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Introduction

This document is for customer employees who are new to InvoiceWorks and serves as a reference guide for
current InvoiceWorks customer users. This document describes the activation process, as well as the
functionality of the InvoiceWorks Application.

The InvoiceWorks Application allows users to:
e Review, code and approve invoices
e Search for invoices
e View status of invoices
e Dispute invoices and respond to invoice disputes and issues

In addition to the functionality listed above, certain users (called power users) will have access to the
following enhanced InvoiceWorks Application functionality:
e Create invoices in InvoiceWorks through the Customer Data Entry functionality
e Review/edit scanned invoices that did not pass edits or require additional data through the Imaged
Invoice List (if applicable)
e Search for invoices both on their own Approver Worklist as well as all on other users’ Approval
Worklists
e View Reports
e View Archived invoices (if applicable)
e Create Ad-Hoc Reports
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New User Setup

Invitation Email

An email will be sent inviting the user to sign up with InvoiceWorks. This email indicates how to activate an
account and is initiated when an invoice submitted by a supplier through InvoiceWorks requires the user’s
coding and/or approval.

InvoiceWorks Account Activation

By clicking on the ‘New User Activation’ link the user will be taken to the following screen.
The user will be asked to create a password and an answer to an identity question. Click the Next button to
continue the activation process.

b
Progress . . Account Information

Administrator Account Creation
In this section you will be creating an account for your company

The following fields are required:

1. Logon ID
a. The Logon ID will be the ID you will use to access the site. It must be at least six (6) characters long
and contain a number. Click the "Check ID" button to verify the uniqueness.

2. Password
a. The Password must be at least six(6) characters long and contain a number

3. Confirmed Password

4. Security Question
a. Choose a question from the box.

5. Security Answer

Logon ID:  BSmith567
Password:
Confirm Password:
Identity Question: v

Identity Answer:

Cancol | Nox

The next screen displays the user information, the locale settings, and the email notification options. These
will be pre-populated, and the user will need to verify that everything is correct before clicking on the ‘Next’
button.

The third screen will appear to confirm the user’s information. Click ‘Next’ to continue.

The final screen contains the user agreement and two questions to which the approver must answer "Yes" to
in order to complete the sign-up process
Note: the approver can only click the 'I Accept' button after scrolling to the bottom of the user
agreement.
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InvoiceWorks User

E-Mail Notification of an Invoice Requiring Coding/Approval

If an invoice has been routed to a user for approval and the user is a current InvoiceWorks user/approver,
the user will receive an e-mail with key information about the invoice. The e-mail contains summary
information from the invoice and a link to the InvoiceWorks website.

Click on the link to InvoiceWorks and the user will be directed to their home page in the InvoiceWorks
Application, which displays a list of invoices that the user needs to code and/or approve (called the
‘Approval Worklist’).

Accessing InvoiceWorks

e Goto the appropriate website URL

e Ifnecessary, click on ‘Go to Payer’ at bottom left of screen.
e Enter Email and Password and click ‘Sign In’. The user will be directed to their InvoiceWorks
Homepage.

Approval Work List

The Approval Work List contains invoices that have been routed to the user for coding/approval. It also
serves as the default page for all users upon logging into InvoiceWorks.

To review, code, approve or deny invoices click on the ‘InvoiceNbr’.

/ InvoiceWorks  Approval Worklst = (3)

Warkliet Criteria muzioe Mumber . | Venderiame v BuzineszUnk ¥ Invelce Oxte v Due Dare * Involoe Type « ¥ | Tetal Dus v Terms © imueloe States ¢ Days OnWarklr. =
Pas Gerie Unied Starss 08252060 NonPo £15.00 Szt
Imuaiees Assigned To
13 Soul Lake fuza Dby on B §eiiw. ulrmitled
: d THRU G Spahn Fasaital 5 0132020 Mo &7 Suzritted
1pi! THRU GLAZS Wi d Heaflh. 11122018 PC 2% 150 N3oD etlch Saceplivn
1 Pawi 0¥ PO 2% 150 N300 atch Sxcaphicn
AllRcc oz PO £53.00 2% 15D N300 vatch Exceplice
i THHLU Gl Wechiasd Healh, | 07 TARED g Ee M2 BLr2ot 2% 15U Ma Aalch zacephicn
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Invoice Approval

Click on the hyperlinked ‘Invoice Nbr’ to review, code, approve or deny the invoice.

The user will be directed to the ‘Invoice Approval’ screen for either a Non-PO invoice or a PO- based
Invoice.

Non-PO Invoices
One or more of the following activities can occur in ‘Invoice Approval’:

= Enter coding for the invoice (i.e., cost center and general ledger account information).
» Add additional line distributions as required.
= Review validations

o Please note that an invoice cannot be final approved until all required fields have
been completed. If all required fields have not been completed, the invoice will ‘not
pass validations.

o This Validation Errors section, by default in the upper right, indicates whether the invoice
passes or fails validations; an invoice that fails validations indicates that either additional
information is required, or certain information is incorrect on the invoice.

o Fields that require attention are also highlighted

» View attachments associated with the invoice.

= Approve or deny the invoice.

»  Check the invoice and save the invoice as a draft for later review.

= View approval stops which indicate who else has or will approve this invoice.

» View invoice history, which shows each stage of the invoice creation and approval process.

» Create an issue / dispute for the invoice. Please note that an email notification is sent to the vendor
indicating that one of their invoices has been disputed.

