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1.0 AlternatTiff Installation

Before logging into ePM, alternattiff should be installed on PC to view images in the correct format.
Following is the procedure for the same.

Install AlternaTiff

On the home page click on the tab

2 Welcome To ePayables Manager - Windows Internet Explorer provided by Datamatics Global Services Ltd.

x
File Edit View Favortes Tools  Help o

eﬂack = -J E @ :h psaarch H;r\\'fFavorites @ Bv ; > l_J ﬂ .‘3

Address |48 hetp: //172.1,101,45{DarfietalMainGcreen, aspx v GD Links **

)

Datamatics Global Servi

>

Services

D hraugh T

Contact Information

Forgot Passwaord

Unlock my Account

Mew User Reqguisition

Install AlternaTiff

ePM v1 .13 Ref Guide

Shbout SEL Cerificates

userName:[ ]
password:[ |

\—_—J’_’/

@ http:ff172.1.101.45/Dorfretalf & Internet

74 start EOASOODSONSE o

1S mi Ft ... [ Drafts - Mi... E® untitled - ...

Following window will be open. To install the Tiff Viewer Control follow the instructions as shown
below.

Use first option of ‘Alternate Tiff Online”
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R https:/  www.epayablesmanager.com - Install AlternaTiff - Microsoft

===l

Install TIFF Viewer Control
Zlick here to install AlternaTiff automatically.

Steps ta install AalternaTIFF manually .
“ iclt here to register altermnate Tiff online.
W provide your details while registering online. {Rame ,email addraess)

W ror advanced users of Intermet Explorer 4+.= and higher download: alternatffc-1 8 2. &mp and
run the batch file.

“*If vou are unable to register online then please call your technical person for further
assistance.

=
I_ Dons I_ I_ I_ I_ E Ii Inktsrmst L
Click on “Click here” and following screen will appear. Click on install.
Internet Explorer - Security Warning E'
Do you want to install this software?
Mame: alternatiff-ax-w32-2.0.3.cab
Publisher: Medical Informatics Engineering
More options Install ] uun't Install
g wehile files from the Internet can be useful, this file type can potentially harm
wour campuker, Only install software From publishers wou trust, What's the risks
Next screen will appear. Select Automatic Registration and click on next.
Prepared by - DGSL 3
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AlternaTIFF plug-in registration

The AlternaTIFF plug-in is free

Firsk,

laker time, Yau will nat be able
woll can stll save them ko disk,

be used to view images, There are bwo methods of registratration available,
Please seleck one and press Mext, IF wou're nok sure, try Aukomatic Reqgiskration

‘ou can also press Cancel to continue without registering, and register at a

of charge, but must be registered before it can

ko view images with it unkil it is reqistered, but

{+ {Aukomatic Registration (Se

nd reqiskration direckly owver the internet

Simple; requires an inkernet

" Manual Reqistration (Fill out a Form on a web sike)

Mot quite as simple; reguires some type of web access, buk does not require
a direct inkernet connection,

| Mext = | Cancel |

Enter your personal detai

Is as mentioned in below screen: -

‘—:I F Calibri [Eody} s = F—swiaaetma | | = =S [T ] | A,&,
Paste [ —_ Y = e
- |é, RS- S G AlternaTIFF plug-in automatic registration =
plug B
Clipboa = |5
AlternaTlIFE - ActiveX | Please make sure you are connected ko the internet, Fill aut the Form below, =
: E then press Mext.
/ N Any information you provide will be treated as confidential, and not be revealed
N ‘Altel naTIF]‘: ko any other company,
Explorer
e Marne (required) | shailesh
@ | =) Q& e ltETaTIFE |
TIFF viewer not red
" o Address | &ndheri
~N
g Phone number | oos7
Fax number | 0097
3 E-mail address (required) |shailesh_mc-hite@datamaticstech.-:-:-m| = X
m Done < Back | Mext = J Cancel | H100% -
i e | I
2 TS TR =
0 [ K Cancel HAI0%  *
: T— cws | [ ] |
2 |
| m

N == — |
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Click on next and send registration.

(D) lﬂ_“";g 5 Documentl - Microsoft Ward = S =k
L ]

| Home | Insert Page Layout References Mailings Review View '@

Paste

/" AlternaTIFF ActiveX control installation - Windows Internet Explorer

CE -G I AlternaTlFF plug-in automatic registration

Lol
| [AlternaTIFF - ActiveX | The AlternaTIFF plug-in will now atkempt to send your registration over the =
E internet, Press the Send Registration” buttan to continue, Tkt
i AlternaTIFH
i Explorer

ltermaTlFE i

TIFF wigwer not red

%

5 < : >

Done < Back | Send Registration I Cancel H100% -

Page: 2012 | Weordn0 | (5 1] ()

_H.’ start % DORF... - 3k, - ; 5:02 FM

Page:3of3 | Words: 0 | iﬁ |

‘4 start e re” fz DORF... o v B Micros.. /amk.,. - T Docu.. B &) 5oz

Once installation is completed system will show following message.
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(O H9-4 s Documen rosaft Ward - = X
- Home | Insert Page Layout References Mailings Review View '@
i ‘53 4| calibri (Body] S PP R = e S —_AA o
P_aste z I-_|I_IE| & | |Editing
[ - & | fittp: /vy, albermatiff.comyinstall-i - -
| Clipboa ~ll=
Té AlternaTIFE = ActiveX installation] — = =
. ? m
; AlternaTIFF ActiveX auto-installation for Internet
N Explorer
- (@[] [Q ¢ BjF [AEaTIRE |
- TIFF viewer not registered. Click hg
i AlkernaTIFF registration successfull
- :
b < | >
Done € Internet 43 7| ®|i00% -
- Page3of3 | Wordno | (5
_-.* “start AR L. Sm2FM *
=

Page: 4 of 4 | Waords: 0 | (ﬁ |

74 start e r e

o -Ig--
[ 3Int... = E Docu,,.

