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This guide is part of the DocStore User Guide Series,
which explains how to set up, use and manage documents in DocStore.

The series includes:

« Part 1 - System Setup and Configuration

« Part 2 - Working with Documents in DocStore
« Part 3 - Managing Document Approvals



DocStore provides electronic document approval and control within Gold, removing the need for
paper-based authorisation. Documents can be reviewed, approved and authorised electronically.
This guide explains how to manage document approvals in DocStore. It forms part of the DocStore
User Guide Series, which explains how to set up, manage and approve documents in DocStore.

Documents may be:

« Approved before posting to Gold.

« Forwarded to another user to resolve issues that prevent processing.

« Held pending payment authorisation before being released for payment.

Once any issues are resolved and approvals are completed, documents are returned for processing
and stored against the relevant transaction.

The document approval process follows these key stages:

Documents are emailed and received
into DocStore

The document can then be processed, or
forwarded again if it cannot be
processed, with its status saved.

The document is classified by rule and . Once posted in Gold, if payment

type to determine which section of Gold
it will be posted to.

authorisation is required, the document is
sent to the relevant user for approval.

The accounts user forwards the
document to an individual for approval
and comments before posting.

Payment cannot be made until the invoice
is authorised by a user within their author-
isation limits.

Once approved, or after further
forwarding for approval, the document
is marked with a *" and returned to the
cost posting section.

1.1 Set Up

There are two types of authorisation used in the DocStore approval workflow:

e Document Forward - which controls who documents can be forwarded to for review, approval
and comments prior to posting.
« Payment authorisation - which controls who can authorise invoices and credits for payment.

Did you know?
'@ If an authorisation group is added to a document type that is not an invoice/
credit, these are added to the To Be Viewed tab in the document approval screen.



Payment Authorisation Groups

Payment Authorisation Groups are used to define which users can authorise invoices for payment
and under what conditions.

In Gold, navigate to

Housekeeping > Text Images/Printers > Payment Authorisation Group

1. In the Group field, enter a group code EIEy Users |

(up to 6 characters).

Group: PARTS
2.Entera Descrlptlon. Description: |Parts Documents
3. In the Authorisation field, select Any Authorisation: [any User -]

User (any user from the list will be able
to approve documents) or All Users (all
listed users must approve).

4. Select OK to save the group.

5. Navigate to the Users tab. The users
listed can authorise invoices within the
value limits defined.

6. In the Operator field, enter user initials
from the Personal Security File or select
via lookup.

Operator: G0 - George Osboume
Ovemide Other Users in Grroup? Mo =]

7. Set Override Other Users in Group? to e L e Lo
Caneel

Yes if the user should be able to override
others in the group and authorise any
invoice/credit.

8. If required, enter a minimum invoice
value for the user to authorise in Min
Value. This value is exclusive of VAT.

9. If required, enter a maximum invoice
value for the user to approve in Max
Value. This allows users to be restricted
to @ maximum value that they can
authorise. This value is exclusive of VAT.



Did you know?

@ You can set a minimum value (for example, £100.00), meaning invoices up to
£99.99 do not require payment authorisation.

1.2 Managing Processing Issues

Approved documents are normally available for processing in the relevant Gold programs, such
as Parts Invoice Confirmation, Plant Cost Posting, Miscellaneous Cost Posting, Wholegood Cost
Posting and Planned Maintenance Cost Posting.

If an issue prevents a document from being processed, it can be forwarded to another user for
resolution and held in an Issues Pending state. Below is an example of forwarding a parts invoice
confirmation.

Atts | Type Sent At From Subject

1. Start Parts Invoice Confirmation in the 1 PAPI 1401/09 1844 poolescan3@ibcos couk  PAP| 1233
1 PAPI 10709 1504 Analysed from inbox by LS PAP| 1201
normal way. 1 PAPI 907008 10:47 Analysed from inbox by LS PAPI 1102
1 PAPI 90709 10:48 Analysed from inbox by LS PAPI 1102

. . 1 PAPI 671008 957 Analysed frominbox by LS PAPI 1201 0000000

2. Selects Docs to check for invoices and 1 PAPIID 180609 910 colin@ibcos co.uk PAPIID 1200 44444

credits available from DocStore.

3. If an issue is identified with a selected
invoice, select Forward from the Orders

[ Detais | F\mi.le' Eurward' Qummcml Mue;s;ugz-] Attach |
tab or from the Document List to send
Ui o e L alioUes Lisiel ol B
4. Select Fwd.List to view documents that Fovard o JiN 5 Hary Newman
have been forwarded and are awaiting Reason: [GRN has not been done.

resolution.

Cancel | Comment]|

5. Use Comment to add notes explaining
the issue. The system automatically
records the user, date and time. If
comments already exist, the button
appears as *Commnt.

6. If required, add manual notes directly to
the PDF using the Gold Viewer to highlight
issues.

Resolving Issues

Documents that have been forwarded appear in the Issues Pending list in the Document Approval
program.



