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Yooz Rising:
Basic Admin Functions
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YOOLZ Objective and training plan

Cloud P2P Automation. Easy. Powerful. Smart.

B Objective of the training

m Provide knowledge enabling administrators on the new experience Yooz Rising.

B Training plan

m How to connect?

m Guided tour and Yooz Support throughout your experience!
m Create your user accesses

m Manage user roles (guidelines, customization, creation)

m View the capabilities of a role

m Edit a complete invoice

m Generate an export of an invoice

m Manage the user notifications and reminders

®m Manage the duplicates and dispute

m Editing a complete document

© Yooz 2022 - Confidential
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YOOLZT; Login to Yooz Rising

Cloud P2P Automation. Easy. Powerful. Smart.

[/ Login to yooz X + ~ 5 "
& C ' [ https://ust.getyooz.com QO & » @ Paused )
yu{e Cente.. @ Salesforce - Enterpr... HubSpot | Logiciels... Cloud P2P Automat... Yooz Classic [0/ YoozRising {1/ US Yooz Rising G Bienvenue sur Surv.. a Yooz-Partners - Ho... o IPaidThat - Automa... o ZestMeUp @B Partner Center @B AppSource Yooz »

A single address: ‘ UOOZ /7

https://us1.getyooz.com

Whitepaper®
Nice to see you! Inte”igence

™. This whitepaper aims to explain clearly how artificial intelligence applies to
financial and accounting processes, and its predictable effects.

Username or email

User dedicated messages and notifications
Password : a continuous newsfeed for Yoozers.

Forgot Password?

3) ), L N

-
» ‘Read nowto lfearn.more!

() Remember me M Learn more |-
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Cloud P2P Automation. Easy. Powerful. Smart.

£ Sales Enablement - User Training X | @ EMEA FR Nurture ToBeN Mathilc X | [ Accounts Payable Automation 8= X | [l Linkedin

< c

[P Collaborative Cente...

X T Logintoyooz x 4

W Salesforce - Enterpr... HubSpot | Logiciels... Cloud P2P Automat... Yooz Classic Yooz Rising US Yooz Rising (@) Bienvenue surSurv.. EJp Yooz-Partners - Ho...

Yooz gy

@ IreidThat - Automa...

Q@ ZesiMeUp BB

Partner Center

Username or email

‘ mario@yoozrising.dsbl.ref ‘

Password

Forgot Password?

SN Remfimber me

© Yooz 2022 - Confidential

& usi.getyooz.com/auth/realms/yooz/protocol/openid-connect/auth?client_id=yooz-stats&redirect_uri=hitps%3A%2F%2Fus1.getyooz.com%2F&state=a03d5217-6ead-4a3a-Beea-411ee7567a088response_mode =fragment&response_type=...

Reset password

o k 0O @O »

B AppSource Yooz »
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Cloud P2P Automation. Easy. Powerful. Smart.

¢« O 06§ & 0 ¢ b

Welcome to Yooz application !

notification@getyooz.com via sendgrid.net
Amoi -

Follow this link

This link will expire within 720 minutes.

If you didn't create this account, just ignore this message.

A Yooz account has been created with your email address. If this was you, click the link below to verify your email address and create your password

YOOz [y

YOOZ [y

Perform the following action(s): Update Password

» Click here to proceed

English =

You need to change your password.

New Password

Confirm password

Your credentials

YOOZ [y

Your account has been updated.

« Back to Application

© Yooz 2022 - Confidential




YOOLZT; Or login on our web site

Cloud P2P Automation. Easy. Powerful. Smart.

— < C & getyooz.com

> " ki
Help Centel Login Jus v Request a Demo

in.getyooz.com/index.htmi?lg=en

Jesforce - Enterpr... HubSpot | Logiciels.. 1] Cloud P2P Automat.. [i] VoozClassic (M YoozRising [/ USYoozRising (@) BiervenuesurSurv.. K Yooz-Parners-Ho.. @ IPaidThat- Automa.. @ Ze

D0Z

! Automation. Easy. Powerful. Smart.

Solutions ERP Integrations Pricing Why Yooz Resources About v

Welcome to the Yooz application

e e 0N

Choose your location and enter your user email address.

—
® USA
o Europe

“ Email*
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YOOZ ) Access

Cloud P2P Automation. Easy. Powerful. Smart.

m 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.,

\

UOOZ - Capture  Mytasks My exports  Statistics ‘Seam‘? ‘O\ o P e Elisabeth v

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

m 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.

© Yooz 2022 - Confidential
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YOOLZT; Creation of user access

Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ Capture My tasks My exports Statistics |Search |Q _¢ B e Elisabeth v

Settings

In one click, access to the most frequent functions

Import a list... Add organizational unit...

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

Access all the settings of your application

Al Organizational Units >

Addresses, contacts and identification properties of organizational units

Who ?

