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Module 7: Document Review
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◼ Objective of the training
◼ Provide the knowledge allowing to review documents in Yooz Rising.

◼ Prerequisite
◼ None.

◼ Targeted audience
◼ This training is for accountants.

◼ Duration
◼ 45 minutes.

Objective and duration of the training
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Training plan (1/2)

◼ Access and introduction to the screens
◼ Introduction to the Workspace « My Tasks »
◼ Customization of the Workspace « My Tasks »
◼ Completed documents

◼ Coding your documents
◼ Invoices Review screen
◼ Documents' header
◼ Optimization of the Third-party sheet
◼ Allocation of invoices and click&reco
◼ Other documents

◼ Interactions et actions
◼ Inside task action buttons
◼ History of the document
◼ Attachment of a document
◼ PDF display
◼ Error message
◼ Highlight colors

◼ Export your documents

◼ Questions / Answers
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Access and introduction to the User 
interface



©
 Y

oo
z

20
22

 -
Co

nf
id

en
tia

l

Workspace « My tasks » (1/2)

The « Complete » 
component allows 

to view the invoices 
with the fields 

completed by the 
User or 

automatically by 
the Yooz. It allows 
to process a group 
of documents in a 

row.

A Blocked document 
is a document 

Blocked during the 
process (during the 
Review step or the 
Approval step). It is 

Blocked when there is 
a mistake (for 

instance: mistake on 
the price, the 
quantity…).

The documents 
processed by 
the User and 
waiting for 

being 
processed by 
another User 

are visible in the 
Component « In 

progress ».

The 
administrator 

can define 
processing 

delays for the 
Approval of 

invoices. Once 
these delays 
passed, the 

invoices appear 
in the « Late » 
Component.

Access to all the documents to follow / 
treat.
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Workspace « My tasks» (2/2)

Click on « Open » to open the selected 
document(s) (tick the case) or directly 
click on the document to treat. 

Select the Organizational unit or a 
Document type (if the grouping is 
active).

Percentage of field completion. A 100% 
rate is an indicator of full completion 
and of the ability to finalise the Review 
step. The document is then placed in 
the « Complete » Component.

Mark the important 
Alerts in the process of 
documents (Late, 
Blocked…).Automatic display of the Component « To 

do », otherwise select the requested 
Components (Complete, Blocked…) just above 
the block.

Access to all the documents to follow / 
treat.
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Filter documents

This window will allow 
you to obtain a 

detailed view with only 
the documents you 

are interested in. 
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Group the documents

Group the  
documents by 

criteria in order 
to organise 

your 
Workspace. 

3

2

1Choose amongst 
a large list of 

criteria 
(Organizational 
unit, Document 

type, Due date…).

The grouping results 
are shown on the 
left of the screen. 

Here, below, a 
grouping of 

Organizational units. 
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Customize columns to display

Customize the 
display of the 

Columns in the 
Component. 
See only the 
information 
that you are 

interested in.

1

2

3

Select columns 
to display and 
their location. 
The selected 

columns located 
above the pin 

will be frozen on 
the screen.

The columns 
are displayed as 

selected. 



©
 Y

oo
z

20
22

 -
Co

nf
id

en
tia

l

Component «Complete» (1/2)

The component
“Complete” 

allows to view 
the invoices 
with all the 

fields 
completed by 

the User or 
automatically by 
Yooz. It allows 

to bulk Review a 
group of 

documents.

1

2
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Component «Complete» (2/2)

Select to process automatically a group of documents in a row. 
Only the selected documents having all the fields identified and 

completed will appear in the list.

Click on « Open » to preview the 
documents or directly on « Process 

automatically ». 
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Reviewing documents
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Invoices’ Review screen

Global information and Yooz number
.

Click to view the dynamic accounting 
lines depending on the accounting 
system chosen by the organisation. 

Action buttons to interact 
with the Invoice.Dynamic view of 

the document’s 
pages.

Document’s 
header.

Allocation lines when the document is 
an invoice or a credit note. 

Action buttons of 
the PDF viewer.

Document action 
buttons.
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Document’s header

Document’s name in Yooz, automatically defined 
(type and number of document) but 
configurable.

The elements recently used are listed in the 
upper selection.

Change the Organizational unit or the Document 
type.

Access to the Vendors’ Masterdata.

Create a new Vendor in the Masterdata set.
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Optimization of the vendor profile

Differences between suggestions and data read 
on the document are highlighted by exclamation 
points. 

Bold data have been read on the document.  

At the Review stage, you simply 
need to click on the flag to 
optimize the Vendor’s profile. 
Three levels of colours (green, 
orange, red) depending on the 
Completion rate.

Accept Yooz’s suggestions.

