RFEOI No. PS20210119
QUALIFICATIONS FOR ACCOUNTS PAYABLE AUTOMATION

APPENDIX 1 TO SECTION 1
BUSINESS PROCESS DIAGRAMS

AP business processes are described in 3 levels. The top level is the organization view (not included
here).

At level 2, the high level AP sub-processes are:
1) Invoice Matching and Processing - department view
2) Invoice Matching and Processing - AP1 (Accounts Payable Level 1 staff)
3) Invoice Matching and Processing - AP2 (Accounts Payable Level 2 staff)
4) Payment Processing and Controls - AP3 (Accounts Payable Level 3 staff)

At level 3, the major sub-processes:

1. Level 3 - Receiving & Capture:
01. receive and sort mail
02. intake scan paper items
03. Manual Verification of ReadSoft queue
04. intake AP Central emailbox
05. intake AP Invoice emailbox

2. Level 3 - Processing and Approval Workflow
07. Triage Invoice Type - sub-process
08. MM Material 42, 43, and 45 PO invoice
09. MM Service 45 PO invoice
010. MM Material 47 Framework Order Invoice
011. FI Invoice (no PO)

Notes:
¢ MM = Material Master
e MM Material 42, 43, and 45 PO’s are manual and system created PO’s for materials in SAP
e MM Service 45 PO’s are manually created PO’s for services in SAP
e MM Material 47 PO’s are manually create Framework Orders in SAP

Following are process maps of each of the processes noted above:
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Level 2 Process Map — P2P — Accounts Payable — 6. Invoice Matching and Processing — department view
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Figure 1: Level 2 Process Map - Invoice Matching and Processing - Department View
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Level 2 Process Map — P2P — Accounts Payable — 6. Invoice Matching and Processing — AP1
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Figure 2: Level 2 Process Map - Invoice Matching and Processing - AP1 (Accounts Payable Level 1 staff)
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Level 2 Process Map — P2P — Accounts Payable — 6. Invoice Matching and Processing — AP2
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Figure 3: Level 2 Process Map - Invoice Matching and Processing - AP2 (Accounts Payable Level 2 staff)
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Level 2 Process Map — P2P — Accounts Payable — 7. Payment processing and controls — AP3
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Figure 4: Level 2 Process Map - Payment Processing and Controls - AP3 (Accounts Payable Level 3 staff)
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RFEOI No. PS20210119

Level 3 Process Map — Accounts Payable — 01

. Receive and Sort (paper) Malil
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Figure 5: Level 3 Process Map - Receiving & Capture - Receive and Sort Paper Mail (1 of 2)
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Level 3 Process Map — Accounts Payable — 01. Receive and Sort (paper) Mail
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Figure 6: Level 3 Process Map - Receiving & Capture - Receive and Sort Paper Mail (2 of 2)
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Level 3 Process Map — Accounts Payable — 02. Intake by Scanning Paper ltems
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Figure 7: Level 3 Process Map - Receiving & Capture - Scan Paper Items (1 of 2)
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Level 3 Process Map — Accounts Payable — 02. Intake by Scanning Paper ltems
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Figure 8: Level 3 Process Map - Receiving & Capture - Scan Paper Items (2 of 2)
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Level 3 Process Map — Accounts Payable — 03. Intake Manual Verification of ReadSoft Verify Queue
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Figure 9: Level 3 Process Map - Receiving and Capture - Manual Verification of ReadSoft Queue
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Level 3 Process Map — Accounts Payable — 04. Intake by AP Central emailbox
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Figure 10: Level 3 Process Map - Receiving and Capture - Intake AP Central Emailbox (1 of 4)
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Level 3 Process Map — Accounts Payable — 04. Intake by AP Central emailbox
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Figure 11: Level 3 Process Map - Receiving and Capture - Intake AP Central Emailbox (2 of 4)
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Level 3 Process Map — Accounts Payable — 04. Intake by AP Central emailbox
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Figure 12: Level 3 Process Map - Receiving and Capture - Intake AP Central Emailbox (3 of 4)
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Level 3 Process Map — Accounts Payable — Intake by AP Central emailbox
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Figure 13: Level 3 Process Map - Receiving and Capture - Intake AP Central Emailbox (4 of 4)
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Level 3 Process Map — Accounts Payable — 05. Intake by AP Invoice emailbox

