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Have the
 items been 
received on 

the PO?

Combine CI, PL 
and shipping 

doucments into 
one pdf file

Select Bill from 
Purchase Order

Email DI 
Purchasing 
regarding 
difference

Enter invoice # 
and invoice date

Attach pdf to bill 
and save bill

Does the bill 
amount match the 

invoice?

Hit Cancel on bill

Yes

No

CI , PL and other 
shipping 

documents 
received from 

vendor

Move pdf to 
0. Pending SCM 

folder

Go to Items 
Receipts Pending 

Billing saved 
search

Save pdf in 
1. Pending Receipt 

folder 
(Vendor Name +

 Invoice #)

Select View to drill 
down to Purchase 

Order
YesNo

Weekly and at the 
end of each 

month, check 
documents in 

1. Pending Receipt 
folder 

Update pdf name 
to include Due 

Date

Move pdf to 
2. Pending FCR 

folder

Once FCR is 
received via email 
or DHL, determine 

due date

Is the vendor 
a related subsidiary 
 (ex. Total Design)?

Pay vendor once 
due date arrives

Delete pdf 
previously saved 
on shared drive

Yes

No

Move pdf to 
4. Ready for 

Payment folder

Open vendor 
bills pending 

payment

Legend: 
DI = Direct Import
CI = Commerical Invoice
PL = Packing List
FCR = Freight Cargo Receipt
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