EB§ Roles >

List of roles and definition of associated permissions

= User groups >
2 P - Users >
‘= Referentials >

Access to all manipulated and referenced data in your application

,,7\, Interoperability >

Imports, exports, distant services, ...

What ?

B Document types >

Data blocks >

© Yooz 2022 - Confidential
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Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ - Capture

¢

My tasks My exports Statistics

Creation of user access

‘Search ‘O\‘ o P e Elisabeth v

3 result(s)

Login M

bouraneelisabeth@...

elisabeth.bourane@...

sales@getyooz.com

First name

ELISABETH
Elisabeth

Yooz

[\

Last name + List of users already } Create a new profile |
BOURANE EN created

Bourane

Sales




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Creation of user access

UOOZ Capture  Mytasks My exports  Statistics ‘Search ‘O\‘ o P e Elisabeth v
Properties/* My account * Roles Groups Themes Workspaces Active date range

Users propert (es

First nfae *

- \

Name * [

Email addreg [

~

nfidentiality level *

N

Managers

\

v ||

L
|

v

© Yooz 2022 - Confidential

Mandatory You can add You can use The tab In the tab
data has an or limit roles the tab « Themes » « Workspaces » you
asterisk by the tab « Groups » to enable the can see the
« Roles » add the user customizatio workspaces available
to an existing n of the user for the user depending
group workspace on the chosen roles
and or r,anize them
with the double arrow
My account

Avatar

S

Display name *

Language *

Time zones *

Elisabeth

ﬂ‘ ‘ American english (en-Us)

v ‘ ‘Europef’Paris

Workspaces
Rank Name
1 TJ, Capture
2 My tasks
3 My exports

4 Statistics




YOOLZT; Properties

Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ Capture My tasks  Myexports  Statistics ‘Search ‘O\‘ ¢ P e Elisabeth v
Properties * My account * Roles Groups Themes Workspaces Active date range Cancel
Users properties v
First name * Name * Email address * Confidentiality level * Managers
%) L 1 v ] v

The credentials will be The confidentiality You can fill the

sent to the e-mail level is graduated from manager who will

address of the user. 0 to 5. If a document is receive reminders.

imported with level 4
and the user has level
3, he will not be able to
get access to it.

A user with level 5 has
access to all the
confidentiality levels.

© Yooz 2022 - Confidential



YOOLZT; My account

Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ . Capture  Mytasks My exports  Statistics ‘ Search ‘O\‘ ¢ E e Elisabeth v

Properties * My account * Roles Groups Themes Workspaces Active date range

My account v

Avatar

Display name * Language * Time zones *
% | v || v
«

e -

Set the time zone on
your user profile allows
to have the user’s local
time on the history for
each actions performed
on his documents.

By clicking on

EZI: chlggéotl;l o The displayed name You can select the

picture of the could differ from the first language of your user and
name and the last name modify it.

created user. It
should be a
square, max 19
Mo.

in the tab Properties.

© Yooz 2022 - Confidential



YOOLZT; Roles

Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ Capture  Mytasks  Myexports  Statistics ‘Seam‘? ‘O\‘ o B e Elisabeth v
Create
Properties * My account * Roles Groups Themes Workspaces Active date range
User roles v
Role Restrict visibility to some organizational units?
=+ ~ Accountant If empty the role applies to all organizational units
=+ ~ Controller If empty the role applies to all organizational units
4+ ~ Extended accountant If empty the role applies to all organizational units
. Group assigned roles W
You can customize »
! Se|ect the roles by organization. Role Restrict visibility to some organizational units? User group
roles of m For example, the user
Lser y will be able to enter
Noté' ou documents only for 3
?nc{)?;bine organizations. On the 2 K .
others, he will only — —
have the controller
rofe.

You can add the user to one or many groups.
Here, you can see the role depending the group, because the
group can provide roles to the users (next screen).

© Yooz 2022 - Confidential
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Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

Capture agent
Clerk

Accountant

Extended
accountant

Purchasing
Clerk

Approver

Controller

Administrator

Split (if initiated by him)
Entry documents

Entry invoices and assets

Split (if initiated by him)

No

Entry Purchase Requests
Approve documents

No
No

Summary of standard roles

Import, configure a YooxBox

Editing informations of the
documents existing in the tasks

Import, delete, export, link

Editing informations of the
documents existing in the tasks

Same as the accountant
Access to the functional settings
(referential databases, exports...)