I Process notes:
1. For current, regular invoices, the preferred intake channel is AP Invoice
2. Proper formats;
Send emails to AP a. body text: there are some elements in the body text of an email that will make it fail progress into ReadSoft Verification
(e b. attachments: 1 in\fuice_ as ﬁlst page of .pdf _at'lac_hrnent, follo_wed by suppoding _du[:u ments for that invoice
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Figure 14: Level 3 Process Map - Receiving and Capture - Intake AP Invoice Emailbox (1 of 3)
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Level 3 Process Map — Accounts Payable — 05. Intake by AP Invoice emailbox
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Figure 15: Level 3 Process Map - Receiving and Capture - Intake AP Central Emailbox (2 of 3)
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Level 3 Process Map — Accounts Payable — 05. Intake by AP Invoice emailbox
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Figure 16: Level 3 Process Map - Receiving and Capture - Intake AP Central Emailbox (3 of 3)
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Level 3 Process Map — Accounts Payable — 07. Process an Invoice — Triage for invoice types
. Process notes:
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Figure 17: Level 3 Process Map - Processing and Approval Workflow - Triage Invoice Type
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Level 3 Process Map — Accounts Payable — 08. Process an Invoice - MM 45 Material PO
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process, in which case the invoice may be
processed without user manual processes, or, if not,
the SAP workflow functionality is used to obtain and
complete the processing of the invoice

activity-defined
operator

Figure 18: Level 3 Process Map - Processing and Approval Workflow - Material 42, 43 and 45 PO Invoice (1 of 3)
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Level 3 Process Map — Accounts Payable — 08. Process an Invoice - MM 45 Material PO
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Figure 19: Level 3 Process Map - Processing and Approval Workflow - Material 42, 43, and 45 PO Invoice (2 of 3)
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Level 3 Process Map — Accounts Payable — 08. Process an Invoice - MM 45 Material PO

Process notes:

Where items are ‘workflowed for correction and data input by (most typically) the CoV

Buyer/buyer department, there are two possible outcomes:

1. Itis completed and/or data input enables SAP to automatically complete the item; so

it passes the Repetitor process, and is picked up for Posting

2. It remains with a status in the Cockpit, requiring manual attention by an AP2, in which
case, it will be picked up from the queue and worked on in FIFO sequence

CoV User
Dept

Receive workflow
for Goods Receipt

Cockpit returns
display log

SAP
k.

h .
AP Level 3

sub-process
Verify item by Investigate and
2 clicking on “Check” Resolve, if yeF
2. required

{not documented)
1 1

Accounts Payable AP2

I AP Level 3 l
Process
Woarkflow fo CoV
Dept. to complete:
Goods Receipt
| |

next

:Ifﬂl}

p.0

Figure 20: Level 3 Process Map - Processing and Approval Workflow - Material 42, 43, and 45 PO Invoice (3 of 3)
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Level 3 Process Map — Accounts Payable — 09. Process an Invoice - MM 45 Service PO

Process notes:

Process notes:
Verify/comrect/enter invoice details:

& + MM 45 Service Purchase Orders (PO) does
7 not have account codes, and requires a Faollows the tabs:
- a Service Entry sheet (SE), which contains +  General
@ E £ o r
:5 o account codes, and implicitly includes + Invoice
&} approval/confirmation of goods received » Taxes, rates
(GR), when received + Vendor
s ltis possible that the CoV User Dept..can s Other

complete and submit the Service Entry sheet Yes

prior to the capture of the invoi-:e_in the AF‘_ - et Return message
dept., so that no workflow to obtain the SE is Cockpit : eturn message oI i
Z i i performs validation Is item “No item proposal L= [ 42, L] Bc
< required, but frequently the process includes and retums proposal o] T generated from
% using the workflow function to obtain the SE message enerated? generated” purchase order p.4
and expedite the payment to the vendor \\J// item”
i
[ Accounts |
Lev:’las ?’?‘ll:ﬁ:ess A Review invoice inv:;{f:wpif'lr;::?J:am (RIS CORIIET Eu
Process Invoice ﬁexl)—' e ®| against invoice | ™) Item from PO from L—no item proposal could begeneralen—.(g :
Triage for Invoice &MY image displayed Item Data view p.
Type
o
(a
<
o
=
©
>
o
o
%
e
c
3
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Figure 21: Level 3 Process Map - Processing and Approval Workflow - Service 45 PO Invoice (1 of 3)
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Level 3 Process Map — Accounts Payable — 09. Process an Invoice - MM 45 Service PO
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Figure 22: Level 3 Process Map - Processing and Approval Workflow - Service 45 PO Invoice (2 of 3)
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Level 3 Process Map — Accounts Payable — 09. Process an Invoice - MM 45 Service PO

