How to enter in a service entry sheet (SES) from your worklist.

Go to prospect and click on “My Worklist”.
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After your worklist opens up click on the v symbol to refresh the worklist.
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You can either double click on the “Service Entry Sheet Missing” line item or you
can click on it once to highlight it and then click “Action Web Cycle” button
towards the bottom.

EL Subject
‘ PTP Review: Service Entry SheetMissing - Document Num ber 18466041
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‘ PTP Review: Service Entry Sheet Missing - Document Num ber 18492114

PTP Review: Service Entry Sheet Missing - Document Number 18466041

Description: The invoice below requires processing.

Currently in the Invoice Cockpitof: Michael A Hem phill
Vendor: ARI - 10167299

Purchase Order: 3103054865

Invoice Net Value: 1,667.79 USD

Invoice Reference: MFVLRS

DocumentDate: 08/27/2018

Company Code: U.S. Borax Inc- 6600

Document Number: 18466041

To acion this task (including forwarding), please dick on the 'Action Web
Cyde' button below.

This email has been autom atically generated from a process within the Rio
Tinto Business Solution to communicate a task for your action or notify you
of an event.

If you are having difficulty understanding or processing this message,
please refer to the supportresources such as key users, training
materials, job aids or Service Desk.
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It will take a moment to open up in SAP. Once it opens, click on the L icon to
open up the invoice. If the invoice does not open, refer to the Invoice Image
Issue Workaround document.
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FI/ MM Doc MM PD doc. type Us Invoi.. = Text
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Terms of payment from SAP

Gf? Pmnt terms 1100 Days 2 ]
Baseline date 08/29/2018 Days 1 10 Disc.percent 2 0.000
Disc. amount 0.00 Disc.percent 1 0.000 Days net ]

*Important: When the invoice opens up, review it.

Do you agree with it? Did you receive the service it shows? If so, continue. If there
is a problem with the invoice, skip to page #7 to the invoice rejection section.

Do you have enough money on the PO to pay the invoice? You can check the PO
amount by double clicking on the PO number. If yes, continue. If not, you will
need to add more money on the PO before you can do an SES.

Keep the invoice open, switch over to SAP and click the o icon.
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Double click on the line item number.
Service Entry Summary for Vendor
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~ &3 Service Entries #  Totals roll up
¥ 3103272700 g 9,575.25 0.00 0.00
v (00 BUILD & INSTALL FLATBED 9,575.25 0.00 0.00

Fill in the short text and date. Then click on the green check [
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CO area ‘6600
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Order 26549605

Cormpany Code 6600

MNetwork/Qperation
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&

Fill out the short text. Quantity is always 1 and unit of measure is always SRV for
service. Fill in the grand total price shown on the invoice including taxes and fees.

Click save at the top.
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Double check the price. There is no going back after this. Click on the green flag

o at the top to accept the SES.
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Click save at the top.
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Click the green back arrow & to go back to the invoice.
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Click the green back arrow & again to go back to the invoice.
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Click the green check ] to step into the invoice.
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Click the green check Y to approve the invoice.
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Click the green check v to release.
_Document data
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How to reject an invoice.

First, contact the vendor and explain the problem. Send an email to the vendor
explaining that you are rejecting their invoice and they will need to correct the
problem and re-submit a new invoice.

Click on the U4 icon to create a note.
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Fill out the tittle and long description explaining the reason why you are rejecting

the invoice. Click | save.
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Click the green check | on the next box.

Docurment data

[= Display logs

() (&) ) ) 2 8 )

Ty Message Text
@ Mote Incorrect Registration Fees created

EJ%J

Oe-

Je ) @ @0 oo @1]

[I'@ Technical Information ]E Help ]

Click on the red % to reject the invoice.
7 |. Display Invoice 18466041
%% vXNBT 2 PEE 2% SH @B b0

s 31
TF =1 %  gerbice Entry Sheet Missing : Service Entry Sheet Missing Bal. ' h,&67.78 usp
= =

’_/Whnerd ]f@lnvoice F?@Taxes, rates FEVendor }']E[Dthers }‘ 7 Motes |

Click on the green check v to release.
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