PayMode Error Reprocess
Table Job Aid

The purpose of the PayMode Error Reprocess Table Job Aid is to assist users with processing
invoice documents that are sent electronically from PayMode which do not receive a two way
match based on the MAGIC purchase order number. This job aid contains instructions for
Purchase Order (PO) related documents and Non PO related documents.

An invoice will be listed on this table if:

» The vendor invoice does not include a PO reference.

» The vendor invoice includes a PO reference, but the dollar amount does not match the
PO amount.

» The vendor invoices includes a PO reference and the dollar amount agrees to the PO,
but the Goods Receipt has not been processed.

1.) To access the table, execute the T-code ZFAP_PM_INV_ENTER

SAP Easy Access

| WMenu 4 || | 4 | Log off || System 4 || User menu |[

- ) Favorites

FMAWCROZ - Dizplay Overall Data of Control Obj.
ZFFM_WARR_STATUS - VWarrant Status By Agency report
ZFFM_ACCT_ASSIGN_REP - Valid Account Assignments Report
ZFAP_CASH_AVC_ERRORS - Payment Run Cash AVC Error Report
FMCCAVCOVERVIEW - Overview of Cash control Values
ZFFM_ACCT_ASSIGN_DIS - Display Vald Account Assignments
ZFGL_JWV_INTF - Load Park Documents from File
ZFGL_JV_POST - Post Documents from File
ZFAP_PM_INV_ENTER - Paymode inveICE error reprocess
ZFGL_JV_POST - Post Documents frem File
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2.) Enter the applicable Business Area number and any additional information known then
click Execute.

(=) ECC Webgui - State of Mississippi - MAGIC Portal - Windows Internet Explorer

e ——
Z7 https://qas.magic.ms.gov/irj/portal’NavigationTarget= navurl %3 A%2F2e2F69de073636d50b413d 745234 c6bb536 & PrevNavTarget=navurl %a3A%2F %2 F2067f6e51 bE

Program to re-process inbound invoices which are failed

[r—
| Menu 4 || | 4 | Save as Variant... | | Cancel || System 4 || Execute I| Get Variant... |

Business Area to :l

Inv. Ref. No. [ fto [

Vendor No. :l to :l
PO Number ] to ]

[

[=]

[l

3.) The invoices with error messages are listed. The top portion includes the header lines of the
invoices and the bottom portion includes line items of the selected invoice. Each invoice will
be listed once in the header portion, however, the invoice can include multiple lines in the
line item section.

| (= ECC Webgui - State of Mississippi - MAGIC Portal - Windows Internet Explorer

23 ASIFSIFE0de07363650b413dcT4! b \: 193 A%2F %2 F2967f5e51 bbal8a0l

Paymode Inbound Invoice Re-process
He 4 4 [Seve | [Beck
| EEE) @

T TransD [dent  eference IBusA ame vendor |imv. Type shont Text iDate Date: |crey purchoc: Amount| Tax| Atach
M | 1130 Sales Invoice 21407-15 20141009 USD 1051 040! =
[ | 1130 Sales Invoice 20140829 (20141008 |USD 253400 000

[l I 1130 5as invoios w17 2meto0s uso 1823 000

I i 113 Sales Invoice 20140717 20141009 |USD 06 000

Il | 1130 5aks nvois louteor2e omerooe uso 2734 000

W | i Sas invoie lws 143 ams i us 7smm 0o f
W I i saks invoie (20151013 20181142 |USD 25000 000 1
W I 1130 saks nvoie lus 13 amsai us nenm 00| [
L] i 1130 |saks Invorce 201013 2051112 |uso 2560 00| B |
: | ) |Sales Ivoice 2011013 2011112 |UsD s 00| g1 D
W I 1130 |saks Invoice w5103 205112 |uso 2mn | @1 7

&g o BlE | E

rrg}rransactmn ‘ Seq No.l. Reference | Quantiy Uni Pnce‘uu"}mmonc PO tem ND.‘Cwy ‘Messagﬁ jsms;xcmmm 6L Account |CostCenter|Grant Fund ‘WBSEEmr
| 10 0 005 EA Filin mandatory fied PO_ITEM (table parameter ITE! =
] 2L 1 neEs Filin mandtory fiid PO_ITEW (table parareter TE!

L] L 1 S Filin mendatory fikd PO_ITEM (table parameter ]

['"1 1L 1 ST EA Vendor is nof defined n company code SOUSReq

(= - a Al e i St oA PR

PayMode Error Reprocess Table JOB AID



PayMode Error Reprocess
Table Job Aid

4.) To view the invoice, highlight the header line and click Select Items, which will cause only
the line items for the selected invoice to appear. If there are multiple line items, all lines will

appear on the screen.

