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AUTOMATING YOUR INVOICE PROCESSING

Average time spent by

processing professionals
on transaction tasks

Organisations having yet to
adopt any automated
Account Payable systems
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AUTOMATING YOUR INVOICE PROCESSING

The average length it takes to
process an invoice according to
AllIM

Invoices ending up as a paper

copy mostly printed prior to
manual processing
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PLATFORM OPTIONS

Purchase Order
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Thark you for your usiness!

Item Code Description Quantity Received
100734 Metal pipes 300 03-Jan-2020
29873 Clamps 2000 03-Jan-2020
3648392 Bolts 500 03-Jan-2020

. Purchase Order \

Item Code Quantity Received
100734 Metal pipes 300 03-Jan-2020
29873 Clamps 2000 03-Jan-2020
3648392 Bolts 500 03-Jan-2020




)

IKONICA MINOLTA

Match &

data entry

Purchase Order

Thiack you for yout usiness!

Item Code Description Quantity Received
100734 Metal pipes 300 03-Jan-2020
29873 Clamps 2000 03-Jan-2020
3648392 Bolts 500 03-Jan-2020
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Purchase Order

Exceptions

Item Code Description Quantity Received
100734 Metal pipes 300 03-Jan-2020
29873 Clamps 2000 03-Jan-2020
3648392 Bolts 500 03-Jan-2020
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INVOICE

Invoice: 8457
American Car Parts (UK) Lta 02 Sep 2014
79 Holmethorpe Avenue
Reanin
Surrey RH1 2NL
Tel: 01737 780 877 Fax: 01737 780 899
Vat Reg: GB783654113
INVOICE TO: SHIP TO
CokurSchome Limited ColowrSoheme Limked
North 2 Strent, Central Milton Keynes Norh 2 ;.'."'"""" Cunienl Mikcn Keynes
MKS 182 MKS 102
Enrly Paymani Discount of 5% spplies I pmd within 10 days
Salos Rop i P.0. Number ship Date Delivery Note currency Terms
1
Paul Smitn | 165458 02 Sep 2014 1231548 Gep 30 days»
Quantity Descnption Product Code unit Price Total
2 TWUG Pack TGP 25-398.761V12V £ 10.9% L NN
1 Exhaust systom S5 Rear twin pipe section AC-1000%88 £ 36.00 £ 3600
Net Total £ 579
VAT @ 20.00% VAT Total £ 1158
Groas Total £595.45

Supplier Invoice

Imvoice Numbsar Inmvoics Daln Ditwision Supplier Addnass
B4ET | oA e | Brtish Detsion v TS Hod s Aoaniie
Foadh,
Casa Mumbar Imviics Tyoa Sunglier Surey
FH1 ZML
ZTEEd3 Dl |renica v Amarican Car Pars (acp00n /_.-"'
&
Line ltems #POMurber Blodgor Code £TaxCode M Orky Erors 4k Add
PO Mumber Diascripion
FOOD0004 o TW UG Pack TGF n
tem Code Uit Pricn Cuaniity Med Total Tax Raln  Tax Tolal
BO-399-TEIWVZY 10.95 | z | 21.80 | 0 EI
P Ling Mo Focnkad Moe Lines Lsdner Coding Tax: Cioding
1 RODDOOOE4-1 L= AL, STOCK - LB, STANDWRD-Z | @
Dasiri pion
=] Exhaust sysiem 55 Raar tain pios section n
ke Codi Uik Price Cuaniiy Wi Toal Tax Rain  Tax Todal
AC-1000DES 36.00 | | 1 | 3500 | 0 7.0 EI
Po Line: Mo Racnked Mok Lines Lesiger Cading Tax Coding
2 RODDDOOZ4-Z L=} SAL, STOCK L LB, STANDWRD-Z | W G
Carrancy Cakulkbed Hat Tokal rrenicn Mot Total
Sialus Caphure Suppiar Inmwizios T Tola
Received Daln Fosting Dale Invoice Gross Tola
E2.48
Bana Mt Tokd
5790000
Basa Tax Tola
Approval Ts Approval Index 11 52000
[+
Base Gross Tola
Invoice Moda E0. 48000
Invoice Hash
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WHAT DOES THE
PLATFORM
ACTUALLY
LOOK LIKE?
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SETTING UP USER ACCESS AND SECURITY
Security Groups CREATE NEW GROUP
2% Groups [:] Groupname Description
& Users D admin The administrative group IT staff members belong to. 3]
[:] approvers The budget holders that approve spending. £y
D processors The group of IT staff members that resolve exceptions. £y
[:] receivers Any user authorised to receive goods or services. Ey]
E] requestors Any user authorised to request a PO is raised. 3]

Groups 1-5 of 5
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PLATFORM STEPS

A

ProcessFlows

Forgot Password?

