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UOOZ m Objective and duration of the training

Cloud P2P Automation. Easy. Powerfu . Smart.
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B Objectives of this training

M Learn how to setup Purchase management in Yooz Rising.

B Targeted audience

m This training is intended for the Administrators of the Purchase process.

m Duration

m 45 minutes.



loleYAm

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2022 - Confidential

B Introduction

m Prerequisites of Purchase management in Yooz
m The Purchase-to-Pay (P2P) process in Yooz Rising

W Settings
m Purchase management process global settings

How to activate the Purchase management process in Yooz
Purchase order management
m Settings of the Purchase requisition management
m Settings of the Purchase Order
m Purchase order number generation
Settings of the Budget manageme G il
Settings of the Goods reception
Settings of the Purchase orders / invoices matching

Training plan (1/2)
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B Settings (next)

m Settings of the Users for Purchase management purposes
Management of the Roles related to the purchasing process

m Settings of the Master data for Purchase management purposes
Creation of the delivery and billing addresses
Management of the Item database
Import of the Item database

m Process settings for Purchase management purposes
Purchase requisition and Purchase order processes in detail in Yooz Rising
Purchase requisition process management
Purchase order process management
Purchase order Import process in detail in Yooz Rising
Purchase order Import
Purchase order invoice matching process in detail in Yooz Rising
Purchase order invoice process management

B Questions/Answers

Training plan (2/2)
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UOOZ W rerequisites of Purchase management in Yooz

Cloud P2P Automation. Easy. Powerfu . Smart.

m In order to implement the Purchase management process mentioned in this training, you will
have to ensure that your Yooz application meet the following requirements:

m Business Edition

m « Purchase » add-on activated

m Purchase management activated

m « Dynamic Workflow » add-on highly recommended.

W This deck covers the main steps allowing to implement an overall « Purchase-To-Pay » process
based on Purchase Orders generated by Yooz,

© Yooz 2022 - Confidential
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e Purchase-to-Pay (P2P) process in Yooz Rising
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UOOZ : How to activate the Purchase management

Cloud P2P Automation. Easy. Powerful. Smart.
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process in Yooz

< Parameters & Preferences < Documents processing preferences

Purchase orders

Configure the behavier of the application for purchase requests, purchase orders and PO-based invoices

Budget configuration Not available yet Desactivated »
Enable and configure budget tracking

Goods reception configuration Activated »
Enable and configure goods reception

Purchase request configuration Activated > Click here to activate the

Enable and configure the Yooz purchase order generation process following the approval of a purchase request Purc_hase r_equeSt
“configuration.

External purchase orders import >

Purchase orders / invoices matching 3



YOOLZT; Purchase order management

Cloud P2P Automation. Easy. Powerful. Smart.

B Customise the Purchase order creation

1
< Parameters & Preferences < Documents processing preferences < Purchase orders q o
i : °F Use this button to activate the Purchase order management.
Purchase request configuration . o
Enable and configure the Yooz purchase order generati;m process following the approval of a purchase request
2
Activate this button if Thousands separator on the purchase order
taxes have to be entered I'_ 4 . Require the user to enter taxes on the . Add items from the purchase request to the sosument — Purcthase/ reqL.‘”SItlon
on the purchase purchase request masterdata item list r\_\\ ‘ Comma () W creation / review.
request.
Purchase order document language . Enable automatic sending by default on the .nxtt‘nran:_\::nz banner on purchase order
‘ User language W ‘ purchase request emails \“‘\»,»__‘»»» 3 7]
. - _ o . Activate this button to automatically
Reply to" email address in case of automatic sending — . .
of purchase order document [PDF) Purchase requisition logo Purchase requisition report Complete the masterdata item list.
‘ &» Y00Zlogo.png (Remove) & Selecadie
File to add before the report File to add after the report

6 Select a file 6 Select a file

Footer 1

Footer 2

10
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UOOZ : Settings of the Purchase requisition

management 1/3

Cloud P2P Automation. Easy. Powerful. Smart.

m Customise your Purchase requisition

< Parameters & Preferences < Documents processing preferences < Purchase orders
Purchase request configuration ®

Enable and configure the Yooz purchase order generation process following the approval of a purchase request

. Require the user to enter taxes on the ‘ Add item= from the purchase request to the
purchase request masterdata itemn list A YOOZ banner W|”
— - —— — be displayed in the email's
Thousands separator on the purchase crder o
o o el signature sent to the
jocument Purchase order document language .

