uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Yooz Rising: Process & Workflow
Admin Functions
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UOOZ Tq§7 Objective and training plan

Cleud P2P Automation. Easy. Powerfu . Smart.

B Objective of the training

m Provide knowledge enabling administrators on the new experience Yooz Rising.

m Training plan

m Create, customize and manage your business workflow
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YOOLZ | How to access

Cleud P2P Automation. Easy. Powerful. Smart.

B Reminder: To access the settings, the user must have the appropriate roles / permissions.

In one click, access to the most frequent functions

* -
(Organizational units, users, masterdata, ...)

Access all the settings of your application

Add organizational unit...

Ml Organizational Units >
Configure addresses, contacts and all properties of organizational units

Whao?

2s Roles 3
Configure roles and their associated permissions

=n User groups >
3 users 3
‘= Masterdata 3

Access and configure all masterdata loaded in your application

fill Dimensions >
ul Process
X Integrations >
Data imports, exports, external software connections, API documentation... @ Other document pI'DCESS
@ Processes & Workflows > @ Payables invoice/credit process
Maodification in progress by Florian Noiret, started on Thursday, 21 January 2021 08:40
L& Parameters & Preferences > e Payables Process

m In this presentation, we exclusively explore the management of purchase invoice workflow. However, the
method of administration will be the same regardless of the selected process.
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YOOLZT; Dashboard (1/4)

Cloud P2P Automation. Easy. Powerful. Smart.

Click Apply to
Save and applyf

J have been made

on the process

management.
Properties
Phaze: Steps: Phase: Steps: Phase: Steps:
Review ] ’1 ] ’Approve ] ’1 ] ’Approve payment ] ’2 ]

Please note, this phase is shared with al least one oLher process

T —— 6 - Review I T—— 6 o Approval A e—— e beee. Dayment I,:.::.m,;.;.,,,,;.;.;,,,3.;.; e o>+ APProve payment ID,,:

2 routes (Gateway before review subprocess) aF 2 routes (Approval 1) 1F 2 routes (Gateway before payment approval step) + 1 route before Approve payment 2 +
1 1

1 WF DEMO WF DEMO WF DEMO + @& (Defaul)

v (Défaut) v (Défaut) o (Défaut)
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YOOLZT; Dashboard (2/4)

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2021 - Confidential

Payabios vclcn/cred proces

Properties

Phazs: Steps: Phasz: Steps: Phaze:

Review ] l‘l ] lApprove l [‘I ] lApprove payment

- ol

= / . .
Paymentl FIREIRIRIIIIRRIIIDRN] e i333] APPTGVEZDEYmENt 33 e VISIO n Of th =
approva } phases and of the

number of steps

FEREEERIERIIIERIRIIRR e >::->::3=| RE\.‘IEW :a::::)::-:-::::):03}»::-::-}}}:::-::-}}}:::-::-::}:::::-::-: e >:-:=::>| APPrOVal }}}::::-}}}:0::}»:-::::):::::::-3}}:::-::-}}}:::-::-: e S5

2 routes (Gateway before review subprocess) + 2 routes (Approval 1) + 2 routes (Gateway before payment approval step) + 1 route before Approve payment 2 + within each p hase.
1 1 1

WF DEMO WF DEMO WF DEMO v @ (Defauk)

v (Défaut) v (Défaut) v (Défaut)




YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Properties
Phaze: Stepe: Fhaze: Steps: Phaze: Steps:
Review ] l1 ] lApprove ] IW ] lApprove payment ] lz ]

= Please nale, this phata iz shared wilh al leadl age olher pracess Descri ption

PO PO ) IS Sy E\u'iEW' o000 FESOD SRS ISy PSSO PR rova Poobbabhik E DO EFOO SIS TSN PRbb . PIFEOS BRS Brpsb Sy e
R Approval ol Approve payment of each ste

2 routes (Gateway before review subprocess) + 2 routes (Approval 1) 1F 2 routes (Gateway before payment approval step) + 1 route before Approve payment 2 +

1 WF DEMO 1 WFDEMO 1 WFDEMO v @ (Defaul)

v (Défaur) v (Défaut) v (Défaut)
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YOOLZT; Dashboard (4/4)

Cloud P2P Automation. Easy. Powerful. Smart.