¥ Re-pi
[ A [Save | [ Back | [Ft | [ Cancel] [ System 4 | [ Sewect tems | [ Dapiay a1 | [ Generme invaice |
B e O ey =
T Traas D dent Feference Busa  Name Vendor v, Type ‘Shert T Diaee. Date Croy  Purch Doc. Amount  Tax Anac
130 Sales Pvoice 20160218 MIEOM19  USD 930 0.00
“ 0
208 0 ey E
b Traasacton © Se Mol Reference Quantty  Unit Price s Perce Doc. PO Rem bz oy Messages SoM5 Accrum b G4 Accpunt  Coss Cemier Grant Fund V185 Eemen
| i:f 1L 18 w75 £ 1 Goods Recept i requied o complete T de<umes
| Ei ° 08 LA 2 Goods Hectet s regured o complets T documer
I " W17 EA Goods ARceEt | fegured o Complets T docume:
e Cinee Rt m 1eered Io carpists T docures
1 0
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Steps for invoices without PO reference

1.) To add a PO reference to an invoice, enter the PO number and/or vendor number in the
Purch. Doc field on the header line. Also enter the PO number and PO Item Number (line
number of item if multiple lines are present) on the line item(s). When completed, highlight
the header line and click Save.

Pay Re-process
[ene.e| 4 [Save | Buct | [ Ext ][ Cances | System.. | | Seiect noms | Cispiry at [ Ganerate mvoice ]
2| o B e
T Tas D Keat Reference Dush  Hamd Wanaar . Typd Ehont T Date Uate Crey  Purch Dot Ancunl  Tax| Allac
0 Sai i 260519 EIEECRE x USD 03 000
" ]
= o Bk | e
a oun P ! P — 0 Acceust [ContContes  Graet furet ik et

If the invoice is related to a PO and the PO has been flagged for a Goods Receipt,
users with access to T-code MIGO will need to process the Goods Receipt prior to
attempting to create the invoice from the Reprocess table.

A message will appear that all Record(s) are successfully saved. Click the Green checkbox.

I Aecori(s] wre LECTELL |
oz I
E i ]

:
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2.) Highlight the header line again and click on Generate Invoice.

Paymode Inbound Invoice Re-process
[ —
(e R =i

T/ Trans D [ident.  Zeference BusA |Name \Vendor Inv. Type Short Text Date Date roy |Purch Doc. Amoun
| Sakes hvoice 20060107 20060107 USD 1051

DIALOGBOX

Status Trans D Reference  Vendor |PurchDoc.  Date |
cca 0072018 Invoice successfuly created 5100007160

A message will appear providing the document number created. If there are errors, a
message will appear with the error message(s). Return to the Reprocess table and make
the needed corrections and repeat the process again until an invoice with a document
number has been successfully created.

3.) After receiving the document number from the reprocess table, execute T-code MIR4 then
enter the Document Number and Fiscal Year.

Display Invoice Document

[ Menu 4 ]| | 4 [Back |[ Exit |[ Cancel | [ System 4 | [ Display Document |
Invoice Document No.
Fiscal vear
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4.) Press the Enter key to view the created document.

Display Invoice Document Complete for Posting
[ Menua || | 4 [ cancel | [ System 4 | [ Show PO structure | [ Follow-On Documents .. |
Transaction 1 Invoice - 5100007160 2016
=
Basicdata | Payment | Defals | Tax | Wiholdingtax || [»1]|Z] | vendor 3100016968
Invoice date 01,/07 /2016 Reference 1891611 -h.
Posting Date 01,/07 /2016
Amount 10.51 usD [ calculate tax
Tax Amount 0.00 I0 I0 (A/P sales tax. ~
Text =
Paymt terms Due immediately IE
Baseline Date 01/07/2016 L o |
Company Code SOMS State of Mississippi Jackson
Lot No.
" Contract R |
Layout 7_6310 A1l information v|
ftem |Amnunt Quantity |Ur... ‘@ ‘Purcnase Or.. |Ilem |Smart... ‘PU Text
ﬂ 5.57 1ea [ (10 430000; Job Aid [=]
M 4.54 2ea [ |20 430000: Job Aid H
]

5.) Click on (a) Menu; (b) Edit; (c) Display/Change to open the document.
Display Invoice Document

(@) | 4 [Back|[xt]
nvoice Document >| -

(b) Edit |> Display/Change (F7) I (©)
System * Cancel (Escape) |’ Ta
4
Help 01,/07 /2016 Referer
Posting Date 01/07 /2016
Amount 10.81 =N
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6.) Click the Save Parked Document button to park the document or the Saved as
Completed button to enter into workflow for approval.

Change Invoice Document Compiete for Posting
[Wenu o ]| | 4 [Save Parked Document | [ Cancel | [ System.d | [ Show PO structure | [ Show workist | [ Other invoice Document | [ Save as Completed || 11ess
Transaction [1 Tnvoice -] 5100007160/ [2016| OO@ Balance 0.00 |UsD
L=
. Basic data Payment | Defals | Tax | Withholdingtax || [+[&] | vendor 3100016988
imvoice datc Reference B
Fosting Date
Amount usp [ calculate tax
Tax Amount [ | [to 10 (A/P sales tax =]
rext ‘ | =]
Paymt terms. Due immediately [
Baseline Date 01/07/2016 (il o]
Company Code SOMS State of Mississippi Jackson
Lot No.
POReference | ContractReference |
[1 Purchase arder/scheduling agri~| [4300002838 J10 1 Goods/service items -
Laic
fem  [Amount |auantty lor.. @ |Purchase Or... ltem  |Smart... PO Text

" 5.57 18 [ 10 430000 Job Aid [=]

|_‘ 2 4,94 2 A [ 20 430000 Job Aid ﬂ

Reminder: Attach all related documents at this time.
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Steps For Non PO Related Invoices

1.) To add an invoice that is non PO related, enter the vendor number on the header line.
Enter the coding information, i.e. G/L Account, Cost Center, Grant, Fund, WBS Element, on the

line items.

