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The approval of purchase order related and non-purchase order invoices has traditionally

involved a protracted paper chase in many organisations. This can lead to many issues,

including loss of visibility in the process and mislaid documents, for example. In turn, this

can have an impact on responses to supplier enquiries and on prompt payment targets.

Integrated Business Solutions

The Integra Invoice Approval System
(IAS) has been introduced as a new
sub-module to allow the electronic
approval of invoices.

The business process enhancements
will enable users to save time and
money, as well as allowing
organisations to improve prompt
payment statistics.

Operation

The system allows invoices to be
registered in Integra as normal, and the
user then decides if the invoice needs
to be approved.

Using IAS in conjunction with either
the Integra Attachment Manager (IAM)
or a third-party corporate document
management system, organisations
can streamline the invoice approval
process.

If the invoice requires approval, an
email can be sent automatically to the
approving officer.

Here the user can electronically
approve, reject or hold the invoice and
insert comments without needing to
log into Integra.

Features

- Automatic escalation
« Easy to use

- Flexible

« Full audit trail

« Links to document management software

Where an imaging solution exists, the
approver also has the option to view
the scanned image of the invoice from
within the email system and assign
relevant general ledger codes if this has
not been completed at registration
stage.

Upon approval, the invoice will be
automatically passed for payment.

The solution includes full reminder
processing, where the user is reminded
that they have not processed the
transaction.

The system will also incorporate
escalation routines in the event that
the transaction is not approved within
the required timescale.

Business Benefits

Some of the features of IAS include:

«  Ability to enter and validate
nominal ledger codes online;

+  Ability to interact with email;
«  Automatic reminder processing;
+  Automatic escalation;

«  No physical invoices issued for
approval;

«  Ability to reject and hold
transactions;

+  Links to document management
software;

«  Full audit trail;

«  Handles both purchase order and
non purchase order transactions.

« Eliminate late payments fees and associated stock &

stamp costs

« Decrease costs associated with manual invoice handling

and data entry

+ Gain control of and visibility



Professional Services

Capita IB Solutions has an excellent track record of delivering expert support and consulting to Public, Private and Not for
Profit Organisations. Ranging from top-down business analysis and enterprise modelling to database design, application
implementation and tuning, a comprehensive package of methodologies, support, training and consultancy services has been
developed to ensure the success of all projects within a defined framework of quality, cost and time.

Our consultants can
work with you to ensure
your business strategy is
supported by coherent
and business-aligned
systems.

“Invoice delivery,
payment, and
settlement processes
are costly to most
organisations,
consuming employee
productivity and tying
up large mounts of
working capital.”

Technical Support Healthchecks Implementation &
Design
We offer a full Our regular We assist clients
range of technical healthchecks during all phases of
consultancy and review the solution the development life
support services to architecture and cycle, with teams
ensure the effective recommend changes or encouraged to acquire
delivery of your enhancements. the knowledge to
Integra solution. maintain and support

the systems.

As the paper copy does not need to Workflow
be sent for approval, this will enhance
business processes through the
elimination of the circulation of paper;
avoidance of lost invoices/credit notes,
increased efficiency and reduced costs The utilisation of workflow automates
in terms of staff overheads. work processes within an organisation,
enabling users to exploit the full
potential of the Integra system as well
as introduce significant business process
efficiencies.

Throughout the Integra system, user-
definable workflow can be set up to
automate internal business processes.

The module has been proven to save
time and money for Integra users.

It automates the tracking process,
meaning that accounts staff need only
chase invoices which have not been
electronically approved.
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