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Module 1:
Manage Organizational units, 
Masterdata and Exports

Yooz Rising training –
Business Edition
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◼ Objective of the training

◼ Provide the knowledge to create and manage Organizational units and their associated Masterdata in Yooz Rising.

◼ Prerequisites

◼ None.

◼ Targeted audience

◼ This training is for administrators.

◼ Duration

◼ 45-minutes.

Objective and duration of the training
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◼ Your Organizational units

◼ Accessing your Organizational unit

◼ Adding your first Organizational unit

◼ Managing your Organizational units

◼ Properties,

◼ Identification data,

◼ Settings: Document's processing preferences – Invoices and credits – Tax configuration – Accounting – Accounting lines –
Dimension.

◼ Your Masterdata

◼ Displaying your Masterdata: by Organizational unit or for all

◼ Editing your Masterdata

◼ Importing a Masterdata list

◼ Export Settings

◼ Accessing the Export

◼ Exports’ properties

Training plan
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Your Organizational units
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◼ With an administrator Role or at least a permission giving access to set-up features, you will be able to 
access to the administration settings from the home page, at the top right of the screen.​

◼ Main roles allowing access to the settings : Administrator or Extended Accountant​

◼ Note : the number of submenus of the settings screen depends on your role and your permissions. For example, an 
admin will see everything, but an accountant will only have access to the functional settings.​

Accessing your Organizational unit

NB : Extended Accountant: this Role grants you access to functional settings in addition to the accountant role.
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Adding your first Organizational unit

6

1

Let’s practice: connect to Yooz and click on « Add Organizational unit ». Let yourself guided by the product tour.
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Managing your Organizational units (1/2)

Access 
your Organizational
units.

Access 
your Settings.
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Your Organizational units: click on 
one of them to access its properties.

The Completion rate corresponds to the data collected:
- Green Flag: sufficient data for OCR recognition,
- Yellow Flag: unsufficient data for optimized OCR recognition,
- Red Flag: unexisting data for optimized OCR recognition.

Managing your organizational units (2/2)Managing your Organizational units (2/2)
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Properties

Your Organizational unit can be shelved.

If it is a sister Organizational unit, fill in here the name of the 
parent Organizational unit and the code to consider. Therefore, 
the sister Organizational unit will inherit the various 
Masterdata of its parent’s Organizational unit.

You can choose if the Automated allocations values 
should be managed globally (all Organizational units) or 
locally (only this Organizational unit).
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◼ Go on the « Identification data » tab: this data, recognized on the document, will enable the Organizational unit to be 
recognized as so (and not as a supplier).

Identification data

Here will be suggested some data 
coming from the Yooz Rising 
mutualised database. You will be
able to select and/or pick one, 
several or all data.

You will find here all the data that will be
read or to read on the document. Those
data will enable an optimized OCR 
recognition.
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Settings

Manage Documents processing preferences for the Organizational unit.
You will be able to:
- Manage Documents deletion,
- Manage Payment configuration,
- Configure the behaviour of the application for Invoices and credits,
- Configure the behaviour of the application for Purchase requests, Purchase

orders and PO-based invoices.
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Settings: Document’s processing preferences

Activate to notify the owner when their document is deleted.
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Settings : Invoices and credits (1/2)
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Settings : Invoices and credits (2/2)

Notify old documents when the date is
superior to the number of days authorized.

Define the Accounting currency. Activate the automatic mecanism that allows to 
change the amount on certain lines of accounts into
its negative, according to the context. 

Alert threshold: write in here the amount from
which you want to be notified.
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◼ In « Invoices and credits » click on « Tax configuration »

Settings: Tax configuration 

Specify tax profile displayed by default for 
new suppliers imputation.

Configure the tolerance amount in terms of gap 
on the VAT between the amount that has been 
calculated and the one appearing on the invoice
(for purchasing and sales).

To manage North America taxes.

To manage standard European taxes.

To manage non-VAT files.
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◼ In « Invoices and credits » click on « Accounting Parameters »

Settings : Accounting parameters (1/2)

Specific accounting date that should be considered. 
This date will always be the same. 

Account categories that need default analytics. (Here all accounts except category 2 
accounts).

Details of the expression:
[135678]{1} : the 1st character must equal 1 or 3 or 5 or 6 or 7 or 8 so an account of 
category 1 or 3 or 5 or 6 or 7 or 8. 

[0-9]{5,8} : the characters are numerics (between 0 and 9) and the format is from 5 to 
8 characters.
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◼ In « Invoices and credits » click on « Accounting Parameters »

Settings : Accounting parameters (2/2)

Pick-list to fill the automatic field « Default 
accounting date » by:
- Reception date,
- Document date (given by the third part),
- Date in export,
- Accounting period.

