2-Way Match Web Cycle 
Trigger for this Web Cycle:

An invoice has been received by Accounts Payable that has at least one line item against a PO line that is not flagged for goods receipt verification (GR).  The invoice requires an “OK to pay” approval from a person with sufficient knowledge of the purchase to be able to determine if the vendor should be paid.  The recipient of the WebCycle was determined based on 1) the Recipient identified on the PO line, 2) the Requisitioner of the PO line, 3) the Technical Monitor identified in the PO header text, or 4) the Buyer who created the PO (listed in descending order of preference).
Action Allowed in this Web Cycle: 

1) Approve the invoice for payment
3) Forward the Web Cycle to another user for their approval
4) Reject the invoice back to A/P with explanation
Processing Steps (screen prints available by clicking the link in each step):
· Receive Web Cycle Email – “2-way match Web Cycle”.
· Login to Web Cycle using SAP login and password - Use link provided in the Web Cycle email or saved in your Favorites to login to Web Cycle.  Issues with your login/password?
· Display the specified Web Cycle document.  What if it’s not there?
· Display and review the invoice image (Opt.) – Click “Show invoice as image” button to see scanned image of subject invoice.
· Review the PO account assignment information (Opt.) – Click the “Display planned account assignment” icon, an arrow at the right-hand end of each invoice item line, to display the G/L account, cost center, net amount, etc. as shown on the PO.

· Ask another user for information (Opt.) – Use “? Ask someone” button to send a question to another user.  You will still retain approval rights and responsibilities for the document.

· Take final action on the document – 

· Option 1) “Approve” the invoice for payment. 

· Option 2) “Forward” this document to a different approver, turning over approval responsibility for this document to that person.  Include a Web Cycle note, if appropriate.

· Option 3) “Reject” the document back to A/P – Add a Web Cycle Note to explain why you are rejecting the invoice, e.g. you are not responsible for it, who is responsible for it (if you know), it should be rejected back to the vendor because goods/services were not received or satisfactory, etc.
· Take action on another W/C or Logout.

Web Cycle Email
The Web Cycle email provides basic information about the request you have received from Accounts Payable.  Some of the key information is highlighted in the example below, including the sender’s name (generally the invoice processor), the type of Web Cycle (e.g. 2-way match), the Cockpit document number (e.g. 88301), what circumstances triggered the Web Cycle and what action is required, a link to login to Web Cycle and a link to helpful documents about using Web Cycle.
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From: ‘Sandy Sanchez [Sandy.Sanchez@lsi.com] Sent: Mon 1/25/2010 11:50 AM
= s, Jnet
@
Subject 2oway match pprova Web Cyle - Approve Invoce

Dear Janet Bishop,

A/P has received a vendor invoice (Cockpit document 88301) that requires your input
in the Web Cycle tool before it can be posted and released for payment to the

vendor. Please provide your input and/or approval of the document within the next 3
days.

Web Cycle: Invoice requires approval to pay because at least one PO
line cannot show receipt of goods

‘Approve” the invoice in Web Cycle, indicating that the
invoice is "OK to pay”, or "Reject” to return invoice to A/P.

Step

Link to 1ist of all your current documents needing to be processed:
http://cosrspe1.co.1sil. con:8980/webcycle-app/init.dodHC USER=IBISHOP

For Web Cycle explanations and instructions, display training documents in
Logicshare: http://logicshare.lsil.con/gn/folder-1.11.244376.

If you have any questions, please use the note function in Web Cycle or contact me
at:

Enail Sandy. Sanchez@lsi. con
Telephone (719)533-7154-7154
Fax (719) 533-7181

Best regards,
sandy Sanchez





Login site comes up after you click the first link in the email:
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Display the specified Web Cycle document.

After logging in, you may see a list of documents requiring your action in the Current Documents tab.  Click the magnifying glass icon at the left of the document you need to review.    [image: image3.png]N,
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If you only have one document awaiting your action, logging in will take you directly to the detail view for that document.
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What if the document isn’t in your WebCycle?

If you receive a W/C email but don’t see the document when you login to WebCycle it may mean that 1) the WebCycle was recalled by A/P – logout and delete the email, or 2) action was already taken on the document by a substitute – logout and delete the email,  3) the permitted time for taking action has passed and the WebCycle was escalated to the person you report to, according to SAP/HR.  You are finished with this WebCycle.  If further action is required by you, you will receive a new WebCycle email.  For example, A/P may make a correction and then send it back to you for approval, or your manager may “Forward” it back to you to take action.