SIGN IN

Accounts Payable
Work

Il vy Queue

Invoices Assigned To Me
All Invoices O

Invoices Received Today

P

POs Assigned To Me 1

Invoices Needing Attention

Invoices Parked

Invoices Disputed

{ 0 0 @@ 0@

Parked Invoices

L |

POs All

0
0

Invoices In Capture

O
0

Disputed Invoices

A
2

Invoices Needing Attention

-

0

POs Awaiting Approval

Work

Il My Queue

a Invoices Assigned To Me

N |

POs Assigned To Me

RNs Assigned To Me

Accounts Payable

0

POs Awaiting Approval

=
0

Invoices Awaiting Approval
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Invalid Invoice B8 =

This invoice has errors which either need to be =
resolved or the invoice rejected.
Invoice: 8457
) i American Car Parts (UK) Lta 02 Sep 2014
Available Actions: 79 Holmethorpe Avenue
Reani
surrey RH12NL
> Revalidate Tel: 01737 780 877 Fax: 01737 780 899
vat Reg: GB788654113
. SHIP TO
> Park wvoKcETO:
North 2% Strowt, Contral Miltan Keynos Narth 2 Siraet, Central Miton Keynes
WKS 182 Gl MKS 102
. Early Paymeun! Discount of 5% spplies If pad within 10 days
> Dispute .
Satos Rop. l P.O. Number Ship Date Delivery Note Currency Terms
1
Paul Smitn | 169458 02 Sop 2014 1231548 GBp 30 days
> Seek Approval
Quantity Descrption Product Code Unit Price Total
. 2 TW UG Pack TGP 28-398-761V12V £ 10,95 £ 219
> Reject
1 Exhaust systom 58 Rear twin pipe section AC-1000988 £ 36.00 £ 36.00
< Close

Net Total £ 579

VAT @ 20.00% VAT Total £ 11.58

Groas Total £55.43
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Invalid Invoice

This invoice has errors which either need to be
resolved or the invoice rejected.

Available Actions:

> Revalidate

> Park

> Dispute

> Seek Approval
> Reject

< Close

PROCESSING INVOICE ORIGINAL INVOICE

Supplier Invoice

Invoice Number Invoice Date Division Supplier Address
‘ 1000665 ‘ ‘ 08/09/2016 ‘ | British Division v 135 - 138 Malling Street
Southend-on-Sea
: ; Essex
Case Number Invoice Type Supplier
e PP S53 5TN
275943 ‘ Debit Invoice v Peterson Protection Equipme

Line Items # PO Number &8 Ledger Code £Tax Code A Only Erors = Add
PO Number Description
Q Shackle 60mm n
[tem Code Unit Price Quantity Net Total Tax Rate Tax Total
10-SH-60 3.00 ‘ ‘ 25 ‘ | 75.00 20 15.00 ‘ ‘
Po Line No Received Note Lines Ledger Coding Tax Coding

Q ® ® 0

= The Invoice Line Tax Total doesn't match the value calculated from the Line Net Total and Tax Rate (20.00).
« This Supplier is not authorised to Invoice without a Purchase Order.
« Ledger Coding field is empty

PO Number Description
Q | Shackle 90mm n
[tem Code Unit Price Quantity Net Total Tax Rate Tax Total

4N CU NN [ A NN ] [ En ] [ e latalatal ] an AN NN | |
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SETTINGS

Invoices

Initial Invoice Parking Period

Invoice Retention Period

Export Invoices

Manual Validation

3 Days v

The number of days to automatically revalidate unmatched
invoices before flagging them as invalid.

Permanent

The period to retain invoices for after they complete processing.

Disable Export "

Does a fully processed invoice need to be exported to ERP?

Select an Item ¥

Decides if a manual validation will be performed before closing
items

Purchase Orders

Self Approval

Supplier PDF Delivery

PO Retention Period

Export Purchase Orders

Disallow Self Approval v

Does a user's authority extend to POs they have raised?

