Accounts Payable – Document Management
Document management under accounts payable refers t scanned invoices / credits. Once a document has been scanned, it may come to pass one or more of the values are incorrect, and need to be altered by an authorised user. This can happen only while the document has not been processed. Once an AP transaction has been created, it is deemed the document is correct.

Another use of document management is for tracking. Regional offices can track the status of scanned invoices based on originals. It is a requirement original documents are approved along with electronic. This may phase out in the future, but this is current practice. 

The screen shot below shows the status management of the documents. We simply filter the documents required, and click “Fill” to fill the grid. Only documents not processed to transactions can be retrieved.
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The typical use here is to update the “Sent to Head Office” and progress comments. A report can be generated to record general status, or report to the areas managers.

The next tab is for maintenance of invoices not dealt with yet. Only those users with permission to access this module can make changes. 
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The typical use here is to update the “Sentto Head Office” and progress comments. A report can be
generated to record general status, or report to the areas managers.

The nexttabis for maintenance of invoices not dealt with yet. Only those users with permission to
access this module can make changes.
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This screen is broken into three parts. The results grid at top; the search criteria below this, and details of the currently selected record to update at the bottom. Data is entered to query then clicking the “Query” button fills the grid. There are a number of fields to help reduce the number of results. One tool is the batch number. Each scan group is allocated a batch number. If your scanned invoices got out of sync with your physical invoices, it is likely more than one invoice is affected. Usually this anomaly is not detected until a user is asked to approve an invoice, and the attached invoice is for a different supplier.  By using the batch number, you can inspect all documents.

In the event say one invoice is incorrect, you can select a PDF file and replace this invoice. Generally the invoice would be one of one, but you might still have the original scan PDF and can use the exact page numbers required. The system only cheques to see there are sufficient pages in the PDF.
Any changes to the document must be noted in the “Status Note”. This gives a running status of changes and approvals etc.
