FINANCIALS

Configuration and Using

Invoice Manager
IM

Product
June 2025



oneAdvanced

Disclaimer

Copyright © OneAdvanced 2023.

This document contains confidential and / or proprietary information. The content must not be
disclosed to third parties without the prior written approval of OneAdvanced Computer Software
Group Limited or one of its subsidiaries as appropriate (each referred to as “OneAdvanced").
External recipients may only use the information contained in this document for the purposes of
evaluation of the information and entering into discussions with OneAdvanced and for no other
purpose.

Whilst OneAdvanced endeavours to ensure that the information in this document is correct and
has been prepared in good faith, the information is subject to change and no representation or
warranty is given as to the accuracy or completeness of the information. OneAdvanced does not
accept any responsibility or liability for errors or omissions or any liability arising out of its use by
external recipients or other third parties.

No information set out or referred to in this document shall form the basis of any contract with an
external recipient. Any external recipient requiring the provision of software and/or services shall
be required to enter into an agreement with OneAdvanced detailing the terms applicable to the
supply of such software and/or services and acknowledging that it has not relied on or been
induced to enter into such an agreement by any representation or warranty, save as expressly set
out in such agreement.

The software (if any) described in this document is supplied under licence and may be used or
copied only in accordance with the terms of such a licence. Issue of this document does not entitle
an external recipient to access or use the software described or to be granted such a licence.

The development of OneAdvanced software is continuous and the published information may not
reflect the current status. Any particular release of the software may not contain all of the facilities
described in this document and / or may contain facilities not described in this document.

OneAdvanced Computer Software Group Limited is a company registered in England and Wales
with registration number 05965280 whose registered office is at The Mailbox Level 3, 101
Wharfside Street, Birmingham, B1 1RF.

A full list of its trading subsidiaries is available at www.oneoneAdvanced.com/privacy-policy/

Our business software is the trusted choice for critical sectors, including healthcare, legal services,
and education. We keep the world of work moving.

Speak to our expert consultants for personalised advice & recommendations, & get support on the
products you are interested in.
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2. Introduction

Overview
Invoice Manager Overview

We are excited to introduce Invoice Manager, a new feature available within the procurement portal.
With an intuitive, user-friendly interface, efficiently manage the coding and routing of all purchase
invoices. Proactively monitor and resolve mismatch queries, ensuring swift and accurate resolution.
Streamline manual workflows, automate processes, and accelerate invoice approvals for enhanced
efficiency and financial control.

Accessing Invoice Manager

To access Invoice Manager, navigate to the procurement portal and select the relevant menu option.
From there, you will be able to manage your Accounts Payable transactions in a streamlined and
efficient manner.

Key Features of Invoice Manager

e Single View: Invoice Manager provides a single, unified view of all Accounts Payable
transactions, making it easier to track and manage your invoices.

e Built-in Workflow: The tool includes a built-in workflow feature, allowing you to automate
and streamline your Accounts Payable processes.

Setup and Processing
To get started with Invoice Manager, you will need to set it up your users to allow access.

Once set up, Invoice Manager will enable you to process your Accounts Payable transactions more
efficiently, reducing the risk of errors and improving overall financial management.

Users will need to have access to Accounts Payable Data Entry, invoice mismatch screens and
Accounts Payable Enquiry screens.

Getting Started with Invoice Manager

If you have any questions or need assistance with setting up or using Invoice Manager, please don't
hesitate to reach out to our support team. We are here to help you get the most out of this powerful
tool.
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2. Invoice Manager Setup

Firstly, the user must be given access to the Invoice Manager role.

Access the Financials System and follow the menus below.

Menu access: Main Menu>System Admin>System Wide Controls>Portal Roles
This is also available from the Combined User setup screen.

Locate the user you require to amend or use the insert action to create a portal role(s) for an existing
user.

The Invoice Manager role requires selection. One role will need to be defined as default if not
already set. The user can change the default when they login into the Procurement Portal.
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The user can now login to the Procurement Portal by selecting the Icon on the One Advanced

Platform.

A ( ADVANCED FINANCIALS - PRESALES SERVICES] |
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Select the Invoice Manager option from the menu option.

The Summary screen is displayed; this gives an overall view of your Accounts Payable Transactions.
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Hover the mouse over each status and that will display the number of transactions relating to each.
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Each graph has an option to Export or Print; you can locate these options by selecting the three dots
placed on the right side of each graph.

Awaiting Action E]

100 [F Export
() Print
) - |
0 PO NON #O =0 Cradit NON PO
Invoices Imwoicas Motes Cradit

Motes

There are Filters that can be used refine your search, these are available for each graph. Select the
Filters box to display the search fields.

