No Goods Receipt Web Cycle 
Trigger for this Web Cycle:

The subject invoice includes charges related to one or more PO lines that are flagged for “Goods receipt” but no received quantity had been recorded at the time the Web Cycle was started.
Action Allowed in this Web Cycle: 

1)  
Enter the quantity of goods (or services – see Note 1 below) you received and would like for Shipping & Receiving personnel to record as received against each PO line shown for the invoice; click “Approve”.
2)
Leave the quantity of goods received as zero if you have recorded the receipt in SAP yourself or know that another user has recorded it; click “Create new Web Cycle note” and enter a brief note explaining that GR has already been completed and then click “Reject”. (See Note 2 below)
3) 
Forward the Web Cycle to another appropriate user, turning over control of the document.  You will no longer be able to take any action on this document.
4)
Send a question to another user and take action (1, 2, 3 or 5) after you receive the answer.  You will retain control of the document and be able to take action on it.
5) 
Reject the invoice back to A/P.  Add a Web Cycle note before rejecting to indicate the reason you are rejecting it, e.g. you are not responsible for it and who is responsible for it (if you know), goods/services were not received or satisfactory, or goods were sent back to the vendor, etc.  If you feel the invoice should be rejected back to the vendor, indicate this in your note.
Note 1: In some LSI regions, the “Goods receipt” checkbox on the PO is selected for services as well as goods.  This is done so that the recorded goods receipt serves as approval to pay the invoice.  
Note 2: In most LSI regions outside of North America, the requestor is authorized to record good receipts transactions (SAP transactions MIGO and MB01).  In North America, this function is limited to Shipping & Receiving personnel.

Processing Steps (screen prints available by clicking the link in each step):
Receive Web Cycle Email – “No Goods Receipt”.
Login to Web Cycle using SAP login and password - Use the first 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

Display the invoice image – Click “Show invoice as image” button to see scanned image of subject invoice.
Display planned value, quantity and account assignment for each PO line

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

Take final action on the document – Approve with or without quantity received, forward or reject.
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. No Goods Receipt), the Cockpit document number (e.g. 1454), 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: Nency Adams [nancy..sdams@lsi com] Sent; Sat 11/1/2008 100 PM
Tor  Bishop, Janet

o

Subject: Mo Goads Recelpt Web Cycle

Dear Janet Bishop,

3/P has received a vendor invoice (Cockpit document 1454)

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 DUE_DAYSS days.

Ueb Cycle: There are mo available goods receipts in SEP for at least one
Of the referenced PO lines, which prevents the invoice from
being paid.

Step: Indicate on the lines in the Web Cycle the quantity of goods
you received and click "Approve” to trigger an email to
Shipping & Receiving to reguest that the items be received
in SAP. If you did not receive the goods, create a Web Cycle
note with supplemental information and click "Reject” to
return the invoice to A/P.

Link to list of all your current documents needing to be processed:
Bttp://cosrspol.co. 1sil.com:8080/vebeycle-app/ init.do?UC USER=JEISHOP

For Web Cycle explanations and instructions, display training docwments
in Logicshare: http://logicshare.lsil.com/gu/folder-1.11.244376.

If you have any questions please contact me at:

Email mancy.adamsPlsi.com

Phone +1 719-533-7592

Fax

Yours sincerely,

Nancy dans

Aecounts Payable-Procurement Accounting
Company address, please maintain





Logging in to Web Cycle:
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Check to make sure that it says “PRD” on the right below “WEB CYCLE”.  If you initiated the login from your IE Favorites, the link may incorrectly take you to a test system such as SUP.  If so, use the link in your Web Cycle email and correct the URL in your favorites.  If you don’t have an email, you can correct the URL directly by changing “http://cosrsd01…” to “http://cosrsp01....”

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 to display the invoice details.
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If you only have one document requiring your action, logging in will take you directly to the “detail view” for that document.  
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Use the scroll bar at the right to move up and down to view different data elements and to display the line information and notes.
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In the detail view, click the “Show invoice as image” button at the top of the detail view to display the scanned image of the invoice for which you have been asked to take action.
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To display planned value, quantity and account assignment for each invoice line, scroll down to see the lines and scroll to the right to see the “Display planned account assignment” button:
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Click this button for each line to see the planned value, quantity and account assignment.  In the example below, the PO line amount is for $594.00 and a quantity of 1 and it will be posted to G/L account 5702400 with cost center 106616.  Profit center STRC was determined from the cost center.
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Allowed Actions

1)  
Enter the quantity of goods (or services – see note 1 below) you received and would like for Shipping and Receiving to record as received against each PO line shown for the invoice; click “Approve”.
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This action will generate a second Web Cycle step for Shipping and Receiving indicating that you have received goods that need to be recorded in SAP.  They will check to see if the goods have already been received and, if appropriate, generate the goods receipt document.
2)
Leave the quantity of goods received as zero if you have recorded the receipt in SAP yourself or know that another user has recorded it, enter a brief Web Cycle note of explanation and click “Reject”.
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This action will return the Web Cycle to A/P for further processing.  In most instances, not further approval is required if the goods have been received in SAP.
3) 
Forward the Web Cycle to another appropriate user, turning over control of the document.  You will no longer be able to take any action on this document.

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 control for it to that other person.  Include a new Web Cycle note of explanation if it would be helpful to that person 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.

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

4)
Send a question to another user and take action (1, 2, 3 or 5) after you receive the answer.  You will retain control of the document and need to take action to approve, forward or reject it.

If you need to ask another user for information, it is best to do so through Web Cycle so that the response is saved with the processed document for future reference.  Click the 

“? Ask someone” button.
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Click the “Receiver” button to select the person you need to send the question to

Enter search information in any one of the fields shown below (all three were populated for the example just to show how to use each field for querying).  The asterisk (*) in the Name field is used as a “wildcard”.
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Use of the wildcard after the first name (e.g. nancy*) in the Name field results in a list of possible matches.  Click the select box to the left of the appropriate name and click “Accept” at the bottom of the screen.  [image: image17.png]2 User search - Microsoft Internet Explorer
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It will show the name of the recipient you chose below the Receiver button.  Enter your question for this person in the space below “New note”. 
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When Receiver and note are entered, click “Send”. If you decide not to send this inquiry, click “Cancel”.  When the recipient of your question responds to your inquiry, you will be notified by another Web Cycle email.

Until you receive a response to your inquiry, it will appear with a question mark in your Current Documents:
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You may approve a document in this status (without a response) but generally you would wait for a response.

To display a note, including a response to an inquiry, scroll to the bottom of the detail view and double-click on a listed Note.  The most recent note will be listed at the top.
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5) 
Reject the invoice back to A/P.  Add a Web Cycle note before rejecting to indicate the reason you are rejecting it, e.g. you are not responsible for it and who is responsible for it (if you know), goods/services were not received or satisfactory, goods were sent back to the vendor, etc.  If you feel the invoice should be rejected back to the vendor, indicate this in your note.
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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 Portal (Employee Serv.) from Insight > Quick Links (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 information 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 8003-4357 (+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 a different one.
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.







