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NEXUSPAYABLES TRAINING WORKBOOK:

Introduction

Welcome to NexusPayables Training! Our goal is to equip you, as the user, with the knowledge and skills
required to make optimum use of your NexusPayables systems.

Training will consist of following the trainer format:
O Section exercises

O Student participation

At the end of this training the NexusPayables Participant Guide will serve as a reference guide in assisting you
in your job responsibilities.

The Nexus Systems Training Team is here for you. If you would like to schedule additional training or a
review session please send your request by e-mail to the Training Department at training(@nexussystems.com

Nexus Systems, Inc. Proprietary & Confidential
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NEXUSPAYABLES TRAINING WORKBOOK:

Customize User Settings — Setting User Specific Defaults

To begin, mouse over the ‘Administration’ link on the NexusPayables menu bar, and click on ‘My Settings™:

Vendor Catalog  Purchase Orders  Ivoices  Vendors  Image Management  Budgels.

User Seftings

Rfports  Administration  Trainin)
1y Settings N

[T User information | Settings | Display | Email Notification J User Delegation

HOME  HELP  EXIT

Property: Artists House Horth

My Settings allows users to change their personal user information as well as manage certain system settings. The following tabs contain information to allow the user to manage the following information:

« User Information Tab - allows the ser to change their password and update personal information such as their contact information and email address.
« Settings Tab - allows the user to configure their dashboard default settings of what property they want to automatically log into as well as what summary statistic they want to auto display.

« Display Tab - allows the user to choose which default percentage setting they want to view on split screen views. Note this is only applicable for users with access to view images in the system
« Email Notification Tab - allows the user to manage specific email alert frequencies for Purchase Orders and/or Invoices that require approval and for budget overage notifications

« Mobile Settings Tab - allows users to register their mobile phone to begin using the Mobile Application for PO, Receipt and Invoice approvals. If you do not see this tab display, your role right has not been granted access

to this section.

« User Delegation Tab - allows the user to delegate approval authority to another user whie they are away. Please note this will appear only on the Settings tab and for users who have been given rights to this functionality.

The screen will open to six tabs. The following tabs should be viewed and completed where applicable. User
information, Settings, Email Notification, User Delegation, and Mobile Settings.

Note:

Mobile settings will only appear if permission has been granted.

User
Information

Settings

Email Notification

User Delegation

Mobile
Settings

Update your
password

Enter your email
address

Enter additional
user information

Click ‘Save’ to
update

Configure the
default settings for
your Home Page:

Select your default
property or region

Select auto-display
summaty statistics
Display

Choose which
default percentage
setting to view on
split screen views

Set up customized
alerts to stay up to date
with your documents as
they go through the
approval process

Decide which Status
Alerts to set (you will
get notified every time
your documents enter
the status you selected)

Set your Frequency-
Based Alerts and
specify their timing
(you will only get
notified about these
documents at those set
times)

This tab allows you
to delegate approval
rights for your
POs/ Invoices to
another user, for a
specified period

Use this function to
ensure coverage
while you’re away
from the office

This tab will allows
users to use their
mobile device to
approve and reject
purchase orders,
receipts, and invoices

Nexus Systems, Inc.
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NEXUSPAYABLES TRAINING WORKBOOK:

Dashboard

The NexusPayables Home Page (Dashboard) provides a snapshot of your work, and allows easy access to
critical information.

Vendor Catalog ~ Purchase Orders  Invoices  Vendors  Image Management  Budgets  Reporis  Administration  Training

HOME  HELP  EXIT

Property: Artists House North

“fou are signed on as PlCodert. View Artsts House Noth = | Go @ CurrentProperty (~ Region (" Al Properties.

Accounting Detaiss: Current Accounting Period is 4 | Property Delegations: (none)

Summary Statistics

Invoices On Holg 0 Images to b Indexed 160 Quiek Seareh
Search
) Images to Convertto Invoics ) Rejocted Receipts. ) eare! f‘;‘rg AlPOS -
Image Invoices o be Processed 0 Rejected Invoices 0
By Reference Number +
My Purchase Orders 0 Rejected Purehase Orders 0
Hy nvoices 0 Image Exceptions 0 Keyword ool
“Only searches the past 43 days
Images to Convert to Invoice
ScanDaie  InvoceDale __ DueDais __ Froperty Vendor v Reference Amouni__Prory __ Convert __View
0232012 020372012 03042012 Artsts House Norii _ CLEANERS OF AWERICA __ flbpbp1202.1 59,391.74 Converr '\,
GaE202 1208201 011042012 Artsts House Horth  SIHPLEXGRINELL 748360701 $3,568.00 Comvert 4,
w20tz 02ein0i2 03722012 Artists House Horin  SIMPLEXGRINNELL. s17415 Convert A
o202 03017012 03312012 Artists House Norin  WASTE MANAGEMENT so78.20 Comvert 4,
owzaz0iz 03012012 0312012 Artists House Horth  WASTE MANAGEMENT 4856857.1 51195 Convet A
otz otzinen2 0272072012 Artsts House Norin  ZEPHYRHLLS DRECT 026003105008, 1 ser.77 Convert 4,

Nexus Systems: Propritary and Confidential Contact System info

From the Dashboard, you can:

a

Select and view statistics for any of the properties assigned to you, using the drop-down menu at the
top of the screen

Decide to view information on one property, one region, or all properties, by clicking the appropriate
radio button

Click on “Accounting Details” to view accounting information for the current property

View any existing Property Delegations

View detailed information on any summary statistic. For example, clicking ‘My Invoices’ link will
display a list of the invoices you created at the bottom part of the Dashboard page

Navigate to a specific Purchase order, Invoice, Image, Vendor or Message from the bottom part of
the Dashboard

Sort information, by clicking on any underlined column heading in the bottom part of the Dashboard
Perform a Quick Search for invoices or purchase orders in the past 45 days from creation, using the

window on the right side of the Dashboard

Nexus Systems, Inc. 3 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

The Navigation / Tool Bars

Menu Bar
The menu bar will be shown at all times while you are navigating the home page. It will allow you to begin
one of eight processes.

Vendor Catalog Purchase Orders Invoices Vendors Image Management  Budgets Reports Administration

Vendor Catalog: View Catalog Listing-Open Orders-Favorite Items
Purchase Orders: Register-New-Search

Invoices: Register-New-Search

Vendor: Search

Image Management: Upload-Indexing-Convert

Budgets: Review

Reports: Custom-Standard

Administration: My Settings

Button Bar
The Button Bar of the purchase order and invoice windows provides access to a variety of tools designed to
simplify and accelerate data entry.

The Button Bar will display icon options depending on the user roles and the status of the purchase
order/invoice.

@ Cancel ¥ Delete Update []) Bulk Entry [ 4] Upload ltems Use Template =0/ Forward %] Save As Template %] Save As User Template -»(ff; Change Property [J] Budget Report
& Ready for Processing 53 Place On Hold Void 5 Change Vendor
Upload S Add Image

Nexus Systems, Inc. 4 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

Dashboard / My Setting Exercise
Complete the following task:

Notes:

1.

2
3
4.
5
6

Add your e-mail address

Change split view ratio

Select a new property from the drop down menu

Change the view from ‘Current Property’ to ‘All Properties’

Perform a Quick search by vendor. Keyword (Home)

Once you have completed the entire task click the NexusPayables banner or the “Home” button

to return to the Dashboard

Nexus Systems, Inc. 5 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

Vendor Catalog

NEEIUSPAYABLES m—

" Shop By Brand . Advanced Search

Favorites

Ump to Catalog: BRIGHT LIGHTS ELECTRIC

- [

21 Items in Your Order

View Order
= $276.76 Current Sublotal

Search Al Cataiogs - BY: Any

searcn |

Vendor Catalog Categories

= LAND'S END BUSINESS QUTFITTERS. INC.