» Reroute an invoice.

Note: If an invoice has been routed to the user incorrectly, do not deny the invoice. Please

contact the Customer AP Help Line to find out how to re-route the invoice to the correct

approver.
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PO-based Invoices

One or more of the following activities can occur in ‘Invoice Approval’:
» View attachments associated with invoice.
= Approve or deny the invoice.
» Review validations

o Please note that an invoice cannot be final approved until all required fields have
been completed. If all required fields have not been completed, the invoice will ‘not
pass validations’.

o This Validation Errors section, by default in the upper right, indicates whether the invoice
passes or fails validations; an invoice that fails validations indicates that either additional
information is required, or certain information is incorrect on the invoice.

o Fields that require attention are also highlighted

= Check the invoice and save the invoice as a draft for later review.

» View approval stops which indicate who else has or will approve this invoice.

» View invoice history, which shows each stage of the invoice creation and approval process.

» Create an issue / dispute for the invoice. Please note that an email notification is sent to the vendor
indicating that one of their invoices has been disputed.

= Reroute an invoice.

Note: If an invoice has been routed to the user incorrectly, do not deny the invoice. Please

contact the Customer AP Help Line to find out how to re-route the invoice to the correct

approver.
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The following is a sample PO invoice within the ‘Invoice Approval’ screen
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Approve or Deny Invoices

Click on the Approve invoice icon n to approve invoice at the upper left of the invoice.

Click on the Deny Invoice icon n to deny the invoice.

Before the invoice is denied the user will see the following message box:

Deny Invoice

ATE YU SLTE Yeu Warl 10 deny this malce
(72320} C2nyIng the Invadca wiil st all
processing of 1his nwoice and Te vendor v | not
PR payrEnt

BT Wiy ivwice shoule have Loen caled o

) wac aule W ievecs o
COMACt yo o Invelcoviorks Adminlstrator o re-
route he irvelcs.

Denal Reason

i

Pleapse spocily wicaisos [ denying Wis @i,

Doy |l Canced
L =%

The user will then be required to enter a comment explaining the reason for denying the denying the
invoice.

Check Edits and Save Invoices

Click on the Check Edits icon E to verify that all required fields have been completed.

If items are missing or incorrect, the fields will be highlighted in orange and an edit message will display on
the upper right Validation Errors tab giving the reason for the error.

Validation Errors (2) |€
Invoice Number A

Invoice Date v A n The Invoice Number cannot be blank

The Invoice Date is required

Click on the ‘Save’ icon to save the invoice as a draft without submitting it.
The user can continue to review or code the invoice at a later time.

The Validation Errors tab is by default pinned on the upper right of the page, but can be toggled between
the upper-right and upper-left by pressing the toggle arrow: '€
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Certain fields are not provided by the supplier and are required by the approver for the invoice to be
submitted and posted into your AP system. These fields are generally in the ‘Distributions’ section of the
‘Invoice Approval’ screen but can also be in other locations on the invoice. Highlighting appears in
required fields that are missing data or contain invalid data.

Distributions

#  ExpenseType Function Location GL Account Total
A~ A~ CAJPayabt  Av  Seart A n 22000
GL Acct tem M Purpose 0C00000000
Description Description
Date
Personal [ Supplier AssetiD
Add Distributions 1 + Distribution Subtotal 22 000.00

The user may enter GL account information manually, with help from a smart drop-down list. Or by

clicking on the B icon, where the user will see a ‘Smartlist Lookup’ of values that the user has recently
used (see below).

Smartlist Lookup - GL Account

n Code Description

El BO1D5 Accounting

n B3760 Computer Equip Expense

n 71000 Office Expense

Search

If the code that the user is looking for is not listed, the user can click B# at the bottom right of this
screen to open a search box. A list of all available codes will appear. If the user knows part of the code,
the user may enter the numbers/description that they know followed by the wildcard symbol **’ to find
the proper GL account.

Smartlist Lookup - GL Accaunt

Last Used i3]

L 0K, Desaription =

Accounting
Deseription AFLAC Post Exp
AFLAC Pra Exp

Bank Charges

Call Prone Expanse

ocation Hoating

Camputar Equip Exparsa
Canferances and serinars

Dues and Subscriptions Exp

Employes Health Insuranca

12 |Page



@’ayables

ts Payable A

Distributions

By default, one distribution line appears with the invoice total. If the user requires additional
distribution lines, go to ‘Add Distributions’ found below the existent distribution line(s), and select

how many distributions you would like to add, then click on the * button to add the distributions.

#  ExpenseType Function Location GL Account Total
A~ A CA-iPayabl A~  Search A 22000
GL Acct Item 2 Purpose = 0000000000
m Description Description
Date
Personal [ Supplier AssetlD
Add Distributions 1 <+ Distribution Subtotal 22,000.00

Distribution lines may be deleted by clicking on the distribution line number and selecting ‘Delete
Distribution.’

GL Acct
2y ] Description

Duplicate Distribution 2

M Delete Distribution 2

Copy Distribution from Excel

Distribution fields may be filled with information copied over from Excel documents. First, select the More

Action icon H then click on the ‘Copy Distributions From Excel’ action:

Copy Distributions From Excel

: ice Numb ; ;
bl i TEste Advance Duplicate Detection

Invoice Date 10/17/2  Print Invoice A

The user will be directed to the screen below. Copy the desired data from an Excel document and paste it
into the box as prompted. To paste the copied data, use CTRL-V.
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Copy Distribution From Excel

Distributions
GL GL Acct Itemn Distribution
ExpenseType Function Location Account Description Description Purpose Date Personal Supplier AssetlD Amount
Distribution Subtotal 0
Excel Entry

Use CTRL-V to paste your distribution data here.