Filters

Invoice Manager 0 uTransoctions | [ 3y o Transections | [ £} Non PO Transacu dons

[ seect maen cose <] [ setctone. [e]

Once your selection is made the Search button can be used.

The parameters will be held for your next search so remember to use the Reset button, when you
access the filters again.

Buttons at the top of the screen represent the following.

[ (aovmeen maneas)

T7 Requisitions

Invoice Manager

[ orsers

ﬂ All Transactions

[ ﬂ PO Transactions

[ ﬂ Non PO Transactions

All Transactions - display all order related and non-order related transactions
PO Transactions - displays only order related transactions

Non-PO Transactions - display only non-order related transactions
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Graphs explained
Awaiting Action

Shows Invoices, credit notes and debit note of all statuses, this is very similar to the list of
transactions you would see in the Accounts Payable Enquiry screens. You will see various

transactions status here, they are grouped by Order Related transactions and non-order related
transactions.

Selecting each status will drill you down to the transactions, where more actions and enquiries are
available.

Example of some of the statuses of transactions.

Due - due for payment

Overdue - overdue for payment

Held - due to a mismatch to a purchase order or goods received note
Logged - Log requires the line details to be added

Accepted - - ready to be paid but not yet reached the due date

Awaiting Action ‘

600
400

200

PO MNOM PO PO Credit MOM PO PO Debit MNOM PO
Invoices Invoices Mates Credit MNates Debit
Motes Motes
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Mismatched PO

Shows the four different mismatches that can occur in Financials, these invoices have been matched
to purchase orders and goods received notes, but an issue has occurred, so these transactions are
awaiting further processing.

Value

Price

Quantity

Miscellaneous Charge

For more information on mismatches use the following link.

https://financials.helpdocs.io/article/020ghOvf4t-mismatch-types

Mismatched PO E]

2
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10
]
: Price Guantity

Outstanding: Days Aged

Misc charge

Displays outstanding aged transactions by days, this is invoices and credit notes.

Outstanding: Days Aged E]

100

0 To 7 Days 8To 14 15 To 21 227023 Qver 28
Days Days Days Days
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Status

Displays transactions with the different statuses.
Accept - ready to be paid but not yet reached the due date

Held - due to a mismatch to a purchase order or goods received note

Log - requires the line details to be added
Partly Paid - invoice has been part paid but still has an outstanding balance
Recurring Payment - invoice has been setup with recurring payment schedule

Scheduled - the invoice is currently on a payment schedule

Status B

Accept Held Log Partly Recurring Schedule
Paid Payment d

Throughput

Displays how many transactions have been posted that month. This is just a summary view with the
drilldown action is not available.

Throughput @
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Processing

Awaiting Action graph

When selecting a bar on the graph a list of transactions is then displayed, depending on the
transaction status will depend on what action is available.

If you are using foreign currency a summary will be shown above the transaction list.
Invoices List @ e |

Summary / Invoices List

Filters

v
@ ) Show User Invoice Only
Currency 1 Total Count k! Total Value ™" Non PO Count i Non PO value 1 PO Count T PO Value T
SHU 2 519.60 2 519.60 /] 0.00
EUR 1 13154 1 13154 0 0.00
GBP 7 4263577 7 4263577 0 000
Invoices List

Q, Type tosearch.. [ select Date. Clear b
) - w

"
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If only base currency is used, you will only see the invoice list as shown below.

0 (rcasomo

Invoices List

Summary / Invoices List

Fitters

Invoices List

‘ Q Typetosearch H 6 SelectDase. | Clear
[Jan InvoicaNe 1L Ordar Invoice Date
O veses s o
O Frav ortayzoma
O cooe73 05-Feb-2020
O mvesss 1Feb2020
O ivesz? pootos Feb2020
O e 18-Feb2020
O sNew o1 Mar 2020
O Locoion -
O Loso02 Mer 202
O e6es Z vz

Shoning w1 100F38 o ot pge

o

Due Date

1aMar208

31-May-2013

06-Mar 2020

18-Mar-2020

18:Mar-2020

19:Mar-2020

Mar-2020

14-4pr2021

1e-pr2021

2rApr2071

EEEEMER Q. Quicksesrch (D) Help

Overdue Status o Supplier o vale T Status
OVERDUE ACME Supplies 00 | LoG
OVERDUE ACME Supplies 399 Loo
OVERDUE Western Laboratories 60000 | LOG
QVERDUE ACME Supplies 71800 LG
oveRDUE Plumb Centre seess | Loc
OVERDUE The Trainfine PLC o0 Lo
OVERDUE ACME Supplies 00000 LOG
OVERDUE ACME Supplies 26000 LOG
OVERDUE ACME Supplies 25000 | LOG
OVERDUE ACME Supplies 29000 Lo

