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USER GUIDE 
Invoice Management with SAP Operational Process Intelligence  

powered by SAP HANA 

 

Take complete control of invoices in Accounts Payable process with 
real time visibility at Telecommunication Company 
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1  OVERVIEW 
 
1.1 SCENARIO DESCRIPTION 
 

Account Payable process begins with vendor invoice received through different channels. The invoice are 

converted to EDI form and undergo multiple approval steps before making payment. The Process may span 

across multiple systems including SAP and non-SAP systems. There is a shared service centre for this 

Telecom Company that receives and validates all incoming invoices, arriving from several channels (EDI, 

Postal Mail, eMail, Fax, and File transfers) from several countries in South America. These invoices may have 

transmission errors like duplicate invoices, incomplete invoices, and erroneous invoices. Usually, the entire 

account payable processes are monitored and measured by exporting relevant data from backend systems to 

excel files, and then working manually to then present graphs and KPIs in PowerPoint files to the business 

heads. 

 

1.2 BUSINESS PAIN POINTS  
 

The following scenario addresses these major challenges that Services Manager, Erica Sanchez, at the 
telecommunication company faces in her everyday activities: 

a. Limited real-time insight into end-to-end invoice value chain 
b. High amount of manual work and high risk of errors 
c. No capability to proactively address invoices that are in/about to be in risk  
d. Delay in payment and escalation from vendors/suppliers 

 

1.3 KEY MESSAGES AND VALUE PROPOSITION 
 

SAP Operational Process Intelligence (OPInt) powered by SAP HANA enables line-of-business users to gain 
process visibility across their end-to-end business processes with a clear focus, improving the operational 
decision making to achieve better business outcomes. 
 
SAP OPInt enable business to track the progress and milestones of key performance indicators that are 
crucial for their business. These KPIs are defined in OPInt using measures and indicators. KPIs for this 
Invoice Management System scenario are: 

 Daily Transmission Error Count  

 Number of Duplicate Invoices Received  

 Invoices requiring Rework  

 Cycle Time: Payment 

 Cycle Time: Verification 

 Daily Invoice Volume 

SAP OPInt provides Space.me which will be used by Services Manager, Erica, to get consolidated 
visualization to track progress of invoices that are overdue or at risk, observe the trends, monitor their key 
KPIs and take appropriate actions to resolve the problems that are causing breach in the KPIs. This helps her 
to better collaborate between the organizational units throughout the value chain.   
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1.4 STORY FLOW  

 
Invoices are received from various suppliers in a telecommunication company through different channels such 
as paper, scanned or OCR. Once the invoice is placed and invoice is received by Accounts Payment 
department - then invoice verification starts. Invoices are received via three different channels (OCR, Manual, 
and Electronic Platform) and validated. As part of verification, the basic information is checked, then invoices 
are scanned for location and price and finally a status report is created and updated in the system. Based on 
the status invoices are either posted for clearance or rejected. 
 
If the invoice is posed for clearance, then a set of activities are performed that include vendor item 
reclassifications, clearings and partial payments. Then vendor reconciliation happens where Accounts 
Payable department reconciles supplier invoices. Process is completed when payments are done.  

 
 
 
 
 
 
 
 
 
 
 



  

  

4  © Copyright 2015 SAP SE 

        

 

2. STEP-BY-STEP GUIDE 
 

Step 1 – Access OPInt home page  

1. Login to space.me with user: Erica and password: Abcd1234 

https://smartprocessappsa636d78be.hana.ondemand.com/sap/opi/pv/workspace 
 

 

 

2. You can see the open invoices which are currently under process in a telecommunication company, out of 
which status of 171 invoices are critical i.e. these invoices are delayed payment to supplier 
 
Click on the Invoice Management System tile and you will be navigating to the details of these invoices. 

 

https://smartprocessappsa636d78be.hana.ondemand.com/sap/opi/pv/workspace
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3. Explore Open Invoices and Open Invoices by Phase tiles to analyze invoices that are overdue or at risk. 
You will see that there are lots of pending invoice in VERIFICATION phase.  

      Now drills down into VERIFICATION phase to get complete details of all the pending invoices. 

 

 
 

4. Select the critical instances (in RED color) in VERIFICATION phase 
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Step 2 – Analyzing the Problem Cluster 

Here you would see how to cluster the reasons for the delay in verification of the invoices and how to take actions 
to keep these invoices cleared on-time. 