ﬂ f‘f‘ 502 PM

& DORF... & 3 wi..

» | ] Micros...

2.0 How to log in E-Payables Manager:

E-Payables Manager (EPM) is a web-based application that is accessible at
http://220.227.52.32/DorfKetal/MainScreen.aspx

Following is the home page, which will be displayed as you type in the address of the website:

Prepared by - DGSL 6
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2) Welcome To ePayables Manager - Mozilla Firefox ‘Z”E”zl

Fle Edt Yiew History Bookmarks Tools Help

Icome To ePayables Manager 59

& & | [} Datamatics Slabal Services Inc. (US) | https: . epayablesmanager.com 77 - |4~ cooge

Datamati - . .
D Home — About Us  Services  Contact Us  Log Out

e-Payables Manager

Cantact Information

Forgot Password

El unlock my Account

El Mew User Requisition

[l install AlternaTiff

ePM Ref Guide

F\ verisign
Trusted

VERIFY S

About 551 Certificates

UserName:[ |

Passwordz| |
=D

Search Dieskiop S mlg = Ill @) v @ IPETS enaem

Put the User Name & Password

*Change in Password for new user when log in first time to EPM

E-Payables Manager is a package of high security and confidentiality. To protect against the misuse
and alteration of the information under our control, we endeavor to safeguard the confidentiality of
personal information by means of Secure Sockets Layer (SSL) incorporated with Internet browser.

We enforce strong logon credential policies hence we recommend changing your password frequently
helping protect your account information.

When the approver approves a new request, the requester can login using the user id and password
provided in an email that is auto-generated by the system.

New approved users can logon to the system through
http://220.227.52.32/DorfKetal/MainScreen.aspx

Change Password Screen:

Prepared by - DGSL 7
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Change Password

User Mame |
Current Password |
New Password |

Confirmm Password |

Change Password Cancel

Password must be at least ten characters in length and the maximum length must be 16 characters.
(Longer is generally better.)

e Password must contain at least one alphabetic and one numeric character.
e Password must be significantly different from previous passwords.
e Password cannot be the same as the user ID.

e Password must be a combination of at least one upper case character, lower case and digits to
strengthen the password.

e |t should not be information easily obtainable about you. This includes license plate, social
security, telephone numbers, or street address.

3.0 Access to EPM for Dorf Ketal

Ell Invoice Look Up

| : This option provides rights to search or look-up invoices

Ell Sueues For Approwal

: Rights to approve invoices

=

Ell My work Queues : Rights to view all the queues in e-Payables Manager.

Invoice Look up: Rights to search or look-up invoices in e-Payables

This function will help to search any invoices using one or more of the search criteria.

Prepared by - DGSL
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Invoice search screen —

Invoice Look up: Rights to search or look-up invoices in e-Payables

This function will help to search any invoices using one or more of the search criteria. Note that the
more search criteria entered, the fewer results you will receive.

The % sign can be used as a ‘wildcard’ during searches - either preceding or following a character
string.

Example.

e % Will provide all results

o %123% will provide all results that include 123

o %123 will provide all results that end in 123

e 123% will provide all results that begin with 123

Invoice can be searched by any of the following criteria

Invoice Number,

Vendor Name

Vendor Number

Received date (with range option)

Invoice date (with range option)

Invoice amt (with option of equals to, greater than etc)
IRN number

Purchase Order Number

Voucher Document Number

Batch Name

Prepared by - DGSL 9
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{= ePayables Manager - Invoice Lookup and Search - Internet Explorer, optimized for Bing and MSN

G\i;v [&] hetps: 0. ereceivablemanager.comdor sl ook p s ~[ 3 [[&|[*][x] 2¥ so0q=

Fle Edt View Favortes Tools Help

3 B windows Live |Emg B - © What'sMew Profle  Mal Photos Cdendar  MSM  Share #H- B - o Signin
x Gor glc| v

29 search -«

© . More»

SignIn &, -

ol Favories | o [ sugoested sies = ] web ice Gallery +

| (& ePayables Manager - Invoice Lokup and Search

‘ & - [ d® - Page~ Safety+ Toos+ @+

Different
search
options

Home — AboutUs  Services ContsctUs  Log Out

Welcome Approval_1, Login Time : Thursday, December 29, 2011 7:48:45 AM (EST)

e-Payables Manager

"Use % for Wild card Search.... Enter Date as MMDDYYYY"

J: Invoica Amount [ selact Conditi| ¥

e — it T e N L v ] n—

El My Work Queues

Bl Queues For Approval | | 100 mant Mumber | Sales Tnvoice Referance Humber[ | IRH| | Batch Hame |

E Change Password

[l Account Information Frst ordar by Sscond Ordar by Thid ordar by

Ell Reports\misc Total :0

E Show full screen

v

Done & meernet Fy v Haioowm -
r— .

iy Start {2 2 Inkernet Explorei ore 0

Search Diesktop

Once you click on Search option the results will be displayed as shown in below screen.