In Gold, navigate to

Purchase Ledger > Document Management > Document Approval

Pre-Posting Approval s Payment Authorisation | To be Viewet

1. Select the Issues Pending tab. While a
document remains in the Issues Pending T noult oo to N
list, it is not available for processing 16/07/2000 114720 HN  GRN has not been carried out r
in invoice confirmation or cost posting
programs.

2. Once the issue has been resolved,
approve the document by pressing Enter
on the line or selecting Doc.Apv. The
document then becomes available for
processing again.

0K | Dochpv| RBeject | Forward |

3. If required, select Amend within the
Document Approval window to access
document details and change the
document type.

Did you know?
'@‘ In Parts Invoice Confirmation, any details entered before the document was

forwarded are retained and recalled automatically once the issue has been
resolved.

1.3 Authorising Documents for Payment

Document types with a Payment Authorisation Group assigned must be authorised before invoices
and credits are available for payment through the Stop/Release Invoice program. Until authorised,
the invoice or credit is held with a status of Wait. Users who belong to the required authorisation
group can view documents awaiting payment authorisation in the Document Approval program.

In Gold, navigate to

Purchase Ledger > Document Management > Document Approval > Payment Authorisation

1. A list of invoices and credits awaiting payment authorisation is displayed.

2. Review the highlighted document.



3. Press Enter to authorise the document
for payment.

4. Select AuthDoc to view additional
details for the highlighted document.
From this screen you can apply a dispute
code and add comments.

5. If required, select Forward to send
the invoice or credit to another user for
checking.

6. Use Select to refine the list of
documents displayed. The list is
generated based on settings in the
Personnel Security File, subject to your
security permissions.

7. Once authorised, the invoice or credit

becomes available in the Stop/Release
Invoice program for payment.

Invoice Payment Forecast

01Julog DEERE 164866 Iriy

110.00 PO1062 31Juiog

0K I AuthDoc

Select | Forward | SerPad |

The Invoice Payment Forecast report includes an option to list documents awaiting payment

authorisation. Include Held Transactions options:

e Yes - includes all transactions, including those on hold pending authorisation.

¢ No - excludes held transactions.

e Only - lists only transactions awaiting authorisation.

Did you know?

If a Payment Authorisation Group is applied to a document type that is not

related to Purchase Ledger payments (for example, customer documents), these
documents appear in the Document Approval system with a status of To Be
Viewed. Once accepted using the Ack.Doc button, the document is stored in the
relevant area of Gold (for example, against the customer account).

Customer statements can be emailed or posted and stored in DocStore.



« The statement format is defined in the Company Control File (Accounts tab > Sales).
« The Depot Address / Seq Numbers program controls whether the depot address is printed on
statements. These settings should be reviewed as part of the initial statement setup.

For example, when using a Blank Paper Invoice Form statement format, the depot address option
can be set to No and a logo applied to the document form. This allows emailed statements to
include company branding, while printed statements can be produced on headed paper.

In Gold, navigate to

Sales Ledger > Statements

When running the Statements program,
the following options are available:

e Override Customer Settings?

Set to Yes to override the contact code
defined on the customer account with the
contact defined on the document form.

» Copy to Document Store?

Set to Yes to store a copy of the
statement on the customer account,
regardless of the sending method.

Viewing Customer Invoices

Date Month Ending: SME 30-JUN ..

Statement Sequence: | Account Number Order |

Debt Code: ALL j

Area Code: IALL

Rep Code: H

Sales Promotion Message:

Ignore Dispute Code: r

Setflement/Credit Date [

Account Range From: [ To: |

Override Customer Settings? No - Copy to Document Store? Yes -

Gancel | Save | Bateh | Reset | Defauit

Invoices stored in DocStore can be viewed from the customer account.

In Gold, navigate to

Sales > Customer Enquiry

1. Select the Current or History tab
(invoices move to History when paid at
month end).

2. Highlight the invoice and select Invoice.

3. Select Document Store to view the
stored document.

Custc

o Enquir
1103 Mr A Accumulate Mth3

Customer.
el [01287 660758 [Accumuiate Fam Mth2
 |Castieton 7
Mob: e Mtht
Fa Northorks = N
Cr Limit 100000 Bal
Rep: [GO  [George Owens [r067 6TY VAT. [GB876874521 Figal
BEREH History | Links | Tracking | Prospect| Market | Gomprtive | Contacts| Pront | opts | Pag | Docs |
Date | Refno | Ty. |O/SAmount | OngAmount | DiscDate | Setement | A.| Dispute | Inv Desc
310an08 121617 Inw 22677 29677 25677 General Parts Sale

@ 1nvo

nvoice Sour
Gold Files

Tent Invoice

Total outstanding 276.49 If paid now 27649




Debt Letter Processing

Debt letters sent to customers can also be stored in DocStore.

In Gold, navigate to

Sales Ledger > Letter Writer > Print Debt Letters

1. When running the program, set Copy
to Document Store? to Yes to store

a copy of each letter on the customer
account.

