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Introduction to Accounts Payable
Workflow

ImageQuest version 12.0 introduces a new product feature called Accounts Payable Workflow. This
feature is designed to leverage existing accounting capabilities setup in your organization and apply
tracking of workflow orientated documents. This feature takes advantage of General Ledger Code (GL
Codes) standards and allows you to utilize your back-end data sources for querying information from
your accounting software databases. With accountability and tracking in mind, the system uses its
already proven auditing capabilities to ensure timely delivery, approval, and denials of company
documentation using both client and email notification features of the workflow process.

For more information about ImageQuest, please refer to the ImageQuest 12.0 Administrator and User
Guides.

Informa Software has a strong commitment to customer service and product quality. If you have
guestions, please contact an Informa Client Services Representative immediately. Thanks for using
ImageQuest and please share your ideas on how we can make ImageQuest better for everyone.

Please contact us below for technical support and/or troubleshooting:

ImageQuest Support

(800) 859-2203

(716) 852-2203
info@QLS.com
http://www.QLS.com/IQmfp
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Requirements

® |mageQuest 12.0 must be installed and licensed

e The Accounts Payable Workflow module must be licensed

® At least one Document Type must be configured for use with Accounts Payable Workflow
® At least one ImageQuest Role with at least one member must be configured

e An ODBC compliant data source for GL Codes must be available for lookup and validation
e Workflow Settings must be properly configured and enabled in IQadministrator

® |Qdesktop must be installed for users that will use Accounts Payable Workflow

e Accounts Payable Workflow users must have Update Document permission and permission to
the Workflow Document Type
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Workflow Settings

The workflow will consist of a Title, Initial Assignment Role, Final Approval Role, Document Type(s), and
whether the workflow is enabled or disabled. Because the Workflow relies on roles and not specific
users, the roles must be created BEFORE configuring the AP Workflow.

The Initial Assignment Role is the starting point for the workflow. All members of this role will have the
ability to start processing the workflow document. They may also reassign the document to another
user or role by Approving or Rejecting the document. Users in this Role must also have permissions to
the Document Type you specify in order to see the documents in the work queue.

{32 Cabinet: ImageQuest

=

2l i ok

?/QTBE}UE*]@:.O a’x

ImageQuest

G4 Manage Users and Roles

Manage Document Types
Manage Document Groups
Saved Queries

Document Destruction Rules
Destroy Deleted Documents
OCR Settings

Attribute Lookup Configuration
Notification Rules

Workflow Settings
Workflow Definitions
Manage File Storage
Configure IQfolder
Configure IQmfp (OXPd)

Workflow Title
Initial Assignment Role

Final Approval Role

Document Type

Workflow Settings

Workflow Settings | GL Code Settings

AP Workflow

GLProcessor

GLProcessor

Check
Employee Record

MFP Scan
v| PO

v/ Workflow Enabled

Active Work Items |0 Refresh

Users in the Final Approval Role have the ability to complete the Workflow, or they may choose to
reassign the document to another user or role if need be.
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The Document Type section determines which documents will trigger the start of a workflow. After
indexing one of these documents, they will show up immediately in the work queue of the role defined
in the “Initial Assignment Role”.

Workflow Settings GL Code Settings

Workflow Title AP Workflow
Initial Assignment Role |Sales v
Final Approval Role Management v
Document Type Check

Employee Record

iv| Invoice i
MFP Scan
PO

Note: These Document Types must be created BEFORE you have the ability to utilize them in a
workflow. More than one document type may be selected to add to the workflow. Verify that the
document type has a shared numeric value attribute if utilizing the ‘Sum to Invoice Amount attribute’
setting in the General section of the GL Code Settings.

The Active Work Items section gives the administrator a quick glance at documents that are in the
pending status of the workflow cycle. This can be used to verify that workflows are currently active in
the system and how many.

Workflow Enabled

Active Work Items |0 Refresh

When the workflow settings are disabled, new documents that are indexed will not be put into the work
gueue. However, existing documents will still show up and may still be processed.
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GL Code Settings

There are two sub tabs under the GL Code Settings that will need to be configured in order to
successfully process a workflow document.

Workflow Settings

Workflow Settings GL Code Settings

The GL Code Settings allows the IQ administrator to configure and manage settings that will be used to
validate codes provided as part of GL Coding a work item.

General GL Code Lookup
Input Mask

Build a mask to control the display format and user input of the data for GL Coding. See Admin Guide for
further detail of mask variations.

Total Validation

How would you like to validate the total of GL line item amounts?

Sum to SO

®) Sum to Amount attribute Amount v

Total validation is required for workflow completion

GL Code Document Type

A document of the selected document type will be created with GL Codes upon workflow completion.

| Generate GL Codes Document

Save Cancel

The General sub tab has three sections that need to be configured: Input Mask, Total Validation and the
GL Codes Document Type.

The Input Mask section is used to format the GL Code and restrict the data input to a particular format
which typically should match the customer’s accounting system. In the example below, a ‘0’ character
requires a numeric character in that specific position and the hyphens act as template characters.
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Please see page 52 of the ImageQuest Administrator’s Guide for more information on creating input
masks.

Input Mask

Build a mask to control the display format and user input of the data for GL Coding. See Admin Guide for
further detail of mask variations.

