YoOZ 7y

Cloud P2P Automation. Easy. Powerful. Smart.

Yooz Rising training —
Business Edition

Module x:
Using Yooz Rising through your mobile device

www.getyooz.com



UOOZ ol Objective and duration of the training

Cloud P2P Automation. Easy. Powerful. Smart.
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B Objective of the training

B Provide to all the users of Yooz the necessary information to use Yooz Rising in full mobility.

B Prerequisite

®m None.

B Targeted Audience

m This tutorialis for all the users of Yooz, named the Yoozers ©

B Duration

B 15 minutes.



YOOZy

Cloud P2P Automation. Easy. Powerful. Smart.

M How to create a home screen icon
B How to navigate the Yooz Rising interface

B How to Approve, Reject, & Forward
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Training plan




How to create a home screen icon




UOOZ Vp Create a home screen icon (IPhone)

Cloud P2P Automation. Easy. Powerful. Smart.

B Launch Safari on your iPhone oriPad.

B Navigate to the site (https://usl.getyooz.com) that you
want to create a Home screen shortcut to.

B Tap the Shareicon (the square with an arrow pointing
out of it) at the bottom of the screen.

B Scroll downto the list of actionsand tap Add to Home
Screen. (If you don't see the action, scroll to the bottom
and tap Edit Actions, then tap Add next to the Add to
Home Screen action. After that, you'll be able to select it
from the Share Sheet.)

B Type a name for your site link. This will be the title that
appears beneath its icon on your Home screen.

B Tap Add in the top-right corner of the screen.
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YOOZy

Cloud P2P Automation. Easy. Powerful. Smart.

© Yooz 2021 - Confidential

B Launch “Chrome” app.

B Open the website or web page you want to pin to your
home screen (https://usl.getyooz.com).

B Tapthe menuicon (3 dotsin upper right-hand corner)
and tap Add to home screen.

B You’'llbe able to enter a name for the shortcut and then
Chrome will add it to your home screen.
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Cloud P2P Automation. Easy. Powerful. Smart.

How to navigate the Yooz Rising interface




UOOZ Vp Access Main Menu & My Tasks

Cloud P2P Automation. Easy. Powerful. Smart.

B Clickthe three horizontal lines in the top left corner to
access the Main Menu.

B Click on My Tasks to access your queue inthe Yooz .
— | Il= yoozgy = &£
application. | 3 | x

e Yooz Customer Success Specialist

Yooz Number Name | Capture

51,519 Payable invoice - no PO 3470101271 (Stap My tasks
|

51,585 Payable invoice - no PO LLAS723608 (ALSC My exports
51,591 Payable invoice - no PO 109284 (Royal Ref
51,593 Payable invoice - no PO 6015027543 (Sky 7 Q search
51,592 Payable invoice - no PO LLAS721388 (ALSC

Impersonate...
51,595 Payable invoice - no PO 9979596906 (Airg:

Help center...

YoozUniversity...
Get Yooz for Free...

My profile...

() Logout
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UOOZ 0 Navigate My Tasks Workspace (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B To scroll through the documents in the My Tasks queue:
B Click & Drag the slider bars to scroll up/down or left/right.

B To openan invoice:

®m Click on the line containing the invoice you want to open,

Yooz Number Name

51,595 Payable invoice - no PO 9979596906

m Alternatively, you can click Open in the top right-hand
corner of the invoice list to open the entire queue.

51,594 Payable invoice - no PO 140138;

51,592 Payable invoice - no PO LLAS721388
51,584 Payable invoice - no PO 109284 (Sin City B
51,583 Payable invoice - no PO 9877312696
51,582 Payable invoice - no PO C339845 (CDW Dil
51,581 Payable invoice - no PO 211466 (Unite-Hel
51,580 Payable invoice - no PO CW10870 (Porcar¢
51,579 Payable invoice - no PO 6308878500 (Mar¢
51,578 Payable invoice - no PO 0024917 (Vitech S
51,577 Payable invoice - no PO 2585812 (Unite-Hs
51,573 Payable invoice - no PO 35968 (Marquard!
51,576 Payable invoice - no PO 14008059 (Unite-+
51,575 Payable invoice - no PO 101900130229 (Ur

51,574 yable invoice - no PO 1088197975

O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

51,572 yable invoice - no PO 1348894 (Box, Inc

.
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UOOZ o Navigate My Tasks Workspace (2/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B To access the Late or In Progress components use
the Component drop-down (Top Left)

® To Do Component— Documents in the user’s queue
for processing

Shows all documents in a user’s queue

Yooz Number Name

51,595 Payable invoice - no PO 9979596906 OGRS ayable invoice - no PO 3470101271 (Stap
51,594 Payable invoice - no PO 14013883 | S i Payable invoice - no PO LLAS723608 (ALSC
51,592 Payable invoice - no PO LLAS721388 a1 Payable invoice - no PO 109284 (Royal Ref
51,584 Payable invoice - no PO 109284 (Sin City B 51,593 Payable invoice - no PO 6015027543 (Sky 1
51,583 Payable invoice - no PO 9877312696 51,592 Payable invoice - no PO LLAS721388 (ALSC

51,582 Payable i 0 PO €339845 (CDW Dil 51,595 Payable invoice - no PO 9979596906 (Airg:

m Late Component—Documents in the user’s queue
that are late for processing

51,581 Payable i 0 PO 211466 (Unite-Hel
51,580 Payable i 0 PO CW10870 (P
51,579 Payable i e - no PO 6308878500 (Marc
51,578 Payable invoice - no PO 0024917 (Vitech S
51,577 Payable invoice - no PO 2585812 (Unite-H:
Only shows documents marked as late 51573 Payable invoice - no PO 35968 (Marquard
51,576 Payable invoice - no PO 14008059 (Unite-
51,575 Payable invoice - no PO 101900130229 (Ur

51,574 Payable invoice - no PO 1088197975

a
O
O
O
a
O
a
O
a
O
O
a
a
O
O
O
O

51,572 Payable invoice - no PO 1348894 (Box, Inc

B In Progress Component— Documents that a user has
processed to a new task (step) in the application
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UOOZ o Navigate the Invoice Review Form (1/2)

Cloud P2P Automation. Easy. Powerful. Smart.

