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Training Yooz Rising -
Business Edition

Module 8:
Documents' Approval

© Yooz 2022 - Confidential WWW.getyOOZ.Com



YOOLZ Objectives and duration of the training

Cloud P2P Automation. Easy. Powerful. Smart.

B Objective of the training

m Provide knowledge allowing mastery of Approval step in Yooz Rising.

B Prerequisite

m None.

W Targeted audience

m This training is for approvers, treasurers, payers.

B Duration

m 20 minutes.
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loleYAm

Cloud P2P Automation. Easy. Powerful. Smart.

m Invoice Approval

m Simple Approval

m Exceptional cases

B Dispute management
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Training plan
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Invoice Approval




YOOLZ Invoice Approval (1/3)

Cloud P2P Automation. Easy. Powerful. Smart.

’
gooz Eli] My tasks| Capture My exports Search |Q| A “ valideur v (&)

My tasks ( All my organizational units )

0 1 0 0
Late > Complete > Blocked » In progress >
The administrator The « Complete » A « Blocked » Documents
can define the Component documentis a processed by
processing times allows you to document that has the User that
to approve view all the been Blocked in are pending to
invoices. Once invoices to be the process be processed by
these deadlines approved. In (during Review or another User
are over, the particular, it Approval). are visible in the
invoices appear in enables bulk Blocking is «In progress »
—the«tates approvat: requested in the Component.
Component. event of a dispute
for example
(price/quantity
error...)
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YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

/
gooz Mytasks | Capture My exports

My tasks ( All my organizational units )

Invoice Approval (2/3)

Search | o, | A g Valideur ®

0 1 0 0

Late > Complete > Blocked > In progress >

Todo »
1 result(s)

Organizational unit

Filiale Montpellier (1]
] 1 Payable invoice - no PO 9998 (DELL) (] Approval DELL (FDELL)

Click on the document to be
approved.

© Yooz 2022 - Confidential

D Rank ™ = Name Completion rate Task Alert Third party (vendor... Document date Net amount (excl. t.. Total amount (incl. ...  Currency Document creation...

21/07/2020 1.300.00 1,560.00 Euro 16/12/2020 14:33:48



YOOLZT; Invoice Approval (3/3)

Cloud P2P Automation. Easy. Powerful. Smart.

gooz @ Mytasks  Capture My exports
| < o0 [ Appmovet Payables bvicefredit spprovl (e B == VYouare atthe Approval

' ' STEP.
Document * Linked documents Entries [Yooz Standard C5V] p
. - 4+ 1%
Properties v
Mame * Organizational unit*
Facture d'achat 9998 (DELL) Filiale Montpellier (FMTF)

Document type * Vendars = M 47/ AR account™

Payable invoice - no PO DELL {FDELL) Collectif Fournisseurs (4010000) Once the invoice is checked,
Payment method * Document date * Document number * cllck on Approve'

Direct debit (PRE) 21/07/2020 9998
Reception date ® Due Date Met amount {excl. tax] * PHARMACIE ONLINE

16/12/2020 1.300.00
Tax amount * Total amount (incl. tax) = Currency *

DELL
260.00 1.560.00 Euro (EUR)
INVOICE n°290120201
Invoice data B v Date : 21/07/2020
Purchase order Description Custom field =1
20000001
Item number Item designation Quantity | Unit price Total amount Taxe code
12 COMPUTER 1 1300,00 1560,00 1
. >/
Invoice lines
Account Met amount [excl. tax) * | Tax code Tax amount * Total amount (incl. tax) * | Line description Champ personnalizable n*2
Petit équipement informatig... 1,300.00 TVA déductible & 20% (T20) 260.00 1,560.00 FDELL du 21/07/20

m After clicking on « Approve », the document will follow the Approval process (depending on
the Settings? and go to the next step defined in Workflows & processes.

1,300.00 260.00 1,560.00 .
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YOOLZ Bulk Approval (1/4)

Cloud P2P Automation. Easy. Powerful. Smart.

