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Yooz Automates your AP process
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◼ Yooz can process documents in several file formats:
◼ PDF
◼ Office documents (Word, Excel or equivalent)

◼ DOC, XLS, PPT, DOCX, XLSX, PPTX, ODT, ODS, ODP
◼ Images files

◼ BMP, GIF, JPEG, JPG, JPE, PNG, TIFF, TIF

◼ Documents can be imported into Yooz by different means:
◼ CaptureMail import

◼ Forward invoices as e-mail attachments or in the e-mail body itself.
◼ If you use a scanner with e-mail capabilities set it to forward the resulting file as an e-mail for more automation!

◼ Mobile import
◼ Snap a picture of your documents using Yooz Rising application on your mobile or on your tablet as Yooz Rising is fully responsive.

◼ Manual import
◼ Import document files directly from any source into Yooz.

◼ sFTP server
◼ Import document files directly on our sFTP server (not described in this training, please discuss with your project manager or support 

team)

◼For scanned documents, it is highly recommended to set the scanner to a resolution of 300 DPI.

Introduction

3



©
 Y

oo
z 

20
22

 -
Co

nf
id

en
tia

l

◼ You can set one CaptureMail address for each of your companies in Yooz.
◼ This is an e-mail address you will need to create inside your network.
◼ It should only be used for e-mails containing documents.
◼ It should have an auto-forwarding rule (optional but recommended for more automation, could also be manually 

forwarded) to capture@us.getyooz.com
◼ Make sure each e-mail is not a substring of another

◼ For example you cannot have 1ap@mydomain.com and 11ap@mydomain.com because the first address is contained into the 
second one.

◼ Documents sent to your CaptureMail addresses will be imported automatically into Yooz.
◼ If you shared a single address between multiple companies Yooz will try to determine the right one based on the 

addresses on the document. If it cannot be recognized, it will be sent to the "To Identify" company instead.

◼ Note: if an email doesn’t have any attachment, the body of the email will be imported in Yooz as a 
document.

◼ Requirements
◼ Email size limit: 36MB.
◼ File attached to the email must not be password protected or corrupted.
◼ File name must not contain any special characters.

CaptureMail
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mailto:capture@us.getyooz.com
mailto:1ap@mydomain.com
mailto:11ap@mydomain.com
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Email Capture Typical Workflow
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Yooz Email Capture
capture@us.getyooz.com

The “from” address is used by our 
capture server to determine the Yooz 
application and the company within 

the application. 

This is the recommended scenario.

Company 1
myap1@mydomain.com

Company 2
myap2@mydomain.com

Company N
myapN@mydomain.com

Client’s Email 
Addresses:

1 address per company

Sources

Vendors

Scanning Devices

Mobile Devices

Anything that can 
email…

Yooz

Company 1
myap1@mydomain.com

Company 2
myap2@mydomain.com

Company N
myapN@mydomain.com

Yooz application

TOIDENTIFY

mailto:capture@us.getyooz.com
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Email Capture Shared Address Scenario

6

Yooz Email Capture
capture@us.getyooz.com

The “from” address is used by our 
capture server to determine the Yooz 

application.

Since multiple companies share 1 email 
address, the capture server uses the 

information read on the invoice against 
the information provided in the Yooz  
settings to assign the invoice to the 

correct company.

Important Note: please contact us to 
discuss this scenario so we can analyze
your company data (names, addresses, 

etc) and a few invoices.