0000-00-000000

The Total Validation section is used to determine how the GL line amounts are added up. If ‘Sum to S0’
is chosen, all entered GL Code Amounts must sum to zero using both positive and negative values.

Utilizing the ‘Sum to Invoice Amount attribute’ will allow you to sum the GL Code Amounts to a numeric
attribute associated with the Document Type you selected on the Workflow Setting screen.

In the example below, ‘Sum to Invoice Amount attribute’ has a numeric attribute of ‘Amount’ specified
and the total of all of the GL Code Amounts must add up to match the value specified in the ‘Amount’
attribute.

Total Validation

How would you like to validate the total of GL line item amounts?

Sum to 0

@) Sum to Amount attribute Amount v

v Total\ahdahon |s reqwredfor orkﬂo.complehon

Note: If you are utilizing more than one Document Type, they must share the same numeric value
attribute type to use this method.

The GL Codes Document Type is used to create a new document that contains all of the GL Coding
values that were entered from the Work Queue. Any common attributes that are associated between
this document type and the workflow document type will automatically be populated after the
workflow is accepted and completed. It is recommended to create a separate Document Type for this
type of document.
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GL Code Document Type

A document of the selected document type will be created with GL Codes upon workflow completion.

iGenerate GL Codes Documentﬁ

The GL Code Lookup sub tab allows you to configure and manage the settings that will be used to
validate the GL Codes that are entered when processing documents from the Work Queue.

The ‘Connection String’ section is used to configure the GL Code lookup to the existing accounting
system. Select an ODBC Connection String for the data source from the drop-down. The list provides
some commonly used ODBC string templates that may be used. If you do not see an ODBC Connection
string for your type of database, one can be specified manually. After you have configured your
connection, press the ‘Test’ button to ensure your connection is valid.

Connection String

Select an ODBC Connection String for the data source from the drop-down. Configure by providing the

required parameters for the chosen connection string. Click "Test” to test the connection and confirm it is
valid and then dick OK to continue. /
Driver={SQL Server};Server =athena.informa.local;Database =LookupTests;Uid=sa;Pw | v ___________ Test |

On the ‘Validation Query’ tab, enter a SQL query that returns the GL Code and its description as the first
two columns respectively. The Enter Token button will add the keyfield to the statement in the proper
syntax for the GLCode variable. For example, assuming the accounting system has a table called
‘Tglcode’ containing two columns called ‘code’ and ‘description’, the following query may be used:

SELECT code, description FROM Tglcode WHERE code = ‘[%GLCode%]’

The ‘Test Input’ section gives you the ability to test the SQL query to ensure you are getting the desired
results. Press the ‘Test Input’ button and a correctly configured setup should give you results in the
section below.
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Enter a valid GL Code to be queried and dick "Test Input”. A successful test will vield results below.

111-1111-111111 i Test Input
GL Code Description
111-1111-111111 Sales

Note: A Workflow work item cannot be completed until the GL Codes are validated against an

existing data source.

The ‘GL Code Segments’ tab is used to modify the way that GL Codes are displayed and entered from
IQdesktop. If GL Code segments are configured, the GL Codes are displayed in drop down lists for the
user to pick from. The example on the following page shows GL Codes configured for 2 segments called
Account and Sub-Account. These labels can be customized by the administrator and a maximum of four
segments can be configured to be used for lookups.

Validation Query || GL Code Segments

v/| Use GL Code Segmentation

Enter a SQL query that returns GL Code segment and its Description as the first 2 columns respectively.
Segment Name Segment Source Query

1 |Account SELECT [GLCcde], [Description] FROM [LookupTests].
[dbo] . [Account]

2 |SubAccount SELECT [GLCode], [Description] FROM [LookupIests].
Enter Token [dbo] . [SubAccount]

3
Enter Token

4
Enter Token

Test

After configuring the source queries, click the ‘Test’ button to validate the query. A test dialog box will
open and allow you to select the codes from the drop down lists. Select values from the lists to verify
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that the correct data is being returned from the source queries and then enter a test value in the
amount field. The descriptions of each segment will also be displayed at the bottom of the window.
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Client

IQdesktop

The Work Queue in IQdesktop displays Accounts Payable Workflow items as Workflow Tasks. Workflow

Tasks are identified by the Workflow Task icon in the Work Item Type column and the Workflow
name in the Action column. The Workflow name is based on the name applied in the Workflow Settings

in IQadministrator.

In the example below, two Workflow Tasks are highlighted. Each has the Workflow Task icon and the

Action is “AP Workflow”.

Work Queue ® X

» = &’ Eﬁ “a Action + | Assigned To Work Item Age CreateDateTime PageCount  |DocumentType DocumentGroup
] <§> @ aﬂ. Routed Demo User fdemo (User) 00:02:59 5/29/2014 12:06:17 PM 1 PO Public Group
&’ E2 aja Routed Demo User /demo (User) 00:11:12 5/29/2014 11:57:58 AM 1 Invoice Public Group
<§) @ AP Workflow | Initial Approval (Role) 00:02:5% 5/25/2014 12:06:17 PM 1 PO Public Group
<§) (oo AP Workflow | Initial Approval (Role) 00:03:35 5/25/2014 12:05:52 PM 1 Invoice Public Group
&) (] AP Workflow | Initial Approval (Role) 00:06:44 5/29/2014 11:59:13 AM 1 Invoice Public Group
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To open a Workflow Task, double-click on the document or right-click the document and select “Open
Work Item” to open the workflow window. The example b
Workflow Task configured with two GL Code segments.

