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SAP MM INCIDENCES MANAGEMENT

Efficient Invoicing
Incidences Management

An incidence occurs when there is a discrepancy between what we

received (goods or services) and the invoice issued by the vendor.

It’s an issue that must be resolved before processing the invoice.

As long as an incidence exists, the invoice cannot be paid. Therefore,

it’s crucial to address and resolve any discrepancies promptly.

Whether you’re a beginner or an experienced user, this manual will

provide valuable insights for managing invoices efficiently.
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Incidence: Quantity
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 What is Happening?

These incidences appear when the vendor invoices more quantity than the one we have made in the GR of our PO.

 How Can We Identify Them?

INCIDENCE: QUANTITY
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 How Can We Avoid Them?

• Always check the goods we are receiving against the delivery note. If you detect any discrepancies, note
them on both the vendor’s and our delivery notes.

• Ensure the GR reflects the same quantity as the delivery note. Modify the quantity received if necessary.
• Close or zero out any orders you know you are not going to receive to maintain accurate inventory levels.

 Steps to Solve it:

1. AVOID THEM!
2. Check the document used to make the GR and the invoice and decide next step:

INCIDENCE: QUANTITY

A PDF will be
automatically sent to the
vendor’s administration
mail with the data needed
for the credit memo.

Please handle with care!

Always check twice.

Fully accept the
quantity invoiced.

A GR will be done
automatically for the
difference between
GR and INVOICE.

If the quantity invoiced is
incorrect but the quantity in
GR is also incorrect. Example:

INVOICE: 6 BOT
GR: 2 BOT
CORRECT QTY: 4 BOT

After the GR, a CM request
should be executed.

for extra info to post the invoice.



Incidence: Price
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 What is Happening?

The vendor is invoicing a higher unit price than what was recorded in the GR or what was agreed upon in the PO.

 How Can We Identify Them?

INCIDENCE: PRICE
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 How Can We Avoid Them?

• Always check that the price on the packing slip/invoice matches the price in the PO.
• Ensure that the budgeted amount aligns with the price on the invoice.
• If you detect a discrepancy and have the flexibility (non-nominated vendor or nominated with open price), modify the PO to reflect

the correct price before making the GR.

 Steps to Solve it:

1. AVOID THEM!
2. Verify the document used to make the GR.
3. Carefully check the invoice for any discrepancies and decide on action:

INCIDENCE: PRICE

If you do not accept the price, a PDF will
be automatically sent to the vendor’s
administration email with the necessary
data for a credit memo.

Please handle with care!

Always check twice.

for extra info to post the invoice.If you fully accept the invoiced price, the unit
item price will be automatically adjusted in
the Profit & Loss (P&L) statement.



Incidence: Packing Slip Missing
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 What is Happening?

Administration cannot find any GR in the PO referred to in the invoice.

 How Can We Identify Them?

INCIDENCE: PACKING SLIP MISSING
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 How Can We Avoid Them?

Always follow company processes:

• Timely GR Entry: Make the GR in SAP on the same day the service is completed, or the
goods are received, or at the latest, the following day.

• Check Pending POs: Regularly review pending POs to ensure that all items marked as
pending are indeed still pending receipt or completion.

 Steps to Solve it:

1. AVOID THEM!

2. Carefully read the note field in the incidence report.

3. Review the scanned invoice attached to the incidence to understand what the
vendor is invoicing.

4. Look through your records to find information related to the invoice, delivery note,
and reasons why the GR was not made or is not visible.

5. After verifying all information, decide whether to:

INCIDENCE: PACKING SLIP MISSING



Incidence: PO Line Missing
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 What is Happening?

Administration cannot find a line in the invoice that is not in the PO.

 How Can We Identify Them?

INCIDENCE: PO LINE MISSING
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 How Can We Avoid Them?
Always follow company processes:
• Timely GR Entry: Make the GR in SAP on the same day the service is completed, or the goods are

received, or at the latest, the following day.
• Check Pending POs: Regularly review pending POs to ensure that all items marked as pending are

indeed still pending receipt or completion.
• Follow the Golden Rule: 1 PO – 1 GR – 1 Invoice.
• Stay Organized: Try to avoid creating more than one PO per vendor per day and ensure all your PS

documents are well-organized and easily accessible.
• If you need to make any modifications to the PO, always update the PO in SAP as well.
• If you notice a missing line when making the GR, modify the PO accordingly.

INCIDENCE: PO LINE MISSING

 Steps to Solve it:
1. AVOID THEM!
2. Carefully read the note field in the incidence report.
3. Review the scanned invoice attached to the incidence to understand what the vendor is invoicing.
4. Use the ME23N transaction to check the lines that are not present in your PO.
5. Search through your records to find information related to the invoice, delivery note, and reasons

why the GR was not made or is not visible.
6. After verifying all information, we must decide:



Incidence: PO Consumed
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 What is Happening?

Administration tries to post an invoice against a PO that has already been invoiced.

 How Can We Identify Them?

INCIDENCE: PO CONSUMED
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 How Can We Avoid Them?
Always follow company processes:
• Timely GR Entry: Make the GR in SAP on the same day the service is completed, or the goods are

received, or at the latest, the following day.
• Check Pending POs: Regularly review pending POs to ensure that all items marked as pending are

indeed still pending receipt or completion.
• Follow the Golden Rule: 1 PO – 1 GR – 1 Invoice.
• Stay Organized: Try to avoid creating more than one PO per vendor per day and ensure all your PS

documents are well-organized and easily accessible.
• Inform your local vendors about our invoicing instructions, emphasizing the importance of one PO

per invoice. Check how they plan to invoice and ensure they follow the same guidelines.

INCIDENCE: PO CONSUMED

 Steps to Solve it:
1. AVOID THEM!
2. Carefully read the note field in the incidence report.
3. Review the scanned invoice attached to the incidence to understand what the vendor is invoicing.
4. Use the ME23N transaction to check the lines that are not present in your PO.
5. Search through your records to find information related to the invoice, delivery note, and reasons

why the GR was not made or is not visible.
6. After verifying all information, we must decide:



THANKS!
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