Paymode Inbound Invoice Re-process

) RN
By Tans© et Reference Buss Name
TS 1 TS 1%

g8 0 ey
T Transsiten © Sea.Mo L. Reference | Owantty UnkPrice OUn PurchDoc.
2T 1L |Ta8s 195

2.) When completed, highlight the header line and click Save.

A message will appear that all Record(s) are successfully saved.

A o Record(s) are successfully saved

Wty 4 | A [Save | [Back | [ Gt | [ Cancel | [ System o | [ Seiwct tems | [ Dapiay a0 | [ Generate mvonce |

S Dupt. of Finance & Administration Wor

Wendor s not defined in company code SOUS feq
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Date Cate. Crey PurchDec. Amourt Tax Amac
J016.00.18 | 2018.08.18  USD 1950 0.00

G Accowt  CostCenter fGrant Fung WIS Liement
s1gs0000  (EEREEIE oc (YORANT 2213000000

Click the Green checkbox.
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3.) A message will appear providing the document number created. If there are errors, a
message will appear with the error message(s). Return to the Reprocess table and make the

needed corrections and repeat the process again until an invoice with a document number
has been successfully created.

Paymode Inbound Invoice Re-process

[T A [Save | [Back | [Exn | [ Cancel | [ System o | [ Seiect vems | [ Cospiary ni | [ Genermie mvnice
) R =YL
By Tres 0 et Reference Buss  Mame Vengar v,

- Tyee Sheet Text Date Dute iCrey  Purch.Dee. Amours| Tax Atsc

DAL OGBON
Ststws Trans @ Refereace  Vendor Furchloc.  Due
09N%206 Decument 3500004740 SOMS was paried

[ =Y

T Trassacien © S6G ho. L Reterence Cusetty

4.) Using the document number created from the reprocess table, execute T-code FBV2 then
enter the Document Number and Fiscal Year.

Ch Parked D t: Initial S
Meww 4 A [ Back | Ext || Cancel | [ System . | | Document ist || Edtng Optons
ey for Parking

Company Code ==
Dot Mot

Fiscal Year
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5.) Press Enter to display the document.

e

Edit Parked Vendor Invoice SOMS 2017
[ | 4 [save parked document || Back | [ cancel ] [ System ] [ Tree on | [ company Code | [ Simuiate | [ Save as compieted | [ Edfting options |
Transactn R Invoice - Bal 0.00 ooa
' Basic data Payment | Detais | Workfow EHI |o|=1]

Vendor SGLInd 0 VI

Invoice date Reference

Posting Date:

Document Type [zm Pay mode - '] 47 41

Amount =) [ Calculate tax

Tax Amount I I -] _
o I ] IE<]
Paymt terms. Due immedtiately

Baseling Date 03/13/2018 L&
Company Code SOMS State of Mississippi Jackson

Lot No.

1 ltems { No entry variant selected )

Ty St GILacct ShotTest  |DIC |Amount in doc. curr com..|Trading.. Busi... Part.. |Cost center Order |
D 61630000 Fees & Sve-. 5... 7 13.50 ]MS 1130 1130000001

DD 5. | soms

| 5. ¥ | soms

= 5. ¥ | soms

| 5. ¥ | sams

[ = 5 ... | sams

e 5 ... | soms

e s ...~ | sams

= B ED

[ = s - | soms =

M = O]

EE &

6.) Click the Save Parked Document to park the document or click the Save as Completed
button to enter into workflow for approval. Reminder: Attach all related documents at this
time.

Edit Parked Vendor Invoice SOMS 2017
[ | 4 [save parked document | | System 4 | [ Tree on | [ Company Code || Simulate | [ Save as completed | | Editing options |
Transactn R Invoice - Bal. 0.00 oca
Basicdata | Payment | Detmis | Workiow -~ Tax || [r[E)

Vendor SGL Ind | SLIEr

Invoice date Reference e

Posting Date

Document Type DocumentNo 35000047 40

Amount usD [ Calculate tax

Tax Amount [ | -]

T I ] =l
Paymt terms Dus immediately

Baseline Date 09/19/2016 (o |
Company Code SOMS State of Mississippi Jackson

Lot No.

1 ltems ( Ho entry variant selected )

St GLacet ShortText  [iC |amount in doc. curr. |com.. Trading...|usi... Part.. |Cost center  Order |
| [#]e1650000 Fessasve s 19.50 | soms 1120 1130000001

| s | soms

L 1 s - | soms

| B - | sams

:ll:' 5...7 | soms

:ll:l 5. | sams

L 1 s5...v | soms

| B - | soms

:||:| 5 - | soms

L s - | soms =

E O O]

EE ==
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