Procedure for PO Invoices with issues
The following will be the procedures for PO Invoices with issues:

Logging and resolution of PO Issue —

1. Student will review the PO Issues folders and will log the PO Issue in SharePoint and attach the
invoice in SharePoint.

2. Student will then drag invoice out of the folder into the logged folder.

3. Once Processors have resolved issue and the invoice needs to be processed they will take the
invoice from SharePoint and move to the Re-Submit Pool to be processed.
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Closed PO

PO # on invoice is closed.

1. Send 1% email within 7 business days of invoice being logged into SharePoint to either or all the
closed PO’s requestor, FO or the vendor depending on A/P’s judgement.
2. Wait 10 business days to see if response from 1% email
a. If no response send 2" email to vendor and either or all the closed PO’s requestor, FO,
or supervisor depending on A/P’s judgement
b. If response having correct PO # then update SharePoint list and move to Priority Pool to
be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

3. Wait 10 more business days to see if response from 2" email
a. If noresponse mark “No Response” in SharePoint and no longer follow up
b. If response having correct PO # then update SharePoint list and move to Priority Pool to
be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P



DRS - Department of Revenue Services Procedures:

1) If Purchase Order has DRS hold code, open invoice and verify the vendor is on DRS list. Search
PO & check DRS Offset List (located: Q:\AP\DRS Offset List)

Vendor Hold Cod
Payment Terms gays

Shipping Title: Not Applicable
Shipping Payment Terms:
Contacts: (%

Supplier Diversity:

a. If the vendor IS on the DRS list
i. Continue to step 2.
b. Ifthe vendor is NOT on the DRS list.
i. Processinvoice.
ii. Notify vendor area to remove hold code.
1. Amanda or Christine will remove hold code off of the vendor.
2) Check to see if DRS Alt. vendor is on PO.

Vendor Hold Code: |DRS
Payment Terms: |Net 1 Days
Shipping Title:
Shipping Payment Terms:
Contacts: | (%

Supplier Diversity:

Vendor Name: Department of Revenue
Services
vendor #: 30632-1

Alternate Vendor For Non-Primary
Vendor Payment|

a. DRSis an Alt vendor on the PO.
i. Continue to step 3.
b. DRSis NOT an alt vendor on the PO.
i. Draginvoice to DRS folder
1. (DRS Processor — Student Procedure)
3) Check the amount owed on the DRS offset List

[AAA PLUMBING LLC 7655 4604681 0 03 12,144.40 $ 12,144.40

a. In this case, the vendor owes $12,144.40 and the invoice on hand is only for $3,175.00
so the entire payment request can pay the full amount.

4) Enter the payment request as you normally would



_Stts INITIATED
Created: 11:09 AM 10/04/201

Payment Request

Pay #: Mot Available | 1 Doc Status: Initiated
[Cexpand ail | [ coflapse ai |
* reguired field

(" Payment Request Initiation [ = hide \

Paymenl Request Initistion

* Purchase Order #: 121025 | * Invoice Number: 35414
| * Invoice Dale: _hg_-zz;zoqs 3 | * Vendor Invoice Amount: '31'!50q

* Invoice Heceived Date: g0 0016 :EI

Special Handling Instructions:

5) Change vendor to DRS alt vendor.

Customer #: | &

Check Stub Notes:

Special Handling Instructions:

use alternate vendor |

Alternate Vendor For Non-Prima
Vendor Payment:

| use original vend Use alternate vendor h

1. This will change vendor to:

e

* Vendor: Department of Revenue Services
Vendor #: 30632-1

* Address 1: attn Cary Paul, Collect Unit RE 451027655 '
Address 2: (450 Columbus Blvd- Ste 1
Attention:

2. Disbursement area will pull check and send a letter.
6) Write: DRS Payment in Special Handling

Customer #:

|R|

|
|
Check Stub Notes: |
|
|
|

DRS payment

Special Handling Instructions:

. se alternate vendor
Alternate Vendor For Non-Primary ¢

Vendor Payment: ’m




7) Change payment date to Net 1 (Tomorrow’s Date on Calendar)

Vendor Hold Code:

