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INTRODUCTION

When the accounts payable (AP) process is inefficient, it doesn’t just make life difficult—it costs time and
money. For example, does the following scenario seem familiar?

A vendor calls Andrew in Accounting inquiring about payment for an invoice that is now 30 days past due
and subject to late fees. Andrew knows nothing about it.

He calls Melissa in Food & Beverage to see if she has it or has seen it. Melissa had the invoice at one
point but passed it to either Tom or Chris, and now she can’t remember which one.

Andrew then calls Tom and Chris. Unfortunately, Tom is out of the office on business travel and Chris
hasn’t seen it. Frustrated that he's wasted so much time, Andrew calls the vendor back and asks him to
resend the invoice.

There is a better way!

This collection of real-world solutions provides an overview of the ways Laserfiche customers from a
variety of industries are dramatically improving the performance of their AP function through automation
and integration. We invite you to tap into their knowledge to help employees within your organization
become more informed and more efficient than ever before.






This book contains a collection of solutions that focus on the accounts payable process.

For more than 130 additional solutions, please visit:

Laserfiche.com/SolutionExchange



CSU
CHANCELLOR’S
OFFICE

Industry: Higher Education

Number of Employees: 201-500

Headquarters: Long Beach, CA

Existing Laserfiche integrations: Oracle PeopleSoft

The California State University (CSU) Chancellor’s Office oversees 23 university
campuses, nearly 437,000 students, and 44,000 faculty and staff across the
state. It implemented Laserfiche to reduce paper and automate business
processes.

The accounts payable department at the CSU Chancellor’s Office is responsible
for processing invoices for the head office of the CSU system. Three dedicated
technicians process about 1,000 invoices each month.

Learn how the accounts payable department automated invoice review and
approval with Laserfiche Workflow.



The Chancellor’s Office at California State University describes how it
streamlined accounts payable with Laserfiche Workflow.

Fields |Tags |Link5 |Uer5icm5|

Template: Accounts Payable

Reviewer
DTWEDELL -

Dept Status

Approval Stats
Mot Reviewed -

Voucher #

Vendor Set ID frequired)

CoCsy -
Business Unit (required)
CoCsu -

Vendar Name

CITY OF LONG BEACH -

Vendor ID

Invwvoice #

043506301

Invoice Date
04/11/20132

P.O.#
Amount
Group #
Check Murrioer

Checdk Date
I

&JF Tech Mame
AMARTINEZ -

AfF Tech Instructions
Inwoice Type
2 Way v

AutoIndex

AutoFle

CAPTURE

Invoices are received by mail and scanned
into Laserfiche by the accounts payable
technician (AP tech). During the scanning
process, the “Invoice Type” and “AP Tech
Name” metadata fields are manually
populated. Once scanned, the documents
are routed to the appropriate AP tech’s
folder with Laserfiche Workflow.

After document scanning is complete, the
AP tech opens each document residing

in his folder and manually populates
additional metadata fields.

e The “Reviewer” field is required.

e The “Vendor Name” and “Invoice Date”
fields are completed to assist
department users in identifying
the documents.




INVOICE APPROVAL

The reviewer is notified once per day by email when there are documents that need to be
reviewed. This email contains a link to the reviewer’s work folder in Laserfiche.

The reviewer looks over each invoice in his folder. If the reviewer does not have delegated
authority to approve invoices, he will select “OK to Pay” from the “Dept Status” field and
designate another person to review the invoice by selecting that person’s name from those listed
in the “Reviewer” field. The process will then repeat for the new designated reviewer. If any of
the reviewers selects “Reject Back to AP Tech,” the invoice will be sent back to the original AP
tech.

Each time the “Okay to Pay” option is selected, the following stamp is automatically applied to
the image:

OK to Pay

Reviewer
Name

Date

e The reviewer name and current date are automatically applied by Laserfiche Workflow.
e The reviewer name is derived from the user’s system login ID.
e The box is outlined in red to indicate that approval to pay has not yet been obtained.

This process was developed to allow departmental staff the opportunity to relay information
to the delegated approver that the invoice is correct and may be approved for payment. This
process may be repeated as many times as necessary before the document is assigned to the
approver—the person with delegated authority.

Once the last review has been completed, the name of the delegated approver is selected from
those listed in the “Reviewer” field and the document is routed to that individual. The approver
then chooses one of the following from the “Approval Status” field:

e Approved

* Rejected

e Approved with exception
e Approved manual send

If the invoice “Dept Status” is “OK to Pay” and the “Approval Status” is not “Rejected,” then

the reviewer provides payment information by inserting a sticky note on the invoice with the
purchase order or accounting information. Once a decision is made, the invoice is immediately
sent back to the original AP tech. If the “Approved manual send” option is selected, the user can
determine when the document is returned to the AP tech. The AP tech will be notified once per
day by email when there are documents in his folder.



When any of the “Approved” options are selected, the following stamp is applied to the image:

Approved by:

Reviewer Mame

Date

The name and date are automatically applied by Laserfiche Workflow in the same manner as the
“OK to Pay” stamp mentioned above. The box is outlined in green to indicate approval to pay has

been given.

Security is applied to the Reviewer and Approver user groups to dictate allowable actions that
users in these groups may perform. Reviewers will only have access to the “Dept Status” field

while approvers are only allowed to update the “Approval Status” field.
When the AP tech receives the reviewed invoice, he can make a decision by choosing one of the

following from the “AP Tech Instructions” field:

e Approved
e Resend

¢ Reject

If approved, the invoice will be routed to the “CSU\Accounts Payable\Invoices” folder. If the invoice
is rejected it will be routed to “CSU\Accounts Payable\Invoices\Dead Invoices.” If “Resend” is
selected, then the invoice will be sent back to a designated reviewer and the review process

restarts.




Here is a diagram of the whole process.
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LASERFICHE WORKFLOW

This whole invoice approval process is powered by Laserfiche Workflow. A series of workflows
routes the documents and sends the email reminders based on the various metadata field
options selected.

Here is a screenshot of the workflow that routes the invoice to the reviewers. Based on the
reviewer’s decision, this workflow then does one of the following:

e Routes the invoice to the AP tech.

e Waits for an annotation and then routes the invoice to another reviewer.

1= 4 Check if Dept or approval status changed or reviewer changed

2 & not rejected

check f annatation
¥ update is needed

need annotation
update

# Wait for
= annotation update

— Retrieve Field
Values

o Dept Status or Approval = 4 Check if reviewer changed

* Status changed to Reject

ute Entry to =k final approval

Ij Ro
AP Tech Folder = & Not finally approved yet

check f approval status =

=% approved - manual send

" check if reviewer
¥ already changed

=l Manual Send

reviewer not
=2

" changed [£] 5et Sendto AP
Field
/ Wait for reviewer
= change
# Wait for Send to
= AP =Yes

+ Route Entry to
& Reviewer Folder

+ Route Entry to
L1 AP Tech Folder 2




Another workflow runs regularly every night. This workflow invokes other workflows, which scan
the repository for invoices that still need to have an action taken and remind the appropriate

people by email.

;g Invole Mighthy Email
Motification Wardlow

) Search
“" Repository

= O For Each Entry

#A Find Ertry

= 4 Routing Decision 3

= b EntryWasFound 2 S Erﬂr‘_fNutFuund
:ﬂ Irvoke Wordlow D_rqp_u
Irvoke Autolndex Waordlow Activities
Here
) Search
# Repository 2

= O For Each Ertry 2

A Find Ertry 2

= 4 Routing Decision 4

= & Branch = % Branch 2

Irvoke Wordlow Drop

) Activities
Here




One of those workflows also looks up information in the external Oracle PeopleSoft database
and uses it to populate the rest of the metadata. This workflow can also be triggered on demand
by setting the “Autolndex” field to “Now"” on any document.

- Retrieve Field
Yalues

Custom Guery

= For Each Row

Assign Field
= Walues 4

= 4 Routing Decision

= <k Branch = <k Branch 2 = <k Branch 3
Assign Field Assign Field Assign Field
= Yalues = Walues 2 = Walues 3




Here is how the “Custom Query” activity Properties -1 X
is configured:

+ Custom Query

Custom CQueny

ey seroren T

Performs the specified query in the selected data =
SOURCE,

-

oo s — .

Custom Query Activity Data Source - #
Database Type: Custom Connection String
Provider: Met Framework Data Provider for
Oracle

Authertication:  M/A

Query:
AGRP_AP_ID, B.RO_ID, DPYMNT_ID, o
E.PYMMNT_ID_REF, EPYMNT_DT) where

vendor_setid = MendorSetlD and business_unit = |:|
:Business Unit and voucher_id = VoucherlD

Parameters:

Name Value
VendorSet|D | %{Retieve FieldValues_Vendaor Set |0}
BusinesslUnit | %(RetreveFieldValues_Business Unit)
VoucherlD | %(RetieveFieldValues_Voucher )

Edit... Test..

oo v
(1 First row onlby

) First |2 2| [ = | rows
@ All rows

ADVANTAGES OF LASERFICHE

Implementing Laserfiche in the accounts payable department at the CSU Chancellor’s Office
resulted in the following benefits:

e Original documents remain in the Accounts Payable folders—only document shortcuts are
routed, viewed and approved directly in Laserfiche.

e Approval time is reduced because the time required to route documents via the internal mail
process is eliminated.

e Employees in other departments no longer need to contact accounting if they have a question
about an order or a submitted document. They can obtain this information on their own
directly from Laserfiche.

e Since metadata is now updated based on the data stored in the PeopleSoft database, manual
data entry errors have been eliminated.




CABARRUS
COUNTY, NC

Industry: State and Local Government
Number of Employees: 501-1,000
Headquarters: Concord, NC

Cabarrus County (population: 180,000]) initially implemented Laserfiche in its
veterans department with just three users. Today, there are 900 Laserfiche
users spread out across departments ranging from Public Safety to Social
Services. The county’s ultimate goal is to implement Laserfiche across the
entire organization as a shared service. Each department uses Laserfiche
differently to fulfill its particular business needs.

Here is how Cabarrus County’s accounting department uses Laserfiche Quick
Fields to process invoices and checks.




Todd Shanley, IT Manager, and Brad Eudy, Systems Administrator,
describe how Cabarrus County, NC, simplified its accounts payable process
with Laserfiche Quick Fields and the Laserfiche SDK.

THE PRE-PROCESSING STAGE

Invoices are processed as a batch. Rather than apply a barcode to each individual invoice, AP
clerks key information into the Tyler Munis Financial System, print a check cover sheet, and
then match up the invoices with the checks. Here is what a check cover sheet looks like:

i == Iyt i 2

Check Number: 00305254
“Invoice Amacnt |

o Imvaice T

E 09/18/2012 | 7255 HEFUHD-EON'I‘E BUILDERSJF'RLA‘F' £30.00
g R GL-00161610-6501-0256 - o
(=]
=
:
(=]
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H
8
U]
]
o
[T endar Ro. I 1 ' i = T GheckDate || Gheck Amoun
43968 00305254 10/037201 2 30.00
. Chsck Chech
g,  Cabarrus County SunTrust Bavk Dde Humbes
% P.0O, Box TOT BE-4E551 1010372012 00305254
g Concord, NG 28026-0707 “This dishursament has bian approved os required by
{?134]920-21!14 tha Lacal Governenent Budget and Fiscal Conteal Act. WOID 180 DAYS FROM DATE OF ISSUE
$30.00
Fay  Thirty Dollars and 00 centg ******
TaThe  ep) DWELL HELDER HELMS & ROBINSON PA
Crier 3 POy DRAWER 99 MP
MONROE, NG 28111-0009 msmmns

; ummmmmm me

Everything is then scanned in a batch and processed with Laserfiche Quick Fields.