B The « Complete » Component is used to approve documents in bulk. Instead of approving
them one by one, it will be possible to approve them in a single operation. To view them:

g OOZ @] ) Mytasks Capture My exports Search @ Valideur ® Components selection
“ lcomponent name Q
My tasks ( All my organizational units ) C : election
Late
9 O 1 0 0 Refresh Complete
Late > Complete > Blocked > In progress > Components selection... Blocked
In progress
To do
[ D Processes A ministration
o
1 2

Select the « Complete »
Component.
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YOOLZT; Bulk Approval (2/4)

Cloud P2P Automation. Easy. Powerful. Smart.

gooz Mytasks  Capture My exports o |Q| PR 6N Gicewr - ®
My tasks ( All my organizational units )

0 1 0 0

Late > Complete > Blocked > In progress >

Todo > Y

1 result(s) m

Organizational unit

Filiale Montpellier

D Rank ‘M Name Completion rate Task Alert Third party (vendor... Document date Net amount (excl.t... Total amount (incl. ...  Currency Document creation...
Click on the ble invoice - no PO 9998 (DELL) @® Approval DELL {FDELL) 21/07{2020 1.300.00 1.560.00 Euro 16/12/2020 14:33:48

« Complete » Component.
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YOOLZT; Bulk Approval (3/4)

Cloud P2P Automation. Easy. Powerful. Smart.

gooz @] Capture Mytasks  Myexports  Statistics Search ‘O\‘ o S | e Domitille Van Dijk v

Complete v ( All my organizational units )

Click on « Open » to preview the

18 result(s) , 2 selections 2 i _Processutornati ‘ Open ‘ ‘ Delete ‘
9 8 resuit(s), documents or directly on « Process E— - — P
Process > Task duUtomatical 7%
= Rank ™ Name Alert Organizational unit Third party (vendor... Document d Net amount (excl. t... Total amount (incl. ... Currency Document creation...
Payables invoice/credit process 18 ]
Review 1 Payable invoice - no PO 280872308 (BRITISH... Woking Office BRITISH GAS 09/08/2018 395.56 41533 Pound 5t..  06/01/2021 11:27:24
2 Payable invoice - no PO 0011IW (BT) Woking Office BT 24/02/2020 143.50 17220 Pound 5t.. 06/01/2021 11:30:09
« |_ J 3 Payable invoice - no PO IN04751049 (BT) Woking Office BT 10/08/2020 87.05 104.46 Pound St.. 06/01/2021 11:23:16

Select the documents to be approved in bulk while ensuring to
position your curser on the documents awaiting for Approval. 1

The request for Automatic processing dialog box informs that Automatic processing (in bulk) has been
3 requested by the User. The Alert is therefore displayed on the « Process requested » line, which means that
the processing of these documents has been requested.

gooz @] Mytasks  Capture My exports Tf

Search ‘O\ ‘ P 4 Valideur ()

Complete v ( All my organizational units )
o Automatic processing request x

Process = Task !

D Rank ™ Name Alert I Organizational unit I Third party (vendor... Document date Net amount (excl. t... Total amount (incl. .. Currency Document creation...
Payables invoice/credit process 0
Approval 0O 1 Payable invoice - no PO 9998 (DELL) Filiale Montpellier  DELL (FDELL) 21/07/2020 1,300.00 1,560.00 Euro 16/12/2020 14:33:48
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YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

More

Bulk Approval (4/4)

Natifications Center X

& February 2021 11:25
Automatic processing completed

Archive

A

~ BulkApproval is complete ! |
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Dispute management




YOOLZT; iSpute management and invoice blocking (1/4)

Cloud P2P Automation. Easy. Powerful. Smart.

/
gooz Mytasks| Capture My exports - |Q| P 6N icewr - ®
My tasks ( All my organizational units )

0 1 0 0

Late > Complete > Blocked > In progress >

Todo 2

1 result(s) m

Organizational unit

Filiale Montpellier (1]

D Rank T | Name Completion rate Task Alert Third party (vendor... Document date Net amount (excl. t.. = Total amount (incl. ...  Currency Document creation...

] 1 Payable invoice - no PO 9998 (DELL) @® Approval DELL (FDELL) 21/07/2020 1,300.00 1,560.00 Euro 16/12/2020 14:33:48

|

Click on the document to
be approved.
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YOOLZT; pute management and invoice blocking (2/4)

Cloud P2P Automation. Easy. Powerful. Smart.

