff. RMS OMEGA TECHMOLOE

» @ Shared folders #  02/20/2008 Resalve Invaice Block far Quantity Dift. SARSTEDT INC 51053359

[ D ST RO (o iak NAA2NNA Resnlve Invnire Rlnck for Qoantite Dif SIFMERS HEAI THEARE T
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Change the Purchase Order

® Change 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 put in a note to tell Supply Chain Shared Services what
you want done.

m After the purchase order gets changed, you should then go in and
do a Confirmation (Goods Receipt) for the additional quantity so the
blocked invoice gets paid.
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Change the Purchase Order

® In this case, the total quantity of the invoices is greater than the quantity
ordered. Therefore, in order to keep the additional items, you must request
that the purchase order be increased so that you can confirm the additional
items received.

S

Resolve Invoice Blocked for Quantity Difference

Menua| (b Back | Cancel | Tools 4| | Update Workflow |

SEM Purchase Order 2000227944 | Vendor's D and Mame 10058156 Owens And Minor Document Date 10/1142007
[term Detail

tern |1 Description SCALE DETECTO DIET Guantity |2 rder Unit  Each MHet Price Tl.54
Requisitioner's 1D MLRMSTERZ Requisitioner's Mame Michael Armatrong haterial 3191z

Furchase Crder History

@& |F (6| F R 2 |G (5 E| |G
Cateqony |ru1vT |F'|:|sting Diate |F'|:|sted By eCgantity [Order Unlt | LInit Price sAMaunt l&.ﬁachments Invoice Type
Goods Receipt 101 1053002007  Terrence Strose 2.000 Each 71.84 14368
Goods receipt subtotal: = 2.000 Each = 143.68
Irvaice 1003152007 Production Service Lser P 2.000 |Each G8.06 13612 Electranic In
Invoice 1252252007 Production Service User P 2.000 Each G806 136.12 Electranic In
Ivoice receipt subtotal: = 4.000 Each = 27224

2.000- Each 128.56-
Cuantity differences: = 2.000-Each = 128.56-

| R3a 300y ¢
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Change the Purchase Order

m  Scroll down to the “Change the Purchase Order” action and click Submit. A
note box will appear.

Slide 43

S

Change the Purchase Order

If you want to increase the quantity of the Purchase Order for this line item due to an overshipment or duplicate shipuent in
vhich you are accepting and plamning to keep the additional goods and have the authorization or have received the approval to
do s0, then enter the additional quantity and provide an explanation in the comments section after clicking on the Submit
button, 4 work item with your request will route to a buyer in the Supply Chain Shared Services Organization to make this
change, After the Purchase Order has been changed, a goods receipt can be entered to match the invoice,

Sufimit
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> Change the Purchase Order

m Type the note that will be sent to Supply Chain Shared Services.

® Then click the green checkmark in the lower left corner to complete the
transaction.

Menu4||} Back | Cancel TIIIIII|51|| Mew massage | Find folder Findducumentl Appointment ¢
I create note -

(E3

Title of note Mote created by RSICOLN an 03200152008

Please add an additional 2 item= to this Purchase 0Order. el
oice
oice
oice
oice
oice
oice
oice
oice
oice
oice
oice

ﬂ | cice
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Change the Purchase Order

® The work item will disappear from the screen and return you back

to your Inbox.

| Business Workplace of Robert Sicoli

Menu | [}

Back | Cahcel | Tools ..| | MNew message | Find folder | Find document | Appointment calendar | Distribution lists |

¥ o Workplace: Robert Sicoli

¥ Ealnbox

Workflow 416

| Unread Documents 0
| Docurnents 0
- [B]'wWiorkflow 416
¥ [ Grouped according to content
b [ Grouped according to content type
b [ Grouped according to sort key
b CIGrouped according to task
Overdue entries 0
Deadline messages 0
¥ Incorrect entries 0
¥ E0uthox
¥ cBResubmission
¥ % Private folders
¥ c@Shared folders

- '

rgeg@egEeeeg@

024292008
027292008
0272972008
0242972008
027292008
0272972008
0z2r2a52008
027292008
024292008
027292008

