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Shape Name Description

Task
Represents a manual activity of the

process.

Automatic Task
Represents an automatic activity of

the process.

Flow direction
Input or output of the task or

decision.

Internal Audit 

Control

Controls defined by NH Internal

Audit

Systems Applicatio or Tool.

Start/End
Indicates the beginning or the end 

of a process.

Manual Process

Manual Business process composed

of tasks, decisions, flow directions,

documents and measured on a time 

Decision point
It is originated after one task and it

generates two or another decision.

Report or 

document

It is a physical or electronic file used

as input or output of a task.

Notifications External/Internal Notifications.
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Procurement (MM) Invoice Matching – PO Line Missing Incidence

User MM NHSSC

START

PO Line Missing Incidence

Goods Received?

Contact with Admin / 
Reject Invoice

Change PO / Manual 
Receive

Contact with Admin / 
Wrong PO / Indicate 

correct PO

Invoice Posted

Incidence Resolved?

NO

Incidence´s Analysis

Send Back to NH Center

NO

Contact with Admin OTHERS

END

1 2

3

5

6

7

8

Invoice Changed or 
Deleted

YES

9

YES

YES

4



Order Task Task Description When Responsible Frequency Tools 


0 PO (MM) Invoice Matching
The SSC User starts the process of posting an invoice with a 

related purchase order.

Within three 

days after 

integrating 

documents

Accenture Shared 

Services center
daily

Process PO (MM) 

Invoice Matching 

1 PO Line Missing incidence

The system detects that the invoice shows one or more 

items not included in the purchase order created in SAP. 

The SSC user has to park the invoice and click the checkbox 

"PO Line missing". The SSC user must indicate in the free 

text field "note" the material(s) missing. Additionally has to 

attach the PDF invoice so that the NH user can review it. 

This will trigger a workflow that the user who created the 

PO will receive in his SAP Business Workplace. The 

incidence is identified as "Packing slip missing" and 

contains a "PO line missing" checkbox.

Within three 

days after 

integrating 

documents

Accenture Shared 

Services center
daily Transaction SAP: MIRO

1.1
Portal /EDI Invoices. PO Line 

Missing Incidence

Portal invoices cannot be parked. For PO line missing 

incidence, an e-mail notification is sent to the affected user, 

out of SAP. The incidence has to be resolved by the NH user 

in SAP: 

For PO Line Missing, a new PO has to be created and the 

goods receipt has to be done, if the goods / service are 

actually received.

Finally, the user has to go back to the supplier portal and 

report the resolution.

When the invoice 

can not be 

integrated in the 

portal

Portal Vendor / NH 

User
daily

B2B Portal / e-mail / 

Transaction SAP: 

/CCSHT/IM_ASSISTANT 

2 Analysis of incidence

For matching suppliers the NH user receives a notification 

of incidence in his/her SAP business workplace. With the 

included information, the PDF invoice and the physical 

delivery note kept in the archive, the user will review the 

incidence and will check whether the good(s) really was / 

were received or not.

Before the 

monthly physical 

inventory 

process

NH User daily
SAP Business 

Workplace

2- AI
Internal Audit Control 

PTP.02.C06

In case the invoice is parked because the GR is not performed, 

Packing slip missing or PO Consumed the PO owner receives a 

SAP alert in his SAP inbox
N/A IT

Execution: Ad-

hoc

Evidence: 

a. WF configurations:  

system informs the 

responsible that there 

is an invoice parked*

b. Screenshot: 

walkthrough of parked 

invoices for incidence 

with the alert from the 

system (select a 

sample).

3

Action 1:

Invoice with line/s not included 

in the PO. "Contact with Admin"

(Task to be monitored)

The supplier includes in the invoice, one or more items not 

included in the PO. The NH user confirms that this/these 

items were not really received. In this case will be used the 

"Contact with admin" option and choose "Reject Invoice". 

The invoice has to be rejected because the item/s were not 

received (Enter explanatory text in mandatory English).