1 [
Enable automatic sending ore x v | [[userianguage t Y am >cnding the PDF to the

Of the PurChase requeSt - V. " Enable automatic sending by default on the . Artivate the Yooz banner on purchase order
and setup a REPLY'TO ‘ I purchase request emails
o1 —

cmdlill. / —

"Reply to” email address in case of automatic sending 5

3 of purchase order document {PDF) Furchasze requisition loge Purchase requisition report The PurChase reqUiSition

Import cust?mised) | & 11V START UP g (Remove) | | @y selectatie .: format can be customised
documents (GTC,...) to be K and imported here by your
included bEfore Or after File to add before the report File to add after the report 4 PrOjeCt Manager YOOZ.
the Purchase requisition, . Import a logo in GIF
. 9 — ﬁ GTC of Purchase - MyStartup.pdf (Remove) 6 5elect a file £ P g
in PDF format. format.

‘d} Select a file - Purchase requisition

generated in PDF format.
Footer 1
6 |U it C5 Mib, Block C, D Court, D S t Woki 5 ., 3U21 5BH, UK, Woking GUU21 5BH ited Kingd
FI” in the footer i nit C5 . Block €, Dukes Court, Dukes Street Woking, Surrey, GU21 5BH, UK, Woking GUZ1 3BH, United Kingdom
information with a <
maximum of 4 lines (120 Footer 2
SN
11
T s

© Yooz 2022 - Confident




YOOZT: Settings of the Purchase requisition

Cloud P2P Automation. Easy. Powerful. Smart.

management 2/3

B Example of a Purchase order preceded and/or followed by your customised
documents.

UOOZ Capture  Mytasks My exports___ Statistics Search & a e Cornélia Rusu v

Find here the documents to -

. . order. i ]
Document * Linked documents Entries [Sagg?ntacct (Csv)] ‘ Forward... ‘

Properties v
et orier View the customised
PO #21-000006 of the 22/07/2021 (1077.60) Pu rchase Order
I Purchase order #: 21-000006 .
Organizational unit * I Document type * MY START UP Order Date: i
London Office (LON) Purchase order Yooz Required by Coméiiz Ausu
Third party (vendor, customer...) * Document date Warehouse - John Snow
715, 710 Romford Rd
COMCEN COMPUTER SUPPLIES LTD... 22/07/2021 G P COMCEN COMPUTER SUPFLIES LTD
; Londen E12 5AW Unites
Document number * United Kingdom of Great Sritzin ang Harewaed Yard
Leads LE17 OUF
21-000006 United Kingdom of Great Britain and Northem
London Office - Florian Moiret = ¢ e h
223 Howard Strest
Other purchase data v Lendzn 1511 70N
Billing address * Delivery address = B
London Office Warehouse London
Purchase order description

~

Purchase line(s) I Y/
g Item Product code Description F|nd here the PU rchasing Ordered quantity * Unit price * Net amount (excl. t... | Tax code Tax a
=l
< -+ ~ LAPO1 - Laptop Dell 17" LAPO1 Laptop Dell 17, General Terms and 1.000 399.000 399.00 STANDARD RATE (VAT20)
v g
N + v LAPO2 - Laptop Dell 21" LAPO2 Laptop Dell 21 CONditions or any other 1.000 499.000 499.00 STANDARD RATE (VAT20)
X customised documents.
o
S 2.000 898.000 898.00 12
©