The results will be displayed 5 per page.

Prepared by - DGSL 10
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= ePayables Manager - Invoice Lookup and Search - Internet Explorer, optimized for Bing and MSN
G~ (Bl e com [ & [B][+][x EE

File Edit View Favorites Tools  Help

% B windows Live [ - | whatshew  Profle  Mal  Photos  Caendar  MSM share - B - odg Sign in
x Go g[f| v‘-" Search * | ' More>> signIn S -
i Favarites | 55 [0 - £ -

| @ sPayaties Manager - Inveics Lookup and Sssrch ‘ Biv B L0 dm v Poge- Safety - Toos~ @e

vicstoktn Inveice Ameunt [ Selact Conditi %
My Work Queues
< For A sal .
Ell Queues For Approval Consignment fumesr[ ] Sslss Invoics Aeference Number [ | IRH] | Baten_Hams | |

El change Password

[Ell Account Information First Order by [ salact Sort Field - % Second Order by [ salact Sort Field - W Third Order by [ select Sort Fiald - %
[Ell change ProjectCode m Export to excel []Display selected record

Bl Reportsivisc Save as a Comma Seperated Excel File
[Ell Show full screen Total :10
Sales
Invoice |Image| PO Invoice _ Received |Supplier . Invoice |Consignment|Reference| Invoice | Invoice N
Tacrory)| Gnicpll rsber DSl Lo =t anker HA Date # ErpmLETE| A Number el e e e e
Number
E-CON
=1 1= 151054 |02122011 (2248 2000000004[11212011| 12245 E;?KiEE[NE 102434.00 ’Ev"SRREL INR 1229;201- 4
LIMITED
DEEPAK a o01-
= = 333634 (07112011 374 2000000001 (1121201112345 |INDUSTRIAL [4287.50 REDIATOR m TEPO G0 1
SERVICES ’
=] =] 10152011 2000000003(11212011 0.00 Ig;"_};?m' 3
SHELLITE L'EQIT'&L TEPO-001-
= = 10152011 [NP170065A2 2000000005(11212011 (12345 |MADE FIEER  [39300.00 ooy |uso Tozras 5
CORPORATION s ’
KGS
\“/ ] =] 10152011 2000000006 | 11212011 0.00 o™ s _
1z
v
& mternet fa - ®i0% -

se .6 KLY € le

—
] -
+g Start /= 2 Internet Explorer

Moving on to next Page:

To move to a different page within the results, click the page number at the bottom of the matrix.

Exporting to Results:

Results can be exported to Excel or .CSV file by clicking on “sSave as a Comma Seperated Excel File”
Clicking the link will export all search results on all pages.

Invoice History:

Clicking the blue icon = under ‘Invoice History’ will display the invoice history and timeline.

Invoice history |

Inwvoice | Inn /-dn:E——.nwun:E) Amount | Received IRM Yendor
History 5 Nuniber Date (7] Date MNanue

— |

B = 132357 olozz2007 | 31.96 012322007 |WDrFO0sds2

You can see the Invoice history as shown in below screenshot.

Prepared by - DGSL 11
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Invoice History and Time Line Report

Export to excel

Date of Modification
6/30/2008 1:114:31 FM
Ef3/2009 6146128 AM
E/3 2009 7:19:25 AM
6/16/2009 6:43:31 AM
Ef16/2009 &£:45:18 AM

Invoice Status
Scanned

Mewlnvoice

Men-Saonfarming

Rezponse

Cornplete

Batch Name
DBEDEBE-001-1Z22507
DBRDEB-D01-122807
CEDE-001-122207
DBRDEB-D01-122807
DBRDB-001-122807

Inwoice Id Modified By
1 APdemouser0d
1 APdermouzer0d
1 Apdernouserdl
1 apdemouserld4
1 apdernousern?

Time Elapsed

0-Day(s) OR O-Hour(s)] OFR O-Min(s)
337-Day(s) OR 5105-Hours) OR 486331-Minute(s)
0-Davy(s) OR O-Hour(s) OR 22-Minuta(s)
1z-Dayls) OR 31l-Hour(s) OR 18684-Minute(s)
0-Day(s) OR O-Hour(s) OR 1-Minuta(s)

This can be exported to Excel by clicking the ‘export to excel’ link. Clicking on _ will
return you to the search screen.

Opening

an invoice:

To open an invoice image, click the orange icon = | {0 the left of the invoice information under ‘invoice
link’. Doing so will open the invoice image to the following screen:

Inwvoice | Intage Inwoice Inwoice Anwount Receiwed IR Werndor-
History | Link: FMuniber Crate (3] Crate Marnme
== = 1=257 oi1o0zZzz2007 1.9 o1z9zZ007 WD FOs0s 2

4.0 Display of Invoice information:

Invoice information is listed on the left of the screen, including current status and notes regarding the

invoice.

