Issue: Non-PO Invoice not found in any queue.

Discovery: “Workflow” field indicates it should be in the $5K Approver Queue.
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{Changessarch | 8= Tl
Transaction Referenoe

Invoice Date Invoice Amount Tax

06/21/2019

210745  0.00

Freight Approver

Scanned By

Entered By

Date Entered

Last Modified By

06/28/2013 12:22 PM

Date Last Modified

07/13/2019 4:09 PM

Workflow

45K Approver Cueue

History
Document
Quite a bit of History found for this invoice. 0 |* |AFNesRaL. =I5 IS s 12 |2 ~
All should have “END” reported when Worldlow version: 7 00 NonPQ Tnvoice - 15t Review K NonPO Invoice Approvl
complete. All but one have this status. Type Name e AL e
Start Start AP NonPO Invoice Overdue K NonPO Invoice
Look at the last “5K NonPO Invoice Approval” General Task AP Completes - Both T TR T T 1 TR
history. It shows “General Task” indicating it End End AP NonBD Trecice: Ovardue 2K NonPO Invoice Approval
was not formally closed. TR T T 1
See next page. _ - AP ManPO Tvaice Overdue
History
Document
a L] 5 5 5 SK NonPO L. 2 2 W
Workflow version: 2

Type Name Operation Date

Start Start 07/19/2019

General Task 45K Approver Task - Both Owerdue 07232019




Click on “Show Automatic Activities History
displays details where the issue lay.

It appears this invoice was opened and
remained open for over 12 minutes.
During this time

a A L] a A A A 5 5 5 5 5 5K NonPO L. ] 2 w

During this time SWP****** had the Type Name Operation Date
invoice open, the system attempted to LaET e LILELE Lo g IS LG AR
Condition Invoice <= $5000 Less 07/19/2019

make changes to index fields, but can

not when someone else is currently C““'ﬂf“" M Empty Yes 15 C2 L
working a document. The DocuWare Condition DEPT is Empty ves 07/15/2019
. General Task 45K Approver Task - Both Overdue 07232019
system attempted to perform actions -
oo -~ Data assignment Set Overdue Faulted 07232019
six times.
Time: 4:09 PM
This is only recoverable by Error in system activity: Document 30892 cannot be processed because user SWP
Resubmitting. already working on the document
Data assignment Set Overdue Faulted 07/23(2019
Data assignment Set Overdue Faulted 07/23(2019
Data assignment Set Overdue Faulted 07/23(2019
Data assignment Set Overdue Faulted 07/23(2019
Data assignment Set Overdue Faulted 07/23(2019
A
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~ Data assignment Set Overdue 07232019

Time: 4:19 PM

Error in system activity: Document 30892 cannot be processed because user SWP
already working on the document




Edit the index fields and change the Approver to “Resubmitted”

b Accounting q Searches v" Taaks 11
NonPO Invaice - AP Search
Editing index entries of "155533"

€ Cancel

Vendor Mumber | A31000
vendor Hame | [ Company
Transaction Reference  VADDSEEZS
Invoice Amouwnt | 2,107.45
Invoice Date  06/21/2013 e E
Tax | 0.0D

Freight | 0,00

Approver | Resubmittad

Expense 1
Dient Code 1




The invoice is now ready for AP rerouting to direct to the proper approver:
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Vendor Number Vendor Name Transaction Reference Invoice Amount Invoice Date Approver Comments

AD1654 998294023 2,687.50 06/28/2019 Queved for Resubmi...

210745 D6(212019

Queved for Resubmissi._

5K Approver: Whingram
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FINAL APPROVAL: Enter Expense & Dept = ] u a e
sl“ Wﬂ N . ~ » - iy wa
Code. Be sure to enter invoice data in the = = au
: - o
ERP system first. APPROVAL QUEUES: Make Y
10K Approver . —
$ any needed corrections, and select an "' 4L gh
Approver. REJECT: Rejections quit the 55K Approver: Wiiingrarn
5K Approver .
§ approval process and remain stored. NOTE: THARDT

Tao resubmit a rejected invoice , enter &mnmr:\wwm