PROCESS WITH QUICK FIELDS

Security is granted to all of our Laserfiche users based on group membership. For example,
one Quick Fields session processes the majority of Cabarrus County’s invoices, checks and
supplemental information. There are also a few ad-hoc sessions for processing certain
supplemental documents such as W2 forms.

Here is what the primary AP check session looks like:
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This AP check session includes the “OmniPage Zone OCR" process as well as “Pattern Matching”
to extract the advice number (or check number) from the invoice. Here is how the pattern is

configured:

Pattern Configuration

Configure patterns:

pattern matchingl

Type: Token

| Fipuat; ZlAdvice Mo)
Patterm: b dhdhdhdd
Match caze: Yes

Return: First match

VALIDATE

Occasionally, some pages may get stuck together during the scanning process and some invoices
may be scanned into Laserfiche without their corresponding checks. To prevent mailing a check
without saving a copy first, we used the Laserfiche SDK to write a custom ASP.NET web-based
utility that ensures checks in Tyler Munis have also been scanned into Laserfiche.




This utility is designed to be run on demand. A user selects a time period to view a list of all
checks that have not been scanned into Laserfiche. The user can then retrieve those checks and
scan them in before mailing.

Laserfiche/Munis Online Check Compare
Start Date: 10/1/2012

End Date: 10/12/2012

390 records found.

305227 10/3/2012 12:00:00 AM
305228 10/3/2012 12:00:00 AM
305264 10/3/2012 12:00:00 AM
305265 10/3/2012 12:00:00 AM
305266 10/3/2012 12:00:00 AM
305267 10/3/2012 12:00:00 AM
305268 10/3/2012 12:00:00 AM
305269 10/3/2012 12:00:00 AM
305270 10/3/2012 12:00:00 AM
305271 10/3/2012 12:00:00 AM
305272 10/3/2012 12:00:00 AM
305274 10/3/2012 12:00:00 AM
305275 10/3/2012 12:00:00 AM
305276 10/3/2012 12:00:00 AM
305277 10/3/2012 12:00:00 AM
305278 10/3/2012 12:00:00 AM
305279 10/3/2012 12:00:00 AM
305280 10/3/2012 12:00:00 AM
305281 10/3/2012 12:00:00 AM
305282 10/3/2012 12:00:00 AM
305283 10/3/2012 12:00:00 AM
305784 10/3/2012 12-00-00 AM

BENEFITS OF LASERFICHE

Implementing Laserfiche Rio in the accounting department at Cabarrus County has resulted in
the following benefits:

e The accounting department was able to create new offices by eliminating two file rooms that
were dedicated to storing invoices and check copies.

* Processing invoices in a batch, rather than one by one, has allowed the staff to spend more
time on other tasks.

e Responding to audits is now quick and easy. It took staff five minutes to share two years” worth
of telephone invoices in response to a phone company audit, a process that used to take days.




EATON
COUNTY, MI

Industry: State and Local Government
Number of Employees: 501-1,000
Headquarters: Charlotte, Mi

Eaton County implemented Laserfiche county-wide to reduce paper and
streamline business processes. In fact, Eaton County won the Michigan
Government Management Information Sciences (GMIS) 2012 Technology Project
of the Year for its work with Laserfiche.

One of the processes that has benefited from the Laserfiche implementation
is the accounts payable (AP) process. AP touches all 25 of the county’s
departments. With approximately 1,000 invoices processed per week county-
wide, AP used to be very paper-heavy and cumbersome.

Learn more about how Eaton County streamlined AP processing with Laserfiche
Workflow.




Dr. Robert Sobie, County Technology Director, and Ashley Bancroft, IT
Administrative Assistant, describe how Eaton County, MI, rejuvenated its
approach to accounts payable processing with Laserfiche Workflow.

THE PROCESS

Paper invoices are scanned into Laserfiche with Laserfiche Scanning and electronic invoices
are printed into Laserfiche with Laserfiche Snapshot. Each department scans or prints its own
invoices. The IT department, for example, would store its invoices in this folder:

_| Information Systems
& _| 00 - To Other Departments
&-{_| 01 - Dept Payables (Workflow)

During the scanning or printing process, the following template is assigned:

i Metadata a

Fields Tags Links | Versions

Template: Invoice -

VndNo
43591

&)

VendorMailCode

&

VndMame
GEMERAL CODE LLC

)

Invio
BILLOO7217
InvDate
10/12/2012
GLDistributionTotal
15395.00
GLDistribution
298.863.977.000.2013.2240/15395.00

&)

&

&

&
) X

Transfer Regquest
Mo -

Return Check
Mo hd

InvDesc

&)

DHapproval
Approved v

APApproval
Approved -

InvType
Board -

InvoicePurgeDate
12/31/2019
Batch#

10312012

APEntryYear

2012

Dpiiame
Infarmation Systems hd

Received

10/12/2012 9:18:00 AM

|  Add/Remove Fields.. ]|




Once an invoice is submitted into the Laserfiche repository, Laserfiche Workflow launches the
“Update Vendor Name” workflow. This workflow includes a custom script that:

e Looks up the vendor number in our New World Systems - LOGOS Financial System
and retrieves the vendor name to populate the “Vendor Name” field. If there is no
vendor name in the database associated with the vendor number, the document is

renamed “_INVALID VENDOR NUMBER".

e Calculates the “Purge Date” by adding seven years to the invoice date retrieved from the
template. Since we like to purge all our documents at the end of the year, the date
is formatted to be “12/31/YYYY” with YYYY corresponding to the calculated year.

Once these template fields are populated,
the “"Accounts Payable—Start” workflow is
invoked.This workflow:

e Converts the data from the template fields
into tokens.

e Uses the “Pattern Matching” activity to
extract the dollar amount from the
“GL Code” multi-value field and adds them
together with a “TokenCalculator” activity.
It then inserts this total into a brand new
token.

= Y For Each Value

For each token specified, the contained
activities will be peformed using that
token'’s value. The GL code is input with
perods between each set of numbers,
and a hyphen with no spaces
surmounding it is followed by the dollar
amourt {no dallar signs). (Ex:

200 2000 2000 2000 2000 3000c- 12345 67) The
dollar amounts are added together and
compared to the GL Distribution Total
the Administrative Assistant input.

B2 Pattem Matching
|ses reqular expressions to create
custom tokens that can be used by other
activities in your Warddlow Definition . -
This activity pulls the dollar amounts after
the hyphen in each GL Distribution line
and adds them together.

% Token Calculator
- GL Total

lUses standard mathematic expressions
to create custom tokens. - This activity
adds the total fram the Pattem Matching
to Token 1 {which is always 0)

=, Assign Token

“ Values 2
Creates new tokens and updates the
values of existing tokens. - Assigns the
value of the GL Total from the Taoken
Calculator as Token 2 for comparison in
tracking tokens.

([ Track Tokens
Records the values of selected tokens
when the worddlow runs. You can view
these values in the Tokens tab in the
wondlow’s Search Details pane. -
Compares the values from Token 2 to
the GL Distribution Total field from the
Invoice Template.




Workflow then compares this calculated total to the “GL Distribution Total” (the amount entered
into the template by the user).

e |f the totals match, the department head is notified by email that he has a new invoice to review.

e |f the totals do not match, the invoice is renamed “_TOTALS DO NOT MATCH" and the workflow
terminates.

The department head must review the invoice and change the value of the “DH Approval” field to:
e Approved.

e Denied.

e Controller.

Once this field value is updated, the “Department Approval” workflow is invoked. This workflow
reads the value of the “DH Approval” field and performs different actions based on it.

If the invoice was approved, the “DptName” field is populated with the name of the specific
department. Workflow then checks to see if the name of the invoice does not equal “_TOTALS DO
NOT MATCH.” If this condition is true:

e The invoice is routed to the “Incoming Payables (Workflow) folder in the Controller’s Office for
review.

| 01 - From Other Departments
- | 01.01 - Dept Payables (Workflow)
#-_| 01.02 - Incoming Payables (Workflow)

e Atext box is also appended to the document with the time and date that the department head
approved the invoice.

If the condition is false, the workflow terminates.

= 4 Routing Decision - Do Totals Match?

(= <% Branch - Totals Match

+ Route Entry to Folder
1 - Cortroller's Office

Foutes a Laserfiche entry to appropriate

folder in Contraller's Office for payment.

Folder location: “Controller’s Office®01 -

From Cther Departments*01.02 -

Incoming Payables (Wordlow)

= Branch - Totals
" Do Not Match
i Add Text Box - Received
wond by Controller's Cffice
Adds a text boxc to an invoice with the
time and date the Department head E: End Woridlow
approved the Invoice then moves it to
the Controller's Office)

— Aszsign Received

— Field Values
Auto-populates the Received field with
the Date and Time the Controller's Office
received the document from the
department.




If the department head denies the invoice, the “DH Approval” field is cleared out and an email is
sent to the specific department asking them to review and re-submit the invoice.

Attached Inveoice has been Denied by your Departrent Head - Message

| To... | pbensinger@eatoncounty .org

Subject: Attached Invoice has been Denied by your Depatment Head

..".-' ..".-' ..".-' ..".-' H

Attach... !L_l_'| Starting Entry

4 [ |9 ||EE|EE | @ Tokens | @ Add Attachment...

Flease review and re-submit if appropriate.

Thank you,
Atomated Wordlow Administrator]

| Hep || Advanced.. |




If the department head selects the “Controller” as a result of his review, the entry is routed
directly to the controller’s folder and an email is generated asking the controller to approve the
invoice.

In some instances, money needs to be transferred in order to pay for the transaction. In cases
like these, the invoice will have the “Transfer Request” field set to “Yes.” Since this field is only
used by Information Technology, field security is configured to hide this field from users in all
other departments. Another workflow checks for this field value and sends an email to the
controller asking for a budget transfer if one is needed.

Budget Transfer Request - Message E

Ta... csobie@eatoncounty .ong

EC rsobie@eatoncounty.ong; abancroft @eatoncounty.ong

Subject: Budget Transfer Request

Attach... B Starting Entry

alasa

4 [ 0| "9 | = | @ Tokens | @ Add Attachment...

Please transfer $%(RetrieveFieldValues_GLDistribution Total) from the %(RetieveFieldValues_Transfer Request) =«
budget to the Computer Fund to cover the cost of the attached purchase as authorized by that department's
Department Head.

Thank you,
Information Systems Department
{processed by the Automated Wordlow Administrator)]




After the controller reviews the invoice, he can either approve or deny it by updating the value
of the “"AP Approval” field.

If the invoice is approved:

e Atextbox is added to the invoice listing all the GL Distribution Codes and amounts that are
pulled from the invoice template.

e The year is extracted from the invoice date using the “Pattern Matching” activity. This allows
us to sort the invoices by year in their final storage location.

Regular Expression T_

Hide Details
Year vix
Input: “(RetrieveFields_InvDate)
Pattem: v P Md P (N Nd)
Case Sensitive: Yes
Retum: First match only

e The invoice is then routed to a folder based on its type:
- “Weekly Payables”
- “Credit Card Payables”
- “Board Payables”

] 01.02 - Incoming Payables (Workflow)
- | 02,01 - Weekly Payables (Workflow)
k- | 02102 - Board Payables (Worldlow)
{ | 02,03 - Credit Card Payables (Workflow)

&)

B

e An AP assistant enters the invoice into our accounting system and generates a batch number
which she then enters into the “Batch #” field.

e She also populates the "APEntryYear” field, which causes the invoice to be routed to its final
archival place in the “County Financials” folder.

{_| County Financials

If the invoice was denied, it is routed to the departmental folder and an email is sent to the
department head asking for the invoice to be reviewed, completed and re-submitted. The "AP
Approval” field is then cleared out.

Approved invoices remain in the County Financials folder for seven years until they are purged
by the records manager.