DRS

Payment Terms:

|Net 1 Days

Shipping Title:

Shipping Payment Terms:

Primary Vendor Name:

AAA Plumbing LLC

* Invoice Number:

Pay Date:

* Invoice Date:

* Invoice Received Date:

PO End Date:

Payment Attachment Indicator:

Extract Date:

* Bank Code

3541A

10/05/2016 E [ (Immediate Pay)

09/22/2016 ? October, 2016 = I

09/27/2016 €| S~ Today e
wk |Sun Mon Tue Wed Thu Fri Sat [
38 1|

0 39 2 3 4@ [} 7 S
40 9 10 11 12 13 14 15| -

_ 41| 16 17 18 19 20 21 22|
15 & | 42| 23 24 25 26 27 28 29
Bank of America 43 20 31 e

Process Items

8) Enter amount on designated lines

e

load qty invoiced | [ clear gty invoiced

PO q

Item " Qty " Extended Tax Total Assigned i
Line el UOoM Umt_/Ext Invoiced LS Cost Amount Amount Calalnokes To Trade [REE Actions

% Qty Price e
Men's Bathroom: Install American [calculate |
3,175.00 3,175.00|13.175.00 0.00|NonCatalogltem [No Std-common lav faucet, install 2
Z < - 2 restore

1 flush valves urinal - Sloan 3/4" ¢ \—‘

[»show | Accounting Lines

9) Attach invoice

Notes and Attachments

Posted A Attachment I,
*
Timestamp | Author Note Text Attached File Type Nollf_lc_atmn Actions
Recipient
Choose File | No file chosen I:l
add:
-
10/04/2016 | Baccaro, W AAA Plumbing 3541A PO i a
1 11:38 AM Nicole V INV. 131825.msg Invoice Image LN IE'
(174 KB, application/octet-stream)
Ad Hoc Recipients \ -
Route Log \ -
v,
| calculate || cancel || submit || save || reload [ close |

10) Adhoc approve to Levy Group (10744)
a.

Levy Group to update DRS offset list.



I Ad Hoc Recipients \
Ad Hoc Recipients
Person Requests:
* Person Actions

* Action
,7 @ -Mﬂ

APPROVE v
Ad Hoc Group Requests:
* Action Requested * Namespace Code * Name Actions
APPROVE v &
APPROVE v kFs-Fp Cew kY
- Route Log \k
[ calculate | cancel |( submit || save II: reload )Ichse\

11) Calculate and submit
12) ** From Resubmit Folder — Follow Steps 3-11. **




Entered/ Paid by Other Means:

Represents invoices that were already paid. Example by DV, Credit Card, etc. Typically see something
on the invoice noting it has been paid and the document is a receipt

1. No steps necessary since invoice has been paid



Expired PO

PO # on invoice is expired. Big issue in July when vendors do not have the new PO #s yet and use the old
PO # for services in July and after.

1. Send 1% email within 7 business days of invoice being logged into SharePoint to the vendor and
cc the expired PO’s FO
2. Wait 10 business days to see if response from 1% email
a. If noresponse send 2" email to vendor and cc the expired PO’s FO and supervisor
b. If response having correct PO # then update SharePoint list and move to Priority Pool to
be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

3. Wait 10 more business days to see if response from 2" email
a. Ifnoresponse mark “No Response” in SharePoint and no longer follow up
b. If response having correct PO # then update SharePoint list and move to Priority Pool to
be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P



Freight

Issue where the invoice has a freight charge but the PO does not indicate if Freight should be paid or not

1. Assign invoice in SharePoint to Purchasing within 7 business days of invoice being logged into
SharePoint

2. Purchasing to resolve issue and make notes in SharePoint as to the resolution

Purchasing to then re-assign to A/P

4. A/P to then update SharePoint list and move to Priority Pool to be processed

w



Invoice price not equal to PO Pricing

Issue when the price on invoice does not agree with PO. Example — unit price on invoice is $10 but PO
unit price is $9. If invoice is not with-in pay per invoice tolerance (10% higher or lower but no more than
S50 difference) or if invoice doesn’t match written quote.

1.

2.