Process notes:

o Where items are ‘workflowed for correction and data input by {most typically) the CoV
5’ = Buyer/buyer department, there are two possible outcomes: Receive workflow
S92 1. It is completed and/or data input enables SAP to automatically complete the item; so f‘ghse;”:%ggg;?
= it passes the Repetitor process, and is picked up for Posting
Q 2. It remains with a status in the Cockpit, requiring manual attention by an AP2, in which
case, it will be picked up from the queue and worked on in FIFO sequence $
% .| Cockpit returns
o " display log

h J

[ AP Level 3 | [ [
suh-p?ggess h:r:;::::;s Hexl
Werify item by Invesfigate and
/"pEQ”)__ +:|i::|<ingfﬁr on ‘Cheyt:k‘ Res'glyeaif yes d “D“'g;mf:-’s‘gr&g;’ 4’(% )
: require - P-
(not d':?:urnented} | Sy S |
o i I
o
<
o
o
@
=
1]
o
Lo
o=
=
8
<L
8 Process Note: Workflow sub-process
£ _ | Workflow is initiated and has sent a request to the approver to provide a Service Entry Sheet/approval
T2 for the process to be completed.
T Els 0 approver, as indicated on invoice, is not set-up in SAP, the invoice is rejected and returned to the
o vendor
= © |+ When the request has been provided, the item goes back into the queue with a checkmark status
% designation, and enters the process again

Figure 23: Level 3 Process Map - Processing and Approval Workflow - Service 45 PO Invoice (3 of 3)
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Figure 24: Level 3 Process Map - Processing and Approval Workflow - Material 47 Framework Order Invoice (1 of 3)

Level 3 Process Map — Accounts Payable — 10. Process an Invoice - MM 47
Process notes: Process notes: )
o +  Similar to MM 45 Service PO but does NOT require a Verify/correct/enter invoice details:
[T service entry sheet Follows the tabs:
= 21,  MM47 always calculate taxes selected s General
@ ySs .
:; (] Always workflowed to obtain account codes and * Invoice
o confirmation of goods received/approval from authorized + Taxes, rates
approver with sufficient limit in the purchasing CoV = Vendor
business unit —
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Level 3 Process Map — Accounts Payable — 10. Process an Invoice - MM 47
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Figure 25: Level 3 Process Map - Processing and Approval Workflow - Material 47 Framework Order Invoice (1 of 3)
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Level 3 Process Map — Accounts Payable — 10. Process an Invoice - MM 47

Approver receive
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Figure 26: Level 3 Process Map - Processing and Approval Workflow - Material 47 Framework Order Invoice (3 of 3)
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Level 3 Process Map — Accounts Payable — 11. Process an Fl Invoice (no PO)
Process notes:
- +  Flinvoices do NOT have purchase orders (PO)
3 - |* Flinvoices are always processed using workflow to code and approve by the
= % an authorizer with sufficient discretionary limit, from the purchasing CoV
zZ 0 department
8 » Any errors that may exist in the data for the invoice are NOT reviewed unless
rejected by the SAP Repetitor process, (and the error is flagged by the
system)
Process Note: “verify/enter...”
1. for an FI Invoice, the *Calculate taxes” box should
% NOT be “checked”
2] 2. If vendor address on invoice is different’does not
match vendor address in SAP — workflow to resolve
discrepancy to A/P dept. Purchasing Dept. contact
[ Accounts | 5 . M I
A Payable o ) \.:'enfw'er?ter Determine what calcu?:;:feiler ] a
Level 3 Process Review invoice inveice particulars N taxes are | e ey e Doesit es’(gﬁ
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Figure 27: Level 3 Process Map - Process an Fl Invoice (no PO) (1 of 4)
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Level 3 Process Map — Accounts Payable — 11. Process an Fl Invoice (no PO)

Process notes:

=  Flinvoices do MOT have purchase orders (FPO)

=  Flinvoices are always processed using workflow to code and approve by the
an authorizer with sufficient discretionary limit, from the purchasing CoV
department

=+ Any errors that may exist in the data for the invoice are NOT reviewed unless
rejected by the SAF Repetitor process, (and the error is flagged by the
system)

CoV User
Dept

SAP

EP Level 3 subl
process

Reject tem in SAP
1u’:§to:umer|hd[]

Accounts Payable AP2

h J

Send email to
vendor to resubmit
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RECENE » Vendor must resubmit invoice with valid contact information, or
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for reason that * When the request has been provided, the item goes back into the
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good queue with a checkmark status designation, and enters the process

again

operator

lactivity-defined

Figure 28: Level 3 Process Map - Process an Fl Invoice (no PO) (2 of 4)
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Level 3 Process Map — Accounts Payable — 11. Process an Fl Invoice (no PO)
[
€
[T
>3
Z 0
(&)
[l Cockpit performs
< » validation and
[9)] returns display log
¥
' AE Level 3 |
Verify tem by Ins\’fues_lplg;:tt::id __fgﬁo
EQ ) * clicking on “Check® Resalve, if T\
8- required b
(not documented)
o~ 1 !
o
<
L1}
o
@
>
©
o
n
[=
=
(=]
3
<L
=
[}
£ o
= o
2
= @
= O
= o
3]
L

Figure 29: Level 3 Process Map - Process an Fl Invoice (no PO) (3 of 4)
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Level 3 Process Map — Accounts Payable — 11. Process an Fl Invoice (no PO)
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Figure 30: Level 3 Process Map - Process an Fl Invoice (no PO) (4 of 4)




