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End-User Training

Introduction to Yooz Rising
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Yooz Automates your AP process
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◼ Yooz is a cloud software​
◼ Any operating system​
◼ Any web browser​
◼ Any computer​

◼ Access is granted by your administrator

◼ Welcome e-mail sent to all users​

◼ Check your spam folder​

◼ ​Forgotten password link - Reset it in case of 
problem​: here is our Help Center article to 
help you: 
https://help.getyooz.com/en/articles/35431
90-i-forgot-my-password-how-to-reset-it

◼ Password needs to be changed after first 
login​

◼ Use your web browser password manager

Welcome to Yooz Rising application!
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https://help.getyooz.com/en/articles/3543190-i-forgot-my-password-how-to-reset-it
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Your credentials
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First login

5

1

2

3

A single address 
https://us1.getyooz.com

User dedicated messages 
and notifications: a 
continuous newsfeed for 
Yoozers
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Or login on our web site
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Main Screen – Top bar
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Capture workspace: 
where you can import 
any document and 
manage imports

My tasks: acting 
as your personal
activity
dashboard

My exports: where
you can create and 
manage 
your exports

Statistics: where you
can monitor your
platform activity and 
performance
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Main Screen – Top bar
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Settings: where you can 
edit and manage any
platform settings 
according to your rights

Notifications center: where
you’ll be notified of an 
information, warning, error
message

Search bar: where you can 
search any document in 
your platform through
keyword-based and 
criteria-based queries
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Main screen – top bar: multi-application access

Easy access to the 
applications to your
account

Easy switch to 
another application
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Main screen – Top bar: my profile
Embedded user assistance tools

Direct access to your
help center: articles, 
videos, … to make your
Yoozer life easier
https://help.getyooz.com
/en

Direct access to 
live chat with your
customer support

Impersonate: depending on 
your role, you can take control 
of someone else session

Guided
product tours

https://help.getyooz.com/en
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Main screen – Top bar: my profile
Embedded user assistance tools

YoozUniversity provides you with 
free unlimited live and replay 
training and enablement resources, 
with direct from your application.

Refer a friend or a 
business and win up to 1 
month of subscription

Logo
ut
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My profile access
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Access the features
of My profile
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Customizing my workspace:
enhanced delegations

Delegate to one or more people, 
on a defined period of time or 
on a recurring periodicity.

Learn more on delegations and 
read our Help Center Article: 
https://help.getyooz.com/en/art
icles/3543417-how-to-create-a-
delegation

- With restricted turned off, the user inherits permission and 
orgs so they can fully process all the delegated documents.

- With restricted turned on, the user needs to already have 
the permission to process that delegated document.

- For example:With the restriction on, you could delegate to 
multiple users who each have one org. Thus having multiple 
users able to cover for one user.
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Customizing your application: my profile

Customization
of your
workspace 
color theme

Access to your user 
profile customization
options
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Customizing your application: user specific
settings

User specific settings
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Enhanced delegations

Delegate to one or more people, on 
a defined period of time or on a 
recurring periodicity.
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Main screen
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Filtering center: filter
using any criteria you
need and display your
filtered data on main 
screen
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My tasks workspace
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My KPIs:
• Complete: documents where all fields are complete
• Blocked: documents blocked by a user for a specific

reason
• In progress: documents being processed
• Late: documents late to be processed

Click to drill down

List of documents related to the 
selected organizational unit.
• Action items aka you « to do » list
• Items for follow-up: track the 

status of the documents you 
have already processed but that 
are still in someone else’s queue.

List of selected
organizational units
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Customizing my workspace: my profile 

This workspace 
adapts with your 
user rights
and its customized 
layout is auto-saved
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Process a group of invoices in a row

1- Select your
invoices

2 – Process them whole

3 – Your invoices are ready to 
next step
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◼ Image toolbar
◼ Page selector
◼ Print/Download
◼ Email
◼ Zoom in or out
◼ Rotate, fit image to height or to width
◼ Thumbnail panel

Review & coding screen:
Image toolbar

21
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Review & coding screen

22

The Entry screen tab

The Export file screen tab
The image of your in 

progress invoice

Header fields

Alerts & 

notifications panel

Line items fields
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Review & coding screen:
Multi-currency management

Automatic calculation 

of exchange rate
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◼ Use the embedded “To do” button to come back to home screen.