INCREASE EFFICIENCY

In order to make sure that all invoices are reviewed and approved in a timely matter, we have
scheduled a special workflow to run on Thursdays at 9:30 am. This workflow searches the
repository for invoices that haven’t yet been addressed by the department head and, when
appropriate, emails the department head with a reminder that there are outstanding invoices.

= [i] Sequence - Sherff Department

) Search - Sheriff

7 Depatmert Invoices
Seanches for invoices not yet addressed
by Department Head.

= a rourjd - Sherff Department
nvaice

Pulls information from the oustanding

invoice so that it may be referenced in

the e-mail notfication to the Department

Head.

Retrieve Field Values -
[
== Sherff Department Invoice
Retrieves values from the outstanding
Sherff Department invaice.

= E-mail -to Shenff
Department Head
E-mail is sert to Depatment Head
notifying of an oustanding invoice that
requires review and approval.




Here is how we configured the “Search Repository” activity for the Sheriff Department:

il

¥ Search - Sheriff Department

Search - Sherff Department Invoices

ey

Searches for invoices not yet addressed by Department -
Head.

-

e —

Enterthe Laserfiche advanced search criteria:

{lInvoice]:{invMNa]="*", [InvDate]="*", [VndMa]="", -
[VndMame]="=", [GLDistrbution]="=", .
[GLDistribution Total]="="} &

{LF:LOCKIN="EatonCountyl F&"Sherff Department

00 - Ta Cther Departments™01 - Dept Payables
(Workdlow)"}

Test Search Query...

[T] ¥ an entry is a shortowt, use the document or folder that it
references

ETSTR

"~ First result
) First |7
@ Al results

= | [+ | results




KEEPING THE REPOSITORY CLEAN

In order to keep the repository clean and organized, we have another scheduled workflow that
runs daily at 9 pm to check for any empty batch folders (the folders created during the AP process
described above) and deletes them.

o

p Search Repository

~ Batch-7777 folders
Search for batch folders
within

EatonCountyl F8"Controller's
Office\D1 - From Cther
Departments\01.02 -
Incoming Payables
(Wordlow)

= 3 For Each Entry

= 4 Routing Decision - Folder is empty or not
Looks through the
batch folders to
determine if they
are empty or not.

————————————————————————————————

Batch-777? v

Eh 4 Folderis Empty o Batch-7777 contains
ff the batch folder is " documerts
empty, it will be Batch-7777
deleted in the next contains
step. documents so it wil

I_ not be deleted.
Delete
7 Batch-7777 Foider Ag.rcf'?
ivities
Deletes the empty Here
batch folder. |
I
&5 End Wordlow

TIPS FOR CREATING WORKFLOWS

It only took us 90 days to fully implement all of our AP workflows county-wide. Here are some
tips for designing and implementing your own workflows:

e The best way to learn is from others. Take advantage of the numerous resources out there,
including the Laserfiche Support Site and regional/local user groups.

e Break your large workflow into smaller, individual workflows corresponding to each of the
main parts of your business process.

e Generate buy-in from other departments by demonstrating how the new workflow will make
their working lives a lot easier.




FLORIDA
LEAGUE OF
CITIES

Industry: State and Local Government

Number of Employees: 51-200

Headquarters: Tallahassee, FL

Esisting Laserfiche integrations: Microsoft Great Plains

The Florida League of Cities provides insurance and financial assistance to 411
municipalities in the state of Florida. It implemented Laserfiche Rio in order to
build a stable, long-term content management plan for the whole enterprise.

Before Laserfiche, one of the League’s most paper-heavy and complicated
processes was accounts payable. Here is how the Laserfiche/Great Plains
integration helped the League improve and automate this process.



Chris Noyes, Business Process Analyst, and Michael Nahoom, Assistant
Comptroller, describe how the Florida League of Cities integrated Laserfiche
with Microsoft Great Plains to simplify the accounts payable process.

LIFECYCLE OF AN INVOICE

In order to understand the details of our process better, we will first present a general view. At
the Florida League of Cities, an invoice’s lifecycle can be broken down into these four steps:

1. Get invoice.

2. Get approval.
3. Pay invoice.
4

. Get signature.

When automating our accounts payable process, we translated these four steps into the basic
folders through which our invoice will move while in the workflow.

[ Payables Batches - Laserfiche L

! File Edit View Tasks Tools Window Help

 Location: Tallahassee\Accounting\WORKFLOW\Payables Batches

Folders » Mame

{ff Laserfiche Repositories |01 - Awaiting Review
-4 Orlando |02 - Pending Approval
= Tallahassee [ |03 - To Be Paid

El__l Accounting |04 - Awaiting Signature

£ | ADDRESS CHANGES/Emails/Info
- | Annual Audit

- | Bank Statements

'_| E-rnails

Within the “Pending Approval” folder, each reviewer has his or her own subfolder.

We have two main workflows that comprise the accounts payable process:
e The first handles routing and notification.

e The second waits for changes to the template.




THE ACCOUNTS PAYABLE PROCESS

Scanning.

Each workflow is described in more detail in the sections below.

The majority of our invoices are delivered to the Florida League of Cities by email. Accounting
clerks use Laserfiche Snapshot to print them into the “Awaiting Review” folder in Laserfiche.
The few invoices that are received by regular mail are scanned into Laserfiche with Laserfiche

FLORIDA CLEANING SYSTEMS, INC., I nVﬂiCE
3850 ST, JOHNS PARKWAY
SANFORD, FLORIDA 32771 Date Invoice #
PH 407-268-4035
512012 20712
Bill To
FLORIDA LEAGUE OF CITIES
ACCOINTS PAYABLE
PO BOX 1757
TALLAHASSEE, FL 32302-1757
P.O. Mo, Terms Project
e on receipt
Oty Description um Rate Amount
JAMITORIAL SERVICES FOR THE MOMTH OF MAY BN, (o BT
012,
INCLUDING PAPER PRODUCT FROM MONDAY
THROUGH FRIDAY AT 133 EAST COLONIAL DRIVE
TN ORLANDO FLORIDA.
T00%% 56,00




During the scanning or Snapshotting process, the accounting clerk fills out the
associated fields.

Template: Payables *
Route Invoice To User
"
Company Type -
AC o
Due to Accounting By
11 (2]
Payment Due Date
/1 = (2]

Footed

Pending -

Pending -
Department Approval

Pending -
Check Delivery Mathod

Mail -
Accounting Approval

Pending -
Accounting Denial Reason

)

Total Invoice Amount

Vendor hame

Q

v

H
ol
LY}

&)

Amount
2]
Check Number
(2]
Chede Date
1 B
GL Account Mumber
2]
Account Description
- —
Check Feissue Date
If

&
L (]

| Add/Remove Fields..




Laserfiche Workflow then routes this invoice into the “Pending Approval” folder and sends out an
email to the reviewer with exact directions on how he should proceed.

Al U & # |5  ACTION: FLC Invoice Needs Review - Message (HTML) L= [ B[]
BN | Message Laserfiche (4] e

(4 Reply (23 Laserfiche - MCCI S - (A MarkUnread | aa
" R | = s _
@ Reply All @ To Manager - E'.E mm —ategarize - .
&v Delete B || ) — | Move Editing| Zoom
i Forward = | |34 Team E-mail = - (- ¥ Followup~ =2
Delete Respond Quick Steps I Move Tags P Zoom
From: workflow @fldties. com Sent: Fri8/31/2012 9:47 AM
To: Chris Moyes
Cc
e R oSt S it e S s DR L et B ot o e Tl R
| Messagel 5 20120831 FLCMNLIfe (213 E)
—
X X _— X Cal
The Accounting Department received an invoice that needs your Approval. Please review the |
invoice and let us know how to code the item(s) within the invoice. To do this, please do the
following:
PLEASE APPEOVE BY 9/14/2012
1. Open up the link to this email to review the invoice within Laserfiche.
2. Put a sticky note on the invoice indicating which account(s) the item(s) need to be posted
within Great Plains. |
3. Change the value of the 'Departmental Approval' value to "Yes'
4. Save the changes in Laserfiche. |
Ifvou have any guestions, please contact Mike Nahoom at x3644. EntrvID 321018
g
o See more about: workflow@flcities.com. rl "“1 rl .-ﬁ ~




The email provides the approval deadline, attaches a link to the invoice in Laserfiche and
provides an Entry ID for troubleshooting or future reference. Here is a screenshot of the
section of the first workflow that handles the routing and notification:

B & Meeds Review First
|

B ‘¥ Routing Invoice Needing Review

Routes a Laserfiche entry based on
specified conditions.
B & Technology 2 & s B ¥ Legal
| if its s&nt to Tara McMillan |
& Route Entry to | & Raowrte Entry to
Folder -Tech Rioute Entry to SIU Legal folder
Routes documents to technology = Pl Routes the imvoice ta the legal
Rewview Folder
subfolder folder
1 l !
g E-mizil to
e Rewviewer

Emazils the user selected in Route
inwoice to user value

This workflow:

e Renames the entry to “Due Date - Invoice Needs Review - User”.
e Appends and assigns the invoice history.

e Routes the entry to the appropriate approver’s folder.

e Emails the reviewer or approver for action.




Once the invoice has been routed to the appropriate reviewer’s folder and the reviewer has
been notified by email, it is time for invoice approval. Invoices can be reviewed and approved in
a few ways:

e An approver can double-click on a desktop shortcut to open the Laserfiche Client folder
with all of the invoices he needs to review.

e
£
7 [

FLC-Reparts

LF Shortcut to
Invoices

needing
Microsoft CR Approval

T35 Admin




e An approver can open the Laserfiche link directly from the email.

e Approvers can also use Laserfiche Web Access on the iPad to connect over Terminal Server,
log into Laserfiche and approve the invoices.
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Laserfiche Workflow is also able to generate a Web Access URL to facilitate this process with
the “Generate Web Access URLs" activity:

-/ Token Creators

) Assign Token Values

|_=| Date Token Caloulator
@ Generate Web Access URLs
@ Generate WebLink URLs
Pattern Matching

In order to signify approval, the reviewer must update the “Department Approval” field to
“Yes”. The other options available are “No” and “Return to Accounting”.

Department Approval
Yes

Mo
Return to Accounting
Pending

Pending




If the invoice is approved, Workflow automatically routes it to the “To Be Paid” folder, where our
second workflow kicks in. This workflow checks:

e For invoices that have been denied.

Whether the department has reviewed and approved the invoice.

e |f Accounting has approved and paid the invoice.

If the check signer has approved the invoice.

Once Accounting has paid the invoice, the transaction is entered into Microsoft Great Plains.

s3] Payables Transaction Entry ===
File Edi Tools . Options Additional Help MICHAEL Florida League of Cities, Inc. 8/31/2012
B Save |77 Dolee |4 Post | & Frit CA
Youcher No. | 00000095912 |'Q|:| [ Intercompany Batch D Q' >

Document Type:  Invoice - Doc. Date -..BI;I’?I-UEMZ = >
Decholien. !

Yendor 1D !QI Cunency 1D & i|;
M arme Document Number

One of the pieces of information that is entered into Great Plains is the unique voucher number
that links Laserfiche documents to Great Plains entries.

Template: Payables -
Route Invoice To User

cnoyes -
Company Type

FLC -
Due to Accounting By

9/14/2012
Payment Due Date

9/28/2012
Footed

Yes -
Department Review

Pending hd
Department Approval

Pending -
Chedk Delivery Method

Mail -

Accounting Approval
Pending hd

Denied

Pending
Total Invoice Amount
Voucher Number

00000095912 [=]




Once the transaction is entered into Great Plains, an accounting clerk changes the value of the

“Accounting Approval” field in the associated template to “Paid” and the invoice goes down the
“Great Plains” pipeline in the workflow. O @

= T Accounting Paid
This branch is selected if the Accounting
Department selects and invoice to be
paid

(p Get_GP_accounts_payable_transaction
(Gets the relevant infarmation from GF
and hold it for future activities below.