. Alarm & Sprinkler
‘\4 = PULSAR ALARM SYSTEM
Apparel
J
' & Disaster Services
F) = MERCURY SERVICES. LLG
Flooring
= CARPET
= CONTRACT CARPET SYSTEMS. INC.
= ELITE FLOORING & DESIGN
- W
.
= REDICARPET
[ Janitorial & Cleaning

Lighting & Fans

us

= BBC LIGHTING & SUPPLY.

. HT LIGHT.

= HOME DEPOT

TRIC | info

Office Supplies
OFFICEMAX
STAPLES

Paint & Supplies

& - toueoeror
= SHERWIN WILLIAMS
Promotional/Resident Retention
=AM PROMOTIONS

:l:il;'z Tenant Improvement

- 1C RENOVATS
v Utility Management
" = KWH CONSULTING SERVICES LTD
¥ = NATIONAL EXEMPTION SERVICE
| Window Coverings
‘1/ = GB SALES FLOOR & WINDOW COVERINGS
L

The main Nexus Catalog register displays all the catalogs that have been setup and assigned to the properties
accessible by the user. The catalog home page enables users to navigate the catalog module. The catalog
home page is equipped with the following functionalities:

Shop By Brand

Allows a user to search for items by manufacturer. This only applies to catalogs that
were uploaded and does not apply to catalogs that are linked directly to the vendot’s
web-site at this time.

Advance Search

Allows a user to search multiple catalogs at once.

Favorites

Displays a listing of items saved in a favorites list by the user for quick reference
and/or use. This only applies to catalogs that were uploaded and does not apply to
catalogs that are linked directly to the vendot’s web-site at this time.

Jump to Catalog

Provides users the ability to navigate between catalogs without having to return to the
catalog main page.

Search Allows user to search for catalog items by any keyword, category, item type, item
number, item desctiption or brand. This only applies to catalogs that were uploaded
and does not apply to catalogs that are linked directly to the vendot’s web-site at this
time.

View Order Displays the details for items selected for purchase.

Nexus Systems, Inc.
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NEXUSPAYABLES TRAINING WORKBOOK:

Viewing a Catalog

To view a catalog, click on the vendor name

Vendor Catalog Categories

N Alarm & Sprinkler
l = PULSAR ALARM SYSTEMS. INC.

1 Apparel
| ® LANDS END
J

/_ Janitorial & Cleaning
\‘ n m ZEP SALES & SERVICE
>
Tl

Lighting & Fans
= BBC LIGHTING & SUPPLY

Office Supplies
= STAPLES BUSINESS ADVANTAGE

Paint & Supplies
~ m  SHERWIN WILLIAMS PAINT

There are several different views of catalogs. These include the following:

Non-Integrated Vendor
Catalog (Upload Catalog)

Displays the listing of items that were uploaded from the vendor. The user
selects items from the catalog and the items are added automatically to a
PO in NP. The PO can then be routed for approval and the order
automatically placed once the final user approves it.

Information Page

Displays an information page about the services the vendor offers and
provides information on how to contact them for a quote. Purchase
Otders for these vendors will need to be entered into NP manually, routed
for approval, and forwarded to the vendor.

Vendor Site Link

Provides a link to order directly from the vendor’s web-site. Items selected
during the shopping process are not pulled into NP and automatically
added to a PO. Users must create a PO in NP, manually enter the items to
be ordered, and submit the PO for approval before submitting their order
online.

Integrated Nexus Catalog
(Punch Out Catalogs)

Links the user to the vendor’s online catalog that is integrated with the NP
Nexus Catalog module. The user selects items from the vendot’s website
and the items are pulled into NP and automatically added to a PO in NP.
The PO can then be routed for approval and the order automatically placed
once the final user approves it.

Item Search

As an alternative to drilling down to find the item you are looking for, you can use the Quick Search feature
that is on the button bar on all pages of the catalog. You can search by Category, Item Type, Item Number,
Item Description or Brand or Any (default), which will look through all the search options by the keyword
entered. Simply enter the keyword and click Search.

Nexus Systems, Inc. 7 Proprietary & Confidential




NEXUSPAYABLES TRAINING WORKBOOK:

£] https payablesnexus.net 3

==

HOME  HELP

@ Catalog Home "j\ Shop By Brand '+ Advanced Search Favorites

Jump to Catalog: | SHERWIN WILLIAMS PAINT || Go ‘ e oterg) | View Order ) |

Search ‘ SHERWIN WILLIAMS PAINT | v | By: Any M Search

Sherwin Williams Paint

Shop By Category

<

Done @ Internet £ - ®i150% -

For example, when entering Tape as the keyword and clicking search, the search results display the two items
that include Tape in the Item Description.

Searching Across Catalogs
For the catalogs that have been uploaded, you also have the ability to search for items across all uploaded

catalogs. To search across all uploaded catalogs, click on the Search drop down and select ALL Catalogs
(default).

=]
£] https payablesnexus.net C1E]
~
HOME HELP EXIT
‘r'\‘ Shop By Brand .K Advanced Search Favorites
Jump to Catalog: | BBC LIGHTING & SUPPLY v|| o e e _View Order ) ‘
Search All Catalogs ~ By Any ~ Search
N Alarm & Sprinkler Lighting & Fans
L = PULSAR ALARM SYSTEMS. INC = BBC LIGHTING & SUPPLY
4 .
4 Apparel ! Office Supplies
L_ = LANDS END m STAPLES BUSINESS ADVANTAGE
I lamitarial O Alaamine . Paint & Subplies , |
< >
@ mtermet da v Wis0% v

For example, when selecting All Catalogs by Item Number and entering “21” as the keyword, results from
two different vendor’s catalogs display.

Nexus Systems, Inc. 8 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

Creating a Punch Out Order
To being selecting items for punch-out complete the following steps:

1. Begin order by searching for and selecting items to order and adding them to your cart.
2. All vendor sites will have a View Order or View Card function on each page where you can review

the list of items for order at any time.

When you are ready to check out, go to the Order and click Submit/Check Out

R

Home Customer Service Messages(i

o 5 Items
: . $1.256.06 Checkout

Continue shopping Clear cart Update cart m

Order Check Out
When you are ready to create Purchase Orders out of your selected catalog items, click View Order from the
top right Shopping Cart Summary button on any page in the Catalog module.

This page will display all items that have been selected, grouped by vendor, as Purchase Orders are vendor
specific.

To create a purchase order for a specific vendor, select the items that are to be added to the purchase order
by selecting the check box next to the item. If all items are to be added to a single Purchase Order, simply
click on Select All and all items will be selected.