Processor to communicate with vendor via email or phone within 7 business days of invoice
being logged into SharePoint to resolve issue
Wait 10 business days to see if response from 1% email
a. If noresponse send 2" email to vendor
b. If response having correct information, then update SharePoint list and move to Priority
Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

Wait 10 more business days to see if response from 2" email
a. If noresponse mark “No Response” in SharePoint and no longer follow up
b. If response, then update SharePoint list and move to Priority Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P
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Needs Money on PO

PO does not have enough $ to pay invoice (STUDENT)

1. Send 1% email within 7 business days of invoice being logged into SharePoint to PO requestor
and FO to increase $ on PO
2. Wait 10 business days to see if response from 1 email and perform the following: if no
response
a. If noresponse run KFDM report on PO # to see if PO amendment was established

i. If PO amendment was established, then update SharePoint list and move to
Priority Pool to be processed

ii. If no PO amendment was established send 2" email to requestor, FO and
supervisor

b. If response stating POA has been established, then update SharePoint list and move to
Priority Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

3. Wait 10 more business days to see if response from 2" email
a. If noresponse run KFDM report on PO # to see if PO amendment was established

i. If PO amendment was established, then update SharePoint list and move to
Priority Pool to be processed

ii. If no PO amendment was established, then update SharePoint list and re-assign
to Purchasing under “issue resides with”

b. If response stating POA has been established, then update SharePoint list and move to
Priority Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P
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No PO#

Invoice that comes in with no PO #. Note — does not apply to certain companies — (FedEx, UPS, etc.)

1. Send 1% email within 7 business days of invoice being logged into SharePoint to the vendor and
to the UConn person if there is a name on the invoice.
2. Wait 10 business days to see if response from 1°t email
a. If no response send 2" email to vendor and to the UConn person if there is a name on
the invoice
b. If response having correct PO # then update SharePoint list and move to Priority Pool to
be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

3. Wait 10 more business days to see if response from 2" email
a. Ifnoresponse mark “No Response” in SharePoint and no longer follow up
b. If response having correct PO # then update SharePoint list and move to Priority Pool to
be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc.) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

12



Non Qty. vs Qty.

Relates to a PO that was set up for quantity where the invoices come in that is not quantity based.
Example — equipment is a quantity PO for 1 item but the equipment is 3 separate pieces and is billed
separately. PO has to be a non-quantity to process.

1.

w

Assign invoice in SharePoint to Purchasing within 7 business days of invoice being logged into
SharePoint

Purchasing to resolve issue by changing PO and make notes in SharePoint as to the resolution
Purchasing to then re-assign to A/P

A/P to then update SharePoint list and move to Priority Pool to be processed

13



Other

PO issue that do not fall into the above categories

1. Processor to communicate with vendor and Department, if applicable, via email or phone within
7 business days of invoice being logged into SharePoint to resolve issue
2. Wait 10 business days to see if response from 1% email
a. If noresponse send 2" email to vendor and Department, if applicable
b. If response having correct information, then update SharePoint list and move to Priority
Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

3. Wait 10 more business days to see if response from 2" email
a. If noresponse mark “No Response” in SharePoint and no longer follow up
b. If response, then update SharePoint list and move to Priority Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

Note — for any invoice that is over S50k the processor will continue to follow up with the vendor or
department to ensure the invoice gets paid. The steps for no response or awaiting reply would not
apply for invoices over $50k.

14



Remit

An invoice comes in with a remit address that is not in KFS master vendor data base.

1. A/Pto contact Vendor via email or phone call within 7 business days of invoice being logged into

SharePoint to have them sign into PaymentWorks to update their remit address

2. If vendor refuses to go into PaymentWorks then A/P to create eDoc to add remit address
3. If vendor agrees to use PaymentWorks then check daily report to see if vendor did update
a. If the vendor has not added remit in PaymentWorks after 10 business days contact

vendor to remind them to update so A/P can process their invoice.

b. If the vendor has not added remit in PaymentWorks after 10 business days from the
reminder, then A/P to create eDoc to add remit address and then move invoice to

Priority Pool to be processed

1. Open the folder “Remit & Vendor Name Issues” located under AP/PO Invoices — Problems/

Remit & Vendor Name Issues. (see below)

