Guided BUying

Invoice-to-Pay Training Guide



Introduction to Invoice-to-Pay

Upon completion of this lesson, you will be able
to:

(2]

» Understand Requisitioner Role and Responsibilitie
regarding Invoices

* Know Invoice-to-Pay Process
» Know Key Benefits of Ariba Guided BUying

* Invoice Email Notification Process and Required
Actions

» Understand Ariba Guided BUying Invoice Approval
and Exception Process

» Understand Key Terms for the Invoicing Process

BOSTON
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Guided ying: Overview & Key Terms

Procure-to-Pay Process in Guided BUying

Guided BUying allows Requisitioners at Boston University to purchase products and
services from a variety of suppliers. The procure-to-pay process includes the following steps:
Purchase Requisition, Approval, Purchase Order, Invoicing, and Fulfillment.
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Purchase Approvers Purchase Supplier Rquisitioner
Requisition (PR) review the PR Orders (POs) receives, reviews and

created and and approve or are automatically acknowledge, approves

submitted for deny*. generated after and fuffills the invoice. **
approval. PR is fully PO and invoices Suppliers are
approved. Boston paid based on
University their payment

terms.

*PRs will go through a series of approvals based on the dollar amount and commodity code.

**Invoices <$5,000: Requisitioners are notified as a watcher and invoices can be viewed under Your Approvals ->
To watch. Payment will release within three days. Invoices 2$5,000 will be routed to Requisitioners’ Your
UNIVERSITY Approvals->To approve for review and approval.


Presenter
Presentation Notes
The procure-to-pay process starts with submitting a Purchase Requisition. Once the Purchase Requisition is submitted it will go through a series of approvals before a PO is generated and sent to the supplier.  Once the supplier receives the PO, they can provide the products or services and send an invoice digitally through the Ariba Network. Requisitioners will review and approve invoices*



Introduction to Invoice-to-Pay

What is I2P in Guided BUying?

Invoice-to-Pay (I12P) is the process by which shoppers at BU pay for goods and services

procured. The I2P process includes the following key activities: Invoice Entry, Ariba Network (AN)
Rules, Invoice Reconciliation, Approval, and Payment.
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Invoice Entry

The standard
process for invoices
to be entered into
the Ariba Network is
through a Supplier
submission via EDI,
CXML, PO Flip,
PDF Email, Paper

BOSTON
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AN Rules

An automated
quality check
occurs; rejecting
invoices
containing errors
before reaching
Boston
University
systems.

[__l

Invoice
Approval/
Exceptions
The invoice is
routed for
approval to the
requisitioner.
Invoice
Exceptions
generated will
also be sent to
the requisitioner
to resolve.
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Invoice
Reconciliation
The system
auto-validates
the invoice for
exceptions;
analyzing data in
the header and
line levels.
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Payment

Payment is
processed once
the invoice is
fully approved
and reconciled.
Payment is
released on
invoice due date
(based on
negotiated
payment terms).



Introduction to Invoice-to-Pay

Benefits of Ariba in the Invoice-to-Pay Process

Fast Approval
Accelerates the invoice
approval routing
process.

BOSTON
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Exception Handling
Prevents invoice failure
by offering situation-
based exception
handling measures.

Automatic Capture
Captures and processes
electronic invoices from

multiple sources
automatically.

Reduced Costs
Reduces invoice
processing costs.



Invoice Approval




Invoice Approval

Overview of Key Topics Covered in Invoice Approval:

¢ Invoice Watcher Email Notification ‘
e Invoice Approver Email Notification
¢ Invoice Approver Navigation to Invoices

¢ Invoice Approval Process
= Approve/Deny Invoice

= Manage/Split Accounting
= Add Approvers/Watchers
= Review/Add Attachments to an Invoice

BOSTON
UNIVERSITY



Approval Process

The automated approval process in Guided BUying maximizes efficiency, standardizes
processes, and ensures transparency.

The approval flow for each invoice is automatically determined by Ariba based on multiple
factors such as the invoice value, PO category, etc. The requisitioner will be able to add

approvers where needed.

+

Requisitioner
Requisitioners are responsible for
validating, approving and resolving
exceptions for an Invoice.
Required approvers are added
automatically to a request when
submitted. However, requisitioners
may add watchers and additional
approvers as necessary.

BOSTON
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Three Main Approval Roles

@

Approver
An Approver is someone who is
required to approve a document
before it can move forward.
Approvers receive notifications by
email when a Invoice requires their
review. Each approver is notified
only after the approvers to the left
on the approval flow have
approved the document.

e

Watcher
A Watcher is someone who is
notified of the submission and
status of an invoice, but does not
have require approval. For
example, when a Requisitioner
creates a PR on behalf of a user,
that user becomes a watcher for
the invoice as well.
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Approval Process

Approval Flow Overview

Each approver involved in the approval flow of a Invoice will appear in the approval
workflow. Each approver is notified only when the approvers to the left of the approval flow
have approved the document. This approval flow can be viewed in the Invoice in Ariba.

Invoice Approver Approver Approved
1 2

approval but has not acted on the request.

7
~ @ A status of Active, means that the Approver has received natification of the request for

BOSTON
UNIVERSITY


Presenter
Presentation Notes
Mohit: Can you add a screenshot from Guided Buying of the approval workflow?



Approval Process

Adding and Removing Approvers

System Generated Approvers Adding Approvers Removing Approvers
Ariba assigns approvers Requisitioners may add additional Requisitioners may remove manually
automatically based on the approvers as necessary. However, added approvers from the approval
requisitioner’s profile. The system this may lengthen the request flow only
generated approvers cannot be timelines.
removed.

BOSTON
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Presenter
Presentation Notes
Change requestor to requisitioner
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Approval Process

Approval Timelines

Ariba automates notifications and escalations in the approval process to reduce approval
lead-time and support business continuity.

Notification The approver is notified after the Invoice is ready for review or
after the preceding approver has approved the Invoice.

Reminder Three days after the notification, the approver will be sent a
follow-up reminder notification to approve the Invoice.

® ®

First Three days after
notification notification —
reminder

BOSTON
UNIVERSITY
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Presenter
Presentation Notes
Double check info


Approval Process: Approval Platforms

Approvers have the option of approving or denying an invoice via email or within the Ariba

Approval Platforms

tool for standard purchase orders.