(Z Your Order - Windows Internet Explorer

£ https payablesnexus.net
e e e -~
Jump to Catalog:| BEC LIGHTING & SUPPLY v | Go ‘ 2 ;ig‘%“;c"l.:;nu{gmal View Order
Search | All Catalogs v | By Any v Search
Your Order
SHERWIN WILLIAMS PAINT Select Al | Unselect
ltem ltem
o Item Description tem Details Prea UOM Item Total
% Remove 1004175 Masking Tape - 2020 General Purpose A 5200 EA 3 $6.00 I
% Remove 1539899 Sandpaper - 3VM® Aluminum Oxide Retail Pack Fine Grit A 5400 EA 2 $8.00 -
% Remove 1556380 Joint Knife - Premium Flexible Joint Knife With Nail Set 6 Inch A $9.00 EA 1 $9.00 I
% Remave 1613025 Joint Knife - Contractor Stiff Angle 3 Inch N $6.00 EA 1 $6.00 I
% Remove 1810258 Brush - Purdy® Standard Collection 1 Inch A 5800 EA 1 $8.00 -
Subtotal:
Update
$37.00
STAPLES BUSINESS ADVANTAGE
ltem ltem
= Item Description pem oMty Item Total
Hammermill Copy PIus® Premium Copy Paper. LETTER Size, 92/104+ US/Euro Brightness, 20 b 8 3
% Remove 122374 1/2°H x 11"W._ 5 000 Shests/Ct $48.99 CT 2 $97.98
% Remove 328501 3M Post-it® Super Sticky Full Adhesive Notes. Assorted Bright Colors, 3" x 3", 12/Pk $1590 PK 3 54770
Subtotal:
Update
$145 68
ZEP SALES & SERVICE Seloct Al | Uncelect
ltem ltem
o Item Description tem Details Prea UOM Item Total
% Remove 065008 TUFF GREEN N $12.00 ar 1 $12.00 -
Subtotal:
Update
E— $12.00 hd
< | @
one. i Internet |[Double-dick to change security settings

Nexus Systems, Inc. 9 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

Order Editing

In the event edits are necessary prior to processing your punch-out order, the following functionalities are
available for use:

Remove If clicked, will remove the line item from the punch out
order.
Item Details Only works for uploaded items and will not display

additional details for punch out catalogs at this time.

QTY Update If clicked, will allow user to update the quantity for
purchase.

To add the shopping cart items to a Purchase Order, complete the following steps:

L o CEEED

(Z Your Order - Windows Internet Explorer

] payablesnexus.com
Vendor Estimate  Vendor Catalog  Purchase Orders  Imoices  Vendors  Image Management  Budgets  Reports  Administration  PNCOMMERCIALQA

NEESUSPAYABLES mmm

[] catalog Home " Shop By Brand & Advanced Search Favorites
Jump to Catalog: | BRIGHT LIGHTS ELECTRIC v Go ‘ J ggé‘zg“a':r;“;“ésb’{ﬁ;‘ View Order |
Search | Al Catalogs v | By:| Any | Search
Your Order

STAPLES

tem Number__tem Description ltem Price__UOM___Qty Item Total

%Remove ) 328501 3M Post-t® Super Sticky Full Adhesive Notes, Assorted Bright Colors, 3" x 3", 12iPk 51690 PK 3 4770

%Remove ) 462713 Avery Big Tab™ Write-On Tab Dividers, 8-Tab, Multicolor, 8 172" x 11" §129 SET 3 53.87

%Remove ) 886236 M by Staples® Arc Customizable Poly Preassembled Notebook, Letter Size, Black with White Design $726 EA 1 $7.26

%Remave ) 592143 BIC Velocity® Retractable Ballpoint Pens. Bold Peint, 1.6 mm. Black InkiBlackBarrel, 12/Pk 51260 PK 3 537,80

Update ) Subtotal: 596.63

L
| 3
@ mmtermet fa - Busw -

T~

2. Select header property for the PO

(= Create PO - Windows Internet Explorer

3] payablesnexus.com;

Vendor Estimate ~ Vendor Catalog ~ Purchase Orders  Inwices ~ Vendors  Image Management ~ Budgets ~ Reports  Administration ~ PNCOMMERCIALQA

HOME HELP EXIm

[£] catalog Home "' Shop By Brand ' _Advanced Search Favorites

: 9 10 Items in Your Order (e Order
Jump to Catalog:| STAPLES | G ‘ < 89663 Current Subtotal -
Search | Al Catalogs v |By:| any ~| _ Search |
Create PO

atalog Home op By Brand _ *._ Advancs arch avorites
[E1 catalog 1 | Shop By Brand 4. Advanced Search F:
Nexus Systems: Proprietary and Confidential Contact System Info

&
< | >

oore @ interet Va- B -
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NEXUSPAYABLES TRAINING WORKBOOK:

3. Select the following fields as appropriate

O PO drop-down (select an Open PO number if you are adding these items to a an existing
open PO)

Line property selection (if different than the header property)

Unit/Department (select the unit number the expense is for if applicable)

Taxable (toggle check box)

0o 0 0O O

GL code (the vendor default will display if setup; this is a required field that must be selected
before the PO can be created)

(= Create PO - Windows Internet Explorer

payablesnexus.com

Vendor Estimate Vendor Catalag Purchasa Orders Invoices Vendors Image Management Budgets Reports Administration PNCOMMERCIALQA L]
|E] catalog Home "' Shop By Brand '« Advanced Search Favorites
~ - 710 ltems in Your Order
Jump to Catalog: | STAPLES | Go | V550 a5 o S e Order ‘
Search | All Catalogs ~ | By:| Any | Search
Create PO
Header Propenty: | Fairfax Comer v
Vendor STAPLES
PO [create New PO [+
Item Item ftem
Mo by Item Description Property Unit/Department pem o aty UOM ST Taxable GL Code
3 Post-t® Super Sticky Full Adhesive
328501  Notes, Assorted Bright Colors. 3" x 3" [ Fairfax Comer ~| [Atachtounit. ~| $1590 3 PK $4770 [ |General Office Supplies (511402} |+ |
12/Pk
Avery Big Tab™ Write-On Tab Dividers, 8-
462713 T:ET"M\.\I\%I::\UL 8 &‘;. . :“s widers | Fairfax Comer v| |[Atachtounit. v | §120 3 SET 53.87 r | General Office Supplies (511402) |+ |
1 by Staples® Arc Customizable Poly
886236 Preassembled Notebool, Letter Size, Black \ Fairfax Comer vl \A\\ach toUnit .~ \ §726 1 EA 57.26 - |Genera\ Office Supplies (511402} v|
with White Design
BIC Velocity® Retractable Ballpoint Pens
892143 Bold Point, 1.6 mm, Black Ink/BlackBanel, | Fairfax Comer v| [Awachtounit  ~| s1260 3 PK $3780 [ [General Office Supplies (511402) |+ |
12/Pk
Subtotal:
$96.63
.
< | >
pone @ nternet -] Fazw -

4. Click to create the Purchase Order. This brings the user back to the familiar NP
Purchase Order interface, from which the user can make any additional edits to the PO (add notes,
over budget notes, header information) and submit the PO for approval.

Nexus Systems, Inc. 11 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

Vendor Catalog Exercise
Complete the following task:

1. Open a catalog for viewing

2. Search for catalog item - paint

3. Create a favorites list of five items

4. Create a PO with items from a catalog

5. Once you have completed the entire task click the NexusPayables banner or the “Home” button to return
to the Dashboard

Notes:

Nexus Systems, Inc. 12 Proprietary & Confidential



NEXUSPAYABLES TRAINING WORKBOOK:

Purchase Order

NexusPayables includes a register for Purchase orders. The register allows users to view documents by their
status, run reports, or search for a specific Purchase order.