E Assign GL Info to
Template

Populates the Invoice with values from

Great Plains.

Retrievelheck Date
Retrigves the check date and vendar
name from the template.

= 4 Credit Memo Check

= % Check Date Populated .

format check
“b date g Check Date
E " Empty
Takes the LF time input and converts to
YYY-MM-DD
+B Rername Credit
Memo
Rerame far
*B Check Signers
Renames to Vendor Mame Check Date
Total Amournt

+ Route Entry to
[ Awaiting Signature
Routes the entry to the Awaiting
Signature date

E Assign check
signer approval




¢ Laserfiche Workflow looks up the relevant records in Microsoft Great Plains based on the
voucher number and company type.

- A C# script calls the view residing on the SQL server. This script handles multiple records that
are returned per invoice.

“# WorkdlowActivity Senpting Get_GP_accounts_payable_lransaction Get_GP_a + % Executel)

123 gtring[] arstrAccountNumber = new StringlarAccountBumber.Count]:;
124 counter = 0;

125 foreach (string NewarAccountWNumber in arAccountNumber)

126 i

127 aracricconntiNumber [counter ] =NewarAcsountcHumber:

128 COUntey = COUNTEYr+l:

129 ¥

130 SerToken ("tkAccountNumber RI11Y,arstriccountHumber) ;

133 string[] arstrAccountDeacription = new String[arAccountDescription.Count]:
124 counter = 07

135 foreach (ztring NewarAccountDescription in arhccountDescription)

136 i

137 arstrAccountDescription[councer]=NHewarAccountDescription;

138 counter = councer+l;

129 H

140 SerToken ("tkiccountDeacription R117,arscrAccountDescriprion)

143 string[] arstrlransactionDescription = new String[arTransactionDescription.
144 counter = 0;

145 foreach (=2tring WewarlranzactionDescription in arlransactionDescription)
146 i

- The results are converted into tokens.



e Laserfiche Workflow populates the template with the new tokens, including multi-value

fields.

{(@ Metadata - 2012-12-31 FACC Invoice Approved (6)

Fields | Tags | Links |1u"ersic-ns | 5ignatur5|

Template: Payables -

Route Invoice To User
v

Company Type
FACC -

Due to Accounting By

Payment Due Date

Checdk Delivery Method
Mail -

Accounting Approval
Pending -

Accounting Denial Reason

Total Invoice Amount

7/23/2012

12/31/2012
Footed

Yes hd
Department Review

Pending -
Department Approval

Yes A

m




e Laserfiche Workflow routes the invoice to the “Awaiting Signatures” folder.

e Laserfiche Workflow populates the full “Invoice History” in the template in order to keep a visible audit
trail. The system automatically grabs the initiator of the change (user account) and appends it to the
“Invoice History” multi-value field.

[ Add/Remaove Fields... ]

Check Signer Approval
{Approved |
Invoice History

Starcted on 5/3/2012 ac -
12:30 PM by FLC-
PRS\DHAMILTON -

|[Emailed to jcabazares on .
5/3/2012 12:30 EM

Approved by FLC- &
PRS\JCABAZARES on 5/3/2012
At 2:55 PM -
Approved by FLC- -
PRS\DHAMILTON on 5/4/2012
at 12:30 PH -

Paid by FLC-PRS\MMNAHOOM on -~
5/16/2012 at 10:54 AM

Check Signed by FLC- .
PRS\LBRIDGES on 5/16/2012
ey 2:16 EM -

After the check is signed by authorized staff, the invoice is routed to the appropriate vendor’s folder and
filed by date. The naming is also standardized.

2011-12-16 - Laza
i File Edit View Tasks Tools Window Help
= LOUE G- o [
i Location: Tallahassee Accounting) WORKFLOW\ Companies FMIT\01 -Payables\ 2011 -12-16

Folders ® || Wame Youcher Number Amount®
: [ & Rc » | 2] 2081-12-16 | Delores Madison 016508 9979
1) FLGISA ] 2001-12-16 | HULL & COMPANY - 5t Petershurg Office 0016605 50716
£ FLM 7] 2001-12-16 | HULL & CORMPANY - St Petersburg Office (2) 0016606 G028
&) FLoM Z] 2001-12-16 | L & L Audtting Services 0016534 375
&1 FMAA 7] 2001-12-16 | L & L Auditing Services (2} 0016581 750
& e FIASH 5] 2001-12-16 | L & L Auditing Services (3) 0016583 40
5 -~ EMCTT 5] 200112415 | L & L Auditing Services (4) 0016582 0
— FMAIT 7] 2001-12-16 | Mational Union Fire Insurance Campany 0016580 -306.2

= E -12- ional Union Ei o
| 555 01-Payables :J 2011-12-16 | Nat!unu Un!on !rc Insurance Company (10) 0016596 1242
[ 2001-11-04 7] 2011-12-16 | Mational Unicn Fire Insurance Company (11) 0016580 176
H —' 5] 2011-12-16 | Mational Unien Fire Insurance Company (12) 006597 -17145
P —' A011-11-10 j 2011-12-16 | MWational Union Fire Insurance Company (13) 0016585 =248.6
&L 201-11-16 [F] 2011-12-16 | National Unien Fire Insurance Campany (2) 0016587 400
5] 2M1-1-18 =] 2011-12-16 | National Union Fire Insurance Company (3] 0016591 -100




BENEFITS OF LASERFICHE

Implementing Laserfiche at the Florida League of Cities has resulted in the following efficiencies:

e Documents are never lost and can be tracked throughout their lifecycle, which has eliminated
“finger pointing,” employees accusing each other when documents went missing.

e Automating transactions saves staff 50 hours a month.




ASSOCIATED
GROCERS, INC.

Industry: Commercial
Number of Employees: 501-1,000
Headquarters: Baton Rouge, LA

Associated Grocers, Inc. (AG) provides a full line of services such as
procurement, marketing and merchandizing to more than 210 independent
retailers in Louisiana, Mississippi and Texas.

The company implemented Laserfiche Avante in six departments to streamline
business processes and eliminate lost documents.

Before Laserfiche, the accounts payable (AP) process involved printing,
manually collating and physically filing invoices, payments and supplemental
information. Here is how Laserfiche Avante, in conjunction with Laserfiche Quick
Fields, enabled AG to optimize and automate this process.



Faron Kraemer, Assistant Accounts Payable Supervisor, describes how
Associated Grocers optimized its accounts payable process with Laserfiche

Quick Fields and Laserfiche Workflow.

CAPTURE THE INVOICES

The majority of our invoices originate in the Electronic Data Interchange (EDI) format. Batches of
these invoices are printed to the “Accounts Payable - Snapshot Inbox” folder in Laserfiche using

Laserfiche Snapshot, a tool for converting electronic documents into TIFF images.

From there, Laserfiche Quick Fields:

e Separates each invoice from the batch. “OmniPage Zone OCR" is used to detect when the page
number is “1” so that Laserfiche Quick Fields knows that it is dealing with a new invoice.

e Assigns the “AP Inventory Invoice” template.

e Populates the vendor number, purchase order number and invoice number fields with data

extracted from the documents.

File  Edit U'rm Action Scan  Tools Help

[T |'X__| = ¢ —
= IXICE DS aﬁ" OX*9CRE2aEd? i ERE
j Retrieve dems fram: Associ ing\Accounts Pa - 4 Documents matching: ~ | Muzigned template: 2
Session Canfiguration = @y | 3 3% - 28 B | Nosamplss - : | Deciment Prepeties -
A Diocusnert name:
INVOICE DATE 09/13/12 ||| s(Freids.P0 nhumbes) Se(Fieids. Ivenice Mhmber)
INVOICE NUMBER 9332853436 gaal Toos. Scitig:
N —
PO DATE 09/05/12
2|l Irvoice Number
=
PO NO 357632 e
PO Number
Session Configuration | Frofies | VEND 003550 (Falea)
Document Revision 3 X 367532
L[] Sa(Fields.PO Mumbes) %(Fields Invzice Mumber] s andor Mumber
b E FalFields, PO Mumber) 3(FieldsInveice Murnber) DELIVERY DATE 09 / ik lf 12 i
| ] %Fields PO Number) %(Ficlds Inveice Mumber] 3550
i) %{Faeldsf) Humb.) SFsldalnolce Number) DISCOUNT PERCENT 2.0000 DUE DATE 09/28/12
] ([Fields.PO Number) %(Fields Invoice Number]
By : NET DUE DATE 09/29/12
¢ ,_, %[ﬁeldspONumhsl F(Fields Inveice Murnber)
[ ] %[Fields PO Number) %(Fields Invoice Mumber]
] ‘- SolFields. PO Mumber) S:(Fields Inveice Numnber) | =
E RN AP e e SHIPMENT METHOD OF PAYMENT PREPAID
1] “lFields. PO Number) %(FieldsInveice Murnber)
|1 fFields PO Number) %{Fields Invsice Number) ADJUSTMENT 58 HANDLING 02
L) SlFields PO Mumbed) %(Fields Inveice Nurnber)
| ] %[Fields. PO Number) %(FieldsJnvoice Number]
=[] %[Fi:ld:.PONumhe:h %&iFidd;Jmnize Numb:r} ADJUSTMENT 40 HANDLING 02
[ ] %[Fields PO Number) %(Fields Invoice Mumber]
toL] SlFields PO Mumiber) 2(Fields Inveice Murnber)
;_', Z(Fields.PO Mumber) %(FieldsInvoice Murmber) QUP!NTITY U/M UPC CASE CODE
L] SelFields PO Numbes) %(Fields Invoice Number) (o e Opione:
-Ll %lFields.PO Number) %(FieldsInvoice Murmber) FH| = : = ] = ?m
-4 [ %[Fweldip_r.}ﬁt_ll:ih_g]_ig(Fuelis_.’]jumce Mumbed = | 4"y AT LEEIRT 12 E : sm‘f‘f‘m o

Find Documents | Thumbriais | Gutput | [ Processing Information
For Help, press F1

Pagelofd (425 KB): 6600 x5100, 600 X600 0PL [ @ [

The AP clerk prints invoices that arrive by email to Laserfiche with Laserfiche Snapshot,

manually assigns the “AP Inventory Invoice” template and enters the metadata. Invoices that
arrive by mail are scanned directly into Laserfiche and the field data is manually entered by the

AP clerk.




Supplementary receiving documents (similar to packing slips) are all prepped and scanned as a
single batch with Laserfiche Quick Fields, which automatically separates each receiving packet
and indexes both the vendor number and purchase order number. The “OmniPage Zone OCR”
process is used to extract two bits of text that always appear on the first page of the receiving
documents. Since the last page of the receiving documents has the same header as the first, the
second zone is used to differentiate between the first and last pages.

After being processed by Laserfiche Quick Fields, all of the invoices and supplemental materials
are stored in the appropriate vendor folder in Laserfiche.

