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[bookmark: _Toc1640809584]1. Purpose
The purpose of this SOP is to define the standard process for identifying, investigating, and resolving situations where invoices processed through DocuPhase are not posting to Microsoft Dynamics GP.
This SOP ensures accurate invoice integration, timely AP processing, proper financial posting, and prevention of reconciliation issues between DocuPhase and Microsoft Dynamics GP.
[bookmark: _Toc272902698]2. Scope
This SOP applies to:
· Approved invoices not posting to GP. 
· Integration failures between DocuPhase and GP. 
· Workflow completion without GP posting. 
· Invoice export failures. 
· GP batch posting issues. 
· Duplicate invoice validation preventing posting. 
· Missing or invalid GP-required fields. 
This process supports AP teams, Finance operations, DocuPhase administrators, GP support teams, and IT support operations.
[bookmark: _Toc1687837561]3. Prerequisites
Before investigation begins, ensure the following information is available:
	Requirement
	Details

	Invoice Number
	Example: INV-DP-881245

	Supplier Name
	Vendor or supplier reference

	Invoice Amount
	Invoice total

	Workflow Status
	Approved / Pending / Failed

	GP Batch Number
	If available

	Integration Queue Status
	Export or posting status

	PO Number
	If applicable

	Error Logs / Screenshots
	Supporting evidence

	Integration Service Logs
	GP integration validation



[bookmark: _Toc1940421346]4. Responsibilities
	Role / Team
	Responsibility

	AP / Finance Team
	Validate invoice approval and posting status

	DocuPhase Support Team
	Investigate workflow and export failures

	GP Support Team
	Validate GP posting and batch processing

	IT Support Team
	Troubleshoot integration or infrastructure issues

	Procurement Team
	Validate PO and supplier information

	Workflow Administrators
	Monitor workflow and integration queues



[bookmark: _Toc105424779]5. Process Overview
The DocuPhase invoice process generally includes:
1. Invoice ingestion into DocuPhase. 
2. OCR extraction and validation. 
3. Approval workflow completion. 
4. Invoice export to Microsoft Dynamics GP. 
5. GP batch creation and posting. 
6. AP reconciliation and reporting. 
An issue occurs when invoices complete workflow processing but fail to appear in Microsoft Dynamics GP.
[bookmark: _Toc939344775]6. Detailed Procedure
[bookmark: _Toc356713409]6.1 Identify the Posting Failure Scenario
Determine the exact issue type:
	Scenario
	Description

	Invoice Approved but Not Exported
	Workflow completed but no GP export

	Integration Failure
	Export process failed

	GP Batch Creation Failure
	Invoice failed during GP batch creation

	Duplicate Invoice Validation
	GP rejected invoice as duplicate

	Missing Mandatory Fields
	Invoice missing required GP fields

	Posting Batch Stuck
	GP batch created but not posted

	Workflow Completed but Queue Pending
	Export queue not processing



[bookmark: _Toc1996921241]6.2 Validate Invoice Details
Verify the following:
· Invoice number. 
· Supplier details. 
· Invoice amount. 
· PO reference. 
· Approval status. 
· Workflow completion timestamp. 
· OCR extraction accuracy. 
· Export queue assignment. 
[bookmark: _Toc862614186]6.3 Validate in DocuPhase
Check the following in DocuPhase:
· Workflow completion status. 
· Export queue status. 
· Integration transaction logs. 
· Exception queues. 
· Validation errors. 
· Duplicate invoice warnings. 
· Retry or failed transaction history. 
[bookmark: _Toc951238400]6.4 Validate in Microsoft Dynamics GP
Verify:
· Invoice exists in GP. 
· GP batch creation status. 
· Unposted AP batches. 
· Duplicate invoice records. 
· Vendor account setup. 
· Posting errors. 
· GP integration logs. 
· Batch recovery status. 
[bookmark: _Toc1660831075]7. Error Handling & Resolution
[bookmark: _Toc34953267]7.1 Common Error: Approved Invoice Not Exported to GP
[bookmark: _Toc2106407543]Description
Invoice completed workflow approval successfully but did not transfer to Microsoft Dynamics GP.
[bookmark: _Toc1976636079]Possible Causes
· Integration queue stopped. 
· Export service interruption. 
· Workflow export mapping failure. 
· Invoice validation issue. 
[bookmark: _Toc1478250311]Resolution Steps
1. Verify workflow approval completion. 
2. Check export queue status. 
3. Review integration logs. 
4. Validate invoice mapping fields. 
5. Restart or reprocess export service if approved. 
6. Requeue invoice export transaction. 
7. Confirm invoice appears in GP successfully. 