Save " Approve Reject
pp )

Page: 1 ofd < > Zoom:

Dooument Attributes

elow shows the workflow window for a

l Rotate 90°

D
|0rlando

InvoiceMNumber

| [+

Amount

| =] N F ;
» Informa
O o INVOICE software
Date of Invoice
[*]+] REMIT TO: INVOICE NUMBER: 26543
T Informa Software INVOICE DATE: 5/12/2007
| o o 123 Baker Street
Orlando, FL 32810
Paid u
..... BILLTO: SHIP TO:
Doaument GL Codes GB Graphics GB Graphics
Account SubAccount P.O. Box 102332 345 Oak Parkway

MNorman, OK 75432

Stillwater, OK 75622

Workflow History

=R 3"

Workflow Name ‘Orlglnamr ‘smms ‘Smrted ‘Laswpdabed ‘Message ‘Exported ‘Exportstams
GL Code |Descnpuor| |Amount
= AP Workflow  Demo User/de... Executing 5/29/2014 12:... 5/29/2014 12:... DoMotExport
Work Ttems |
Assigned To |Appruva\ State |Comp|eted on |Cump¢eted By ‘REVIS‘UH |Cumment
Tnitial Approval Role) Pending 0

Remainder: $0.00| é’ Related Documents Eg MNotes

Wytistory | D workflow History

In the Workflow window, the Workflow Name will be listed in the title bar of the Window. In this
example, the name is “AP Workflow”.

Below the Workflow Name are the following options:

| | Save « Approve @ Reject |
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The table below provides a description for each option on this toolbar.

Save Saves changes made to any attributes and Document GL Codes that have been entered,
allowing the user to close the window and proceed at a later time.
Allows the user to assign a Workflow Task to another User or Role, or to complete the
Approve
Workflow Task.
Reiect Allows the user to assign a Workflow Task to another User or Role with comments to
J explain why the task was rejected or to complete the task with comments.

The Document Attributes pane allows for review and/or editing of the document attributes.

Doaument Attributes

DocumentGroup A
Orlando v

InvoiceNumber

b g

Vendor

Date of Invoice

Amount

g

/| Paid v

Note: Users must have the Update Document permission in order to process Work Queue items.
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The GL Code pane is used for entering GL Codes and amounts to be tracked and associated with the

current document. GL Codes entered in this section will be validated against the GL Code queries that
were configured in the Workflow Settings in IQadministrator.

If multiple segments are configured (shown here), GL Codes must be selected from the drop down lists.

Doaument GL Codes

Account SubAccount
(¥
Amount
Add Cancel
e =
s Ex X Ip
GL Code Description Amount
$0.00

Remainder: $0.00
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The Preview Document window is the large viewing area that allows you to check your document
against the work needing to be performed on it.

Page: 1 of4 < > Zoom: | v| Rotate 90°

- ‘
info rma
INVOICE software
REMITTO: INVOICE NUMBER: 26543
lnforma Software INVOICE DATE: 5/12/2007
123 Baker Street

Orlando, FL 32810

BILLTO: SHIP TO:

GB Graphics GB Graphics

P.O. Box 102332 345 Oak Parkway

Norman, OK 75432 Stillwater, OK 75622
Item # Description Quantity Unit Price Total
76802 Copy Paper ~ WHT, LTR 10 25.50 255.00
76902 Copy Paper — WHT, LEGAL 10 28.00 280.00
PEN100 Pen - BLK 200 0.75 150.00
PEN102 Pen - BLU 200 0.75 150.00

The bottom panel consists of four separate tabs that contain information about or related to the
Workflow Task.

Related Doauments a

S Gg Edit Related Criteria

DocumentGroup = 'Orlando’ AND Paid = True

X B |[® |G |createateTime |PageCount  |DocumentType |DocumentGroup |Active |Amount |Date of Invoice |
f &’ & 5/29/2014 11:55:45 AM 1 Invoice Orlando .
&  [& 5/29/201411:57:58 AM 1 Invoice Orlando =
& & 5/29/201411:59:13AM 1 Invoice Orlando L]
& & 5/29/2014 12:05:52PM 1 Invoice Orlando Ll
& & 5/29/201412:13:05PM 4 Invoice Orlando m
< >

Results: 5of 5

(P Related Documents | [ Notes Uy History ~ [D Workflow History
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The table below provides a description for each tab in this panel.

Tab Name Description
Shows documents related to the Workflow Task based on shared attribute
data. The documents can be viewed but they cannot be edited.

Related Documents

Displays notes that have been added to the document and allows a user to

Notes add notes as well
History Displays the entire document history
Workflow History Displays the workflow history for the selected Workflow Task

[
The Refresh button “ refreshes the documents list to include any new documents that meet the
related criteria.

The following toolbar is available in the Related Documents tab:
%5 Edit Related Criteria

“Edit Related Criteria” allows the user to add or remove attributes from the Related Docs query. Click
the link to open the attributes dialog. Select or deselect attributes as needed and click “OK” to update
the query and the Related Docs results.