BOSTON
UNIVERSITY

Email

Approvers can Approve / Deny
a Requisition or Invoice
through Email for standard
purchase orders. Approvers
need to click on the Approve /
Deny button on the email
notification.

Ariba

Access from your laptop or
desktop to the Guided BUying
section named “Your Approvals”
will contain all items awaiting
approval.

12



Invoice Watcher: Email Notification

All invoices require validation from the Requisitioner. Requisitioners are added as a Watcher
to review all invoices for purchase orders submitted to a supplier.

Clicking View
@ oo . wiII.redirect you to
= Guided BUying
to validate the
invoice.

o [

For your information
On behalf of

Olivia Clachar
You have been added as a watcher for this invoice Supplier Invoice &

CRSATAS
(Click "View" fo go fo Inveice in fhe SAP Arba solufion

Seppher

MEDSUPPLY PARTNFRS LILC

& This document has attachments. volce iaie
Monday, January 13, 2020

Company Code

TROBU

ﬁ! Total Amount

Note: Watcher email notifications are sent to Requisitioners for invoice validation for
all invoices under $5000 in value.

BOSTON
UNIVERSITY
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Invoice Approval: Email Notification (1 of 4)

Invoice approval email notifications alerts the requisitioner when an invoice is ready to be
approved.

Sample Invoice Attachmenttst
| 361 bytes

Requires your action

On behalfl of / Preparer
Shopper 1/ AP Clerk

This invoice from supplier Apple Inc. requires your approval. Suppher Invoica #
Reason: Requester added to all invoices for review and approval to confirm the receipt of goods on invoices >= 1122
$5,000,

Supplier

Apple Inc.
Click "Approve” or "Deny” to approve or deny the Inveice, and enter your comments in the email that opens. To view the Invoice in PP

the Anba solulion, chick ™View" Invoica Dale
Monday, February 24, 2020

Company Code
& This document has attachments. TREU

Tatal Amaoint

Note: Invoice approval is forwarded to the Requisitioner for all
Invoices exceeding $5000 in value.

14



Invoice Approval: Email Notification (2 of 4)

Invoice approval email notifications for a Contract Non-Release that requires accounting
information, select View to navigate to Guided BUying to add the appropriate cost center.

Click on View for
Contract Non-
Release

Invoice i
invoices.

Requires your action
On behalf of / Preparer

IAN POOLE / ariba:

This invoice from supplier Apple Inc. requires your approval. Supplier Invoice #

Reason: For all Contract/BPO based Invoices, all Invoices should go for Requester for approval. testinvoice

Click "Approve" or "Deny" to approve or deny the Invoice, and enter your comments in the email that opens. To view the Invoice in the iupplllelr

Ariba solution, click "View" sl
Invoice Date

Tuesday, June 30,

# This document has attachments. Company Code
TRBU

Total Amount

14,220.00 USD
o [T :

Note: Invoice approval is forwarded to the Requisitioner for all
Invoices exceeding $5000 in value.

BOSTON
UNIVERSITY
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Invoice Approval: Email Notification (3 of 4)

Invoice approval email notification
Scroll down in

a the email body to
ne llems . . .
view line item
T Sio0002st (Fer  Trinch Pod Pro WL S4G8 -Shoe (10900 (pleCure malsbs 100 s STA0>  STadoe0 T an details.
1 separately) BNHPZLLIA uso usp b
o o Once you have
O Account ot Covben oo Sepeatan reviewed the
00005 101 O NON-CAPI TALMINGR EQUIPMENT-10) 1202020000(BIOLOGY) Parcentage 100.00 . - -
information, click
o o i st S Pe kool MlAsd Chmgns Tl Approve or
5500000244 L Shipping Charges - heates level 1.00  eadh Sl‘K}gZ‘I Siiﬂgﬁg Deny as
J— applicable.
o
] .
Note: This does
Assignment
st not apply to
center) Contracts Non-
GL Account Cost Cantar Type Proportion Rel ease. CI I Ck
0000510100(NON-CAPITALIMINOR EQUIPMENT-10) 1202020000(BIOLOGY) Percentage 100.00 on View for
Contracts.
Approval Flow (As of Monday, February 24, 2020 at 11:10 AM, EST) ° If In.formal.[lon
available in the
Status Required Reason Approver ema” |s not
Ready for approval Yes Requester added to all invoices for review and approval to confirm the receipt of goods on invoices >= $5,000. Shopper 1 SUfﬁCient, yOU
can click View to
3 . review each
Appisie pey [ view ] section of the

requisition in
Guided BUying.
16




Invoice Approval: Email Notification (4 of 4)

Invoice approval email notification

Paste - =
e BIu 2-A-E==

Address Check Attach Attach Signature
<F Format Painter -

Bock Names Filo~ Item ~

Chipboard . Basic Text . Names include

To. |-prod + BU-1-T& b

Approve INV1122-364
[:Begin Comments section. Enter your comments starting on the next line:]

All good, approving.

[:End Comments section:]
IMPORTANT: Send this message to approve this request.

Do not edit or delete the text below this line.
[x] WorkflowActionID,AFee AQNC+360J8C, yenys9idiyd0, AFee ADKCxwdZ606,1,AFee ADKCxwdZ606,BU-1-T;

File Message Insert Options Format Text Review Help Acrobat Q Tell me what you want to do

A fam menzzeal B 8089 X

A new email
window will
open. Enter any
comments below
the Begin
Comments
section in the
body of the
email. This is an
optional step.
However, it is
recommended to
include
comments when
denying a
request.

e Click Send.
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Invoice Approval Page

Search for the Invoice.

| Guided Buying

General Goods & Serdces

Campus Flanning & Operations.

Markating & Advertising

<

BOSTON
UNIVERS

Your Approvals

Fiter by | Type ~

NVPalnD 234245

[ Shoppert
Regueated 21373

Sana Siddiqu

$3,200.00 USD

£70,000.00 USD

$10,299.00 USD

£4,740.00 USD

oe dulals

Click on Your
Approvals

Make sure
that To
Approve tab
is highlighted.

From the
Filter by drop
down, click
Invoice.

18



Invoice Approval

Summary Tab - The initial step of the approval process is to review the Summary of the
Invoice.