Folders

% Hame

B 354

E-| 3545

w1 3546

E-] 3547

] L_J 3544

=] 3550
@ [ | Bilbacks
E el Inwoices
| Paybacks
| Payments
B | Receiving

-] 3551

E-] 3552

-] 3553

-] 3554

@] 3555

m | 3557

@ | 3558

@ | 3558

| 3564

-] 3565

E-_| 3566

E-| 3567

E-] 3570

-] 3575

-] 3576

@m0 3577

m T 357

m | 357

~ | B 357532 9332853436
B 355696 9332727301
B 355544 9331765863
B 354624 9331078015
B 354038 9330471072
353039 9328534553
351297 9328397644
350022 9327985794
350535 9327353303
343840 9327555004
9373 9326976218
B 343350 a328807300
Bl 347794 232555504
Bl 345530 9325370041
B 345601 9323921347
B 345457 9324244635
B 344795 9323796014
B 344355 9323455455
343410 9327835651
347311 9327149665
341605 9321304519
340329 9320737131
330092 9320148679
B zza966 2319483410
B 333853 2310055088
Bl s37627 231837384
Bl 335115 9317330258
B 335825 9316708564
B 335644 9318837349
B 335209 9315406714
B 334344 9315786364

Vendor Mumber PO Mumber | Inwvoice Mumber
3550 357832 Q332853436
3550 336696 B332727301
3550 35554 O331765663
3550 359624 9331073019
3550 354033 9330471072
3550 353039 9329534553
3550 351222 9328392544
3550 350822 Q327985294
3550 380535 Q327853893
3550 345545 Q327555004
3550 348373 0326076218
3530 345850 Q3256072300
3530 774 Q325805504
3550 95930 Q325370041
3550 45501 0324921347
3550 345967 O3242496356
3550 344795 Q323798014
3550 344355 Q323465455
3550 343410 9322835551
3550 343811 9322149555
3550 341606 9321304519
3550 340829 Q320737131
3550 3359882 Q320145572
3550 335065 9319453410
3530 338533 Q319055065
3530 337627 Q318373636
3550 336115 Q317330258
3550 335826 031608564
3550 I35544 Q316837349
3550 335209 93154905714
3550 334344 93157646354

The AP department uses both an invoice list in the PROMPT reconciliation software and a custom
“open purchase orders” report to know which invoices need to be worked. The AP clerk searches
for each invoice using the purchase order number. The clerk links the invoice and receiving
documents in Laserfiche using the “Link” option in the metadata pane.

Fields | Tags | Links .

(5 Document Refationships

Name | Relationship Type
| 357832 Recnving

0 DATE
2D MO
VEND

DELIVERY DATE
DISCOUNT PERCENT

INVOICE DATE 09/13f12
INVOICE NUMBER
08/05/12
357612
003550

CRERSLEE RS

09/11/12
LUE DATE 09/28/12
HET DUE DATE 08/289/12

2.0000

EDI INVOICE

DAYE DUE 15
DRYE DUE 1&

PAGE
120913




REVIEW PAYMENTS

Once the invoices are reconciled, the payments are then generated by our Lawson Financials

software, and a remittance copy is scanned into Laserfiche and indexed by vendor number,
payment number and date.

In order to make sure that every AP clerk has the same workload, a workflow was created that
evenly allocates payments into each AP clerk’s working folder.

Falders x| | Mame vendor Number | Payment Mumber Date Payment Type
m,_;wid.,ewmmg ~ | M 7i268108/31/12 233 712681 0a/31/12 Check
& sesocatedtrocss " gl moy e s
| Account A
E _I___I A - Pavahle 8 712596 08/31/12 3157 712686 093412 Chedk
bk & op imn : B 712010851712 3400 712701 0a/31/12 Check
BLA “:P i B rizmsossy 0 357 712706 08/3112  Check
2-0 1-AP Clerls Bronossye s 712711 08/21/12  Check
5 Faren M ri2nis uam.riz 4387 712716 08/31/12  Check
| Kavla 7
=) Keisha . mmuam.ru 351 712726 023112 Check
@ ] m B 712731 08/31/12 5063 712731 08/31/12 Check
& | ¥ivian o8 712736 083112 5149 711736 03/31/12 Cheek
i 1.3- AP Supervisors ol 71274108/31/12 z411 712741 0a/31/12 Check
] 2- AR Clerks B 712795 05/31/12 SEET 712746 08/31/12 Check
®-_| 3-AR Check Release ﬂ FL275108/3112 5755 712751 033412 Check
@[] Bank Deposit B 7uz7ss 083112 5425 712756 083112 Check
i [ Miscalaneous ﬂ 712761 08/31/12 5480 7171 08/31/12 Chedk
& | Snapshot Inbox 71766 08/31/12 6086 712766 08/31/12 Check
o £ v Fromowsun o mm  wpiz o

In order to accomplish this, the “Round Robin” routing option is used when configuring the “Route
Entry to Group” activity.

m

| Group | Destination | Action | Felds | Tags | Exmail | Wait Conditions |

| Configure where the entry should be routed

@ Route to users’ default folders:
Routing Option: | Found Robin

v] Set uzerfolders ...

) Route to group's defauk folder:
[iNo Folder Availsble)

Sel group folder

) Route to folder:
[kﬂccnur'ﬂjng"aﬁmnu'ts Payable’\AP Payment Review\1 - AP Clerk Review| | = | | ..

) Route to the group’s folder in this folder collection:
| Choose a foldar colection w | Manage folder collections...

¥ the group is not in the folder collection, route to
(@ |lsers’ folders from folder colection by: |Round Robin = Set userfolders...
I the: user is not in the folder collection, his or her default folder will be used)
Group’s default folder: |l:N|:- Folder Available)
Set group folder...
[ ok ][ Conca




reviewing it for accuracy.

Each AP clerk is responsible for linking the supporting invoices and billbacks to each payment and

Fikds [Tags [Lnks |
(#) Document Relationships i

R Relationship Type
=] 353665 779326 Invoice/Gilback
DG0548313  Invoice/Eilback
ES-120817 Invoice Bilback
779326

DGE-0548313
ES-120817

RESCRIPTION

08/15/12 0353665
08/07/12
08/17/12

Template: | AP Payments

Y

Yendor Mumber (required)

4570 |

Payment Mumber {required)
712723 |

Date (required)

l0g/31/12 |
Fayment Type (reguired)
| Check W |

| Add/Remove Fields..

1.1 - AP Clerk Motes
@

1.2 - AP Clerk Review

Pending v

Approved by %(Username) on %i(Datetime)
Routed to AP Supervisor by 2&(Username) on %(Datetime)
Put on Hold by %(Username) on %i(Datetime)

Once the supporting documents are linked and the payment has been reviewed and deemed
correct, the AP clerk changes the value of the “1.2 - AP Clerk Review" field to “Approved”.
Alternately, the payment can be routed to the AP supervisor for further review or put on hold. In
either case, the clerk provides an explanation in the “1.1 - AP Clerk Notes” field.



The clerk can also tag the payments with the “Remittance on Spreadsheet” tag (if the payment
needs to be mailed to an address other than the one on the invoice) or “Special Handling”

tag (if a payment requires extra attention such as foreign postage). If either of those tags is
applied, Workflow applies a sticky note or stamp respectively letting the accounts receivable
clerks know to take this into consideration during their review.

=2 < Approved

7% Delete Shortcut

i If Tagged - Remittance on
. Spreadshest

e - e e B i o e

Add Sticky Mote - Remittance
< Address on Spreadshest

if Tagged -
e Special Handling
R W &

— Assign Field -
— Special Handling

g Aoy Stamp -
: Special Handling

— Assign Field - AP
= Clere

. Invoke Wordlow -
AR Cler: Review




Payments routed to the AP supervisor can be voided or routed back to the AP clerk who originally

= [¥] AP Supervisor Review Process

routed them.

# Route Ertry to
=]

P
AP Supervisars

H
= 4 Review Decision
= < Voided

= 4 Routing Decision

Routed Back to
= AP Clerk = % Check
i Agzsign Field Values
== E:TS::E Fieid ) - Special Handling
= <k ACH & DIR
Assign Field - Apply Stamp -
E Review History "'Vﬂld
L] Apply Stamp -
Woid 2
i Assign Tag -
[Z7] Email AP Clerks . o,
. Aszsign Tag -
Voided 2
Irvolke Wordlow .
- E-mail Check
- AP Clerk Review = Felonse
Invalke Wordlow -
AR Check Releaze




Payments that have been approved by the AP clerk are automatically routed to the accounts
receivable (AR) department for an audit review. The same “Round Robin” option is used to divide

work evenly among the AR clerks.

Folders *
i Laserfiche Repasitories
= 4 AssodatedGrocers
B-_| Accounting
=] Accounts Payable
B[] AP Payment Review
E-_| 1-AP Clerks
| 1.3 - AP Supervisors
=] 2-AR Clerks
|l Debbie
[ Fayeor Lola
[# __| 3-AR Check Release
B | Bank Deposit
| Miscelaneous
B || Snapshot Inbox
E-{ | Vendars

Mama

| B 713750 083012

B 712713 0af3v)12
B 712714 083012
B 712715 paf3yiz
B rzr sz
B 12715 o312
B rizrm masynz
B rrn sz
B nrze minnz

; 313112
711727 083112
712729 08f31/12
712733 08/31/12
712735 08/31/12
712737 08/31/12
B 712735 tay312

Vendor Mumber  Payment Number | Date

3ca3 712710 083112
4236 TI2T713 083112
4250 Ti2T12 083112
4368 712715 083112
4339 FI2T17 083112
4430 TI2T13 0831712
4517 712720 083112
4548 712721 08/31/12
4550 712722

0831712
08/31/12

0831112

712723

F12727

4310

4243 T1272% 083112
5115 J12733 083112
5137 712735 083112
5177 TL2T737 083112
5223 TI2T738 083112

Payment Type

The AR clerk can approve or decline a payment by changing the value of the “2.2 - AR Clerk
Review” field. If a payment is declined, it is sent back to the AP clerk who originally approved it so
that he can either make corrections or route it to the AP supervisor.

20 AR Clerks

= & Approved

= 4 Routing Decision

= [¥] AR Cler Review Process

22 Route Ertry to

= 4 Review Decision

= & Check = <k ACH & DIR
Involke Wordlow - .&.,;l:tjir:rﬁes
AR Check Release " Here

= & Declined

Retrieve Field
Yalues

E Assign Field -
Review Histary

[=Z] Email AP Clerks

Irvoke Wordlow
- AP Clerk




Once the AR clerk approves a payment by check, it is routed to the “AR Check Release” folder for
the person who releases the physical checks.

Falders

i Laserfiche Repasitaries

= AssodatedGrooers

B-_| Acoounting

= || Accounts Payable

B[] AP Payment Review

| 1-AP Clerks
"] 1.3 - AF Supervisors

H-_| &=AR Clerks

=4z 3 - AR Check Releass
|| Specal Handing

B | Bank Depasit

- | Miscelaneous

B[] Snapshot Inboo

E-__| Vendors

Mame

| M 712714 08/31/12

B 712715 08/31/12
B 712715 08/31/12
B 7127170803112
B r1znaos/3112
B 712718 08731712
B 71270 08030512

712721 08/31/12

127220831712

vendor Mumber | Payment Number  Date

4350
4363
2367
4369
420
458
4517
454
4550

712714
712715
712716
F1a7a7
712718
g L]
Fiara
7127zl
713722

083112
08/31/12
05/31/12
05/31/12
0s/31/12
n5/31/12
08/31/12
08/31/12
083112

Payment Ty
Chesk
Chizeke
Ched:
Ched:
Chiedk
Chiedk
Ched:
Chek
Check

B 71272408/31/12
B 712725 08/31/12
B 712735 0531712
B rizrzrosnye
A 712728 083112

4723
4319
4351
4410
416

712734
712725
712736
TLa7T
Epkrr]

0B/31/12
08/31/12
08/31/12
03/31/12
08/31/12
08/31/12

Chedk:
Chiedk
Chiedc
Ched:
Chisck

From there, the AR clerk either releases or voids the check by updating the value of the “3.2 - AR
Check Release Review” field accordingly. No physical check is released to be mailed until the
digital version in Laserfiche has both the AP and AR clerks’ approvals.

Note that throughout the entire process the original documents are stored in separate vendor
folders, with the clerks and supervisors only dealing with document shortcuts. These shortcuts
are automatically deleted once the clerks have completed their review. The benefit of using
shortcuts is that the original version is always stored in one standardized location and cannot be
accidentally deleted or misplaced.