◼ You can move to the next or previous invoice if you opened several invoices in a row

Review & coding screen

24

Action buttons:

- Close the document

- Register it

- Send back …

- Transfer to someone else

Action buttons:

- Block this invoice

- Link this invoice to 1 or more 

documents

- Attach a comment *

- Delete this invoice

- Display the history

Customize your entry panel layout

* This is detailed in 
another training 

session “Attach 
supporting 

documents”
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◼ Action buttons
◼ Close: to exit the invoice
◼ Block: to put the invoice in “Blocked” status 

and save the data
◼ Transfer: to reassign the document to 

someone else in the same step
◼ Register: to save and send the document to 

the next step
◼ Delete: to remove the document from the 

system
◼ Not available to most users
◼ Users should use the “Send back” button to send 

it back with a note

Review & coding screen

25
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Review and coding screen:
User-friendly and comprehensive audit trail
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Vendor Profile Optimization

Differences are highlighted by exclamation 
points. 

Data in bold have been automatically read 
on the document.  

At the coding stage, you 
simply need to click on the flag 
to optimize the vendor’s 
masterdata. You’ll see three 
levels of colors (green, orange, 
red) depending on the % of 
completion. 

Accept Yooz’s
suggestions

Possibility to accept only one suggestion by 
mousing over the cell and clicking on the 
arrow.
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Grouping documents

Group the  
documents by 

criteria in order 
to organise 

your workspace. 

3

2

1

Choose amongst a 
large list of criteria 

(organizational 
unit, document 

type, due date…).

The grouping are 
shown on the left of 

the screen. Here, 
below, a grouping of 
organizational units 

and document types. 
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Customizing columns to display

Customise 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 propositions 
located before 
the pin will be 
frozen on the 

screen. 

The columns 
are displayed as 

selected. 
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Using the «Complete» Component 1/2

The component 
“Complete” 

allows you to view 
the invoices with 

all the fields 
completed by the 
user or by Yooz 
automatically. It 

allows to submit  
a group of 

documents in a 
row. 

1
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Using the «Complete» Component 2/2

Select to submit a group of documents in a row. Only the 
selected documents with all the fields identified and completed 

will appear in the list. 

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

automatically ». 

2

3
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◼You can attach supporting documents to invoices or purchase documents in 
Yooz.
◼ Open the invoice
◼ Click the “Attach” button
◼ It opens the search engine of Yooz

Attach supporting documents

32

1-click away from linking your

invoice with other documents
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◼Type in your search leveraging the search capabilities of Yooz
◼ Using any extracted data as a criteria
◼ Using any keyword for a ‘google-like’ search
◼ Or combining both methods

Attach supporting documents

Leverage the powerful Yooz search

features to select the appropriate

document to be attached with

Leverage the powerful Yooz search

features to select the appropriate

document(s) to be attached with

Then click on « Search » 

to get the search results
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◼ If the document type needs to be 
updated to a credit, use the update 
button

◼ If the document type is a credit

◼The amount entered on a “Credit 
note” must be positive
◼ Because of the document type, the 

behavior  is reversed.
◼ Positive amounts will by default debit the 

AP liability and credit the offset GL 
accounts.

Note about Credits

34
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Search

35



©
 Y

oo
z 

20
22

 -
Co

nf
id

en
tia

l

◼ Several options
◼ Search: to run a new search and access the results immediately in Yooz
◼ Open: to a document
◼ Export: to generate an export file
◼ Delete: to delete one or more documents
◼ “Cross”: to clear all the filters currently used in the search
◼ Download: to download your search results

◼ Several format available, including Excel
◼ Possibility to include the accounting details

Run a search

36
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◼ Sort by clicking on a column header, or use 
the filters just above

◼ Click on the arrow on any invoice line to 
view the document and their line item 
details

Search results

37
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◼ Click on « Star » to add your search to the favorites

◼ Name your favorite search and share it or not with others

◼ You can access to your favorites anytime, clicking the star

Favorite search

38
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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