< Your Approvals

Click See
To approve (15)  Towatch (26)  Recent approvals (18)  Custom forms {0) d etal IS on
Flerby  invoice | Last3r “ the Invoice
that you want
NVOLC121-30 Shopperl $70,000.00 USD [ to approve
INVOLC121-30 : Requested 12/6/19 See details

The invoice

number is
T Shopperl $10,299,00 USD @ prefixed with
INVPaint6234-285 z Reguested 2/13/20

INV and

) _ located to the
INVPaintaz34-261 B e s HHHOOND | seeferais right of the

details button.

INVPaint&234-285

The Summary

These are the detaibs of the request you selected. Depending on its s2atus, you can ecit. change, copy, sencel, or submit the request for pprovel. ¥ou may alsa prnt the details of the requl tab Of the

e« [ o || e | selected Invoice
will display.

&
summary <

Note: All blue
hyperlinks allow
you to drill-down
to additional
information.

Header Information = -]

il i 19




Invoice Approval

Invoice Line Items - The next step in the approval process is to review the invoice line item details
and attachments where applicable.

Line ems (3) E Scroll down to
Mo, Description Contract Qy  Umt Price Amour Discount  Charges Taxes  Gross Amount ACCounting Details see the llne Item
details and their
1 Painting Senvices 100 per Hour 50  hour  $100.00USD $5,000.00 USD $5,000.00 USD (&Y Details .
corresponding
2 Additional Materials $5,000.00 USD $5,000.00 USD {1 Details
amount.
3 Additional Materials 320000 USD $299.00 USD {1 Derails
Details | | Accounting Details
Bas it $10,299.00 USD
i £0.00 USD
: $0.00 LSO
E $0.00 USD
Payabie To Supplier; $10,309.00 USD e Cl ICk on the
Attachment

icon to view
attachment or

add new
attachment.

Summary Approval Flow Reference History

Header Information =

2030

0010000647 (Apple Inc.) Pay

Heather M. Gillis

INVPaint6234-285

Paint6234

i TestApple 8 - TEST

Thu, 13 Feb, 2020

. BlanketPurchaseOrder ShipTo(Plant

Apple Inc.

12545 Riata Vista Circle
Auestin TX 78727

United States

s of Boston Univ) 20




Invoice Approval

Review or Add Attachment and Review of Approval Flow tab on the Invoice.

Click
Download to
view the
existing
attachments.

o Add
Attachment if

applicable.
Click Choose
Fileto add a
new

- e attachment.

Attachments (1)

Scroll back to
the top and
click
Approval
Flow to view
approvers

and approval
status.

BOSTON
UNIVERSITY
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Invoice Approval

Manually Adding Approvers or Watcher to an Invoice Click on Approval

Flow to view
approvers or to
Add Approvers to
the invoice.

Add Approvers
? by clicking on the
triangle and
select Add
E? Serial
. Approver.

Add Serial Approver

Enter
e Approver
Name and
provide a
reason to the
_ approver.
Add approver to approval flow: * ia Clachar v | Add more Select either
Approver or
Watcher.

. ‘ Click on OK.
Provide a reason: { Comment ] Choose Values for Add approver to approval flow

Add to Currently Selected Note: Clle
OK Cl[hame | [otia Costr Somrch
on down

Add Approval Request

Add this approval request as: (‘:w Approver E:_:B Watcher

vt - arrow and
ERESEES e select Search
BOSTON [ More to find
UNIVERSITY
employee

name.



Invoice Approval

Review Reference tab to obtain more information on the Invoice and Invoice Payment.
History tab documents date and time certain actions were taken on an invoice.

: Click Reference
tab to view all

- related
documents such
as purchase
orders, Invoice

: - N N - reconciliation

5% A — i and payment
documents.

Related Documents (1) =
o . @ Click History tab
o peconcisa to view changes
date and time
certain
modifications
were made to
the invoice.

Reconciliation

MVCRScanaNodPOl-554 Line

Payment Requests {D)

[+l §

Summary Appeoval Flow Raterence

eCIick Edit to
update an Invoice
during approval.

History
— User Real Uiset Action Surnmary

L 12 Mar, 2020 7.32 PM aibasystem Edited

BOSTON
UNIVERSITY
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Invoice Approval

Edit Invoice Summary — Change Ship to Address or Remit Address, etc

Deny T Primt |
e Click Edit to

update an Invoice

Summany Appeoval Flow Reference History
during approval.
History
Date 1 User Real User Action Summary
Thu, 12 Mar, 2020 7:32 PM aibasystem Edited Irvoice Order changed

@ Update any

header level
Header Information = T 0,000 00 LSO Detalls |nf0rmat|0n SUCh
@ as Remit
e Address, Ship-
® tim Service & Sales BU - TEST TO' etC,

..... Seaties M. Dt
Cormpany Code | TRBU (Trustess of Bosten Uriv Rema To Adoress: | Ausdn Serdce & Sakes Co. Inc
PO, Bux BOO7S
Stzneham WA 02180
I

BOSTON
UNIVERSITY
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Invoice Approval

Manage Accounting (1 of 2)

At the invoice line item level, modify Cost Object, GL Account Number, and Account
Assignment where applicable. e Click on Edit and

BB | e B T then check off
_ew J[= i e the box next to

each line item
that require
accounting
modifications.

Click Manage

Accounting to
e @ update line level
accounting
details such as

cost object or GL
account.

Lire terns (5)

Note: Multiple
lines can be
selected at the
same time to
make a single

BOSTON modification for
UNIVERSITY

all lines.
25




Invoice Approval

Manage Accounting (2 of 2)

Modify an invoice on a single line or multiple lines simultaneously. Contracts require Cost Update the
Object and GL Account modification. Purchase Orders also can have the accounting @ required Cost
modified prior to invoice submission when needed. Center and GL

Manage Accounting - INVUATScenario39P01-552 Exit ACCOF‘“‘ by
' entering the
Mo 1 Descrigtion Cormm: Code ot Werkspace 10 Oty Uit Asount Scoun Chatges
F. L ger 2 on wees SUPFL PLUMENG i 1 Each 5400000 UsD n u m ber. TO
Line ltem Accounting Search, click on
N e . Becours uspeert:* K (Gt coter drop down arrow
@ and click on
G Apcoant 531020 [PLUMETG) 0 Cosi Centers | 30200 (BICLOGY) %4,000.00 LSO
0000531 LIS 02020000 (BICLOGY) " Search More.
B LAO20I0000 (HIOLUGY) .
1011300000 (PRES VIDED CONF RO e | ane accountllng
S Sesect mare : is complete, click
on Validate and
Line Accounting Exit then Submit.
| Mo, Invoice Uine No,  Description Commaodity Code  Split By MNetAmoint Oty Unil BEl To Account Assignment L Account Cost Center  WE fAssefNumber  Intemal Order Multlple |IneS can be
o o modified
N ] Scenario26-ltem ‘r.fj‘-%,‘il{‘rlm' Percentage E,‘xﬁm 0 4y e :au,::: | F (Order) (no value) SimUltaneOUSly by
selecting the line
- = , TRE items and clickin
il z 2 Scenario2APPLE SohCESTT Percenage Sen 2 le. |_§U‘i?uu K (Cost center) . 9
— ki University) BOSTON) managing
. . . i accounting then
| Copy Accounting | | Delete Accounting Splits | | Edit Commodity Code | | Create Accounting Splits Edit Accounting Fields C|IC|( on Edlt

Accounting Fields.