Pryubles vlcokrodk proces

Properties
Phaze: Stepe: Fhaze: Steps: Phaze: Steps:
Review ] l1 ] lApprove ] IW ] lApprove payment ] lz ]

Pleass nale, (s phade is shared with al 1848 one olher prodess

s
gs%%%gtl }>::-::-:::>>>::-::‘>>>>::‘::->>>>::-::-: e S

#
Approve 2Qayment 2o

2 routes (Gateway before review subprocess) + 2 routes (Approval 1) 2 routes (Gateway before payment approval step)  + 1 route before Approve payment 2 +
1 1 1

WF DEMO WFDEMO WFDEMO v @ (Defaul)

B0 e S e :::->>>| RE\”EW’ >>>>:=‘:=->>>)0>>>?2::-::-:‘9:932>::-:=->32>>:=-I=-:‘2>>>I=-:=‘: 6 >:=->>>| Appro\fal >>>>>:=-3>>>0 e e SRR

v (Défaur) v (Défaut) v (Défaut)

Vision of one step
W - - - and its associated
Routes
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Yooz

Access to the Workflow

Global Settings

Cleud P2P Automation. Easy. Powerful. Smart.
Properties
Phase: Steps Phase: Steps: Phase: Steps:
Review ] ’1 ] [Approve ] ’1 ] IApprove payment ] [2
9 Please nate, this phase is shared with a1 least one oLher pe

e oo Review S | e S approval [ E—— 6 ggm%gtl |> e [ Approve payment payment ] rraoms)

2 routes (Gateway before review subprocess) + 2 routes (Approval 1) + 2 routes (Gateway before payment approval step) + 1 route before Approve payment 2 +

1 WF DEMO 1 WF DEMO 1 WF DEMO v @ (Default)

~ (Défaut) o [Défaut) ~ (Défaut)

Workflow global
Settings H
8 setting r o settings
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Global Settings




YOOLZT; Managing late documents

Cleud P2P Automation. Easy. Powerful. Smart.

B Here we will manage the configuration of the global workflow:

£ Settings

<Back < Process settings
<Back Activate late

Activate user notification document

£ Process settings / by email

FiFu tha iants of the —_— 5 ¥ roe . e 5 = -
B o fy the recipients of the task Late if task exceads (2 of dayz)) Late if phase exceeds (2 of days]) Late if process exceeds [# of days))

w Mark tasks as "Late" after a certain time, 1 L

Define when a
— document is

{0 Mark tasks as "Late" after a certain time Deactivated 3 » ICOI’ISIdeI’ed as
ate

Configure main actors 3 Remind the recipient(s) with "Late tasks" Deactivated »
Define the stakeholders [users you can transfer a task to) and the business administrators

(users who can manage t3sks vith issues). It can be defined at the process level (and i o G

nhesited) or at the phase level. AM Escalate "Late® tasks to other recipients Deactivated >

BE Modify the form and controls Activated >

© Yooz 2021 - Confidential



Manaqging reminders and
UOOZ ¢ 9ing notifications

Cleud P2P Automation. Easy. Powerful. Smart.

£ Settings

’ <Back < Process settings

<Back
@’ Mark tasks as "Late" after a certain time 1

l:l Process settings

Late if task exceeds (2 of days)) Late if phase exceeds (# of days)) Late if process exceeds [# of days])
» Motify the redipients of the task
{0 Mark tasks as "Late" after a certain time Deactivated
Remind the recipient(s) with "Late tasks" Deactivated >
Configure main actors
Define the stakeho'ders (users you can rransfer & task to) and the business administrators A& Escalate "Late® tasks to other recipien Deactivated >
{users who can manage tasks with issues). It can be defined at the process level (and . . o= .
nherized) or 31 the phase avel Activate email notification
. er user if document is
n Madify the form and controls Activated » p late
, « »

Remind the recipient(s) with “Late tasks® | 19 &

Remind evary? [# of days] Notify the initiator Motify the manager

~ Define reminders
d ' frequency and recipient

Motify the business administrator
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YOOLZT; Managing escalation

Cleud P2P Automation. Easy. Powerful. Smart.

£ Settings

< Back « Process settings

<Back
@’ Mark tasks as "Late" after a certain time 1

l:l Process settings

Late if task exceeds (2 of days)) Late if phase exceeds (# of days)) Late if process exceeds [# of days])
» Motify the redipients of the task
{0 Mark tasks as "Late" after a certain time Deactivated
Remind the recipient(s) with "Late tasks" Deactivated »
Configure main actors
Define the stakeholders (users you can ransfer a task to) and the business administrators A& Escalate "Late" tasks to other recipients Deactivated >

(users who can manage t3sks vith issues). It can be defined at the process level (and
nherited) or at the phase level.