¥ This PC » EFSPONUCONM) (CE) » AP » PO Invoices - Problems -Ierlt & Vendor Mame kssues I

Legged
- Case Western Beserve Unne PO 10487
=) Iwoice for PO 133524
" Org 1633 VI295-0 REMIT CHANGE-Evergreen Slate Company 00051250 PO 131491
4 PO 131247 to Ergo Media - Please pay 51 600 Remat Change needed vendor 31519 org 1105
"V RotoRooter Inv21465 change remit to address
"L Teledyne Instruments S020143047 PO 132048 Please add Dept to remit to address

2. Locate PO number on invoice. (example in red below)

» ThisPC » EFS (MWUCOMM) (Q:) » AP » PO Invoices - Problems » Remit & Vendor Name |ssues
Mame

Legged

"L Case Western Reserve Uni\rFO 10483.1
| In\roicefmIPO# 133924'

=L Org 1633 V1295-0 REMIT CHANGE-Evergreen Slate Company 00051290[P0 131491
N PO 131447}to Ergo Media - Please pay $1 600 Remit Change needed vendor 31519 org 1105

RotoRooter Inv21465 change remit to address

-
"L Teledyne Instruments 5020143047 PO 132948 Please add Dept to remit to address

v O Searcl
Date modified
0/5/2016 12:11 PM
10/4/2 0
10/
10/

/30/2016 12:02 PM
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3. Enter PO number into KFS, under Main Menu/Purchase Orders. \

FINANCE SYSTEMS My KFS liﬂim Maintenance = Administration

[ action list | (%) doc search |
Document Search H

UCONN KFS - PRD1
KFS 5.3 09/23/2016 05:48 PM

Logged in User: csc08004

[ search || superuser search || clear saved searches |

Document Type:

PO S

Initiator:

[ &

Document Id:

Application Document Status:

COMPLETE STATUSES )
- Cancelled

- Cancelled Change

- Change in Process

- Closed v

Date Created From: ’7 2]

Date Created To: ’7 E]
Document Description: |
Organization Document Number: |

Purchase Order #: |[104887]
Requisition #: |
Purchase Order Type Code: | v | &
Vendor #: l— Y

4. Open PO and locate vendor number.

* Vendor: Case Westem Reseryve University

= City: Cleveland

State:
s g5
* mddress 1: _l:a-s-eich-w-‘loi Engmeerng, Room 321 Provimoe:
Addrass 3: | 7123 Marmn Luthir King ¥ De; Glannan Bidg o rormal Codmel o o
| required for s

Attantion: i

* Coumtry: Undad States

5. Using the vendor number on the PO, perform a vendor search in KFS. Click “Edit”.

Wendor Name Search | Vendor Aclive Yendor Counfry of
@Mm e aias | £ | Indicator  Ivee ' jncomoration/Ctizenship | Codes
285
LR Lty ergity 26359-0 | Yes o] Cihio g

6.

Locate the new remit address on the invoice. Enter this remit address into the vendor profile.

Click “Add”. Click “SUBMIT” to create e-doc for this remit change.
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™1 ddress | M - Remit - Clevaland )

w -
Adddraess Typss:

Addriss 1:

Address 3

City: Clevelamd
State: OH

Postal Coda:

- | Windled Stotes

EM_- Bemit.
Dffice of Sponsered Projects

=

Hord Hall Swite 615 10900 Euchd Ave

44106-7037F

spadocs@case. edu
Mo

Li=1

* Address Type:

* Addoess 13

Address &

Slale:
Postal Code:

uRL:

RM - Bramit = LY

Ciffics of Spordaned Paefects Acdaunting

Hard Mol St #615 10900 Fuchs Ave

| Cureniand
-

441067037

United States

L

Vendor Fax Mumber: |

Emall Addiress:
St as Default Address:
Adtive Indicator:

[adoceBoane. s
—

| Yes =i
ewad

H

7. In Q Drive, update invoice name with “READY TO LOG ‘Today’s Date”.

From here, the student will log the invoice in Sharepoint, then the student will move the

invoice to the Logged fo

Ider.

