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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 
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2.) Enter the applicable Business Area number and any additional information known then 
click Execute.  

 
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.  
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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.  
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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.  
 

 

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

 

 

 

 

 

 
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. 
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4.) Press the Enter key to view the created document. 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

(a) 

(b) (c) 
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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.  

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.  
 

 
 

 

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

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

 
 
 

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

 

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. 

 

 