 

1. You will see complete list of invoices that are critical in VERIFICATION phase in Open Invoices page  

 

 
 

2. Select ‘Switch to Cluster View’ option (next to Search) 
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3. Explore various clusters by selecting Attributes and filtering as shown the picture below 
Notice that the cluster with Country as Brazil (BRA) and Channel as On-Line that has the maximum invoices  
waiting to be verified 

 

 
 

4. Select cluster for BRA On-line and click on the Navigate to Invoices 
You will be navigating to the invoices (-stuck in VERIFICATION phase-) bounded for Brazil region where the 
broadband connection request is done via on-line. 
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5. Select one invoice by clicking on any row to see detailed information of that invoice 

 
 
 

Step 3 – Detailed Information of Invoice 

Explore complete detail of an individual invoice together with various status information like how many hours has the 
invoice been blocked in the VERIFICATION phase. 

 

1. Check the current overall status of the invoice and also the status of each phase 
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2. Check the milestones status under each phase 

 

NOTE: The small circles like  or under the phases like RECEIVING, VERIFICATION are milestones. 
For more details on phases and milestones, read the Developer’s Guide 
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3. Navigate to Information and Tasks tab to view more context details about the invoice 
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4. Navigate back, using Back button  to the Open Invoices page after you have explored the content 

 

 
 

Step 4 – Creating a Task 

After analysing invoices, Erica has to take action to ensure that these invoices are moved out of the 
VERIFICATION phase on time.  
 
You (-as Erica-) will create a task for Thomas, who you know is in charge of Brazil region. Thomas would then 
reply to the task and you can then choose to CONFIRM or REOPEN based on the response from him 

 

1. In the Cluster View, click on Create Task button (bottom right on the button bar) 

 

 

2. Enter Subject and Description of the task and then click on ‘Create’ button to create the task.  
Note: While entering description enter username with prefix @. This symbol is used to identify the user to 
which will be assigned.  
 
Enter the Subject as: 

Pending Invoices in Brazil region 
 
Enter the Description as: 

@Thomas : Why are invoices not yet been verified in Brazil region ? 
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3. The task will be shown in user’s My Workbox tile.  
Both the assignee (i.e. Thomas in this example) and assigner (i.e. Erica in this example) will see the task 
in their respective My Workbox after they login to OpInt space.me 
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4. Click on My Workbox and Select the task “Pending Invoices in Brazil region” 

 

 

5. In Task Description page, select Edit 
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6. Change the Priority of the task to HIGH and Due Date  
You may also choose to add more participant or delete existing ones 
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7. Save the task 
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Step 5 – Task Collaboration 

Explore My Workbox of the users involved in a task, to see how SAP Operational Process Intelligence helps them to 
manage their tasks and resolve the issue in a collaborative fashion. 

 

1. Logoff as Erica user 

2. Login to space.me with user: Thomas and password: Abcd1234 

https://smartprocessappsa636d78be.hana.ondemand.com/sap/opi/pv/workspace 
 

 

 

 

 

https://smartprocessappsa636d78be.hana.ondemand.com/sap/opi/pv/workspace
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3. Click on My Workbox tile to see list of open tasks. 

 

 

 

4. Select the task “Pending Invoices in Brazil region” to reply 

5. Post a reply/comment and click COMPLETED button.  

“@Erica - There have been holidays due to some national events in many regions in African continent, 

which has caused the delay. The invoices would be verified starting next month only” 
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6. Task once completed would appear under Completed tab in Thomas’ and Erica’s My Workbox  
 

 
 
 

 
7. Logoff as Thomas and Login to Space.me as Erica username and password Abcd1234 
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8. Open the My Workbox tile and switch to Completed tab 
 

 

 

9. Select the task “Pending Invoices in Brazil region” to open 
See the response from Thomas and click CONFIRM button 
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Step 6 – Details of Task 

At any given time, Erica and Thomas can full conversation of task collaboration by choosing that task from their 
My Workbox under Completed tab 

1. Login to Space.me as Erica or Thomas username and password Abcd1234 

2. Open My Workbox and Select the task.  
If the task is open you will see it in Open tab or else in Completed tab 
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3. Click Back button  to reach to the home page 

 

 

 

Step 7 – Details of KPI 

Explore key business KPIs, using SAP Operational Process Intelligence, to trace their progress and track if targets 
are met or overshot. You can also observe trends to analyse performance and address the bottlenecks in your 
process before they become problems. 

1. Click on Invoice Management System tile 
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2. Click on BRA Invoice Totals” tile to see targets and trends of invoices in the Brazil region. BRA Invoice 
Totals KPI indicates the total number of invoices payable in Brazil in that month 

 

 

3. You can analyze the trend by changing the attributes and adding more attributes to filter the data.  
You can view the graph as various options like line, column etc. 
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You can change the type of the graph to line chart 
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You can select on any bubble on the line graph and navigate to the orders 
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4. In the details page, select icon ( ) to export the complete list of invoices into CSV file 
Click on “Export as CSV” 
 

 

 

The file would be shown as downloaded as CSV 

 

 

 

5. Navigate back, using Back button  to the Invoice Management System main page after you have 
explored the KPI 

 

 

 

 

 