v ThisPC » EFSPAUCONM) () » AP » PO Imvoices - Problems » Remit & Vendor Name lssues

Mame

Logged

E' Case Western Resenve

Univ PO 104287 READY TO LOG 10-6-16 I

4 Inveice fior PO® 133924
= Org 1633 VI295-0 REMIT CHAMGE-Evergreen Slate Company 00051290 PO 131491
=] PO 131247 to Ergo Media - Please pay 51 600 Rernit Change needed vendor 31519 arg 1105
"¥ RotoRooter nw2 1465 change remit to sddress
" Teledyne Instruments SOA0143047 PO 132845 Please add Dept to remit to address

8. UPC 4 approves remit change — UCPEA 1 receives FYI in KFS.

w & | Searct

Date modified

10/5/2016 12:11 PM
10/4/2016 11:23 AM
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9. UCP 1 moved invoice from “Logged” folder to “PO Invoices Resubmits”.

- v T > IS FL » EF3 DAULUNMNG [LE] > AP

s Quick access

faa Onelrive

I This PC

m
¥
d

=

Desktop
Documents
Downloads
Music

Pictures

m Videos

P H N

=
j?' Metwork

Local Disk (C:)

csc08004 Muconnyhomeiwoll) (I

EFS (\WUCONM) (Q2)

Mame

Airgas

AP- Letter Head

AP _Debarment

AP_deposits (check copies)
AP_Ezcheatment
AP_PaymentWorks
AP-Disbursements
AP-PoliciesAndProcedures
AP-Second Reviewer Reports,Pregs
ARCHIVE - Shared Mailboxes
BAME 20 - HTFD CO17

Cancelled Docs-Disb in PDP to be reissued
ConnStep

DRS CERT 123-New

DRS Offset List

DV Statz 7-1_11-8-12

Exported Address Book for Yoda - Canen ...

IRS Levies

Kuali -AP

Petty Cash

PO Invoices - POOL

PO Invoices - Problems

PO Invoices - RESUBMITS

PO Invoices- POOL-DISCOUNTS
Purchase Order Invoices COMPLETE as ...

Date modified

0/29/2014 11:03 ...
91,2016 907 AM
/26,2016 3:57 PM
0/5/2016 3:54 PM
8/2016 %42 AM
6/2016 G:44 AR

2016 8:22 AM
/2072016 8:13 AM
10/6/2016 9:18 AM
7/13/2015 2:53 PM
9/6/2016 1:30 PM
10/5/2016 4:33 PM
/29/2016 4:30 PM
9/30/2016 1:10 PM
0/6/2016 11:21 AM
9/27/2016 9:29 AM
4/22/2016 11:54 AM
/2172016 3:33 PM
(16/2016 2:07 PM
9/26/2016 9:47 AM
10/6/2016 11:01 AM
10/4/2016 12:57 PM
10/6/2016 11:04 AM
10/6/2016 11:03 AM

10/6/2016 11:33 AM

==}

—

o oo
l.|::-

ezl

1zl

—

=}

==}

10. UCP 1 Updates “Accounts Payable/Purchasing” SharePoint to “Resolved”.

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder
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What Line:

PO has multiple lines and an invoice comes in that is not clear of what line on the PO the invoice is to be
applied (STUDENT)

1. Send 1% email within 7 business days of invoice being logged into SharePoint to PO requestor
and FO asking what line on the PO the invoices goes
2. Wait 10 business days to see if response from 1% email
a. If noresponse send 2" email to requestor, FO, supervisor and vendor
b. If response having correct line item, then update SharePoint list and move to Priority
Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P

3. Wait 10 more business days to see if response from 2" email
a. Ifnoresponse mark “No Response” in SharePoint and no longer follow up
b. If response, then update SharePoint list and move to Priority Pool to be processed
c. Ifresponse stating the problem is being worked on perform the following:

i. Reply all to email and state that A/P will no longer follow up and it is the
responsibility of the outside person (i.e. vendor, department, etc) to reach out
to A/P when the issue is resolved

ii. Mark “Awaiting further response” in SharePoint and attach the sent email in
SharePoint and no longer follow up but rather wait until vendor or department
has gotten back to A/P
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