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YOOLZ Objective and duration of the training

Cloud P2P Automation. Easy. Powerful. Smart.

m Objective of the training

m Discover and configure the Processes & Workflows to process documents in Yooz Rising.

B Prerequisite

m Completion of the module 1 « Organizational units and Masterdata » and the module 2 « User
management ».

B Targeted audience

m This training is for administrators.

B Duration

m 45 minutes.
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Cloud P2P Automation. Easy. Powerful. Smart.

B Introduction

B Route Settings

B Processes & Workflows management = Definition
m Creation
m Access path _—
® Priority management
m Dashboard L
m Duplication
B Global Settings m Duplication on the same Step
m Replication on another Step

B Phase Settings

B Step Settings
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Cloud P2P Automation. Easy. Powerful. Smart.
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Introduction

B The purpose of this presentation is to detail the functionalities for managing document Processes &
Workflows in Yooz Rising.

Purchase

.4

Create PR/PO/GR
and approve
using

workflows.

Automate PO
import from
financial systems.

»>

No Touch

Straight Through Processing - Touchless Document - Scalable

>y

b Workflow

Capture

Automate multi-

channel capture: email,
drag and drop, mobile,

scan, sFTP, for multiple
formats (PDF, Factur-X,
UBL, CII, EDIFACT, etc.)

Al-based
data extraction.

Review

Automate

GL coding
and

PO matching.

Approve

v

Approve or reject using
smart workflows.

Pay

Automate payment
approval, prepare
payment files
including

SEPA format.

Export

L 4

Automate
exportto
more than
250 financial
systems.

[

Legal Archiving - Search - MonitM‘t‘iﬁise - Audit - Secure

Processes & Workflows management is divided into major
distinct steps after the Capture (invoices) or creation (Purchase

Requisition) of the document.

/




YOOZ ) Definitions

Cloud P2P Automation. Easy. Powerful. Smart.

B Phase m Operator
m Describes the main Phases of document processing: m Functionality that applies to the selected criteria to
Review, Approval, Payment. determine the scope of the values that will be
associated with it (Equal, Different, Included in,
etc..).
W Step
m Divides a Phase into different Steps: for example, m Value
the approval Phase can be divided into 3 approval
Steps : level 1, level 2, level 3... m Value that applies to the Condition / Criteria.
B Route B Priority
m Path traveled by a document within a Step. The m Priority order of a Route.

Route leads the document to a Recipient.

. o B Recipient
m Conditions / Criteria
m User to whom a document is intended for according
m Distinctive elements characterizing a route. For a to the Criteria of the Route.

document to use it, it must meet all the criteria.
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Processes & Workflow management




YOOLZ Access path

Cloud P2P Automation. Easy. Powerful. Smart.

B Reminder: To access the Settings management, the User must have the appropriate Roles / permissions.

In one click, access to the most frequent functions

g
(Organizational units, users, masterdata, ...)

Access all the settings of your application

Add organizational unit...

M Organizational Units >

Configure addresses, contacts and all properties of organizational units

Who?

2 Roles 3
Configure roles and their associated permissions

= User groups >
2 Users 3
‘= Masterdata >

Access and configure all masterdata loaded in your application

fill Dimensions b

Process
A Integrations >
Data imports, exports, external software connections, API documentation... @ Other document process
@ Processes & Workflows > @ Payables invoice/credit process
Madification in progress by Florian Noiret, started on Thursday. 21 January 2021 08:40
a Parameters & Preferences > e Payables Process

m In this presentation, we exclusively explore the management of Payables invoice Processes & Workflows.
However, the method of administration will be the same regardless of the selected Process.
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YOOLZT; Dashboard 1/4

Cloud P2P Automation. Easy. Powerful. Smart.

Saves all changes
and manages

Import routes

Ry Export routes
Phasze: Steps: Phase: Steps: Phase: Steps:
Review ] ’1 ] ’Approve ] ’1 ] [Approue payment ] ’2

Please note, this phase is shared with at least one other proc

PREEIRFRRRRIERRRRREDRR] 6 >::->>>| Review >>>>::-::->>>>°>>>>::-::->>>>::-::->>>>::-::->>>>::-::-: e = >>>| Appro\u’al b= >>>>°>>>> SRR RRERERRRRED e g;p”l‘%ﬁ%} |> B ERRRERER RS e F\DDFOVEZDaymEHII:}

2 routes (Gateway before review subprocess) 2 routes (Approval 1) 2 routes (Gateway before payment approval step) 1 route before Approve payment 2 +

WF DEMO WF DEMO WF DEMO + @ (Defaul)

v (Défaut) o (Défaut) ~ (Défaut)
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YOOLZT; Dashboard 2/4

Cloud P2P Automation. Easy. Powerful. Smart.