0272972008
N7 QiNne

Executahle (Creation Date “Title

Reszole Invoice Block for Quantity Diff. CWEMNS ANMD MINOR! M
Resaolve Invoice Block for Quantity Diff. OWEMNS AND MINOR MG ¢
Resolve Invoice Block for Quantity Diff. OWEMNS ARND MINOR IMC ¢
Reszolve Invoice Block for Quantity Diff. CWERS AND MIMOR! (M
Resaolve Invoice Block for Quantity Diff. OWERMS ARND MINOR IMC ¢
Resolve Invoice Block for Quantity Diff. OWERMNS AND MINOR IMC ¢
Resole Invoice Block for Guantity Diff. CWEMS AND MIMOR (M
Resaolve Invoice Block for Quantity Dif. QUALITY INFORMATION F,
Reszole Invoice Block for Quantity Diff. QUALITY INFORMATION P,
Resolve Invoice Block for Quantity Diff. SARSTEDT INC 51059954

Resolve Invoice Block for Quantity Dif. SIEMEMS HEALTHCARE C
Paoacnla Imenira Blacl for Ciantibe D QIEMERCS HEA] TH™LRPE T
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Cancel the Invoice

m Cancel 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 cancelled.

® Please contact the vendor for the action that needs to happen with
the invoice or what the problem is — Send a corrected invoice, you
are returning items, they sent a duplicate invoice, ect ...
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Y Cancel the Invoice

m In the same case as before, if you only received two items, then this is a
true duplicate and you would request that this invoice be cancelled.

Resolve Invoice Blocked for Quantity Difference

Menua| (b Back | Cancel | Tools .| | Update Waorkfow |

SEM Purchasze Order 2000227944 | Mendor's D and Mame 1008156 Owensz And Minor Document Date (1041142007
[tern Detail

[tem (1 Description SCALE DETECTO DIET Guantity |2 Order Unit Each MetPrice  [71.584
Requisitioner's ID MARMITERZ Requisitioner's Mame Michael Armstrong Material 3191z

FPurchase Order History

ElIREREAEIEEEEIE

Category |ru1vT |F'|:|5ting Date |F'|:|sted By ECIUANtity |Order IInit LInit Price EAMOUNt lﬂ\ﬁachments Irvoice Type

Goods Receipt 101 107302007 Terrence Strose 2000 Each 71.84 14368

Goods receipt subtotal: u 2.000 Each u 143.68

Invoice 1003142007 Production Service User P 2.000 |Each G3.06 13612 Electronic In

Ivice _— _—

Invoice receipt suht% 4.000 r 272.24 __
2.000- Each 128.56-

Cluantity differences: u 2.000- Each . 128.56-

| R3a (300
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y Cancel the Invoice

m  Scroll down to the “Cancel the Invoice” action and click the Submit button.
A note box will appear.

Cancel the Invoice

IT e Lmoice entered is incorrect, please call the vendor to send a new corrected invoice, Press the Submit button to send a
work itenw to Accounts Payable Shared Services to cancel the inwoice. If the inwoice iz a duplicate to one previously entered
for this Purchaze Order Line item, then this invoice will be canceled.

Submit
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Cancel the Invoice

= 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.

t3'EI [= Create note

]
i
-
4]
4]
4]
'E
e
te

5iC
ar
=]

Title of note

Bote created by RSICOLN on 0370172008

Pleage cancel this inwoice. I ordered and receiwved only 2.

4]

M

= 4

Di

Di

O

Di
Di

Di

Di

Di

Di

Di

O

Di

Di
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Cancel the Invoice

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

I Business Workplace of Robert Sicoli

Menu 4‘ } Back | Cancel ‘ Tools 4| | MNew message | Find folder | Find docurment | Appointment calendar | Distribution lists |

~ o Workplace: Robert Sicoli SRR EREFREE R IRNEEEEREE
T lnbox Workflow 419
| Unread Docurnents 0

&r| Docurnents 0 E}{E[:thahle ‘Creatinn Date |‘Title |

- [B]Workilow 419 ik 0228/2008 Reszalve Invoice Blaock for Quantity Diff, OWEMNS AND MIMNOR MG ¢