To open the Purchase Order Register, complete the following steps:

1. From the Menu Bar
2. Mouse over Purchase Orders in the Menu Bar

3. Mouse down and click on Purchase Order Register

The following seven tabs will display

Vendor Catalog | Pufchase Orders  Invoices  Vendors  Image Management  Budgets  Reports  Administration  Training
HOME  HELP  EXIT
_INewPO [d] PORepots < Search Property: Artists House North
You are signed on as admin View Atists House North - 6o ® Cument Property (" Region (Al Properties
Purchase Order Register Show:
(T M Rejected [ Template Approved Cancelled
Vendor Amount PO No. Created Date Created By Priority Delste
Open tab POs that only have a vendor, property, and line item field completed. These have not

been processed or submitted for approval.

Rejected tab POs that were sent back by the approver to the originator of the PO.

Template tab Saved POs that can be re-used on a regular basis.

Pending tab POs pending the approval of one or more users.

Approved tab POs that have been approved (Released) by all users triggered by workflow. These are

now ready for final review and to be converted to or linked to an Invoice.

Invoiced tab POs that have been approved by all users triggered by workflow. These are now ready
for final review and to be converted to or linked to an Invoice.

Cancelled tab POs that have been marked cancelled

Nexus Systems, Inc. 13 Proprietary & Confidential



Creating a Purchase Order
From the Menu Bar mouse over Purchase Order

1. Select New PO

NEXUSPAYABLES TRAINING WORKBOOK:

The screen will refresh and open with a blank PO. The following information will be required to

be entered.
2. Select a Property from the property drop down list and click GO
3. Select Vendor from the vendor favorite drop down list and click GO
4. Click ‘Add to Line’
5. Enter the Quantity
6. Enter the Price
7. Enter the line item Description
8. Contfirm that the default GL is correct or select a new GL
9. Click Save or Save and Add Another
10. Click ‘Ready for Processing’ to Submit the PO for Approval. If no approval is needed click
‘Release’
o Ui i3 | P Prcasiog
e ==
B

Select Previous item (ctr! + left arrow) | Selact Next ltam (ctri + right arrow) | Edit Sefected itom (ctr! +e)
QTY | Description

1 | Monthy Service:

MTD | MTD item
Budget Remaining Price
50.00 | (51,000.00) | $1,000.00

6L Account
MC5048000 1

JanitorialCleaning

SHIPPING:

* 4 portion of the ssles tax and shipping charges are alloested 1o the G/L sccount SALES TAX:

TOTAL:

Amount
5100000
Soitl Egi
Deite

0.00

0.00

$1,000.00

a
@D
a

Once line items are filled out, the vendor cannot be changed.
All blue shaded fields are required information
Use bulk entry for multiple line items

To add Receiving, complete the following steps:

1. Open a PO in the ‘Released’ status

Purchase Order - Using Receiving (If applicable)
To assist users in the tracking Purchase order items that have been received, the system can be configured to
enable the process of documenting the received items.

2. Select Receipt Required (if not set as default)

3. Mark item as received (If user right has been granted)

Nexus Systems, Inc.
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The PO to Receipt Conversion Page will open to select received items

1. Enter the Quantity received
2. Enter the amount, tax, and shipping

3. Click Save to complete the conversion

PO to Receipt Conversion Page

Purchase Order Information

Vendor ABM JANITORIAL
Purchase Order Number ATPN-128194-042012
Approved PO Amount $1,000.00

Received Amount 50.00

Cancelled Amount 50.00

Ameunt Remaining $1,000.00

Receipt Information

Recsived On 03262012 fEg)
mmdyyyy

Property Artists House North -

Vendor Reference Number

Add to Existing Receipt —_
Receipt tem Details

e select your received tems below
i Received as Ordered
v Quantity Description Unit Price Taxable Tax Shipping Total Amount
W 1.00 of 1.00 Monthly Service 1000.00 |— 0.00 1000.00
Janitorial'Cleaning (MC5043000) -

Artist

louse North

*The sum of line Total Amounts may not match Total Received Amount due to rounding.

Total Received Amount 1000.00

Only line items that have been marked as received will be allowed to be converted to or
linked to an invoice.

Purchase Orders - Using Job Costing (If applicable)
Creating a Purchase order using job costing will required the normal fields to be completed. To use job
costing, complete the following actions:

1. From the Menu Bar mouse over Purchase Orders
2. Drag the mouse down and click New Purchase Order
3. Fill in the following fields

QO Property (click GO)

O Vendor (click Update)
O  Quantity
0 Description

Q Item price

O

GL account (teplaced by cost code and will not appear)
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When all the above fields have been completed, complete the appropriate job cost fields below.
O Contract
O Change Order
O Job Codes
O Phase Codes
O Cost Codes
O Retention

To view the contact budget prior to saving the entry click on the contract budget report [ Coniract Budget Report
icon. This will display the budget amount, actual amount, and the variance.

NEEIUSPAYABLES ©lo

Coniract Budget Setup Report

Contract Code Change Order Job Code. Propesty Cost Code GL Account Balance Remainng
10001 200 ML Py $800.00
10001 201 "
10001 402

10001 402

10001

10001

If you have gone over the contract budget you will receive a warning message that you have exceeded the job
costing budget and will need to follow internal procedures.

Windows Internet Explorer

ﬁ The amount: on this ikem excesds the joboosting budget,

(o J
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Add/Edit Line Item Current Total: $0.00

Property
Artists House North -
Unit
Arttach to Unit... v
Item Details
Qty Price Description
1 5000.00 Build out
™ sales Tax? Total: GL Account (Update GL Assignment)
$5,000.00 Other Contract Services (5295) v
Item Number Unit of Measurement
Job Costing Contract/Job Code Budget Report

Contract

Change Order
v
Job Codes - Description*
Artists - Artists v
Phase Codes
-
Cost Codes - Description*
Construction - Construction
Retention
100 Calculate

Cancel (esc) - Save (ctrl + enter) - Save and Add Another (ctrl + shift + enter)
Move focus to the Property field (ctrl + 1)

Save and Add Another Save Cancel

Save
Once the appropriate fields have been completed click the button. All fields selected will appear on the
line item and you may proceed with the next line item entry or submit for approval.

Line ltems (ctrf + /) Add Line items (ctrf + a)

SPLELr] + loft arrow) | Sel

- ctrl + right arrow) | Edit Selected Item (ctrl + @)
Pescription

GL Account MTD Budget  MTD Remaining Item Price  Amount
Contract Service 1750 A $0.00 (550.00) $50.00 $50.00
Contract: CONTRACT1 - Conireact #1 CO-Construction Ede

Change Order: Contract_1_CO_1 - Contract 1 Change Order 1 elete Link
Job Code: Construction - Construction
Phase Code: 00 -
Cost Code: Stework - 010000
SHIPPING: 0.00
portion of the sales tax and shipping charges are aliocated to the G/L account TAX: 0.00
GROSS TOTAL: $50.00
NET AMOUNT: $50.00

Purchase order Template
PO Templates can be used as a starting point for quick entry of similar POs in the future. An unlimited number of
templates can be created in the system.

There are two types of Templates that can be created in the system.

System Templates Clicking on this button saves the PO as a Template for later use. When a PO is saved
as a Template, the system will make the Template available to all users of the current
property and will appear in the Template tab of the Purchase order Register.

User Templates Clicking on this button saves the PO as a Template for later use. When a PO is saved
as a User Template, the system will make the template available to the current user
only for the properties listed in the PO and will show up in the Template tab of the
Purchase order Register.

Nexus Systems, Inc. 17 Proprietary & Confidential
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Create a Purchase order Template

In order to create a new PO Template (as allowed by user rights), follow the steps to create a New Purchase
order. Once the Vendor has been selected on the PO, the new PO can be saved as a Template by clicking on
the Template button or User Template button in the buttons bar at the top or bottom of the page.