Account Assignment:* Update the (.:OSt
& ) . - accounting fields as
A (Asset) Note: Account Assignment change for an invoice can .
der: P noted in step 19.
F (Order) occur for contracts only. If an invoice for a standard Once complete
BOSTON K (Cost centen) purchase order requires account assignment, then the p '
purchase order will need to be modified. scroll to the top and

P (Project) click on Submit.26



Invoice Approval

Split Accounting on an Invoice (1 of 2)

Manage Accounting - INVUATScenario39P01-552

Mo 1

Commadiy Cote Contmct Werkspace 1D

Ganin's o

2 2 wees SUPPLIES-PLUMENG
Line ltem Accounting =

TREU (Boston Unkversitg}

@ Create split
accounting on
a single line by
clicking on
Add Split.

000521020 (PLUMBMNG) 1202020000 (BICLOGY) %4,000.00 USD
B L02020000 [BILEGY)
1011200000 (PRES VIDED CONF ROOM) Exit
© Seach mare
Line Accounting
| Mo, Invoice Uine No,  Description Code  Split By Net Amount iy  Unlt BELTo Acc Assignment Gl fcoount Cost Center WBS  Assat Number  Intemal Order
0090510040
Ty = TRBU (CPNSUMABLE
JII 11 Scenarioiem  Soceo| percenage So0® 10 o] (Boston  F(Order) subpLies {no value)
""" i University) REJEARCH
LARORATOR)
0090510040
~ - TREU (CENSUMABLE 1471780000
— JICEST 0.
¥ 22 Scenario26-APFLe gff“‘rr" Puscentage ﬁ""’;m 2 ] Boson K (Costcenter) subrLIES (RADIO
o University) ARCH BOSTON)
i [
Copy Accounting | | Delete Accounting Splits | | Edit Commodity Code | | Create Accounting Splits Edit Accounting Fields

9 Multiple lines
can be modified

simultaneously
by selecting the
line items and
clicking on

BOSTON
UNIVERS

Create
Accounting
Splits.

27



Invoice Approval

Split Accounting on an Invoice (2 of 2)

Manage Accounting - INVtestinvoice-1045

1 10.5-Inch Pad Alr Wi-F1 64GB - Space Gray (.

Line ltem

@ Create split
accounting

Valtate and based on
percentage,
s z0mus0 amount, or
quantity in the

¥ | Pemcentage

Amaount

| THBU( percantage ; Account Assiprmans * | e
Cuantity
1 GlAcoount: | pODOSLUIO0 INUN-CEF ALMINDR EQL. 1471780000 (RADIO BOSTON
2 GLACURt | 0000510100 (NON-CAPITALMINGR EQL i Cost Center: | 107400003 (SOURCING & PROC

drop down
menu of the
Split By field.
EX Enter the
i corresponding

Update

BOSTON
UNIVERSITY

o amount.
$1 555,00 USD @

] Clicking on
I Validate and
Exit then click

on Submit.
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Invoice Approval

Final step after complete review of the invoice is to approve or deny the Invoice.

Click on Invoice

and click on
Approve or

Deny.

Note: Click
Deny if you
want to reject
the invoice.

@ Enter comments

Approve - Comments in the
comments box

Other approvers and users will see your comments. (Comments are
optional).

You chose to approve INVPaint6234-285.

Comments: || Approved.

@ e Click OK.

+ | Archive items to label: | Archive ltems

BOSTON —
UNIVERSITY | Cancel
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Invoice Approval

Reviewing Approval Status - You can review the status of the invoice approval.

Your Approvals Once you are
28

To approve (13) To watch (2 Custom forms (0) redireCtEd tO
Your
Approvals
screen, click
INVPaint4234.261 2 i s18,000.00150 [— on Recent

Approvals.
NVPainE234-205 Shopperl $10,209.00 USD ) ]
INVPaint6234-285 3 Requested 2113/20 Reconciled See details

Filter by Imvaice v Last 3 months Find a request

o

Click See
Details.

Click on
Approval flow
tab. The status
has been
updated to

? approved.

BOSTON
UNIVERSITY
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Invoice Approval

Once invoice is approved, an email notification will be sent to you.

Invoice

For your information

Shopper 1 approved this invoice.

Click “View™ to go to Invoice in the SAP Arnba solution

& This document has attachments.

On behalf of | Preparer
Shopper 1/ AP Clerk

Supplier Invoice #

1122

Supplier

Apple Inc.

Invoice Date

Monday, February 24, 2020

Company Code
TRBU
. Total Amount
View
Approval Flow (As of Monday, February 24, 2020 at 11:59 AM, EST)
Status Required Reason Approves
Approved  Yes Requester added to all invoices for review and approval to confirm the receipt of goods on invoices >= $5,000. Shopper 1

Upon completion
of invoice
approval, an emalil
notification is sent
to the
requisitioner,
approvers and
watchers. The
approver
information is
displayed in the
email.

Scroll down to
bottom of the
email to view
current status
of the invoice.

31



Invoice Exceptions




Invoice Exceptions

Upon completion of this lesson, you will be
able to:

e Understand Invoice Reconciliation (2 Way ‘
Match) Concept

e Know Invoice Exception Concepts and
Navigation

e Understand Invoice Exception Notifications
and Automatic Routing

¢ Invoice Exception Resolution Process

e Common Invoice Exceptions

BOSTON
UNIVERSITY



Invoice Exceptions vs Reconciliation

Invoice Concepts

Invoice Reconciliation Invoice Exception
If you find discrepancies on an invoice that do not meet An invoice exception is a discrepancy between the
the University’s invoicing policies these exceptions must invoice and its associated order. Invoice Exceptions
be reviewed. You can use the Invoice Reconciliation (IR) are used to detect invoice errors and exceptions (e.g.
document to manage and track the exceptions. Price Variance), allowing only validated invoices to be

routed for approval.