Q comact N [H) company N~

o Auth Status n
NowRea
Notweq
Notrea
NotRieq
NotReq
NotReq
NeRea
NowReq
NowRea

NotRea

© CAROLINEBUCKLANDGONEADVANCEDCOM \

@) snowuser nesce Only

CJ
soves @)
)
8]
G
G
)
— @)
L
8]

o EEEEEFY

Q, Previous Batch Q, NextBatch

Note: using the Toggle Column action allows you select and deselect the columns of your choice

[ Teggle Column ™ ]

B Crrder

E Invoice No

u Invoice Date

E Crue Date

D Entered Date

|:| Mismatch Type

u Orwerdue Status

&

D Clispute
u Supplier

12
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You can select the Show User Invoice Only action, this will only show invoices that have been
Assigned to you.

s
A Procurement 3  (FNaNcCiaLs DEMO) B Q Quick Search Help @ contact v R company W & CAROLINE.BUCKLAND@ONEADVANCED.COM v/
a
1) Requisitions
& orders ) Show User Invaice Only!
i
Invoices List
99 Quotations
Q, Type to search. | Select Date. Clear
B suppliers
Toggle Column v
[ catalogue —
D all Invoice No 1) order Tl Invoice Date  TL DueDate Tl Overdue Status T, Supplier T} value Tl
(@ Authorisations
18222 A001035 4-Jul-2022 13-Aug-2022 OVERDUE ACME Supplies 12000
1 neceipts
¥78787 ADOID0S 28-Mar-2023 27-Apr-2023 OVERDUE ACME Supplies 240
Invoice Clearance
1896333 AQOING 16-May-2023 15-Jun-2023 OVERDUE ACME Supplies 60859.20
[ invoice Manager
E A00ME 16-May-2023 15-Jun-2023 OVERDUE ACME Supplies 3043020
Q, Enauiries
PIRECON pags7 06-3un-2023 06-Jul-2023 OVERDUE ACME Supplies 24000
Itemn Pictures
54545 PBE744 07-3un-2023 07-3ul-2023 OVERDUE ACME Supplies 24000
i Administration czem AcoIe 09-Jun-2023 09-Jul-2023 OVERDUE ACME Supplies 60859.20
1A POOIITS 12-Ju1-2023 71-Aug-2023 OVERDUE ACME Supplies 28915
= L

The number of rows per page can be changed by selecting the drop-down menu. The Previous
Batch and Next Batch options alongside the page numbers can also be selected. Selecting Next
Batch will increase the number of transactions, if the buttons are unavailable then all transactions
have been retrieved. The listis built by 100 each time the Next Batch button is selected.

These actions are located at the bottom of the page.

Showing rows 1-25 of 100 Rows per page < 2 3 4

Q, Previous Batch Q. Next Batch

The Search field can also be used at the top of the list, with the option of selecting dates.

Invoices List
‘ Q_ Typetosearch H Select Date. | Clear
[ an Invoice No & Order & Invoice Date & DueDate & Entered Date & Overdue Status & Dispute & supplier & cunr & Internal Ref & P
D LOGOLD1 15-Mar-2021 14-Apr-2021 15-Mar-2022 ‘OVERDUE 'ACME Supplies Geer z3
|:| 7878787 03-Mar-2022 02-Apr-2022 03-Mar-2022 'OVERDUE ACME Supplies Gep 20
I:I 165301 14-Mar-2022 1B-Apr-2022 14-Mar-2022 OVERDUE ACME Supplies GBpP 32
0O clom Te-ug-2022 15-5ep-2022 Te-aug2022 ovenoue ACME Suppiies Gap 25

- ) Show User Invoice Only

Invoices List
| Q, 765 * ” @ Select Date | Clear
[ Toggle Column ]

[ ] All Invoice No ™ Order ™ Invoice Date ™ Due Date ™ Overdue Status ™ Supplier

| | 76545 26-Nov-2024 26-Dec-2024 OVERDUE ACME Supplies
< [ 2
Showing rows 1-1of 1 Rows per page | 10 p n

Q) Previous Batch Q) Next Batch
.
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Scroll to the right of the list to locate the Actions, select the 3 dots to see which actions are available.

Invoice Owner

™

Actions

=

View Invoice

|

When selecting the View invoice action, this will show you the summary of the Invoice header and

lines.

