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1.) To post LIV documents, click on SAP Business Workplace.

| Menu 4 | || | 4 | Log off | | System.a || User menu || SAP menu | | SAP Business Workplace || Add to Favorites || Delete Favorites |

-
] \ﬁ'—'
~ = User menu for Alison Bradford

¥ ] Accounts Payable Reports & Display
} [ Accounting
b [ Accounts Receivable Display & Reports
b [ Asset Reports & Display
b [] Additional tcodes

) A Budget Versus Actual Commitment
» [ Funds Management Reports & Display
¥ 7 Inventory Management Reports & Display
» [ Logistics Invoice Reports & Display

2.) LIV Documents that failed to post upon receiving the final approval will go back to the
initiator’s inbox.
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LIV involce document 5100007063 and year 2015 posting error

Bescription bjects and attachesnts

Seiect one of the available decisicn cptisns. This compleces | lio Attachments or cbiects -l
the processing of this step.

Before you make s decision, you can display the attackments
BRd chiects which have been attached to the user decizion, o
Vo mam mlms ade wAnE sum srrashmenes -

3.) Upon double clicking on the failed document that needs to be posted, the initiator should be
able to “Reprocess” the document and the documents that failed due to fiscal year change
will post. If the posting fails upon reprocessing, the document will once again appear in the

initiator’s inbox. This document might have a true posting error that will need to be corrected
by the agency.
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Decision Step in Workflow

Bworkfow  [Hcreate  Bmport Attachment

LIV invoice document 5100007063 and year 2015 posting error

Choose one of the following alternatives

Reprocess
Cancel and%rk item in inbox
Description

Select one of the available decision options. This completes the processing of this step.

Before you make a decision, you can display the attachments and objects which have been
attached to the user decision. You can also add your own attachments.

If yvou choose Cancel, the user decision remains in vour inbox for processing.

If the user is unable to find the document in their workflow inbox they can

Objects and attachments

Mo attachments or objects

go directly to the

document and change the posting date and click on “Save parked document”. If there are no

true posting errors a new document will be created in the new fiscal year.

Change Invoice Document 5100142987 2015, Complete for Posting

[hep ]

| Menu 4 4 [Save Parked Document || Back | [ Bt | [ Cancel | [ System . | [ Show PO structure | [ Show w orkdst || Other invoice Document | [ Simuate | [ Save a3 Completed | | 1w s ae
Transaction 1 Invoice - 5100142987 2015 OOD Balance 0.00 USD
&=
. Basicdata | Payment Detais Tax Viithholding tax MG Vendor 3100003694

Invoice date 01/28/2015 Reference 082092 :ﬁ—
Posting Date 07/23/2015 e —
Amount 220.80 uso Caiculate tax
Tax Amount I0 10 (A/F sales tax ~ . —
Tt =]
Paym terms Due immedialely Lﬁ ; —
Baseine Date 05/01/2015 (o]
Company Code SOMS State of Masiasippi Jackson
Lot Ho.

F. PO

Contract Reference

1 Purchase oOrder/Scheduling Agri~)| 4000014435.C0524267 08/182( [2]

1 Goods/service items

Layout 7.6310 A11 information «

flem  Amount

Cuantty

220.80

or. [ PuchaseOr.. Bem  Smarl. PO Text
220.800 MI 4000014438 2 400001 TRAVEL

1
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4.) Re-Open the new document number in the new fiscal year and click on “Save as completed”.
Once the document is approved, it should post. If there is a true posting error, click on
“Messages” as shown below.

Change Invoice Document 5100006964 2015, Complete for Posting

[ Menu ]| | 4 [ save Parked Document | | Back | | Exit | [ Cancel | [ System. | [ Show PO structure | [ Show w orkiist | | Other invoice Document | | Simulate | | Save as Completed | [ | [Hetp |
Transaction [1 Inveice -| 5100006964 |2015 | OO@ Balance 0.00 |USD

L=l

' Basicdata Payment Details Tax Withholding tax [+I2] | vendor 3100026169

invoice date Fererence —a
Postng Dae

Amount usp [] Calculate tax

Tax Amount [ | [10 10 (a/P sales rax.~|

Text [VP&T1580 | =

Paymt terms Due immediatety h‘“

Baseiine Date 05/26/201% il ot}
‘Company Code S0MS State of Mississippi Jackson

Lot No.

-~ POReference Contract Reference:

[1 Purchase order/scheduling Agrew| 4300002931 10 [ =] [ Goods/service items -

Layout [7_8310 A11 informarion =/
tiem Amount ‘Quantity or.. G2 |Purchase Or.. tem  Smart.. |PO Text

|_| b 116.98 116.980 AU [ | 4300002331 10 430000 Communications Media Services, Televisio =

L

[]

L]

U

Error messages will be displayed and will need to be corrected accordingly by the agency.
Once the error message is corrected, click on “Save Parked Document”. Then go back into
the document and click on “Save as Completed”. Once the document is approved, it should

post.
Verification log - invoice 5100006964 / 2015
Typ|Message text Item |Origin
@ |Please enter Received date. Post
@ |soms account number is required based on vendor master setting. 1 |(cCheck invoice document

=
[+/][@] [ Technical formation| [14] [ ] [ » ] (1] (] (2] (%] [l (3] [H1] [ (4 o] (@ 2] [& o] [@ o] [ [X]
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To Delete LIV documents with posting error follow the steps below:
1.) Open the invoice and change the posting date to current date.