The user must copy the same number of cells as there are headings on the invoice distribution copy screen.
The above screen requires 12 cells to be copied and pasted. The fields may be blank—they just need to be
included in the copy/paste transaction. If the correct number of fields are not pasted, the screen below will
pop-up:

The number of fields in the pasted data does not match the number of distribution fields. Please inciude all the fields when pasting the
distribution data.

Advanced Duplicate Detection

As invoices can be entered in various ways by suppliers and users, it is possible that duplication could
occur. InvoiceWorks maintains a mechanism that detects these possible duplicates and alerts users by
using a warning validation. This validation will not prevent an invoice from being approved but rather
offers a warning of potential duplicates.

A possible duplicate will produce an automatic warning validation error coupled with all other validation
errors of the invoice.

Click on the validation message itself or the More Action icon ﬂ and the ‘Advance Duplicate Detection’
action to see the list of potential duplicates.

Copy Distributions From Excel

Invoice Number  TESTZ A 4vance Duplicate Detection

Invoice Date 10/17/2  Print Invoice N
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Possible duplicates will be displayed in a pop-up as seen below.

Advance Duplicate Detection

Vendor ID Vendor Name Business Unit Invoice Number Invoice Date Status Invoice Amount
V996861329 Alrgas USA, LLC CA TestSamo2 4/4/19, 12:00 AM Submitted 89.98
V996861329 Airgas USA, LLC CA 64456456 4/4/19, 12:00 AM Submitted 8998

[l Dismiss Notice for All Users

Click on the invoice number link to display the potential duplicates for review:

This notice can be dismissed for all future users by selecting the checkbox ‘Dismiss Notice for All Users’.
This action will be logged in the invoice history. Even if the automatic notifications are dismissed, the user
can manually run duplicate detection.

Duplicate Detection searches all invoices, looking for duplicates that reference the following criteria:
1. Invoices that have the same combination of InvoiceNbr and Invoice Amount across all vendors for
that customer.
2. Invoices that have the same combination of InvoiceNbr and Invoice Date across all vendors for
that customer.
3. Invoices that have the same combination of Vendor ID, Business Unit, Invoice Date, and Invoice
Amount.
Invoices that have the same combination of Vendor ID,
Invoice Date, and Invoice Amount.
Invoices that have the same combination of Vendor ID, InvoiceNbr, and Invoice Amount.
Invoices that have the same invoice number when comparing the invoice number without the last
character to the invoices already submitted by the vendor.
8. Invoices that have the same invoice number when comparing the invoice number without the
preceding zeros to the invoices already submitted by the vendor.

N ook
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Related Documents (Attachments)

On the ‘Invoice Approval’ screen, click on the ‘Related Documents’ tab on the upper right-hand section of

the screen to view and/or add documents to the invoice. Each invoice can have documents attached by the
vendor and/or by the approver(s).

Click on the T icon to add additional documents.

Related Documents History Approval Stops
Issues Validation Errors (5) € Related Documents Histary Approval Stops
Upload Attachment
"~ 10f1Attachments € 4,@ + Choose Bl
- A +

; = invoice
= Uploaded by:

test.txt
on 10/19/20, 4:25

e 19720, 4:25
PM

p— B [

B invoice - test.txt

For PDFs, users can zoom in and out, rotate documents, and move to additional pages or documents using
the controls seen below:

B invoice 3 - test.pdf

Download documents by clicking on the download icon n
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History

From the ‘Invoice Approval screen’, click on the History tab. This screen shows the history of the invoice
from the beginning to current date.

Additional details are available for some actions. The details can be seen by clicking on the > jcon next
to the entry.

Related Documents History Approval Stops Issues Validation Errors (5) |«
Status ~
Invoice Status  Submitted Due Date  11/16/20 Source cust data entry

History

Date/Time User Process Action

10/16/20, 10:09 AM IP Admin InvoiceWorks Business ( Ir > Submitted V]
Field Old Value New Value

LineTotal_Base 0.00 11,000.00

UnitCost_Base on line #1 0.00 550.00

LineTotal_Base 0.00 11.000.00

UnitCost_Base on line #2 0.00 550.00

LineSum_Base 0.00 22,000.00

TotalDue_Base 0.00 22.000.00
10v16/20, 10:09 AM IP Admin InvoiceWorks. Business Submitted Invoice Failed Edits >
10/18/20, 10:20 AM IP Admin InvoiceWorks Business Add new attachment to invoice

Approval Stops

From the ‘Invoice Approval’ screen, click on the Approval Stops tab. This tab lists the approvers who are
currently on the approval workflow for the invoice. How the invoice was routed is listed in the Source
column. The date the approver was notified is also listed there. The ‘Result’ column shows if the Invoice
has been approved or denied by a specific user.

All users listed must approve the invoice for the invoice to be considered final approved.

