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[bookmark: _Toc1445447091]1. Purpose
The purpose of this SOP is to define the standardized process for identifying, investigating, troubleshooting, and resolving Accounts Payable (AP) invoice processing failures within Microsoft Dynamics GP and integrated systems such as DocuPhase, SmartConnect, eConnect, or related middleware.
This SOP ensures:
· Timely processing of vendor invoices
· Accurate financial postings
· Proper validation of invoice approvals
· Controlled troubleshooting and escalation
· Reduction of payment delays and duplicate invoice risks

[bookmark: _Toc439019671]2. Scope
This SOP applies to:
· AP invoice ingestion from DocuPhase
· OCR-based invoice capture failures
· Invoice approval workflow failures
· Integration failures between DocuPhase and GP
· Posting failures in Dynamics GP
· Vendor invoice validation and reconciliation issues
Applicable teams include:
· Finance/AP Team
· ERP Support Team
· Integration Support Team
· IT Operations
· Business Systems Analysts

[bookmark: _Toc875557397]3. Prerequisites
Before troubleshooting AP invoice processing failures, validate the following:
· User has appropriate access to:
· Microsoft Dynamics GP
· DocuPhase
· SmartConnect/eConnect (if applicable)
· SQL Server (read-only if required)
· Required information is available:
· Vendor ID
· Invoice Number
· Batch ID
· Document Date
· Error message/screenshot
· Integration timestamp
· Relevant services are operational:
· SmartConnect services
· eConnect services
· SQL Server Agent jobs
· DocuPhase connectors

[bookmark: _Toc1998583120]4. Responsibilities
[bookmark: _Toc1481236513]AP Team
· Validate invoice details
· Confirm approval completion
· Reprocess invoices after corrections
· Coordinate with vendors if required
[bookmark: _Toc1134101212]ERP Support Team
· Investigate GP posting issues
· Validate batch and transaction integrity
· Review integration logs
[bookmark: _Toc582993253]Integration Support Team
· Troubleshoot SmartConnect/eConnect failures
· Validate mapping and transmission issues
· Restart or reprocess failed integrations if necessary
[bookmark: _Toc1698274160]IT Operations
· Validate server/service availability
· Review infrastructure-level failures
· Monitor scheduled jobs and application health

[bookmark: _Toc613237384]5. Process Overview
The AP Invoice Processing workflow generally follows the below sequence:
1. Vendor invoice received
2. Invoice scanned/uploaded into DocuPhase
3. OCR extracts invoice data
4. Approval workflow initiated
5. Approved invoice sent to GP
6. Invoice created in GP AP module
7. Batch validated and posted
8. Payment and reconciliation completed
Failure may occur at:
· OCR extraction
· Approval workflow
· Integration transmission
· GP batch validation
· GP posting stage

[bookmark: _Toc44756922]6. Detailed Procedure
[bookmark: _Toc905209524]6.1 Identify the Failure Point
Determine where the invoice failed.
[bookmark: _Toc1714970770]Validation Steps
· Verify if invoice exists in DocuPhase
· Verify approval status
· Check whether invoice reached GP
· Validate GP batch status
· Review integration logs
[bookmark: _Toc921744169]Common Indicators
	Symptom
	Possible Failure Area

	Invoice missing in GP
	Integration failure

	Invoice stuck in approval
	Workflow issue

	Batch cannot post
	GP validation issue

	Duplicate invoice warning
	Existing invoice/document

	Vendor not found
	Master data issue



[bookmark: _Toc256850531]6.2 Validate Invoice Data
Verify:
· Vendor ID exists in GP
· Invoice number format
· Invoice amount
· GL distributions
· Tax details
· Posting date
· Currency setup
[bookmark: _Toc2025293197]Common Validation Errors
· Invalid Vendor ID
· Missing GL account
· Duplicate invoice number
· Closed fiscal period
· Invalid payment terms