2 Way Match to Auto Reconciliation

PO or
Contract

Ariba matches invoices to other documents such as
purchase orders and contracts; then exceptions are
automatically generated

BOSTON
UNIVERSITY
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Invoice Exceptions

Invoice Reconciliation Document

View the View the

i ; : View significant
exception raised approval matrix

iR u - An Invoice Reconciliation (IR)
occurred. document is created when the invoice
is matched to its associated Purchase
Order. If any discrepancies are found,
they are listed in the IR document.

(if any) for the for the
invoice. exception.

After all the exceptions are reconciled
and approved, the IR document is
submitted and the payment process is
initiated.

BOSTON
UNIVERSITY
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Invoice Exceptions

Invoice Exception Handling

Invoice

Exceptions
Invoice Exist 2

Reconciliation

SAP Ariba /)

No

Quantity Variance

Price Variance

Purchase order and
Payment Terms
Exception

Shipping & Handling
Exceptions

Tax Exceptions

Notify Requester (E-

Mail)

Requester Resolves
Exception

AP Team Resolves

Exception

Requisitioner
updates PO

—

Requester Resolves
Exception

AP Team Resolves

Exception

i

Rejected Invoice
sent back to
Supplier

> Exceptions
w Cleared ?

Post Ok-To-Pay
document to SAP

Invoice Exceptions occur when an invoice falls out of tolerance or does not meet basic
system requirements. An approval flow is triggered on the Invoice Reconciliation (IR)
document when an Invoice Exception occurs. The invoice is then routed to the most
appropriate group to clear the exception or reject the invoice. Exception approvers can be

systematically added or the exception can be routed to a single group, who then manually
u ER. F

adds the most appropriate point of contact for review and action.

36



Invoice Exceptions

Roles and Responsibilities Involved in Exception Handling

Accounts Payable Approver
Accounts Payable is responsible An Approver needs to take an
for conducting invoice action on the document i.e.
processing / matching, exception either approve it or reject it.
routing, invoice approval Approver can be added
workflows, invoice payments, automatically in the system or
etc. added manually by Requisitioner
or another Approver.

Watcher
A Watcher is a person in the approval
flow who is notified of the submission
and status of an invoice. The watcher
is responsible for reviewing and
validating all invoices for orders
submitted. The Requisitioner will be
added as a watcher for all invoices less
than $5000.

Requisitioner
A Requisitioner is responsible
for handling exceptions raised
and assigned to them. For
example, Price Variance,
Received Quantity Variance,
PO Amount Variance, etc.

e
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Invoice Exceptions

Invoice Tolerances

What are Invoice Tolerances?

0.

o7 \\"i. Invoice Tolerances are set in & Ll_l—l » Some exception types auto-clear

| Jl two places — Ariba Network and v when a specific action is taken

.Y:'/° Ariba Buying & Invoicing. 0=s (e.g. Received Quantity
Variances auto-clear as
additional quantities are
received).

There are three primary Tolerances errors can result in
actions a user can take when A an automatic invoice reject

handling an exception: accept, “ back to the Supplier.
defer or reject.

BOSTON
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Common Invoice Exceptions reviewed by Requisitioner

Absolute Percentage Auto Allow

Description Tolerance Tolerance “PPT®V®"  Reject  Req?

The price on the invoice line item, is different from

PO .Prlce the price on the purchase order line |tem,_ and the $100 50% . No No
Variance difference is more than the tolerance set in your Requisitioner
configuration.

The catalog item price on the invoice line item, is
PO Catalog different from the price on the purchase order line

0 _—
Price Variance item, and the difference is more than the $100 50% Requisitioner No No
tolerance set in your configuration.
The quantity on the invoice line item, is different
PO .Quantlty from the quantlty on the purchase order line item, 0% Regquisitioner  No No
Variance and the difference is more than the tolerance set
in your configuration.
. Mostly applicable for amount based invoicing
PO Line commodity codes mostly. When user enters the
Amount Y y. $100 50% Requisitioner ~ No No
. amount more than the available amount on the
Variance ST
invoice line item.
Special The handling amount on the invoice, has
Handling exceeded the tolerance specified by your $100 Requisitioner  No Yes
Variance organization. Further evaluation is required.
Shippin The shipping amount on the invoice, has
Var?zfncg exceeded the tolerance specified by your $100 Requisitioner No Yes
e organization. Further evaluation is required.
UNIVERSTTY
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Auto Rejected Invoice Exceptions (1 of 3)

Auto rejections will be sent back to supplier for resubmission.

Name

Description

Auto Reject

Invalid Invoice Date The date on the invoice is before the ordered date.

ltem Unmatched

Invoice currency
mismatch

Invoice ID
Maximum
Character Length
Exceeded

Canceled Order

Ariba Invoice is unable to find a line item on the purchase order
that matches the invoice line item of .

The currency on the invoice does not match the currency on the
purchase order.

The maximum characters for a supplier invoice number (16) has
been exceeded and the Invoice will be auto-rejected.

Ariba Invoice of amount is matched to a purchase order that has
been canceled.

Yes

Yes

Yes

Yes

Yes

BOSTON
UNIVERSITY
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Auto Rejected Invoice Exceptions (2 of 3)

Auto rejections will be sent back to supplier for resubmission.

Name

Description

Auto Reject

PO Closed for
Invoicing

PO Line Closed for
Invoicing

PO Rejected for
Invoicing

PO Line Rejected for
Invoicing

Invoice has mixed
currency

Invoice has mixed
amounts

Invoice has
mathematical errors

The purchase order has been closed for invoicing.

The purchase order line has been closed for invoicing.

The purchase order has been rejected by Ariba Network supplier while
confirming the order.

The purchase order line item has been rejected by Ariba Network supplier
while confirming the order.

Different line items has different currency in invoice

The line items on the invoice contain positive and negative amounts

Amounts of invoice lines don't match to the invoice total.
Applicable for cXML or EDI invoices if supplier's EDI configuration has
issues.