Before the 

monthly physical 

inventory 

process

NH User daily

SAP Business 

Workplace / Contact 

with Admin

4

Action 2:

Invoice with line/s not included 

in the PO. Change PO and 

"manual Receive"

(Task to be monitored)

The supplier includes in the invoice, one or more items not 

included in the PO (Or one or more PO lines needs to be 

itemized for VAT reasons). The NH user confirms that 

this/these items were really received but have not been 

included  in the PO. In this case the NH user will change the 

original purchase order adding the missing line. 

Subsequently returns to the incidence and does the goods 

receipt using the "Manual receive" option.

Before the 

monthly physical 

inventory 

process

NH User daily

Transaction SAP: 

/CCSHT/PO_ASSISTANT 

/ Change PO / SAP 

Business Workplace / 

Manual Receive

5

Action 3:

Invoice with line/s not included 

in the PO. "Contact with Admin" 

- "Wrong PO"

(Task to be monitored)

The supplier includes in the invoice, one or more items not 

included in the PO. The NH user confirms that this/these 

items were really received but subsequently they were 

included in another purchase order. In this case the NH user 

will use the "Contact with admin" option, by selecting the 

"Wrong PO. The correct is.." and will indicate the correct 

PO number as well as specify if it is a complementary or 

replaces the original order.

Before the 

monthly physical 

inventory 

process

NH User daily

SAP Business 

Workplace / Contact 

with Admin
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Action 4:

Other errors in invoice. "Contact 

with Admin".

(Task to be monitored)

If the NH user detects an error in the invoice registration, 

"Contact with admin" option must be used, by selecting the 

reason and adding explanatory text (English) if it is 

necessary.

Best Practice: When using the “Contact with Admin” 

option, to facilitate clear communication with the SSC, 

choose one of the standard answers, using the “others” 

option only when you cannot find the answer you need 

from the standard ones. (Only exceptional cases). See 

Annex 1.

Before the 

monthly physical 

inventory 

process

NH User daily

SAP Business 

Workplace / Contact 

with Admin

7

Send back an incidence to NH 

user. "Send Back to NH Center"

(Task to be monitored)

Once received the resolution by NH user, if the invoice still 

can not be posted, SSC user may send back the incidence to 

NH user for reviewing, always indicating the reason for 

return.

Within three 

days after 

receiving the 

response of the 

user NH

Accenture Shared 

Services center
daily

 SAP Business 

Workplace / Send back 

to NH Center

8 Posting the invoice
If the incidence is resolved, the invoice is posted and the 

workflow ends.

Within three 

days after 

receiving the 

response of the 

user NH

Accenture Shared 

Services center
daily Transaction SAP: MIRO

9
Deletion or modification of the 

parked invoice

Whether the incidence is not correct and the NH user 

indicates that the invoice must be rejected or changed for 

the reasons given in task 6, the invoice is deleted or 

modified by SSC user and the workflow is finished. If the 

invoice must be rejected, will returned to the supplier, 

indicating the reason of rejection.

Within three 

days after 

receiving the 

response of the 

user NH

Accenture Shared 

Services center
daily Transaction SAP: MIRO

10
Monitoring and review of 

incidences Status.

Review and measure the quantity of MM invoices parked or 

blocked for payment due to:

Incidences pending to be solved or managed by NH users.

Incidences pending to managed by Accenture´s Shared 

Service Center.

BiWeekly

Procurement 

Department /Internal 

Audit department 

/Organization 

Department

BiWeekly

Report 

ZWF_MM_IV_LOG – 

Invoice incidences

10- AI
Internal Audit Control 

PTP.02.C18

Monthly Purchasing Department Review and measure the 

quantity of MM invoices parked or blocked for payment due to:

Incidences pending to be solved or managed by NH users.

Incidences pending to managed by Accenture´s Shared Service 

Center.

N/A
Procurement 

Department

Execution: 

Monthly

Evidence: 

a. Weekly report 

regarding parked and 

"on hold" invoices

b. Emails sent to the BU 

with the report.

c. Emails sent from the 

BU to each Hotel for 

incidences clarification 

and resolution.
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