[bookmark: _Toc1188664935]6.3 Review DocuPhase Processing
[bookmark: _Toc190928610]Validate:
· OCR extraction completed successfully
· Required fields populated
· Approval completed
· Export status marked successful
[bookmark: _Toc1607333509]Investigate:
· Rejected approval workflow
· Missing mandatory fields
· Attachment corruption
· OCR misread values
[bookmark: _Toc32276749]Corrective Actions
· Re-index invoice
· Re-submit workflow
· Correct extracted fields manually
· Re-export invoice

[bookmark: _Toc1328362686]6.4 Review Integration Logs
If SmartConnect/eConnect is involved:
[bookmark: _Toc868218133]Validate:
· Integration map execution status
· Queue backlog
· Failed transactions
· Service availability
[bookmark: _Toc2132547542]Common Integration Failures
	Error
	Cause

	Login failed for GP user
	Credential issue

	Cannot insert duplicate key
	Existing invoice

	Vendor does not exist
	Master data mismatch

	eConnect request failed
	GP connectivity issue

	Timeout expired
	Performance/server issue



[bookmark: _Toc1580395300]6.5 Validate GP Batch Status
Navigate to:
· Purchasing → Batches
· Purchasing → Transaction Entry
· Purchasing → Edit Check Errors
[bookmark: _Toc756050790]Verify:
· Batch status
· Batch ownership
· Posting restrictions
· Transaction validation errors
[bookmark: _Toc1882696516]Resolution Actions
· Recover stuck batch
· Remove corrupted transaction
· Correct distribution accounts
· Rebuild batch totals if necessary

[bookmark: _Toc2070232105]6.6 Reprocess the Invoice
After corrections:
1. Revalidate invoice
2. Re-run integration/export
3. Confirm invoice creation in GP
4. Validate batch totals
5. Post transaction
6. Confirm accounting entries

[bookmark: _Toc2131145923]7. Error Handling & Resolution
[bookmark: _Toc284645357]Error Scenario 1 — Duplicate Invoice Error
[bookmark: _Toc1093834777]Error Message
“Duplicate Invoice Number exists for Vendor.”
[bookmark: _Toc1864406496]Possible Causes
· Invoice already posted
· Duplicate submission from DocuPhase
· OCR captured incorrect invoice number
· Reprocessing without cleanup
[bookmark: _Toc492915762]Resolution Steps
1. Search invoice in GP using Vendor ID + Invoice Number
2. Verify whether invoice already posted
3. Validate if invoice exists in work/open/history tables
4. Coordinate with AP team before deletion
5. Remove duplicate pending transaction if required
6. Reprocess only after validation

[bookmark: _Toc456467674]Error Scenario 2 — Vendor Not Found
[bookmark: _Toc1623502970]Error Message
“Vendor ID does not exist.”
[bookmark: _Toc1693340935]Possible Causes
· Vendor not created in GP
· Incorrect vendor mapping
· OCR extraction issue
· Integration mapping mismatch
[bookmark: _Toc944001397]Resolution Steps
1. Validate vendor in GP Vendor Maintenance
2. Confirm vendor active status
3. Verify DocuPhase vendor mapping
4. Correct vendor reference
5. Reprocess invoice

[bookmark: _Toc1037765225]Error Scenario 3 — Batch Posting Failure
[bookmark: _Toc1971466427]Error Message
“Batch is stuck in posting process.”
[bookmark: _Toc2098498082]Possible Causes
· Interrupted posting
· Locked batch
· SQL blocking
· GP client crash during posting
[bookmark: _Toc1925345828]Resolution Steps
1. Ensure all users exit GP batch
2. Review Activity and Batch tables
3. Validate SQL blocking sessions
4. Perform batch recovery
5. Reconcile AP module if necessary
6. Reattempt posting

[bookmark: _Toc1982844673]8. Real-Life Example Troubleshooting Scenario
[bookmark: _Toc1131300569]Scenario
Invoice from logistics vendor failed during AP posting.
[bookmark: _Toc1716927606]Invoice Details
	Field
	Value

	Vendor ID
	LOGI00045

	Invoice Number
	INV-784512

	Batch ID
	APMAY26051

	Invoice Amount
	USD 18,450.00



[bookmark: _Toc961611678]User Reported Error
“eConnect Integration Failed — Cannot insert duplicate key in PM10000.”

