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This document will focus on the “Invoice Payment” process.

The trigger to Purchase Order (PO) invoice workflow is the Accounts Payable’s entry of vendor invoice
into BUworks SAP WebGUI ECC system.

How does the Purchase Order Invoice Workflow Process work?

When a PO invoice over or under $5,000 is received and entered into BUworks (SAP) Accounts Payable
module the follow applies:

Purchase Order Invoice over $5,000
= The Shopper receive email and notification task in their Worklist tab.
= Block Code “O — Over $5K PO Invoice” is assigned to the document entry.
= A departmental approval is required for the PO Invoice payment of $5,000 or more.

Purchase Order Invoice under $5,000
= The Shopper receive email and notification on their Worklist tab
= Block Code “U — Under $5K PO Invoice” is assigned to the document entry.
= PO Invoice payment is placed on blocked status for 3 business days.
o After the third business day an invoice goes through the payment program.
o The payment is released from the blocked and payment is made based on the vendor
payment terms.

In both instants the department approver has the ability of placing the invoice payment on hold (Block
Code H), to allow for time to resolve any discrepancies of price or undelivered orders or services.
Once discrepancies is resolved, Account Payable is contacted to release for payment or reverse
payment.
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BUworks Central Portal - Worklist Tab

Home Employee Self-Service Manager Seif-Service Payroll Coordinator Organizational Chart Finance ACCT XWalk Reporiing Procurement || Worklist | We:v
4
~  Related Links Tasks (6/7) Alerts Netifications
Help - Workist User Guide Show: [New and In Progress Tasks (6/7) ~|[Seloct a Subview_. | =] Al [=] Z ¢
Subject Initiator Sent Date. + Due Date = Status
I(Po Invoice 5110571584: Shopper Decision Form Mulligan, Brian Apr 5, 2018 New
‘Ravisa Shopping Cart 1000752150 with Value 35 00 USD Train 503, BUworks Feb 9, 2018 New
Change Parked Document 1003181334 Train 301, BUworks Jan 5, 2018 In Progress
‘Change Parked Document 1003182704 Train 707, Buworks Jan 5, 2018 New
Accept Decision / Adjust Shopping Cart Number 1000752135 Train 503, BUworks Jan 5, 2018 New
Approve Purchase order Number 8500411042 Train 513, BUworks Dec 6, 2017 Dec 8, 2017 New
Approve Purchase order Number 8500410330 Train 513, BUworks Nov 8, 2017 Nov 10, 2017 New
| Cancel Assignment | | Manager
PO Invoice 5110571584: Shopper Decision Form
Sent Date: Apr 5, 2018 by Mulligan, Brian Status: New
Priority: Medium
Deseription: The form is displayed.
1 Worklist tab Click on Worklist tab to review PO Invoices that require approval
2 Refresh function Click on refresh to update the Worklist.
The refresh function updates the current screen being displayed.
3 Subject/Task Select, Highlight and click on the task line to review
4 Preview pane This area allows for a preview of the task that has been selected. The
Hide/Preview option turns on and off the preview pane in the lower part of the
screen that display information on the selected task.
e ltis not recommended to open the task through the preview pane.

= Once the Purchase Order invoice has been entered into SAP WebGUI ECC system, workflow is triggered
and a notification is sent to the shopper.

= The email notification is sent to the shopper who placed the shopping cart order.

= If the shopper does not have the “Approval Role” they will not be able to approve the “Decision Form”.
See screen shot below for an example of the error message.

= The task will need to be “Forwarded” to the appropriate departmental approver.

Example of the error message receives when Shopper don’t have the Finance
Approval role assigned.
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SAP

Menu, |} | Exitsession || Systemy,
Help F1
| Exitsession  ShifteF3

& Start SAP Easy Access

GI You are not authorized to use Transaction swuwle::) > PER (500) 4]

1w v

Purchase Order Invoice Decision Form

nvoice =z opper DQecision rrrr
| Menu] 4| | Back |[ Exit || Cancel | | System ] |

_ AT, prosenes
o= ] ™
\‘l Invoice Docurnent Mo '_ﬁg_;_p_qq_n_q_ﬁ_;_!_ﬂﬂﬂndq: Invoice POINVURKZ

Invoice Date o7 F2572013 Posted On BF F25/2013
Fayrnent Due Date 0372472013

Yandor 10004114 Yandor Name Dhmmpus America Inc.
Purchase Order 8500086056 Invoice Armount 10.000.00

—~+{ Dq S
& x| =" Release Invoice for Payment | & Place Invoice on HOLD <*r

* Select Cancel 1o exit this screen and keep this workitem In your worklist

5 Cancel button To exit the task Click on the Cancel button.

6 Form fields PO Invoice information, such as vendor, vendor invoice number, posted date,
SAP PO invoice number, Purchase Order number, invoice amount and
payment due date.