A\, Procurement (iC]

J Requisitions

(FINANCIALS DEMO )

Invoice Summary : 1A

5 orders
99 Quotations summary / Inwoices List / Invoice Summary
B Suppliers
Header  Lines
[ catalogue
Summary
(@ Authorisations
) receipts To
Supplier ACME Supplies
[ invoice Clearance
Supplier Cade A00001
Gg Invoice Manager Phone 01203128876
Q, Enquiries Fax
) B8 n2233
Item Pictures
Account 34343434
6} Administration
P.0. Box 123
Avonmere
Address Rugby
‘Warwickshire
cvaiies

[EES Q QuickSearch  (2) Help

History

Entered CAROLINE BUCKLAND@ONEADVANCED.COM
By

Date Entered 12-Jul-2023

Invoice lssusd 12-3ul-2023

Invoice Recelved

Due Date

Authorisation

-Aug-2023

view,,

Summary

Transaction Reference

Accounts Payable
Reference

Transaction Type
Transaction Sub Type

Transaction Status
Authorisation Status.

Order Currency

Total Value

Amount Invoiced

|‘ [ obArchive | | £ Paperclip |

Invoice

Invoice

[<cio)
[ noreca
GBP

Actions

@ contact v [ company v & CAROLINEBUCKLAND@ONEADVANCEDCOM “/

24096
28915 0
vy

Invoice images and any paperclip attachments can be viewed by selecting the DB Archive and

Paperclip buttons.

Db Archive ] [ ¢/ Paperclip

The breadcrumb trail can be used to go back to the Invoice list.

Summary / Inveices List J irvoice Summany

14



Mismatched PO

There are four types of mismatches.

Note: more details for the mismatch types can be found here:

https://financials.helpdocs.io/article/020gh0vf4t-mismatch-types

e Value
e Price

e Quantity

e Miscellaneous Charge

oneAdvanced

Select one of the tiles to locate a list of invoices. When selecting the Actions menu two options will

be available.

Invoice Owner

N

Actions

View Invoice

Match ltems

Select the Match items action.

A\, Procurement ic]

7 Requisitions
[E) orders

99 Quotations

CB Suppliers

() catalogue

(@ Authorisations
L} Receipts

] Invoice Clearance
g invoice Manager
Q, Enquiries

Item Pictures

3 Administration

(FINANCIALS DEMO )

Invoices List

‘ Q Type tosearch “ B select Date.
[ Toggle cotumn

Invoice Date T DueDate Tl
-Apr-2025 24-May-2025
-Apr-2025 24-May-2025
Feb-2025 29-Mar-2025
“Nov-2024 20-Dec-2024
-Nov-2024 20-Dec-2024
-Oct-2024 22-Nov-2024
-Sep-2024 26-0ct-2024
May-2024 28-un-2024
-May-2024 19-Jun-2024
-May-2024 01-Jun-2024

4

EEESIEES Q. Quicksearch  (3) Help

Clear

Overduestatus T

NOT DUE

NOT DUE

OVERDUE
OVERDUE
OVERDUE
OVERDUE
OVERDUE
OVERDUE
OVERDUE

OVERDUE

supplier T
Alfa Stationery
Alfa Stationery
Alfa Stationery
ACME Supplies
Alfa Stationery
ACME Supplies.
ACME Supplies
ACME Supplies
ACME Supplies

ACME Supplies

Q contact N [j company Vv

Value

N
7200

2148

300.00
120.00
21600
120.00

12000

status T

HELD

HELD
HELD
HELD
HELD
HELD
HELD
HELD

HELD

Invoice Owner Tl

View Invoice

Match Items

Actions

15
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You are taken to the Matching screen, where the mismatch can be resolved. Each link will take you to
the appropriate screen to resolve the mismatch.

Invoice Clearance Items

Summeary / Inveices List / Invoice Clearance Items

Invoice Header

Supplier ACME Supplies Referance 7335454 Gross Amount [}
Address Sysref 437 Currency [<:1
Type 1 Transaction Date
Status Entry Date
Invoice Line
Order Buyer Invoice Line Item Received Value Invoice Value Agreed Value Financial Impact

AO01030 MARK SMITH@ONEADVANCED COM 1 Cleaning 30000 1000.00 0.00
Invoice Value ] [ Reset Agreed Value ] [ Instructions. ] m

Received Value ]

For more information on the resolving mismatches select the link below.

https://financials.helpdocs.io/article/y7kftij29u-invoice-clearance

16
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Status

This will display all invoice statuses, these can be viewed by selecting each value.

When a Log status action is selected; this will allow amendment of the invoice and the entry of line
details to be added.

Logged Invoices Processing

Standalone Invoice

Select the Log Status from the Status graph.

Status B

60
40
’ togi3s.
0 .
Accept Held Log Partly Recurring Schedule
Paid Payment d

This option will display invoices that are awaiting processing i.e. line details need to be added.