Retrieve and Process a Purchase Order Template

A Template is a shortcut for creating a new PO. When the user retrieves and processes a PO Template, the
system creates a copy of the Template to be used. This ensures that the original Template remains the same
and can be used for future POs.

To Retrieve and Process a Purchase order Template
1. Go to the Purchase order Register Main Page by clicking ‘PO Register’ in the Purchase Order
menu bar at the top of the screen.
2. Click on the Template Tab.
3. Click on the Vendor Name to select a PO Template. The Template will display.
4. Review the Template to ensure it is the desired Template. Click the ‘Use Template’ button. A
new PO will be created with the information from the Template.
5. Fillin the required PO fields at the top and click the ‘Update’ button to save the changes.
6. Edit a line item by clicking on the ‘Edit’ link under the Amount of that line item. Edit PO line
item fields. If multiple lines need to be edited, consider using the PO Bulk Entry button.
7. Add another row by clicking ‘Add a Line’ button above the Amount field.
8. To delete an item; click the *Delete’ button in the amount column.
9. Verify the tax estimates based on the taxable line items and enter a shipping estimate for the
order, if appropriate.
10. Enter Notes and/or Budget Overage Notes (notes to explain reason for this transaction that
caused a budget overage), as necessary.
When complete, click the ‘Ready for Processing’ button or if the PO does not require approval click the ‘Release’

button.

Purchase Order split
This section will show you how to split Purchase otders between multiple properties and/or GL accounts.

Once you have created your Purchase order with a quantity, description, and item amount. Click ‘Update’ and select
the ‘Split’ link on the line item.

Complete the following steps to apply the split to the Purchase order:

1. Click the plus sign(+) in the corner of the split box for additional line item to open
2. Enter the Amount or Percentage in which you are splitting

3. Click ‘Save’ to apply the split to the Purchase order or click ‘Save as Default Split’.
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Choosing save as default split applies the split to the purchase order and will also save the

split for future use.

@ Cancel . elete [3] Upaste (3 Buk nry |iF) Upbsd iems 5] Use Template ) Save As Tempiate ] Save As User Template =0 Forward PO | Budget Report

2} Ready For Processng

) Uposs = Acaimage

Purchase Order: 1TPN-128195-042012 - In Progn

(etri+y)
Vendor 1 ‘Save and Create Defautt Spit
WILLIAIS CONSTRUCTION (WILLIAWS | ™ Line stom anocation —— -
WILLIAWS CONSTRUCTION | invoios History N ) .
Vendor b WILLIAMS Original Line Item Quantity: 100 Description: Buid out Unit Price: 5000.00
15193 HBISCUS AVE Recalculate
CHINO HLLS
A Property. GL Account| Percentage Amount Balance |
A Artists House North ~ Construction I Progress (1690)  ~ 2
|atinchto Uit 000% s 000 | $5,000.00
Line items (ctr + 1) I ~ | RN ~ Agd Line tems (ctr * a)
|attach to Unit % s El
Select Previous ltem (ctri + left arrow) |_Sefect Next item (ctrl + rigl | .
QTY Description °m | amount
1 Buidout |attachto unit % s i $5,000.00
‘Spit | £t
€ Internet | Protected Mode: On Delete
0.00
* A portion of the sales tax and shipping charges arc allocated fo the G/L account SALES TAX: 0.00
TOTAL:| $500000

Bulk Entry

Bulk Entry enables a user to quickly make entries and edits to several line items of a Purchase order without having

to update the document line by line.
Take the following steps to complete bulk entry:

1. From the Button Bar click ‘Bulk Entry’
The bulk entry page will open

Enter the Quantity
Enter the Description

Enter the GL code

Enter Item Price

Click ‘Save’

< S T O SO N

HOME.

HELP  EXIT

Property: Artists House North

(@ Cancel 9% Delete [f] Update [l Bulk Entry Upload tems =] Use Template. Save As Tempiate ] Save As User Template U Forward PO [4] Budget Report
e

lpaate (ctri +u)

mount

poad 5% Add image Purchase Order Bulk Entry - Windows Internet Explorer e =S
Purchase Order: 1TPN-126195-042012 - I lg http:// wanw payablesnexus.com/NexusTraining/flat/ Onsite/bulk_entry.cfm?lock_id=38tablename= purchaseorderfitablekey_id=128195 (&l
= Pr : Artists Ho Nortn M
Vendor (select a vendor) © cancel [F] save fih Open Al Properties e
WLLIAMS CONSTRUCTON (WILLIAMS) - Gof Purchase Order Bulk Entry
WILLIAMS CONSTRUCTION (inveice History ) Would you like te automatically recalculate the tax? Yes © No &
Vendor D WLLIAWS.
15183 HIBISCUS AVE ary Description tem Price Amount o =
cHNOHLLS 1 Buid Out I Taxable 5000.00 5000.00] =
91709 Construction In Progress (1620)  ~ gk
UNITED STATES.
Artists House North -
e omseriep |  Tsase ]
Select Previous item (cirl + left arrow) | Select Next ltem (ctrl + right ai Constructon in Progress (1830) il
arv pescrpton i
There are no line items for this purchase orger. Artists House North -
I™ Taxable =l
Construction In Progress (1620)  + gk L
Done @ Intemnet | Protected Mode: On v B10% v

0.00
$0.00
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You can create line items for multiple Properties, by clicking on the building icon, and
selecting the appropriate property.

You cannot make or edit splits within the Bulk Entry screen. Splits must be done on the Purchase

@ Order Detail page.
Use keyboard ‘T'ab’ button to navigate through the screen

If a new GL account is needed, exit bulk entry and add the new GL account from the ‘Add a
Line’ view

Submitting Purchase Orders
Once you have completed the entry of information onto the purchase order and save, the purchase order will need
to be submitted to the next person in the workflow.

Complete the following step to submit the purchase order for approval:

1. Click, ‘Ready for Processing’, followed by clicking, ‘Release’ or ‘Submit for Approval’.
The PO will be routed according to the workflow setup.

HOME  HELP  EXIT

S Cancel 9 Delete [3] Upeste (5] Duk Entry || Upkosd tems ) Use Temlste 23] Suve Aa Temolale i Save An User Temolse [ Forward PO._|) Dutget Report Propeny: Artists house lorth
2] Ready For Processing
[l Upesd_ = Acamace

Property: Artists House North

Purchase Order: in
Update fctri + u) | Ready For Processing (ctrl + y)

Cremedon: 03262012

CreatedBy:  FNCODER!

Priority: Asquisr v

15153 HBISCUS AVE PO Post Period: 047012
CHINO HILLS
ca Needed By:

1708
UNTED STATES

vom) | Edit Selected fear (ctr! + &)

Hem

o Mo

Gl Accaunt Budget Remaining Price MU
20 e
Consirucson in e |
e

w

L St For Acgeovl |

Sttt and Route Manuady

Cancel
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Purchase Order Search
For auditing and research you will have the ability to look up purchase orders in any status.

Complete the following step to research a purchase orders:

From the Menu Bar mouse over Purchase order

Click ‘Search P.O.’

Enter the available search information

AN

. Click ‘GO’ to process the search

When conducting a search you will need to use a least two characters when searching by
vendor or PO number.

ing form to search for Purchase O

* Searching for: Ay PO ~ By PO Number ~  Keyword: | 1ltpn Cold
Andror. -
Andiar. -
Properties:
 currentProperty " Muliple Properties ik Region s % Al Properties.

