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A COMPREHENSIVE GUIDE TO ACCOUNTS PAYABLE AUTOMATION SOLUTIONS

Not so long ago ‘keeping the books’ for a business meant a completely paper-
based process that involved a ledger and pencil recording your businesses
financial data. In the digital age, however, it encompasses so much more than
tallies in a book — especially when it comes to the ins-and-outs of the Accounts
Payable (or AP) process.

But do you know just how much of your work could be automated with programs
like Document Scanning or ‘Capture’ Software and Document Management
Software, (or DMS)? Let’s take a look at just how much of your day-to-day could
benefit from these types of accounts payable software solutions.

WHERE DO | START?

To understand the impact automation software can have for your AP department
you must first understand what they deal with each day.

If they have no automation software, the paper process for the AP department likely
includes mailing your purchase order to a vendor, waiting for the invoice to come,
then cutting a check which was sent again via mail once goods had arrived. Lots of
hands moved these documents from one place to the next - not to mention any
steps in between where company internal policies had their part in a complicated
dance of approval processing and more.

Even if your business has an accounting software, it's still likely that much of your

accounts payable process is like the above and could benefit from implementing

software solutions like document capture and document management software.

Let's look at each one, since they each offer a piece of the puzzle that is ‘accounts
payable automation’.
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DOCUMENT CAPTURE SOFTWARE

The first piece to this automation-puzzle is Document Scanning or ‘Capture’
Software. Why? Because this is when you turn those paper-documents into
electronic ones to get the whole process started. In fact, of all the accounts
payable automation solutions you can choose from, this one saves your AP
department the most amount of time even when you already have an accounting
software, like QuickBooks, in place.

Capture Software lays the foundation for a true automated AP process by both
classifying and then indexing documents, then working hand-in-hand with a
document management system and your accounting software to streamline

document and office workflows.

Truly ‘smart’ or fully-automatic solutions in this category mean that your team
scans in their paper documents and has nothing else to do until this data hits
their queue in your Document Management System or accounting software.

WHAT'’S ‘CLASSIFYING'? R
—
Classifying is the process of automatically | —

identifying document types like invoices,
purchase orders, packing slips, checks,

purchase requisition forms, bills of lading, Q

receipts, and even business-specific

\
documents. / )

So, essentially, this is when the software
determines, intelligently, what type of
document it's looking at - even determining
the difference between vendors and

supporting documents - before deciding what I
happens next. N
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WHAT'S ‘INDEXING’?

Once the software knows what type of
document it's looking at, it'll index it

Vendor Name

and create a kind of roadmap that will Frontage Freight
help you search for information later. _
ldentifying information like invoice ) el tmies

" | 6684
numbers, dates, GL codes, purchase order

Invoice Date

numbers, line items, vendor names, dollar 4 f”?*’”f‘
amounts, etc. means that your staff no
longer has to manually enter this type of
information.

This info Is sometimes entered more than

Thank you for your business!

once depending on your current office — 2

workflow which means you're saving your
staff a massive amount of time by not
having to do all that tedious data-entry.

Some solutions in this category recognize types of documents and index data

based on user inputs during the capture process, which might not save much

time in the end, but certainly helps in turning your paper-based process into a
paperless one.

Other ‘smart’ solutions recognize types of documents and index data with little
to no input from users at all, which alone, can be a massive time savings for your
AP department. While this solution alone could easily integrate directly into your
current accounting software solution, the next area we're going to touch on is an

Important piece to the automation puzzle too.
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DOCUMENT MANAGEMENT SOFTWARE

When you choose to use a document management software, all the information
extracted from the document is then transferred during export to your DMS
where it can then be used to further automate AP processes like approval
workflows, purchase-order and invoice creation, e-mail notifications, reporting,
and more.

Truly taking your accounts payable department paperless means moving paper-
based daily activities and office workflows to electronic ones. Let's run through
a few examples specific to accounts payable to show you just how helpful
document management can be:

APPROVAL PROCESSING

Workflows act as a kind of controller within the software - recognizing key data
and determining next steps. Approval Processing is the movement from point A
to point B via the act of approval. An obvious benefit of an electronic approval
process is that the software handles all the routing, deadlines, notifications,
tracking, and post-approval actions while your office staff simply approves or
rejects items as they appear in their queue. Ultimately, the process for an simple
invoice approval ends up looking something like this:

1. Invoice is Scanned at a multifunction device and picked up by
Capture Software

2. Capture Software classifies, indexes, and exports electronic
document and corresponding metadata to DMS

3. DMS routes invoice per approval process where Manager
approves by clicking ‘approve’

4. Approved invoice and metadata is then sent to destination (ie:
Quickbooks) for payment to be processed
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In the simple and ‘j ._.._@

common example above,
&)
the only steps where

oe0—o o [_.
human interaction was l 1 *—e

necessary was in 1)
physically scanning the *—e
document and then 2)
one click to approve from I
user's queue. Even routing @ ®oo—o o
documents through more

than one user or an
approval group is made exponentially easier with automated approval processing.