Prepared

by - DGSL
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= e-Payables Manager, Invoice Looklp - Internet Explorer, optimized for Bing and MSN

S N T cam *[&1[B][+][x] A |E2E

hr

File Edit View Favorites Tools  Help

% B windows Live [ - | whatshew  Profle  Mal  Photos  Caendar  MSM share - B - oay Sign in
x Go glz| v‘-"' Search * | ' More>> SignTn W, -
i Favarites | 55 [0 - £ -

| @ s-Payabies Manager Invoics Looklp ‘ Biv B L0 dm v Poge- Safety - Toos~ @e

—
Datamatics Global Services
Delivering Value Theaugh Technolagy

Home . AboutUs  Services  Contact Us = Log Qut

e-Payables Manager

Welcome Approval_1, Login Time : Thursday, December 29, 2011 8:12:38 AM (EST)

Returmn to Matrix a
Ve
°G Number SR|e [ ¢ Bl o o/f = =1 Y] itermatiFr
Invoice Date 02122011 . o ~
Invoice_Number A{f/ 201 \,mf
IRH eins , H o 002241
- Inwvoice for Remowal of Excisable Goods from faclory or warehouse on poynent o ity SR. NO'
Received Date W el (Unider Rule 11 of C. Ex. (No.2) Rules, 2002) 4
Supplier 2 12345
Suppler Name INVOICE / TAX INVOICE
e —— E-CO N PACKAGING PRIVATE LIMITED
Consignment Number [ ] (Formerly known as PREMIER HOLLOWARES PVT. LTD.
Ref Numb MS BARREL - o e ;
IE E_”E”‘CE umeer C. Ex. Reg. No - AAACPG6458 NXM 003 Postal Address © Survey Mo 1/1/3/1, Off.Chinchpada
nveice Currency - o a0p -
Sales Invoice Reference [ Narme of Excisable Goods METAL CONTANER Village, Silvassa-396 230
Mumber Chapter No./Tarilf Sub heading No. 73101090 0 Dadra & Magar Haveli (UT) India.
Status ECC No. - AAACP6A58 NXM 003 . : ) .
) Telephone No. : 0260 - 3949300
Pages T vl s Excise declaration No. & Date = A IS0 001,
9 GOMPAN
Nov. & Date of Notf. under which any . _ o
Datamatice Notes concessional rate duty are claimed E-mail . marketing(@pgpl.com b
Range . v ~ depee Vlensse st Ve, OppPotel Petrel Pump, | Custonier Purchase Order No & Datel TIN Ne.  : 26000002387 Dt. 29/12
sstomer Hot 1 S 0 Do & o 1 1 51054 ST.NO. :DNH/ST/2387 DT. 24.0°
ustemer Hotes Division " : ¢ same as above-: aasrs e ~eT MO L DNUESTSA1T DT 24, ¥

& mternet

Done

T = -
74 start £~ Micrasaft Ou... /2 e-PayablesM... | 3 Windows.., - | (0§ 2 Microsaft ... -

Viewing all the pages:

If the invoice has more than one page, you may flip to another page using either the drop down page
selector or the arrows next to the drop down

Pages= | 1 V|¢: &=

Enlarging and rotating images:

Using the controls directly above the image, you can enlarge and rotate the image as necessary, as well as
print/save the current page you are viewing.

Printing of pages:

To print all pages of an invoice, click on the green printer icon = to the right of the ‘return to search’
button

Email all pages:

To email all the pages of an invoice, can click on the envelope “ to the right of the ‘return to search’
button. Please note that any email sent utilizing this feature would not be recorded with the image. As
well, the email address that the invoices are sent from is not able to receive replies.

Detailed Notes:

Having your cursor over the notes section will provide the full view in a fly out box

Prepared by - DGSL 13
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A ePayables Manager - Microsoft Internet Explorer, provided by Datamatics Technologies Ltd. EI@I[EI

File Edit Wiew Favorites  Tools  Help .",l‘

eBack . 7 | \ﬂ @ _h /__\’ Search \it(Favuntes e} [_'\:v :_\’, l!)_.;l - _J ﬁ ‘3

Address @https:,l’,l’www.Epayablesmanager.cumfImageDisp\ayWithData.aspx'f‘tup:[ndexData.aspx?PrUject:W1D62608&b0tt0m=[mage.aspx?strFiIePath=\'\|smax02\GGAPIMAGES\ hd Go Lirks **

Datamatics Global Services
Delivring Value Through Technology

About Us Services Contact Us  Log Out

Harne

welcome AP-Auditor, Login Time : Monday, June 22, 2009 10:25:31 AM (EST) E'Pﬂyﬂhles Ma nager
:

S U (=) c [ Hide index data

Froject Code W1D62808 ~l

Invoice Mumber §|E||’§ﬂ [E]Iﬁ @IE IE‘| E|| J_| E|\i‘)‘ AltermallER
Invoice Date ~
Invoice Amount($) INVOICE P o

Vendor Mame DATAMATICS TECHNOLOGIES
Vendorhumper [

31572 Industrial Aoad, Sute 200
Livonia, MI 48150-1838

Telephone: (734) 525-4400 Lrvomce NuMBER: (30 5433-1H
Fax: (734) 525-4455

[zosogd0 | T —

T — o b 08704706
e — ) )

Document Wumber | Notes history

Saves Tax Cone:

Batch Mame DBDB-001-122807
|

Customer No.: [ 3-yNT

T
Pages 1 v MI 48150 Customen PO
S Viaz
Motes TONTACT TrRAMS:
NET 10 DAYS
s | QueasTny i

#pproval amount is les
Customner Notes  than invaice amount- a8
AALtesting: AP Processo

n A 009 7:13: 25 alapproval amount is less than invoice

Invoice Processing

AL €
INV

amount-AAL:kesting: AP Processor On; 6/3/2009 7:19:25 i
Your Motes A
|
R e w— | | 5
@ Done é . Internet

If your search returned more than one result, you may use the ‘back’ and ‘next’ buttons

m m to access invoices before or after the one you are currently viewing.

