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Imagine

a finance

department,

F

ree of
nefficiencies.

Fveryone wants to be successful at work, confident they're
doing the best job possible. But busy-ness doesn't always

equal effectiveness. More often than not, busy-ness isn't a

reflection of the worker, it's a reflection of the process—

or lack thereof.

Get familiar with the top five workflow processes
within finance to ensure your busy-ness is what'’s

best for the business.

INVOICE




Oh, the employee travel request process—the thing

you'd rather hand off to another member of your team.
Backlogged more than any other process, travel requests
often slip through the cracks via email, get lost in piles of
paper, or get entered incorrectly into spreadsheets—all of
which can delay booking the actual trip, which costs your

company money.

Regain control of your travel request
workflow, because flights don't wait
for approvals.



SOLUTION:

A centralized travel request workflow capable of screening approvals,
and automatically triggering expense approvals, all with a single click.

Employee submits request
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— Notifies Manager
employee rejects
Automatic

notifications

Cash advance
sent to employee

Travel budget allocated
in accounting system

Awaits manager approval
Set reminders and alerts for ((( )))
the manager to reply,

approve vor reject

Manager
approves
Confirmation .
: notification . &=
dl . sent to manager
Notifies J
employees

Automatic notifications

Travel
booked

Allow users to submit travel
requests electronically

Managers receive automated
notifications to approve or reject
travel requests

Employees and admins receive real-
time status updates, tracking travel
requests throughout their lifecycles

Integrate with existing financial
and expense systems to automate
reimbursements or to provide
cash advances

Ensure adherence to
department guidelines

Minimize late travel booking and
personnel involvement
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Your employees need to place and track orders for
supplies: everything from stationery, to equipment, to
anything else that keeps them from being successful.
Beyond having a process to efficiently track these
requests, you want to make sure you're getting the

best price from vendors or suppliers.

Sorting and sifting through
spreadsheets or piles of paper
isN't an option.



SOLUTION:

A digitally-based workflow that automatically generates request formes,
triggers multi-level approvals, and ensures compliance from inception to audit.

User submits request
0 Submits purchase
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resubmits revised request

Notifies user

Includes approver comments
outlining reason for rejection

Fullfillment

request form for approval
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Approver
rejects
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Awaits approval
Approver takes action using
links in the notiication message

. orlogs in to take action
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Approver
approves

Procurement
Procurement creates
purchase order and
routes to supplier

Supplier

Items received are
automatically checked
against the purchase request
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Capture purchase requests on
standardized forms

Create multi-level approvals based on
budget authorization

Ensure the right people are
authorizing each purchase request

Ensure governance, reduce errors,
and capture an audit trail of all
purchase orders resulting from
purchase requests

Reduce the risk of internal fraud

Integrate with existing ERP systems to
streamline inventory management

See your current and incoming
stock at a glance

Discover bottlenecks in your
purchase request process with
workflow analytics and know where
your cash is flowing
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Contract management could be one of the most
important jobs in the world of finance. It's also the

most stressful. When so much is on the line, improper
processes can lead to poor policy compliance, inaccurate
information, and delayed sales cycles. It doesn't—

and shouldn't—Dbe so difficult.

The average revenue loss due
to poor contract lifecycle
management is 9.2%".



SOLUTION:

A workflow capable of triggering notifications at milestone moments, issuance
of standardized contract documents, all with e-signature integration.
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They come across your desk daily and they're most
likely giving you heartburn. At best, non-standard
expense requests are messy. At worst, requests

are impossible to track, full of errors, and result in
countless unauthorized payments—nobody wants to
be the bearer of that kind of news.

A whopping 15% of all business
fraud is found in expense reports.



SOLUTION:

A workflow that automatically generates digital forms, sets alerts for approvals
and notifications, triggers reimbursements, and tracks processes for optimization.

Create easy-to-read digital expense

User submits a request
for approval to manager report forms with pre-populated
Awaits approver reference data to eliminate errors
- A.pprc'Jver takes. .acti.on using (((l))) .
‘ i ' links in the notiication message ~ 48 . Define and set alerts that prompt
User adds comments ~ orlogs in to take action . .
and resubmits <) employees for action to turn in
request for approval ’ reports on time
User is notified of - Get faster approvals, prompting
‘PPrOVer comments faster reimbursement
Approver Approver approves
rejects and submits to A/P - Approve expenses quickly and easily
from any device
RECET A/P matches : :
. Discover bottlenecks in your
User modifies request based on A/P comments receipts to report
a expense management process
with workflow analytics
A/P notifies user RECEW R -
of the discrepency i A/P automatically
X reimburses employee
for expenses
Paperwork is Paperwork
not complete is complete
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INVOICE

Everyone wants to get paid on time. But manually
processing invoices can slow everything down, create
cash flow issues, and create friction between you and the
Accounts Payable department. It also leads to conflicts
between you and your invaluable vendors—relationships

you can't afford to tarnish.

Reduce invoice processing
from days to hours.



SOLUTION:

User creates requisition
Requisition is submitted, approved,

Delivery
Supplier ship items
and the purchase order is sent to supplier
»

or delivers services

E Supplier creates

& submits invoice

Electronic invoice &

Non-electronic
3-Way Match Invoice
Workflow Auto-matches User submits
order, invoice and invoice for
receipt details approval
Pass 3-Way Match Fail 3-Way Match Approved Rejected
Invoice Reconciliation document
with exceptions created Invoice revised
& resubmitted
by user
Marked for auto acceptance, Marked for auto rejection, . .
summary report generated sent to an approver Invoice error message summarizing ~—
failiure sent to user
»
Approves Reconciles Rejects
O] m & Notice of rejection

sent to supplier

Supplier paid
Notice of acceptance
sent to supplier

An automated Invoicing workflow, that connects with existing systems, routes

forms, validates information, and triggers notifications, all with a single click.

Connect existing ERP systems via
digital workflows to ensure the
data is accurately reflected in the

accounting system

Route requests to the right budget
manager or escalate overdue
invoices, automatically

Create powerful forms that capture
and validate all required data

Keep a full audit trail of all invoices
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