Pm invoice/credit e e- 0 Draft, automatic recording

View the Phases

Properties and the number of
Phase: Steps: Phase: Steps: Phase: Steps: —— StepS W|th|n eaCh
Review ] [1 l [ﬁpprove l [1 l [Approve payment ] lz ] Phase.

— — v ' ' ]
PR REEE R R 6 >::->>>| RF_‘\,-'iE'I;'u’ PR a:‘9:‘9>>Z:-:=->>>>Z:-:=->>>>Z=-:=->>>>Z=-:=-: 6 >:=->>>| Apprﬂ\fal e e abb>>Z:-Z:-:‘>>>>Z:-Z=->>>>Z=-Z=-:‘>:‘>>>Z=-Z=-: e > SS%%%I;E D e e ﬁpprovefayment >
2 routes (Gateway before review subprocess) + 2 routes (Approval 1) + 2 routes (Gateway before payment approval step) -+ 1 route before Approve payment 2 +
1 1 1

WF DEMO WF DEMO WF DEMO v & (Defaul)
v (Défaut) v (Défaut) v (Défaut)
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YOOLZT; Dashboard 3/4

Cloud P2P Automation. Easy. Powerful. Smart.

Properties

Description of each
tens Phase: Steps: Step.

Phaze: Steps: Fhaze:

Review ] l 1 l lApprave ] l 1 ] [Approve payment 2 ]
Pleass nate, this phage s shared with al Jaacl one glher pacacs
— — ———0 s J 7 .
U S ana] : .. R U - . U S— . Payment N ... Approve payment 4
BRI EEED]) 6 s,.-::::;‘>| RE\:‘lEIN s -}}PQ}}PP.--.--}}}P.--. ERSS e 5.--:‘92525| Appro\l’al e ‘P.-'}}})0>:‘=>>.--.--;‘:2525>.--.--25>;‘:, EEE RS 6 > appI'D\Ia| RS el B L 20 e

2 routes (Gateway before review subprocess) + 2 routes (Approval 1) aF 2 routes (Gateway before payment approval step) + 1 route before Approve payment 2 +
1 1 1

WE DEMO WE DEMO WE DEMO v & (Defaul)
o (Défaut) o (Défaut) o (Défaut)

© Yooz 2022 - Confidential



YOOLZT; Dashboard 4/4

Cloud P2P Automation. Easy. Powerful. Smart.

T —

Properties
Phaze: Steps: Phaze: Steps: Phaze: Steps:
Review l l1 l ’Approue l l1 l lApprove payment 2 l

Please note, this phase is shared with al least one other process

P — —— 9 i s
DEBRIIERREIEEBRRIREEE] e s::-::::::| Review S e R S B0 e SR A P proval S Y a:;: BRI IERIIEEE] 6 S ‘:S%TBEQE I;::-::-:::::: PR BIIRRIIIE] e SS ﬁpprovezoa yment I:::::::

2 routes (Gateway before review subprocess) ar 2 routes (Approval 1) ar 2 routes (Gateway before payment approval step)  + 1 route before Approve payment 2 +
1 1 1

WF DEMO WF DEMO WF DEMO v @ (Defaul)
o (Défaut) v (Défaut) v (Défaut)
. View of individual
Y Step and their
associated Routes.
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Access to the Processes & Workflows
YOOLT, global Settings

Cloud P2P Automation. Easy. Powerful. Smart.

Properties
Fhaze: Steps: Phase: Steps: Phase: Steps:
Review ] ’1 ] ’Approve ] ’1 ] ’Approve payment ] 2

Please note, this phase is shared with a1 least ene oLher pe

SEEREEEEIEEIEEEIEIRE] 6 >::->>>| Review >>>>:-::->>>>Q>>>>::-:->>>>::::->>>>:-::->>>>::-::-: e = >>>| Approval =SS >>>>o>>>> SRS e e ;S&[;E%fr;ﬁ |> S EEEIBEEIEPIRRIIRD e Approvezvayment |;>>>>> s

2 routes (Gateway before review subprocess) + 2 routes (Approval 1) + 2 routes (Gateway before payment approval step) + 1 route before Approve payment 2 1F

W

1 WF DEMO 1 WF DEMO 1 WF DEMO v @ (Default)
v [Défaut) v [Défaut) v [Défaut)
2 Global Settings for
S L Settings ; the Processes &
8 Workflows.
3
L
©



Global Settings
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YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Managing Late documents

B Here we manage the Process settings of the global Processes & Workflows.

L Settings
< Back
l:l Process settings 2

» Motify the redipients of the task]

-
ﬁ.} Mark tasks as "Late"” kﬁer a certain time

Configure main actors

Deactivated »

3

Define the stakeholders [usel§ you can transfer a task to) and the business administrators
jusers who can manage t3sk With issues). It can be defined at the process level (and

nherited) or at the phase legll.

