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Basic Process Flow

e Add invoice to invoice register

 Complete Header record information (coding
optional at this time)

e Submit invoice to a workflow
* |nvoice goes through various levels of approval

» Approved invoices are automatically posted to
batch entry

Note: Do not currently use Purchasing module but do
process subcontracts in CM




Invoice Register
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nvaice Register List

FIET L e 2 i EMEY A PETTER SulLy OO a5 148
= || Teols = | View As = || Invoice Register Al 1 st i : HEHEY & PUTTER SHEPLY £ 42914

D ¥)| Status Company | Supplier
Drag and drop anywhere
in the grid (red box)
g 1/0 633
 Drag and drop one at a time or multiple documents
:: % nocsregsta W from file location or email (outlook plug-in required)
" o  Option to split pages of PDF to separate documents
e KRR « Use IDI functionality to monitor status or query any
1 Approved 1/0 ) . . . . .
- Submitted document in the invoice register

Approved *
Rejected *
Imvalid #

e QOutlook File Drag - Free, Open Source -
https://tonyfederer.qithub.io/OutlookFileDraqg/



https://protect-us.mimecast.com/s/kHj2CR6wq1CJyxAs9QYYw

Invoice Register

Tori Weissenberger ~ J.F. Brennan Co,, Inc Invoice Register-HR/PR
nvoice Register List
V¥ Mavigation =| Tools = View As ~ || Invoice Register-HRFR T . 7

% Content Management SECURE ID | Status * Company | Supplier Supplier Name

E Invoice Register-Unsecure
El Invoice Register-Legal
El Invoice Register-Safety
D: 11678 9 o|x

E Invoice Register-HR/PR
o Corporate a | T Bl @ | 3 Download ~ Header Opticnal Fields || Custom Fields
= Tenders SECURE HRPR v
= Projects
E Organizaticns
Save

» Document security using automatic tags to restrict
confidential documents
« Limit folder and tag access by XCIPIO security group
_—
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Example Invoice Submittal

and Email Integration

e Header Opticnal Fields || Custom Fields
42 ok | WFitto Width - | a | Tr Send Invoice 0 [ox
CYLINDER RENTAL INVOICE ID: 10983 - Pag... v | Date Received : 0&/13/2019 -
Send | (@ Discard | Template: ther.
Invoice Date : [EEINFIRE | =] Due Date: Ed| — @ LB Y @ Uiz
Company : 10 w | J FBRENNAN COMPANY INC To: twe'ssenaerger@_fare'lnan.com
Invoice Type MNon-PO w
CC: All
Invoice Number : 9951941403
o BCC: Al
Invoice Description :
PO Mumber : v Subject:
Subcontract Number : v Attach intemal FB220.PDF (intemnal) Attachments - | System Default v
Vendor : 2 w | AIRGAS NORTH CENTRAL
Attach external
Vendor Location : v
Project : 1/0/699019 | 2019 Emergency RR Font - Size - B I A~ m. = = =
Batch : Sw| |+
Total : 42 80 Please let me know if we received the materials in the attached invoice.
Discount Amourt - 0.00 | Discount % : 0.00
Separate Check : & Or please let me know what equipment number the attached invoice wvas purchased for.
Tax Code : v
Hold Code : v
v Email document and
Comments :

track correspondence

Document Type : 1NV Warkflow Sub-Type : | PM : Project... «

through log

Emiail Invalid Submit Save Close




Workflow Features

* Optional users at each level of approval

 Dollar limits by user and workflow with option to
auto approve below dollar limit

* AP review before final approval for use tax
« Multiple Project Managers linked to Job Number

with one workflow —

Dashboard || Contacts | Hotlist | Punch Lists | Transmittal Log | Communication | Email | Meetings | Transmi

1/0/204118 - Contacts

Select Mone Add - @ Delete [E Organisations && Contacts
| Client {0} |
Mame = = Type = 1 Organization * 2 Project Role
| igiEs 13 | Brady Wateland Internal J F Brennan Company Inc lejec‘( Manager
| Sub r (0) | Derek Armstrong Intern al J F Brennan Company Inc Project Manager
Zach Lucas Internal J F Brennan Company Inc Project Manager
| |




Sample Workflow

Tori Weissenberger + J.F Brennan Co., Inc Enable Workflow

orkflow Maintenance ® O | Workflow Grapical Display
Workflow: INVREG
Subflow: SHOP