S

Plus, notifications and deadlines can help make sure that everything moves along the
approval process in a timely manner. You can even use these same workflows and
notifications to help your team catch duplicate invoices, capture e-mailed invoices

automatically, or to take advantage of invoices with early payment discounts so you

don’t miss out on an opportunity to save even more money!

THREE-WAY MATCHING

Much of the time it's important to package related documents together before
payment can be processed via a three-way match. This match usually includes 3
types of documents: a purchase order, receiving report or packing slip, and a vendor
invoice. Only when all documents are present and the details of these documents
match can the vendor's invoice be scheduled for payment.

Three-Way Matching usually involves comparing the following info:

1 2, ©

Purchase Order Packing Slip Invoice
Description, Description, Quantity of Goods Description, Quantity,
Quantity, Cost, Terms Cost, Terms, Math
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Software can automate this matching process and provide alerts that notify users
of missing documents, duplicate invoices, and impending deadlines to make sure
that all invoices are attended to in a timely manner. Even without a workflow in
place, three-way matching allows users to easily search for a PO number, a time
frame, or a check number and pull back all the related documents quickly and
easily.

GL CODING

The General Ledger (GL) is the backbone of any organization’s accounting system
used to compile two key financial statements: Balance Sheets and Income
Statements. The GL contains user-defined account codes and the listing of the
account names, called the chart of accounts (or COA). The process of properly
classifying a transaction is referred to as GL Coding and as a manual process
requires a lot of time to get right.

Software takes the guesswork out of this process meaning no more manual
coding errors or running around the office to get the right personnel involved to
code new invoices.

Basic software solutions provide a field where GL Codes can be manually
entered or selected from a drop down list. While more advanced solutions
can automatically populate GL Codes based on vendor, invoice category, or by
customized means. They can also use a static GL Code, or require the GL code be
completed on approval, and then auto populate amounts against the GL Codes.

ACCOUNTING SOFTWARE INTEGRATION

The final piece to the puzzle makes the whole process perfect by integrating
these software solutions with your current accounting software or ERP. All the
data that's been captured, indexed, and approved can now be passed to whatever
accounting software you're using so you don’t have to enter it all in again! Even
better, with recursive lookups you can check your ERP or accounting system for
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updated info that can be applied to documents stored in your DMS. Let’s look at
couple scenarios to better understand how everything ties together:

1. We want to automatically match up these checks that were just cut with their
proper invoices.

Using Recursive Lookups, invoices that do not have a check number value are
scheduled to automatically compare against your accounting software once a
day to check to see if the application has issued a check number to apply to the
invoice. When a check number exists, the number is input into the check number
field for the corresponding invoice in the DMS.

Now, when you go back to your DMS to look at a check you can see every invoice
that was paid by that check. Simple.

2. We want to be able to easily see the status of paid and not paid invoices.

Once a day all invoices with a status field of ‘NOT PAID" perform a lookup against
the accounting software to check to see if it has been paid. If the invoice has
been paid then the status field is updated to ‘PAID'.

Now, managers and CFO’s can not only search what's been paid, (even between
date ranges), but they can also generate reports to include assignees, what stage
these invoices are in, and view metrics that can help find bottle necks.

KEEPING IT SIMPLE

The hardest part of going paperless for any company is picking the right software.
But it doesn’t have to be. Ultimately, you're looking to accomplish a few things
specific to your accounts payable needs:
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- Automate Data Entry - Centralize and Package Related Documents

- Eliminate Redundancies - Integrate with Existing Accounting Software
- Streamline Approval Processes - Enforce Company and SOX Compliance
- Automate Office Workflows - Cut Costs and Eliminate Delays

When it comes to picking Document Capture or Scanning Software, it's best to
focus on the purpose of this software to better weed through all the different
solutions available on the market today. There are a number of bells and whistles
you'll be exposed to, but as long as these two requirements are met, you'll be
getting what's right for your team and for your company:

1 2,

Ability to automatically recognizing Ability to automatically extract the
the type of document right data from the document

Document Management Software can be a great addition for your entire company.
However, if you're focused on just your AP department’s needs, you'll be looking
for features like:

- Deadline Messaging & Other

- Automated Workflows and . .
Notifications

Approval Processing

: - Reportin
- Three-Way Matching porting

. . - Easy Search-and-Retrieval
- Automatic GL Coding y

- Integration with Accounting

- Recursive Lookups
' Systems and Other ERPs

When it's all said and done, you'll be looking for much more than just a new
paperless software application. You're looking for a robust and simple software
solution that meet your accounts payable needs at one low price. One that's fast to
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Implement, smart, and packed with all the features your AP team needs.

CapturePoint and Content Central work together with your accounting software to

provide the complete solution for your accounting needs; packed full of powerful
features designed to keep your office moving. But don't just take our word for it,

give it a try for yourself and see your customized solution in action, today!

Try Content Central

Download a free trial
of our Document
Management Software
today to see just how
Content Central works for
your needs, today!

Ve ptuféPoint""

Try CapturePoint
Powerful, Simple, and
NO COST to get started!
Download our Document
Capture Software,
CapturePoint, today and
get 1,000 FREE images!
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More to Discover!

Learn more about Content
Central and the rest of
our paperless office suite
of products with videos,
brochures, help articles,
downloadables, and more!
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