Note:
When you are done viewing the image, click on Return to Matrix. Failing to do so will lock the invoice

so that others cannot view it.

Similarly, should you time out or click the “back’ button @ Back on your browser; you will also lock
the invoice. It will be locked in your ‘my queue’ and you must open it from there and close out of it
properly to unlock the image for others to view. If invoice gets locked then it will be viewed in user’s
login in ‘my queue’

File Edit Wiew Favorites Tools ﬂerfD t | k B k
eBark . A oA O NOt CIICK On bac 7 _J ﬁ 3
\

option.
Address @https:)’Iwww.epayablesmanw

5

Datamatics Global Services
Delivering Vatue Through Technology

Acttéw1062608&b0tt0m=1mage.asDx?strFiIePath='L'LIsmax02'LGGAPIMAGES'L N E

Home About Us Services éCDntact Us

Welcome AP-Auditor, Login Time : Monday, June 22, 2009 10:25:31 AM (EST) B'Pﬂfﬂh'es Mo
;

Return to Matrix & k& [ Hide index data

Prepared by - DGSL 14
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5.0 Queues Access as per User Definition

Click on El My work Queues

<l ePayables Manager - Invoice Lookup and Search - Microsaft Internet Explorer, provided by Datamatics Technologies Ltd.

File Edit view Favorites Tools Help

eBack 2 L) \ﬂ @ h /:\‘ Search \:::(Favor\tes @ Eﬁ\:v :.\,'

module displayed on the left side of the below screen

-l B

s Global Services
Thaugh Technolagy

Welcome AP-Auditor, Login Time : Monday, June 22, 2009 10:25:31 AM {(EST)
'

& Wolters Kluwer

Invaice Look Lp

My Work Queues
Queues For Appraval

Received Date

Change Password From

Account Information

5] EPM Instance
(Change Project)

ReportsiMisc

Sl Show full
[El Show full screen S

¢

Address @ https: ffwwe, epayablesmanager.comfinvlookup, aspx £vs Go
e

AP-Wolters Kluwer

Primary Search Criteria

Inuoice Amount oo 1o Canditi v
4)

L —

[ e @

First Order by [.. gelect Sort Field -- %
==

Links *

About Us Services Contact Us Log Out

Home

e-Payables Manager

"Use % for Wild card Search.... Enter Date as MMDDY "

AL L — E—

Inuoice
Date To

vendortumber[ | powmber |

Batch
I e |

IRN |

L E—
Second Order by [ golact Sort Field - ¥

Third Order by [ .- gelact Sort Field -- %

@ https: v, epayablesmanager. com/quevelist, aspx

é ' Internet

My Work Queues

: Once clicking on this particular module, it will bring you to a screen that is

customized to your access permissions. You may see and be able to update select types/statuses of
invoices, as per your user definitions, of which My Queue will be by default available for all users.

Prepared by - DGSL
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(= ePayables Manager - Internet Ex, lorer, optimized for Bing and MSN T =1
ye ag P P B = =)
@\_‘/ﬂ [&] heeps erecei com N EIEERE ] |[2]-
File Edt Wiew Favorites Tools Help
3 B windows Live P& - © whatshew Profle  Mal Photes Calendar MSM  Share - B - oay Signin
x Go glz| v‘-"' Search * | ' More>> SignIn 9 -
i Favarites | 55 [0 - £ -
(& ePayables Manager Bi- B - [0 & v Page- Safety- Toos~ @~
) Invoice pending in
Datamatics Global Services 1
the respective Home | boutls | Serviess | Centact Us | Lag Ol
RR———p (| UCUC. e-Payables Manager
N
ey, FO NON PO
z Queue GRN Non-GRN Non PO
El invoice Look Up My Queue ) ) 0
Mon-Cenforming ] 0 0
My Work <
By wark quaua Responze o o 0
Queues For Approval Held o o 0
Change Password =

Ell change FrojectCode

Ell Reports\misc

EShnw full screen

53

& mternet fy v Hi100% -

.. - | (@ 2 Microsoft .. =

Queues are defined as follows:

e

> My Queue: Invoices that are locked by the user.

0,
o

Non-Conforming:- Invoices sent to DK buyers for their resolution.

e

> Response— Invoices for which response have been given by buyer

0,
o

Hold: Invoice which are kept on hold by the Dorf Ketal team.

After clicking on the any of the count, the following invoice list for that respective queue will be
displayed as shown below

Invoice

Invoice Image Inwoice Invoice Amount vendor Name ¥endor Recw IRN PO Document Batch Invoice
History Linl Number Date = - Number Date i Number Number Hame Id
k b ) b b b d
- 0006434~ DATAMATICS CEDE-
B o I oz20406 1000.00 TECHMOLOGIES 2050051 2050051 no1- 2
IMC 122207
. Q0064 38- DATAMATICE DEDE-
=) [F] 02042006 20000,00 TECHMOLOGIES 0e0720028 2050095 ooi- L]
N
INGC 122807
- 0006433 DATAMATICS CBDE-
[ 02042006 100,00 TECHMOLOGIES 08142008 2050151 noz- 1
= { I
IMC 122807
1
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b

s

After clicking on

option will be open the invoices as shown in below screen.