) 4553
[ 4564

4558
) 4570
- | Bilbacks
B-__| Invoices
-] Paybads
[ | Paymants
| Reoeiving
-] Vendor Info
[7] 4572
[ 4574
{5 4576
£ 9577
| 4578

2R IR TR o ]

L=

B EBE e

Hame
713 112
MSIE2 072712
TOEA3107/23/12
05016 0615112
01277 0541112
B9STEZ 04/27/12
§97013 033012
693040 02f17/12
691693 02/03/12
639560 01/16/12
635287 12f12/11
£35475 12f02/1t
633281 1111f11
B saz500 110311
B ss09es tofzan
B 575545 mforn
B 577455 091
B 572030 08/26711

4570
4570
4570
4570
4570
2570
2570
2570

2570
=570
2570
2570
2570
2570
4570
4570
4570

Wendor Mumber | Payment Mumber Date

F12723
TOE1ET
TOER31
0018
F01377
B95TET
697013
893040
891643
839560
836282
8354753
833261

230989
875695
877455
874930

08/31/12
0vizTiiz
072312
061512
05/18/12
042712
033012
02f17]12
020312
01f15/12
12f13f11
12j03/11
11111
130311
10/2411
10jo7i11
09/18/11
049/25/11

Payment Type

Check
Check
Check
Check
Check
Check
Check
Check
Cheek
Check
Chedk
Chedk
Chedk
Chedk
Ched:
Chedk:
Chedk




BENEFITS OF LASERFICHE

e AP saves 20 cases of paper each year.
e AP was able to convert the group’s “working desk” into a desk for another team member.

e Documents are immediately available in Laserfiche so staff members don’t spend critical work
time searching through physical files.

¢ |nvoices and payments are no longer manually sorted among the AP and AR clerks, so everyone
now has the same workload.

e Instead of searching through manually printed and filed paperwork, AP clerks can easily work
invoices and review payments directly from the digital copy in Laserfiche—saving time and
resulting in a more efficient process.




PEBBLE
LIMITED
PARTNERSHIP

Industry: Commercial

Number of Employees: 51-100

Headquarters: Anchorage, AK

Existing Laserfiche integrations: Microsoft Great Plains

Established in 2007, Pebble Limited Partnership (PLP) is responsible for
exploring and advancing the production of one of the world’s largest-scale
copper, gold and molybdenum mines in a remote region of southwestern Alaska.

PLP operates three offices in Alaska and British Columbia. It purchased
Laserfiche Rio so that all offices could be on one centrally managed enterprise
system.

Here is how PLP uses Laserfiche integrated with Microsoft Great Plains to make
its accounts payable process nearly paperless.



C’Les Jensema, Document Controller, describes Pebble Limited Partnership’s
extensive, automated accounts payable process.

CAPTURE

Invoices get imported into the Laserfiche repository in two different ways:

e Paper documents are scanned to the “Accounting Scans” folder on the network. From there,
Laserfiche Import Agent imports them into the “Incoming Documents” folder in the Laserfiche
repository.

e Electronic documents are printed directly into the “Incoming Documents” folder with
Laserfiche Snapshot.

Laserfiche Quick Fields Agent runs a scheduled Quick Fields session nightly to sweep the
“Incoming Documents” folder and identify document types, assign templates and populate fields.
AP techs check all the documents in the morning to make sure that all of the fields have been
populated correctly before sending them to the “Invoice Materials Ready for Techs” folder in
Laserfiche.
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INVOICE PROCESSING

tech’s “bucket” folder.

R [Egecel <M

I File E&t Vew Tasks Teok  Reconds Wiedew  Halp

(-l ::'Tvg Select All el

_E.l\xﬂinn: AinchorageiAcccunting'Accounts Paysble

= [ Go | Searche Erter s search term

AP techs look through the invoices in the “Invoice Materials Ready for Techs” folder and select
the invoices for which they are responsible by updating the value of the “Technician” field. Each
tech has particular invoices that she is always responsible for but it is very easy to reassign
invoices if workloads need to be modified. Laserfiche Workflow then changes the invoice’s status
to “Awaiting Materials” by updating the “Status - AP" field and routes the invoice to the assigned

Feldari
i Laserfiche Reposkories
4 Anchorage
1 00 Accaunting
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| Irwvaice Materials Ready for Techs
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Each AP tech is responsible for her own folder. The AP tech will:

e Combine the backup materials such as packing slips or vendor quotes and merge them with
the invoice.

e Add a coding sheet to the last page.

- A coding sheet is an Excel spreadsheet that is imported to the tech’s “bucket” folder in the
repository using Laserfiche Snapshot. It is then merged with the invoice.

ﬂ " = coding - Microsoft Bxcel
Home Insert Fage Layout Formulas Data Review Wiew Laserfiche
A Tirwes Mew Roman = 11 = A & | mm g - (e Wirap Test General =
" 43 Copy -
Paste o Format fainine B J U~ - SH-A- |EEW RE Dmegencenter=] 5 - % » 903
L Inpeom - Fonk a Alignraert
G23 - fx | 1430910301
(4] A B C D E F e [ H T J
1 LaserFiche ProjectID TaskID Amount for Invoice
2
3 Please Review allocations and coding prior to approving
4
5 GPF GL ACCT GPPROJECT ID GP TASE ID AMOUNT
B 309 103 8.930.00
7
8
9
10
17
3] TOTAL 3.930,00
1=
2 Engineering Use anly
21 Inwoice Accountng Period - Year 2011
22 Inwoice Accountng Penod - Month Diecember
23 | Associated PO 1430910301
24 PO Tite; 2010 & 2011 Costs & Accrual
25 Ameount In PO before inveice 2,603,254.34
26 Amount remaining in PO after this invoice 2,504 324,34
27




e Populate the “Vendor ID” and “Invoice Number” fields.

e Assign the reviewers, approvers and executives by adding the required fields and updating
their values. Since only invoices with a very large dollar amount are required to be reviewed by
executives, that field may sometimes be set to “Not Needed".
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Once these tasks have been completed, the AP tech changes the status to “Ready for Review” and
closes the invoice.

Laserfiche Workflow routes the original invoice to the “Routing Payables” folder and creates

a shortcut in the “Approval Actions\Employee” folders. It also sends an email notifying the
reviewer that there is an invoice pending review. The email includes a link to the invoice and a
link to the employee’s “Approval” folder (in case the reviewer wants to access multiple invoices
immediately), along with a Laserfiche Web Access link, which the reviewer can use to open the
invoice remotely if he is not in the office.
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Multiple reviewers can review the invoice simultaneously. After review, Laserfiche Workflow
routes the invoice on to the approvers. After each status update, Laserfiche Workflow populates
the “History” multi-value field with the action performed, the username of the person making the
change and the date. This allows the approvers to see exactly what has happened to the invoice
thus far.

History
|F’LP‘;TOMJDF{DAN "Approved" 6/20/2012

|
|F’LF“|,JOSIEHICKEL "Approved" §/21/2012 |
|F’LF"|,F{EJ EANCARRIER "Approved" 6/21/2012 |
|
|

|F’LF"|,MATTFAG MANI "Approved" 6/21/2012
|F’LF“|,MIKEH EATWOLE "Approved" 6/21/2012




Once the approvers have reviewed the invoice, it goes to the executives for approval, if needed.
Multiple executives can review and act on the invoice at the same time.

If the invoice or accounting coding sheet is found to be incorrect at any point in the process, the
individual who is reviewing the invoice must:

e Place a sticky note on the invoice to indicate the changes needed.

e Update the invoice status to “Change Required.”
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Laserfiche Workflow then sends the invoice back to the initial AP tech with an e-mail notification.
Reviewers, approvers and executives have 72 hours to review the invoice. If no action is
performed within that time frame, the accounting manager is notified by email. She can either
send an e-mail reminder to the individual in question to spur action or notify the AP tech to
create an emergency routing straight to an executive.

Fully approved invoices are automatically stored in the “Not yet in GP” folder with an updated
status of “Approved for Payment”.

=1 7. Open Payables
-~ 1. Not Yet In GP
---_I 2. Entered In" GP
-] 3. Invoices Awatting Checks




AP techs prepare the invoice for payment by entering the information directly into the Microsoft
Great Plains accounting system. Once the information is in Great Plains, the techs update the
invoice status to “Entered into GP”, which spurs Laserfiche Workflow to move the invoices to the
“Entered into GP” folder.

CHECK PROCESSING

Once checks are generated and printed from Great Plains, they are scanned into the “Incoming
Documents” folder in Laserfiche. Laserfiche Quick Fields is then launched to add a template
to each check, read the check number and perform a lookup into the Great Plains database to
populate the remaining fields: “Check Amount”, “Date”, “Vendor ID” and “Related Invoices”.

An AP tech performs a quality check on the checks and then sends them to a records
management folder for storage.

=) 00 Accounting

. EID ACC 002 Accounting - Supporting Documents
-1 2011
{1 2012

Laserfiche Workflow then automatically generates shortcuts in the “Checks” folder for user
reference.

Another Laserfiche Quick Fields session is launched to sweep the “Entered into GP” and
“Invoices Awaiting Checks” folders to look for paid invoices. If it finds an invoice that hasn’t been
paid, it sends it back to the “Invoices Awaiting Checks” folder. Otherwise Quick Fields does a
lookup into the Great Plains database and automatically populates the metadata:

e Check Number.
¢ |nvoice Date.
e Amount.

e Description.
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The invoice’s status is changed to “Paid” and the invoice is stored in the “Accounting” records
management folder. Shortcuts are generated in the “Paid Invoices\Vendor” folders for easy
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The accounting manager searches by check number for paper checks to be signed using the
“Field Search” in Laserfiche. She verifies the check amount against the invoice. These checks are
sent to executives for signatures and are subsequently returned to the AP techs to be mailed.




ADVANTAGES OF LASERFICHE

Implementing Laserfiche at PLP has resulted in the following benefits:
e A savings of $8,300 per year just on postage, paper and storage costs.
e 97% of all invoices are now received electronically and never printed.

¢ |nvoices are processed much faster. Before Laserfiche, a telephone invoice took fourteen days
to process. Now it only takes two.

e Employees can access Laserfiche easily from any location, even the remote mine site.
e Accounting managers can easily monitor invoice activity.
e Data errors have decreased as everything is easily looked up from Great Plains.

e Approvals occur in a timely matter. If no action is performed on an invoice in three days, the
appropriate people are notified and certain steps can be bypassed if needed.




AVIS
FLEET
SERVICES

Industry: Commercial

Number of Employees: 1,001-5,000

Headquarters: Johannesburg, South Africa

Existing Laserfiche integrations: PlanetPress Suite, ScannerVision
to Laserfiche Connector, AS400, Oracle Accounting System

Avis Fleet Services provides specialized solutions to more than 2,000 customers
in South Africa’s private and public sectors. The company manages a fleet of
more than 200,000 vehicles from its headquarters in Johannesburg, South
Africa, includes seven field offices and provides services in six neighboring
countries.

Avis Fleet Services goes through a large number of invoices—ranging from
invoices for repair services to those for automobile maintenance—to manage its
fleet.

Here is how the company has integrated Laserfiche with its other systems
to process 85,000 pages of accounts payable and receivable documents each
month.




Learn how Avis Fleet Services used Laserfiche to improve customer service
with advice from Vincent Kelly, Analyst Programmer.

ACCOUNTS PAYABLE

All of the supplier invoices have to be stored in our Laserfiche repository first. We scan these in
using ScannerVision, an advanced document capture middleware solution that is integrated with
Laserfiche using the ScannerVision to Laserfiche Connector (LF-Link].

e A user chooses the appropriate template and the appropriate settings are automatically
assigned.
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Once the document is scanned and indexed, the scanning clerk finds the order number on the
order and enters it into the relevant template field. A process in the background then fills in other
vital metadata based on what is stored in the database of our Fleet Management System (FMS).
The FMS is where all of our customer and supplier data is kept.




total must be entered manually by the creditors clerk.