Match selected attributes:

iDocumentGroup
InvoiceNumber
Vendor

Date of Invoice
Amount

Paid

FirsthName
LastName
Active

Priority IQ

OK Cancel
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The following pages will show an example of a Workflow process.

To start, below are the IQadministrator Workflow Settings configured for the example.

Workflow Settings
Workfiow Settings | GL Code Settings
Workflow Title [P Workfiow
Tnitial Assignment Role [Initial Approval [¥]
Final Approval Role |Ma1agernent [v|
Document Type [ Check |
|| Employee Record |
["] 6L Code Document ‘
|| Invoice
] mFp
v o Workflow Settings
| Workflow Settngs | GL Code Settings
The GL Code Settings allows the IQ administrator to configure and manage settings that will be used to
validate codes provided as part of GL Coding a work item,
L || General | GL Code Lookup |
|+ Workfiow Enabk
Input Mask
Active Work Items. | || 1 » mask to control the display format and user input of the data for 6L Cading. See Admin Guide for
further detail of mask variations.
999999999999
Total Validation
How would you like to validate the total of GL line item amounts?
() Sum to $0
(®) Sum to Amount attribute

[Amount

[¥]

[] Total validation is required for workflow completion
GL Code Document Type

A document of the selected document type will be created with GL Codes upon workflow completion,

|GL Code Document

|| Generate GL Codes Document ]vl
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A user that is a member of the Initial Approval role selects Work Queue to access any new Invoice
documents added to ImageQuest.

In the example below, the user double-clicks a Workflow Task.

x |=E |¢f’ |@ |ah | |Acﬁon ~ | Assigned To Work Item Age | CreateDateTime PageCo... « |DocumentType |DocumentGroup | InveiceMumber Ve
<9 ) @. Routed Dema Userdemo {User) 00:14:47 5/29/2014 11:57:58 AM 1/ Invaice Orlando
& | 2 Routed Dema User/demo (User) 00:05:34 5/29/2014 12:06:17PM 1/PO Orlando
& | = AP Workflow  Initial Approval (Role) 00:10:21 5/25/2014 11:53:13 AM 1 Invoice Orlando
& = AP Workflow Initial Approval (Role) 00:07:10 5/29/2014 12:05:52 PM 1 Invoice Orlando
& AP Workflow Initial Approval (Role) 00:06:34 5/29/2014 12:06:17 PM 1 PO Orlando
& =) AP Workflow Initial Approval {Role) 00:00:20 5/29/2014 12:13:05 PM 4 Invaice Orlando
The Workflow workspace opens.
AP Workflow - B
E save + Approve (@ Reject
) Page: 1 f 4 Z 3 ~| Rotate 90°
Document Attributes age: ofd < > Zoom:|75% otate .
DocumentGroup ~ 2
‘Drlandn ‘v‘
InvoiceNumby H F
nvoiceMumber
[ B RORE informa
software
Vendor
‘ }'3\ REMITTO: INVOICE NUMBER: 26543
Informa Software INVOICE DATE: 5/12/2007
Date of Invoice 123 Baker Street.
‘ =] Orlando, FL 32810
BILL TO: SHIP TO:
femount : GB Graphics GBGraphics
\5335‘00 \':\ P.0. Box 102332 345 Cak Parkway
Norman, OK 75432 Stillwater, OK 75622
[m] Paid G
""" Ttem # ipti i Total
ment GL Codes ltem Description Quantity Unit Price otal b
Account SubAccount
[v]| [+ Related Documents L)
Amount
moun @ @l 5 8 Edit Related Criteria
DocumentGroup = "Orlando’ AND Paid = True
S E R x ‘ = ‘&’ ‘@j |CrEatEDatET|mE PageCount |DocumentType  |DocumentGroup | InvoiceNumber |Vandur |DatE of T
. D & @ 5/29/2014 11:55:45 AM 1| Invoice Orlando
GL Code |Descripnnn ‘Amnunt =
¢§’ &) 5/29/2014 11:57:58 AM 1 Invoice Orlando
&’ @ 5/29/2014 11:59:13 AM 1 Invoice Orlando
&’ @ 5/29/2014 12:05:52 PM 1 Invoice Orlando
(5’ |® | 5/29/2014 12:13:05PM 4 Invoice Orlando
$0.00
Remainder: $835.00 &’ Related Documents F= Motes % Histary rtlg Workflow Histary
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The user can review the attribute values associated with the Workflow Task, compare them to the
document image and edit the values if necessary.

Save « Approve (@ Reject

Doaument Attributes

The GL Coding section is blank, but note that the Remainder value of $835.00 reflects the Invoice
Amount from the Document Attributes panel.

/L B X In
GL Code | Description Amount

§0.00
Remainder: $835.00
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The user can now enter the GL Coding for the Workflow Task. To enter a GL Code, type the GL Code
value in the allotted field.

The GL Codes are validated against the GL Code Lookup configured in the Workflow Settings. If an
invalid code is entered, the GL Code field will be flagged with an “Invalid GL Code” error and the user
must correct the value before proceeding.

Doaument GL Codes

GL Code

@ 11-1111-111117

Amount

S‘JI © Invalid GL Code Add Cancel

- -

L Ex X Ip

GL Code Description Amount

£0.00
Remainder: $835.00

When the GL Code value is corrected, the GL Code is validated and the user can proceed to the Amount
field and enter the appropriate amount for the GL Code. The user enters “$800.00” for Amount and
clicks “Add” to apply the GL Code entry to ‘Total’.