I\ Procurement ol B (emacaome) RN O qucksescn (D rop G Coomer [ Company o Carobne Buckand
1 ecunsions
12 orsers Summary / ioveces L
99 Quessmens
Fiters ~
Cb suppsars
[ Camsigue
[ Tr————
T
Curancy n TosalCou: u onal Ve " Men PO Coune u Han PO vaiae u Pocoum “ Povaks u
0 feceprs
cap oo ssoner - smeso s
) woicn Casance \voices List
(8 imeice Manisg [8 pwesosmarn (8 sociome =l
. Enmiies
Toage Conrmn
5] e Picures
(Jaa  imeiatie " o M mvica O u Dus s u Overtan Stana " Suppier " v e 1 Re—-— U e
& Aamisraten
O s - - oveanue — [— 8
O s - rrwans - veau Jr— P 0]
0O s e . e JRS— PR 0]
O mes somm prams prr— oo pu—— PR 0]
(m] F00 sep2m os-Feb-20m ovERDUS satt Offics Supplies L1 000 oo [:
0 m - P oo JRS—— P a)
0 smesse ;e 2020 Mar-2020 ‘OvERDUI Praspts Telrcoms 9936 s [_
a Snosse om0 Bz overoue Burpi Tencors % Lo B
O soomses frem— o ovesoue [N— - B
a snoases omna020 ER overoue Surp Tencoms M oo B
P a » ]
vicnis Bt Q Nast Baner

Remember the list can be refined by the filters and then selecting the Search button.

Once the list is retrieved you can select the Invoice number hyperlink to view more details.
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[ an Invoice No N Order N Invoice Date. [ Due Date N Overdue Status N Supplier [ Value [ Status [ Inveice Owner N Actions

O STIoasEw. 013an2020 31-Mar2020 OVERDUE Purple Telecoms 15936 Lo E]

To go back to the invoice list, select the hyperlink for Invoices List.

I\ Procurement bortal B (Rusossoeso) EEE O gucksern (D) o & Conas af
Requismions : f
Invoice Summary : STIOB5615 | @ oomcnmen | | @ papercie
B o
93 Quoration
B Supplars
Wesder  Lines
) caeague
Summary Actions
[n—
To History Summary
Suppher Burple Tiscoms o Financien Sysoem Uses smousers
Suppter Coce 00088 En— om0 s
orone v tued OL3an2020 imeice
Q. Equres = [ — ¥-0xt-2028 I
e Pictures. = Due Date @
Account Ashormaton .
ramnanon [omeal
Commarket Centre =
Marker Sereet o
aress Ouors e
prRs—
arsm sa36
000
o0
Tax Summary
Remittance Text
Thers 0 Rernitzance Toet on thi renasct
Paperclip Attachments Retresn £
There are no atachmens on this ransactn

Payments o

There are action buttons to the right of the screen that allows the View Invoice or Amend Invoice
action.

Invoice Cwner 11 Actions

Wiew Imvoice

Amend Immoice

Use the Amend action.

The Invoice/Credit note is displayed alongside the header information. The header data of the invoice
is shown on the right side of the screen - this should be checked for accuracy prior to adding any
additional lines.

18
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Non PO Invoice (STIO85614/904) @ canceichanges | [ Actions | m

Purple Telecoms

—— Invoice

==) ¥y

When the invoice details have been verified, line details can be added, select the Add Line button.

Lines Add Line

You are required to enter the following fields. You can search for codes by typing the code or
description.

e GL Account

e Invoice Price

e Invoice Quantity
e Vat Code

e Line description

A financial code will need to be entered onto the screen in the coding line at the bottom.

The cost centre and account codes are mandatory and need to be entered in every case. Analysis
codes are not always required but should be entered if required.

To enter the cost centre, if the code is known it can be manually entered in the cost centre box.

19
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Lines

#1

Cost Centre Mominal Fund Project week Emp Proj Phass Act sub

2105 5404 X | x

Finance Telecommunical Default Default

Once the code is entered, the net amount box will need to be entered, If the whole value of the
invoice is to be coded to the same financial code, enter the full value in this box - the Net Amount is
shown on the invoice header details above. Quantity’s can also be entered.

Where the invoice value is to be split across more than 1 code, enter the value to be allocated to the
entered code in the Net Amount field, another row can then be added.

An invoice can contain as many coding rows as required.

Next the VAT code needs to be entered. Please enter this in the VAT code box - a drop-down menu
will show the code.

A line description requires and entry.