Requestor Only v

Once a PO is authorised, who should the supplier version of the
PDF be sent to?

Permanent ~

The period to retain Purchase Orders for after they complete
processing.

Disable Export v

Does a fully processed PO need to be exported to ERP?

Received Notes

Received Note Retention Period

Export Received Notes

Permanent ~

The period to retain Received Notes after they complete
processing.

Disable Export -

Does a fully processed Received Note need to be exported to
ERP?

SAVE CHANGES
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REPORTING — MONTHLY PAYMENT PERFORMANCE

Monthly Payment
Performance

Monthly payment performance for three last
years

Division UK

GENERATE

< Close

Automatic Zoom 2

Monthly Payment

From: 01/01/2018
To: 31/12/2020

w
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12
Month

8- 2019 @ 2020

Number of Average Days to

Total Net Value
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REPORTING — OUTSTANDING INVOICES

Automatic Zoom

Outstanding Invoices

List of outstanding invoices by division
Outstanding Invoices Gﬁ\RDEN SOL

rden butldings
Start Date Jan 1, 2010 -
From: 01/01/2010
End Date Nov 9, 2020 -
To: 09/11/2020
Division UK
GENERATE
Garden Sol
< Close

Total Net Total Tax Total Gross
Name of Invoice No Invoice Date Value (GB) Value (GB) Value (GB)

American Car Parts 8457 02/09/2014 69.48
(acp0001)

American Car Parts 1234 28/01/2020 240.00
(acp0001)

Peterson Protection 1000665 08/09/2016 330.00
Equipment

Phays HR (pha0001) 38598 01/10/2014 1,122.00

1,507.90 293.58 1,761.48
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INVESTIGATE CASES - FILTER
Investigate Cases All Receipts

All Received Notes.

B All Invoices

! Aiton Cases FILTER

- Onen POS D Case No. Supplier Received Note No Status Started Completed

= P!

M Al Receipts ] 256235 American Car Parte  R00000030 Archived 09/01/2020 09/01/2020 M
] 108661 American Car Parte  R00000026 Archived 22/11/2019 22/11/2019 Z3|
] 156820 American Car Partt  R00000027 Archived 08/12/2019 08/12/2019 M
O 85911 American Car Part:  R00000021 Archived 11/11/2019 11/11/2019 M
k=1 253008 American Car Parte  R00000028 Archived 08/01/2020 08/01/2020 M
bl 106225 American Car Parte  R00000024 Archived 21/11/2019 21/11/2019 M

J 106635 American Car Parts  R00000025 Archived 21/11/2019 21/11/2019 M
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PROCESS OVERVIEW - PURCHASE ORDERS

Overview

Demo Reset

Invoices

( @ S

Purchase Orders

Received Notes

Rajoct Dupicate
Procassing
Campicts

Oupicatie
Invoice

(3}

Release
Credited invoice

@&

|

Duplicate

Resut Parking

Pre Manuxi
Validation Chedk

Initiad Tasks = Vasicate Invoice [
) S—
Vare
Masich Line
Capture e
<
Park Invoice
@ o
sc;‘;:':f; Subiract Day
=
Vasiate Coding

(~

| Set Disputed

Resdution n l

|

@

@

Validate Coding
Before Approval

Pre Appraval

Check

Selected Step Work Items

ID Task Type Supplier

318043 Invalid Invoice Phays HR (pha0001’

- E Ropcted
Invoice No. Assignee Created
38598 28/01/2020

Rejectoc invoice

Due

28/01/2020

£
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RECORDS ENTERING

Records

B B @ )

v o BN 0 @

o5

Approvers

Currencies

Delivery Sites

Divisions

Items

Ledger Coding Fields

Ledger Coding Values

Suppliers

Tax Coding Fields

Tax Rates

Tax Coding Values

Ledger Coding Values

The values available to use in the ledger analysis fields.

Records

Division

UK

UK

UK

UK

UK

UK

Field

cost-centre

cost-centre

cost-centre

nominal

nominal

nominal

Value

capex

FIN

SAL

capex-building

capex-software

STOCK

Name

CREATE

Capital Expenditure

Finance

Sales

Building

Software

Stock

Records 1-6 of 6

FILTER
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