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Settings of

the Purchase requisition

management 3/3

Example of a customised
Purchase order

Example of a standard Purchase

order

Order ! l OOZ @ Order The Yooz logo
Purchase order ” Purchase order #: 21-000007 .Wi” be dis |a ed
Yo ur I MY START U P Order Date: 22 July 2021 Cloud P2P Automation. Easy. Powerful. Smart Croer s oz b d efa u |tp y
|OgO pr—— N N Required by: Cornélia Rusu y °
. I equired by: ornélia Rusu

Delivery

Warehouse - John Snow

715, 719 Romford Rd

Manor Park

London E12 5AW

United Kingdom of Great Britain and

COMCEN COMPUTER SUPPLIES LTD
Unit 6B
Harewood Yard

Delivery

Warehouse - John Snow

715, 719 Romford Rd

Manor Park

London E12 SAW

United Kingdom of Great Britain and

COMCEN COMPUTER SUPPLIES LTD
Unit 68

Harewood Yard

Leeds LS17 SLF

Leeds LS17 9LF

United Kingdom of Great Britain and Northern
United Kingdom of Great Britain and Northern

London Office - Florian Noiret
233 Howard Street

London Office - Florian Noiret
233 Howard Street

Billing
Billing

London IG11 7DN

London IG11 7DN United Kingdom of Great Britain and

United Kingdom of Great Britain and

Line | ttem cose tem description Cuantity | Unitprice | TaxRate |  Amount | Total smount

e | nem eose e seseription Qusntty | Unitprie | TaxRate |  Ameunt | Totsl amount . pp——— om0 Iy —— pr— p—

1 Juaeon Laptop Dell 17° 1.000) 3sa00]  2000% 389.00] araan 7 |z Loptop Del 21" o w00l 2000w ey P
2 [Larm Laptep Del 217 1.000) aga.00|  2000% 498.00] 55880

Sub Totsl sm00 €

Sub Total seB00 £ a mse &

Tax TakoE Tersl wrs €
Totsl wrmen €

Final approving by
(Rl e Rusu Comélia
Fusu Comélia The 22072001 The footer is

The 2210712021

empty by default.
| ’ " It must be

CUStomlsed Unit CS Nib, Block C, Dukes Court, Dukes Street Woking, Surrey, GU21 5BH, UK Completed in the

footer.

tél: (+44) 000 000 000 Business ID: 00O 000 000 00O
e-mail: invoices@mystartup.com

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

Purchase order number generation

m Customise your Purchase order number by setting up elements which will be concatenated in

the following order:

® From the top to the bottom
m From the left to the right

m Separated by the character
of your choice.

© Yooz 2022 - Confidential

< Parameters & Preferences < Documents processing preferences < Purchase orders < Purchase request configuration

Purchase order number configuration

P f the num

®: g I d » d g |f\r |
Year index MNumber of digits in the number Reset the purchase order number counter to
|AA X W | |6 | |Year X v |
Field separator Initial order number

— | Underscore X v | | |
Order
Purchase order # 24 000006 . Example of a customised Purchase order number.

Crder Date: 22 July 2021

14



YOOZ ) Settings of the Budget management

Cloud P2P Automation. Easy. Powerful. Smart.

= Activate budget configuratior

< Parameters & Preferences < Documents processing preferences < Purchase orders

Budget configuration 19

Enable and configure budget tracking

Percentage of budget used triggering a notification
Request approval from the budget manager

if over budget 20

© Yooz 2022 - Confidential
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loleYAm

Cloud P2P Automation. Easy. Powerful. Smart.

B Activate Goods Reception

m Go to Settings / Parameters & Preferences / Document Processing Preferences / Purchase orders / Goods
reception configuration

< Parameters & Preferences < Documents processing preferences < Purchase orders

Goods reception configuration| @ < Activate reception J

Activate to display a button in
Enable and configure goods reception the PR form and enable default
receipt on it.