Related Documents History Approval Stops Issues
Date
Action Sequence User Source Notified Result
u 1w Greg Brady Primary Siop - Rule #180302 2120, 035
PM

n — Jan Brady MextIn Line for G G‘}g Brady

(greghbrady)
n B % Peter Brady Mext In I._..-ne for Jan Brady

{janbrady)

) + S
Rollback All Add Reroute

Note: If there are any problems or inaccuracies with the list of approvers, please contact the
Customer AP Help Line.
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Re-route an invoice

From the ‘Invoice Approval’ screen, click on the ‘Approval Stops’ tab on the upper right-hand section and

i .
select the = ‘Reroute’ icon.
This will mark the invoice for rerouting. Any changes made on the invoice, user profile, and/or routing will
be applied, and the system will automatically reroute the invoice.

Related Documents History Approval Stops Issues Validation Errors (8) ¢
Action Sequence User Source Date Notified Result
n 1 > IP Admin Manual Stop
~
=
Reroute

Issues / Dispute Resolution

From the ‘Invoice Approval screen’, click on the ‘Issues’ tab on the upper right-hand section.

To create a new issue, select the ‘Create New Issue’ link.

The user chooses which users to receive the issue and may either choose a subject from the drop-down list
or enter their own subject.

The message field is to explain any details related to resolving the issue or dispute.

Click the check icon on the bottom right v when complete.
An e-mail notification is then sent to the supplier and listed users, indicating that an issue has been posted
for that invoice.

Relaterd Dociments History Approval Btops Issues

Niles x

venior Notes ApEprover Notas

Create New 3518 A
Racipients

C szlzc Al

[~ Fain Baell (FBaell)

[ Wary Egglezos (MEgglezos;

Add Lser To Messages
Subject” -

Messags"

[J =lace Involce In DiEpuie “Reyuiied Fisld

Heqenircd B0ids are pussmg. Ficasc A our all required iolds TG conmie,

18 |Page



@’ayables

ts Payable A

Invoice Search and Status

Click on the ‘Invoice Search’ option under the Main Menu to search for invoices.

From the ‘Invoice Search’ screen, the user will be able to see all their invoices, regardless of the
approval status. If the user is a proxy for another user, they can also search for invoices for that
individual by changing the user in the ‘Invoices Assigned To’ list.

If the user is a power user, administrator, or a custom user, in addition they will be able to search under
all users.

Note: Proxies are described under User Profile, found at the top right of the screen

Reminder: Change the ‘Invoices Assigned To’ search field to be blank, to see invoices for all users.

The user can search by the following criteria:
; i ; / InvoiceWorks  Invoice Search -
* Invoices Assigned To f\ b4
=  Vendor
[ 1 R
Il’lVO}Ce # Invoice Criteria ) LoLet
* Invoice Date Range : SubmitCod
u Invoice Type Invoices Assigned To REGTEST-
Invo%ce Status o Searci S
= Invoice Source
. . Vendor 65465
=  Business Unit
19506
=  Purchase Order Number i
* Invoice Amount Invoice Number AEGTD
» Payment Refence Number 110785
026031100
Invoice Date

testapril42(
Test

. e
TestSam02

The user can also use wildcards (*).

] Invoice Type 64456456
So if the user knows part of the name/code, the user )
may enter what that they know, followed by the & —
wildcard symbol “*’ to search for all invoices including vice Stafus 24
those characters. 069611
Ml 1242735940
To see all invoices available, leave all fields blank. _ R LT
Invoice Source s
23456 -D
The search results are displayed automatically. e e
. . . . s Business Unit 123456 -
Click on the hyperlinked ‘Invoice Number’ to see S
the details for the selected invoice. i 21662
Shannon

Purchase Order Number
654654
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Submitted -- As soon as the vendor submits the invoice it is marked as submitted. The invoice will
remain with a status of ‘Submitted’ until all approvers listed on an invoice have approved the invoice.

Approved -- When all approvers listed on an invoice have approved the invoice, it is then

marked as ‘Approved.’

Denied -- When an approver denies an invoice, the invoice is marked as ‘Denied’ and the invoice is
removed from all other approvers’ worklists. This is the final status for these invoices.

Transmitted -- After an invoice has been ‘Approved’, the invoice is transmitted in a batch from

InvoiceWorks to the Customer’ AP

system.

Received -- The ‘Received’ status is provided by Customer AP system to show that the invoices have
been received and are awaiting payment.

Paid -- When an invoice has been paid, a ‘Paid’ status and check number are posted with the
invoice. This is the final status for these invoices.

Export Invoices

To export invoices, go to ‘Invoice Search’ and enter the criteria for the invoices that are requested. For

more selective data groupings, select the desired invoices by pressing the ¥
v

number, or select all by pressing the

icon to the left of the invoice

icon on the top left corner of the search results table.

On the upper right corner of the search results table click on the E’ icon.

Click on either the Download Results, Export all data as csv, Export visible data as csv.

The user will be prompted to either save the file to their desktop or to open the file directly.

To view in Excel, the user can save the file to their desktop and open with Excel.

/ InvoiceWorks

Invoice Criteria

Invoices Assigned To

Vendor

Invoice Number

L & < <

4

Invoice Search - ®

Invoice Number

SubmitCodeTEST

REGTEST11

TESTD32620

65465

20195060

TEST15

110785

02603110007252019

Vendor Name

ABC. Inc

Gergen's Sleep Applian_

Corporation Service Co.

Acme Ofiices

City of Atlanta - Depart .