View, approve documents, edit GL
accounts and dimensions

View and download documents
All the settings

Capture

My tasks
Search

Capture
My tasks
My exports
Search

Capture
My tasks
My exports
Search
Settings

My tasks
Search

Search

Search
Settings



YOOLZT; Groups

Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ - Capture  Mytasks  Myexports  Statistics ‘Search ‘O\‘ o3 E 9 Elisabeth v

elisabeth.bourane@getyooz.com
Properties * My account * Roles Groups Delegations Themes Workspaces Settings Active date range m :

User group
+ v group1

<

a

If a user group has been created, you can
associate if you want, the new user to one
or many groups.
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Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ Capture My tasks

Delegations

My exports Statistics

‘Search ‘O\‘ o E e Elisabeth v

elisabeth.bourane@getyooz.com
Properties * My account * Roles Groups Delegations Themes Workspaces Settings Active date range m :
Delegations v
No results :
Create |jH
Vs

Status Name Delegated users Delegated groups Delegated roles Start date End date Time Frame Scope Last 129 er Last update date
With the Delegations tab, you can create a delegation for this user.
For example, you already know that the user will be out of office
every Wednesday afternoon, you can set up his delegation here.

’
Properties *

Delegation properties

v
Name * Periodic Restricted List of delegates *

WED AFTERNOON - ‘ [ ] [ ] L

Users...
) g Groups...

Delegation periodicity v
Start date * End date * Start hour * End hour * Roles...

09/06/2020 = | | 09/11/2039 = ‘ | 00:00 v ‘ | 00:00 v

.

Periodicity 4

Every wednesdays

© Yooz 2022 - Confidential
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Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ Capture  Mytasks My exports  Statistics ‘ Search ‘O\| ﬂ P e Elisabeth v
elisabeth.bourane@getyooz.com
Properties * My account * Roles Groups Delegations Themes Workspaces Settings Active date range m :
Themes v
UOOZ Lorem ipsum Ah ¢ UOOZ Lorem ipsum A * UOOZ Lorem ipsum A ¢ UOOZ Lorem ipsum a a
Lorem ipsum Loremipsum Lorem ipsum 0 : Lorem Ipsum  Lorem Ipsum 0 : Lorem Ipsum Lorem ipsum Lorem ipsum 0 H Lorem ipsum  Lorem ipsum 0 H
Lorem ipsum Loremipsum Lorem ipsum * Lorem ipsum Lorem ipsum Lorem ipsum ¢ Loremipsum Loremipsum Lorem ipsum ¢ Lorem ipsum Lorem ipsum Lorem ipsum ¢
Lorem ipsum Lorem ipsum Lorem ipsum 0 E Lorem ipsum Lorem ipsum Lorem ipsum 0 5 Lorem ipsum Lorem ipsum Lorem ipsum 0 E Lorem ipsum Lorem ipsum Lorem ipsum e 5
Lorem ipsum Lorem ipsum m Lorem ipsum Lorem ipsum “ Lorem ipsum Lorem ipsum m Lorem ipsum Lorem ipsum “
UOOZ Lorem ipsum g a UOOZ Lorem ipsum g ¢ UOOZ Lorem ipsum g ¢
Lorem ipsum Loremipsum Lorem Ipsum 0 § Lorem ipsum Lorem [psum Lorem Ipsum Lorem ipsum  Lorem ipsum
Lorem ipsum Loremipsum Lorem ipsum * Lorem ipsum Lorem ipsum Lerem ipsum ¢ Lorem ipsum Loremipsum Lorem ipsum *
Lorem ipsum Loremipsum Lorem Ipsum 0 : Lorem ipsum Lorem ipsum Lorem ipsum e E Lorem ipsum Loremipsum Lorem ipsum 0 E
Lorem ipsum Lorem ipsum m Lorem ipsum Lorem ipsum m Lorem ipsum Lorem ipsum m
Here I can customize the theme I want for my .
user. You can authorize a user to modify their -

profile or not.
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YOOLZT; Workspaces

Cloud P2P Automation. Easy. Powerful. Smart.

UOOZ Capture  Mytasks  Myexports  Statistics ‘ Search ‘O\‘ ¢ P e Elisabeth v

elisabeth.bourane@getyooz.com
Properties * My account * Roles Groups Delegations Themes Workspaces Settings Active date range m :
Workspaces v
Rank Name

1 TJ, Capture

7 My tasks
My exports
Statistics

—\Yi In the tab Workspaces you can see the
workspaces available depending on the roles

of the selected user. You can also rank them
with the double arrow.

Works laces
Rank Name
1 4 My tasks
2 Capture

3 My exports

4 Statistics

© Yooz 2022 - Confidential



YOOLZT; Settings

Cloud P2P Automation. Easy. Powerful. Smart.

elisabeth.bourane@getyooz.com

Properties * My account * Roles Groups Delegations Themes Workspaces Settings Active date range m

You can customize the application’'s settings for this user here.

e

Select the default supplier
display mode (code - name or Display >

name - code). > :
A Notifications Customize the way >
Receiving mode, receiving frequency, right to disconnect... F the notlflcatlons are
—Sore
< Parameters I

‘ Notifications

Receiving mode, receiving frequency, right to disconnect...
Notifications by level

g Platform messages .