BE Modify the form and controls Activated >
poess settings < Mark tasks as "Late" after a certain time Activate escalatlio.n via email
to the user receiving the
s task if the task is « late »
llate "Late" tasks to other recipients | 1 |,
After (# of days Redipiant of the task following the

escalation Motify the initiator

Défine when and to who
escalate.

F —

Motify the manager Motify the business administrator Motify new task recipients

Motify old task recipients

© Yooz 2021 - Confidential




YOOZT:

Cleud P2P Automation. Easy. Powerful. Smart.

£ Settings

< Back

I:I Process settings

» Motify the redipients of the task

(3 Mark tasks as "Late" after a certain time Deactivated >
. Back < Process settings
Configure main actors > - g :
Define TI"I_E stakenoiders [users :f:-ﬁ:J_-:E"l :']an_ff_s_' E] tés.:‘lq-?: an-EIttl's_t:Jsij_ss_s Ia_-:I"rlui_r'sEatc': Confloure main achors Deflne Users / ROIES. that
I'#FEE?:;j:I:-‘anE;' [l;;rp:}_gze;:ﬁ;?v izzues). [t can be defned at the process level (an o g : - : can be selected durlng g
ne the stakeholders {users you can transfer a task to) and the business administrators (users who can manage tasks with
izsues). It can be defined at the process lsvel (and inharited) or 2t the phase levsl. document transfer (on the
B¢ Modify the form and controls Activated > same hierarchical level).
Stakeholders
| Users - Emily Vinson or Florian Moiret x o
r -

Business administrators

[sers:iutesreen X | Define Users / Roles that
can be selected when a
document is blocked in
the process.
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YOOLZT; Forms and controls (1/2)

Cleud P2P Automation. Easy. Powerful. Smart.

B Let's see how to adapt the form, i.e. create display rules based on the data / breakdowns of the document:

£ Settings

< Back

l:l Process settings

» Motify the recipients of the task

< Back < Process settings

(D Mark tasks as "Late" after a certain time Deactivated »
Configure main actors 3 n Modify the form and controls .' -
Define the stakeholders {users you can transfer a task to) and the business administrators
jusers who can manage tasks with issues). It can be defined at the process level (and
nherited) or at the phase lavel.
Modify some data fields on the form Activated >
B% Modify the form and controls Activated >
- Disable certain validation rules Deactivated »
Document type *
Ty T T TS O O Fayable invoice [or credit note] - no PO ~
Dratz block *
Document type * Data block * Data Restrictio | Invoice lines

This example shows the

+ s Payable invoice [or credit not...  Properties Country Read onl » - deactivation of analytics

_ + Payable invoice (or credit not... Invoice data User who created the initial re... Read onl F'Uffhtise e e ma nagement When a ﬁxed
;% + Payable invoice (or credit not...  Invoice lines Purchase order, Line numberE... Read onl |F‘;:;:::; tagsaer:: Ianc\fcc))llégt iS a||0cated
é Condition

§I | Ifempty. no condition (always true)

'g Click on « + » to add another rule " Click on the line to modify it l

g =] |




YOOLZT; Forms and controls (2/2)

Cleud P2P Automation. Easy. Powerful. Smart.

B Let's see here how to deactivate certain controls / rules necessary for the validation of a step according to predefined criteria. In other
words, it's about creating exceptions to the rules.

£ Settings

< Back

l:l Process settings

» Motify the recipients of the task

< Back < Process settings

@ Mark tasks as "Late" after a certain time Deactivated >
H Modify the form and controls .

Configure main actors 5

Define the stakeholders {users you can transfer a task to) and the business administrators
jusers who can manage tasks with issues). It can be defined at the process level (and
nherited) or at the pHase level. Modify some data fields on the form Activated >

B2 Modify the form and controls Activated > Disable certain validation rules Deactivated >

Dooument typs *
| ~  Define the document type,

Disable certain validation rules . . .
- -+ the validation rule and the

Validation rule * ann
related condition.

Document type * Validation rule * | ™

+ =

Condition

| If empty, no condition (always true)

Cancel m

Click on « + » to add a new rule

© Yooz 2021 - Confidential



Cloud P2P Automation. Easy. Powerful. Smart.

Phase settings




YOOLZ | Introduction

Cleud P2P Automation. Easy. Powerful. Smart.

m This is about managing the configuration of the different phases of the workflow.

