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Yooz Rising training –
Business Edition

Module 4:
Complementary settings
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◼ Objectives of the training

◼ Present to administrators the configuration of multichannel Capture, the possibilities of customization and 
additional Settings available in the application.

◼ Handle Settings for Users.

◼ Prerequisite

◼ Having completed the module 1 « Organisational units and Masterdata » and module 2 « User management ».

◼ Targeted audience

◼ This training is for administrators in charge of the Settings of the application.

◼ Duration

◼ 40 minutes.

Objective and duration of the training
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◼ Setting up the import of your documents

◼ Pairing and configuration of your YoozBox

◼ Configuration of Email capture

◼ Configuration of Automated Invoice collector

◼ Creation and management of customized data in the invoice registration form

◼ Creation and activation of customized data 

◼ Management of customized data 

◼ Management of Notifications, Reminders, Duplicates and Disputes

◼ Notifications management

◼ Reminders management

◼ Duplicate management

◼ Dispute management

Training plan (1/2)
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◼ Other settings

◼ Recoverable VAT pro rata

◼ Accounting closing date

Training plan (2/2)
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Setting up the import of your documents
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◼ As Yooz Rising is a new application, you need to Pair your YoozBox (or repair if you have just migrated to 
Rising).

Pairing your YoozBox (1/2)

Go to Capture workspace and click on "YoozBox 
Configuration“. Then click on Pair.



©
 Y

oo
z 

20
21

 -
Co

nf
id

en
ti

al

Pairing your YoozBox (2/2)

Go back on Yooz and select in Properties screen:

◼ The Organisational units receiving the documents that will be scanned via this YoozBox

◼ The image type

◼ The PIN code displayed on the YoozBox screen

◼ The User linked to this YoozBox (automatic).

To finalize the pairing, click on Pair:

Briefly click on the flashing 
button on the right of the 

YoozBox

A numeric code appears 
on the YoozBox screen.

Within one minute:
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◼ Once the pairing is complete, the YoozBox appears in the configured YoozBoxes:

Setting up your YoozBox

You can then configure the YoozBox services if necessary, by clicking on the table row:

Rememberto Save and then restart your YoozBox



©
 Y

oo
z 

20
21

 -
Co

nf
id

en
ti

al

◼ Email capture consists of automatically collecting (without any manipulation) your documents by e-mail and 
integrating them directly (over time) into your Yooz application.

Configuration of Email capture (1/5)

Go to Capture workspace and click
on "Email capture"
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Configuration of Email capture (2/5)

◼ Organizational units

Information pulled out from Settings > Organizational units > 
Identification data.

Manage Advanced rules for your Organizational unit based on the 
email address configured and on the email subject.

Mention the Organizational unit assigned by default if it is not 
recognized automatically.
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◼ Document type screen

Configuration of Email capture (3/5)

Assign the Document type according to the elements found 
in the e-mail address or the subject of the e-mail.

Select the Document type to assign by default if 
it is not recognized automatically.
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◼ Capture modes screen

Configuration of Email capture (4/5)

Configure the Split options Yooz should apply to 
documents captured by email.

Configure the Split option to apply by default.
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◼ Additional data screen

Configuration of Email capture (5/5)

Configure the Additional data to add, depending on the subject of the 
email or the elements found in the email address.

Configure the Additional data to be added by 
default to the data recognized by Yooz.
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◼ In order to guarantee an automatic collection for 100% of suppliers, Yooz Rising combines 2 approaches:

◼ An automatic collection of invoices received by your customer account on your vendors’ web sites,

◼ An automatic collection of invoices on your customer account e-mail address referenced on the vendors’ web sites.

Configuration of Automated Invoice collector

To implement this service, connect on your application and let our Help center articles guide you:

https://help.getyooz.com/en/articles/3863403-automatic-invoice-collection-how-does-it-work

https://help.getyooz.com/en/articles/3863403-automatic-invoice-collection-how-does-it-work
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Creation and management of customized data 
in the invoice registration form
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Customized data creation (1/2)

◼ In order to create / activate / deactivate the data displayed for document processing, select a document via My Tasks, 
go to then click on Customize form.

2

3

1
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◼ Select the data (ex: Custom field #1) and click on to access the customization screen.

Customized data creation (2/2)

17
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◼ Click on of your custom field to customize

◼ Click on « Edit » to access customizable data properties

Customized data activation

Click on Visible to activate the data.
To make the data mandatory, click on 
Required.
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◼ Click on the tab « Properties » of the coding mask

Management of customized data (1/2)

Select the data format.

Rename the data in the Name field.

Configure the display of the data, its default value, the 
text length, etc...
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◼ Click on the tab « Restrict visibility »

◼ Click on « Active date range » 

Management of customized data (2/2)

Do not forget to save.

Select the Organizational units for which the 
data must be visible.

Define the activation period for this data.
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Management of Notifications, Reminders, 
Duplicates and disputes 
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Notifications management

1

2
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Notifications management

Activate “Do not 
disturb” hours.

Select the reception mode: email Notification 
or Notification center.

◼ Go on Notifications

Customize how you want 
to notify the User by 
Notification type.

1 2

3
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Reminders management (1/3) 

1

2

Go on Settings.

Go on Processes & 
Workflows
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Reminders management (2/3) 

◼ For these settings, go to « Payables invoice/credit process», then « Settings »

1

2

3
Activate Notifications and set up a given time as Late.
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Reminders management (3/3) 

Activate Escalation management and manage 
the number of days and recipients.

Activate Reminder management and manage 
Reminder days and notified Users.
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Duplicate management

Go to Parameters & Preferences→
Documents processing preferences→Duplicate detection.

The checked box means "use this data as a 
duplicate verification key".

Each Approval level can be configured independently:
- Information: non-blocking,
- Warning: blocking but can be forced (suspicion),
- Error: blocking.

Each control can be applied to:
- The current Organizational unit only,
- The current Organizational unit and its parents (and its 
hierarchy),
- The entire application (all Organizational units).

◼ Go to « Settings » 1

2

3

4
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Dispute management (1/2) 

◼ Go to « Settings »

Go to Masterdata, then select 
Blocked reasons.

Click on + to create a new 
Blocked reason.

1

2

3
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Dispute management (2/2)

Active date range:
Define the period of activation of the blocked 
reasons.

Properties:
- Assign a Code to the Blocked reasons,
- Name the Blocked reasons.

Restrict visibility:
- to one or more Organizational unit(s),
- to one or more Documents types.
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Other settings
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Setup of the refundable VAT pro rata (1/2) 

◼ Go to « Settings »

Go to Masterdata then select Tax profiles.

Select the Organizational units 
concerned then the Tax profiles.
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Setup of the refundable VAT pro rata (2/2)

Mention the Tax refund percentage 
and do not forget to save.
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Setup of the Accounting closing date (1/2) 

◼ Go to « Settings »

Go to Organizational units then select the 
Organizational unit concerned.

Once the Organizational unit has been 
selected, go to the Masterdata tab and 
click on Accounting periods.
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Setup of the Accounting closing date (2/2)

Possibility to define the Active date range.

Click on + to create a new period.

Affect a Code and a Name, mention a start 
and end date of the period, then the closing 
date of the period.

Apply the closing date to one or more of your 
Organizational units and / or Document types.



35

Questions / Answers