Yes

Yes

Yes

Yes

Yes

Yes

Yes

BOSTON
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Auto Rejected Invoice Exceptions (3 of 3)

Following are the tolerance limits required to configure invoice exceptions on the Ariba Network

# Exception Description Percentage Absolute

Due to variations in pricing or availability, suppliers

. might need to increase the unit price for an item. If
Allow suppliers to change

1 oo you do not allow unit price changes, you can still 75%
the unit price - .
set a price tolerance percentage that suppliers
cannot exceed
Allow suppliers to Suppllgr§ might n.eed to increase item quantity for
2 . X . best pricing or shipment, particularly for non- 10%
increase item quantities :
catalog items
Allow suppliers to . . . L
3 increase line item Suppliers might need to increase line item 75% $200

subtotals subtotals due to variations in pricing or availability

BOSTON
UNIVERSITY
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Invoice Exceptions

Invoice Exceptions Notification (1 of 2)

If an invoice exception is generated, the requester will be notified through email
stating exception reason.

Open the email

Invoice Reconciliation notification and
click view.
Reqmres your action On bahalf of / Preparer You W||| be
ShoppeiliREeciRiK redirected to

This invoice reconciliation from supplier Apple Inc. requires your approval. Invoice Reconciliation the invoice
Reason: The shipping amaount on the invoice, {1}, has exceeded the tolerance specified by your organizatior 164

LEurther evaluation is required. S . exception page
1:;;“ e s in Ariba Guided
Buying.
& This document has attachments. Supplier
Apple Inc.
Invoice Date

Monday, February 24, 2020

Company Code
TRBU

1 Tolal Amount

- : ] $7,500.00 USD
Reject View

BOSTON
UNIVERSITY
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Invoice Exceptions

Invoice Exceptions Notification (2 of 2)

The notification also contains invoice status, line item detail and
invoice attachment.

Alternately,
5500000244 MM F  Shipping Charges - header level 100 each  $150.00 $150.00 000 o scroll down to
usb usp . :
usD view the current
Account status, line item
Assignment .
K(Cost detail and
center) reason for
G Ascount Cost Conter Typa Proportion rEJec'[IOH .
D000510100{NON-CAPITALIMINOR EQUIPMENT-10) 1202020000{BIOLOGY) Percentage 100.00 ) )
° Click View.
Approval Flow {As of Monday, February 24, 2020 at 11:50 AM, EST) o
Stalus Roqued  Reason Approver Dale  Temo
Ready for ¥ The shipping amaunt on the invaice, {1}, has exceeded the tolerance specified by your organization. Further evaluation is Shopper
approval o required. 1
: z ]
Reject

BOSTON
UNIVERSITY
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Invoice Exception Navigation

An alternative option to view an invoice exception is to search for the Invoice within Guide
Buying

=507 Guided Buying

Click on Your
Approvals

Make sure
that To
Approve tab
is highlighted.

e From the
Filter by drop

Elsher Scientific Punchout
Marketing & Advertising Catalag

General Goods B Services Campus Flanning & Operations

< Your Approvals dOWr.], click
S — invoice.
ety [Tl Lot momn Click the
® U - g oo om s O ccocuis
PY— button next
by e R ool to the
N1 a0 D s SERSEICHSR PR . .
invoice for
which you
NP aings234 248 R AR vaomame [ ser dorats need to
BOSTON handle_
Fras B e AR BBy e exceptions.
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Invoice Exceptions

Handle Invoice Exceptions

In this example, we will look at the steps to handle a Shipping Variance.

5 -

Approval Flow Raference
IR4343-237
1D: INV4343-237
: Apple Inc. on Wed, 05 Feb, 2020

urchase Order
ar{s): 4500000013

Header Information =

(S35 signed To Me (1)

Shipping Variance

Al Exceptions (1)

Shipping Charges - header level

ViewDelails¥ & &

e

History

[ e ||

Amount -§120.00 USD (D)

Expected Amount :$0.00 USD

Refer ‘ [ Manual Match ‘ l Print I

@

Total Amount: $4,120,00 USD  petaits]

1 Open

Aclion »

BOSTON
UNIVERSITY

Click the
Exceptions tab
to view the
exceptions
raised for the
particular
invoice.

Click the
Assigned To
Me tab to view
the exceptions
assigned to
you for this
invoice.
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Invoice Exceptions

Handle Invoice Exceptions
Accept Invoice Amount

@ ciick the Action
| Exit | | Reject | | Reter | | Manual Match | | Print | drop_down

button next to

Excentions Lines View Approval Flow  Raterenca Hisiary the exception.
Select the
IR4343-237 o required option
= from the drop-
::_ D IPI‘:LT:I:IQ;_? T Total Amount: $4,120.00 USD  Details down menu.

Purchasa Order
{sk 4500000013

Header Information ¥

Assigned To Me (1) All Excaptions (1)

ST Vatanee q 10pen e You will receive
p : Accapt invalca Amount

a confirmation
R To— from the system
ViewDatsisy @ @ e e after you handle
the exception.

Shipping Charges - header lavel Exié

Assigned To Me (1) All Excaptions (1)
Shipping Variance

) Amount - $120.00 USD
Shipping Charges - header level Expocted Amount - $0.00 USD

View Detallsy & &

Note: Select Accept Invoice Amount if you want to choose the
invoice amount or select Accept Expected Amount if you want to
choose the PO amount.
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Invoice Exceptions

Handle Invoice Exceptions - Change Purchase Order (PO) details

For any amount or quantity variance between PO and Invoice, you need to
update the PO details. You can also reject the invoice back to supplier.

Exceptions Ling Yiew Approval Flaw

IRPOS511-82

D INVPOS5S11-82
aim WB Mason Company on Fn, 13 Dec, 2019

Header Infarmaton ¥
Assigned To Me (1] All Exteplions (1)

PO Line Amount Variance

dor - POS

Test Amaunt Based

ViewDelslsw  References & G

Rueference

History

.

sl $36000USD &

ed Amaount - $250 00 USD

Refr | | ManualMaich | | Print

o o

Totad Amount. $360.00 USD Detas

10pen

BOSTON
UNIVERSITY

If you want to
accept the
invoice amount,
then you have
to login to GB
and update the
PO details to
match those in
the invoice.
Clicking on
Action button
doesn’t allow
you to accept
the Invoice
amount.

If you don't
want to approve
the expected
amount, then
you can reject
the invoice by
clicking Reject
button.
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Invoice Exceptions Confirmation Notification

A confirmation email is received once exception has been cleared stating the modifications to the

invoice.