B8 Modify the form and fontrols

Activated »

Activate notification by
email per User.

<Back < Process settings

4 Activate Late

document.

@ Mark tasks as “Late” after a certain time, 1 .

Late if task exceads (£ of days]) Latz if phase exceads (£ of days]) Late if process exceeds (£ of days)) .
Define when a

g document is
considered as Late.
Remind the recipient(s) with "Late tasks" Deactivated >
b Escalate "Late" tasks to other recipients Deactivated >




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.
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L Settings 1

$

< Back

l:l Process settings

» Motify the redpients of the task

2

ﬁ.} Mark tasks as "Late" after a certain time

Configure main actors

Deactivated -
>

Define the stakeholders {users you can transfer a task to) and the business administrators
jusers who can manage t3sks vinth issues). It can be defined at the process level (and

nherited) or at the phase level.

B8 Modify the form and controls

Activated »

< Back < Process settings

Managing Reminders and

@ Mark tasks as "Late" after a certain time =~ 1D

Late if task exceeds (2 of days]] Late if phase exreeds (2 of days])

Notifications

Late if process exceeds (£ of days))

Remind the recipient(s) with "Late tasks

A& Escalate "Late® tasks to other recipients

Deactivated >

Deactivated >

Remind the recipient(s) with "Late tasks®, 1@

Remind every? (& of days)

Motify the business administrator

Motify the initiator

Activate email Notification
oer User if document is

4 Lates.

Motify the manager

Define Reminders

r

frequency and Recipient.




YOOLZT; Managing Escalation

Cloud P2P Automation. Easy. Powerful. Smart.

1
L Settings
< Back < Process settings
<Back
@ Mark tasks as "Late" after a certain time =~ 1D
l:l Process settings
Late if task exceeds (2 of days]] Late if phase exreeds (2 of days]) Late if process exceeds (£ of days))
» Motify the redpients of the task
2
ﬁ.} Mark tasks as "Late" after a certain time Deactivated
Remind the recipient(s) with "Late tasks" Deactivated » 3

Configure main actors

Define the stakeholders (users you can transfer a task to) and the business administrators A& Escalate "Late® tasks to other recipients Deactivated

jusers who can manage t3sks vinth issues). It can be defined at the process level (and

nherited) or at the phase level.
n Madify the form and controls Activated »

ack < Process settings < Mark tasks as "Late™ after a certain time Activate Escalatlpp via email
to the User receiving the
- task if the task is « Late ».
A Escalate "Late" tasks to other recipients| 1B . 4
After (# of days) Redpient of the task following the Notfy the initiator
i Define when and whom
’ 5 to Escalate to.
Motify the manager Motify the business administrator Motify new task recipients

Motify old task recipients

© Yooz 2022 - Confidential



YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.
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L Settings

< Back

l:l Process settings

» Motify the redpients of the task

ﬁ.} Mark tasks as "Late" after a certain time

Configure main actors

Deactivated >

Define the stakeholders [users you can transfer a task to) and the business administrators
jusers who can manage tasks with issues). It can be defined at the process level (and

nherited) or at the phase level.

B¢ Modify the form and controls

Activated 3

< Back < Process settings
Configure main actors

Define the stakeholders {usars you can transfer a task to) and the business administrators (users who can manage tasks with
izzues). It can be defined at the process level (and inherited) or at the phase level.

Stakeholders

Actors

Define Users / Roles that
can be selected during a
document transfer (on the
same hierarchical level).

| Users : Emily Vinson or Florian Moiret b4 4 o |

Business administrators

| Users : |ulie Breton x x |

Define Users / Roles that
can be selected when a
document is blocked in the

“Process.



YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Forms and Controls (1/2)

B |et's see how to adapt the form, i.e. create display rules based on the data / allocation of the document.

1
L Settings
< Back

I:f Process settings

» Motify the redipients of the task

u . L < Back < Process settings 3

@ Mark tasks as "Late" after a certain time Deactivated

Configure main actors 3 “ Modify the form and controls .

Define the stakeholders [users you can transfer a task to) and the business administrators 2

jusers who can manage t3sks wiith issues). It can be defined at the process level (and

nherited) or at the phase level.

n Modify the form and controls

Activated »

Modify some data fields on the form

Disable certain validation rules

IWIUUITY >UIME ddid 1eis on uie ignm w

Activated >

Deactivated »

Document type *

Payable invaice [or credit note) - ne PO

6

This example shows the

% deactivation of dimension

" management when a fixed

= asset account is allocated

to an invoice.

