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SOP_Validation Backlog (IRIS Verify)
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[bookmark: _Toc104378248]1. Purpose
The purpose of this SOP is to define the standard process for identifying, investigating, and resolving Validation Backlog issues within the IRIS Verify stage of the DocuPhase invoice processing workflow.
This SOP ensures timely invoice validation, accurate OCR verification, smooth approval processing, and prevention of Accounts Payable delays caused by validation queue backlogs.
[bookmark: _Toc713789613]2. Scope
This SOP applies to:
· Large invoice queues pending in IRIS Verify. 
· OCR validation delays. 
· Invoice verification bottlenecks. 
· Incomplete or failed invoice validation. 
· AP processing delays caused by validation backlog. 
· Workflow congestion impacting invoice approvals. 
· Integration delays into Microsoft Dynamics GP. 
This process supports AP teams, Finance operations, DocuPhase support teams, and workflow administration teams.
[bookmark: _Toc82491508]3. Prerequisites
Before investigation begins, ensure the following information is available:
	Requirement
	Details

	Invoice Number
	Example: INV-IRIS-442105

	Supplier Name
	Vendor or supplier reference

	Validation Queue Status
	Pending / Backlog / Failed

	Invoice Upload Date
	Date invoice entered workflow

	OCR Processing Status
	OCR completed or failed

	Assigned Validation Queue
	IRIS Verify queue name

	Workflow Status
	Current workflow stage

	Error Logs / Screenshots
	Supporting evidence

	GP Integration Status
	If applicable



[bookmark: _Toc1240151296]4. Responsibilities
	Role / Team
	Responsibility

	AP / Finance Team
	Validate invoice data and monitor processing backlog

	DocuPhase Support Team
	Investigate workflow and IRIS Verify queue issues

	OCR Validation Team
	Complete invoice verification activities

	IT Support Team
	Validate infrastructure and processing issues

	GP Support Team
	Validate invoice integration into GP

	Workflow Administrators
	Monitor workflow performance and queue configuration



[bookmark: _Toc1082034771]5. Process Overview
The DocuPhase invoice processing workflow generally includes:
1. Invoice ingestion. 
2. OCR data extraction. 
3. IRIS Verify validation. 
4. Approval workflow routing. 
5. Invoice integration into Microsoft Dynamics GP. 
6. AP posting and reconciliation. 
A validation backlog occurs when invoices accumulate in the IRIS Verify stage and are not processed within expected SLA timelines.
[bookmark: _Toc2007801901]6. Detailed Procedure
[bookmark: _Toc261249660]6.1 Identify the Validation Backlog Scenario
Determine the exact issue type:
	Scenario
	Description

	High Validation Queue Volume
	Large number of invoices pending verification

	OCR Extraction Failure
	Invoices require manual validation

	Validation Resource Shortage
	Insufficient users processing queue

	Workflow Processing Delay
	Queue not progressing

	Invoice Validation Timeout
	Validation SLA exceeded

	Duplicate Validation Queue Entry
	Same invoice appears multiple times

	Integration Delay After Validation
	Verified invoices not moving to GP



[bookmark: _Toc469190338]6.2 Validate Invoice and Queue Details
Verify the following:
· Invoice number and supplier. 
· Invoice upload timestamp. 
· OCR extraction accuracy. 
· Current workflow stage. 
· Queue assignment. 
· Validation timestamps. 
· Number of pending invoices. 
· Exception queue details. 
[bookmark: _Toc1956464200]6.3 Validate in DocuPhase / IRIS Verify
Check the following:
· IRIS Verify queue status. 
· OCR confidence scores. 
· Workflow history. 
· Pending validation records. 
· Validation SLA breaches. 
· Duplicate workflow entries. 
· User assignment and queue ownership. 
· Exception handling queues. 
[bookmark: _Toc841393302]6.4 Validate Integration and Workflow Processing
Verify:
· Workflow engine processing status. 
· Invoice export readiness. 
· GP integration queue. 
· Integration service health. 
· Batch processing delays. 
· Failed transaction logs. 
[bookmark: _Toc298092577]7. Error Handling & Resolution
[bookmark: _Toc628111211]7.1 Common Error: Large Invoice Backlog in IRIS Verify
[bookmark: _Toc1377184000]Description
Invoices remain pending in IRIS Verify queue for extended periods causing AP processing delays.
[bookmark: _Toc1838539493]Possible Causes
· High invoice volume. 
· OCR extraction failures requiring manual review. 
· Limited validation resources. 
· Workflow performance degradation. 
[bookmark: _Toc460481643]Resolution Steps
1. Review IRIS Verify queue volume. 
2. Identify oldest pending invoices. 
3. Prioritize urgent supplier invoices. 
4. Allocate additional validation resources if required. 
5. Validate OCR extraction quality. 
6. Escalate SLA breaches to workflow administrators. 
7. Monitor queue reduction progress. 