The other information, such as the invoice number, invoice date, vehicle registration and invoice
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All of the supporting documentation is linked to the supplier invoice by the order number field
and is easily accessible to the costing department.

i SATHEL = Wahiche Mnﬂraﬂ-tnrﬁd'- “_i_i t‘ .
i File Egv View Tesdks  Annotstions  Tookt  Window Help

ol e el oRea i SimEeEl )

| iruge

* |Fei | Taga || LinkE D Wenmns

Phi iPk Ty BoarsLek B
IFKIHIZ‘I;T-.”EJ\W @ O LS S7S0AT « Grvwrreneer Crier  Superoeaet  Sopeonied by D el i LB \Caanry Fening Fr
L "Rl L - a0 - utte e Rupdneied By Dt b B Vi DRSS N PG B
MASERU TOYOTA (PTY) LTD. b 5 - TOOTA ) LES - 4475041 - (e () SuparceDes  Suparieded Dy e e tal Ve LES Doy Pending
4 E-RAAR : muaiiry B lnacll o ra
Invaice Ta @ E01 pifi M?-_-‘.":.::...-: v Ta * SERERSNOTMONNE. 1NV COPY =
YatReg 1 1 OLESS VatReg 3 : Page 1
aV18 FLEE WICES BYIS FLEET invaice Nao ¢ B5131
P.0. BOX E .0, BOY Date ORSI1FEDEN L
1 RANDD ISANDD Job Ho LIl
1800 LECO Tree/ Terss EV/CR
ATTH TELDA RLIDHAN ATTN: IELDA RUDNAN Pay Type
100 Contract M
~OEE=-ZREE OORE-00EE~00EE~0026~EEEE Contr Date
CEEL Bonkr Kas 3
LACRUIBER BOO VN #.7 OFM 1 &&TS504]
RINE ] THTOOTI000S 1 65% S/advider LIOTT Gakd

Date Gald 3

Yehicle Job Ne . L Hilomrvers ¢ 2105890
Description Bty Extd. Ret VAT Estd: HNetb Tatal
BEDd gOE NMEWOTE BATTERIES B0 B [ 5.

Latsoiarn

BSTASES0I0 BATTERY, TRAMEMIT E ]
Farta 1
Cisc




Let’s say that someone in the costing department gets a query from a customer about a specific
order. He can either open this document directly in the Laserfiche Client or he can pull it up from
the FMS. The costing clerk types in the order number and the order details are displayed. Once
he hits F11 on the keyboard, this document opens in a custom developed Laserfiche Viewer that

is integrated with the FMS.
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Document metadata can also be viewed inside the FMS and, for some processes, it can also be
flagged as approved or rejected by the costing clerk.




ACCOUNTS RECEIVABLE

Once we have all of the supplier invoices and relevant supporting documents in the system,

we generate our accounts receivable statements. We produce the transactions in our Oracle
Accounting System, after which they go through PlanetPress, where they are input into a specific
form and released as statements. Each statement is then stored in Laserfiche.

If the customer has opted to receive statements electronically, they are emailed. Otherwise, they
are printed and mailed directly. Statements and invoices are also made available on the Avis
website.

Here is a diagram of the entire process:

Proposed AR Process: Oracle Statements Phase 1

Oracle
St _
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if required
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Here is a sample email message:

== o= GRMMAUMNT Invoice - Message (HTML) P e —— |
| Meszage Lagerficha = '@
I 3 K o B . ¥ ! *
| &5 lgnore x 4 il 1 & -1 Personal 1. I Fies .o R el ﬂﬁ 4
—® W W @ G ToManager = | 7= ] onenote | g Categorize - By
! k= Deiete | Reply  Reply Forward - | Mawe Translate .~ Zoom
iy Junk Al iy v 24 Team E-mail & =] Actions = | ¥ Follow Up = - g =
| Delete Respond Quiick Steps Move Tags Editing Zoam
From: & incent Kely Semb Tus 237113011 10026 AM
I o = Vincent Kelly
o
Subjed: GMBAALIMNT Irnraboe
| Message ﬁ,;GMM.!.L,IMNT - Inwoice 3215555 - part 001 of 001.pdf (273 KE)
|| Dear Valued Client, e
Attached please find the requested document.
| Vincent Kelly -

We have implemented a custom Laserfiche plug-in that allows the debtors clerk to generate a
single PDF document of the statement/invoice and all of the supporting documents.

il Charge Out Invoice - 1328663714 - 3281625 - Laserfiche
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i File Edit Wiew Tasks  Annotations
| R ALY peysiledioN
i Image {-‘{9,

%,
AVIS % o Services

L& Tovoice Re-Processor

Tw

| PENEER

Detalis

foies
a8 FTY (LT) Inchada Suppeding Docs
NISSAN MAU HAINTER
B3> BOX 911 010
HOSSLYE
qQzd0 Emal Address / Folder Name
)
Person =
1 = ) = [
. T
1 v v
Charge o woice 132B663/14

4780106102

-HOV-11

HIGSADMING

1281625

i

3336453

CA224073

Pal

ge 1 of 1

Aot




7 S

The document is also watermarked as a “Copy”.

i J
=T=) \5 el =1
AVIS Ficet Services
KISSAR A PTY [LTD] Cusiomer VAT Fiesg. Mo. ATEOLDE102
KISSAN AU MATNTENANCE CHANGE OUTS
FD BOX §11 010 Diane F1-NOVW-11
ROSSLYN
Aooount Humber HIGEADMTIND
azaa
Cocument Mumber IZE1a2S
Contact Permaon : -
Driver : ADEEQICODOADD1LZO WLVA Mo 1320663
Reg. Mo CAZZ407I
Charge Out Invoice - 1320663714 Fags 1 of 1
DOsitalls Amourt
1 30990 SENVICE x Z,asz.an
COST CENTER : HARDEODY : HARDEBOOY
FRODOCT T MaAD
[ n sl 2= : NISSAN HANDGODY 2.5TDI LNW [DE)MFI0O0
CISTOMER NEF : NfA
ORDEM  NUSEKR 1 4413775
ORDEm OATE @ 23foef11
SUIFTFLIKE MANME : CHEFIEE - OMH PINETONE (044L00D)
IEVOICE MUMARE : 41454575
ETLOMETERD : Ddassaa
7 TOTAL (Exd VAT) ’ 530
Hank FIFET WA TIONAL BANE VAT Clamaibic:
e - N VAT " 4000
eanch CORFURA TE COFIE BAMKING JHE " Aos-oo
Due for payment by- 01-JAN-12 TOTAL " 3,297.07

You can download a full version of the plug-in code (written in the Laserfiche SDK 8.0) here:

http://www.laserfiche.com/SolutionExchange/WPMetadata/uploads/2012/05/DebtorsPluging_reversed_code.docx
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We have also made use of the Laserfiche SDK on the Avis website. Customers can log in, find the
relevant invoice and view it as a PDF. Our custom script retrieves the required document from
Laserfiche based on the metadata acquired from the FMS for the specific customer.

Search and Downlead Invoicoes

Documeant Number |
Transaction Type !
Transaction Number

- A |

; |

! Reafresh the search results.

: Export the search resuits to an Excel spreadshest,

: Expart the search results to an Adobe portable {POF) document.
¢ Downdoads the invoice.

G

Skart Date ;20010672
End Date @ Ai142492 - Note : You may type values in the input fields inside the search results
i o filker on document number, transaction number, transacbon bype,
Registration Mumber : | | mober vehicle asset number or vehicle regiElrabion number
A Mumber ¢ | | You may sart the search rasults by clicking an the column header.
Search |

i
Biooumert Number Generated Date Tramsaction Humber Trancacion Type WiVA Number Feq. Humber
| [ ] I ] [ ] L m
L Fe k] 21103 15HHEELTR Charge Qut Cradit Bole 1520884 BIBERYGE
Lraticil ] 21100 1520654.,T Charge Out Inwoice 1520884 BIEERYGE
ALl 20112103 150H:54TH Charge Cout Invoice 1320054 BISSRNGE
RaeneE? 20111171 1320802 Used Cars Repair Invoice 1312030 XRH38GF
3IB5044 2011/E1/21 132 Used Car: Repair Credit Mots 1320534 XTEETIGF
3283039 20112121 1EC0asd2E Used Cars Repair Invoice 1320588 XTZLTIGE
39128 20111150 15306440 Charge Cut Credit kote 1520584 EIZSRNGF
2291353 20111130 1520684, TH C Charge Out Credit Mote 1532034 EIZERVGF

GBS

BENEFITS OF LASERFICHE

As a result of streamlining our accounts payable and receivable process with Laserfiche, we have
found the following benefits:

e Improved customer service. Issues with invoices can be addressed while on the phone with a
customer or supplier by simply searching for the invoice by order number in Laserfiche.

e With documents linked together in Laserfiche, a clerk does not need to go between
departments looking for information, but can access everything with one click.




FRANKLIN
COUNTY, PA

Industry: State and Local Government
Number of Employees: 501-1,000
Headquarters: Chambersburg, PA

Existing Laserfiche integrations: Jail system

Named after Benjamin Franklin, Franklin County, PA, was established in 1784
and today has 140,000 residents.

The county first implemented Laserfiche in 2000 in the Commissioner’s Office
to simplify document sharing. It upgraded to Laserfiche Rio in 2010 to make
Laserfiche the foundation of its disaster recovery plans. Currently, 36 out of 56
departments use Laserfiche, and there are 40 active workflows running across
different departments.

The deposit slips workflow, which is used in the Treasurer’s Office, has saved
Franklin County $7,000 per year in printing costs. Here’s how it works.



Ed Yonker, Application Software Specialist at Franklin County, PA, walks
through the deposit slip processing workflow used in the Treasurer’s Office.

THE WORKFLOW

A staff member in the Treasurer’s Office fills out an e-form with information about new bank
deposits.

s Franklin County Treasurer L ]
Yo i ) Cash Daposit Slip
Departrment Nurmbsar ! Submitted by: [ ~ MELGDY BHUMAN |
Email: [} = lsamangce. franklinpnus |*rone Sumsec [T Fa100]
Transaction Date! [ Laradir0al|
Recened from or Payor: [ TREASURER |
Explanation: | l
Additional Explanation | FW

*** Deposit Breakdown ***

** Deposit Aliecation =**

L1900 EUE 00 e £Asev00 S i a0 RIS
01139000 $10.00.
THIRE,00.




Once the user clicks the “Submit” button, the form is submitted and saved in the Laserfiche
repository. The eForm fields are mapped to template fields that are automatically populated
during the import process.

. Metadata 2

Fields | Tags1 | Links._| Versions | Signatures

Template: DepositSlip -
DepsSlip_Trans_No
2547

Dept Number
139

DepSlip_Recd_From
MELODY SHUMAN -

F) ®

)

date yymmdd
2012-07-24

email _
mfshurnan@co.franklin.pa.us -

B B

DN, Mok
$385.00

DepSlip_Deposit_Date
07/24/2012

DepSlip_Category
9900 - Primary -

DepSlip_MNotifyTaxOffice

@
B &

DepSiip_Clerk
Melody Shuman -

[ Add/Remove Figlds. 1




e Laserfiche Workflow uses the “Retrieve Field Values” activity to extract those field values for
use as tokens in the rest of the workflow.

e The actual deposit slip is now moved with the “Route Entry to Folder” activity to the “Pending
Cash Receipts” folder, where the document waits for the actual money to come into the
department.

e Since the deposit should be received within two business days, we use the “Deadline” activity to
enforce this time frame.

- If the money is received at the office by the courier, the “DepSlip_Deposit_Date”,”DepSlip_
Category” and “DepSlip_Clerk” fields are changed and the deposit slip moves to the next step
in the workflow.