gooz @ Mytasks  Capture My exports

Ifa dispute s detected on the document it

must be blocked so that it does not go

Document * Linked documents Entries [Yooz Standard CSV] h .
through the Approval process. It is also
Properties . possible to use Yooz directly to send the
e Organizational unit blocked invoice back to the supplier.
Facture d'achat 9998 (DELL) Filiale Montpellier (FMTE)
Document type * Vendors * . AP | AR account *
Payable invoice - no PO DELL (FDELL) Collectif Fournisseurs (4010000}
Payment method * Document date * Document number *
Direct debit (PRE) 21/07/2020 9998 New message
Reception date * Due Date Net amount (escl. tax) *
From *
16/12/2020 1.300.00
X i Elisabeth Bourane <elisabeth bourane@getyooz.com=
Tax amount* Total ameount (incl. tax) * Currency * b=
- < DELL

260.00 1,560.00 Euro (EUR) To*
Invoice data v
Purchase order Description Custom field #1 . Receive a blind copy

20000001 )

Item number Subject *
12 COMPUTER
Message ¥
v
Invoice lines \/
Account Met amount [excl. tax) * | Tax code Tax amount * Total ameount (incl. tax) * | Line description Champ persg
Petit équipement informatig... 1,300.00 TVA déductible & 20% (T}

You will need to specify the recipient of the R ‘
email, the subject and the message. - '

RISING_Fact_TEST pdf (403.23KE)

’
1,300.00 260.00 1,560.00

© Yooz 2022 - Confidential



YOOLZT; Spute management and invoice blocking (3/4)

Cloud P2P Automation. Easy. Powerful. Smart.

4 Mestdches  Capture  Mes exports Rechercher Q| A ‘W Valideur
< ;

Validation Facture / Avoir d’achat, 1ére étape de Validation (N°Yooz44)  En retard

Document * Ecriture [Yooz Standard CSV] Valider ‘ Renvoyer... I[Transférer... ‘ :

Blocked - s 4+  Zoom automatiques
Blocked reason * —_—
v
.,GJ INVOICE
Blocked description
PHARMACIE ONLINE
A
] . G N DELL
Properties Once you have clicked on v
« Block », it is possible to rpemizstionsl ynk - INVOICE n°290120201
Fareezacw ¥ enter a « Blocked reason » Filisle: Montpetier (FRTF)
seneas | and even a commentinthe | M os s s ate : 21/07/2020
Payabie mygice - « Blocked description » Collectif Fournisseurs [$010000)
R —— mm.ﬂ A Item number Item designation Quantity Unit price Total amount Taxe code
Tt ST e 12 COMPUTER 1 1300,00 1560,00 1
- v/
o >/
Invoice lines
Account Met amount (excl. tax) * | Tax code Tax amount * Total amount (incl. tax) * | Line description
Petit équipement informatig... 1,300.00 TVA déductible 3 20% (T20) 260.00 1,560.00 FDELL du 21/07/20
1,300.00 260.00 1,560.00
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loleYAm

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

Once the document is Blocked, it will be found in the
« Blocked » Component.

ISpute management and invoice blocking (4/4)

g 007 @] Mytasks  Capture My exports Search

4 Valideur ®

> 0 1 0 0

Late > Complete » Blocked > In progress »

B Once the dispute is over, it can be released by clicking on the

@

C :

Refresh

Components selection...

button again.



New feature: the Attachment Add-on




YOOLZT; The Attachment Add-on

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

B 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.

m Attachments can be added to a PR, to a PO, to an invoice...
m  Attachments can be .PDF, Word, Excel, images, voice memos, videos...
m  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.
Click on “+" or on the 3 dots
gooz , Capture My tasks My exports Statistics Search tO Open the attachment cess Specialist v
selection window
Document * Entries [Yooz Standard CSV V1] Inte rested 7
DE12879-CAS01-FactureDollar.pdf Other attachments 1 Add Attachments... )
Properties v
Name * 1 of1 Link with other documents...
T e o comment ® Read these articles for more information:
YOOZDEMO - YOOZDEMO (TAXEN..  Payable invoice - no PO Export...
RRIEEEEE - Toimportfiles, click on = Attachment add-on - Users
o e "Select a file" or drag & .
e m— fop— drop s m Attachment add-on - Admins
D;:Z::;z’:z‘:;::;om N:;Z:::HUEXC‘.(M]* Add AMChments CC UNITED STATES POSTAL SERVICE . .
e T sth Avenue m If you wish to acquire the Attachment
ax amount * Total amount (incl. tax) * NYC 11111
0.00 5,500.00 Drop files here to import them or US.A.
—— O o add-on, please reach out to Support

Close



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

Questions / Answers