B There is 3 types of phases:

Phase: Steps: Phase: Steps: Phase: Steps:

‘ Review ‘ ‘ 1 ‘ Approve ‘ ‘ 1 ‘ Approve payment 2

" Please note, this phase is shared with at least one other process

B Each of them can be configured the same way

m We will there take the example of the approval phase during this training. However the method of administration will
be the same regardless of the phase selected.
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YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps: - Phase: Steps:
Approve ] l1 l lApprove | 3 ]

Phase and number of steps

B R e BT Approval

)}: PSRN PoOs Rty e 2353 Approval BB @ e Approve 2 BRI e L33 Approve 3

2 routes (Approval 1)

1 WF DEMO

v (Défaut)

Select the number of steps (up to 9)

2 routes (Approval 1) -+ 1 route before Approve 2 h 1 route before Approve 3 -+
1

WF DEMO v @ (Default) v @ (Default)
v (D&faut)

Each step created will add as many
columns on the dashboard, thus

extending its vision horizontally to the
right.
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YOOLZT; Managing notifications

Cleud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

l < Back

Approve
K = Phase settings: Approve

B3333EH SIS e -5355) Approval 2
5ub-process used by this phase

Payables invoice/credit app... X Act|Vate emall
notifications to the user
receiving a task

ites (Approval 1) » Maotify the recipients of the task r

1 WF DEMO
v (Défaut) s
(U Mark tasks as "Late" after a certain time Deactivated >
Configure main actors >
. Define the stakeholders (users you can transfer a task to) and the business administrators (users who can manage tasks with
Click on « Approve » to access the issues). It can be defined at the process level (and inherited) or at the phase level.
administration of this level.
Configure exports >
[ | I Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions.
n Modify the form and controls Activated >
_—
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Cleud P2P Automation. Easy. Powerful. Smart.

UOOZ Managing delays, actors, forms and

control at the phase level

Phase: Steps:
Approve l lw ] -< —

& Phase settings: Approve

e e S>3 55) Approval 2
Sub-process used by this phase

Payables invoice/credit app... X

2 routes (Approval 1
( bp ) + . Notify the recipients of the task

1 WF DEMO
v (Défaut)
@ Mark tasks as "Late” after a certain time Deactivated >
Configure main actors p— Thesg 3 configuration themes are
Define the stakeholders (users you can transfer a task to) and the business administrators (users who can manage tas«s with |dent|ca| tO thOse encou ntered
issues). It can be defined at the process level {and inherited) or atthe phase level. during GIobaI configuration If they
Configure exports » are managed at the phase level,they
Define exports to be triggerad in the phase with the trigger step, export type, export name and specific conditions. W|” be ta ken intO account as a
B Modify the form and controls Wctivated > priority.
—
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UOOZ : Managing delays

Cleud P2P Automation. Easy. Powerful. Smart.

Steps:

I

2 Phase settings: Approve
EREBBEEREEEEEE LIRSS SE e o Approval =
2 routes (Approval 1) +

1 WF DEMO

FTId=E,

Approve

Sub-process used by this phase

Payables invoice/credit app... X v

. Notify the recipients of the task

v (Défaut)

@ Mark tasks as "Late" after a certain time

Configure main actors >

Defing the stakeholders (users you can transfer a task to] and the business administrators (users who can manage tasks with
issues). It can be defined at the process level (and inherited) or atthe phase level.

Configure exports p)
Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions.
I: Modify the form and controls Activated >
—_—

Late if phase exceeds (# of days))

\|E
f
Once the rule is saved, the elements are

highlighted in yellow to indicate the fact that
the rules vary from the global settings.

Late if task exceeds (# of days))

3

© Yooz 2021 - Confidential

Deactivated 2 »

~actors, forms and

control at the phase level

< Back <Phase settings: Approve

(© Mark tasks as "Late" after a certain time

Late if task exceeds (# of days)) Late if phase exceeds (# of days))

‘3 10

Remind the r Eipientlfs] with "Late tasks"

AM  Escalate "Lat( ! tasks to other recipients

For example, you can manage delays
differently between the registration phase and
the approval phase : here the invoice is « late »
after 3 days in the approval phase, when it's
actually 5 in the other phases.




YOOLZT; Generating exports

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:
Approve l lw l ‘Back

2 Phase settings: Approve

e e S>3 55) Approval 2
Sub-process used by this phase

Payables invoice/credit app... X v

2 routes (Approval 1
(App ) + » Notify the recipients of the task

1 WF DEMO

v (Défaut)
@ Mark tasks as "Late" after a certain time Deactivated 2

Configure main actors >

Defing the stakeholders (users you can transfer a task to] and the business administrators (users who can manage tasks with
issues). It can be defined at the process level (and inherited) or atthe phase level.