- If the money is not received in the specified time frame, an email notification is generated
using the “E-mail” activity and sent to the department that originated the deposit and the
Treasurer’s Office that this money has been overlooked or misplaced. Workflow then uses
the “Wait for Entry Change” activity to pause the workflow until the money is received and the
corresponding template field updated.

¢ Next, we use the “Retrieve Field Values™ activity to generate updated tokens for use in the
remainder of the workflow.

e We use these tokens in the contents of a text box annotation, generated with the “Add Text Box”
activity that is added to the deposit slip. This text box contains details about the transaction.

Your deposit number 2547 has been received

by Melody Shuman in the Treasurer’s office on
July 24, 2012. This deposit will be made the next
business day.

¢ Next, the completed document is emailed to the originating department with another “Email”
activity and the “Move Entry” activity is used to move the document to the “Daily Reporting”
folder.

e In our county, regional tax collectors receive money due on property taxes. Whenever any
of the tax collectors brings funds into the Treasurer’s Office for deposit, the tax office needs to
be notified of incoming money. A “Conditional Sequence” activity checks to see if the value of
the “DepSlip_NotifyTaxOffice” field is set to “yes”, which generates an email notification to the
tax office.

o After the email is generated, and if the value of the “DepSlip_NotifyTaxOffice” field is set to
“No", a “New Deposit” security tag is assigned to the deposit slip with an “Assign Tags” activity.
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A separate workflow runs on a schedule and looks for all the documents with the “New Deposit”
tag, populates the SQL reporting database with the deposit metadata, and routes the document
to its final storage in Laserfiche. A manager can then generate a custom SQL report with
information about all new deposits that have been made.
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BENEFITS OF IMPLEMENTING LASERFICHE IN THE TREASURER’S OFFICE
As a result of implementing Laserfiche Workflow in the Treasurer’s Office, we have:

» Saved $7,000 per year by eliminating the need to print deposit slips.

e Saved one hour of staff labor each day.

e Increased transparency as the department now knows when to expect incoming money.




WILLIAMSON
COUNTY, TX

Industry: State and Local Government
Number of Employees: 1,001-5,000
Headquarters: Georgetown, TX

Part of the Austin-Round Rock metropolitan area, Williamson County, TX, has a
population of 450,000. The county implemented Laserfiche Avante in the human
resources department before expanding to the auditor’s office. Williamson
County plans on eventually implementing Laserfiche organization-wide.

The auditor’s office processes all of the accounts payable journal entries,
accounts payable transactions and employee purchasing cards (p-cards) for
both Williamson County and the Williamson County Community Supervision and
Corrections Department (CSCD).

Read more about how Laserfiche Workflow, in conjunction with Laserfiche Quick
Fields, streamlined the business processes in the auditor’s office.




Inky Chandler-Mertz, Technical Trainer, describes how Laserfiche Workflow ,‘
revitalized Williamson County’s Auditor’s Office.

DOCUMENT CAPTURE

Each department at Williamson County submits its own purchase orders and receives its own
invoices. The departments send these invoices and purchase orders to the auditor’s office. The
treasurer’s office is responsible for cutting the check. A copy of this check is sent to the auditor’s
office, where it is attached to supplemental documents such as invoices and scanned into
Laserfiche with Laserfiche Quick Fields.

The auditor’s office created eight different Quick Fields sessions, each one corresponding to a
different type of document:

e ACH payments

e CSCD checks

e CSCD p-cards

e CSCD wire transfers

e Accounts payable journal entries
e Williamson County checks

e Williamson County p-cards

e Williamson County wire transfers

Every document is separated by a coversheet with a barcode, which is removed during storage
processing.
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Here is a screenshot of the Quick Fields session that processes Williamson County p-cards.
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A Zone OCR process is used to extract the last eight digits of the credit card from the document.
The Pattern Matching process extracts the relevant digits from the credit card number to create
the p-card ID. This is how the auditor’s office configured this Pattern Matching process.

Pattern Matching

Page Range

Specify the page(s) to be processed:
Al pages
@ Pages: 2

Enter page numbers and/or page
ranges separated by commas and
dashes. Forexample, 1, 3, 5-12

Pattern Configuration

Configure pattems:

PCard id number = 3
Type: Token

Input: %(PCard 1D}

Pattem: sdrdvdPdHidd )
Match case: Yes

Retum: First match

Create Taken...




Here is a screenshot of the Quick Fields session that processes Williamson County checks.
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In this session, the Zone OCR process is used to extract the transaction number. The Lookup
process uses this number to extract related information from the Oracle accounting database.
This information is used to populate the associated document template. This is how the auditor’s
office configured the Lookup process.

Lookup - X

Database Selection l
Source: QDBC DSN (System)
Database: prod

Authentication: apps
Configure Source...

Configure your query by:
Selecting a table and columns

Table: WILCO LF AP CH.. = =

Column Walue

DOCOUMENT PROCESSING

Once documents are scanned with Laserfiche Quick Fields, they are picked up by Laserfiche
Workflow. The auditor’s office has one main workflow, which—based on the template assigned to
a document—invokes one of three other workflows.
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If the document is a check, ACH payment or wire transfer, it gets processed by the “Auditor - AP
Transactions” workflow.
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This workflow:
e Extracts the transaction number from the document template and converts it into a token.

e Queries the Oracle accounting database to fill in the remaining template fields such as check
date, entity, fund, transaction type, vendor name and vendor number based on the transaction
number.

Uses the “Pattern Matching” activity to extract the year and month from the check date.

Uses the “Date Token Calculator” activity to calculate the previous and next years based on the
current year.

Renames the entry to follow a uniform naming convention.

Routes the document to either the “General Transactions” or “Projects and Grants” folders
based on the value of the “Fund” field.




Here is a screenshot of the “General Transactions” folder structure.
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If the document is a p-card, it is processed by the “Auditor - P - Cards” workflow. This workflow
works in a similar fashion to the one processing AP transactions.

¥

o

2] Temp Get
(Get all fields from templates if populated

[ Guery Data

Aasign Field
Values
1 values to templats helas

89 Pattem QF

Extract Year and Manth fron

= {1} Paraliel

= 1] Rename File

= [+ y
=l 3] Move File = 4 Testfor Main Check

o, Moveto PCards
i _iaFEE! =3 b Known P-Card Number = & No P-Card Number

P-LCard Mumber is known Does not contain P-Card Mumber
gyae \aeEnaral |

ap Hename wih ap HEname Entry with
© 7 peard number " check number
i'l 4’ l_ ar .‘|- :I'"-".' Z|"_-:' an VEMEME '.:l' ICCC EI! g to transactic

USing Cnecs Numo cand number with onty Check numbser

i)

rana




The workflow processing AP journal entries works slightly differently. Since the CSCD has
a different fiscal year from the rest of Williamson County, multiple “Route Entry to Folder”
activities are used to distinguish the CSCD entries from the other entries to save them in
different fiscal year folders. Here is what this workflow looks like:
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All of the documents processed by the auditor’s office are stored in records management folders
with retention automatically applied. Checks need to be saved for 10 years while projects and
grants are stored permanently.

NEXT STEPS

Williamson County plans on completely automating the invoice intake process to enable
departments to scan in their own invoices directly without having to send them to the auditor’s

office first. This is the first step in making the whole accounts payable process completely
paperless.




GARFIELD
COUNTY, CO

Industry: State and Local Government

Number of Employees: 201-500

Headquarters: Glenwood Springs, CO

Existing Laserfiche integrations: New World Systems

Named after President James Garfield, Garfield County, CO, has a population
of approximately 60,000. The county implemented Laserfiche Avante in the
attorney’s office and has since expanded into three other departments with
plans for continued expansion in the near future.

In the past, finding information about payments and invoices required searching
in two systems—Garfield County’s legacy hosted document management system
and New World Systems.

Learn how Garfield County saves $24,000 a year plus staff time by integrating
New World Systems with Laserfiche.



Jenny Langhorst, Accounting Supervisor, and Tom Hardin, Systems
Administrator, demonstrate Garfield County’s Laserfiche and New World
Systems integration.

THE NEW WORLD SYSTEMS / LASERFICHE INTEGRATION

New World Systems helps local governments with such services as financial management,
payroll and human resources. With this New World Systems / Laserfiche integration, an
employee in any department logs into New World Systems, searches for a vendor and is able to
pull up images of checks and invoices at the click of a button.

Here is what this integration looks like, step by step:

1.An employee logs into New World Systems and types in the name of the vendor or a vendor
number in the appropriate search bar. When the employee presses “Go”, New World Systems
searches for all documents related to this vendor.

2.The employee selects the type of document to view. If the employee wants to view invoices, all
of the invoices related to that vendor are then displayed along with identifying information.
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3.Clicking on one of the invoice numbers opens a page with more specific information about
this particular invoice.

ounts Payable Invoice Inguiry

Invoica Batch Payment Information g Invoice Hat Amount &
Balch Depariment 10 - Finance Bank Account  General AF Checking imecnce Araurt $105.00
Balch Date  0TAS/2012 Papmen Tipe  Check Discaurt
Baich Humber  2012-D0000546 Paymeri Humber 153000 Fraighi
Bateh Descriplion Paymen Dl OFA12012 SHate Tax
Created by User  Kyra Markiecki Mznieal Check Counsy Tax
Cheds St Code Cityplpcal Tas
Chisck Cade Ritainage
Ivice P kbt
— . bervcece el Amound  $105,00
invaice Depariment 10 - Finance e mm : *
krecice Mumber 0BS54 Contact Manie  AMYTIME SEWER & DRAIN CO
Invoice Description REGAIR TOILET Deseriphian
Invaice Date D622 Addrass PO BOX 1349
Due Date  0THARKZ HIFLE, GO 81650
GALDate  OTHAR2HZ Ermiall Address
Received Dabe
Teims
Hedd Payment Reason

4.1f the employee wants to a view an image of the associated invoice and check, he can
simply click on the paper clip next to “Payment Information”.




5.0nce the employee logs in with proper credentials, the associated invoice/s will open in
Laserfiche WebLink. If this check has multiple invoices associated with it, all of them will

appear when clicking on the paper clip for this single invoice number.
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6.The document is displayed in the right pane, with identifying metadata such as “Creation

Date”, “"Vendor Name” and “Check Number” featured in the left pane.
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7.Documents can be easily exported into PDF format by clicking the PDF button in the WebLink
toolbar.

Print

Pages to Print: |1 -5
Enter page numbers and/or page ranges separated by commas.
Forexample, 1,3,5-12.

After downloading, print the document using a PDF reader (e.g.
Adobe Acrobat).

| Download & Print || Cancel |

BENEFITS OF LASERFICHE
e We are saving $24,000 a year by no longer hosting our documents in our legacy, cloud-based
document management system.

e Employees outside the finance department can find all the information they need in New
World Systems. Finance staff members no longer have to conduct searches on behalf of other
employees and can allocate their time to other tasks.







QUICKER BETTER SAFER
Accounts Payable

The accounts payable (AP) process touches every department within your organization.
When the AP process is inefficient, it doesn’t just make life difficult—it costs money.

Learn how a variety of organizations across industries have made dramatic changes to the
performance of their AP function by digitizing and automating the process with ECM
software, slashing the time required to make payments and eliminating conflict,
miscommunication and re-work.

This book contains a collection of customer solutions (including step-by-step instructions
and screenshots) for accelerating and simplifying the capture, processing, review and
approval of AP documentation.

“Laserfiche allowed us to go from a paper-driven accounts payable department to a
nearly paperless department. Documents no longer have to be printed, shuffled
around and filed. Instead, they can simply be uploaded to Laserfiche. Documents are
no longer ‘lost’ and can easily be accessed by anyone at any given time.”

- Faron Kraemer, Assistant Supervisor, Associated Grocers, Inc.

Laserfiche

Run Smarter®
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