Change Invoice Document 5100142987 2015, Complete for Posting

[Meny 4 | 4 [Save Parked Document | [ Back ] [ B | [Cancel | System 4] [ Show PO structure | [ Show workdst | Gther inveice Document | Simite | Save as Completed |
Transaction 1 Invoice - 5100142987 2015 OC@ Balnce 0.00 VSO
L=
. Basicdata | Payment Detais Tax Viithholding tax MG Vendor 3100003694
Invoice date 01/28/2015 Reference 082092 :E—
Postng Date 07/23/2015 i —
Amount 220.80 uso Caiculate tax
Tax Amount I0 10 (A/F sales tax v ) =
[ - =
Paym terms Due immedialely Lﬂ . s
Baseine Date 05/01/2015 (o]
Company Code SOMS State of Masiasippi Jackson
Lot Ho.
PO Rel Contract Reference
1 Purchase order/Scheduling Agri~)| [4000014438.C0524267 08/182{ [_¢ J 1 Goods/service items b
Layout 7.6310 A11 information «
tem  Amount Cuantty Or. [P PuchaseOr.. tem  Smart. PO Text
i | g 220.80 220.800 MI 4000014435 2 400001 TRAVEL

DO NOT simulate the document. If there are no true errors, click on “Save Parked document”.
Press enter throughout the warning messages and the below message will be displayed upon
saving. A new document number will be generated for the fiscal year.

Document 5100142887 2015 w as deleted and created again under 5100155820 2016

If there are true errors, click on “Messages” icon to view message and correct accordingly.

Change Invoice Document 5100006964 2015, Complete for Posting

[Menu ]| | 4 [Save Parked Document | [ Back | [ Exit | [ Gancel | [ System.s | [ Show PO structure | [ Show workist | [ Other Invoice Document | [ Simulate | [ Save as Completed | [ | [Help |
Transaction [1 Inveice -| 5100006964 |2015 | OO@ Balance 0.00 [USD
L=l
" Basic data Payment Details Tax Withholding tax [M][E] | vendor 3100026163
invoice date Reteronce —a
Pusting Dl
Amount usp [] Calculate tax
Tax Amount [ | [z0 10 (a/F sales tax.~|
-
Text [VPaT1580 ] =
Paymt terms Due immediately @
Baseline Date 05/26/2015 LI o1 |
Company Code SOMS Stale of Mssissippi Jackson
Lot No.
-~ POReference Contract Reference
[1 Purchase order/scheduling agre~| [4300002931 10 [ =] |1 Goods/service items -|
Layout [7_6310 411 information =)

ftem Amount ‘Quantity or... @ Purchase Or... tem Smart... |PO Text
b 116.38 116.980 AU [ | 4300002931 10 430000 Communications Media Services, Televisio =l

1117
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2.) Re-open the new document number for the new Fiscal year and go to Menu-> Edit ->
Display/Change.

= ment 5100155920 2016
| 4 [Back]| Ext | [ Cancel | [ System.s | [ Show PO structure | [ Follow-On Documents .

P = 5100155520 (2016
¥ Display/Change (FT)
»
* Cancel (Escape} | | Tmx Wihholdingtax | S Vendor 300003654
' 01/28/2015 Ruterence 052032 [ 8]
ﬂ’f'."llfm
Amcunt 220.80 usD [] Caaicudaie: tax
Tae Amount 0.00 I0 10 (A/P sales tax,=
. =i =
Paym terms Due immediatety (o _
Baseine Date 05 /0172015
Cenpany Code SOMS Stale of MissBsippi Jacksan
Lot Ho.
 POReference = Contract Reference
Layout [7_6310 A11 information =|
Bem Amount Cuparity Or.. [P Purchase Or.. Bem  Smart . PO Text
| 1 220,80 220.800 M1 [ 4000013438 2 400001: TRAVEL
L
|
|
l
3.) Then go to Menu-> Invoice Document -> Delete.
t 5100155920 2016
[Menu || 2 | 4 [ Save Parked Document [ Ext ] [ Cancel | [ System.s | [ Show PO structure | [ Show wariist | [ Other invoice Document | [ Smuate | [ Save as Completed || 15000 | [ Heip |
;*‘n"‘m #| Other hwokce Ducumenl (ChbFID) = 5160155920 [2016) OO@ Balance ©.00 VS0
¥ Reverse — 4
Goto ¥ Simulate Dogument (Ctri=Shift+FT) | S
System *  Save Parked Document (CtikeS) Wikl hokding tax CMIE] T Vendor 3100003634
= i 5403
o e Delate (CuleF2)
Amount ] Chiculate tax
Tax Amount Exit (shilF3) (P safles tax v
s i [r safe o & =
SPaIT TET COE TR
Baseine Dats ©5/01/2005
Compary Code SOMS State of Mssasipp Jackson
Lot bo.
/ PORefersnce | Contract Rsference
1 Purchase Order /Scheduling Agriw| |4000014436-CGS24267 0W/1872( [=] [1 Goods/service items B
Layout |7_6310 A1l information -|
fom  Amount Cuanity ‘or., [P PurchaseOr. Bem  Swart. PO Text
_! 1 220.80 220.800 MI [ | 4000014438 2 400001, TRAVEL
[
|
1
4.) The parked document is now deleted.
Parked inveice document 5100155920 has been deleted
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