General information message, marketing.

Informations >
successful import...

Discussion thread (ex : comments in form)

Warning messages >
Probléme mineur détecté

®
B Messages >
A
]

Error messages >

Probléme majeur détecte

s L.
-l Critical messages >
Probléme critique détecté

‘& Right to disconnect Activated >

Do not receive notifications outside the application {email, ...)

© Yooz 2022 - Confidential



Manage the user notifications
and reminders




YOOLZT; Managing notifications

Cloud P2P Automation. Easy. Powerful. Smart.

1
Statistics ‘ Search | Qo P

In one click, access to the most frequent functions

Import a list... Go on Settings

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

Add organizational unit...

Access all the settings of your application

ME Organizational Units >

Configure addresses, contacts and all properties of organizational units

Who?

au Roles >

Configure roles and their associated permissions

an User groups >
2 Users >
‘= Masterdata b

Access and configure all masterdata loaded in your application

Dimensions b

>

Integrations > Go on Parameters &
Data imports, exports, external software connections, API documentation.... Preferences

@ Processes & Workflows 5

2 ~

* Parameters & Preferences

© Yooz 2022 - Confidential
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Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

B Go to Notifications

I:l Parameters & Preferences

=::  Application
Display

Documents processing preferences

»

Motifications

Configure notification methods, frequencies, do not disturb hours, etc. Mo

fication levels are dl,_fi'

< Parameters & Preferences < Notifications
@ Informations

Information notification level (ex: successful masterdata import...)

Receive in the notification center

Receive by email

Managing notifications

< Parameters & Preferences
". Notifications

Configure notification methods, frequencies, do not disturb hours, etc. Notification levels are defined for each no ification in the masterdata.

Notifications by level

"
®©
=]
A
o

74

Platform messages

General information messages, Yooz updates ...

Informations
Information notification level (ex: successful masterdata import...)

Messages

Message notification level typically for discussion thread (ex: comments in document)

Warning messages

Warning notification level typically for important information or minor errors

Error messages
Error notification level typically for major errors

Critical messages

Critical notification level typically for critical issue

"Do not disturb” hours
Do not receive notifications outside of the application (ex: via email, ...)

Customize how you want
to notify the user by

notification type.
>
>
>
Activate “ Do not
y - disturb " hours if
needed.

Deactivated »

_ Choose how users are notified: by
email or in their notification center.




YOOLZT; Managing reminders (1/3

Cloud P2P Automation. Easy. Powerful. Smart.

1

gooz @I Capture  Mytasks  Myexports  Statistics Search ‘O\‘ o 4 P e Julie Breton v

seurs |

-

Go on Settings |

In one click, access to the most frequent functions

Import a list...

( A fata, ) Add organizational unit...

Access all the settings of your application

M Organizational Units >

Configure addresses, contacts and all properties of organizational units

Who?

2u Roles 5
Configure roles and their associated permissions

an User groups >
2 Users 5
‘= Masterdata >

Access and configure all masterdata loaded in your application

Dimensions >

Palil—

Integrations ? Go on Processes
Data imports, exports, external software connections, API documentation... & workflows

Processes & Workflows . ,————“_____J

¢ 0®

Parameters & Preferences >

© Yooz 2022 - Confidential



YOOLZT; Managing reminders (2/3)

Cloud P2P Automation. Easy. Powerful. Smart.

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

Properties
Phase: Steps:
Enregistrement ] l 1 ]

Process :
S3353333555353535555 0 5> Review >>>>>>>>>>0

@ Other document process

1
2 routes (Gateway before review subprocess)
@ Payables invoice/credit process _ 1 WF DEMO
Modification in progress by Flarian Moiret, started on Thursday, 21 January 2021 08:40 v (Défaut)
@ Payables Process
2
a Process settings [
<Back <Process settings Activate notifications & setup a given
Notify the recipients of the task time as Late
@ Mark tasks as "Late" after a certaintime =
3
— . .
@ Mark tasks as "Late" after a certain time _ Late if task exceads (£ of days]) Late if phase exceads (£ of days]) Late if process exceeds (£ of days))
Configure main actors
Define the stakeholders (users you can transfer a task ta) and the business administrators (users who can manage tasks with issues). It can be de
(and inherited) or at the phase?’
2% Modify the form and controls Remind the recipient(s) with "Late tasks" Deactivated >
Ak Escalate "Late" tasks to other recipients Deactivated »

© Yooz 2022 - Confidential




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

<Back < Process settings
@ Mark tasks as "Late" after a certain time 1

Late if task exceeds (£ of days]) Late if phase exceeds (£ of days])

Late if process exceeds (2 of days))

Remind the recipient(s) with "Late tasks"

b Escalate "Late" tasks to other recipients

Deactivated >

Deactivated >

<Back < Process settings
@ Mark tasks as "Late" after a certain time 1

Late if task exceeds (£ of days]) Late if phase exceeds (£ of days])

Late if process exceeds (2 of days))

Remind the recipient(s) with "Late tasks"

b Escalate "Late" tasks to other recipients

Deactivated >

Deactivated >

Managing reminders (3/3)

< Back < Process settings < Mark tasks as "Late” after a certain time
Remind the recipient(s) with "Late tasks® 1B

Remind every? (£ of days) Mutify the initiator Motify the manager

Motify the business administrator

Activate reminder management & set
the cadence of reminders and the users
to be notified.