Acme Offices
ThinKom Solutions, inc

City of Boulder City

iPayables Admin ~

Reference | Invoice Status E]

Reset Columns to Default
Download Results

Export all data as csv
Export visible data as csv

Export selected data as csv
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Display Options

The user may select the fields that they wish to be displayed for the search results by selecting different
display options from the upper right [= icon.

The user can select the columns that they wish to be displayed by checking the boxes next to them.
Click ‘Reset Columns to Default’ to have the standard fields selected.

iPayables Admin -

« % | Invoice Status @

Reset Columns to Default
Download Results

Export all data as csv
Export visible data as csv
Columns:

~ Invoice Number

® VendorID

« \endor Name

' Business Unit

~ Invoice Date

+ Due Date

" Invoice Type

« Purchase Order Number
~ Total Due

x Cumrency

w Tarmc
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InvoiceWorks Power User

Invoice Entry

Create a Non-PO Invoice

From the Approval Worklist screen, click on:
1. Main Menu
2. Invoice Entry-Non-PO
3. Select the desired Vendor by entering the name or vendor number in the search field
4. Enter the details of the Invoice. Below are some of the fields that are generally required
when creating invoices (vary by different setups):
o Business Unit
Invoice Number
Invoice Date
Quantity
Unit of Measure
Description
Unit Price
Currency

O O O O 0O O O

Adding additional invoice lines:

e For additional invoice lines, click on the ‘Add Lines’ * located below the default line.

e To delete an invoice line, click on the line number and select Delete Line.

/ InvoiceWorks  invoice Enilry -

n n nE n Related Documents

Invoice Number A Ship To -
Upload Attachment
Inviice Date fl M ﬂ CHEK b0 @xpand ang srser an Jodmss e
This invsice: hias no att

Busingss Init  CA-Payshies A
Bill Ta *

Vendor b A

o eepand and enter ag

Invoice Type Noe-PO
Terms e
Requestor Email
Vendor Notes

Receipts Attached?

EFT [

Lines
Line  Cusantity Unit Of Measire Unit Price Line Tatal Lime Tax
A 0.0000 foe 0.000000 & oo 0.0
Ref#Pan¥ Description .&/
Add Lines 1 +

Payment Currancy Urited States of Arnerica Doliars (USD) ~ Ling Sut Tatal a0
Freight 0.0
Total e Ay 0.00

Non-PO Invoice Entry Sample Screen
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While creating an invoice there are five main actions that can be done to the invoices.

nlelnjof-

1. Save Draft — Save the invoice so that it can be completed later. Saved invoices may be found under
the ‘Draft Worklist’ tab on the Main Menu.
Submit Invoice — Submit the completed invoice for approval
Delete Draft — Delete the invoice
Check Edits — Verify that all required fields on the invoice have been completed
More Actions
* Change Invoice Type — Change invoice type from Non-PO or vice versa
*  Submit Invoice and Code — Allows for an invoice to be both submitted and coded/approved.

D p WD

Before submitting an invoice, click on the ‘Check Edits’ action to verify that all required items on the
invoice are correct.

When the user clicks the ‘Check Edits’ action and certain required fields are blank or incorrect, the invoice
will not pass edits and the fields that are missing or are incorrect, will be highlighted.

Lines

Line Quantity Uof Unit Price Line Total

m Ref#/Part# Description ) Expense Date ﬂ
Company Search Account Search Project

At the same time, the Validation Errors will appear by default on the upper right section of the screen and
provide details about each of the fields that did not pass edits.

The Validation Errors tab is by default pinned on the upper right of the page, but can be toggled between
the upper-right and upper-left by pressing the toggle arrow: '€

The user will not be able to submit the invoice for payment until the invoice has passed edits
as required.

Once the invoice fields that have issues are corrected and the ‘Check Edits’ icon is clicked, a message will
appear on the screen that indicates that the invoice has passed edits:

Validation Errors (0) |€

Invoice Passes Validation.
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Once an invoice is complete and passes edits, the user can submit the invoice by:
e C(Clicking on the ‘Submit’ icon.
e C(Clicking on the ‘More Actions’ and selecting ‘Submit and Code’

Create a PO Invoice through ‘Invoice Entry’

From the Approval Worklist screen, click on:
1. Main Menu
2. Invoice Entry-PO
3. Enter at least the first three digits of the Purchase Order number in the PO Number field
4. The screen as seen below will then appear. Select the desired PO number.

Invoice Date u
PO Number I AAD E

Division AAD200
Advantage Electric Supply - 774852

31857 Hayman St , Hayward, CA 94344 US

Displaying 1/1 records found.

Vendor | 774352

Advantage Electric Supply n
31857 Hayman 5t
Hayward, CAS4544

5. Information from the Purchase Order is flipped on to the invoice for you.
6. Enter the PO Line Quantities as appropriate.
o Leave PO Lines quantities as they are, if not part of the invoice. The extra lines will
automatically drop off the invoice when submitted.
7. Additional Misc. Lines can be added to the invoice which are not on the Purchase Order if you are
setup to support this feature.
o Adding additional invoice lines:

o For additional invoice lines, click on the ‘Add Lines’ * located below the default line.
o To delete an invoice line, click on the line number and select Delete Line.
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nvoice Mumbar
Inwaice Datn
PO Mumbar
Business Unit

endar

Inveice Type

Linas

Line PO Line

Add Lines| 1 +

Paymanit Currsncy

Saaith AE

ChPayanks &
&

PO
Quanlity Uit OF Mewsure.