Data block *
| Invoice lines
Document type * Data block * Data Restrictio
Data
+ » Payable invoice (or credit not...  Properties Country Read anl Purthazs arder or § othar(z)

_ + ~ Payable invoice [or credit not... Invoice data User who crestad the initial re...  Reaad onl Restriction *
.o
5 + v Payable invoice [or credit not...  Invoice lines Purchase order, Line numberE.. Read onl | Read only
=
E Condition
c 4 5 -
m | Ifempty. no condition (aiways truea)
o
o~ . . . . .
:  Clickon«+»toaddanotherrule. | Click on the line to modify it. |
9]
s
©

Cancel m



YOOLZ Forms and Controls (2/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B |et's see here how to deactivate certain controls / rules necessary for the Approval of a Step according to predefined

criteria.
1

L Settings
<Back ‘ => In other words, it's about creating exceptions to the rules.

I:f Process settings

» Motify the redipients of the task

< Back < Process settings

@ Mark tasks as "Late" after a certain time Deactivated
) =: Modify the form and controls .
Configure main actors >
Define the stakeholders [users you can transfer a task to) and the business administrators

jusers who can manage tasks wiith issues). It can be defined at the process lavel (an
nherited) or at the phase level. 2 .
Modify some data fields on the form Activated » 3

== Modify the form and controls Activated » Disable certain validation rules Deactivated >

4

5
Disable certain validation rules @ Document type * Ir_‘ this example, we can
. I disable the IBAN
afﬁ 2 InvoIce - no 7 .
B 4 “ consistency check when
Document type * Validation rule * - - : : encou ntering a document
IBAN is consistent v | o o s o g
+ L identified in the Condition
o field as « Various
4 I | Third party (vendor, customer...) : 25-38 or 9 other(s) x » | b‘ljpp“cl S 5.
-Cancel l: I
Click on « + » to add a new rule

© Yooz 2022 - Confidential




Phase Settings




YOOZ ) Introduction

Cloud P2P Automation. Easy. Powerful. Smart.

B This is about managing the Settings of the different Phases of the Workflow.

B There are 3 types of Phase:

Phase: Steps: Phase: Steps: Phase: Steps:

‘ Review ‘ ‘ 1 ‘ Approve ‘ ‘ 1 ‘ Approve payment 2

9 Please note, this phase is shared with at least one other process

B Each of them can be configured the same way.

m We will take the example of the Approval Phase during this training. However the set-up method will be the same
regardless of the Phase selected.

© Yooz 2022 - Confidential
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YOOZT:

Phase and number of Steps

Phase:

Steps: Phase: Steps:
Approve I 1 ‘ » IApprove l3 l

2333335355 @ 23523 Approval IR IEIIEIEEE e e Approve 2 BRI e S>3 Approve 3
BEEBBEEEEBEEEERERE ] S35 .AI)[]I'O\-"EI' =3

2 routes (Approval 1) + 1 route before Approve 2 _ 1 route before Approve 3 +
2 routes (Approval 1) ]

WF DEMO v @ (Defautt) v @ (Defautt)
1 WF DEMO v (Défaur)

v (Défaut)

Select the number of Steps (up to 9). |

Each Step created will add as many
columns on the dashboard, thus
extending the view horizontally.




YOOLZT; Notifications

Cloud P2P Automation. Easy. Powerful. Smart.
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Phase: Steps:

Approve l < Back

= Phase settings: Approve

s e e 25553 Approval 5
Sub-process used by this phase

| Payables invoice/credit app... X

Activate email Notifications

ites (Approval 1) B |ty the recipienss of the task . for the User receiving a task.
1 WF DEMO
v (Défaut) e
(O Mark tasks as "Late" after a certain time Deactivated >
Configure main actors b
. Define the stakeholders (users you can transfer a task to) and the business administrators (users who can manage tasks with
Click on « Approve » to access the issues). Tt can be defined at the process level (and inherited) or at the phase level.
Settings of this level.
Configure exports >
| | | Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions.
=: Modify the form and controls Activated >
-




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Management of Late tasks, Actors, Forms

and Control at the Phase level (1/2)

Phase: Steps:
Approve l l‘l l - e

EEEEREEIIERINIEERRE RN e S Approval =
2 routes (Approval 1) +

1 WF DEMO

v (Défaut)

© Yooz 2022 - Confidential

= Phase settings: Approve

Sub-process used by this phase

Payables invoice/credit app... X v

. Motify the recipients of the task

'@ Mark tasks as "Late" after a certain time Deactivated >
_ ' These 3 configuration themes are
Conﬁgure main actors > . .
Define the stakeholders [users you can transfer a task to) and the business administrators (users who can manage tasxs with |dent|ca| to those encou ntered

issues). It can be defined at the process level (and innerited) or atthe phase level,

during global Settings section. If

Configure exports > they are managed at the Phase
Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions. Ievel they W|” be prioritized