A ePayables Manager - Microsoft Internet Explorer provided by Datamatics Technologies Ltd. |Z”El

(X
":

File Edit Wiew Favorites Tools  Help ;

eﬁack M ) \ﬂ lg _;\] f._\l Search ‘i“\'(Favnmtes e} [_:v :_\; I)_fl = _J ﬁ '3

ablesmanager.com|ImageDisplayWithData. aspxPtop=IndexData.aspx?Project=""10626088bottom=Image. aspx?strFilePath=\lsmax021 GEAPIMAGES) V| Go Links **
ES

>

Harne About Us Services Contact Us  Log Out

e-Payables Manager

Welcome AP-Auditor, Login Time : Monday, June 22, 2009 10:25:31 AM (EST)
'

Return to Matrix

Project Code Wi1062e0s ~

[ Hide index data

v
Invoice Number SE= Q¢ BjF o4 a/f = gl & =1 Al ATIF
Inveice Date ¥
Invoice Amount(§)too000 | INVOICE 1
Vendor Name
vendor humber | ]

Recy Date Change Status of Iwvoicn NURER: (006434 -14
IRN . . . bevoics DATE: (/04 /06
PO Number 1 Invoice, if
SALESFIERSON:
Document Mumber | :
- authorized. D—
Status /\ =
31556 Schoolcraft Customer No: (3-CON
Pages Livonia MI 48150 Cusrousr P.0.:
SHir Viaz
Hotes CoNTacT: Tesus:
NET 1 DAY
#pproval amount is less A
L i — wv | Mention the 1,000.00
ieanne. nafmwnlterasklinwer.
Your Motes : Comments
Fage Info [Fageiofi & \}
D = 1 J
This site iz bast viewad with a rezolution of 1024%768 in Microzoft Internet Explarar 5.0+ z
@Done é 0 Internet

After changing the status, enter the required comments in “Your Notes’ and Update the status by clicking

Update

on button at the bottom of the window

The following dialogue will be displayed. Hit OK to update the status. And with this a confirmation
message will be displayed of “Status updated successfully”

Microsoft Internet Explorer

\‘.':) Are vyou sure wou wank o updake skaktus 7

[ Ik ] [ Cancel ]

This invoice will thus be routed back to the respective selected queue.

Prepared by - DGSL 17
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6.0 Approving Invoices: -

Select | = Queues For Appraval [ annrove invoices.

ePayables Manager - Microsoft Internet Explorer

File Edit Wiew Favorites  Tools  Help al

@Back - d @ @ \_h pSearch {:{Favorites {‘3 D’E{- :‘\i‘ ET _J ﬂ .‘3

i »
Address @ http:jf220,227.52, 32 /DorfKetalfApprovalQueuss, aspx V| Go Links @ -

Gor gle "' Search = More 3»  Sign In a\
S

Delivering Value Thraugh Techn About Us - Services : Contact Us  Log Out

Welcome Sudha Devdiga, Login Time : Wednesday, January 18, 2012 1:57:21 AM (EST) e'PuYuhles Mu nuger

Refresh Matrix

User Queue Invoices
Inuoices waiting for approval a4
[Ell invoice Laok Up Hold @
My Queue a
M\r Wark Queues Refect 8
Queues For approval i

Change Password wn ] BatchMams  TwoieWumbel |

Account Information

Change ProjectCode

ReportsyMisc

[El Show full screen

@Done
e ;
15 Start i C .| bkp

Click on the invoice number under “Invoices waiting for approval” queue

Prepared by - DGSL 18
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ePayables Manager, - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help

eBack ~ d |ﬂ @ jj /:__‘J Search it(Favorites @ [«_-':- :_\_; lﬁ_l-l = J ﬁ ﬁ

Address |@ http:ff220,227.52, 32 (DorfKetalfApprovalQueues, aspx

ics Global Services
Delivering Yalue Through Technclogy

v|G0

»
Links

@ - Google

Welcome Sudha Devdiga, Login Time : Wednesday, January 18, 2012 1:57:21 AM (EST)

User Queus

Invoices

Inwoices waiting for approval

Invoice Look Up Hold

My Queue

My work Queues Fajact

olo|o (e

Queuas Faor approwal ||1

Change Password

Accnunt Information | Export to excel [l Display selected record

potchvame |

O bescending

nveice_Hurnber |

About Us

Sales
Change ProjectCode PO Invoice _ Received Inwoice |Consignment ER Invoice | Invoice |¥
I Invoice Number IRM ry = —r Reference s
Date IRN Date tere Currency a
Ell reportsimisc Number
- H
ShDW full screen [ 14012012 [ IMP&Z0S81 2000000660)|17012012 [Mangaldas 13395.,00 |101889 INR
& Co,
= H
[ 14012012 [ IMPEZ0E0 2000000670|17012012 [Mangaldas |[DSHOO04 |17133,00 |101876 INR
& Ca,
= H
[ 14012012 [ IMPEZ0E2Z 2000000682|17012012 (Mangaldas |DSHOO4 |11608,00 |101780 INR
Co. b
= H
[~} 14012012 |IMP/&2075 2000000635 (17012012 [Mangaldas |DSHOO4 | 367414.00 101828 INR
Co.
1