Imvgice Price Quantity Met Amount VAT Code VAT Amaunt Line Description
122 ‘ ‘ 0.0000 12200 s 26.40 Call Charges
Standard

You have two icons available against each line.

o |w

Copy - to copy the line.
Delete to - delete the line.

The Add Line action can also be used.
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The Action button at the top right of the screen allows the following actions.

B (acvamces rewnciais) Q QuickSesrch (D) Help @ Contact v [ Company ¢ 8, Carcline Buckland
7 Beastons Non PO Invoice (TRO10102948/1493) @ cancetcranges | [ actons |

) orgers

95 Quotations Summary / Invoices List /| NON PO Invoice:

Invoice Details

) catax ogue
Save - will update your transaction and send for approval if applicable.

The Cancel Changes button can then be used to return to the invoice list.

[ @ Cancel Changes ] Actions ™

Forward - on to another user or team, notes can also be added. The select the Forward button.

Forward %
Craner
TRAIME Cloud Financials Trainee 8
OR
Team
Motes

Please enter the line details|

You hawve 170 of 200 characters remaining

Add notes - enter the notes and then select the Add button.
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Add Notes hed

Comment

Please check the coding is correct before you authorise

You have 145 of 200 characters remaining

The message is retrieved, and the invoice is saved. This will be sent for authorisation if applicable.

@ ZZ715: The previously-requested action has been performed X

History - when an invoice has been forwarded or returned to you, this will show all comments added
including users, dates and times

History e

The note was added by CAROLINE. BUCKLANDE@ONEADVANCED.COM
There should be a PO for this invoice

Passed to CAROLINE.BUCKLAND@OMEADVANCED.COM

25-Feb-202514:15:02

Close

Note: if you assign to a team the history is not shown.
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There is also a Cancel Changes button and a Accept button available from this screen.

[ ()3) Cancel Changes l [ Actions

Sawve
— Forward
[@& AddNote

§E History

Cancel Changes - will not save any data added and will return you back to the transaction list.

Accept - will update the invoice and you will receive an update message. The invoice may require

authorisation before it will be paid.

@ GBBO02: Batch number 652 has been created )4

23



oneAdvanced
Multi Amend Invoices

If you have several invoices that need to be amended, then select each in turn and use the ‘Amend
Invoices’ option.

I\ oo [ (<3se suppoRT compaNY ~) EEEMEIEES O Guicksesrch (D) Help @ Contact s [ Company v & Caroline Buckland

G 52 e " arvgnire 0 188611 r

T Requisitions
Invoices List

=| Orders
8 I Q Type to search. j [ Select Date. I Clear
39 Quotations
B suppliers
[ catalogue Toggle Column
(@) Authorisations [an Locked Invoice No 1) Order  TL Invoice Date 11 DueDate T Overdue Status 1L Supplier 1L valve Tl Status
[} Receipts 4 ACAS TEST 004622 18-Feb-2020 1B-Feb-2020 {‘oveRpuE ) Supplier One 633420 oG
B 1nwoica Clearance N W 004623 19-Feb-2020 18-Feb-2020 (ovenoue) Supplier One @20 o
(@ iwoice Manager BAN Q04628 20-Feb-2020 20-Feb-2020 ovERDUE Supplier Gne 48120 Lo
= 1000 19-mar.2020 18:Mar:2020 (ovenoue) Supplier One 40000 106
Q, Enquiries 7
= TAXLOG2 19-Mar-2020 19-Mar-2020 (overoue ) Supplier One 398,40 oG
) item Pictures .
. TRANREF3 07-May-2020 O7-May-2020 ((ovERDUE ) MT Test Supplier 12000 oG
€61 Administration
. TRANREFS 07-May-2020 3012020 (‘ovERDUE | MT Test Supplier 12000 oG
4 Oneadvanced Al
O CAFCASS) 153un-2020 159un-2020 (‘ovERDUE ) Supplier One 12000 LoG
[ CAFCASSL 15:3un-2020 15-3un-2020 (ovenDuE ) Supplier ne ros0 Loc
] TRAN REF REF REF 15-Jun-2020 15-Jun-2020 (‘ovenoue ) Supplier One 12000 LoG
Showing rows 110 of 95 Rows perpage | 10~ - 2 3 4 5 Q]

Once you've processed an invoice, you can use the 'Next Invoice' action to move on to the next one
on the list. This process will continue until all selected invoices have been updated, at which point
you'll be returned to the original list.

Held Invoices Processing

The processing of held invoices also allows you to multi select and process.

Held Invoices - multi select to allow the Match Item selection.