[

B¢ Modify the form and controls I Activated >
EE—




UOOZ 0 Management of Late tasks, Actors, Forms

and Control at the Phase level (2/2)

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:
Approve l 1 l —

S Phase settings: Approve
BIEIIEIIBISIIS I e S Approval >
Payables invoice/credit app... X v <Back < Phase settings: Approve
2 routes (Approval 1
( PP ) + ' Notify the recipients of the task

Sub-process used by this phase

1 WF DEMO 2 (9 Mark tasks as "Late" after a certain ime @
v (Défaut)
A ™ W 3 .
@ Mark tasks as "Late" after a certain time Deactivated 2 » Late if task exceeds (# of days)) Late if phase exceeds (# of days))
Configure main actors p. ‘ : 0

Define the stakeholders (users you can transfer a task to) and the business administrators (users who can manage tasks with
issues). It can be defined at the process level (and innherited) or atthe ohase level,

Configure exports - - ? Remind the r| cipient(s) with "Late tasks"
Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions.
=: Modify the form and controls Activated > b Escalate "Lat( * tasks to other recipients
- |
3
Late if task exceeds (# of days)) Late if phase exceeds (# of days)) For examp|e’ you can manage delays differently
3 ‘ 10 from the Review Phase and the Approval Phase:
here the invoice is « Late » after 3 days in the

Approval Phase, when it's actually 5 for the other

4 “Phases.
Once the rule is saved, the elements are

highlighted in yellow to indicate the fact
that the rules vary from global Settings.

© Yooz 2022 - Confidential




YOOLZT; Generating Exports

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

[

Approve

BIEIIEIIBISIIS I e S Approval >
Payables invoice/credit app... X v
2 routes (Approval 1
( PP ) + ' Notify the recipients of the task

1 WF DEMO

S Phase settings: Approve

Sub-process used by this phase

v (Défaut)
@ Mark tasks as "Late" after a certain time Deactivated 2

Configure main actors >

Define the stakeholders (users you can transfer a task to) and the business administrators (users who can manage tasks with
issues). It can be defined at the process level (and innherited) or atthe ohase level,

Configure exports p
Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions. CDr:?ﬁgure eprorts e B ’ . e
Ine exports to be triggered in the phase with the tnigger step, export type, export name and specific conditions.
=: Modify the form and controls Activated
After * Export type *
T
+ v Approval Accounting export All
+ v Approve3 Passad for payment All
This part allows you In this example:
to establish at - Accounting export is generated
which Approval after the 1st Approval Step.
Step an Export - Payment Export is generated
must be generated. after the 3rd Approval Step.

© Yooz 2022 - Confidential
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Steps Settings




YOOZ ) Introduction

Cloud P2P Automation. Easy. Powerful. Smart.

B Let's manage here the Settings of Processes & Workflows for each Step of each Phase: let's see here the 1st Approval
Step.

Phase: Steps: < Back
[Approve ] [1 l - = User step setting: Approval

S @ 5% B8 Approval = Name
Mame

[perove — The Name of the Step
: E—
Default recipients can be ChanQEd.
2 routes (Approval 1)

Approver 3 X
1 WF DEMO
v (Défaut) Default recipient
| v
Click on « Approval » to access the | - -
Next recipients selection settings Activated 2

“Settings. ¥

Enable manual selection of next recipient and configure exclusions

# Settings 3

© Yooz 2022 - Confidential



YOOLZT; Recipients

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

prase: st . User step setting: Approval
Approve ] 1 ]

Mame
SRR EEEE RN e =55 & Approval =
Approval
Default recipients
2 routes (Approval 1) +

1 WF DEMO Emily Vinson X Aporover b by

v (Défaut) /

Default reci ::-iF/( _

/ Selection
Approver

Default Recipients by Step is -
managed using:

- Controll
'(I;he Role, ints select ontroller
- Groups, L
- Manager (n+1) seleene For example here the Role

Accountant + « Controller » is added as a

Recipient that might receive the
Accounting allocation update in approval phase “document.

- User name.

Administrator

O 0 O O

Approval phase supervisor

© Yooz 2022 - Confidential



YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

Phase: Steps:
Approve ] 1 ] -z User step setting: Approval

Mame
SRR EEEE RN e =55 & Approval =
‘ Approval

Default recipients

Potential specificities of Recipients

(1/2)

Activate this option to make it possible

to manage the following elements:

- Skip the task under certain
conditions,

- Be able to choose or exclude certain

" Userfromthe default Step.