Doaument GL Codes

GL Code

111-1111-111111 (
Amount

800.00 Add Cancel
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When a GL Code entry is validated and applied, the user can see GL Code in the table and its associated
description. In this example, the description for GL Code 111-1111-11111 is “Sales”. The Total is

updated to reflect the Amount entered and the Remainder reflects the balance between the Invoice
Amount and the GL Code Amount.

S B X i __ _
| GL Code | Description | Amount
| 111-1111-111111 Sales $800.00

|
$300.00 |
‘Remainder: $35.00

]

The user can edit the GL Code or Amount if needed by clicking the Edit icon # located right above the
table.

Selected rows can be deleted by clicking the EX jcon. The following confirmation dialog will appear.
The user then clicks ‘Yes’ to delete the selected entries or ‘No’ to not delete the selected entries.

9 Are you sure you wish to delete all the selected GL Codes?
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The user can add additional GL Code entries as needed. In this example, the user adds another entry for
GL Code 222-2222-22222 with the Amount of $35.00.

The Total is updated to reflect the total of both GL Code Entries and the Remainder reflects the

difference between the Invoice Amount and the total of the GL Code entries and is no longer red
because the value equals $0.00.

Doaument GL Codes
GL Code

1222-2222-222227

i_535.00 __ | Save | Cancel
Marketing

B X Ip

|GL Code Description | Amount
'111-1111-111111 Sales $800.00
222-2222-222222 Marketing $35.00

$835.00 |
Remainder: $0.00

In the event all GL Code entries for a Workflow Task need to be deleted, the user can click the X icon.
The following confirmation dialog will appear:

o Are you sure you wish to delete all GL Codes?
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The user then clicks ‘Yes’ to delete all entries or ‘No’ to not delete any entries.

The o icon can be used to cut/paste GLCodes and amounts from an external source such as Microsoft
Excel. In order to successfully paste data from another program, the external source must have 2
columns of data: GL Code and Amount. The GL Code field must also be in one field separated by dashes

Once the user has completed the GL coding, they can assign the Workflow item to the Role responsible
for final approval or to another User or Role if necessary. To do so, the user clicks ‘Approve’ to open the
‘Approve Work Item’ dialog box.

The user can select the appropriate assignment. In the example below, the user selects ‘Final Approval’.
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The user can also add comments that can explain why the Workflow Item was assigned to the particular
User or Role.

In the example below, the user adds comments that let the Final Approval role know the GL coding is
completed and the invoice can be processed for payment.

(® Role () User
anal Approval

® assion

Workfiow Comments:
Gl coding complete. Please process for payment.

When the users clicks “OK”, the Approve Work Item dialog and workflow window close and the
Workflow Task is removed from the user’s Work Queue. The Workflow Task will now be available in the
Final Approval role Work Queue for review and further action.

The user can click “Save” at any time to save changes made in the Workflow window. If the user tries to
close the Workflow window without saving their changes, the following warning is displayed.

‘;E All unsaved data will be lost. Do you want to exit without saving?

[ Yes | Mo
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If the user clicks “Yes”, the Workflow window will close and no changes will be saved. If the user clicks
“No”, they are returned to the Workflow window and click Save to save the changes and close the

Workflow window.

When the user in the Final Approval role opens the Workflow Task, they will see the information for the
Workflow item including the GL Code information entered by the Initial Approval user. At this point, the
Final Approval user can “Save and close the task for future review”, “Approve and Assign or Complete
the item” or “Reject and Assign or Complete the item”.

Save +" Approve Reject
PR 2|

. P 1 i3 < > |Z : =i
Doaument Attributes s b O0E) Entire Page

Document Group ~
|Dr\ando ‘ v | PURCHASE SROER

InvoiceNumber
7838 [9]

Vendor e

|Ir|furma Software “: |

(arrams]

Date of Invoice

[s/12/2012 [»]4]

Amount i

[s835.00 B

[ Paid {4

Doaument GL Codes

GL Code

Related Documents L]
Amount [
Edit Related Criteria
.
DocumentGroup = 'Orlando’ AND Amount = '835' AND Paid = False
7 B8 x o x | = |¢§> |@ |CreabEDate‘ﬂme PageCount |DeocumentType | DocumentGroup | InvoiceMumber ‘Vendur ‘Dab& of I
Ll b - T 5/29/2014 1:02:29PM Invoice Orlando
GL Code |Descr|phun |Amuunt
111-1111-111111 Sales 5300.00
222-22722-222733 Marketing £35.00
$335.00 Results: 10f 1
Remainder: $0.00 | (& Related Documents | [ Motes | Uy History (53 Workflow History
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In this example, the user clicks “Reject” to open the “Reject Work Item” dialog.

(@ Role () User

() Complete Workflow Final Approval

Workflow Comments:

The Reject Work Item dialog has two options: Assign and Complete Workflow.

If Assign is selected, the user can select a Role or a User to assign the item to. The user must include
Workflow Comments that explain why the item was rejected. When the user clicks “OK”, the item is
assigned to the Work Queue of the selected Role or User.