Activate to allow the

Goods Reception in Yooz | , i .
J— ! . Generate a goods reception task when an . Enable goods reception by default on the

purchase arders created in Yooz purchase request

Rising - for a PO created
in Yooz

. Enable goods reception for imparted

Settings of the Goods Reception

/ purchase orders from external systems
Document * Entries |y 20z Standard CSV V1]
. 1 Properties
éctlvage tO a”%gthe GOtOdde Name * Organizational unit * Document type * Vend:
t[ﬁ?g?pg)r?yosr;ster:]mpor € roma Purchase request from Accountant on 01/13/2022 (1871.50) ‘ ‘ YOOZUS - USA YOOZDEMO LV ‘ Purchase request v ‘ @
I

Activate or deactivate manually the
reception when creating the PR

“ . Goods to be received? W Tobesent automatically?

16




UOOZ I Settings of the Purchase orders / invoices

matching

Cloud P2P Automation. Easy. Powerful. Smart.

m Settings of the gap when matching the Purchase orders and invoices

< Parameters & Preferences < Documents processing preferences < Purchase orders

Purchase orders / invoices matching

Invoice/PO gap tolerance amount Invoice/PO gap tolerance percentage

0.00 0.00

Allows to define a gap tolerance amount or percentage, between the Purchase order and the Invoice
when matching these two documents.

If you fill in the two fields, Yooz will alert when a gap tolerance is exceeded.

If you only fill in one of these fields, Yooz will alert you if this specific field is exceeded.

© Yooz 2022 - Confidential
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Settings of the Users for
Purchase management purposes




UOOZ L Management of the Roles related to the

purchasing process

Cloud P2P Automation. Easy. Powerful. Smart.

Role Tasks Permissions allowed Workspaces accessible
Administrator Admin tasks Settings and Settings
customisation
Requisitioner Creation and Review of the Create and Review My Tasks
Purchase requisition Purchase requisitions

Purchasing Clerk Purchase requisition assessment  View, modify, approve a My Tasks
Purchase requisition

Administrator of Purchase Order sending and Modify the data of a My Tasks

the Purchase Goods reception Purchase order and clear

order open good recepction

Approver Purchase requisition, Purchase View, Approve a Purchase My Tasks
Order and/or Invoice Approval. requisition, a Purchase

order or an Invoice.

19
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Settings of the Master data for Purchase
management purposes




YOOLZT; Creation of the delivery and billing addresses

Cloud P2P Automation. Easy. Powerful. Smart.

B The creation of your delivery and billing addresses is a mandatory step for the Purchase

requisition.
< Settings < Masterdata Addresses + 3

2 result(s) Filter on an organization v ‘ {'
1
To create your addresses, go
Name T  Code Concerned organizational units to Settings > Masterdata >
Billing address SIEGEDELIV All Addresses
Delivery address BILLSIEGE All thleln click on +to add a new
dUdaress.
6 3
Allows to Restrict VISI.bI|I1.:y of this 2 Confirm the type of
address to an Organizational F|II.|n a dee and a Name address (billing and/or
which will allow to select the . Allows to create a new
address from the creation ] address based on the
Properties * Restrict visibilit Cancel S :
° ’ form of the Purchase s NIEVERIES current form:.

Properties //—reqm?()ﬂ » \ v
Code * _ Name * - Is a billing address Is a delivery ess (

Yzuk ‘ Yooz UK ‘ . .
Clic on Save. |
Addresses v
Recipient Country Address (1st line) Address (2nd line)
‘ ‘ United Kingdom of GreatB... X ‘ Unit C5 Nib, Block C, Dukes Court, Dukes Street Woking, ‘
=
% Zip code City State
=l
€ ‘ GU215BH ‘ Surrey ‘ ‘
8 /
~ > K
o~ LY
S 4
N .
8 Complete the fields related to the 21
©

~ address.



YOOLZT; Management of the Item database 1/2

Cloud P2P Automation. Easy. Powerful. Smart.

B The creation of the Item database is not mandatory, but it simplifies the data entry while
creating the Purchase requisition.