< Back < Process settings < Mark tasks as "Late” after a certain time

aA Escalate "Late" tasks to other recipients 19

T

r {# of day

M,

Redipient of the task following the b e
escalation Motify the initiato

Motify the manager Motify the business administrator Motify new task recipients

Motify old task recipients

Activate Escalation management & set
the frequency and the recipients




Manage the duplicates and dispute




YOOLZT; Managing duplicates

Cloud P2P Automation. Easy. Powerful. Smart.

B For these settings, go to « Settings.» SN e Benoit-Olivier v

< Parameters & Preferences

a Documents processing preferences

Document deletion >

Payment configuration Activated >

Invoices and credits N Go to Parameters & Preferences >

Configure the behavior of the application for invoices and credits T - Documents processing preferences then Duplicate detection.
Duplicate detection >

< Parameters & Preferences < Documents processing preferences

Duplicate detection Each validation level can be configured independently:
- Information: non-blocking
Information level > ‘ - Warning: blocking but forced (suspicion)
- Error: blocking
Warning level 5
Error level >

Each control can be applied to:

< Parameters & Preferences < Documents processing preferences < Duplicate detection ) ; .
- The current organizational unit only

Error level . . . .
- The current organizational unit and its parents
(and its hierarchy)
Duplicate detection scope Third party (vendor, cu... Document number Document date Document total am - The entire app"cation (a” Organizational units)
+ | Application -~ - - & X

—— I \ The checked box means "use this date
as a duplicate verification key".
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YOOLZT; Managing Dispute (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B For these settings, go to « Settings »

COnly main elements

- |¢ F e Benoit-Olivier v
L]

21 result(s) ilter grid results

Name 4N Contains Concerned organizat Go to Masterdata
B Accountypes S 3 elements Al then select Blocked reasons
:= Accounting periods > Delements All

Address type > 3elements All

Addresses > 1elements

2

Bank accounts elements

Elocked reasons > 7elements All

il

Chart nf accnnnrs > 579 elements All

{ Settings < Masterdata Blocked reasons

7 result(s) Filter grid results
-
Name ™ Code Concerned organiz... Click on + to create a new
blocked reason
Duplicate YZ_DUPLI All
In dispute YZ_COLIT All
Missing or erroneous required information YZ_COMDM All

© Yooz 2022 - Confidential



U OOZ ® Screenshot

Cloud P2P Automation. Easy. Powerful. Smart.

Managing dispute (2/2)

dreasons [Indispute

Properties *

Restrict visibility

Properties
Code™* Name * r
YZ_COLIT In dispute ]

Properties *

Restrict visibility

Restrict visibility

units?

Restrict visibility to some organizational

Restrict visibility to some document typesz

Lendon Office

Properties :

r - Assign a code to the blocking
// reason

Restrict visibility:
; - to one or more organizational

=~

unit(s)

documents

Period of activity:
i Define the period of activation of

Propriétés * Limiter la visibilité Période d'activité
Période d'activité
Date d'activation
‘ 01/01/2000 = ‘ ‘ 01:00 v ‘ .
Date d'inactivation
‘ 11/MM/AAAA = ‘ ‘ hh:mim v ‘

© Yooz 2022 - Confidential
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Editing a complete document




YOOLZT; Modify options

Cloud P2P Automation. Easy. Powerful. Smart.

B To modify a complete document, go to the Workspace My Tasks and open the Invoice.

IO\IQ P e Nicolas Runtz v

144/4 Q&

Capture My tasks My exports Statistics

Yooz

< Complete Review, Payables invoice/credit review (Yooze264)

Document * Entries [Yooz Standard CSV] | Close m | Send Back.. ‘ ‘ Forward... ‘ : CI|Ck on the 3
dots.

Previous

Properties 2e

Block

Payable invoice - no PO 78110459704 (LINKEDIN) ‘

Link with other documents..

Organizational unit * R oo
= : Add comment
Filiale Montpellier (FMTP) v Payable invoice - no PO bl
-
AP | AR account * Linkedin Ireland Unlimited Company Export...
n Linked m e e Invoice
| LINKEDIN v [ l Collectif Fournisseurs {4010... > ‘ Customize form...
o Invoice Number: 78110459704 Balance Due : USD 7,200.00 Document data .. Modify > ] Cl IC k on
B ‘ iKgome S— W
nfiden /0 S .
- R G 16APR20 Confidentiality level . Show >
- l Payment Terms NET 30 Highlight Color ... Delete..