Uinite States of Amorica Dallars (LS00

Bill 7o

i adiressa wnlared

Terms

Requestor Email

PO Class

Wendor Notes

EFT

Unit Price

Ling Sub Tatal

Tax

Freight

Todtal Due.

Rslated Documents

Upload Attachment

This inveece has no atiac

=%
Line Total
ot
000
& voo

PO Invoice Entry Sample Screen (Pre-PO-Flip)
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Cloning an Invoice

To clone an invoice, go to the Invoice Search Menu item.
Search for the invoice to be cloned.
Next to the invoice number click on the arrow and you will see two options:
‘Clone Without Attachments’ or ‘Clone With Attachments’
Select the appropriate option
This will open an invoice entry screen with the information of the cloned invoice already filled into the
correct fields.

Note: Invoice Number and Invoice Date are NOT cloned by design as this would cause a duplicate
invoice. Enter the appropriate Invoice Number and Invoice Date for your cloned invoice.

Invoice Search = ®

Invoice Number ¥ | Vendor Name * | Business Unit
- SubmitCodeTEST - || ABC, Inc Rite Aid #3719
REGTESTT | @ Clone Without Attachments [ Energy
TEST032620 | @ Clone With Attachments 104
65465 - | [ACMETDMmCcEs Brattner Energy
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Imaged Invoice List (if applicable)

This list contains Imaged invoices which require attention from Account Payable.
These invoices have not been submitted into workflow due to an exception(s).

These Imaged invoices have one or more exceptions such as ‘No Purchase Order Found’, ‘Vendor not found’
or ‘Amount exceeds what is available on the Purchase Order’.

Once correct and submitted, the invoice then will go through workflow for review, coding and approval.

To view the exception list for images (scanned invoices that have been attached to electronic invoices) that
didn’t pass edits, select the ‘Tmaged Invoice List’ tab from the Main Menu.

Imaged Invoice List -

Purchase Orders
o In
= Purchase Order Search

Invoices

Approval Waorklist
Invoice Entry - Non PO~
Invoice Entry -

Invoice Entry - Multi-PO
Invoice Search

Imaging Worklist

File Upload
Draft Worklist i
Analysis/Reporting | 31
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This will bring you to the screen below. To search for select imaged invoices, enter the useful criteria into the
blanks on the left slider. Select the hyperlinked ‘Invoice Number’ to view and/or edit the desired invoice.

gt e List = (F)

Criteria g = Invakcs NISE < Image i ) e venn vsee (h HUtioe Ty Purchase x DU Iype By DaLx  fanal Due ¥ BuSinesS LNy MO =
ImmceXRe! Buny Buy Baby L B Mum PO DRH LS E5900 00 Elatinz Energ
Imai 10 Srssisns e T o e I T
Ciom T 3r0pe LF a0 TR PC LW
i et Elock | 010073018 PO
o mian Sk fe P L
Ery Linte
Argas U3 L Non+
i risgs
gurMuts, 642907 HunBO
Riod i RugiunMulsy | 08422017 N
Antne {ahe AT PO (LYERLS
| & | e
R =
Rnvaics Mumber S
sears
Invoice lype o
T e
E A
7 Pe 16071208, BiLE0L
Inviics Dats
ETETE
Tals Ta
Hange Age LA Lopar ETET
H 1043-4200
P 1042 20
[ o | T
Hulzs PC 14008 R RN
Pc 1o 2 5183800
Purznase Urder Number s 104 W 057 - W
Niiaineas s
T i
[ ] T e
O & 23 23 tolal resulis

Invoices will need to be edited so that the exceptions can be corrected.
Once corrected, the invoice can then be submitted.

To view an attachment associated to the invoice click in any of the fields for that line other than the Invoice
Nbr. (see example below)

iPayatics Admin ~

mvnice Sar wmagels User = | Vendor = Puscha,’ b TomiDwe - Busimess Unis  Notes - = B ieae SUpEcieG DocUmHIE T - 2500
o IPVOCEXHS By By Baoy ER s b mannac £org
o (aTalalalolc ] -
1 CominSeogs LE H et comroRaTIoN O-BASF
CTund Heling Electr. Jcavsy
Linifed oo
argay USA, L
Region Matay
Saller Lot 4545
ey
b
e 4828
145-95.
4645
146-45
(45-25
] 04845 1558 00
1 1 08 PO R HE 1
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Download Invoices

To download invoices from the search results, select the invoices by checking the box to the left.

o 1362884090 2511
«  MED-53004 2502
o 0169245 2504

51312493028021 2505

Next click the "’@ icon near the bottom of the page. This will allow you to export the results of the search
into one file.

Download attachments of selected
invoices

+ Actions 4«@ &-I' ]ﬁ]

Display Options

To manage the fields that will be displayed when viewing the ‘Imaging Worklist’ search results,

select the E icon the top right of the page, which will open the screen below. Selecting the box next to
each field causes the box to be displayed; likewise, the boxes that are not ‘checked’ will not be displayed.
Click ‘Default’ to have the standard fields selected.

Total Due ¥ Business UniY. Notes v @

$4618.11 CA- Default

$15,657.63 Download Results

$242 .47
Columns:
« Invoice Nbr

v Image ID

v User
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Image Indexing Feedback

Image Indexing Feedback is used to communicate to iPayables any potential guideline changes due to
indexing errors. The guidelines changes would then be used to correctly process future invoices. Invoices
which need to be reprocessed can also be identified using Image Indexing Feedback.