M s Define the properties and Define analytical Allows to Restrict
4 result(s) [ characteristics of an Item. allocation by default. visibility of the Item to
Name 1 Code Concerned organizational units 4 Gl Organizational Unit.
Advertising banner 2m x 1m AB21 All
Dell Router Wifi 6 Large Bande RWDELL6 All

Laptop Latitude 7400 Config 1 LTPCOM1 All Adveru'sing banner 2m x 1m
Laptop Latitude 7410 Config 2 LTPCOM2 All

Properties * Dimension Restrict visibility m ‘ Save as ‘

[ Properties r v ‘
Code * ERP code
To create an Item database, go to [rez I | Save here. Allows to create a new
Settings > Masterdata > Items, Item based on the
then click on the + to add a new Name current Item form.
I‘L'em. ‘ Advertising banner 2m x 1m ‘ ’_
Item properties v
Unit price Third party (vendor, customer...) I Vendor item code
‘ 999.000 ‘ ‘ Baches Publicitaires X v ‘ ‘ BPTR2.1 ‘
.Tg International item number URL Global trade item number
s GL Account Tax code
% ‘ PUBLICITE, PUBLICATIONS, ... X ‘ ‘ v ‘
g 22
©




YOOZ ) Management of the Item database 2/2

Cloud P2P Automation. Easy. Powerful. Smart.

B The creation of the Item database is not mandatory, but it simplifies the data entry while
creating the Purchase requisition.

< Items Advertising banner 2m x 1m

Properties * Dimension Restrict visibility m :

Properties v
Code *® ERP code Mame ®
ABM | ‘ ‘ Advertising banner 2m = 1m ‘
Vendor. I: Item code. I: Code EAN. l
— —_—
Item properties T | i v
Unit price Third party (vendor, customer...) [ I Vendor item code f International itemn numiber [ URL
‘ 959000 | Baches Publicitaires oW ‘ ‘ BEPTR2.1 ‘ | ‘ ‘
Global trade item number GL Account Tax code
‘ K | ‘ PUBLICITE, PUBLICATIONS, ... X ‘ L v ‘
GTIN Code: Unique and globally - |
known item code assigned to an Accounting allocation (Accounts and VAT) Ny
mﬂjstomfedx] Custom field #2 by defaUIt. Custom field #5
|
| | I I | |
'Custor“l field #6 Custom field #7 Custom field #8 Custom field #9 Custom field #1

Allows to setup Custom
fields.

23
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YOOZ ) Import of the Item database 1/2

Cloud P2P Automation. Easy. Powerful. Smart.

B Import an Item database from a file.

Import the Item database . Collect
template suggested by [+ the YoozRising_Impo Doc
YOOZ by 90|ng to Settlngs > Drop file here to import it or rt Item f|le in the b S
Import a list... > then click - Select a file ‘ Ao o G e bl 1B YoozRising_Import_items
on Download templates' Download import templates below to make sure your own files will be imported use the document E; ‘l’ﬂﬂzﬂising_lmpﬂ-rr_FU' [:?
properly o
Download templates namec_j',
YoozRising_Item_
S F . -

4
Click on Generate the file

for Yooz> save the CSV
format on your computer.

List of items to be created for purchase
3 UOOZ requisitions /
Complete the table. Only o et b P e
Required Generate the file for Yooz
the Itgm code, Item _ m”
description and Unit price Obligatoria

columns are mandatroy. | _amcode T e Swperemuer

r Espafiol | English Francais

Article 1 ART1 25
Article 2 ART2 30
Article 3 ART3 150 24

© Yooz 2022 - Confidential



YOOLZT; Import of the Item database 2/2

Cloud P2P Automation. Easy. Powerful. Smart.

W Access your Item database in Settings > Masterdata > Item.

