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FI invoices (without previous PO in SAP MM) are posted and will be blocked for payment.The 
system will launch a workflow for the payment approval of this type of invoices that will vary 
depending on the nature, the amount, the center and the department of it. 
 

 

 
 

 
 
***Note: Invoices corresponding to intercompany won’t reach the approval workflow, if it 
concerns two legal entities of the same treasury or GT group  
 
 

SAP_FI invoices approval (without previous 
PO) 
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The approver will receive a notification of the incidence only through the SAP Business 
Workplace. 
 

 

 

 
These shall arrive in the Inbox> Workflow> Grouped according to task> Payment release 
as “Payment Release” notices. 
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The system shows the following relevant information regarding pending approval invoices: 
company code and document number, creation date, vendor code and name, amount, invoice 
reference, GL account, ceco, name of the center or business area and text. 
 

 
 

 
 
From the screen of the pending approvals, 
 

 
 
 
 
 
 
 
 

1 
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1 From each notice, you can access the invoice (SAP document supplier position) to release for 

payment.  
 

 
 
And access to the scanned copy of the physical invoice. 
 

  
 
For this go to the Attachment list option (accessible from any of the two forms indicated in the 
previous screenshots), which will open a screen with the attached documents. We can access 
to these documents by double clicking on them. 
 

 

 
 



 

SAP_WF FI invoices approval  Corporate IT & Organization Department 
 

 
 5  

A
ll 

R
ig

h
ts

 r
e

s
e

rv
e

d
. 

N
o
 p

a
rt

 o
f 

th
is

 d
o
c
u
m

e
n
t 

m
a

y
 b

e
 r

e
p

ro
d

u
c
e
d
 w

it
h
o

u
t 

p
ri

o
r 

w
ri
tt

e
n
 c

o
n
s
e
n

t 
o
f 

N
H

 H
o

te
l 

G
ro

u
p
 

  

 
 

 
 

 
 

 
*** Note: CSC-Administration AP shall scan and attach the booked invoices within 48 
hours once booked; therefore you must wait this period of time before rejecting an 
invoice for this reason. 

 
***Note: Any intercompany invoices are booked automatically in SAP and, therefore, will not 
have an attached document. 

 

Return   and if the invoice is correct, release it for payment (or so that it goes to the next 

approver when applicable) . Once the approval workflow is completed, the invoice 
shall be released for payment and shall be included in the normal payments process of the 
Company. AP Administration shall not receive any notice on this respect. 
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Reject it if the invoice is incorrect, reject it . The system will open a window in 
which to select the reason for rejection from the available dropdown list and, in addition, a more 
detail explanation. 

 

 
 

 
 
On rejecting the invoice, it is returned to CSC-Administration AP (also through their SAP 
Business Workplace) 
 
*** Note: If you reject a correct invoice by mistake, select the option OTHER “Others” asn 
indicate it in the detail of reason for rejection so that CSC-Administration AP can re-
launch the approval workflow. 
 
 
 
 
 
 
 
 
 
 
 
V 
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2 To display the complete posting document (supplier position, expense positions and tax lines) 

we will access to the available detail on  
 

 
 

 
 

The  icon allows you to display the complete posting document. 
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