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Capture System Process

The Capture process utilizes the template pages developed to create invoices containing the information
extracted from your electronic documents. The resulting invoice batches are presented for review and can be
modified prior to posting. The following instructions will explain how to use the system to save time processing
your accounts payable invoices.

Running Capture:
The following steps will explain where to locate the Digital Invoice Capture feature and how to initiate the process.

e Access the AP Batches screen by clicking Daily > Accounts Payable > A/P Batch List from the

main menu bar.

e Click “Digital Invoice Capture” from the menu icons:

Home Records Daily Budgels Reporting Tools Selup MonthEnd  SignOn  Help  Favorites

1 NewBatch 7[[jAddtoBatch [fEdit [ DualEntry Edit X Delete M Post <=Filter g@import |[7=|Digital Invoice Capture| [2] Refresh {@Reports

e The “Digital Invoice Capture” window will display:
Digital Invoice Capture ¢)View Help

Preview:

Upload or take a picture of a document from your camera to attach it to SGA and parse text from it.
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e Click to select files from which to Capture invoices.

@ Upload Image

e The “Select images to add” window will display:

Select images to add ( jpg. .jpeg. .png, -bmp, gif. 4if, tiff, pdf (that contain an image) are
supported) {}View Help
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e You may drag and drop files from your desktop, email client, or other location directly into

the “Drop Files here...” box. Or, you may click “Select files...” and a Windows File Open

dialog window will display.

o All files that are selected will have their file names displayed:



Selectimages to add (.jpg. Jpeg. .png, .bmp, .gif, .tif, tiff, .pdf (that contain an image) are
supported) {3View Help
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945_5559454.pdf (1.10 MB )
80939277 pdf ( 369.35 kB )
report (1).pdf { 628.52 kB )
Document34033.pdf ( 231.73 kB )

= ==

o |If additional files are needed, complete Step 6 as many times as needed.

e Click “OK".

e |tis important to note that since the system reviews each document on a page-by-page basis

there is no need to individually scan invoices into single electronic documents.

e The system will review all files selected and present thumbnail images for all document

pages.

e By clicking or to cycle through all invoice pages selected you may review to
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ensure all desired information is present.

e Should an invoice page be present that is not needed you may click . A system dialog

A Remove

will appear asking for you to confirm you intend to delete the selected page:

Image Remove

Are you sure you want to remove this image?

Yes No Cancel

o If a page is deleted it may not retrieved. To re-add it its source invoice will need to be loaded

by following Steps 4-10.

e Once all invoice documents have been selected and desired invoice pages are present, click
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