From the Image Invoice List search results, click on the Invoice Number for the invoice that you would like
to provide feedback.

Once the hyperlinked ‘Invoice Number’ has been clicked, you will be directed to the page below where you
will open the left slider and click on the link ‘Image Indexing Feedback’.

EDE0a -

Change Invoice Type
Vendor | 0| |mage Indexing Feedback

A Submit And Code
PUBOX 5363

Once clicked on a popup box will display the below image.

Image Indexing Feedbhack

| eedback » Guidelines

Select 2 Neig o ses e gUItEI nes we Use Tor nasxing this
Teld Sppsar Nere.

<

| | Heguest Guigsing Crange
1 Indexirg Error

Q0

[ Reguest Ro-indox

+ s e | o
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If making a guideline change you will want to check the box ‘Request Guideline Change’. Then select the
Invoice Field from the drop-down selection of the field that is requested to be changed and add in the notes
the change to be made. If additional changes need to be made, click on the + at the bottom left of the page.
Once completed click Save.

Image Indexing Feedback

Terms X Terms Guidelines

Generic Guidelines

Terms v
Default:
Request Guideline Change (<]
Eaor Non-POs:
[ Indexing Error e
— ) = This will auto-populate from the Vendor selecied
Request Re-index
Bl ° = |fterms do not auto-populate, leave blank.
Please change Terms to say .| For POs.
3 = This will auto-populate from the PO Number/Vendor

selected
= |fterm do not auto-populate, leave blank.

e (oo ] e’

If the image was indexed with an error and needs to be re-processed, check the box ‘Indexing Error’ and add
any notes in the field.

Image Indexing Feedback

Terms x Terms Guidelines

Generic Guidelines

Terms v
Default:
[] Request Guideline Change (<]
Eor Non-POs:
Indexing Error e
[ ] Request Re-index ) . 'I:hls will auto-populate Tron‘_l ihe Vendor selected
- » [T terms do not auto-populate. leave blank
The Terms selected were incorrect. For POs.
A = This will auto-populate from the PO Number/Vendor

selected.
= [T term do not auto-populate, leave blank.

s s =1
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Reports

From the Menu select the Reports Menu Item.

e There are many standard reports that can be found by scrolling through the ‘Reports’ section on the
upper-left side of the screen.

e Each of these reports has different criteria that is required for the search and different views that are
available. The views available are By Vendor, By Invoice, or Summary.

o Note: not all views are available for every report as is shown on the right.

e Reports may be either sent to Screen, which will cause them to pop up on the screen or sent to File. This
will open the selected report in Excel and may be saved as an Excel document.

e To run a more specific report, enter criteria into the blank fields to narrow the search. To run an all-
inclusive report, the fields may be left blank.

Standard Invoice Audit
Standard Invoice Count
Standard Invoice Count By Invoice

-

Crteria

Send Report Results To

@ screenFile
Print Report

Invoice Submit Date

From To

=] [

Invoice Type

=

Report View
®gy Vendor

Cisummary
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Archive (if applicable)

From the Menu select the ‘Archive’ Menu Item.

Invoices may be stored in Archive for an additional fee. There, invoice searches and Ad-Hoc reports can
be run without slowing the bandwidth for the rest of the actions being completed in InvoiceWorks.

To access the archive, select the ‘Archive’ tab on the Main Menu, as seen below:

Archive = @

Purchase Orders

Purchase Order Search

Invoices

Approval Worklist
Invoice Entry - Non PO
Invoice Search
Imaging Worklist
File Upload

« Archive
Drraft Worklist
Imaged Invoice List

Analysis/Reporting

This will cause a new window to pop up, as seen below. It will appear very similar to the ‘Invoice
Search’ screen.

' InvoiceWorks  mvoe Name Admin ~

]‘]\'OKE Cl’i‘[e r]El Q’ Invoire Number 2. | Vendor Nome = Tiainess tinir 3 Inyniee NRte & >~ Nue MalE = Involne T‘;pe i Total Mg s Fm_-'mPn! Refara. Inwnire Status =
53734 FINEHEIGHTS . Thw Villagwalfu.. | 07152020 DF/2603020 Hon-Pg 353350 Tranenitsd &
i Ao T 283827 NORTHERMPH.. ThwVilluysslAu.. | 07152020 0541412020 Hun-PC 3235.00 Sl