[bookmark: _Toc759455206]Investigation Performed
[bookmark: _Toc1139140067]Step 1 — Validate in GP
AP team searched invoice:
· Purchasing → Transaction by Vendor
Result:
· Invoice already existed in OPEN transactions.

[bookmark: _Toc699777215]Step 2 — Validate DocuPhase
Invoice export status showed:
· “Retry Pending”
This indicated the integration retried despite successful earlier insertion.

[bookmark: _Toc1156355844]Step 3 — Review Integration Logs
SmartConnect log showed:
· Initial timeout occurred
· Retry logic triggered duplicate insertion

[bookmark: _Toc918428126]Root Cause
The original invoice was successfully inserted into GP, but the integration timed out before receiving acknowledgment. The retry process attempted to insert the same invoice again.

[bookmark: _Toc1526280603]Resolution Applied
1. Existing GP invoice validated
2. Duplicate pending transaction removed from queue
3. Retry status cleared in DocuPhase
4. Integration monitoring validated
5. AP team confirmed invoice available for payment processing

[bookmark: _Toc777384525]Preventive Action
· Added duplicate invoice validation in integration layer
· Increased SmartConnect timeout threshold
· Enabled alerting for retry queue monitoring

[bookmark: _Toc1208753135]9. Controls & Best Practices
· Validate vendor master data regularly
· Prevent manual duplicate invoice entry
· Use standardized invoice numbering
· Monitor failed integration queues daily
· Restrict direct SQL modifications
· Maintain approval segregation
· Perform daily GP batch review

[bookmark: _Toc872830189]10. Dependencies
[bookmark: _Toc1097331634]Systems
· Microsoft Dynamics GP
· DocuPhase
· SmartConnect
· eConnect
· SQL Server
[bookmark: _Toc911388150]Master Data Dependencies
· Vendor setup
· GL accounts
· Fiscal periods
· Approval hierarchy
[bookmark: _Toc1340151313]Infrastructure Dependencies
· SQL services
· Integration services
· Network connectivity
· Scheduled jobs

[bookmark: _Toc1334547684]11. Output / Deliverables
Successful completion should result in:
· Invoice successfully posted in GP
· Correct AP distributions created
· Invoice available for payment processing
· Audit trail maintained
· Failed transaction queue cleared
· Integration logs updated

[bookmark: _Toc1803893201]12. Audit & Tracking
Maintain tracking for:
· Failed invoice count
· Resolution timestamps
· Reprocessing history
· User actions
· Approval records
· Integration failures
[bookmark: _Toc665301056]Recommended Audit Artifacts
· GP posting reports
· SmartConnect execution logs
· DocuPhase workflow history
· SQL job execution history
· Incident ticket references

[bookmark: _Toc1370077778]13. Risks & Mitigation
	Risk
	Impact
	Mitigation

	Duplicate invoice posting
	Financial overpayment
	Duplicate validation controls

	Delayed invoice processing
	Vendor payment delays
	Daily monitoring

	Incorrect OCR extraction
	Incorrect posting
	Manual validation checkpoints

	Integration outage
	Invoice backlog
	Queue monitoring and alerting

	Batch corruption
	Posting failure
	Controlled posting and recovery process

	Missing approvals
	Compliance issue
	Approval workflow validation



[bookmark: _Toc1845722552]14. Conclusion
This SOP establishes a controlled and standardized approach for resolving AP Invoice Processing Failures within Dynamics GP and integrated platforms. Proper validation, integration monitoring, and structured troubleshooting reduce financial risk, improve operational continuity, and ensure timely vendor payments.
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