W active

I mactive

I~ on Hols

Search Results (records 117 of 17 Show 25perpage ~
Date * Number Property Vendor Vendor i “Amount Status
032712012 1TPN-128265-042012 Getty Center WASTE MANAGEMENT WNGTF se78.20 Released
032712012 1TPN-128259-042012 Getty Center WASTE MANAGEMENT WNGTF se7e.20 Released
032712012 1TPI-128288-042012 rtists House North WASTE MANAGEMENT sers.20 Released
032712012 Getty Center SIMPLEXGRNNELL 52,500.00 In Frogress
032712012 1TPN-128228-042012 Getty Center WASTE MANAGEMENT s225.00 Released
032712012 1TPN-128228.042012 Great Sphinx WASTE MANAGEMENT s225.00 Released
032712012 1TPN-126227-042012 Artists House North SIMPLEXGRINNELL SMPLEX szz5.00 Released
032712012 1TPI-128227-042012 Azuma house SIMPLEXGRNNELL SMPLEX s225.00 Released
032712012 1TPN-128225-042012 Getty Center WASTE MANAGEMENT WNGTF se7e.20 Released
032712012 11TPNA128215-042012 Getty Center SIMPLEXGRINNELL SMPLEX $1,100.00 Released
032712012 1TPI-128214-042012 Atists House North SIMPLEXGRNNELL SMPLEX $1,100.00 Released
032712012 1TPN-128210-042012 Getty Center SIMPLEXGRNNELL SMPLEX $3,568.00 Released
032712012 1TPI-128201-042012 rtists House North CLEANERS OF coa 59,361.33 Released
032712012 1TP-128200-042012 Getty Center CLEANERS OF oA 59,6133 Released
032612012 1TPI-128196-042012 Aists House North WILLIAMS CONSTRUCTION WILLAMS $400.00 nvoiced
03232012 1TPI-128103-032012 rtists House North ABE'S TAYLOR SHOP ABE ss50.00 Released
03232012 1TPI-125182-032012 Atists House North ABE'S TAYLOR SHOR ABE $600.00 Released
[=5] PO Register | ™" Invoice Register "+ Search

Nesiis SUstems: Pronristany and Canfidential Contact Sstem nfn

Nexus Systems, Inc.
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Purchase order Exercise
Create a purchase order using the following functions:

1. Split the purchase order between two properties
Save as a system or user template

Search for a PO in the ‘Open’ status

Sl

Once you have completed the entire task click the NexusPayables banner or the Home button to
return to the dashboard

Notes:
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Images — Main Page

The Image Management Main Page provides access to all imaging related functions. In order for images to be listed
here, they first need to be scanned and uploaded into NexusPayables.

The Image Management module offers four tabs in which images and documents can be located.

Images to Be Indexed Images that have been uploaded but have not been indexed.
Image Hub Images that have been indexed into purchase orders or invoices for conversion.
Exceptions Images that have been indexed but are missing an invoice number, vendor,

propetty, or other items flagged as an exception.

Deleted Images that have been deleted.

Image Management

Images To Be Indexed Image Hubh Exceptions Deleted Images
Sort By: EastCoast w Go (" CurrentProperty (% Region ( All Properties
@ Upload NexusPayables Invoice Separator Sheet Nexus Services Invoice Separator Sheet -« Search Images
o SelactlUnselact Al Index Selected v | Go Images to be indexed count: 160
Image Name * Scanned Date Image Type Property Wendor Source Wiew
r 20120319080215 03/23/2012 PNCoder1 LEN
r 20120319080234 037237212 PNCoder1 B
r 20120319080249 03/23/2012 PNCoderi 5N
r 20120319080303 0azazmz PNCoder1 5

The Barcode Separator
For multi-page invoices, you'll need a barcode separator to identify the distinct invoice. You can print a barcode
separator from the Image Management main page:

Image Management

Images To Be Indexed Image Hubh Exceptions Deleted Images
Sort By: EastCoast ~ Go ( CurrentProperty (* Region (" All Properties
[£7) upload [[mn] NexusPayables Invoice Separator Sheet| Nexus Services Invoice Separator Sheet 4 Search Images
L )
< SelectiUnselect Al dex Selected ~ | Go) Images to be indexed count: 160
Image Name = Scanned Date Image Type Property Mendor Source Wiew
r 20120319080218 03(23/2012 PlCoder1 B
r 20120319080234 0312372012 PHCoder1 B
r 20120319080249 032312012 PNCoder1 B
r 20120319080303 032372012 PNCoder1 LEN

Nexus Systems, Inc. 23 Proprietary & Confidential




NEXUSPAYABLES TRAINING WORKBOOK:

Scanning Images

Invoices need to be stacked and scanned according to one of these 4 groups listed below:

Document Group

Bar Code Separator
Sheet?

Other Requirements

Single Sided, Invoices can be stacked and scanned. The scanner wi
No . .
. . automatically create a new file for each page that is scanned.
Single Page Invoice
. . Invoices can be stacked and scanned. The scanner will
Double Sided, Single Page No automatically create a new file for every two pages (front and

Invoice

back) that is scanned.

Single Sided,

Multi-Page Invoices

Yes, on top of each invoice
that is scanned.

The first page that is scanned should be the bar code separator
sheet followed by an invoice, followed by another separator
page, etc. The last page should never be a bar code separator
sheet.

Double Sided, ( A copy of
the back page should be

made)

Multi-Page Invoices

Yes, on top of each invoice
that is scanned

The first page that is scanned should be the bar code separator
sheet followed by an invoice, followed by another separator
page, etc. The last page should never be a bar code separator
sheet.

Indexing Images

Once indexed, images move to the Tmage Hub’ tab, where they are sorted into two main tabs (where applicable):
Invoices and PO’s. From here you can:

0 Convert images of invoices.

O Revert all images back to the Tmages to be Indexed’ tab.

O View images, search images, or delete images.

Images To Be Indexed

. SortBy: EastCoast
Invoices

Image Hub

Exceptions | Deleted Images

HOME  HELP  EXIT

Image Management

~ Go " CurentProperty (¥ Region (" Al Properties.

[ Roport_ (L Seorch images

POs

< SelectUnselect A) | Convert Selected v | | Go

aaanan

Scanned Dal
032312012
0372302012
03232012
03232012
03232012

Convert Selected
£ |Revert Selected

Vendor

Reference Number

“Amount

Invoice Dale

Prioriy

Source

View

ST AOUSE o]
Breakers Mansion
Casa Batlo
Casa Batlo
Casa Batlo

CLEANERS OF AMERICA
CLEANERS OF AMERICA
CLEANERS OF AMERICA
SIMPLEXGRINNELL
SIMPLEXGRINNELL

flopbp1202.1
flopbp12022
fIopbp1202.3
67503888.3
74836070.3

5939174
5539174
58,391.74.

s174.15
$3,568.00

02/032012
021032012
020032012
02212012
124052011

Regular
Regular
Regular
Reguiar

Regular

PNCodert
PNCoder?
PNCoder3
PNCoder3.
PNCoder3

S
=
=
=
=\
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Documents and Images - Uploading
NexusPayables allows you to upload images and documents to attach to purchase orders and invoices.

Complete the following step to upload images and or documents:
1. From the Menu Bar
2. Click Tmage Management’
3. Click the ‘Upload’ icon
The file upload box will appear. Select the images or documents that you want to upload

4.  Click ‘Add Files’

b

Click ‘Upload files’ to add them to the Images To Be Indexed tab.

Once the images have been uploaded you will be able to retrieve them in the Images To Be Index tab.