6a e To view invoice entry Click on Ilcon — A new WebGUI ECC system
window will open and the entry will display. (Refer to step #9 below)

7 Release Invoice for To approve the Purchase Order invoice Click on Release Invoice for
Payment Payment button.
8 Place Invoice on HOLD To place the Purchase Order invoice on payment hold Click on the Place

Invoice on HOLD button.

e Remember to contact the Accounts Payable office when it is okay to
release the invoice or if the entry requires a reversal.

Accounts Payable can be contacted at invoices@bu.edu to release the
invoice for payment or reverse the entry.
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Displaying Purchase Order Invoice Basic data tab —

Using Transaction Code - MIR4 Display PO Invoice Document Entry

= ECC System - QPO - 04 Portal |
Display Invoice Document 5110000033 2014 )
Menu 4] [T Pack [ Exit][ Cancel TT System I Show PO structure |[ Follow-On Documents ... |
Transaction 1 Invaice = @ -
]
Rasic data ayment , Details , Tax , Withholding tax || 4] k| [Vender 0030010238
- Olympus NDT Inc.
Invoice date 07/25/2013 Reference  |POINVWRKZ Po Box 822196
Faosting Date B7/25/2013 Fhiladelphia PA 191582
Amount 10,8680.86 usp ]
Tax Amount 0.00 1010 (AP sales tax, 0%) El [=] 1-s00-2258330... 1-781-4192980
Text PO INY Waorlflow training testing
Paymt terms 10 Days 2 %, 30 Days net Ol
Easeline Date 07/25/2013
ompany Code TRBU Trustees of Boston Univ Bostan
I ot Mo 1 =]
Layout T_6310 Al information ]
ltem lAmnunt Ciuantity |O ‘@Furchase e m |Smart Mumber |PO Text | |
B 7 19,000.00 1lEA *W confocal ¢~ |
|
] B— |
Item Search Term E ofr o Items

9 Header Information MIR4 Display invoice document number
10 | SAP document number Assigned SAP PO Invoice number
& Fiscal Period
11 | Vendor Information Vendor number, name and address
12 | Basic data tab Basic invoice informational data such as invoice date, vendor invoice number,
amount, vendor invoice number e.g.
13 | Purchase Order SRM Purchase Order number

MIR4 provides the purchase order information such as PO # assigned, PO text, quantity invoice, amount, created

To review PO entry informa

tion, log into WebGUI ECC system and go to transaction code MIR4.

by and shipping charge if applicable e.g.

Display Purchase Order Invoice Payment tab - MIR4 Display PO Inv Doc Entry

Display Invoice Document 5110000032 2014
A [ [Back]|[Exit|[ cancel | [ System] | [ Show PO structure || Follow-0n|
Transaction 1Invoice ]
=]
- Basic data Details | Tax | Withhalding tax || 4] +] 5| | vendor 01000
Genesee Scier|
BaselineDt  [B7/25/2813 Payt Terms B |Days |0.000 8430 Juniper J
Due on 07/25/2013 ] Days [B.000 San Diego CA
CashDiscnt [0.00 usD 2 |Days net
Flead 1-858-3574
Pmt Method Pmnt Meth.Sup. @m Black U Under SKPOI... E);—w
Invref
Fart. Bank House Bank
Payment Ref.
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14

Payment tab

MIR4 Display invoice document number

15

Payment Block field

Block status will appear on this field. In this example the invoice is block code
is U — Under 5K PO Invoice.

The Payment tab provides users with the block status code as well as payment due date.
Note: additional block status codes exist such as invoice variance e.g.

Approving a Purchase Order Invoice for Release of Payment

PO Invoice 5ST1T10000033: Shopper Decision Formnm
| maru) 411 | Back || En || Cancel | | Svetem
AT =1
e Block SUCEo S sTully teleased )
1 FOlRvWRES
T CEEs TECLE]
Faymen Due Date CLTET VT E]
sl 10004114 Nandar Marms O Tpus Artieics I
LN A O AEOMRGOSE WP CE AN 10, 000, 00
B
@» .(‘_ oY Releaneo reoce Tor P ayment ) B Flace imvoice on HOLD |
= Baboct Cancel o exit s screan and keep B sordiem inpour sondist
> o T P S SR S e S S e _— | e
@7 A'c TOEO Biock succes ity reisagry oF

16 Eelease Invoice for To unblock and release the invoice for payment Click on this button.
ayment
17 System Pop-up Once the invoice is released for payment a pop up message will appear
Message “Payment block successfully released” and an email notification is sent to the
department approver.
18 System Message

A system message will appear on the bottom right hand side of the window.