If Complete Workflow is selected, the user must add a comment explaining why the rejected item is
completed. When the user clicks “OK”, the workflow for the item is completed and the Workflow Task is
removed from the Work Queue.

For example, if the approval user identified a task as a duplicate, they can reject the work item, enter
the appropriate comments and click “OK”.

| ~ : The Complete Workflow option will end
St the workflow. The Assign option allows
(® Complete Workflow you to assign the item to a user or role.

Workflow Comments:

| This Invoice is a duplicate.|
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If a user clicks “OK” without entering any Workflow Comments in the Assign or Complete Workflow
sections, the follow error will occur:

When rejecting a work item you must supply comments that will help
other participants in the workflow understand the reason it was

rejected. Please supply comments and then re-submit.

In the following example, the user selects “Assign” and selects the Initial Approval Role. The user then
enters a comment explaining the need to adjust the GL coding for the task. When the user clicks “OK”,
the Reject Work Item and workflow windows will close and the Workflow Task is removed from the Final
Approval Work Queue. It is then added to the Initial Approval Work Queue for processing.

(@) Assign @ Role () User

i) Complete Workflow Initial Approval

Warkflow Comments:

Please adjust for $40.00 Marketing

The users in the Initial Approval role will see the Workflow Task in their Work Queue. They can select
the task in the Work Queue and click the Workflow History tab to see the latest status.

In the example below, the user can see that the task was “Rejected” by the Final Approval role and see
the Comment that explains why it was rejected.
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Workflow History o
Workfiow Name | originator |status |started |Lastupdated | Message Exported |Exportstatus
B AP Workflow  Demo User/demo (Us... Executing | 5/29/2014 2:50:50PM _ 5/29/2014 2:56:01PM Tl 1 DotNotExpart
Work Items |
Assigned To | Approval State | Completed On | Completed By |Revision | Comment
Initial Approval (Role) Approved 5/29/2014 2:54:35PM Demo User /demo (User) 0
Final Approval (Role) ' Rejected 5/29/2014 2:56:00 PM | Demo User/demo (User) 0 Please adjust for $40.00 ...
Initial Approval (Role) Pending 0

(& Related Documents [ Notes Ty History [ Workflow History

The user can open the task and change the GL Code information as requested.

In the example below, the user changes the Amount for GL Code 111-1111-111111 to $795.00 and the

Amount for GL Code 222-2222-222222 to $40.00.

2 B X In
GL Code | Description Amount
111-1111-111111 Sales $795.00
| 222-2222-222222 Marketing $40.00
$835.00
Remainder: $0.00
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Now the user clicks “Approve”, select the Final Approval role and adds a comment that explains what
changes were made. When the users clicks “OK”, the Approve Work Item dialog and workflow windows
close and the Workflow Task is removed from the user’s Work Queue. The Workflow Task will now be
available in the Final Approval role Work Queue for review and further action.

® Role () User
'_Final Approval

(®) Assign

Workflow Comments:

Adjusted for $40.00 Marketing

The users in the Final Approval Role will see the Workflow Task in their Work Queue. They can select
the task in the Work Queue and click the Workflow History tab to see the latest status. For example, the
user would see this task was “Approved” by the Initial Approval role along with the Comment that states
the requested adjustment has been made.

The Final Approval user can open the Workflow Task, review and confirm the proper adjustments were
made and click “Approve” to complete the workflow for the item.

In the example below, the user selects “Complete Workflow” and includes a comment to explain why
it’s completed. When the user clicks “OK”, a final validation of the GL Code data will occur to include a
validation of the invoice amount against the GL Code Total. If validation is successful, the task is
completed and the item is removed from the user’s Work Queue.

: | The Complete Workflow option will end
Assign the workflow. The Assign option allows
(@ Complete Workflow you to assign the item to a user or role.

Workflow Comments:

[ Completed, Ready for payment.

Page 31 of 39



Accounts Payable Workflow Guide 12.0

The Workflow History is updated to reflect the completion of the task.

Workflow History nox
|\'\u'orkﬂcw Mame |Originamr | Status | Started | LastUpdated | Message | Exported |Expor1513tus
[ AP Workflow Demo Userfdemo (User) Closed 5/29/2014 2:50:50 PM  5/29/2014 3:02:43FM |‘ Pending;
Work Ttems |

Assigned To |Approva| State |Completed on |Completed By |Revision |Comment
Initial Approval (Role) Approved | 5/29/2014 2:54:35FM Demo User fdemo {User) 1}
Final Approval (Role) Rejected 5/29/2014 2:56:00 FM Demo Userfdemo (User) 0 Please adjust for $40.00 M... :|
Initial Approval (Role) Approved | 5/29/2014 3:00:53 PM Demo User /demo (User) 0 Adjusted for $40.00 Marke. .. :|
Final Approval (Role) Approved | 5/29/2014 3:02:39 FM Demo User fdemo (User) 0 Completed. Ready for pay... :|

Eg Workflow History ‘-‘5, Active Work Items F= MNotes % History

Depending on how the GL Code Settings are configured, the user may receive a warning or an error
when they try to complete a workflow and the GL Code validation is not successful.

For example, the Invoice Amount for the Workflow Task was $835.00, but if a user enters GL Code
amounts of $800.00 and $50.00, the GL Code Total would be $850.00 and the Remainder would be
$15.00.