Invoice Reconciliation

For your information

This invoice reconciliation has been fully approved.

Click "View" to go to Inveice Reconciliation in the SAP Ariba solution.

& This document has attachments.

View

On behalf of | Preparer
Shopper 1/ AP Clerk

Invoice Reconciliation

IR1122-364

Suppher Invoice #

1122

Supplher
Apple Inc.

Invoice Date

Monday, February 24, 2020

Company Code

TRBU

Tolal Amount

Changes

"Shipping Variance: The shipping amount on the invoice, $150.00 USD, has the
from "Unresolved” to "Accepted”.

Line Item 3, umulationOnh Object from No to Yes

by your ¢

Further ion is required,” for line 3 was changed

BOSTON
UNIVERSITY

The invoice
reconciliation
status can be
seen in the
notification.

The details of
the exception
are available
at the bottom
of the email.
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Invoice Exceptions

Handle Invoice Exceptions (Reject — 1 of 2)

You can also reject the invoice if amount is higher than allowed tolerance or Click on th

. . . . . . . . . ICK on the
the invoice contains incorrect information and requires resubmission from Reject button at
the supplier. the top.

Exceptions Line View Approval Flow Raferance History

] J| Manual Match || Frint |

IR4343-237 =)

INV4343-237 Total Amount: $4,120,00 USD Details

I Apple Inc. on Wed, 05 Feb, 2020
I urchase Order
Pu 51 450000001

Header Information %
Assigned To Me (1) All Exceptions (1)
—————
Shipping Variance 10pen

Shipping Charges - header level

Accept Invoice Amount

Accept Expected Amount
View Detals ¥ @& B

Defer to someone else

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Reject — 2 of 2)

There are two comments sections that allow you to send a message to the
supplier regarding the invoice rejection. You also can create a separate

message for internal recipients only. Enter reason for

rejection.

IR4343-237 | Submit || Cancel |

You must explain your rejection of this invoice reconciliafion document. Enter your comments in the Comments lextbax.

Comments o o Click Submit.

m I:a =

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Defer to Someone — 1 of 3)

You can also defer the invoice to someone by following the steps below:

Click the Action

drop-down
button next to
m | Exit | | Reject I Manual Match | | Print | the exception_
Feto s mvoice Select the
Exceptions Line View Approval Flow Reference Histary : Defer to
: someone else
X .
e ! P o option from the
. drop-down
[ INV4343-237 I Total Aamount; $4,120.00 USD Detais menu.
Ir Apple Inc. on Wed, 05 Feb, 2020 1 .
Ir Purchase Order 1 Alternatlvely’
Pur ers)y 4S0000CO13 . eemm———m— you can click

on the Refer
button at the
top.

Header Information
Assigned To Me (1) All Exceptions (1)

Shipping Variance 1COpen

Shipping Charges - header level s i B ar 3 coapt Involce Ameunt
Accept Expected Amount
View Dedails =2 ;
e 1

Note: Ariba uses both terms, Refer and Defer. Clicking on any of
the button results in the same action. To avoid ambiguity, Defer
UNIVERSITY has been used in this guide.
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Invoice Exceptions

Handle Invoice Exceptions (Defer to Someone — 2 of 3)

Select the person to defer to by clicking on the drop down arrow and select
the individual to defer the invoice.

IR4343-237

Refer to (o value)

I Q, Seach more

2]

Comments

Visible to Suppliar

BOSTON
UNIVERSITY

Choose Value for Refer to

Name | | I | Search |

Name

<Customer> Accounts Payable Power User
AP Manager

AP Manager 1

Arvind Sethuraman

Bacci, Mary C

BU_Accounts Payable Manager
Colleen J, Meginty

EREARDON (SSF)

Select

Select

Select

Select Select this

Select -

Click Search
more. A new
window opens.

Enter the name
of the
person/role you
want to refer to
and click
Search.

From the
available
results, click on
Select button
against the
name of
person/role you
want to refer to.
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Invoice Exceptions

Handle Invoice Exceptions (Defer to Someone — 3 of 3)

You can enter a detail comment to the person that will receive the invoice to
handle the invoice exception.

° Click Submit.

IR4343-237 Submit | | Cancel |

Bacgi, Mary G

Comments

Comments: | Comments are optional|

Visible to Supplier

Cancel
Suberit

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Manual Match — 1 of 6)

Supplier submits Invoice against some other PO.
In such a case, you need to Manually match the correct PO number against

. . . Click the Action
the invoice by following the below procedure:

drop-down
button next to
the exception.

Select the
Manual Match
option from the

Assigned To Me {1} AR Exceptons (1 dl’Op-dOWﬂ
PO Quantiy Variance menu.
dor 5500000057 voica Ling Ho -1

BackEafe Cris (wih Cloar View Ends) Odes Line Ho. 1

View Detas ¥ Refrencey @ 57

Defer o someone else

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Manual Match — 2 of 6)
Select Line Items

You can manually match the invoice line item with the PO line item.

Click the radio
button next to

Show PO.
Manual Match - Purchase Order or Contract
Inveice Reconciliation IRMAXOUTCR-208
ordars of cont that you ae authcrzed 10 view ane displayed If your search resul inclides @ purchase crder or contract that is alresdy associaled with the invosce reconciliaion, then that purchase ceder of contract row s Mo Enter the
T correct PO
- number and

click search

Ordar 1D Search

Order 1D Tito Supgie

5500000055 BackSate Crb fwith Clear Aggle Inc e Click Select.
for the fies

SAP Ariba /),

Secorty Disclonurs Privacy Statemers  Cookin Stwmest 1996 - 2020 Avba In. Al Fights Rissacvnd

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Manual Match — 3 of 6)
Submit Invoice

After you handle the exception for the invoice, you can submit it as displayed:

The exception
Exceplions Line View Approval Flow Ralerence Fasbory

status has
updated to
IRMAXOUTCR-208 » o cleared.
[ INVMAXOUTCR.206 Total amouet $64.500.00 USD petats
v Apgia Inc. on Wed, 20 Jan, 2020 )
Click the

Header Infomation ¥

Submit button.