2 routes (Approval 1) + Approver % X
1 WF DEMO
Default recipient
v (Défaut) ‘ » < Back < User step setting: Approval
Next recipients selection settings .
Next recipients S:glecfion_setftings ) — “ Enable manual selection of next recipient and configure exclusions
Enable manual selection of next recipient and configure exclusions
0 Settings ? » Gkip task if the only potential next
pwner is the same as the last
owner
/ .
. . Manual user selection Activated >
Avoid the “Approval twice” of a
document by the same User when they Exclude some users from recipients Deactivated >

approve over several consecutive Steps
and when they are the unique Recipient

© Yooz 2022 - Confidential

ofthe document:



YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Approve ]

2 routes (Approval 1) +

1 WF DEMO
v (Défaut)

© Yooz 2022 - Confidential

Potential specificities of Recipients

< Back

1 l »,}. User step setting: Approval

SRR EEEE RN @ =55 & Approval =

Name

‘Approval

Default recipients

(2/2)

Approver X

Default recipient

| v

< Back < User step setting: Approval

Next recipients selection settings
Enable manual selection of next recipient and configure exclusions

L settings

Next recipients selection settings .

Select which User will be the
default Recipient for the next

Step.

Activated Enable manual selection of next recipient and configure exclusions
> » Skip task if the only potential next
owner is the same as the last
owner
> Manual user selection Activated >

Exclude some users from recipients Deactivated »




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

Phase: Steps:
Approve ] 1 ] » = User step setting: Approval

Name
SRR EEEE RN =55 & Approval =
Approval

Default recipients

Excluding Recipients

2 routes (Approval 1) + Approver X

1 WF DEMO
Default recipient

v (Défaut) ‘

< Back < User step setting: Approval

Next recipients selection settings
Enable manual selection of next recipient and configure exclusions

L settings

Next recipients selection settings .

Activated > Enable manual selection of next recipient and configure exclusions

> » Skip task if the only potential next

Exclude Users from the list of potential
Recipients for the next Step.

owner is the same as the last
owner

Manual user selection Activated ?

Excluded users

Exclude some users from recipients Deactivated »

Exclude some users from recipients .

Florian Noiret

© Yooz 2022 - Confidential



UOOZ : Specific case of parallel or « Multi-instance »

Approvals

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Approve ] 1 l 1 < Back

2 User step setting: Approval
EIIEBIIIBIIEIIEIIEID 25 Approval L
Name
‘ Approval
2 routes (Approval 1) +

Default recipients

! YFBEVO B Activate the ability for a Activate email Notifications
v (Défaut) S X X U . .
ser to send a document if a User receives a
Default recipient back to the previous document on the relevant

‘ o “Steps. : “Step.

Next recipients selection settings Al 2 ‘ﬂ < Back < User step settiflg: Approval

Enable manual selection of next recipient and configure exclusions

. ﬂ Settings 3 4
L2 Settings >
Allow manual return to a previous Motify the recipients of the task
® »
user
When multiple Approvals are requiredat 5 < Create multi-instance (multi-user) task Deactivated
the Step level, the minimum number
corresponds to the number of people who Allow task transfer Activated >

must approve the document for it to go to

| S @ Mark tasks as "Late" after a certain time Deactivated >

Create multi-instance » _
(multi-user) task &8 Modify the form and controls Deactivated >

Minimum number of instances needed to
continue the process
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YOOLZT; Transferring a task

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

< Back

Phase: Steps:
Approve ] 1 ] 1 - & User step setting: Approval

MName
RIS ISR ISR o B Approval o
Approval

Default recipients

2 routes (Approval 1) + Approver p X

1 WF DEMO
v .
» < Back < User step setting: Approval
¢ Settings

Next recipients selection settings Activated 2
Enable manual selection of next recipient and configure exclusions

Default recipient
v (Défaut) ‘

. Allow manual return to a previous . Motify the recipients of the task
user

L2 Settings >

Create multi-instance (multi-user) task Deactivated >

This gives the User the ability to transfer a
document located in their tasks to another ! Allow task transfer Activated >
User (by pElinlss by Roles, by Groups). 3 @ Mark tasks as "Late" after a certain time Deactivated >
Allow task transfer . =: Modify the form and controls Deactivated >

Users
Roles : Approver >




YOOLZT; Management of Late tasks, Actors, Forms

and Controls at Stage level

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

Phase: Steps:
Approve ] 1 l 1 & User step setting: Approval
MName
RIS ISR ISR o B Approval o
‘ Approval

Default recipients

2 routes (Approval 1) + Approver p X

1 WF DEMO
Default recipient
v (Défaut) ‘ y
» < Back < User step setting: Approval
¢ Settings
Next recipients selection settings Activa 2
e e e e T e e . Allow manual return to a previous . Motify the recipients of the task
user
L2 Settings >
Create multi-instance (multi-user) task Deactivated >
Allow task transfer Activated >
These two Settings are identical to those '
encountered during the global Settings and the 3 (O Mark tasks as "Late" after a certain time Deactivated >
Settings of Phases. If they are managed at the D =8 Modify the & ; |
Stage level, they will be prioritized. ma Modify the form and controls Deactivated >
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Route Settings




YOOZ ) Introduction

Cloud P2P Automation. Easy. Powerful. Smart.