Sub Types

INVREG <

Type Sub Type | Description Activate Selectable | Assignee Mail 1

s ot . . “
INVREG 180818

Arconic Grasse River Project

INVREG ACCT Accounting invreg.mail
INVREG BM BMI All Harbors invreg.mail
INVREG CFO CFO - Legal invreg.mail
INVREG CONTRIB  Contributions and Sponsorships invreg mail Stage 1
INVREG DIVE Dive Group - Patty and Randy invreg.mail
INVREG DIVESHOP  Patty - Randy - Ken P invreg.mail
INVREG DIV-OH Division/Group OH invreg.mail
INVREG DULUTH Yard Invoices invreg mail
e il Swart } [ Welke } [ Vongroven ] [ Ramey
INVREG ESTPC Estimating and Project Control invreg.mail
INVREG HR Human Resources all invreg.mail
INVREG HR BOB Invoices to Wendy then Bob invreg mail
INVREG IT Info Tech invreg.mail
INVREG METG Marketing invreg mail Stage 2
INVREG PAYROLL  All psyments invreg.mail
INVREG FM Project Mgr Workflow invreg.mail
INVREG RECEPT Receptionist - General Office invreg.mail
INVREG REJECT Reject Workflow invreg.mail Calart A& rovers 0
Steffes £ ML EETEE Shop Workflow
INVREG SAFETY Safety Invoices invreg mail Limit: 500
INVREG SHOP Shop All Invoices invreg.mail P&ppro‘u"ers
INVREG SUBC Subcontracts invreg.mail
o -
INVREG SURVEY  Survey invreg.mail User MName Selected
IREG VP-A I = P - —

INVREG WP-AM Ken/Paul Direct invreg mail Stage 3 ASWART Swart |:|

AWELKE Welke |

KTROCINSK] Trocinski [

Berendes . .
\ W
T TRRIVET Privet o

Box may appear to

select approver & ok Cancel

Peterson
Limit: 100000000




Notifications, Proxy

 Ability to designate proxy with dates
e Custom notification email

Proxy
Workflow Proxy Maintenance
) add Sy Edit (@) Delete

User From Date To Date | Proxy .
! Netifications
DARMSTRONG 07/01/20719 12/31/2019 TW360
Subscribe
DLAACK 01/01/20719 12/31/2019 TW360
) Add
ESTEFFES 071/01/2019 12/31/2099 TSKAU d
JERUEGGEMA 071/01/2019 12/31/2099 TSKAU M =F| =f|
KMOORE 01/01,/2019 12/31/2099 MRANDALL Description Frequency Dizabled?  Scheduled Date/Ti... Last Process »
Tell "Joyece Brueggeman' About JERUEGGEMA Workflow  ltems Diaily | 06/21/2019 13:00 06/20/2019 13:07 @?1
KMOORE 01,/01/2019 12/31/2099 TW360 -
Tell Karl Berthelot” About KBERTHELOT Workflow hems Diaily ]| 06/21/201913:00 06/20/201913:07 @
MRANDALL 01/01/2019 2/31/2099 KMOORE Tell Kevin Moore” About KMOORE Workflow  1tems Diaily | 06/21/2019 13:00 06/20/2019 13:07 é’
FBEREMDES 02/01/2019 12/31/2099 KPETERSOP | | 1e)l Lynn Wingerter About LWINGERTER Workflow Items Daily ]| 06/21/2019 13:00 06/20/201913:07 @
RJACOBS 01/01/2019 12/31/2019 JSCHERF Tell ‘Mike Michniak' sbout MMICHMIAK Workflow  ems Diaily I:‘ 06/21/2019 13:00 06/20/2019 13:07 @?1
Tell ‘Matt Randall’ About MRANDALL Workflow Items Diaily |:| 06/21/2019 13:00 06/20/2019 13:07 @?1
Tell Matt Vishing' About MVISHING Workflow  Items Diaily | 06/21/2019 13:00 06/20/2019 13:07 é’
Tell 'Sam Bernhardt’ About SEERNHARDT Workflow items Diaily ]| 06/21/2019 13:00 06/20/2019 13.07 @
Tell Dan Palen’ About DPALEN Workflow  Items Daily O 06/21/201913:00 06/20/201913:07 @
Tell ‘Adam Binsfeld' About ABINSFELD Workflow ltems Diaily I:‘ 06/21/2019 13:00 06/20/2019 13:07 @?1



Notification Email

You have one or more invoices ready for review.
Please do not respond to this email. To view your Invoice(s), please do the following:

1) Log into http://ipaddress/ecms/login.faces {use Google Chrome as the browser)

2) Select "CM Approval Queue" from the top right of main navigation bar {button has invoice count)
3) Select "My Approval Queue"

4} Click on each invoice to review image to the right

5) Complete the cost allocation section with appropriate coding

6] Select the "Reject" or "Approve" button above the approval queue

id Assignee Type Added Supplier Project
13866 MARKEBINS INVREG/MKTG 6/4/2019

14629 JSHARLOW INVREG/180818 6/10/2019

14642 CFAIREY INVREG/PM 6/10/2019 1/0/350918
14357 BWATELAND INVREG/PM 6/6/2019 1/0/204118




Approval Queue

Approval Queue IDI listing, Invoice Image, Header
iInfo and Cost Allocation in one window