» [JGrouped according to content & 0Z2r29i2008 Resolve nvoice Block for Quantity Diff. OWENS AND MINOR INC: ¢

b (1 Grouped according to content type & 02i29/2008 Resolve Invoice Block for Quantity Diff. WENS AND MINOR IMC ¢

b [ Grouped according to sart key ’lé,'i:- Q2raarzoog Reszalve Invoice Block for Guantity Diff, OWERNS AND MIMOR MG ¢

b (I Grouped according to task L0 02r2ar2008 Feszolve Invoice Block for Quantity Diff, DWEMNS AMD MIMOR MG ¢

B Cwerdue entries 0 & 02r29/2008 Resalve Invaice Black for Quantity Diff. OWENS AND MINOR INC ¢

El Deadline messages 0 ié&:- 022952008 Resolve Invoice Block for Quantity Diff. OWEMNS AND MIMNOR NG ¢

El Incorrect entries 0 iéj:- 0212952008 Resolve Invoice Block for Quantity Diff, OWEMNS AMD MIMOR MG ¢

b £ Outhox & 0242592008 Resolve Invoice Block for Quantity Diff. OWENS AND MINOR INC ¢

» B Resubmission & 0212972008 Resolve Invoice Block for Quantity Diff. QUALITY INFORMATION P,

b @ Private folders #  02020/2008 Resalve Invoice Block for Quantity Diff. QUALITY INFORMATION P,

b ¢@shared folders B 020282008 Resolve Invoice Block for Quantity Diff. RMS OMEGA TECHNOLOC

’ ﬁi“'dirﬁ subscribed to & 021292008 Resalve Invoice Block for Quantity DIff. SARSTEDT INC 51050059
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In Summary

® Enter a Goods Receipt

Used When: The goods receipt quantity is less than the
invoice(s) quantity or there is no goods receipt done at all. This
is the most common reason for the blocked invoice.

m Defer the Work Item

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

® Change the Purchase Order

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

m Cancel the Invoice

Used When: The invoice from the vendor is incorrect OR has
been entered incorrectly.
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In Conclusion

In order to resolve invoices that were blocked due to a quantity
difference, you must:

Check your R/3 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




figect Thank You!

® Thank you for listening.
® We hope this information will be helpful.
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Q&A

= \We're going to open the phone lines now!

m There will be a slight pause, and then a recorded voice will provide
instructions on how to ask questions over this conference call line.

= We'll be answering questions in the order that we receive them.

m We'll also be answering the questions that were emailed to us
during the presentation.

m If there’s a question that we can’t answer, we’'ll do some research
after this session, and then email the answer to all participants.
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4 Thank You!

® Thank you for participating!
= We would love to hear from you.

Are there certain topics that you would like us to cover in future
FastFacts sessions?

Would you like to be a FastFacts presenter?
Please email us at: fastfacts@jhu.edu
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Jast facts
Survey

m Before we close, please take the time to complete a short survey.
® Your feedback will help us as we plan future FastFacts sessions.

® (Click this link to access the survey...
http://connectpro28579135.acrobat.com/fastfactssurvey/

Thanks again!



http://connectpro28579135.acrobat.com/fastfactssurvey/

	resolve_qty_difference
	FastFacts�Feature Presentation
	Today’s Topic
	Today’s Presenter
	Session Segments
	Contact Us
	Survey
	Slide 7 
	New Enhancements 
	Agenda
	Slide 10 
	Blocked for Quantity Discrepancies
	Blocked for Quantity Discrepancies
	Blocked for Quantity Discrepancies
	Slide 14 
	Slide 15 
	Slide 16 
	Slide 17 
	Slide 18 
	Slide 19 
	Slide 20 
	Slide 21 
	Slide 22 
	Slide 23 
	Slide 24 
	Slide 25 
	Slide 26 
	In Summary
	Slide 28 
	Actions for Resolving the Discrepancy
	Enter a Goods Receipt
	Slide 31 
	Slide 32 
	Slide 33 
	Slide 34 
	Slide 35 
	Slide 36 
	Slide 37 
	Slide 38 
	Slide 39 
	Slide 40 
	Slide 41 
	Slide 42 
	Slide 43 
	Slide 44 
	Slide 45 
	Slide 46 
	Slide 47 
	Slide 48 
	Slide 49 
	Slide 50 
	In Summary
	In Conclusion
	Thank You!
	Q&A
	Thank You!
	Survey


