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[bookmark: _Toc2108608098]1. Purpose
The purpose of this SOP is to define the standard process for identifying, investigating, and resolving Duplicate Invoice issues within the DocuPhase module under Finance operations.
This SOP ensures that duplicate supplier invoices are prevented, detected, and resolved before posting into Microsoft Dynamics GP, reducing financial risk, duplicate payments, and reconciliation issues.
[bookmark: _Toc1754596656]2. Scope
This SOP applies to:
· Duplicate invoice ingestion in DocuPhase. 
· Duplicate OCR invoice capture. 
· Multiple invoice imports for the same supplier invoice. 
· Duplicate invoice posting into Microsoft Dynamics GP. 
· Invoice matching and validation failures. 
· Supplier duplicate submissions. 
· AP reconciliation discrepancies caused by duplicate invoices. 
This process supports AP teams, Finance operations, Procurement teams, and IT support activities.
[bookmark: _Toc1956635956]3. Prerequisites
Before investigation begins, ensure the following information is available:
	Requirement
	Details

	Invoice Number
	Example: INV-SUP-551204

	Supplier Name
	Vendor or supplier reference

	Invoice Date
	Supplier invoice date

	Invoice Amount
	Invoice total amount

	PO Number
	If applicable

	Workflow Status
	Current DocuPhase status

	GP Batch Number
	If invoice exported to GP

	OCR Extraction Details
	Invoice capture information

	Error Logs / Screenshots
	Supporting evidence



[bookmark: _Toc406267833]4. Responsibilities
	Role / Team
	Responsibility

	AP / Finance Team
	Validate invoice authenticity and duplication

	DocuPhase Support Team
	Investigate OCR and workflow duplication

	GP Support Team
	Validate duplicate postings in GP

	Procurement Team
	Confirm supplier invoice legitimacy

	IT Support Team
	Investigate integration or synchronization failures

	Supplier Management Team
	Coordinate supplier clarification if required



[bookmark: _Toc139039984]5. Process Overview
The invoice processing workflow generally includes:
1. Invoice ingestion into DocuPhase. 
2. OCR data extraction. 
3. Duplicate invoice validation. 
4. Approval workflow routing. 
5. Integration into Microsoft Dynamics GP. 
6. Invoice posting and reconciliation. 
A duplicate invoice issue occurs when the same supplier invoice is captured, processed, approved, or posted multiple times.
[bookmark: _Toc1320118189]6. Detailed Procedure
[bookmark: _Toc1712122691]6.1 Identify the Duplicate Invoice Scenario
Determine the exact issue type:
	Scenario
	Description

	Duplicate OCR Capture
	Same invoice scanned multiple times

	Duplicate Workflow Entry
	Invoice entered more than once in workflow

	Duplicate GP Posting
	Invoice posted multiple times in GP

	Supplier Resubmitted Invoice
	Vendor submitted same invoice repeatedly

	Integration Retry Duplication
	Failed integration retried and duplicated

	Manual Duplicate Entry
	User entered invoice manually more than once

	Duplicate PO Matching
	Same invoice matched to multiple receipts


[bookmark: _Toc1341861921]6.2 Validate Invoice Details
Verify the following:
· Invoice number. 
· Supplier name. 
· Invoice amount. 
· Invoice date. 
· PO reference. 
· OCR extracted values. 
· Workflow timestamps. 
· User activity history. 
[bookmark: _Toc647148341]6.3 Validate in DocuPhase
Check the following in DocuPhase:
· Workflow history. 
· OCR extraction records. 
· Duplicate invoice validation warnings. 
· Exception queues. 
· Approval history. 
· Multiple document entries. 
· Invoice upload timestamps. 
[bookmark: _Toc103465183]6.4 Validate in Microsoft Dynamics GP
Verify:
· Invoice already exists in GP. 
· Duplicate batch postings. 
· Vendor invoice history. 
· AP transaction inquiry. 
· Posting status. 
· Batch recovery or retry history. 
· Duplicate payment risks. 
[bookmark: _Toc1706580719]7. Error Handling & Resolution
[bookmark: _Toc102122358]7.1 Common Error: Duplicate Invoice Captured in Workflow
[bookmark: _Toc1047903343]Description
Same supplier invoice exists multiple times in DocuPhase workflow.
[bookmark: _Toc1402539063]Possible Causes
· Invoice scanned/uploaded multiple times. 
· OCR processing duplication. 
· Supplier resent invoice. 
· User uploaded duplicate document. 
[bookmark: _Toc1915220531]Resolution Steps
1. Verify invoice number and supplier. 
2. Compare invoice amounts and dates. 
3. Review OCR extraction history. 
4. Identify original valid invoice entry. 
5. Remove or cancel duplicate workflow entries. 
6. Confirm only one invoice proceeds for approval. 
7. Document duplicate removal activity. 