If the Total Validation is configured for “Sum to Invoice Amount attribute”, but “Total validation is
required for workflow completion” is not checked, the following warning occurs after validation.

Amount value $835.00 doesn't match GL Code total of $850.00.
Do you want to continue anyway?

e

The user can click “Yes” to proceed and complete the task or click “No” to return to the Workflow
window and correct the GL Code data. They may also choose to Reject the task and assign it to the
Initial Approval role with a comment requesting the correction.
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If the Total Validation is configured for “Sum to Invoice Amount attribute” and “Total validation is
required for workflow completion” is checked, the following error occurs after validation.

@ Amount value 583500 doesn't match GL Code total of $850.00.

When the user clicks “OK”, they return to the Workflow window. They can correct the GL Code data or
Reject the task and assign it to the Initial Approval role with a comment requesting the correction.

If the Total Validation is configured for “Sum to $0”, but “Total validation is required for workflow
completion” is not checked, the following warning occurs after validation.

Gl Code total should sum to $0.00.
Do you want to continue anyway?

The user can click “Yes” to proceed and complete the task or click “No” to return to the Workflow
window and correct the GL Code data. The user may also choose to Reject the task and assign it to the
Initial Approval role with a comment requesting the correction.
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If the Total Validation is configured for “Sum to $0” and “Total validation is required for workflow
completion” is checked, the following warning occurs after validation.

@ Gl Code total should sum to $0.00.

When the user clicks “OK”, they return to the Workflow window. At this time, they can correct the GL
Code data or Reject the task and assign it to the Initial Approval role with a comment requesting the
correction.
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GL Codes Document

If “Generate GL Codes Document” is checked in the GL Code Settings, a separate document will be
created for each completed Workflow Task. The GL Codes Document will display the GL Code
information that was applied to the task along with the document attribute data if desired.

Note: The GL Code Document can be any existing Document Type in ImageQuest, but it is
recommended that a new Document Type called “GL Code Document” be created for this purpose
and should have at least one of the attributes used by the Workflow Document Type(s) that are
configured in the Workflow Settings.

In the example below, the user searches for and locates a completed Workflow Task. To see the
associated GL Codes Document, the user can right-click on the document and select “Show Associated”.

DocumentType IN (‘Invoice')

p 4 — (9 _:'] CreateDate... | PageCount DocumentT... | DocumentG... | InvoiceNum... | Vendor Date of Inv... | Amou
<§> & 5/29/2014... 1 Invoice Orlando .
& & 5/29/2014... 1 Invoice Orlando
& (& 5/29/2014... 1 Invoice Orlando
& & 5/29/2014... 1 Invoice Orlando
<§) |#| 5/29/2014... 4 Invoice Orlando

ﬁ_j 5/29/2014 ... Invoice Orlando 7898 Informa So... 5/12/2012
L 5/29/2014 ... Invoice Orlando 5/29/2014
& T s5/9/2014... Invoice Orlando 4545 Informa So... 5/28/2014
T 5/29/2014... Invoice Orlando 8686 Informa 5/12/2014
& W1 5/30/2014 ... Tnunice Orlandn 2434 Informa 5/29/2014

[E Vview Ctrl+1

/  Edit Ctrl+Shift+E

Eﬁ Annotate

£  Add Revision

&3 Route

[ Savelocal Copy  Ctrl+Shift+L

F> Exportto Folder

@ Email Document Ctrl+M

bgl Batch Print

(3 Find Similar

ES Grid Edit Ctri+E

&’ Show Associated Ctrl+0

[%  Add to Watch List Ctrl+T

X Delete Ctrl+Alt+D

) Undelete
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The “Associated” tab will be opened and it will display the Workflow document and the associated GL
Codes Document. In the example below, the GL Codes Document is selected.

a &S
i ” “ Home Document Grid
2 * [E] annotate [ Export to Folder [T Find Similar 3 Delete n = -
/ < % GE R R
» .[fjilddﬂevisnon (@ Email Document 53 Grid Edit &) Undelete :
View  Edit - Savelocal — Addto Preview History Notes Workflow Active
&3 Route Copy Iyl Batch Print &Shownssooated WatchList U[f Dupiicate  pane History  Work Items
-~ Commands Panels
X B <§) Eﬁ [createnateTime |pagecount |DocumentType  |DoaumentGroup |Active |Amount |Dateofinvoice |FirstName |InvoiceNumber |La
| | T 5/30/20149:50:06 AM Invoice Orlando | W $335.00 5/29/2014 [ 434
& T 5/30/20149:54:54 AM 1 GL Code Document = L]

The example below shows the view of the GL Codes Document that is associated with the Workflow
document. The Attribute data can be customized by adding or removing attributes from the GL Code
Document type. The GL Code and Amount fields cannot be removed from the GL Code Document.

File Edit View Window

@@@@B%| ) (& E]fill-'+lﬁal@@|._’j Toolstign!Commeut

x

~ Sign In
""" GL COdeS ¥ Export PDF
— Adobe ExportPDF (7]
Am I Convert PDF files to Word or Excel
InvoiceNumber 7585 online.
Vendor Informa Software s?l.ecl .PD.F fie o
- @ GL Code Document 7585.pdf
Date of Invoice 51272014 L R—
" 523500 1file /1KB
Convert To:
| Microsoft Word (*.docx) =
111111111111 $800.00 e
222-022-200022 $35.00

Convert

» Create PDF
» Send Files
» Store Files

Note: Users will not see the GL Codes document type unless they are allowed permissions to the GL
Codes Document Type.