« Depending on accounting period »:
- If the invoice date is in an open posting period: the 

recording date corresponds to the invoice date.
- If the invoice date is in an open posting period: the 

reported date is the first day of the ongoing open 
posting period.
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Settings : Accounting lines

Possibility to specify an AP / AR line auto-
description different from the Offset GL line 
auto-description.

If this second parameter is not used, the label of 
the first row of costs / revenue is automatically
positionned on the AP / AR line.



©
 Y

oo
z 

20
21

 -
Co

nf
id

en
ti

al

Settings : Automatic Offset GL line generation

◼ In « Invoices and credits » click on « Offset GL line auto-description settings »

Concatenation (following the row 
direction) of all the required fields 
and automatic filling on all the 
costs/revenues rows of the 
accounting labelling.
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◼ In your Organizational unit, click on the « Dimension » tab

Creation of the Dimension (1/4)

The Dimension can be Dedicated or 
Globalized to all Organizationalunits.



©
 Y

oo
z 

20
21

 -
Co

nf
id

en
ti

al

◼ Create a Dimension

Creation of the Dimension (2/4)

Create a Dimension
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Creation of the Dimension (3/4)

Open the Dimension to add
sections to it.

Create new sections for the 
Dimension.
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Creation of the Dimension (4/4)

Fill in the Code and the Name of the 
section (as displayed in your
accounting tool).

Select which Organizationalunits
will use this section.
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Your Masterdata
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◼ On your Organizational unit, click on the « Masterdata » tab. You will find in here the Masterdata of your 
Organizational unit.

The Organizational unit Masterdata (1/2)
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◼ Yooz enables each application to generate standard or personalized applications.

The Organizational unit Masterdata (2/2)

Switch the button off to display all Masterdata such as Accounting periods or 
Ledgers for example.
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All your Masterdata

Access your
Masterdata.
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Editing your Masterdata (1/2)

Click on the pencil to rename the 
group of Masterdata.

Click on the name of the Group 
to open it and edit the content 
(cf. next slide).

A Masterdata can be global, 
dedicated to an Organizational
unit or shared by several
Organizational units.

« Managed in masterdata » means that these Masterdataare managed at a « Dedicated » 
level by the Organizanitional unit.
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Click here to create a new account.

Use the pencil to edit a section of 
your Masterdata (here for example
the account 52700000).

Editing your Masterdata (2/2)
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Importing a list (Masterdata)

2

1
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Importing a Masterdata list (1/2)

Get the template you need to fill here.

Import your file completed here.
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◼ Once your file uploaded:

Importing a Masterdata list (2/2)

View the type of Masterdata to 
import in the Organizational unit.

Choose the concerned
Organizational unit.

Organizational Unit *



Export settings
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◼ In the Settings click on « Integrations » and then on « Exports ».

Accessing the Exports
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◼ Create an Export by clicking on the « + » button.

Exports Properties (1/6)

Choose the adapter (the tool that will adapt your Export to 
the format required by your accounting software).

Automatic execution Frequency criteria:
• Manually: the Export is manually triggered.
• Instantly: when an invoice is saved, it

generates automatically an accounts file.
• Once a day: automatic (triggered at night).
• Specific: following a specific cadence defined

in advanced.

3

Document history and PDF document 
to attach to the Export.

Pick the users allowed to consult
or download the Export.

1 2

4
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Exports Properties (2/6)

◼ When an Export is set up, its properties are then displayed :

◼ Example Sage 50 :

◼ Example Quadra :
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◼ Export DMS

◼ Export Payment

Exports Properties (3/6)
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Exports Properties (4/6)

◼ An Export is set by default on all organisations and all types of documents.

◼ To limit to certain organisations and certain type of documents click on « Restrict visibility » and then select to which
Organizational units and which document types the restriction should apply to.
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◼ On each Export, you can define the Accounting reference number settings (if your accounting tool does not set it 
automatically).

Exports Properties (5/6)

Name here the prefix of your account 
sequences.

Month index to consider: current 
month or the document month.

Limit the Number of characters used 
(expected from your accounting tool).

Year index can be:
- The current year,
- The document year,
- According to the indicated rate.

1 2 3 4
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◼ On each Export, you can define the Accounting reference number settings (if your accounting tool does not set it 
automatically).

Exports Properties (6/6)

Name here the sufix
of your Accounting sequence.

Select here what reference to take for the 
first accounting sequence number.

Ledger: pick the ledger to impute 
(purchasing, sales…).

5

The accounting sequence 
number can be reset:
- Every Year,
- Every Day,
- Every Month.

6 7 8
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Questions / Answers