B A route is used to define the path of a document according to determined Criteria.

Phase: Steps:

lApprove ] [‘l l
Activate this option to define this Route as the
RSSssssssstessatesatess e "’”” default Route that the documents take when
Route Gateway before review subproce...Default » —_— arriving in the Phase, if no pre-defined Route
A corresponds to them:.

2 routes (Approval 1) +

1 WE DEMO » WFDEMO . Name of the Route. |
v (Defaut) Conditions
0.01 > BARCLAYS BANK CALL A/C X 1(’:00rnadclttil\(/):t?ng e
" Route (Criteria).
Destination * Next Step of the document
& Endphase o when the conditions are met
F ’ (Destination).

B This example results in the following behavior: Invoices with an amount greater than £0,01 and with the account
« BARCLAYS BANK » do not have an Approval Step.
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YOOZ ) Creating a new Route (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B The creation of Routes is to consider all the Workflow options based on specific Criteria.

Phase: 5teps:
Route Approval 1 Default » : o :
[Approve ] e 5 Enter the name of the Route (tip: use the Conditions in
|orricequr > 1000 | the name to simply characterise the Route and
SBIIIEBIIISIIEIISIID] e =>>>>| Approval |>: understand it at a glance).
Conditions

Account (Invoice lines) : OFFICE EQUIPMENT (74900000) X
Met amount (excl. tax) : Greater than 1000 X |
Selerrinn
Values Between...and
OFFICE EQUIPMENT (74900000)

l#

WF DEMO
Ve (Défaut) |D;na::wa‘ » | \G,eamhan v \ |moc.oo | O casH oNg anD (11000000)
- O Liovps BANKP/R) (11110103)
fecpens OO BarcLAYS IANK CURRENT A/C (11110108)
IFempry, uses reciients defined in th step oy H e O BarcLaYs aNK CALL A/C (11110109)
- (o | O BarcLAYS URO CURRENT A/C (11110110)
Default recipient O earcLays RO CALLA/C(11110111)
‘ v ‘ O earcLays [RYROLL L AIC 111110112)

IE 4 .

Depending on the keywords Condition 1: Condition 2:
entered, Yooz offers different Depending on the type of Condition, the Depending on the type of Condition, the
options of Conditions. criteria is entered differently: here, the criteria is entered differently: here, we
management of an amount Condition. used a keyword to find an accountin the
CUA.

B This example of a Route uses 2 conditions. You can easily multiply them by as many as the selection Criteria you want
to cross in order to establish the most precise Route. Click on the pencil to modify a Condition.
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YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Approve ] l‘l ]

EEEEBEEEEEEEEEEE RN @ >>>>>l AIJpI’OV8| |:>:
1
2 routes (Approval 1) -
1

WF DEMO

v (Défaut)

© Yooz 2022 - Confidential

£1000 will go to Florian.

Route Approval 1

Name *

Creating a new Route (2/2)

Default ‘

‘ OFFICE QUIP > £1000

Conditions

Account (Invoice lines) : OFFICE EQUIP @ 1/4/XX (29000000)

Net amount (excl. tax) : Greater than 1000 X

Destination *

: Approval

Recipients

Users : Julie Breton x

Default recipient

Destination *

‘ .:. Approval 1

o~ Approval 1

@ Branch before Approval 2

° Accounting export (DEMO ACCOUNTIMG EXPORT)

° Accounting export (TEST EXPORT3)

‘ 0 End phase
Users...
Groups...

Roles... . 5
Personas

Last owner
Created by
Last owner . Managers

Historical owners

rolo

Choice of the Recipient:

Here, the choice is made by name (User). It is
also possible to define the recipient according to

one or more Group(s) or Role(s).

3
Choice of the next

—_y+ destination: here, the

invoice will go to Approval

L 3

Selection

Florian Mairet
D Emily Vinson
D Julie Breton
D Miss approver
D Paying Agent

B This example results in the following behavior: invoices for Office Equipment dimension with an amount greater than



loleYAm

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Validation ] [1 l

[ g bl b b e b e e e =;>>>>(

Approval }

Managing priority

! OFFICE QUIP > £1000 L - The Route is now created. |
v (Défaut)
T WF DEMO 10

1 QFFICE QUIP = £1000

1 WF DEMO
- v (Défaut) »
[ . 2 OFFICE QUIP = £1000
f WEF DEMO 50
2 v (Défaut)

Mouse hover over the
Route and you will see the
trash appear to
permanently delete the
“Route.
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Route order:

The highest Route in the list (here: OFFICE QUIP > £1000) will
be the priority Route during the Workflow analysis.