VIRSBINIALINEN .. The Vllage at Dre... | 07472020 DEAIZ020 Mon-PC Tranemitied
Vo CINTAZ CORPO..  The Village atOrc... | 071272020 8432020 Nan-PC Submited
Vendor Seath 547793 VIROGIMIALINEN .. The \llage at Drc... | D7i{&r2020 050312020 Hon-PC S47.57 Submted
— CUULKSYIESET  [1P0 OGS he Villagestal... | DA1E020 ik T Hon- ¥z SIL0) Submited
[PELETE] CAHALS MO Ihe\VRJRATAL | DAL WA -1 s Hihmited
WESIGIEST0 [ OAIIENEDINA  (he VllRgeat e | RGN WAEAREATA - S Transmited
mvnire Nate
- - a73815 FPOHOIMIGR  The vilageathi | O7A30000 nEAEAIN Hon PG smam Ahmited
s = ﬂ 233412 FPCHOLOMGS  The vilngeatnu.. | O713/2020 0511213020 Hon PG s27330 Tranzmitcd
L i H 923812 FPC HOLDINGS  The vileatfu.. | 07132020 DEAZ2020 Non PG s213.0° Suomiled
e e 923313 FPC HOLDWGS  The Villgealdu.. | DTV13/2020 D5/ 122020 Nun PG 52247 Sulmited
al 323365 ASHLEY TUSNER  Thw Villaysal Dre... | O7/13/2020 072812020 Hun-PC 383250 Transnilsd
323266 ASHLEY TURNER.  Thw Villigeal Dre.. | 07/13/2020 DF/22020 Nun-PC 381275 Teansiils
Imvolze Source
48T ZIRMED, INC MyPotental st Ho.. | 07312020 DEAZIZ020 Mon-PC 331247 Submitied
il 6713880 SCHENCKFDC . The Villageat Drc.. | O7{372020 072812020 MNon-PC 527508 Transmited
B Uit CAPTALSEABO.. TheVillageatAu. | [7i{12020 DEADIZ020 Man-PO 342070 SubmHed
& CAIIALSEAN. . [he \CHEge atAU.. | DEHT1Z080 BN Man-2 Submed
DA T WAL Ihe Viiageat e | 1411200 IR Mon-1 Hunmited
Eurchasz Drder Numbar ThAAkEHAT BAMIAL SEAID Tha Vllaze At A A AT An-14] 10 shinmted
PRANGZD ROTARY CILIR The vilagear e | DTT0G020 narININ Hon PC STHA M Trancmited
Invrire Amoant 1 * =

PAAMIRYING SO0/1043 Rasiss
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From this screen, invoices may be searched for specific criteria, or all invoices may be searched for by
selecting the ‘Select All Users’ hyperlink underneath of the blank for ‘Invoices Assigned To’.

Ad-Hoc Reports may be run by selecting the ‘Ad-Hoc Reports’ tab from the Main Menu as seen below:

Invoice Search - ®

= | Purchase Crder Search

7 «" Invoice Search
Analysis/Reporting

33 4
Ad-Hoc Reports
|

Reports

5o ryssoe (TR =RV Wiat v

This will open the screen below. From here, Ad-Hoc reports can be created, deleted, edited, emailed,
and exported.

Creale Yew Report
Lreale Mew Report Fron S0
Edt Sclzcicd Noport
Edt Selzcied Report SQ_
Exsot Seected Resotfo CSV
Fxant Seercted Beant in XK1
Errail Selected Report
Delel: Sekcled Repuil
Saved Reports

Active Jacra

Cusl Cenler Repuorl
“reight Vendors 2
=reight Vendors SQL
Fueicn’

Fusivn? ||
nvoices by Submitlae or krtrylate b
—arge Amounts ||
NonFO Invoices ‘or PO Yendorz
Orline Cniry

“U Uata

‘Wendor

‘Wendor Contact hfa

Wendora wih nvoizes

IVF Demo
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To create a new report click on the ‘Create New Report’ link under Actions.

Actions

Create New Report

Create New Report From SOL
Edit Selected Report

Edit Seiected Report S0QL
Export Selected Report to 5%
Export Selected Report to XML
Email Sefected Report

Delete Selected Report

Saved Reports

This will bring you to the query designer where fields can be dragged and dropped for each different criteria
that is wanted.

/ InvoiceWorks  Main Menu ~ Name Admin ~

Tables & Columns

B Invoice Header HiSHap g

Bl Invoice Line IZIA";:_]In\roice Mumber
#
Base Line Total ——
Base Unit Cost Filters
Description
ItemTypeCode
Line Base Tax
Line Tax m—
PO IJ'nle Sorting
Quantity
Ref#/Part#

Unit of Measure
Unit Price
 Invoice Distribution

H Invoice Address

X nvoice Date; v :;]

plawiendor Name T

—a—,

=

[ onc | provien
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Once the fields have been selected click on Preview at the bottom left. Which will show you a preview of the
report that is going to be made.

Ad Hoc Report Preview

Invoice Number
8166802
8174814
8153056
8276885
8285890
8341678
20M-0070010
20M-0086553
1813461
71356308
7139217
7145879
7145688
7152612
7155136
7160319
7163079
7167617
7167629
7168322
7169661
7175716
7180222
7180223
7180682
7183425
7153876
7155106
7159326
866783
887220

ART7II1
Report Name: |

After looking at the preview you can either click close and make adjustments to the report or fill in the
Report Name and click ‘Save.’

Once the report is saved, it can then be viewed and ran at any given time. The report will be listed on the
Ad-Hoc page ‘Saved Reports’ as displayed below.

Create Yew Report

Lreale Yew Report Fion S0
Edt Sclzced Rcport

Edt Selzced Report S0
Ex01 Seected Resotio CSV
Fxant Seectad Reant in KNI
Erail Sslectsd Report

Delels Sekled Ropuil

Active Jacrs
CuslCenler Repurl
“reight Vendors 2
Freight Vendors SOL

ugicn’
usivng

NVOICES Ly SUBNNUAE orkrtrylate i
—arge Amounts

ManF0 Invoices “or PO Yendors.
Srline Cniry

- Lata

Vendor

Uendor Cantact hfs

‘Vendora wih nvoizca

WF Demo

36|Page