PO Number or 110 Number

Bill To Ship To

oul cl. tax) * FILIALE HERAULT FILIALE HERAULT Advertiser Campaign Process before
1021505 La Pépiniére du Numénique La Pépiniére du Numérique Contract Contact TALAEI, Afiye
| 18/05/2020 a I [ 7.200.00 ‘ < > 255 avenue Abert Einstein 255 avenue Albert Einstein Currency uso
——" R I I\ 34000 MONTPELLIER 34000 MONTPELLIER
sainnle 124 el chiboiasy } France France
l 0.00 [ l 2.200.00 ‘ AttAccounts Payable VAT : FR34923733482 Payment Method Invoice
: S Customer Number : 301858 Customer Number : 301858
Currency * Ex rate™
US Dollar (UsD) ‘ Invoice Details
Order Number « 19 Billing F Annually Upfront Next Invoice Date  NA

l l 0.00 ‘ Line Description “:::nlf‘:‘"' aty Unit Price Bitled Amount VAT Amount
1 Recuiter - Corporate - 1 of 1 7,200.00 1 7,200.00 7.200.00 0.00
‘ Billing Period From 15/04/2020 To 14/04/2021 000%
y
ce data v
- A
‘\ P ,"
Invoice lines =
et amount (e - Tax amount * =} =i Nature Site
-+ v FRAIS DE RECRUTEMENT PERS... 7,200.00 TVA Exonérée (TEXO) 0.00 7,200.00 401LINKEDIN du 18/04/20 Recrutement (REC) Service Commercial (COM)

© Yooz 2022 - Confidential
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Cloud P2P Automation. Easy. Powerful. Smart.

Capture My tasks My exports Statistics

Yooz

Review, Payables invoice/credit review (vooz ¢ 264)

e S R

444 Q&

Document * Entries [Yooz Standard CSV]

Properties v

[ Payable invoice - no PO 78110459704 (LINKEDIN) |

o [ pet
‘ Filiale Montpellier (FMTP) v ’ Payable invoice - no PO - |
Vendors ™ AP | AR account~
l LINKEDIN v ’ Collectif Fournisseurs (4010. v |
Non SEPA wire transfer (VNS) v ‘ ‘ 18/04/2020 m |
‘ 78110459704 ‘ ‘ 02/03/2021 B|
‘ 18/05/2020 ] ‘ ‘7200 00 | ;
(<
Tax amourt Total amount fincl. tax) = o

I ‘ 7.200.00 |

[ US Dollar (USD) v ’ [ 0920810 |
Ce ted net ai excl. tax) * Co

662983 l 000 |

4

Invoice data v

Invoice lines
Account * Net amount (exdl. tax) * ax amount * | Total amourt
+ v FRAIS DE RECRUTEMENT PERS. 7,200.00 TVA Exonérée (TEXO) 0.00
7,200.00 0.00
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Linkedin Ireland Unlimited Company

VAT IE9740425P Invoice

Linked [T}

‘ Close ‘m‘ Send Back. H Forward

Previous

Block

Link with other documents.

Add comment

Export.

Customize form.

7,200.00 401LINKEDIN du 18/04/20

Invoice Number: 78110459704 Balance Due : USD 7,200.00 L Modity >
Due Date - 1BMAY-2020
nfidentiality I s
n Dets: " <20 Confidentiality level how >
Payment Terms NET 30 Highlight Color Delete.
PO Number or 110 Number
Bill To ShipTo el ey
FILIALE HERAULT FILIALE HERAULT Advertiser Campaign Process before ...
La Pépinitre La Pépiniére du Numérique Contract Contact TALAEJ, Afiye
255 avenue Aber 255 avenue Albert Einstein Conersy UeD:
34000 MONTPELLIER 34000 MONTPELLIER
France
Atn: VAT : FRI4023733482 Payment Method Imvoice
Customer Number - 301858 Customer Number : 301858
Invoice Details
Order Number  CS5652934-19 Billing Frequency Annually Upfront NextInvoice Date ~ NA
Line Description or ‘mq., n‘;',: aty Unit Price Billed Amount VAT Amount
1 Recruiter - Corporate :10f 1 7,20000 1 7,20000 720000 0.00
Biling Period From 15/04/2020 To 14/04/2021 000%
Nature Centre de colt Sits

Recrutement (REC) Service Commercial (COM)

7,200.00

Choose an export and
click on Export

—

Export options

Click on the 3
dots.