Assigned To Me (0) ANl Exceptions (1)
PO Quantity Variance

Order 5500000056 sentity 100 (&
HackSafie Crib (with Ciear View Ends)

S b [ acton «
View Details ¥ Referencey & GF ¥ Cleared

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Manual Match — 4 of 6) — Unmatched Item Exception

* In case a Supplier submits Invoice with an additional item which is not

present/available on the original PO (e.g. service charge, freight charge) Click the Action
¢ Insuch a case, an Unmatched Item Exception will be raised on the Invoice and drop-down
will be sent to the Shopper button next to
« If you want to accept the additional item on the Invoice, you need to change the the exception.
PO and add the exact same line item to the PO.
« After adding the item to the PO, manually match the invoice item with the correct e Select the
PO item number by following the below procedure: Manual Match

option from the
drop-down
menu.

Assigned To M (1) Al Exceptions (1
{tem Unmatched

Agina Inwoice i unable 10 fing a line item on e purchase orger that masches the invoice fine fiem of $10 USD,

<

ViewDetois ¥ Releencey & §

BOSTON
UNIVERSITY
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Invoice Exceptions

Handle Invoice Exceptions (Manual Match — 5 of 6) — Unmatched Item Exception

Select Line Items

You can manually match the invoice line item with the PO line item.

4

Manual Match of Line Items Clear Save and Exit Exit
Invoice Line Item | ay v ]
3 No. 1 invoice Line#  Order Description Part 2 Rec:
1 Charge SUPPLIES-OFFICE Each SIOUSD SIUsD  NotMa tehed
Order Line Item =
Mo T Order Price  Ameunt
1 S500000956 Lagion Mause $55USD $273 UsD
m E500000956 Service Charge $10UsSD  S10USD ot Mark
1 ivolce Rems selected with @ matching Order Line Item b
Clear Save and Exit Exit
Invoice Line item | ax =
......... Py Aoyt Receipts
S10uUsD f10UsSD
Esc S0 N
o s \ Bt
Succeashaily matched the iwveice ibems with Drder Ling lem
Exit

vz |

Select the
check box
against the
Invoice item
that is not
matched.

Select the newly
added item on
the PO that now
matches the
invoice item

Click Match.

Success
message will be
shown after the
match is
complete

Click on Save
and Exit
button.
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Invoice Exceptions

Handle Invoice Exceptions (Manual Match — 6 of 6) — Unmatched Item Exception

Submit Invoice
After you handle the exception for the invoice, you can submit it as displayed:

Subrmit I Exit Reject Print

Exceptions Linz View Approval Flow Reference HEtary

IR9561-1011 f 7

 $120 USD Detazs

Fem Unmalched

Arita Imveice s unabie to fird a line item on the ourchase order that matches the irvoice Ene for of $10 USD.

VewDelsls ¥  Relerencey & 5 E| o Cleared

BOSTON
UNIVERSITY

The exception
status has
updated to
cleared.

Click the
Submit button.
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Managing Notification Preferences




Managing Notification Preferences

Upon completion of this lesson, you will be
able to:

e Manage which notifications show up in email

e Manage the event types which trigger email
notification

BOSTON
UNIVERSITY



Managing Notification Preferences

Test Site

LOC:M g0 Login to the B&l
— dashboard and
EIRees click on user
Order 1D v Delegate authority profile (AP Clerk
Change your profile in this
v To Do My Requisitions e My Receipts - Change default locale i||ustration) on
- S iheien) ° Change email notification preferences I top rlght corner.
Edit default preferences
Manage nonstandard addresses Click on
O 0 Activate mobile device Chan geem ail
LR Total Submitted Total Receipts Deactivate mobile device not | f' cat | on
Dovmload procurement user info p referen ces
News Change reporting preferences
CLICK HERE TO ACCESS GB Ehange nodication péfeices Email
Change Desktop File Sync notiﬁcation
= e — prefe rences
window will
° Edit Email Notification Preferences open.

For each document type listed, specify the types of email notificsfion messages to receive and how often you want to receive them. The option

Edit preferences for: (no value) ~

No document type selected.
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Managing Notification Preferences

Edit Email Notification Preferences

Edit preferences for

For each document !ie listed, specify the types of email notification messages to receive and how often you want to receive them.

Requisition v||

Requisition -

Contractor Expense Sheet

Time Sheet
Whenlamane  gypplier Data Update v
Whenlama Template vl ®
Expense Report

Travel Authorization

Receipt
Send email each time

Cancel Invoice Request
: 5

When | ned Charge Reconciliation i repeatedly ~

Contract Request

Whe lonce v
Milestone Tracker
Collaboration Request lonce i

User Profile

Supplier Profile Request

Save ‘ l Cancel

Click on the
drop down
against Edit
preferences
for.

Select Invoice
Reconciliation
from the options
available in the
drop down list,
(or any other
option for which
you want to
change email
notification
preferences).
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Managing Notification Preferences

Under
Notification
method, select
the required
option

(individual or
Iil consolidated).

o Under
Notification

frequency,
select the

required option
from the drop

down list.

BOSTON
UNIVERSITY
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Managing Notification Preferences

Notification Method

When | am an approver: | Send individual emails

When | am awatcher. | Send indhvidual emails

Notification Frequency

Send email each time my document is approved: | f | (D
Send email when my document is fully approved: | f | (0
When | need 1o approve a document: Send once "3
When my approval is overdue: | Send once w

When | am awatcher: | Send once w

Attachments

Exclude attachments from approval notifications:

Cancel

Confirmation

Are you sure you want to save all your changes?

° Click Save.

Click Yes to
confirm the
changes.

==
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Training Sessions & Guides @;
Training Sessions Guides & FAQs
= Training sessions will be held on » How to Place Orders
a monthly basis. Stay up-to-date = Step-by-Step Guides

on training information by
subscribing to the Sourcing &
Procurement Newsletter.

= Video Tutorials
= FAQOs
= |nvoice Guides and FAQ

Contact Us

= QOrdering Information: Submit a ticket to Sourcing &
Procurement via the Financial Affairs Customer Service
Portal.

= Invoice & Payment Information: Submit a ticket to
Accounts Payable via the Financial Affairs Customer
Service Portal.

BOSTON
UNIVERSITY
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https://www.bu.edu/sourcing/newsletter-signup/
https://bu.service-now.com/fa
https://bu.service-now.com/fa
https://www.bu.edu/sourcing/h2po/
https://www.bu.edu/sourcing/faqs/
https://www.bu.edu/ap/ariba-guided-buying/

Guided BUying

Invoice-to-Pay Training Session
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