Possibility to accept one suggestion only: 
mouse hover over the cell and click on the 
arrow.
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Invoice Allocation

Definition of the allocated 
amount. Integrated calculator 
available (start the operation 
by an “=“). 

Balance is in red when the amounts 
allocated don’t match with the Total 
amount of the invoice.

Automatic recognition of the 
document and prefill of the fields. 

Create a new account in the 
Masterdata. 

List of potential values. Possibility to Add, Duplicate or 
Delete a line. 
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Calculations in the Review screen

Use the Click & Reco technology by selecting or multi-
selecting the data on the image (automatic sum of the 
multi-lines amounts). To this end, maintain the click and 
drop the selection on one or several amounts. The sum will 
be calculated automatically. 
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Invoice Review

Possibility to save the document data. Some of the 
fields on the header and the allocation schema of the 
invoice will be saved for the next invoices. 

Submit the Invoice and 
send it to the next step of 
the Workflow. 

1

2
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Processing other documents

Select the Document 
type. Submit the document. The latter can 

be linked to an invoice or another 
document later. 
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Interactions and actions 
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Document action buttons

Go back to the previous 
invoice / Go forward to 
the next invoice.

Bloc the invoice. Mainly 
used for the Approval 
step.

Add a comment to the 
document. Delete the document.

Change the display of the 
user interface. 

Access to the document History.Link a document 
already saved in Yooz.
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Documents History

Details of the 
modifications done on 
the document.

Access to the Audit 
trail. 

Access to the document’s History.
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Attachment of a document

Selection of the criteria to 
search documents to link.

Selection of the document(s) 
to link.  

Link the selected documents. 

1

2

4

5

3 Click on Search

Link a document uploaded in 
Yooz. 
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Display mode

Possibility to select the 
display mode. On this 
example, the Landscape 
display mode is used.

Allocation lines.Document’s header.
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PDF viewer

Split the file's pages.

Send by Email through 
Yooz.

Download the invoice. 

Print the invoice.
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Error message

Possibility to ignore the error 
messages and to customize the pop-
up of some warnings in the Settings. 

N.B : There are 3 types of messages:
- Information: Informative message 

which doesn’t block the document 
Review.

- Warning: Message that block by 
default, but which can be ignored 
(when there are duplicates or 
problems between the type of 
document imported and the type 
of document detected for 
instance).

- Error: Message that block the 
document Review (unbalanced 
invoices, empty fields, etc).
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Highlight color

Classification of your documents 
by Color, to easily search it and 
access to the To do section of 
“My tasks”.

1

2
3
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Accounting Export

28
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◼ Click on « My Exports » in the navigation bar:

◼Use the Search bar:

How to find your Exports

Documents issued from the 
daily production:

Documents already imported 
and requiring to be reexported:
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◼Export documents from the Workspace « My Exports »

Export documents

Select the type of Exports 
and the invoices to be 
exported.

Export the 
documents.

1

2

3
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Check your Exports files

Apply filters: 
Organizational unit or 
Document type.

Check your Exports
available to 

be downloaded.

Check your Exports 
history.
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Download an Export file

Exports files ready to be 
downloaded.
Click and select the folder you want
to download.

Exports files already 
downloaded can be 
viewed here and 
downloaded again. 
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◼ To Export a document from the « Search » Workspace, add the Search criteria
« Document exported » by clicking on the Search bar.

Search a document already exported
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Export a document already exported (1/2)

Select the correct Export and click 
on Export.

Select the document(s) to 
Export.

1

2

3
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◼ Your file will be available directly in the Notification Center.

Export a document already exported (2/2)

Access the 
Notification Center.
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New feature: the Attachment Add-on
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The Attachment Add-on

◼ An important factor in the review and approval process is to be able to rely on additional elements to support 
your decision. With the Attachment Add-on, these elements can now be added as attachments.

◼ Attachments can be added to a PR, to a PO, to an invoice…
◼ Attachments can be .PDF, Word, Excel, images, voice memos, videos…
◼ An “attachment” is different from a “document” in Yooz. An “attachment” cannot have its own review or validation process. Only a 

“document” can follow a review & validation process in Yooz.

Interested ?

◼ Read these articles for more information:

◼ Attachment add-on – Users

◼ Attachment add-on – Admins

◼ If you wish to acquire the Attachment 

add-on, please reach out to Support

Click on “+” or on the 3 dots 
to open the attachment 
selection window

To import files, click on 
"Select a file" or drag & 
drop

https://help.getyooz.com/en/articles/6100606-beta-how-to-use-attachments-in-yooz-rising
https://help.getyooz.com/en/articles/6100594-beta-how-to-set-up-attachments-in-yooz-rising
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Questions / Answers