[bookmark: _Toc2040229517]7.2 Common Error: OCR Confidence Too Low
[bookmark: _Toc73107302]Description
Invoices remain in validation because OCR extraction confidence is insufficient.
[bookmark: _Toc509268121]Possible Causes
· Poor invoice image quality. 
· Incorrect invoice formatting. 
· Supplier template variations. 
· OCR engine parsing limitations. 
[bookmark: _Toc1200585909]Resolution Steps
1. Review OCR extracted fields. 
2. Validate invoice image clarity. 
3. Correct missing or incorrect fields manually. 
4. Reprocess invoice validation. 
5. Update OCR learning templates if required. 
6. Confirm workflow progression successfully. 

[bookmark: _Toc534089523]7.3 Common Error: Validated Invoices Not Moving Forward
[bookmark: _Toc640921199]Description
Invoices completed in IRIS Verify but workflow does not continue to approval or GP integration.
[bookmark: _Toc1650621532]Possible Causes
· Workflow routing interruption. 
· Integration queue failure. 
· Missing mandatory validation fields. 
· Workflow engine timeout. 
[bookmark: _Toc517032178]Resolution Steps
1. Verify validation completion status. 
2. Review workflow routing history. 
3. Check integration queue status. 
4. Validate mandatory workflow fields. 
5. Restart or reprocess workflow if approved. 
6. Confirm invoice progresses to next stage successfully. 
[bookmark: _Toc1293901321]8. Real-Life Example
[bookmark: _Toc1639792542]Example Scenario
Invoice Number: INV-IRIS-442105
 Supplier: National Healthcare Equipment Supplier
 Workflow Stage: IRIS Verify
[bookmark: _Toc2072811467]Issue Reported
AP team identified that more than 1,200 invoices remained pending in the IRIS Verify queue for over 4 business days, causing delays in invoice approvals and supplier payment processing.
[bookmark: _Toc1665042852]Investigation Performed
1. Reviewed IRIS Verify queue volume. 
a. Large backlog identified. 
2. Checked OCR confidence scores. 
a. Multiple invoices had low OCR confidence levels. 
3. Reviewed workflow processing statistics. 
a. Validation queue processing slowed significantly. 
4. Validated staffing allocation. 
a. Limited validation users available during month-end processing. 
5. Checked workflow engine performance. 
a. No infrastructure failure identified. 
[bookmark: _Toc754505716]Resolution
1. Additional AP validation resources assigned temporarily. 
2. High-priority supplier invoices processed first. 
3. OCR template corrections applied for recurring supplier formats. 
4. Workflow monitoring increased during month-end cycle. 
5. Queue backlog reduced successfully over next business cycle. 
[bookmark: _Toc771020554]Final Outcome
Invoice validation SLA restored successfully and AP processing delays minimized.
[bookmark: _Toc1054582246]9. Controls & Best Practices
· Monitor IRIS Verify queue volumes daily. 
· Prioritize urgent supplier invoices. 
· Review OCR confidence thresholds regularly. 
· Maintain adequate validation staffing during peak periods. 
· Monitor workflow SLA breaches proactively. 
· Update OCR templates for recurring supplier formats. 
· Review workflow processing performance regularly. 
[bookmark: _Toc243659367]10. Dependencies
	Dependency
	Purpose

	DocuPhase
	Invoice workflow and validation processing

	IRIS Verify
	OCR validation and invoice verification

	Microsoft Dynamics GP
	Invoice posting and financial processing

	AP / Finance Team
	Invoice verification and reconciliation

	OCR Engine
	Data extraction and validation

	IT Support Team
	Workflow and performance troubleshooting



[bookmark: _Toc459734145]11. Output / Deliverables
After issue resolution, confirm the following:
· Validation backlog reduced successfully. 
· Pending invoices processed. 
· OCR validation completed correctly. 
· Workflow progression restored. 
· GP integration functioning successfully. 
· SLA compliance restored. 
· Supporting documentation updated. 
[bookmark: _Toc1168324834]12. Audit & Tracking
	Tracking Item
	Details

	Invoice Number
	INV-IRIS-442105

	Supplier Name
	National Healthcare Equipment Supplier

	Issue Type
	Validation Backlog (IRIS Verify)

	Root Cause
	High invoice volume and low OCR confidence

	Resolution Action
	Additional resources assigned and OCR templates updated

	Validation Evidence
	Workflow reports / queue screenshots

	Queue Status
	Normalized

	SLA Status
	Restored

	Closure Status
	Resolved



[bookmark: _Toc167548579]13. Risks & Mitigation
	Risk
	Impact
	Mitigation

	Supplier Payment Delays
	Vendor dissatisfaction and late fees
	Monitor validation queue daily

	Workflow Bottlenecks
	Invoice approval delays
	SLA-based queue monitoring

	OCR Validation Failures
	Increased manual workload
	Improve OCR templates regularly

	Resource Constraints
	Large validation backlog
	Allocate additional resources during peak periods

	Integration Delays
	Invoice posting issues in GP
	Monitor workflow and integration queues

	Month-End Processing Delays
	Financial close impact
	Proactive workload planning and monitoring
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