Configure exports p)
Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions.

Configure exports
Define exports to be triggered in the phase with the trigger step, export type, export name and specific conditions.

I: Modify the form and controls Activated
After * Export type *
+ v Approval Accounting export All
+ v Approve3 Passed for payment Al
This part allows you In this example:
to establish at - Accounting export is generated
which approval step after 1st approval step

an export must be Payment export is generated after
generated. 3rd approval step
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Cloud P2P Automation. Easy. Powerful. Smart.

Step settings




YOOLZT; Introduction

Cleud P2P Automation. Easy. Powerful. Smart.

B Let's manage here the configuration of the workflow for each step at each phase. Let's see here the 1st approval step.

Phase: Steps: < Back
[Approve ] ! l - 2 User step setting: Approval

SRR R ER R e e 08 Approval = Mame
‘,5' o Name
pprova - . The name of the
5
changed
routes (Approva v
o » . changed

1 WF DEMO
v (Défaut) Default recipient
~
C“Ck on < Approval > 10 Next recipients selection settings d >
H Activate
access the SettlngS Enable manual selection of next recipient and configure exclusions
* Settings 3

© Yooz 2021 - Confidential



YOOLZT; Recipients

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

ez steps: . User step setting: Approval
Approve ] 1 ]

Name
R EEEEEEEEEEIE SRR ISR e 558 = Approval B
Approval
Default recipients
2 routes (Approval 1) +

1 WF DEMO Emily Vinson X Approver b by

v (Défaut) / . Q

Default reci :-iy

/ Selection

o : | 4

Default recipients by step is & Approver
managed using :

= Controll
'IG'he role ints select ontroller
- Groups ection of
- Manager (n+1) e For example here the role
- User name Accountant « Controller » is being added as

a recipient that might receive
Accounting allocation update in approval phase. the document on that step.

Administrator

O 0 0O O

Approval phase supervisor
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YOOLZT; Recipient specific settings (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

Phase Steps: D i A | Activate the notion of recipients specific
Approve In ] Ser Siep sewing: Approva settings, which will make it possible to

manage the following elements:

Mame
. @ o4 Approval  } e - Skip the task under certain conditions
pprova

- Be able to choose or exclude a certain
user from the default Step

Default recipients

2 routes (Approval 1) + Approver X X

1 WF DEMO
Default recipient
v (Défaut) ‘ o < Back < User step setting: Approval
Next recipients selection settings .
Next recipients selection settings Acti Enable manual selection of next recipient and configure exclusions

Enable manual selection of next recipient and configure exclusions

* Settings ? ) GKip task if the only potential next
owner is the same as the last
owner

Vo
. . Manual user selection Activated »
Prevent the same user validating the
same documents several times of he Exclude some users from recipients Deactivated >
is the single recipient/owner of the
document.
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YOOLZT; Recipient specific settings (2/2)

Cleud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:
Approve ] 1 ] - = User step setting: Approval

MName
LR S S e S5 k2 Approval =
Approwval

Default recipients

2 routes (Approval 1) + Approver x X

1 WF DEMO
Default recipient
v (Défaut) ‘ < Back < User step setting: Approval
v
* Next recipients selection settings .
Next recipients selection settings Activated > _ i 7
Enable manual selection of next recipient and configure exclusions Enable manual selection of next recipient and configure exclusions
a Settings ? ) Skip task if the only potential next
owner is the same as the last
owner

Select which user will be the ‘by
default’ recipient for the next step > Manual user selection Activated >

Exclude some users from recipients Deactivated >

© Yooz 2021 - Confidential



YOOZT:

Cleud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:
Approve ] 1 ] - = User step setting: Approval

MName
LR S S e =55 = Approval =
Approwval

Default recipients

Exclude recipients

2 routes (Approval 1) + Approver X

1 WF DEMO
Default recipient

v (Défaut) ‘

< Back < User step setting: Approval

Next recipients selection settings
Enable manual selection of next recipient and configure exclusions

Settings
o g

Next recipients selection settings .

Activated 2 Enable manual selection of next recipient and configure exclusions

? ) Skip task if the only potential next
owner is the same as the last

owner

Exclude users from the list of
possible recipients for next step

Excluded users

Manual user selection Activated »

Exclude some users from recipients Deactivated >

Exclude some users from recipients .