Tori Weissenberger v | JF.Brennan Co,, Inc | My Approvals Queue ECMS v =]
Approvals Queue ® (o] | Approval em View L a=}
v Navigation @ Reject & Approve @, History & Source ctions [El Documents & = | hFittoWidth - ‘ a | = S P o Header Optional Fields | Custom Fields
w Workflow =] ‘f D: ~ | Date Received : 03/25/2019
My & I . . 0350, G4smn
B My Approvals Queue Submit Date Inv Amt | Project Supplier | CostStatus Inv No . s 03/29/2019 |[&] Due Darte 04/28/2019 |||
& Invoice Register-Detail UHUETZUTY TuuTo 373 CUSIEU UGS T LYNCH HOLIDAY MARINE INC |nV0i ce Invoice — e .
& Workflow Master 2019 73276 375 Costed 0324220-IN 108 CLINTON ST Invoice Type Non-PO
E - W Norn-P v
B Workflow Rules 2019 1,847.48 6097 Costed £237822 LA CROSSE, WI 54601 V ew . 128526
[l Enable Workflow /2019 1,790.36 B
& vokon s TR Window
Workflow Sub Types /2019 ,041.73 A I
TR pprova PO Number .
[l Checked out items. 04/04/2019 1,028.63 - - Bill To
B Proxy 04/04/2019 114829 Queue L|St| ng T g Subcontract Number v I N
E Queue /2019 771.30 :i‘lj‘.l:‘.ﬂ:h{\r\#:Jg,(|\ Vendeor : 477 v nvol ce
& Netifications 2019 322 5363 Costed 12188465 Vengor Location : v H ea de r
2019 462115 38 Costed 152589 Project : v
04/04/2019 2627173 1/0/201117 8963 Costed 1730018191 Batch : 3wl [+
04/04/2019 9,576.00 1/0/201117 8963 Costed 173-R018328 Total - 64450
04/04/2019 10,000.00 /07201717 3802 Costed 4 Terms Projact Discount Amount : 0.00| Discount % 0.00
AamzianI0 531 an 2427 fL— cAnezaaing L + +
04/08/2019 317.18 2332 Costed 110723 T
04/08/2019 £63.48 43 Costed 3164177 Email Save
04/08/2019 51 Costed w08489 T
04/08/2019 656 Costed Ws3333 © Add R Edit @ Delete @ Update Tax Code From Header | 4D History
04/08/2019 1.274.02 477 Costed 128525 Tools v View As ¥ | Default Coding View v TR I Cost AI Iocatlon l 1 record
04/08/2019 1,548.11 477 Costed 128524 v v v - v v ‘r
HIIE X L) (=] LEAEE) & | Distribution Co Co/Div/Job Number | Job Cost Code/Cost Type Amount  Description GL Acct (Remove Job/Equip No) Equip No (Remove Job/GL) Eqp Cost Type (with Egp No Only)
04/08/2019 517.50 4505 Costed 100121550 £ 0 644.50 7794 2
04/08/2019 543.33 912 Costed 1075698
04/08/2019 1,000.00 912 Costed 106442SHORT.

644.50




Approval Queue

Approval Queue IDI listing:

Approvals Queue LN

@ Reject & Approve L History & Source Actions [l Documents Click any columnto the ”th

of amount to view an invoice

& r
Submit Date Inv Amit | Project Cost Status | Originating User | Inv No Iny Date | Inv Type Subtype
03/05/201% 1,192.00 1/0/201117  Uncosted  ASWART 00532202 (252019 NON-PQ Fhd

03/05/2019 37,000.00 1/0/201117  Costed TsKAL 3 12/2019 SUBCONTRA... SUBC

03/06/2019 21400 1/0/201117  Uncosted  ASWART 02/20/2019 NON-PO Fm
Date invoice Uncosted
was submitted means the User who submitted
to the current invoice has not the invoice to you
workflow been fully coded
S —




Approval Queue

Invoice view window:

Approval em View

A2 Zn | Y _JFitto Width | b | ™ B © &1 v B [s] Download

Lo
([M-TDHFEHJJ ALTORFER|Click here to @ﬁ!ﬁﬁﬂa}

go to

Construction : Power Systergll : Ag Machinery : Lift Truck : Com . g : Rental Services
| remus: | desired MENT/RENTAL
page or use gVOICE
- Use these buttons to a_dd . the boxes to
text or comment annotations page up or Use the drop down
to the invoice. These are down. arrow to download
optional to m_clude when PDF with or without
downloading PDF. " IsfgﬂT . [s annotations.
ot boG, DATE wo| ue EHe via [ el
05155 11-29-18 10 WILL CALL 5E2Ta45
T MOEAL | SERALMUMBER | eouwsesrhusesn | weren neap MACH. LD NU MBER
AR AlS & |1534]UB3-22 | I .00 j.DEERHIE'I;."