HOME  HELP  EXIT

Image Management

e el imagetub | Exceptions | Deleted images

SortBy: EastCoast ~ Go ( CurrentProperty (¢ Region (~ Al Properties

Upload NexusPayables nvoice Separator Sheet Nexus Services Invoice Separator Sheet 4 Search Images

# SelectlUnselect Al Index Selected v ﬂ Images to be indexed count: 180
The above steps can be followed to upload an image or document while working in a
purchase order or invoice. Fifty images can be uploaded at one time.

Q) Close
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Image Management - Exercise
Complete the following task in Image Management:

Notes:

Upload an image to an existing invoice
Index an image
Convert an image into an invoice

Index an image as an Exception

Nexus Systems, Inc. 26
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Invoices

NexusPayables includes a register for Invoices. The register allows users to view documents by their status, run
reports, or search for a specific Invoice.

To open the Invoice Register, complete the following steps:

1. From the Menu Bar

2. Mouse over Invoice in the Menu Bar

3. Mouse over and click on Invoice Register

The following eleven tabs will display

Vendor Catalog ~ Purchase Orders | Invoices | Vendors  Image Management  Budgets  Reporis  Administration  Training

HOME  HELP  EXIT

[0 GetPo_~) New invoce |4l ivoice Reports_ 4. Search

Property: Artists House Horth

You are signed on as PNCoder!. View Artists Houss North | Go & CurrentProperty {* Region Al Properties

Invoice Register

LIV s perpage v

Open On Hold Approved ] Submitted for Payment ] Transierred to GL ] Paid J Void ]

Vendor Amount__ Property

Invoice Number Invoice Date Created Date Due Date

Open Invoices that only have a vendor, property, and line item field completed. These have
not been processed or submitted for approval.

Rejected Invoices that were sent back by the approver to the originator of the Invoice.

Overdue Invoices that have exceeded the system date of 30 or more days without being
paid

Template Saved Invoices that can be re-used on regular basis.

On Hold Invoices that have been placed on hold for internal reasons

Pending Invoices pending the approval of one or more users.

Approved Invoices that have been approved by all users triggered by workflow.

Submitted for Payment | Invoices that have completed workflow and atre ready to be submitted for
payment to the GL system.

Transferred to GL Invoices that have been submitted for payment in the GL system displaying their
status.

Paid Invoices that have been paid in the GL systems. This tab will only display one to

three periods of payments depending on the system configuration.
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Creating an Invoice
1. From the Menu Bar mouse over Invoices

2. Select New Invoice

The screen will refresh and open with a blank invoice. The following information will be required to be
entered.

Select a Property from the property drop down list

Select Vendor from the vendor favorite drop down list and click ‘GO’

Enter the invoice number

Enter the invoice date

Enter invoice total amount

Click ‘Update’

Click ‘Add to Line’

X X H e kW

10. Enter the Quantity

11. Enter the Price

12. Enter the Description
13. Enter the GL Account

Enter any notes, if applicable

14. Click Save or Save and Add Another

Inveice: In Property: Artists House North

Update fctri +u) | Ready For Processing (ctri +y)
Vendor

/ABM JANITORIAL (ABMSVCS;

ABM JANTORIAL Invoice History

Vendor . ABMSVCS Invoice Humber: |ABU001 Invoice Total 52
321 WEST 44TH 5T . -
o e Invoico Dote; 04012012 = Invoice Post Period: 042012
NEW YORKC pdddd Remittance Advice: [~
Hy bue On: sz B8
10035 sy Priority: Requiar +
UNTED STATES Createdon: 08022012 =]
Needed By:
CreatedBy:  ADHMN sy
Pay By: - Associated POs:  Hone

Line ltems (ctrf + 1) Add Line Items (ctr + )

Slact Previous ltem (cirl + left arrow) | Select Next item (ctrl + right arrow) | Edit Selected item ctr +e)

e MTD | mTD item
QTY  Description GL Account Budget Remaining Prige | AmouUnt

1 Janitorial Supples 11CS043000 1 S000| (537435)| $356.52 535652

JanttorialCleaning Texsble Spii | £d1

Deicte

SHIPPING: 0.00

“ 4 portion of the ssles tax 3nd shipping charges are aliocated to the G/L account SALES TAX: 1783,

‘GROSS TOTAL: $374.35

HET AMOUNT: $37435
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Invoices - Using Job Costing (if applicable)
Creating an invoice using job costing will required the normal fields to be completed. To use job costing you will
complete the following action

From the Menu Bar mouse over Invoices

1. Click on New invoice
2. Fill in the following fields
Q  Property

Q Vendor

QO Invoice number
Q Invoice date

Q Invoice total

O  Quantity

O  Description

Q  Item price

O  GL account (replaced by cost code and will not appear)

@ The line item quantity, description, and item price must be filled out before selecting job cost
data.

When all the above fields have been completed, complete the appropriate job cost fields below.
O Contract

Change Order
Job Codes
Phase Codes
Cost Codes

0O 0O 0O 0 O

Retention
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To view the contact budget ptior to saving the entry click on the contract budget report B Senfract Budgstreset jcon. This
will display the budget amount, actual amount, and the variance.

NEEIUSPAYABLES Slo

Contract Budget Setup Repon

Contract Code. Change Grder Jub Code.

Cost Code GL Account

Salance Remaring

200

5000
000
5000
7.70 50.00

If you have gone over the contract budget you will receive a warning message that you have exceeded the job
costing budget and will need to follow internal procedures.

Windows Internet Explorer

3 The amount: on this ikem excesds the joboosting budget,

(o J

Add/Edit Line Item Current Total: $0.00

Property
Artists House North -
Unit
Attach to Unit... -
Item Details
Qty Price Description
1 5000.00 Build out
™ sales Tax? Total: GL Account (Update GL Assignment)
$5,000.00 Other Contract Services (5295) «
Item Number Unit of Measurement
Job Costing
Contract
-
Change Order

v
Job Codes - Description*

Artists - Artists v

Phase Codes

v

Cost Codes - Description®

Construction - Construction
Retention

100 Calculate B |

Cancel (esc) - Save (ctrl +enter) - Save and Add Another (ctrl + shift + enter)
Move focus to the Property field (ctrl + 1)

Save and Add Another Save Cancel
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Save
Once the fields have been completed click the button. Job code and cost code will appear on the

line item description and you may proceed with submitting for approval.

Add Line ltems (ctr + a)

Line ltems (ctrf + /)

Telr] + loft arrow) | Select™ ctrl + right arrow) | Edit Selected ltem (ctrl + @)
GL Account MTD Budget  MTD Remaining  Item Price | Amount
Contract Service 1750 1 §0.00 (550.00) $50.00 $50.00
Contract: CONTRACT1 - Conireact #1 CO-Construction Edt
Change Order: Contract_1_CO_1 - Contract 1 Change Order 1 Dealete Link
Job Code: Construction - Construction
Phase Code: 00 -
Cost Code: Stework - 010000
SHIPPING: 0.00
portion of the sales tax and shipping charges are alioceied to the G/L account TAX: 0.00
GROSS TOTAL: $50.00
NET AMOUNT: $50.00

Invoice Template
Invoice Templates can be used as a starting point for quick entry of similar invoices in the future. An unlimited

number of templates can be created in the system. You can also choose to create a schedule for your template that
will alert you via email that it is time to use the template. You can modify a template and create a copy of the
template. And, you have the ability to save Contract Codes, Job Codes and Cost Codes on templates.

There are two types of Templates that can be created in the system.