Display the invoice image 

Click the “Show invoice as image” button at the top of the detail view to display the scanned image of the invoice on which you have been asked to take action.  If you are unable to display the image, contact the LSI Helpdesk for support.
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If there are any other attachments, at the bottom you will see a “show Attachment” dropdown box:
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  Click the down arrow on the right to see a list of attachments and click a document name to display it.  If you have a document that you think should be linked to this document in SAP, use the “Attach local file” button. [image: image7.png]Attach local file




  Click the Browse button to locate the saved file and then click “Send”.
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Your document will now appear on the list of documents that can be displayed at “show Attachment”.

Display planned account assignment
There are two ways to display the account assignment information.

1) Click the down arrow just to the left of the item number
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The result will be to display the account assignment information below the invoice line:
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2) Click the arrow box at the far right to bring up the information in a separate box.[image: image11.png]Invoice positions (1)
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Actions

Option 1) “Approve” 
If you are satisfied with the purchase and the information, click the “Approve” button and the W/C will return to A/P to be posted and paid according to the relevant payment terms.
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Option 2) “Forward” – Turn over control of the document to someone else.  If you are not the person who should provide A/P with the “OK to pay” approval for this invoice but you know who should provide it, please use the “Forward” button to send the invoice and pass responsibility for it to that other person.  Include a new Web Cycle note of explanation if it would be helpful to do so.
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Click the “Receiver” button and find/select the person’s user ID.  You can enter your note either before or after choosing the receiver.  
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The name will be displayed below the “Receiver” button.  Add your note if you haven’t done so yet, then click “Forward”.

Until you refresh your document list, you will see it with a button on the left that indicates that it was forwarded:
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After refreshing the list of Current documents, the forwarded document will no longer be listed; however, you can query it in the History tab and click on the Status icon on the right to show the document’s history and pending action:
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Web Cycle status information
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Status before Web Cycle
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Current (1)

= Code and/or approve
Previous (2)

 Code and/or approve
= Code andjor approve

Close

B/ processed with errors

Pos Status Date
001 Sent 10/27/08

001 Forwarded  10/27/08
001 Sent 10/27/08

at 11:05:20 PM

Time Processor Overdue
1116 PM  Nancy Adams 10/31/08

1116 PM  Janet Bishop 10/31/08
1L:0SPM  Janet Bishop 10/31/08




When the final approver has approved the document, the status will show “Released”.  

Option 3) “Reject” – Return control of the document to Accounts Payable without approving it.  If you have any information that would be helpful to Accounts Payable in determining how the invoice should be paid, please provide it in a Web Cycle note.  You will not be asked to select a recipient when rejecting an invoice.  Accounts Payable will send a new Web Cycle out to someone else, or if appropriate, reject the invoice back to the vendor.
Take action on another W/C or Logout of W/C
To return to your list of Current Documents, click “Show List” at the bottom of the screen.
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Click the magnifying glass icon for another document and repeat the steps above.

When you are finished taking action on your Current Documents, logout of W/C.
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Notes on SAP Password 
If you normally only use SAP for activities such as entering trip expenses or approving requisitions and eAbsence requests, it is likely that you log in to SAP using SAP Portal  from Insight > QUICKLINKS > My World (SAP Portal), shown below.  The password you use with Portal is not your SAP password but your LDAP password, a single sign-on password to several applications.  
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As an LSI employee, you also have an SAP R/3 login, and this is the userid/password you will need to login to Web Cycle.  If you don’t know your SAP R/3 password, please contact the Customer Service Center (Help Desk) by calling 21-4357 (+1 888 574-4357).  Ask them to reset your SAP R/3 production password while you stay on the phone with them.  They will provide you with a temporary password that you will be asked to reset upon your first login.  You must select a password that is different from the last 5 passwords used in R/3, so if it doesn’t accept your password, try using one you haven’t used before.
For questions you may have that were not addressed by this document or another document available in Logicshare, you may send an email inquiry to accountspayable@lsi.com with “Web Cycle Issue/Question” in the subject line.  You may also call Janet Bishop at 8003-7642 or +1 (719) 533-7642.

Unless you are performing testing, this should always be PRD