2. Stored letters can be viewed from
Customer Account Enquiry > Docs.

CRM Mailshot Delivery

= e print
EEE sciecions

Letter Selection Basis: [Age of Debt E

LETTER TYPE CODE DESCRIFTION DATE

Send st Letter: | debtletter 1 30/06/2008 -
Send 2nd Letter

Send3rd Lstter

Send 4ih Letter

Send 6th Letter.

Send6th Letter

Create Tracking Record Yes - Tracking Status Code: 4

Exclude Customers Who Have Had a Debt Letter Sent Since: SME S1JUL »|
Update Custorner Records to reflect Letter sent? No x

Override Customer Defaults? No 7| Update Documnent Store? [Yes

CRM mailshot letters can be stored against the customer account.

In Gold, navigate to

CRM/Sales Prospecting > CRM Extract/Print Mailshot

1. The following options are available:

» Override Customer Settings?

Set to Yes to override the contact code
defined on the customer account with the
contact defined on the document form.

 Copy to Document Store?
Set to Yes to store a copy of each
mailshot letter on the customer account.

2. Stored letters can be viewed from
Customer Account Enquiry > Docs.

Did you know?
'@' DocStore can also store other customer-related documents, including Advice

[8 Print Letters

Letter Code: |

Type: Per Customer

Sort By: |Accoun1 Number j
Preferred Contact Type (if specified for customer):
Second Choice of Contact (if 15t not available)
Qvermide Customer Settings? No =

Copy to Document Store? Yes -l

Cance

Notes, Quotes, Point-of-Sale invoices, Workshop, Cash Till, Wholegoods or Plant

invoices, and Workshop Job Cards.



Storing Purchase Orders

Purchase orders can be emailed, posted and stored in DocStore when generated from Parts
Control or Point of Sale. The purchase order format is set in the Company Control File (Parts tab >
Ordering). This should be checked as part of the initial setup, as some formats (for example, 132
column formats) are not suitable for emailing.

In Gold, navigate to

Parts Control > Stock Order Entry/Amend

1. Create or amend the stock order as required.

2. To access DocStore options during order creation, ensure the order is set to Immediate
Printing.

3. Review the Format. This defaults from Company Control but can be overridden if
required.

4. Set Override Supplier Settings? to Yes only if the contact details on the supplier account
should be overridden by the settings from the document form.

5. Set Copy to Document Store? to Yes to save a copy of the purchase order in DocStore.

6. Select OK to save changes.

Status: New Order =

Prefix Code: MF -]

Supplier Alc.: 1133 J Main Franchise Supplier

Order Date: 31/07/2008 J Expected Date:
Promised Date:

Supplier Ref : I— Advicefinvoice No.: I—

Goods Description: [Spare Parts

Despatch method: [Carrier Import Template: [

Ordler Type: [& .| standard Orders

Cost Price Base: Cost - Discount %age: [ o0

Print Order? [mmediate =]

Format: 4 - 80 Column Invoice Stationery j

Export? No =

Override Supplier Settings? m Copy to Document Store? Yes =

[COK | cancel | oOrdiys | choho | Uncont| SerPad

» Copies of stored purchase orders can be viewed from Enquiry > Orders Suppliers/IDT
> Doc

« The same DocStore options are also available when printing orders using Print Final
Stock Order (Parts Control > Print Final Stock Order).



A Did you know?
'@‘ When creating an Immediate Order to a supplier in the Point of Sale module, the
DocStore options are available for printing and storing the order.

Storing Remittance Advices

Remittance advices can be sent to suppliers and stored in DocStore. The remittance advice type is
set in the Company Control File (Accounts tab > Purchase). This should be checked as part of initial
setup.

In Gold, navigate to

Purchase Ledger > Remittance Advice & Payment List

1. Run the remittance advice process as I —
normal. . v

Remittance Sequence: ’Wl

From Account Number: ,_ To ,_
2. Set Override Customer Settings? RO, Bacs
to Yes only if the contact details on the e foe7 o
supplier account should be overridden by Accounts Paid i Base? o
the sett|ngs from the document form_ Override Supplier Defaults? m Update Document Store? Yes -
3. Set Copy to Document Store? to Yes e | oo | _fon | ot | Bt
to save a copy of the remittance advice in
DocStore.

4. Select OK to save changes.

5. Stored remittances can be viewed from
Supplier Enquiry > Docs.

Storing Supplier Warranty Credits

Warranty credits raised to suppliers can be stored in DocStore.

In Gold, navigate to

Workshop Control > Workshop Entry




1. Create the warranty workshop job
invoice as normal.

2. Set Override Customer Settings?

to Yes only if the contact details on the
supplier account should be overridden by
the settings from the document form.

3. Set Copy to Document Store? to Yes
to save a copy of the supplier warranty to

DocStore.

4. Select OK to save changes.

Payment Date TODAY J

Remittance Sequence: W

From Account Number. [ T [

Payment Method [eacs 4]

Currency Code [aBP |

Accounts Paid in Base? m

Override Supplier Defaults? m Update Document Store? Yes |
Cancel | Save | Batch | Reset | Default |
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