Import
File
5 6 Import item file test Yooz.csv
Then, in Yooz > Settings> 0 : imporsconfquraion®
Import a list... and click on Select thf CSVfile ’
. - Drop file here to import it or revious enerate
« Select a file ». e prisdoElrg S5
and click on Import.
; . . ) Name
Download import templates below to make sure your own files will be imported

properly

Download templates

= Items

< Settings < Masterdata

7 result(s) Filter grid results | Filter on an
7 Name A Code Concerned organizational units
The Item database is in ARTH e "
Settings > Masterdata> | . . prticie 2 Al
Items ART3 Article 3 All
Bache Publicitaire 2m x 1m EP21 All
Ordinateur Portable Latitude 7400 Config 1 PORTCOM1 All
Ordinateur Portable Latitude 7410 Config 2 PORTCOM2 All
Routeur Dell Wifi 6 Large Bande RWDELLS All

© Yooz 2022 - Confidential



Process settings for Purchase
management purposes
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UOOZ m Purchase requisition and Purchase order

Cloud P2P Automation. Easy. Powerful. Smart.

processes in detail in Yooz Rising

L+ é)( Review )é(BudgetApprovane
Purchase requisition
-n g ®

Purchase
review

o
Requisiti - XX -y -.l:: - B
equisitioners Dependlng on Dependmg on Depending on the needs Approvers Creation f'ﬁ
the needs the needs Recommended: Purchasing ofthe §
Clerk B

PO/ Invoice Manually clear
Order matching or the Order .
treated — pending for more P Automatic
I Order | than ayear [ : sending
- prpp—— i cleared? | Automatic checked on

PDF o] —
_’6{ Approval }‘ creation ‘

N Goods to be Y
’ received?
I N ‘ * Depending on the

v ﬁ PO/ Invoice Goods Y m,wanum sending}@ QN
matching or pending ’ : <+
Order for more than a year Receptio reception !

PO/ Invoice g%

Manually clear matching
the Order Close the

reception

Graph legend

£¥
Can be setup by the customer L¥ Automatic tasks
System behaviour

‘.a Role/Group/User (process)
Orders admin. operatins e Routes (process)




UOOZ ol Purchase requisition process management

Cloud P2P Automation. Easy. Powerful. Smart.

m Up to 5 possible phases to configure the Purchase requisition process.

1 route {Gateway before crearian subprocess) + 1 e before Approve + 1 rouste hefore Approve 2 +
- [Détaut v Défaut) 0 Dé4aut v Detault)

1 ( 2 [ 3 [ 4 ( 5 ( (

Purchase requisition Purchase requisition Budget Approval (not Purchase review: Purchase Approval:
Creation™*: Review: available at date):

The Purchasing Clerk can The Purchase requisition
The « Requisitioner » The Purchase requisition The Purchase requisition complete the Purchase goes through an Approval
creates the initial can be completed and is approved from a requisition with the Vendor’s workflow.
Purchase requisition. reviewed by another User. budget point of view. information or the

purchasing terms and Role : Approver.
Réle by Potential roles: Approver, Role: Approver. condition.
default: Requisitioner. “Requisitioner's-Manager.

. it rofe: Purchasi

Clerk.

m Only the phases marked with a * are mandatory. Each phase can include up to 9 phases.
Phases settings and administration are identical to the Purchase invoice process (module 3).

28
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Cloud P2P Automation. Easy. Powerful. Smart.

Purchase order process management

m Up to 4 possible phases to manage the Purchase order.

UOOZ Ti Capture Mytasks Myexports Sta

< Process Purchase order (PO)

tistics

Q@

Propert
Send PO
v (Défaut)

Sending the Purchase order*:

- Automatically: simply select

the 1st button seen on slide 11.

- Manually: the Purchase
order is created and
addressed to the Purchasing
clerk who will send it.

Role : Administrator of the
Order.

Receive PO goods

1 route (Receive PO goods) +
o (Défaut)

Goods reception:
Management of
guantities received

either once or several
times.

Role : Requester or
Historical Owner.

1
>5>>> e >>>>| Receive PO Goods p>>>>

Order cleared:

This phase enables to
close the incomplete
Purchase orders.

Recipient: Administrator
of the Purchase order.

Close PO 0

4 [

Treated Order:

Status indicating that the
Purchase order is fully
treated.

Recipient: Administrator
of the Purchase order.

B Only the phases marked with a * are mandatory. Each phase can include up to 9 phases.
Phases settings and administration are identical to the Purchase invoice process (module 3).