Approval Queue

 Ability to restrict data in IDI views (filter on active jobs, non-
labor cost codes, active GL and equipment numbers)

« Rename or add notes to column headers

e Customize the view by security group and user

e See Invoice total, allocated and unallocated amount

« Update tax code from header to add use tax to all lines

& Add Q.‘, Edit @ Delete .:}" @ Update Tax Code From Header | 45 History
—| Tools v ViewAs ¥ || Default Coding View LT

W W W W W W
&* | Distribution Co Co/Div/Job Number | Job Cost Code/Cost Type Amount | Description GL Acct (Remove Job/Equip No) Equip Mo (Remave Job/GL) Eagp Cost Type {with Egp Mo Only)
& 10 1/0/201117 1090.45999 -C 5,000.00

5,000.00
Invoice Total: : 5,250.00 Unallocated Amount: : 250.00




Approval Queue

Header

Vendor :

Vendor Location :

Cptional Fields

Custom Fields
7870 w | OLD DOMINIOM FREIGHT LIME

W

Approve, reject or resubmit to

another workflow

Emall tracking and log available
Approval comments

After approve or reject
automatically moves to next

Invoice in queue

Project :

Batch

Total :

Discount Amount :
Separate Check :
Tax Code :

Hald Code :

Lienor Mumber

Comments :

Status :

Document Type :

Re-Submit on Save
Approval Users

Workflow

Approval Comments :

Cost Allocation

1/0/180618 <ACCT : Accounting
EMI : BMI All Harbors
' YCFO - CFO- Legal
14580/ CONTRIE : Contributions and Sponsorsh
—|DIVE : Dive Group - Patty and Randy
-\ DIVESHOP - Patty - Randy - Ken P
DIV-0H : Divisicn/Group OH
ESTPC : Estimating and Project Control
HR : Human Resources Al
T Info Tech
METG : Marketing
TPM - Project Mar Waorkflow
RECEPT : Receptiglist - General Office
SAFETY : Safety Invices
SHOP : Shop All Invdlces
SUBC : Subcontracts
SURVEY : Survey
WP-AM - KP Direct
NV Workflow Sub-Type | SHOP - Sho..

Q
KTRO Kl - Kyle Trocinski

(o

Submitted

Email Log

Email Save Clo



Invoice Register — Detall

Query and Download)

 Contains all invoices at various stages for query and download

* Invoice Register restricted to only users who can drop in invoices and
submit to workflow

Tony Privet + J.F. Brennan Co., Inc Invoice Register-Detail Download or email SiﬂQ|E or mumple ECMS + @
nvoice Register Detall List invoices by checking the box to the 05
left of the invoices. e
W MNavigation [#] Download B8 Email Submitted
W Workflow Approved
B My Approvals Queue Company : [EE w | J F BRENMAN COMPANY INC Include Cost Distribution Lines / :;?:I(i:tjed
I B Invoice Register-Detail I Invoice Type - — Non-PO ar Status:
Project : w Subcontract Vendor 7478 w | AUTO VALUE
VI S n N M VI =
Invoice Date Start DFOD down and select "Invoice Lines Invoice Date End =
Get Results - Non PO" to see detail coding
Tools = Yiew As * || Invoice Header Al v | - 2 35 records
-
| — il r
|:| ID T | Comp...  Status WVendor WVendor Name i otal Inv Amt | Cost Status Invoice Date | Invoice Type | Invoice Number Ir™
a’ 51 1/0 Approved 7478 AUTO VALUE ﬂ\ppl‘f Slmple 26.36 Costed 01/10/20719 Nen-PO 516250008
filters using
w 50 1/0 Approved 7478 AUTO VALUE the box above 155.07 Costed 01/10/2019 Nen-PO 516250004
Use the tools [ 49 1/0 Approved 7478 auTovale | any column 110.74 Costed 01/17/2019 Non-PO 515045057
downioadgrid |  |f heading after
n n
; Get Results
view to excel D ——
[ -
T4 3

2,551.52




eCMS Content Mgmt

DEMO




eCMS Content Mgmt

* Next Steps/Wish List

— Indexing PQO’s, Recelving tickets, and Check Copies

— Additional document repository modules for fixed assets,
job master records, union contracts, etc.

— Link to T&M module
— Kofax OCR integration
— Improved validation within Content Mgmt
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