Florian Moiret
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YOOZT: Specific case of parallel or « multi-instance »

validation

Cloud P2P Automation. Easy. Powerful. Smart.

< Back

Phase: Steps:
Approve ] 1 ] ‘ = User step setting: Approval
Name Activate the ability for a Activate email
0 e s S e S5 Approval = ifi i i
user to send a document notifications if a user

‘ Approval

back to the previous receives a document on
Default recipients StepS the relevant Step
1 WF DEMO
Default recipient

v (Défaut) ‘

v < Back < User step settiflg: Approval
- ¢ Settings

Next recipients selection settings Activated >
Enable manual selection of next recipient and configure exclusions . Allow manual return to a previous . Motify the recipients of the task
user
ﬂ Settings >
Create multi-instance (multi-user) task Deactivated >
When multiple validation is required T—— :
o Allow task transfer Activated >
at the Step, the minimum number
corresponds to the number of people {0 Mark tasks as "Late" after a certain time Deactivated >
who must validate the document for
it to go to the next step 28 Modify the form and controls Deactivated >
Create multi-instance B

(multi-user) task

Minimum number of instances needed to
continue the process
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YOOLZT; Transferring a task

Cleud P2P Automation. Easy. Powerful. Smart.

< Back

Phase: Steps:
Approve H*\ ] - 2 User step setting: Approval

Name
SR TS SEs A eSS Sesres e Approval .
Approval

Default recipients

2 routes (Approval 1) + Approver X X

1 WF DEMO
v ;
- < Back < User step setting: Approval
ﬂ Settings

Default recipient

v (Défaut)

Next recipients selection settings Activated >
Enable manual selection of next recipient and configure exclusions . Allow manual return to a previous . Notify the recipients of the task
user
* Settings >
Create multi-instance (multi-user) task Deactivated »
Give the ability to a user to transfer a
document located in their tasks to another —— Allow task transfer Activated >
B (by frIns by roles, by groups) @ Mark tasks as "Late" after a certain time Deactivated >
B¢ Modify the form and controls Deactivated >

Allow task transfer .

Users

Roles : Approver >
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Manaqing delays, actors, forms and
UOOZ ¢ SIS cgntrolsatStage level

Cleud P2P Automation. Easy. Powerful. Smart.

< Back

Phase: Steps:
Approve H*\ ] - 2 User step setting: Approval

Name
SR TS SEs A eSS Sesres e Approval .
Approval

Default recipients

2 routes (Approval 1) + Approver X X

1 WF DEMO
v
- < Back < User step setting: Approval
¢ Settings

Next recipients selection settings Activated >

Default recipient

v (Défaut)

Enable manual selection of next recipient and configure exclusions
. Allow manual return to a previous B Notify the recipients of the task
user
* Settings 3
Create multi-instance (multi-user) task Deactivated »
Allow task transfer Activated >

These two setting themes are identical to
those encountered on the global settings and (O Mark tasks as "Late" after a certain time Deactivated >
on the settings of Phases, if they are
managed at the Step level, they will be taken
into account as a priority.

-

B¢ Modify the form and controls Deactivated >
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Cloud P2P Automation. Easy. Powerful. Smart.

Route settings




Yooz

Cloud P2P Automation. Easy. Powerful. Smart.

B Aroute is used to define the process of a document according to determined criteria:

Phase: Steps:

lApprove l lw ]

EREIBEIEEEERRERERRERERE @ S Approval 2
Route Gateway before review subproce...Default » —
Mame *
2 routes (Approval 1) +

1 WF DEMO - WFDEVO
v (Défaut) Conditions

0.0 > BARCLAYS BAMK CALL AfC X

—
Destination *
0 End phase hd

do not have a Validation step.

© Yooz 2021 - Confidential

Introduction

Activate to define the Default Route that
documents arriving in the Phase take, if no
defined Route corresponds to them.

Name of the Route.

Conditions for taking into
account the Route
(Criteria).

Next step of the document if
the conditions are met
(Destination).