—

Click on Export

Export

Choose an export *

Q
Export comptable générique
Export GED
Export SEPA
— -
Set avalue

Cancel




YOOLZT; Force a task

Cloud P2P Automation. Easy. Powerful. Smart.

m To Force a task, go to the Search Workspace.

B The prerequisite is the Administrator role.

gooz Capture  Mytasks  Myexports  Statistics P E e Nicolas Runtz v

Factures traitées I'année demiére

‘ Document date: Year Previous X Isprocessed? (System Data):Yes X * X | m
10 resul(s) ‘ Open H Download H Delete ‘ : — CIiCk on the 3 dOtS. I

Export

[[] organizational unit  Document type Third party (vendor,... Documentdate 4  Totalamount (ind... Currency  Task Processed?  Document creation ... Due date Capture source Last update date Last comment Confidentiality level

[ NoTouch Estimate - Proforma  VINCI FACILITIES (40... 17/02/2020 130584 Euro (EUR) v 11/10/2020 16:17:55 Manusl import 15/11/2020 12:42:08 0-Unclassified — — Se I € Ct FO rcea ta S k |
[ NoTouch Payable invoice - no _ AMAZON (401AMAZ . 20/02/2020 240.00 Euro (EUR) v 11/10/2020 23:37:36  20/03/2020 Manual import 18/07/2021 16:35:31 0 - Unclassified Sene back o eer
[ NoTouch Payable invoice - no .. METRO (FMETRO)  20/03/2020 833.06 Euro (EUR) v 02/03/202115:03:49  30/03/2020 Manual import 23/07/2021 09:46:59 0 - Unclassified

[ Fitisle Montpeliier  Payable invaice - no . ASF (401ASF) 18/04/2020 1250 Euro (EUR) 5 01/10/202010:35:37  20/04/2020 Manual import 09/04/2021 16:45:19 0- Unclassified

[J NoTouch Invoice statement  AMAZON (401AMAZ... 30/06/2020 2,400.00 Euro (EUR) v 11/10/2020 23:08:47 Manusl import 11/10/2020 23:32:10 0-Unclassified

[ NoTouch Tnwoice statement  VINCI FACILITIES (40... 30/06/2020 22.500.00 Euro (EUR) v 09/10/2020 16:07:32 Manusl import 15/11/2020 12:42:57 0- Unclassified

[] sizge Delivery slip DELL (FDELL) 12/07/2020 Euro (EUR) t 11/09/2020 09:31:19 Manual import 08/10/2020 17:41:15 0 - Unclassified

[[] sizge Commercial contract  YOOZ [CONTRAT YO.. 18/09/2020 Euro (EUR) - 18/09/2020 21:56:51 Manual import 18/09/2020 22:18:09 0 - Unclassified

[] Filisle Montpeliier  Payable invaice - no . GEMSTAR (4D1GEMS._. 25/09/2020 10417.25 Euro (EUR) - 11/10/202000:04:48  25/11/2020 Manual import 11/10/2020 00:33:10 0- Unclassified

(] Filisle Gniine Resume [ OV Gregory Mignon (CV... 05/10/2020 30.000.00 Euro (EUR) v 05/10/2020 08:43:21 Manual import 15/11/2020 16:28:56 2 - Confidential

Force task

Then, the Admin has
the ability to move the
documents backwards 2 Review
in the wokflow to any
step they choose. The
Recipient by default it 2 Approval 2
the user who processed
the document in that

step.

Approval 1

Payment

© Yooz 2022 - Confidential




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

YOOLZT; Until now, to associate two documents...

Cloud P2P Automation. Easy. Powerful. Smart.

W Before the Attachment add-on, to associate 2 documents you had to use the
Linked Document feature. Several drawbacks:

m Capture the documents independently, then link them.
m Open each document in turn to view the linked document.

UOOZ{N Mytasks ~Capture  Myexports  Statistics Search ol £ eﬂ(ruu"(antv

Mytasks  Capture  Myexports  Statistics Search ole 8 [ o W |Emmd¢h=[$ﬁ=mb¢ll)‘lﬁvmhl.mm=~= X nesoht x m

Review, Payables invoice/credit review fvoor

21 resultfs), 1 selection Link
Document * Entries [Yooz Standard CSV V1)
Yooz Mumb.. ¥ | Name Aert Dacument date Total amount (ind. .. Task Recipients Document creation .. Due date Geganizstionalunit. | D
Q) vangatory feos: (Invaicelnes) Account O ss e 122 12338 PM 03312018 usA voozDEMO
) The organizationalunit must be specifed O aszs ey . 12238 P10 p—

A duplicate document (Yoz number 4883} has been found  View the . . - en, In e searc choose -

e e el G 0 I n a 0 c u m e nt C I c O n O Fen -na PO 53261845 [Stol 7 7 2 12135 ooy 201 USA ¥OOZDEMO
Properties - ! O 4923 - na PO 045747430 (C o 2 agis e USA ¥OOZDEMO
e the paperclio symbol - ... the document to associate wsnvcozeNo