N pors [ (<ssecsuppontcompany=) Q quicksesrch (D) Help @ Contact s [ Company v & Caroline Buckland
TJ Requisitions Currency T Total Count " Total Value T Non PO Count. T Non PO value H PO Count T PO Value T

[ orders cep B 4345704 o oo 53 4345714

99 Quetations Invoices List

R QU Type to search ” 5 Select Date Clear

[ catalogue

@ Authorisations

[ Toggte cotumn |

) Recsipts
[Jan tocked ImoiceNo T4 order Invoice Date 1 DueDate 1) Overdue Status T} supplier 1} vale T status
EJ invoice Clearance

O vALDENODGODIOBE | po4T2 023un-a020 o23unz020 (oveRDuE) Supgier One s000  HELD
5 i anager ] VAL DEN-000002128 oourEs 16-9ul-2020 16-3ul-2020 (overoue ) Supplier Gne 1200 HELD
e 0 vaLoBNOo0OzI) | o0srs0 1802020 16302020 (G SupplierOne uso0 e
frem Pretures O TEST oos317 19-Ape-2021 19-Apr-2021 {‘oveRpue ) Jess Sup 12000 HELD
B administration = st oosm 19.4pr-20 19.Apr-201 (ovenue) 2ees5up w000 HELD
4 OneAdvanced Al ] ey asma 8apr 2021 15-4pr-2021 (ovespue) Joss Sup 8000 HELD
B ToRa3 o0ssss 23un20m 23unz0m (GveroiE Supplier one sa WD
] VALDEN.( 005455 21Jun-2021 2-Jun-2021 (OvERDUE ) Supplier One. 9641 HELD
O INVOICES 005666 7-Nov-2021 T7-Nov-2021 (oveRDUE Daniiel Supplier 10 1200.00 HELD
0 IeST wigceD oos7 aanz0m naanaon (ovenoue supplierone w33 HELD

Shoving rova 06153 ows st page [ 18 - m:: -0
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The Next Invoice action is now available.

A Portals

T Requisitions

] orders

99 Quotations

B suppliers

[] catalogue

(2) Authorisations
L) Recsipts

E] Invoxce Claarance
(8 Invoice Manager
Q, Enquiries

Item Pictures
8 Administration

4 OneAduanced Al

f) (= S86LSuRpORT CombANY~)

Invoice Clearance Items ©

mmary / invoices List / Invoice Clearance items

Invoice Header

Suppler

Address

Invoice Line

Order

0oB1SE

Vanessa

Buyer Invaice Line

Vanessa White - Advanced

Reference
Sysref
Type

Status

oneAdvanced

B O QuickSearch (D Help @ Contact s [} Company & Caroline Buckland
| & memtoiar | | Nextinvoice —
~
INV-8158-2 Grass Amount. o
am currency cap
1 Transaction Date
Entry Date
voi Financial Impact
oo wo | [ a0 |
Raceived Valua I I I I R od value | | } m
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Dispute codes

Can be entered, if you want to query the invoice. These are pre-defined codes and can be used as a
search criterion from the filters option.

When you are in the Amend mode, the header details will display a Dispute Code field.

P0O0006

Base
0.00
Supplier Address
Invoice Date
‘ 17-Feb-2020 }
Currency
Due Date
GBP
‘ 18-Mar-2020 }

Invoice Number
Received Date

INVBE577 .
30-Mar-2020 }
Our Reference Dispute Code
115

incorract| X

PO Number/Originator

Showing 1 of 1 result(s)

Additionally, add more notes if required by adding the notes - explained in the early section.
Save - save any changes made, this will keep you in the same screen.

The Filter will allow the search for dispute codes.
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Filters
~
Supplier Status Transaction Type
Log - | ‘ Al ~
Owner PO number Team
Dispute Code Mismaten Code Inveice Date
pic Select Mismatch Code ~ | Select Date | ]
Due Date
Select Date. ‘ ]
(@ ) show User invoice only
Invoices List
‘ Q, Type to search... ” Select Date.. | Clear
Toggle Column \/
[ an Invoice No . Order Invoice Date T DueDate 1l Overdue Status T Supplier 1L value Tl Status 1) Invoice Owner T} Actions
d 19867 22-Mar-2021 21-Apr-2021 OVERDUE ACME Supplies 24000 LoG vaw E]
0 1905250 19-May-2025 183un-2005 NoT DUE ACME Supplies. 2000 LG sovea (]

To remove a Dispute code, amend the invoice and remove the code.

Note: dispute codes are for memorandum only, they will not stop the invoice being processed.
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Order Related Invoice

If the invoice is order related the order number will be displayed in the list.

Invoices List

’ Q_ o0 ” Select Date.. | Clear
Toggle Column \/
[ Jan Invoice No 1L Order Tl Invoice Date T DueDate T Overdue Status 1 Supplier 1L Value T Stat
J 190525344122 010614 19-May-2025 19-May-2025 DUE Sagar 120,00 LOG
4 [ 2

Use the Amend Invoice action.