Page 36 of 39



Document Locking

Accounts Payable Workflow Guide 12.0

When a Workflow Task is opened by a user, a lock is applied to the item until the user closes the item or

the lock has expired.

In the example below, the selected Workflow Task is assigned to the Final Approval role. Two users are
members of the Final Approval role, “Administrator” and “Demo”.

Home Document Grid
hov——m 5 63 & 49 I
[ saved search =] = L[5 = A [
Quick ey Work Queue  Watch  Work Queue Scanto Import  Refresh Default
Search Lpw List Search ImageQuest Panel Layout
Search Workflow New Document View
Work Queve & X
|
x = (9 ,'___'_! =] Action Assigned To Work Item Age | CreateDateTime PageCount |DocumeniType | DocumentGroup |Active |Amount |Date of Invoice
& & = AP Workflow GLProcessor (Role) 22:56:23 5/29/2014 11:55:45 AM 1 Invoice COriando = |
& & S Routed Final Approval (Roke) 22:54:10 5/29/2014 11:57:58 AM 1 Invoice Oriando [}
(9 = E AP Workfiow GLProcessor (Roke) 22:54:10 5/29/2014 11:57:58 AM 1 Invoice Orlando =
S & B AP Workflow  Inétial Approval (Roke) 22:49:42 5/29/2014 11:59:13 AM 1 Invoke Ortando L]
&S & = AP Workflow Initial Approval (Role) 22:46:33 5/29/2014 12:05:52PM 1 Invoice Orlando L]
& m B Routed Final Approval (Role) 22:45:58 | 5/29/2014 12:06:17 PM 1P0 Orlando (]
& B =E AP Workflow Initial Approval (Role) 22:45:58 5/29/2014 12:06:17 PM 1P0 Orlando [l
= I AP Workflow  Initial Approval (Role) 20:04:34 5/29/2014 1:14:04PM Invoice Orlando [} $335.00 5/29/2014
l & & = AP WorkRow_Final Approval (Role)  <e—ii@e@8c00 5/29/2014 1:00: 17PM 4 Invoice “Orlando W ss00.00

If “Administrator” opens the item from their Work Queue and then the “Demo” user tries to open the
same item, the “Demo” user will receive a Document Lock error that lets them know a lock was placed
on the item and who locked it and when. See the example below.

Document Lock

| A lock for WorkItern ID: 78 on this document was issued at 5/30/2014
y 10:54:53 AM to derno@TEMP2-PC. The lock cannot be overridden until
~ ithas expired at 5/30/2014 11:24:53 AM.,

The “Demo” user can click “OK” on the error and the Locked column for the Workflow Task is updated to

display a lock icon until the item is completed or closed by the user that has it locked.
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If a user sees a record with a lock icon, they can hover the mouse over the lock icon to see which user
has it locked and when it was locked.

Work Queue & X

X = <f> Eﬁ] == Action Assigned To Work Item Age | CreateDateTime PageCount  |DocumentType
<§> =] AP Workflow GLProcessor (Role) 23:08:07 5/29/2014 11:55:45 AM 1| Invoice
&) = 33.. Routed Final Approval (Role) 23:05:54 5/29/2014 11:57:58 AM 1| Invoice
<§> =) AP Workflow GLProcessor (Role) 23:05:54 5/29/2014 11:57:58 AM 1| Invoice
<§> (o] AP Workflow  Initial Approval (Role) 23:01:26 5/29/2014 11:59:13 AM 1 Invoice
<§> (o] AP Workflow  Initial Approval (Role) 22:58:17 5{29/2014 12:05:52 PM 1 Invoice
F L v Routed Final Approval (Role) 22:57:42| 5/29/2014 12:06: 17 PM 1 PO
& ™ AP Workflow Iritial Approval (Role) 22:57:41 5292014 12:06: 17 PM 1 PO
= " AP Workfiow Initial Approval (Role) 20:16:19 5/29/2014 1:14:04 PM Invoice
L

| Locked by Administrator @EXAMPLE-SERVER. at 5/30/2014 11:03 AM

If the “Administrator” user completes the Workflow Task and the “Demo” user tries to open it, the
“Demo” user will receive a Work Item Not Found error.

Work Itern Not Found |

[Q} This item is no longer in your Work Queue.

When the “Demo” user clicks “OK” on the error, the error is closed and the Workflow Task is removed
from their Work Queue.

If a Workflow Task is reassigned to another User or Role, the following error is displayed to a user that
tries to open the item.

-

Work Item Reassigned @

% This work item iz no longer available to you, It has been reaszigned to
' Adrninistrater (User). Please refresh your Work Queue.
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If a Workflow Task is deleted by a user and another user tries to open it, they will receive an error that
notifies them that the document is deleted and cannot be modified.

Work Item 25

8 This document is deleted and cannot be modified.

Note: Routing a Workflow Task will create a new Routed work item, but it does not reassign the
Workflow Task to the user it was routed to. The Workflow Task will remain in the routing user’s Work
Queue until it is “Reassigned”, “Approved and Assigned to another user” or “completed by another
user”.
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