[bookmark: _Toc258981502]7.2 Common Error: Duplicate Invoice Posted to GP
[bookmark: _Toc794607414]Description
Same supplier invoice posted multiple times into Microsoft Dynamics GP.
[bookmark: _Toc1588735270]Possible Causes
· Duplicate integration retry. 
· Workflow duplicate not detected. 
· Batch recovery reposting. 
· Manual AP entry duplication. 
[bookmark: _Toc120182087]Resolution Steps
1. Verify invoice existence in GP. 
2. Compare invoice amounts and vendor details. 
3. Review integration logs. 
4. Identify duplicate transactions. 
5. Reverse duplicate invoice after approval. 
6. Validate AP balances and reconciliation. 
7. Confirm duplicate payment prevention. 

[bookmark: _Toc772062156]7.3 Common Error: Duplicate Invoice Not Detected by Validation Rules
[bookmark: _Toc332031390]Description
Duplicate validation rules failed to stop repeated invoice processing.
[bookmark: _Toc73361656]Possible Causes
· Validation rule configuration issue. 
· OCR extracted invoice number incorrectly. 
· Supplier formatting variation. 
· Missing invoice reference normalization. 
[bookmark: _Toc1527283668]Resolution Steps
1. Review duplicate validation rules. 
2. Validate OCR extraction accuracy. 
3. Compare supplier invoice formats. 
4. Update matching or validation logic. 
5. Test duplicate detection functionality. 
6. Confirm workflow validation blocks duplicates successfully. 
[bookmark: _Toc386280875]8. Real-Life Example
[bookmark: _Toc815753626]Example Scenario
Invoice Number: INV-SUP-551204
 Supplier: National Healthcare Supplies
 Invoice Amount: AUD 12,840.00
 PO Number: PO-801255
[bookmark: _Toc1641427900]Issue Reported
AP team identified that invoice INV-SUP-551204 appeared twice in DocuPhase workflow and both invoices were approved for posting into Microsoft Dynamics GP.
[bookmark: _Toc1897123077]Investigation Performed
1. Verified supplier invoice details. 
a. Both workflow records contained identical invoice numbers and amounts. 
2. Checked OCR extraction history. 
a. Same invoice scanned twice within 15 minutes. 
3. Reviewed workflow timestamps. 
a. Duplicate upload identified by different users. 
4. Checked GP integration status. 
a. One invoice already posted successfully. 
5. Reviewed AP transaction inquiry. 
a. Second invoice pending in integration queue. 
[bookmark: _Toc1522056966]Resolution
1. AP team validated original invoice entry. 
2. Duplicate workflow invoice canceled before GP posting. 
3. Duplicate validation rules reviewed and updated. 
4. User awareness communicated to AP processing team. 
5. AP reconciliation validated successfully. 
[bookmark: _Toc1147346484]Final Outcome
Duplicate invoice posting prevented successfully and supplier balance remained accurate.
[bookmark: _Toc1923332328]9. Controls & Best Practices
· Enable duplicate invoice validation rules. 
· Review OCR extraction accuracy regularly. 
· Monitor duplicate workflow entries daily. 
· Validate supplier invoice numbers before approval. 
· Avoid manual reposting without investigation. 
· Monitor integration retry failures carefully. 
· Maintain audit records for canceled duplicates. 
[bookmark: _Toc381225751]10. Dependencies
	Dependency
	Purpose

	DocuPhase
	Invoice ingestion and workflow processing

	Microsoft Dynamics GP
	AP invoice posting

	AP / Finance Team
	Invoice validation and reconciliation

	Procurement Team
	Supplier invoice verification

	IT Support Team
	Workflow and integration troubleshooting

	OCR Processing Engine
	Invoice data extraction



[bookmark: _Toc1890825156]11. Output / Deliverables
After issue resolution, confirm the following:
· Duplicate invoice identified correctly. 
· Duplicate workflow entries removed or canceled. 
· GP duplicate postings prevented or reversed. 
· AP reconciliation completed. 
· Validation rules updated if required. 
· Supporting documentation updated. 
· Resolution activity recorded. 
[bookmark: _Toc1913326311]12. Audit & Tracking
	Tracking Item
	Details

	Invoice Number
	INV-SUP-551204

	Supplier Name
	National Healthcare Supplies

	Issue Type
	Duplicate Invoices

	Root Cause
	Duplicate document upload

	Resolution Action
	Duplicate workflow entry canceled

	Validation Evidence
	Workflow logs / GP screenshots

	GP Posting Status
	Single valid invoice posted

	Reconciliation Status
	Completed

	Closure Status
	Resolved



[bookmark: _Toc1942642182]13. Risks & Mitigation
	Risk
	Impact
	Mitigation

	Duplicate Supplier Payments
	Financial loss
	Enable duplicate validation controls

	Duplicate GP Posting
	Incorrect AP balances
	Monitor integration retries carefully

	OCR Misidentification
	Duplicate workflow entries
	Review OCR extraction accuracy

	Manual Upload Errors
	Repeated invoice processing
	User awareness and approval checks

	Workflow Validation Failure
	Duplicate approval processing
	Regular validation rule testing

	AP Reconciliation Issues
	Financial reporting discrepancies
	Daily duplicate invoice review
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