/4 Start

Click on

Prepared by - DGSL
Version: V.1.0
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2 e-Payables Manager, Invoice LookLlp - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help ",'
) A @ oy ; < R £
e Back ~ </ @ @ - lj /_1 Search \f/‘\_r Favarites @ [‘{r__{ = |9_j| = J ﬁ ﬁ
v »
Address @ httpef220,227 .52, 32 Dorfketalf dpprovallmageDisplaywwithData, aspxrtop=Approvalinde: V| Go Links @ - Go g'C "' Search = More 3  SignIn

UdldMdlICS WI0Ddl 9ErVICeES
Dellvering Vahe Thraugh Technology

Haorne About s Services EContact Us  Log Qut

Welcome Sudha Devdiga, Login Time : Wednesday, January 18, 2012 1:57:21 AM (EST) E"Pﬂrﬂh[es Mn I'I'DQEF

Retum to Matrix

=

-

[ alm|siR o BIF BH =/F sla) 87 =) 2 P

|
|
[101889 | »~
|
|

Supplier # [

Invoice Amount (1339500
Cansignrent
Nurnber

ER Reference ‘
Murmber

Invoice

Updates status t0 [ 1050
Currency Approved AS AND COMPANY

Sales Invoice ‘ | i Road Ne. 1, Sahar Yillage, Andheri (E), Mumbai - 400 099,
EE:LZ?CB /\ 1 64510894, Fax. No: +91 22 28205546
Vaucher # [ Enmail : p L i Website : i
CUSTOMHOUSE AGENTNO : 11/95
Batch_Name ‘THNP-UDZ-l?Dl]//ﬁ/ [ e — A
2 M/S. : DORFKETAL CHEMICAL INDIA PVT.LTD REFERENCENO. : 101889

1 DORF KETALTOV . | B

[tnR

D'MONTE STREET DRLEM,
Pages 1 v E MALAD- WEST
Cratamatics I LLDATE Wz —
Notes Put comments as  peoate  : zmizoon i
R/NET WT. : BTKGS
approved L/AWB NO.-DT. : 15772704881 DT: 22122011 |
Customer Notes NO.-DT, : 5623304 DT: 31.12.2011 |
/ : OICE NO,-DT & 16938 DT: 09.12.2011
FR— | T DESCRIPTION ~ : EDDT-228
Wour Motes MODE : BYAIR PORT 3
Fage Info | 8r | PARTICULARS | R‘?'éll;d | N";nl;'?‘ﬂ |
update | Coding Details . m | T U RECEIFTNO.(ST.DUTY) T 2275000 i
3 | 2 RECEIPT NO.(DO CHARGES) | 3,667.00 ;
— 1 RFCFIPT NOY (ATR W/H CHOY 1 Snnn i X
< | ¥ ol
This site iz best viewad with 2 resclution of 1024768 in Microsoft Internet Explorer 5,04, \_’
@ Done

4
4 Start e / B Microsoft out, . " B shailzsh

And then click on ‘Update’ so that invoice will be approved and it will go to next level.

Note: - If any invoice needs to be rejected then simply select status to ‘Reject’ so that invoice
will get rejected and user shall put the comments for rejecting any invoice.
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Proxy Approval: -

This is user when approver is going on leave and wants to assign his responsibility to someone else who
is in approval matrix.

For this login into ePM, go to reports section, select Transaction — Proxy approval

| ePayables Manager - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help
eBack < d E @ \_h pSEarch ‘f:‘\'( Favarites @ D/rjgv :‘\F lﬂ - J ﬁ ﬁ
V| Go Links i @ - Go g|€ "' Search - More 2> Sign In q\

Address @ http:jf220.227.52. 32 Dorfretal/Reports, aspx

About Us Services Contact Us  Log Out

Home

e-Payables Manager

Welcome Shailesh Mohite, Login Time : Monday, January 30, 2012 6:27:40 PM (EST)

Reporis

12 Transaction Production Report

Invoice Look Up

» Daily Activit
[Elmy work Queues aily Activity TAT Report

Froxy Approval
Queuas Far Appraoval o IR

= Status Repart
Account Information

Change ProjectCode

ReportsyMisc

|

Thiz site iz hest viewed with A resalition of 1074w 7A8 in Micraso f Trternet Funlarer 5,04

@ G 0 Internet

B

= 4 Internet Explorer - [ 2 Wi
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Enter Handover to name and the date from and to for proxy approver and click on ok.

| Buyer Holiday - Microsoft Internet Exploren

File Edit View Favorites Tools  Help
. i . = :
) (S A © - i . B s 3
O O BB G P no @35 @-LIE B
a >
Address @http:,i.l’220.22?.52.32,|’DorFKetaI,I’Reports,l’ReceiversProxy.aspx V| Go Links @ > | Gox gle .' Search = | More 2»  SignIn ‘a\

e-Payables Manager

Welcome Shailesh Mohite, Login Time : Monday, January 30, 2012 6:27:40 PM {EST)

Buyer Holiday

Proxy Approval

Receivers Name !

Handaver To o |search Proxy..

Leave From

G E

To Date

) Internet

&] Dane

Once proxy approver is assigned, new approver can approve invoices.
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Insert Pages: -

User can upload images in TIFF and PDF while approving invoices and responding to non-
conforming cases.