N
- « . _—.. O A i T and CI |Ck on Llnk  ETmCED oS
! | .
@ - PLEASE REMIT TO THE ABOVE ADDRESS | | O 4588 Payable invoice - na PO 43764422 [LIN| H 2:33:48 PM usA voozoEMo )
BoLD s Original Order: s783e7 [} 4886 +na PO 52451815 (Siokes B TN R 07/05/2018 W T BaP293021 23322 PM 03092018 USA YOOZDEMO
T CORPORATION ITESOFT CORPORATION
= G e e Bio% HUNTH BETH S RERE O 4885 Payabie invoice o PO 0457427430 (CS1 A o7io60te 7420 Wit for payment co... Systemu 09/2972021 23304 PM JSA YOOZDEMO
ACCOUNTS PAYABLE D 4884 Payable invaice - na PO 27340 (FLAG SERVIC... [[RICHEH] 07/05/2018 6,402.81 Review (Payables inv... Accountant 09/29/2021 2:32:52 PM USA YOOZDEMO
AVON LAXE OH 44912 TERRE HAUTE IN 47804-1773 E —_— : £
v ‘ ‘ o] RLSE NO: REVD BYs KEITH WCINTOSH [} 4883 Payable invoice - o PO 576307 (GENERAL PE 070512018 2,448.00 Woit for payment co... System user 0512912021 23243 PM JSAYOOZDEMO
Bo mber+ — — e (m} 4,870 Payable s na P Fuooosss (sorernnv) () 630.72 Review (Payables inv... Administrator 021 8:42:47 AM 037312019 YZDEMO OTHER
o e ] r—— CUSTOMER PO WUMBER CUBTOMER RELEASE NUMBER
Fanans ] ‘ ey aa LD | - ‘ o ——— _-\[_' |:| 4868 Payable inve na PO 43764422 (LINDE) 541.00 Wait for payment co... System user 12021 84221 AM YZDEMO OTHER
B & O 4885 Paoble i 1o O SETHS (Stes S ey — s e vaoEwaoTHG
4865 Payable invoice - no PO 427430 (CS1 MA. 07/06/2018 74.20 Approve payment (P... Angela Merkel 021 8:61:45 AM YZDEMQ OTHES
4 " g
py— aw R TT— o produt .

541.00 SFLAGSERVICE 578307 06/28/2.

gOOZVIE Mytasks Capture  Myexports  Statistics BYE - 2 e:\“_mm,.[v

Review, Payables invoice/credit review (vocrs450)  Late 17 ®

Document * Linked documents Entries [Yooz Standard CSV V1) Close m Forward

The associated document
was then available in the
"Linked documents" tab

“N... FLAG SERVICE & M, USAYDOZDEMO  07/05/2018 640281 US Dollar 01/25/2022 1:23:34.

0 Q

38
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YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Active functionalities according to

the nature of the elements

B [t's important to understand the difference between a document and an attachment

Any type of file associated to a document, and which is not Any type of document (invoice, PR, PO, quote, etc.)

Definition

Formats

Full-text Indexing
Click & Reco

Search

Validation process
Applicable workflow
Comments

Level of confidentiality

History

© Yooz 2022 - Confidential

eligible to an automatic treatment process in Yooz.

Word, jpg, png, gif, xls, ppt,
mp3, wave, mp4... except for
files considered as “risky” (see

FAQ)

AXX XXX XX

PDF

AXXXX AL

eligible for automated processing in your Yooz
application. A document may or may not be linked to
another document. This is the notion of master
document and linked document.

Any type of document that can be captured and
converted to PDF.

QLKL

39


https://help.getyooz.com/en/articles/6100606-beta-how-to-use-attachments-in-yooz-rising

UOOZ m Setting permissions for attachments

depending on user roles

Cloud P2P Automation. Easy. Powerful. Smart.

B The setting of permissions related to attachments is done at the level of each user role

m The permissions are set in Settings > Roles > [selected role] > Permissions > Settings >
Document > Attachments

m By default, when activating the Attachment Addon, all permissions are granted to all roles

gooz @I Capture  Mytasks Myexports  Statistics

B B The administrator can activate or deactivate
permissions per role:

:S:S;‘;Ti:;:;?”“ m To add attachments

> O authorization delegation

> O automated allocati

0 et m To delete attachments
> O configure imports

> O pata blocks

>0 m To see attachments
> O pimension
> O pimension set . .
O _ I,
m To turn an attachment into a linked document
g @ Add attachment
E @ Delete an attachment
< @ see attac hments
g @ Turn an attachment into a linked document
& N = I
:8 © Add rows In multiline dsta blocks 40
> -



Questions / Answers