This order can be changed simply by dragging and dropping
the Route to the correct position.




YOOLZT; Duplicate a Route on the same Step

Cloud P2P Automation. Easy. Powerful. Smart.

B Duplication is here to create a similar Route quickly and then modify it.

Phase: Steps:

Phase: - e Steps: Validation l l‘l l
lValidation l l‘l l l\falidation l l1 l

(RS SR SR @ =;>>>>| AI)DI’OV6|
BIEBRIBRIERNBIRIERNER] RSN Approval =
PEREPRI IR RIEIED] S Approval >

Route Approval 1

4 routes (Approval 1) l
3 routes (Approval 1) 4 routes (Approval 1) 2 WF DEMO (copy)

WF DEMO > £10.000
OFFICE QUIP > £1000 » WF DEMO (copy) Conditions B »
4 2 OFFICE QUIP = £1000 -Net amount [excl. tax) : Greater than 0.01 X 2 QOFFICE QUIP =£1000

v (Défaut)
= v : ,
1, WEDEMO 1n (Défaut) 4 (Défaut)
4 WF DEMO ‘ 4 WE DEMO
Destination *
I ‘ ; Approval
1 Recipients
Users : Miss approver x

Duplicate the Route |

Default recipient

Miss approver

r
|

_ 3
g Modify the new duplicated Route:
f - Name
g - Condition
3 - Recipient
€]




Modification of an existin
YOOLZT; Routg

Cloud P2P Automation. Easy. Powerful. Smart.

m Every Route can be modified.

Phase: Steps:
‘Validati@n ‘ 1 ‘ Route Approval 1 Defaut ~ JB)
Name * Values Between...and...
Here we
EEEEIRIRRREIIRIIRINIEE] @ SSee Approval ‘ OFFICE QUIF > £1000 ‘ 3 change the
—
Conditions 2 ‘ Greater than > ‘ |m v 1~ amountfrom
- Account : OFFICE EQUIP @ 1/4/XX (29000000) X | ‘ X
4 routes (APDTDVE| 1) + Net amount (excl. tax) : Greater than 1000 X —
1 WF DEMO >£10.000 | 1
Empty Filled £O)Reset
2 OFFICE QUIP = £1000 Dectination n
ance
v (Défaut) ‘0 End phase \% ‘
4 WF DEMO

Route Approval 1

Mame *

4

| OFFICE QUIP > £15po ~— Do notforgetto
change the
Name:.

Account : OFFICE EQUIP @ 1/4/XX (29000000) X

Conditions

Met amount (excl. tax) : Greater than 1500 X

Destination *

0 End phase
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YOOLZ Replication of a Route (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B Once a Route is created on one Step (Approval 1), we need then to create a Route on a another Step: the replication
feature facilitates that.

Phase: Steps:
lValidation ] l3 ]
Route Approval 1 Default »
MName *
EEBBREBLEBBEEBELEEERESS e =>>>>( Approval }>>>>>>>>>>>>>;>>>>>>; e 555
OFFICE QUIP = £1500
Conditions
4 routes (Approval 1) + 1 route before Validation 2 OFFICE EQUIP @ 1/4/XX X 1500 >
1 WF DEMO > £10.000 k o (Default)
2 @ OFFICE QUIP > £1500 -
o (Défaut} | | Destination *
4 WE DEMO 1 | & Validation 2 v
Recipients
‘ Emily Vinson x

Default recipient

To replicate a Route, drag / drop

the selected Route with the 1 |
mouse in the new Step (Validation E n
2_‘). - -
Modify the replicated Route:
- Next step
- Recipient
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YOOLZT; Replication of a Route (2/2)

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

WValidation l

s
B R R Sr . e =;:>>( Approval }»>>>:>>>>>>>>>>:>>>>>; e =>>>>[ Validation 2 }>>>>>>>:>>>>>>>>>b>>; e =>>>>( Validation 3 Close
4 routes (Approval 1) + 2 routes before Validation 2 -+ 1 route before Validation 3 +

1 WF DEMO > £10,000 v @ (Defaul) v @ (Defautt)
2 0 OFFICE QUIP > £1500 2 OFFICE QUIP > £1500
v (Défaut)
4 WF DEMO
After any operation on the
various Routes, it is necessary
to click on Apply in order to
— save the modifications.
The Route used is still The new Route is automatically
present in the initial Step created in the new Step with
and remains unchanged. the modifications made.
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Questions / Answers