Open invoice record and go to browse and click on save. ePM will add record in last page. Once
page is added, first click on any existing invoice page then click on last new page for verification.

| ePayables Manager - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

S . — 0 o
- / ) ~ 2 - f o
eBack </ |ﬂ @ -._lj P Search ‘?/\‘ o Favorites @ [‘ =" 2] is _3
a % |
Address |@ hkkp:ff220, 227,52, 32 /Dorfk et aliImageDisplayWithData, aspx*rop=IndexData. aspx?Projec V| Go Liriks L Go gle "'l Search = | More 2»  SignIn a\

5

Datamatics Global Services
Delivering Vatue Through Technology

. AboutUs © Services : Contact Us  Lag Out

Welcome Shailesh Mohite, Login Time : Tuesday, January 31, 2012 5:07:56 PM {EST) e’Purnh [es Mu nug er

Retumn to Matrix = Iﬁ [ Hide index data
g:::bcnetTax | =1 alg @ﬂ [EII_IEI I‘EI@ m| g JJEM MtermaTIFF

VAT/CST Amount [325.00

TAX INVOICE Tel.:022- 27411186  °

Batch Nurnber [ - Sublect to Mumbal Jurisdiction. Mob.: 9821687691

|
|
|
Invoice Currency [INR | .
|
|

Sales Invoice |
Reference Mumber
Status |Non-C0nform|ng hd

Specialist : All Kinds of Filter Bags

Stockist : Cotton and Synthetics Filter Cloth & Industrial Cloth

Md Of Principal :  Angel Ark ,Mahta Co.0p. HSG.Soc.Ltd. Shop No.-18 Piot No.-23 Sector-8,
Kalamboli Navi Mumbai-410218. Tal. Panvel, Dist. Raigad. (Maharashtra).

Additional Add. : Vasant Patil Chawl,Shop No.-1 Nawade, Tal. Panvel, (Navi Mumbai) Dist. Raigad.

A
= = Invoice No. 880
—-Select- NGT RELATED & T teede) =fa i

Customer Notes TOEE:GG STORES =] WS. o= A (22 Date :-3,/37{29);/
RELATED TO SANDEER = . Aoy CreS Chatlan No. e

E-rail History

Pages 1 v

GRM not updated-
GMP:Ernail:
sandeepr@dorfketal.co.in

Motes

Wour Motes ma{?m FFPLP Challan Date lg/ § Z Ze/f

Page Info [ | Paymentwithin_______ days. Order No., Date -

AttachFile m} g‘n ittt e pcsomrhs Rate. ' P.] |
oz ¢ »{ASv e corn | ] 1 s

) Internet
B 7 &% s

Ej Wendor Dat...

E Calculator

@ EPM_user_...

¥ - % F 2 3
4 Start e e s 7 3 Interne... - | [ ePM B} User ID lst. ..
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PDF Link: -

To view all pages in one PDF, users need to click on PDF lin

ePayables Manager, - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help '1.'
) A [ g ; < R £
Qe - @ - [ [l @ P Srrovones @ (-4 1 - [ B
. " N i . » | o
Address|@ httpef220,227 .52, 32 /Dorfketal/ ImageDisplay\WithData, aspxrrop=IndexData. aspx?Projec V| Go Lirks L Gor gle "lSearch - More® Signln

P
=

Datamatics Global Services -
Delivering Vatue Through Techn, About Us Services | Contact Us = Log Out

Welcome Shailesh Mohite, Login Time : Tuesday, January 31, 2012 5:07:56 PM {(EST) E"Pﬂrﬂh[es Mn I'IUQEI'

, SI'IREE FIL-TEX

t : All Kinds of Filter Bags
Stockist : Cotton and Synthetics Filter Cloth & Industrial Cloth

5

GEa e s =2 i [ Hide index data
Service Tax Al
Amaunt : : S| =X B/F g af ol |0 AlternaTIFF
WAT/CST A t |325.00

moun TAX INVOICE Tel. : 022 - 27411186 —
Batch Nurmber [ | P Sublect to Mumbal Jurisdiction. Mob.: 9821687691
Inwoice Currency |1NR | -
Voucher # [ |

|

Sales Invoice I
Reference Mumber

Status | Mon-Conforming v|
(R Add. Of Principal :  Angel Ark ,Mehta Co.Op. HSG.Soc.Ltd. Shop No.-18 Piot No.-23 Sector-8,
P-mal istory ] e Kalamboli Navi Mumbai-410218. Tal. Panvel, Dist. Raigad. (Maharashtra).
ages i w
GRM not updsted- ~ Additional Add. : Vasant Patil Chaw|,Shop No.-1 Nawade, Tal. Panvel, (Navi Mumbai) Dist. Raigad.
GNP Ernailt =
L sande::rl@don‘ketal = L
T LIPCATED. T Invoice No. _8.8.0__._
= _ 7 .
Custorner Notes = e Ws._ L r tcede) ebopmir. Lo (2 Date _2-3/.
Eru et s = o , 7Z0p s/ Challan No. LSG
Your Motes ’7 M/ﬁ IFI2LD cmmi’_w@;/
Page Info [ | ' within_______days. Order No., Date :
St R Quant q )
AttachFile [M] No. P icu = Pcs. IB'% Rate. p_]
¢ = £ # J 1 3
T o (D Syootbehor cton ! [1 e

0 Inkernet
B 7 &% .

33

I T 3 Interne... - | ¥ ePM Bl User 1D list. .

—_—— ;
4 Start Eh vendor Dat... [E calculator

0§ EPM_user_..
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