M Press and drag on the invoice form to scroll up and
down.

B Press and drag the slider bar below the invoice = ooree = = yoozw =

| i nes to S CrOl | Ieft/rig ht ' Validation2 (veor#sisi9) | Late Validadon 2/(teezasiore) I
Document * v Close : Document * ¥ ‘ close ‘

Flag

Properties

Organizational unit *

500 - Neighborhood Health Center, LLC Incurred date *

02/20/2021

Document type *

AP Bill Notes

Payable invoice - no PO

Vendors *

9STAO3 - Staples Advantage
Intacct Key
AP | AR account *

2000 - Accounts Payable

Document date * Invoice lines v

02/20/2021 Account * Total amount (incl. tax) *  Line

Document number * . 8400 - Office Supplies 380.01 Offi
3470101271

Reception date > 38001

03/16/2021

Due Date *
Due Dat Comments

02/20/2021
e 380.01 is correct amount

Totalamount (fcltax) Stephanie Gutierrez 04/26/2021 4:13 PM

380.01
©
~
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UOOZ o Navigate the Invoice Review Form (2/2)

Cloud P2P Automation. Easy. Powerful. Smart.

B Press the Arrow (Middle Right) or swipe to the left
to view the document image

B Press the Arrow again (Middle Left) or swipe to
the right to return to the invoice data

© Yooz 2021 - Confidential
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< Validation 2 (vooz#51519)  Late




How to Approve, Reject, & Forward




UOOZ W How to Approve

Cloud P2P Automation. Easy. Powerful. Smart.

B Press the Approve button to Approve an invoice.

B For each scenario: .
= yoozgy = 4

Validation 2 (vooz#51519) ' Late

m Otherwise: pocment* [ | I
Properties
al

Select the individual to send the document to in the next L Nest workfow task rcplnt

500 - Neighborhood Health Center, LLC
Potential recipients *

Task (step), I

Payable invoice - no PO
O panny Ly

m |f thereis only one availableapprover, press Confirm.

Vendors*

Th e n p reSS Co n fi r m . 9STAO3 - Staples Advantage O beborah Noens

ccount *

O peborah schield

2000 - Accounts Payable

Document date *

02/20/2021

Document number *

3470101271

Reception date
¥ Cancel ‘ Conﬂrrn

03/16/2021

Due Date *

02/20/2021

Total amount (incl. tax) *

380.01
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UOOZ Vp How to Forward

Cloud P2P Automation. Easy. Powerful. Smart.

B Press the vertical three dots to open
the action menu (Top Right),

B Press Forward,
yoozgy =

Validation 2 (vooz#51519)  Late Validation 2 (vooz#51519)  Late
. . . . | 25
Document * .
B Select the individual you would like = RS S =
! Properties | Flag send back [
to Forward the document to s |
orwar
’ 500 - Neighborhood Health Center, LLC Incurred date * Forward
Next akel oy
Document type * 02/20/2021 | ) Skehelcs
Payable invoice - no PO AP Bill Notes Block
Vendors * Link with other documents... Vende Admin Admin
° ° 9STAD3 - Staples Advantage
B Click Confirm — e v .
. AP | AR account * Mod ¥ ‘
odify April Baish

2000 - Accounts Payable
show >

Invoice lines " Ashley Blake

Document date *

02/20/2021 a e - ( * e
Account Total amount {incl. tax) *  Line : Carolina Pavese

Document number *

8400 - Office Supplies 380.01 Offi

3470101271
Cancel

Reception date 380.01
03/16/2021

Due Date *
Comments

02/20/2021

e 380.01 is correct amount
Stephanie Gutierrez 04/26/2021 4:13 PM

Total amount (incl. tax) *

380.01

e

[
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How to Reject

YoOOZT:

Cloud P2P Automation. Easy. Powerful. Smart.

B Press the vertical three dots to open
the action menu (Top Right),

B Press Send Back,
= yoozgy =

Validation 2 (vooz#51519)  Late < Validation 2 (vooz#51519)  Late
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B Select the Task/individual you would
like to Reject (Send Back) the
document to,

B Click Confirm.

Document *

Properties

Organizational unit *

Document type *

500 - Neighborhood Health Center, LLC

Payable invoice - no PO

Vendors *

9STAO3 - Staples Advantage

AP [ AR account *

2000 - Accounts Payable

Document date *

02/20/2021

Document number *

3470101271

Reception date

03/16/2021
Due Date *
02/20/2021

Total amount (incl. tax) *

380.01

Document *

Flag

Incurred date *

02/20/2021

AP Bill Notes

Intacct Key

Invoice lines
Account *

8400 - Office Supplies

Send back

Forward

Next

Block

Link with other documents...
Show comments

Modify >

Show >

Total amount {incl. tax) *  Line

380.01 Offi

380.01

Send back

Register 1 (Stephanie
Gutierrez)

Validation 1 (Ran Gao)

Comments

e 380.01 is correct amount

e

Stephanie Gutierrez 04/26/2021 4:13 PM




Questions / Answers