Invoice Owner  T| Actions

ADVCB View Invoice

Amend Invoice

The order lines are retrieved.

Lines
Line & ltemcode & Description & Ordered & Receipted & uoM & Unit Price
1 Dell Laptop 1.0000 1.0000 EA 200.0C
4 >
Showing rows1-1of 1 Rows per page < n >

Check the information is correct, if the lines have correctly matched the Accept button can be used to
process the invoice/credit note.
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Receipt Order

If an order related invoice has a mismatch, this could be because of a price, value or not enough
receipts are available to match, then the actions button will display two more options.

e Receipt Order

e Amend Order

%] (ADVANCED FINANCIALS @ veip @ comtsct v 8
] Requisitions —
PO Invoice (PO012162121/1982) | ® cancetcranges | | actions A |
[ Orders
= Save
99 Quetations Summary / Inveices List / PO Invaice I
s [ A0 Mot
o supptiers Inveice Details
= sstory
[) eataiogus
) Receipt Order
(@ Autharisations Ho document to dispiay Besmiption et  Amens Oncer
D Receipts 0000
) Inwvoice Ciearance Supsler Gross
200001 43000

Receipt Order.

In the invoice has missing Goods Received the notes, as shown below, select the Receipt Order
option.

= Save
—» Forward
Ea Add Note

8= History

I‘EI1 Peceipt Order

This will take you to the Goods Receipting screen. Enter the correct quantity and then select the
Receive Order Line button.

Multi-Line Receive Goods/Services

Summary / InvoicesList / PO Invoice / Multi-Line Receive

Order Details (7) Supplier Details
Order Reference BOOIZIE Supplier AGOOOT - ACME Supplies
P.0.Box 123,
Order Currency 8P - Graat Britain Pounds
Avonmere,
Rugby,
Warwickshire,
cvaes
Enter Receipting Information
Advice Note Deiivery Note Received Date
‘ ‘ ‘ ‘ 07-Aug-2025 ‘ ]
#1 @ ) complete
Item Description olsaty Ofs value Qty Received Value Received Units. Value on Order  Delivery Comment

- >

Postitno 200000 200.00 200000 EA 0.00
4 v
LYV Receive Order Line
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You will be taken back to the Invoice Manager Workbench. A message will be retrieved.

@ - PLE24: GRN 00007142 will be created in Background )4

The Accept action can be selected. The receipts and invoice will be allocated overnight.

The mismatch process can also be run from the AP Reports menu in Financials.

N

_ Match Held Transactions
and GRNs

Once the process has been completed the invoice will be ready to be paid on the due date.
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Amend Order action

oneAdvanced

The Amend the Order action can be used, access the lines format to make the changes.

If the Header and Lines values do not match - the Amend Order action can be used.

IR O qucksescn (D) Hep @ Contsct N [ Company v S cx

PO Invoice (PO012162121/1982)

Summary / Invoices List / PO Invoice

Invoice Details

No document to display Description

Invoice

Supplier

£00001
ACME Supplies

Supplier Address

P.O. Box 123 Avonmere Rugby War

currency

(<13

Invoice Number

POOZIEZIZ1

Our Reference.

1982

PO Number/Originator

PO01ZIE

0ld PO Number
Poo8I7e

Note: the line has been received the invoice price cannot be changed.

Lines

Line 0 Item code L Description N Ordered ™ Receipted N Invoice Quantity N

1 Post it notes 20 o o000

Showing rows 110f1  Rows per page

Amend the price and Submit Order Amendment.

Amend Order : PO01216

Summary / Invoices List / PO Invoice / Order Basket

Header

Quantity* price

® concel Changes

Save
—> Forward
[ Aca Mot
§= History

) Receipt Order

£ Amena Order

Invoice Date

07-Aug-2025

Due Date

06-5ep-2025

Received Date

07-Aug-2025

Dispute Code

uoM N Unit Price N Net Amount nN

EA 2000000 400.00

& Paperclip (1) @ AddLine

tem Value.

e | Status: Outstanding 200000 ‘ | 10.00000

200,00 E]

Order Total : 200.00

[ Clear Basket ][ Save As Draft ]

Line Override ] Submit Order Amendment

The message will be retrieved. Your order may require authorisation.
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Go back to the Invoice and use the Amend Invoice action.
The lines will have been updated.

The Accept button can then be selected.

Note: some invoices may have an order amendment and receipt discrepancy, after each amend go back to
Amend the invoice until all actions are complete.
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