© Yooz 2022 - Confidential



PUrchase order Import process in detail in Yooz
Rising

Requisitioner l Purchase
> _ order
g approved

—

Purchase order / Invoice matching

< ) <)
o2 — A 8o~y — %

Payment N+1 Approval Approval Purchase order / Goods reception Purchase
Invoice matching order
imported

Purchase order

@

30



YOOLZT; Purchase order Import

Cloud P2P Automation. Easy. Powerful. Smart.

B Import a Purchase order from a file.

2
Import the template of the Collect the file
file for the Purchase order o YoozRising_Import_P
suggested by Yooz from O +in the « Doc » Doc
Settings > Import a list...> F -~ Drop file here to import it or o
g. P coloctafil folder and the - - EE; YoozRising_Ilmport_ltems
then click on « Download clectatie Speciﬁcations in: @
templates»' o E:);;:I:;d import templates below to make sure your own files will be imported YOOZR|S|ng_PUrChase In] YOOZRISIng_lmport_PO
Download templates OrderS_SpeCIflcatlonS
3 4
Complete the table. The Click on Generate the file
columns in orange are for Yooz > save the CSV 5
mandatory. format on your computer. The Purchase order
-T‘ Import of purchase orders |/—_ Import IS th_en done In
gOOZ i Yooz only via SFTP, the
| | o e i _ _ communication agent, or
“‘ Generate the file for Yooz EEl ‘ EIE | IRENEEE m
_ \‘ Action (Create Or Delete) Vendor code Vendor Name |Order Number Order Date amount (incl.taxes) amount (excl.taxes) Currency Order Creator kg:?;:ﬁ:::e _ri} Eltsll:t::er Item::i;b; r}[ine
-‘g 1 2 3 4 5 ] 7 B 9 10 11 12
PR S - ey | e | e [ e e rn
o num num (3 car.)
v CREATE 401FOUR 2021000876 540 450 EUR 1
8 GREATE 401FOUR 2021000877 192 160 EUR 2
S CREATE 401FOUR 2021000878 120 100 EUR 3
g 31
©
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Cloud P2P Automation. Easy. Powerful. Smart.

CAPTUR

P
o

°Q

© Yooz 2022 - Confidential

Goods reception don

Purchase order Invoice matching process in

detail in'Yooz Rising

e

‘ j \ (Purchase order workflow)

PO pending for
Goods reception

reception done

Invoices/
CreoiT NoTES

reception
blocked «

Waiting for Goods

(Invoice
Missing g

and no

yet?
Yr

A
Yoozin

¥ @
This Vendor
has already

been given
Orders?

N «action of payment»

Payment activated
. mode marked as
PO / Invoice Gaps Approval
®

matching
- ——»‘ Y > In
:::: Depending « payment »
Accountan on the
t needs
N N

Graph legend

L 2 é -PC Review ) é —PC Approval )—
9 o
ol I¥ ol 3 Can be setup by the customer {}Q Automatic tasks
Accountan Depending on System behaviour a2 Role/Group/User (process)

t the needs Orders admin. operatine e Routes (process)




YOOLZ ) Purchase order Invoice process management

Cloud P2P Automation. Easy. Powerful. Smart.

m Up to 4 possible phases to match Purchase order and Invoice.

gooz T] Capture  Mytasks Myexports  Statistics |5=x=v-:v IQI o
< Process PO invoice
Properties
Review PO match 1 Approve 1 Approve payment 1 Confirm payment 0
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B Only the phases marked with a * are mandatory. Phases settings and administration are
identical to the Purchase invoice process (module 3).
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New feature: the Attachment Add-on




YOOLZ The Attachment Add-on

Cloud P2P Automation. Easy. Powerful. Smart.

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.

| soaver IQ o p e Yooz Customer Success Spectalist v

Interested ?
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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.
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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
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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
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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:
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m To turn an attachment into a linked document
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g @ Turn an attachment into a linked document
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Questions / Answers