Release of invoice triggers an email notification to be sent to the department approver.

Once the invoice payment is released the task will no longer appear on the Worklist and the invoice is placed on

queue for payment.

5/14/2018
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PO Invoice 5110000032: Shopper Decision Fornt
1 .|| |

= Information _\
B imoice ully placed on hold | g
I POINYWRKT

! 07 /25/2013

Payment Due Date 07/25/2013
vandor 10000911 vandor Narme Genaesee Scientific Corpor

Purchase Order 86080086055 Invaice Amount 305 08

o
| & Release invoice for Payment | | | Flace Invoice on HOLD | [ X

VisictiatP B Q. (AP o G Bt . PP pniiinciin. P Peamind

_ L N
I
Invoice successfully placed an ho\u)

19 | Place Invoice on HOLD To block and hold the invoice from being paid Click on this
button.
20 | System Pop-up Message Once the invoice is placed on hold a pop up message will

appear “Invoice successfully placed on hold” and an email
notification is sent to the department approver.
e Contact Accounts Payable at invoices@bu.edu to
release the invoice for payment.
21 | System Message A system message will appear on the bottom right hand side of
the window.

Placing the PO invoice on hold triggers an email notification to be sent to the department approver.
Once an invoice is placed on hold the task will no longer appear on the Worklist.

Reasons for placing PO invoice on hold:
= discrepancies in the quantity
= discrepancies in price
= undelivered merchandise or supply

Contact Accounts Payable at invoices@bu.edu to release the invoice for payment or to reverse the
expense.
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Top 10 Frequently Asked Questions

Who is sent the notification of the blocked invoice?
The shopper who placed the order is sent an email requesting for a decision to be made on the
invoice.

Who is authorized to approve and release payment?
The department approver is authorized to approve the Decision Form or to place the invoice on
Hold. The FI Department Approver role will provide access to perform this task.

What happens if the shopper who received the notification does not have the
Department Approver Role?

The shopper has the ability to “Forward” the task to the departmental approver by clicking on the
Forward button and entering the email address of the department approver.

How can one request for the Finance Approval Role?
To request for the Finance Approval Role contact the Department Security Administrator (DSA).
Information can be found on the BUworks website http://www.bu.edu/buworks/access-user-tools/.

Who is my Departmental Security Administrator (DSA)?

The Department Security Administrator (DSA) listing can be found by clicking on this link:
http://www.bu.edu/buworks/2012/04/12/dsas-list-by-department/. For information on BUworks
distributed roles click here BUworks Security Access Distributed.

How do | know what the Purchase order invoice is for?
The Decision form provides vendor invoice and purchase order information. The shopper has the
ability to pull up the shopping cart/purchase order.

I’d like to review the invoice entry before approving. How can I review the entry
and where can | get a copy of the vendor invoice?

Transaction code FB03 - Display document or MIR4 — display PO Invoice document is
available to review the entry in SAP WebGUI ECC system. Contact Accounts Payable at
invoices@bu.edu to request for a copy of the vendor invoice.

Is it possible to assign and forward the PO invoice approval notifications to a
colleague while ’'m away from the office?

Yes, the Manager Substitution tool can be utilized. This tool allows one to view and manage task
with substitution rules by creating a rule setting up an assignee to fill in for you.

What happens once the invoice has been approved?
The invoice is taken off of blocked status in placed on queue for payment. Payment is based on
the vendor payment terms.

What happens once the invoice has been placed on hold?

The invoice is blocked on “HOLD” status until the departmental approver has contact Accounts
Payable requesting for the release of payment or reversal of invoice entry. To submit a request
email Accounts Payable at invoices@bu.edu. Please include the SAP Finance Document
number which can be found on the Decision form and the approval notification email.

5/14/2018 7

© Boston University


http://www.bu.edu/buworks/access-user-tools/
http://www.bu.edu/buworks/glossary/def/#Department_Security_Administrator_DSA_
http://www.bu.edu/buworks/2012/04/12/dsas-list-by-department/
http://www.bu.edu/buworks/files/__restricted/bu-consultants-faculty-and-staff/BUworks-Distributed-Security-Role-Definitions_-Website_05172012_A.pdf
mailto:invoices@bu.edu
mailto:invoices@bu.edu