[bookmark: _Toc1498021030]7.2 Common Error: GP Rejected Invoice as Duplicate
[bookmark: _Toc1639843603]Description
Invoice export failed because GP identified the invoice as already existing.
[bookmark: _Toc420093563]Possible Causes
· Duplicate invoice submission. 
· Integration retry duplication. 
· OCR invoice number variation. 
· Previous posting completed successfully. 
[bookmark: _Toc1002785869]Resolution Steps
1. Verify invoice existence in GP. 
2. Compare supplier, amount, and invoice date. 
3. Review integration retry history. 
4. Confirm whether duplicate is valid or false positive. 
5. Cancel duplicate export if required. 
6. Document duplicate validation outcome. 

[bookmark: _Toc994511660]7.3 Common Error: GP Batch Created but Not Posted
[bookmark: _Toc183898288]Description
Invoice exported successfully but GP batch remains unposted.
[bookmark: _Toc1004821115]Possible Causes
· Batch posting interruption. 
· Invalid GL distribution. 
· Closed financial period. 
· Vendor account validation issue. 
[bookmark: _Toc1859960915]Resolution Steps
1. Verify GP batch status. 
2. Check batch recovery history. 
3. Validate GL distributions. 
4. Confirm posting period open. 
5. Review vendor account setup. 
6. Repost batch after correction. 
7. Confirm AP posting completed successfully. 
[bookmark: _Toc2033359848]8. Real-Life Example
[bookmark: _Toc2054624304]Example Scenario
Invoice Number: INV-DP-881245
 Supplier: National Logistics Services
 Invoice Amount: AUD 18,450.00
[bookmark: _Toc1980895330]Issue Reported
AP team identified that invoice INV-DP-881245 completed approval workflow successfully in DocuPhase, but the invoice did not appear in Microsoft Dynamics GP for AP posting.
[bookmark: _Toc318797446]Investigation Performed
1. Verified workflow completion. 
a. Approval completed successfully. 
2. Checked export queue status. 
a. Invoice remained in failed export queue. 
3. Reviewed integration logs. 
a. GP export failed due to missing vendor distribution account. 
4. Validated vendor setup in GP. 
a. Distribution account configuration incomplete. 
5. Checked GP batch creation. 
a. No batch created for invoice. 
[bookmark: _Toc203913159]Resolution
1. GP support team corrected vendor distribution setup. 
2. Failed export transaction reprocessed successfully. 
3. Invoice exported into GP batch successfully. 
4. AP batch posted successfully. 
5. Finance team validated invoice in GP. 
[bookmark: _Toc1909588379]Final Outcome
Invoice posted successfully into Microsoft Dynamics GP and AP reconciliation completed correctly.
[bookmark: _Toc1494381025]9. Controls & Best Practices
· Monitor integration queues daily. 
· Review failed export transactions promptly. 
· Validate supplier master data regularly. 
· Monitor unposted GP batches. 
· Maintain duplicate invoice validation controls. 
· Review workflow completion versus GP posting reconciliation. 
· Monitor integration service health proactively. 
[bookmark: _Toc573210371]10. Dependencies
	Dependency
	Purpose

	DocuPhase
	Invoice workflow and export processing

	Microsoft Dynamics GP
	AP invoice posting

	AP / Finance Team
	Invoice validation and reconciliation

	GP Support Team
	Posting and batch troubleshooting

	IT Support Team
	Integration and infrastructure support

	OCR Processing Engine
	Invoice extraction and validation



[bookmark: _Toc493255374]11. Output / Deliverables
After issue resolution, confirm the following:
· Invoice exported successfully to GP. 
· GP batch created and posted successfully. 
· AP reconciliation completed. 
· Integration errors resolved. 
· Duplicate validations completed if required. 
· Supporting documentation updated. 
· Resolution activity recorded. 
[bookmark: _Toc37130123]12. Audit & Tracking
	Tracking Item
	Details

	Invoice Number
	INV-DP-881245

	Supplier Name
	National Logistics Services

	Issue Type
	Not Posting to GP

	Root Cause
	Missing vendor distribution account

	Resolution Action
	Corrected vendor setup and reprocessed export

	Validation Evidence
	Integration logs / GP screenshots

	GP Posting Status
	Successful

	Reconciliation Status
	Completed

	Closure Status
	Resolved



[bookmark: _Toc745231480]13. Risks & Mitigation
	Risk
	Impact
	Mitigation

	AP Processing Delays
	Supplier payment delays
	Monitor export queues daily

	Integration Failures
	Invoice posting interruptions
	Monitor integration service health

	Duplicate Invoice Posting
	Financial reconciliation issues
	Maintain duplicate validation controls

	Missing GP Batch Posting
	Incomplete financial records
	Review unposted batches regularly

	Invalid Vendor Setup
	Export transaction failures
	Validate supplier master data

	Workflow and GP Mismatch
	Reconciliation discrepancies
	Daily workflow-to-GP reconciliation review
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