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DEFINITION 
 
Personal Team Setup Guide details step by step instructions on how to create Personal Team in SAP 
Vendor Invoice Management (VIM) application.  
 
Invoice exceptions are initially configured to route to single Primary User per department (storage location).  
By creating Personal Team, it allows any M&O VIM users to view/execute documents for their Team.   
 
 
LOGIN 
 
Access SAP.  Instructions for how to access SAP can be found at below link (pages 19-21).   
 
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/326/otherdocuments/job%20aids/B
usiness%20Continuity%20-
%20Virtual%20Private%20Network%20VPN%20Guide%20v5%20072120.pdf 
 
 
Enter your Single sign-on username and password and click on the Log On button.  
 
 

 
 
 
 
 
 
 
 
 
 
 

https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/326/otherdocuments/job%20aids/Business%20Continuity%20-%20Virtual%20Private%20Network%20VPN%20Guide%20v5%20072120.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/326/otherdocuments/job%20aids/Business%20Continuity%20-%20Virtual%20Private%20Network%20VPN%20Guide%20v5%20072120.pdf
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/326/otherdocuments/job%20aids/Business%20Continuity%20-%20Virtual%20Private%20Network%20VPN%20Guide%20v5%20072120.pdf
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Accessing VIM  
 

1.  Navigate to VIM Workplace – Personal View.  
 

 
 

 

 
 

2. To add Team Member, click on Configure Team.    
 
 

 
 

- Click on highlighted icon.   
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- Type in SAP Username of Team Member to add  
 

 
 

- If you don’t know Username, can search by First/Last name 
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- Click Save to finish adding Team Member.  Repeat these steps to add additional members.   
 

 
 
 

3.  To delete member, first click username, delete icon, then save  
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4.  To view all documents for your Personal Team, switch Work View to Team View 
 
 

 
 

 
  
 

 
 

 
 
 
 

 
 

 
 
 
 
 
 
 


