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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
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Today’s Topic

We’ll be taking a look at…

Resolving Blocked Invoice Work Items (Quantity Discrepancy)
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Today’s Presenter

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

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.



Slide 5

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 
Items (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.

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.

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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Agenda

Today we will cover …

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

2. How to access the “Blocked for Quantity” R/3 Inbox work items.

3. How to analyze the Blocked Invoice Information/Resolution screen.

4. 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

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: If the …

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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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. 
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Accessing the WinGUI R/3 Inbox

Click the         button on the User Menu.
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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.
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Double-click the “Resolve Invoice Block for Quantity Diff…” work 
item to open it.

Executing the Work Item
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3. Analyzing the Blocked Invoice 
Information/Resolution Screen
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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.

Information/Resolution Screen
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The Goods Receipt(s) will be next. This line will be missing if no goods 
receipt was done. In the process now, the actual name of the person who 
did the goods receipt will display.

Information/Resolution Screen
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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.

WebGUI Information/Resolution Screen
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In all cases, a total quantity difference is displayed.

Information/Resolution Screen
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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.

Information/Resolution Screen



Slide 25

Double click on the document “AP Invoices – PDF format ONLY” to display 
the document.

Information/Resolution Screen
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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.

Information/Resolution Screen
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In Summary

In order the resolve Blocked Invoices due to a Quantity Discrepancy 
work items you must:

1. Access and check your R/3 Inbox regularly

2. Double Click on the Work Item to open it

3. Analyze the Blocked Invoice Information/Resolution screen

4. Decide on the Course of Action

5. 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.

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.

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.

TIP: If this is a 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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In the example below, there is no goods receipt entered, only an 
invoice. The quantity difference is 1. 

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

Enter a Goods Receipt
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Scroll down to the “Enter a Goods Receipt” action, enter the 
quantity of items that you received, and click Submit.

Enter a Goods Receipt
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After you have pressed the submit button, scroll or go to the top left and 
press the Update Workflow button. 

Enter a Goods Receipt
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The work item will disappear from the screen and return you back 
to your Inbox.

Enter a Goods Receipt
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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. 

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

Defer the Work Item
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If you have NOT received the item(s) yet, you can defer the work 
item for a number of days until you receive them. 

Defer the Work Item
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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.

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

Defer the Work Item
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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.

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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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.

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

Change the Purchase Order
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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.

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

Change the Purchase Order
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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 …

Cancel the Invoice
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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.

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

Cancel the Invoice
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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.

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

Cancel the Invoice
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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.

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.

Cancel the Invoice 

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

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

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

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.

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

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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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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Survey

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/
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