B This example results in the following behavior: invoices with an amount greater than $0,01 and with the account « BARCLAYS BANK »



YOOLZT; Creating a new Route (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B The creation of Routes is to consider all the capabilities of workflow based on specific criteria :

Phase: Steps:

] Route Approval 1 PECTTSE ]

[Approve It Enter the name of the Route (tip : use the conditions in

the name to simply characterize the Route and

‘OFFICEQU:F‘>£'QUD ‘ -
BIRIIPIIRIIIOBEISIIISISS] e >35> Approval 5 understand it at a glance).
Conditions

Account {Invoice lines) : OFFICE EQUIPMENT (74900000) X
2 routes (Apprnval 1) - Net amount {excl. tax) : Greater than 1000 X |
Values Between...and...
1 WF DEMO ' ‘ OFFICE EQUIPMENT {74300000)

Name ¥

Lelerrinn

Destination * r

> .
(Défaut) | v . | Greater than v | |1.anc_an \ O casH oN HAND (11000000) \
; O LLovps BaNK P/R] (11110103)
Recipients r
P [0 BARCLAYS BANK CURRENT A/C (11110108)
If empty, uses recipients defined it e step Empty Filled @Rese: D BARCLAYS BANK CALL F\.l'C [1 1 1101@9]
- 3 [J BARCLAYS EURD CURRENT A/C (11110110)
Defaukt reciplent [J BarcLAYS EURD CALL A/C (11110111)
‘ v ‘ D BARCLAYS PAYROLL | &/C (111101121 -
o
Depending on the keywords Condition 1: Condition 2:
entered, Yooz offers different Depending on the type of conditions, the Depending on the type of conditions, the
options of Conditions criteria are entered differently: here, the criteria are entered differently: here,
using an amount. using a keyword to find an accountin the

COA.

B This example of a Route uses 2 conditions. You can obviously multiply them by as many as the selection criteria you want to cross in
order to establish a more precise Route. Click on the pencil to modify a condition.
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Cleud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Approve ] l1 l = Validation 1
Route Approval 1 Defourt T Choosing the next step:

ame ¥ [ ) i i . o o

L >553553555353555335355>) @ > Approval B . el Here, the invoice will go to
‘C-FFICE QUIP » £1000 Validation 1.

@ Validation 2

Conditions
2 routes (Approval 1) » Account (Invoice lines) : OFFICE EQUIP @ 1/4/XX (29000000) X @ Validation 3
1

WF DEMO Net amount (excl. tax) : Greater than 1000 X X

9 Export comptable

Destination * 9 Export GED
|; Approval ~ | |

v (Défaut)

Recipients O\
Users : Julie Breton x X Selection
1] . .
» s ‘ Flarian Moiret
Groups...
Default recipient ‘ Roles. D Emily Vinson
w
Personas O Julie Breton
Last cwner
(oo | I -
Created by D Miss approver
Last owner . Managers D FPaying Agent

Choosing the recipient : here, the choice ’ Risterical owners
is made by name (user). It is also rols Cance

possible to define the recipient according Lestowner - YZROLE '
to one or more group(s) or Role(s),

B This example results in the following behavior: invoices from Office Equipment with an amount greater than $1,000 will go to Florian.
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YOOLZ | Managing priority

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Validation l 1 l

e @ =;>>>:{ Approval ):»

3 routes (Approval 1) -+
! OFFICE QUIP > £1000 r -— The route is now created |
e (Défaut)
t WF DEMO 0

1 OFFICE QUIP = £1000

1 WE DEMO
- v (Défaut) -
. 2 OFFICE QUIP = £1000
t WF DEMO B0

v (Défaut)

Mouse over the Route
and the trash icon

appears to permanently
delete the Route

—,

Route order:

The highest Route in the list (here OFFICE QUIP > $1000) will
be the priority route during the Workflow analysis.

This order can be changed simply by « dragging & dropping »
the route to the correct position.
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UOOZ 0 Duplicate a Route on the same Step

Cloud P2P Automation. Easy. Powerful. Smart.

m Duplication is here to create a similar Route quickly and then modify it :

Phase: Steps:
l l1 l Validation l l‘l l

Phase: Steps:

Phase: Steps:

lVaHdann

B SR s =>>>>| Approval '>: PRRRRRR IR R IR R ’””l AIJDFOV6|
PEREIRIEERIBERER RN S5 Approval >
Route Approval 1

4 routes (Approval 1) + Name *

1 WF DEMO (co
1 OFFICE QUIP > £1000 py) - 1 S—
2 OFFICE QUIP > £1000 l onditions |

ll1 l lVaHdann

v (DEfaUt} Met amount (excl. tax) : Greater than 0.01 x 2 OFFICE QUIP > £1000
: = Vv (Défaut)
1 WF DEMO LN v (Défaut)
4 WF DEMO |
4 WF DEMO
Destination *

| : Approval

Darimisamte
y

Users : Miss approver x

Default recipient

| Miss approver

Modify the new duplicated
Route:

- Name

- Conditions

- Recipients

© Yooz 2021 - Confidential




YOOLZT; Modifying an existing Route

Cleud P2P Automation. Easy. Powerful. Smart.

m Every Route can be modified:

Phase: Steps:
‘Validaticn ‘ 1 ‘ Route Approval 1 Deraut  JB
Name * Values Between...and...
‘ OFFICE QUIP » £1000 ‘ Here we
S S5 SES S S5 4 55 @ Seee Approval g change the
Conditions ‘ Greater than v ‘ | 1500 ] N amount from
$1000 to $1500
Account : OFFICE EQUIP @ 1/4/XX (29000000) X | ‘ X
4 routes (Apprll\fal 1) + Net amount (excl. tax) : Greater than 1000 X —
1 WF DEMO > £10,000
Empty Filled £O)Reset
2 OFFICE QUIP = £1000 Dectation
) Cancel m
v (Défaut) ‘ o End phase v ‘ |
4 WF DEMO

Route Approval 1

Mame *

. | OFFICE QUIP > £15p0

Don’t forget to
change the Name

Conditions

Account : OFFICE EQUIP @ 1/4/XX (29000000) X

MNet amount (excl. tax) : Greater than 1500 X

Destination *

0 End phase
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YOOLZ | Replicating a Route (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

m Once a Route is created on one step ( Validation 1), then we need to create Route on next step, the Replication feature facilitate that.

Phase: Steps:
lValidation ] l3 ]
Route Approval 1 Default »
MName *
FEBBEIBEEEBEERL RSN e =>>>>( Approval }>>>>>>>>>>>>>>>>>>>>; e 55
OFFICE QUIP = £1500
Conditions
4 routes (Approval 1) + 1 route before Validation 2 OFFICE EQUIP @ 1/4/XX X 1500 >
1 WF DEMO > £10.000 v o (Default)
2 @ OFFICE QUIP > £1500 »
vy (Défaut} 1 ¥ Destination *
1 [ ] -
4 WE DEMO | am Validation 2 ~
Recipients
‘ Emily Vinson x

Default recipient
To replicate a Route, drag / |
drop the selected Route in the

new step (Validation 2) E E [ ok |

{

Modify the Route replicated :
- Next step
- Recipients
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YOOLZT; Replicating a Route (2/2)

Cloud P2P Automation. Easy. Powerful. Smart.

Phase: Steps:

Validation l 3 l

PRI IR EBRNBEIERE] e =>>>>[ Approval }>>>>>>;>>;>>>;>>;>>>; e =>>>>[ Validation 2 }>>>>>>>3>>>>>>>>>b>>; e =>3>>[ Validation 3 CjDSE
4 routes (Approval 1) + 2 routes before Validation 2 + 1 route before Validation 3 +

1 WF DEMO > £10.000 v @ (Defaul) v @ (Defaut)
2 0 OFFICE QUIP > £1500 2 OFFICE QUIP > £1500
v (Défaut)
4 WF DEMO
After any operation on the
different Routes, it is
necessary to click on Apply in
The Route used is obviously The new Route is order to « SEVE D
: . o : : modifications made.
still present in the initial automatically created in the
stage and remains new step with the
unchanged. modifications made.

© Yooz 2021 - Confidential



YOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.




	Diapositive numéro 1
	Objective and training plan
	How to access
	Dashboard (1/4)
	Dashboard (2/4)
	Diapositive numéro 6
	Dashboard (4/4)
	Access to the Workflow�Global Settings
	Diapositive numéro 9
	Managing late documents
	Managing reminders and notifications
	Managing escalation
	Actors
	Forms and controls (1/2)
	Forms and controls (2/2)
	Diapositive numéro 16
	Introduction
	Phase and number of steps
	Managing notifications
	Managing delays, actors, forms and control at the phase level
	Managing delays, actors, forms and control at the phase level
	Generating exports
	Diapositive numéro 23
	Introduction
	Recipients
	Recipient specific settings (1/2)
	Recipient specific settings (2/2)
	Exclude recipients
	Specific case of parallel or « multi-instance » validation
	Transferring a task
	Managing delays, actors, forms and controls at Stage level
	Diapositive numéro 32
	Introduction 
	Creating a new Route (1/2)
	Diapositive numéro 35
	Managing priority
	Duplicate a Route on the same Step
	Modifying an existing Route
	Replicating a Route (1/2)
	Replicating a Route (2/2) 
	Diapositive numéro 41