Company 1
myap@mydomain.com

Company 2
myap@mydomain.com

Company N
myap@mydomain.com

Client’s Email 
Addresses:

1 address shared for 
multiple companies

Sources

Vendors

Scanning Devices

Mobile Devices

Anything that can 
email…

Yooz

Company 1
myap@mydomain.com

Company 2
myap@mydomain.com

Company N
myap@mydomain.com

Yooz application

TOIDENTIFY

mailto:capture@us.getyooz.com
mailto:justyoozit.capturemail@justyoozit.com
mailto:justyoozit.capturemail@justyoozit.com
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◼ To set up your e-mail capture, just click on “E-mail Capture” in your Capture workspace

◼ The address mapping syncs with our email capture server every night

CaptureMail set-up

7



©
 Y

oo
z 

20
22

 -
Co

nf
id

en
tia

l

◼ Plug-in and app-free

◼ Just open your mobile browser 
and connect to Yooz: 
https://us1.getyooz.com/

◼ Automated display adjustment
to your device (smartphone, 
tablet)

◼ Memorization of user 
preferences (size of window, 
layout,settings, …)

◼ Capture as well as update fields
from a mobile device

Mobile capture

https://us1.getyooz.com/
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◼ Requirement:
◼ Size limit: 

20MB

◼ Users with the 
appropriate role 
will see the File 
upload section

◼ Click the Select a 
file button to 
drag & drop your 
documents

Import manually from any source into Yooz*

Drag & drop to capture 
your documents

*Thick client inbox | Dropbox, Google Drive, Amazon Drive, … locally synced
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Automatic identification and batch split

Let Yooz identify automatically (?) 
the invoiced organizational unit or 
type it in

Let Yooz identify automatically (?) 
the document type or type it in

Let Yooz automatically split your
document batches w/o any splitter 
using YoozSmartSplit exclusive 
technology or split them manually

Activate or not the manual
approval of automatic Yooz 
SmartSplit

Find here the split suggestions 
you need to approve if you have 
decided to do so
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◼Yooz has several ways of splitting a file containing multiple documents.

◼Automatic
◼ Using the exclusive YoozSmartSplit technology w/o any pre-sorting
◼ Or Yooz will split a file into multiple documents when:

◼ It recognizes the page was stamped using a YoozStamp (see slides after)
◼ It reads a blank page that was used as a separator between two documents.

◼Predefined using “Fixed number of pages”
◼ Yooz will split the file every certain amount of pages per the user choice on the import 

screen.

◼Manual
◼ You can split a Yooz document manually once it has been imported using the scissors 

feature on the invoice screen (visible only on multipage documents).

Splitting methods
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User friendly validation of the automated split

Yooz suggests to split this batch into n 
invoices and you can review the 
suggested split and modify it

You can split an invoice
from one another or 
delete a page in 1 click
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Automatic additional data

I can select data that will be 
assigned to all documents in the 
uploaded batch

Final step: click 
on Import
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◼Positioned on the first page of each invoice, the YoozStamp serves as a 
separator, allowing the batch to be automatically split into as many files as 
there are different invoices it contains.

◼Stamping an invoice:
◼ provides physical proof that the said invoice has been scanned and Yoozed
◼ prevents the risk of scanning the same invoice twice; even if Yooz automatically detects 

duplicates, this avoids deleting invoices scanned twice.

YoozStamp exclusive technology



©
 Y

oo
z 

20
22

 -
Co

nf
id

en
tia

l

Display the full list of captured files

Here is the full list of imported 
documents and their related 
masterdata You can customize the 

number and types of 
columns to be displayed
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◼Once imported documents are in 
“Yoozing” status
◼ Vendor recognition
◼ Smart data extraction
◼ Full text indexing

◼Wait for the Yoozing status to 
disappear before opening the 
document.

Yoozing
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Enjoy working with Yooz!
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For Admin User Only
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CaptureMail set-up
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Step 1: you provide one or more e-mail boxes dedicated 
to the receipt of invoices by your suppliers.
Step 2: for each of your organizational unit, you set in 
Yooz the e-mail address (es) that you have just 
dedicated to e-mail capture.
Step 3: you set up an automatic transfer of all e-mails 
received in your dedicated e-mail boxes to the e-mail 
address provided by Yooz: capture@us.getyooz.com.

Step 4 (optional): you can carry out an advanced set-
up of the e-mail capture in Yooz: email object, split 
rules, type of document, etc.

mailto:capture@us.getyooz.com

