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New Feature: Viewing Attached Images of
Invoices for SAP Accounts Payable Documents

Overview:

All invoices and check requests processed by the Accounts Payable (AP) department
are scanned and the image is attached to the payment related documents in SAP. You
are able display a scanned copy of an invoice for all AP payment related documents in
SAP, including but not limited to Document Types RN, KN, YD, ZN, ZT and WE.

This enhancement allows you to view the invoice in a PDF format and print a copy, if
needed. You no longer need to contact the Accounts Payable department and wait for
them to send or fax you a copy of the invoice or check request form.

The ability to display scanned invoices is not retroactive for those invoices processed
prior to the addition of this new feature. Payments that are handled by other areas and
fed to SAP through Accounts Payable do not have this new feature at this time.

The steps outlined in this guide cover how to use the =] Services for Objects
button from various screens to display and print the scanned invoice, along with a few
other options for scanned invoices. This button is available on the original and
supporting accounting documents for AP Documents, as well as other documents
related to invoice payments and goods receipt material documents, as applicable.

For MAC users, the steps for opening the attached image of the invoice are the same.
However, there are different functions available depending on the web browser used to
open the image. The MAC supplement on the last pages of this guide outlines the
various web browsers options and the difference in the functions available.

As a review, the Accounts Payable documents can be displayed from the drill-
down of a report or using the FI Document Display transaction in SAP. For those
who work with Journal Entries (i.e., Journal Vouchers), the steps to display the scanned
invoices are similar to those to display attachments for Journal Entries.
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To View Scanned Invoices for Accounts Payable

Documents

From either the Display Invoice Docu

ment screen (pertains to types

such as RN or ZN) or from the Document Overview — Display (the
Accounting Document which pertains to all types):
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Click on the drop-down portion of the
located on the Title Bar of the screen.
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=/ Services for Objects button

Click on the Attachment list option in the resulting callout box.
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To View Scanned Invoices (cont.)

In the Service: Attachment list window:

Service: Attachment list
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Example 1 — Two Attachments
Scanned Invoice — Redacted and a Note
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Example 2 — One Attachment
Rendered Invoice

3. Double click anywhere on the row for the scanned Invoice (Type = Archived
Document) to select and review that specific type of invoice per below:

e Scanned Invoice - Redacted = scanned invoice that has been revised to
“black out” any sensitive information, if needed.

e Rendered Invoice = Invoice facsimile created by Duke from electronic
records from Electronic Data Interchange (EDI) capable vendors.

e Scanned Invoice = Original invoice where the sensitive information is visible
(one that has not been redacted) and is only accessible by those with the
proper security rights in SAP.

Note: Depending on your web browser, click Okay and Yes
through any security windows that may appear. There may
be multiple scanned invoices attached for some payments
with one Purchase Order and many payments.

4, In applicable, double click anywhere on the row for an attached Note to display
any comments stored during the processing of invoice exceptions, if applicable.

5. After exiting the file, click on the Continue button to close the Service:
Attachment list window and return to the posted AP document.
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To View Scanned Invoices (cont.)

Once a scanned invoice attachment is opened in the web browser,
review the details and use the options below (MAC users: see the
MAC supplement on the last pages for the various browser options):
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6. To print the PDF file, click on the E Print icon.

7. To export or save the PDF file to your computer, click on the & “Click here to
save this file to your computer or another location” icon.
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To View Scanned Invoices (cont.)

10.

If the invoice is multiple pages, use the v Next Page and - Previous Page
icons to view the pages.

To adjust the magnification of the page in the web browser, use = Decrease

and *' Increase buttons or enter a different percentage in the field.

To create a new email and send a copy of the image to someone:

Note: IMPORTANT: If the | = Email icon does not appear on
your PDF toolbar:

e Right click anywhere on the PDF toolbar.
¢ In the resulting window, click on and select More Tools.

| |
e Scroll down and click in the box beside the | Email
icon to select this icon.

e Click OK to close the window and display the icon on the
toolbar.

|
e Click on thel Click to attach this PDF file to a new email message
icon located on the PDF toolbar (second/bottom bar at the top of the screen).

Adobe Reader

\i:) Howw would wou like to email this document;
* %end a link (URL) to the POF file on the YWeb?

* Send a copy of the entire POF file as an attachrment?

10 Important: Choose the
Send Copy button.

11.

—— E‘”ﬁ end Copy ] [ Cancel ]

e When prompted by the box shown above, click on Send Copy to send a
copy of the entire PDF file as an attachment (do NOT click on the Send
Link option as this function is not currently available).

¢ Once the new email is open, note that the PDF file is attached at the bottom,
edit any text and add your message, then send the email with the attachment.

Use the X Close Document icon or use the [E Close icon for the web
browser to return to SAP (to the Services Attachment list window and ultimately
the posted AP document).

Original: 05/5/2008 Revised: 6/12/2008 1:44 PM Page 5 of 8



To View Scanned Invoices — MAC Supplement

Supplement for MAC users regarding the display of AP invoice
images in the various web browsers:

Note: This supplement is for MAC users to outline the different
functions available depending on the web browser used to
open the attached image of the AP invoice. All the other
steps to open the attachment are the same as previously
outlined in this reference guide.

Example 1: Apple Safari Web Browser WITH Adobe Acrobat
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Note: The image displays the same as displayed in Windows
Internet Explorer as previously shown, so refer to steps 6 —
11 for more details on options available.

12. If the image of the invoice is opened on a MAC using the Apple Safari web
browser with the Adobe Acrobat installed, note that all the functions outlined
previously in this guide will work the same (print, email, download, etc.).

____________________________________________________________________________________________________________________________________|]
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To View Scanned Invoices - MAC Supplement
(cont.)

Example 2: Apple Safari Web Browser WITHOUT Adobe Acrobat
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13. If the image of the invoice is opened on a MAC using the Apple Safari web
browser WITHOUT the Adobe Acrobat installed, note the following:

e The invoice image is launched and displayed in Apple Preview.
e Acopy of the image is downloaded to your computer desktop as well.

e To perform other functions in Apple Preview (print, save, etc.), click on the
File menu option on the toolbar and choose the appropriate menu paths.

¢ To email, manually attach the downloaded copy of the image to an email
message.
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To View Scanned Invoices - MAC Supplement
(cont.)

Example 3: Firefox Web Browser (DOES NOT HAVE Adobe Acrobat)

@ Preview File Edit View Go Tools Bookmarks Window Help
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14.  If the image of the invoice is opened on a MAC using the Firefox web browser,
note the following:

e Since Firefox does not have the Adobe Acrobat plug-in, the invoice image is
launched and displayed in Apple Preview.

e Acopy of theimage is downloaded to your computer desktop.

e To perform other functions in Apple Preview (print, save, etc.), click on the
File menu option on the toolbar and choose the appropriate menu paths.

e To email, manually attach the downloaded copy of the image to an email
message.
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