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Price Discrepancy invoices – Approve 
SBWP - School Business Workplace 
This guidance shows Approvers how to approve invoices relating to Purchase 
Orders, which have been blocked for payment due to a price discrepancy ie the 
invoice amount is higher than the original purchase order approved amount. 
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Introduction 
How the invoice payment process works: 
• Purchase Order invoices are scanned into SAP by the Accounts Payable team at 

County Hall and automatically matched to their purchase order.  
The following checks are made: 

o Do the quantities ordered and receipted in SAP, match the quantities on 
the invoice? The checks are made line by line for each individual line item. 

o Do the prices on the purchase order match the prices charged on the 
invoice? 

• If the invoice prices are greater than the original purchase order prices, ie a price 
discrepancy, the invoice is automatically blocked for payment.  

• The Primary approver in your school will receive notification in their SAP 
Business Workplace Inbox.

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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Section 1 - Viewing the Price Discrepancy  

• Log onto SAP Fiori 

• Click on the SBWP (School Business Workplace) App 

On this screen click on Inbox. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• Double click on Workflow to expand the line entries displayed. 

• Price discrepancy invoices show with the title “Process Dashboard for 
Invoice 5xxxx” and there is one message for each line with a discrepancy. 
(So it may be that your Workflow shows several lines if they have price 
discrepancies). 

• The Creation Date field shows the date/time the price discrepancy message 
was created in SAP. 

• The Status field indicates if the item has been opened (a dark blue flower  
( or not opened (a light blue flower)  

• To view the discrepancy details Double click on a line item. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• On this next screen you can view the Quantity ordered/receipted/invoiced, the 
pdf of the Invoice (Orig. Inv), the Purchase Order, the Purchase order 
history (PO History), Goods receipt. 

• To view the invoice pdf click Orig. Inv. 
• The following ‘Attachment list’ screen is displayed. 
• Click on the ‘VIM PO vendor invoice’ line entry. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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A PDF copy of the invoice is displayed. 

• Make the following checks: 

• Is the invoice for your school? 
• Is the invoice for a Purchase Order placed by one of your school’s 

shoppers? (Purchase order number begins with 85*) 
• Does the invoice actually relate to the purchase order? 

Has the invoice already been paid or is it a duplicate? 

• If you are not satisfied with any of the above, refer the invoice back to Accounts 
Payable following the referring the Invoice instructions on page 10 of this guide. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• If you are satisfied, click on the back arrow to return to the original screen and 

then you can view the Purchase order along with the invoice by clicking on 
Purchase Order. 

• The following screen shows details of the purchase order, the Purchase order 
number, the name of the Shopper (Created by), Vendor name and number, the 
Date the Purchase order was created (Doc. Date). 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• It shows the items of the Purchase order, listed line by line. You can move from 
line to line by clicking on the down arrows (in the centre of the screen). 

• Ensure you are in the Purchase Order History tab. Here you can view all the 
items of the order and see the original order amount and the invoice amount 
(price discrepancy). 

Note:  If you have multiple price discrepancy lines in your Inbox for the same 
invoice, there is more than one line item with a price discrepancy 
awaiting approval.  

Once you have seen the information: 
• Click Back (top left of screen) to return to the previous screen. 

Section – 2 Paying the Invoice “As-Is” 
Once you have made your checks and you are happy to pay the invoice at the new 
price(s) for each line, you can “Pay As Is”. 
Please Note: Before you do that, you must enter a comment to support paying the 
invoice at its higher cost. 

• Click on the Create/Edit Comments button. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• In the Comments box, ensure you add your name and the reason for the 
higher price, then click Save. See below for examples. 

• The comment will attach to the invoice as a permanent Audit trail. 
• Now click on Pay as is. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• Click Yes to the confirm message – this will unblock any other lines on the 
invoice with price discrepancies. 

• You will be returned to your Workflow and the price discrepancy line(s) 
relating to that invoice will have gone and your Workflow has reduced by 1 
now showing 41 items in the Inbox. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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Section - 3 Credit Notes 

If, after completing your checks on the price discrepancy, you contact the Vendor 
and they agree to issue a credit note for the price difference, you need to wait until 
the Credit note is applied to the Purchase order by Accounts Payable. This will 
remove the respective price discrepancy lines from your Inbox, leaving only those 
where “Pay as is” can be applied. 
So you will refer the invoice back to Accounts Payable for them to match this 
against the credit note.  

Receiving the Credit Note: 
• When you receive the Credit Note from the Vendor, please stamp it and write 

the Purchase Order number on it. 
• Scan and e-mail it to Accounts Payable. 
• The credit note will be applied against the Purchase Order. 
• If the credit note equates to the price difference, the invoice will be 

automatically released for payment. 
• If the credit note does not fully address the price difference, Accounts Payable 

will refer the item back your SAP Inbox as unresolved. 

After making all the checks as shown in Section of this guide 1: 

• Click on Refer - Refer to PO Invoice AP Processor. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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• In the Comments Box which pops up, type the reason why a credit note has
been requested from the Vendor. This note goes to Accounts Payable.

• Add your name and click Save.

• From the Recipient List of names which appears, click on the first name 
that appears (this is already highlighted). These are the Accounts Payable 
team.

• Click on Continue.

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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You will be returned to your SAP Business Workplace Inbox and the invoice has 
gone back to Accounts Payable in the workflow. 

Now log out of SAP Fiori. 

For assistance email the Budget Manager Support Team on cst.budgetsupport@derbyshire.gov.uk 
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