O Templates: When an Invoice is saved as a Template, the system will make the Template available to all
users of the current Property and will show up in the Template tab of the Invoice Register Main Page.

O User Templates: When an Invoice is saved as a User Template, the system will make the Template available
only to the current user and the Property for which the template was created. The User Template will show
up in the Template tab of the Invoice Register Main Page.

Create an Invoice Template
In order to create a new Invoice Template, follow the steps to create a new Invoice. Once the Vendor has been

selected on the Invoice and a line item has been added, the new Invoice can be saved as a Template by clicking on
the Template or User Template button.

1. Name the invoice template.

If you have created this invoice from converting an image to an invoice, you will have the option to
save the image on the template. The image attached at this time will be attached to any future
invoice that you create from this template. Or, you may choose to not include the image.

2. Click update before exiting the template

A Template is a shortcut for creating a new Invoice. When the user retrieves and processes an Invoice Template, the
system creates a copy of the Template to be used. This ensures that the original Template remains the same and can

be used for future invoices.
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Retrieve and Process an Invoice Template
A Template is a shortcut for creating a new Invoice. When the user retrieves and processes an Invoice Template, the
system creates a copy of the Template to be used. This ensures that the original Template remains the same and can
be used for future invoices.
1. Go to the Invoice Register Main Page by clicking Invoice Register in the menu bar at the top of
the screen.
2. Click on the Template Tab.
3. Click on the Vendor Name to select an Invoice Template. The Template will display.
4. Review the Template to ensure it is the desired Template. Click the Use Template button. A
new Invoice will be created with the information from the Template.
5. Fillin the required invoice fields at the top and click the Update button to save the changes.
6. Edit a line item by clicking on the Edit link under the Amount of that line item. Edit Invoice line
item fields. If multiple lines need to be edited, consider using the Invoice Bulk Entry button.
7. Add another row by clicking on the >’Add Line’ button above the Amount field.
8. To delete an item, click the ‘Delete’ button in the amount column.
9. Verify the tax estimates based on the taxable line items and enter a shipping estimate for the
order, if appropriate.
10. Enter Notes and/or Budget Overage Notes (notes to explain reason for this transaction that
caused a budget overage), as necessary.
11. When complete, click the ‘Ready for Processing’ to submit for approval. If the Invoice does not

require approval then you will see the Process for Payment button, click that instead.

Invoice split
This section will show you how to split an invoice between multiple propetties and/ot GL accounts.

Once you have created your invoice with a quantity, description, and item amount. Click update and select the ‘split
link’ on the line item. In order to save the split, left to allocate must be a zero.

Complete the following steps to apply the split to the invoice:

1. Click the plus sign (+) in the amount field to gain additional lines when the split window opens.
2. Enter the Amount or Percentage in which you are splitting

3. Click Save to apply the split to the invoices or click Save as Default Split.
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HOME  HELP  EXIT

& cancel [7) Upsate () Bukenry ) Uploadems |=) Use Template = Forward 4] Save As Tempiate %] Save As User Tempiate - Change Property 4] Budget Report Property: Artists fiouse liorth
T Reacy for Frocessing 53 Pace On fiod %, Change Vendor
5] Upoad = Avdimage

& hitp://www.payablesnen
£l htip:

'© Concel [l save Pl save and Create Deraut spit

Invoice: In Progress

Property: Artists House North

w payablesnexus.com/NexusTraining/fl

A & i +u) | Ready For Processing (ctrl +y)

Vendor
WILLIAMS CONSTRUCTION (WILLIAMS

Line Item Allocation Select A Spit -
VWILLIAWS CONSTRUCTION  nveics Hisory ) .
endor D WLLIAMS nupice My ) Original Line ltem Quantity: 100 Description: Buid out Unit Price: 5000.00
15193 HIBISCUS AVE Recalculate

o i3 = G ncooun] percenage | _amoun_| sance | <1

91708

Artists House North = Construction In Progress (1630)
UNITED STATES.

Jattacn to uni: 0.00% |8 0.00 [ s5,000.00

T S - Construction b Progress (1650)  +
Jastach to unit %|s El

Line ltems (ctr/ +1)

Add Line ltems (ctri +3)

For future use of the saved split, you can make a selection from the select a split drop down
located in the top right corner of the split box.

Bulk Entry

Bulk Entry enables a user to quickly add or make edits to several line items of an Invoice without having to update
the document line by line

Take the following steps to complete bulk entry:

1. From the Button Bar of the invoice , click Bulk Entry , the bulk entry page will open
Enter the Quantity

Enter the Description

Enter the GL code

Enter the line Item amount

Click Save

AN

HOME  HELP  EXIT

@ Cancel [#] Updats [l Bulk Entry Upload tems [S] Use Template =7 Forward -vfik Change Property [d] Budget Report Property:Artists House Horth
& Place On o 8@ Invoice Bulk Entry- Windows niemet Explorr IR | — =12
&) Upioad =" Add Image 1 e AL
[ ritp:/ s payablesnexus.com/NexusTraining flat/Onsite/bulk_entry:cfmlock id=38tablename=invoiceiablckey id=34866 |
Invoice: In ﬁ gl =rty: Artists House North
@ cancel [ Save ik Open AllProperties Property:Artists House North Update (otrl + 0}
Vendor (seict 3 vendor) Einveice Bulk Entry
WILLIAMS CONSTRUCTION (WILLIAMS) he ﬂ Would you ke to automatically recalculate the tax? Yes ™ No
s o (e R e an
15153 HIBISCUS AVE 1 Build out ™" Taxable 5000.00 5000.00 =]
cHnoHLS Construction n Progress (1690)  ~ i 5%
91709
UNITED STATES
Artists House North -
I™ Taxable |
Construction hn Progress (1890)  + b 5%

Line ltems (ctrl +1) I Add Line ltems (ctrl + )

Select Previous ftem (ctri + left arrow) | Select Next ten] Artsts House North -
QTY Description I™ Texable E : . :ﬁm Amount
Construction In Progress (1690} + [ih & ) B
There sre o ins itams or this inuoice.
SHIPPING:
Artists House North - |t saLesTax: 0.00
1|21 pone @ Internet | Protected Mode: On v ®100% v s sionAe &0
MNET AMOUNT: $0.00
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Submitting Invoices
Once you have completed the entry of information onto the invoice and save. The invoice will need to be submitted
to the next person in the workflow.

Complete the following step to submit the invoice for approval:

1. Click ‘Ready for Processing’ on the button bar

Once the submit for approval is selected, the invoice will be routed to the next approver

If the invoice does not require additional approval, you will see Process for Payment button.
When clicked, the invoice will be placed in the completed status.

Invoice Search
For auditing and research, you will have the ability to look up an invoice in any status.

Complete the following step to research an Invoice:

1. From the Menu Bar mouse over Invoice
Click ‘Search Invoices’

Enter the available search information

N

Click ‘GO’ to process the search

HOME  HELP  EXIT

™" Invoice Register [==] PO Register '+ Search Property: Artists House North

Search
Use he folowing form o search for Purchase Orders and Invoices.
« searching for . v keywors Gy
Andior: -
Andior: -
Propertes:
@ Current Property € Wuttple Properties b Region b  AllProperfies
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Invoice Exercise
Create an Invoice using the following functions:
1. Create a template
2. Complete a Bulk Entry on the Invoice
3. Record the number of items you have in the ‘Open’ status of the Invoice Registry
4. Once you have completed the entire task click the NexusPayables banner or the Home button to
return to the Dashboard

Notes:
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Linking Invoices to Purchase orders

Once you have created or converted an image to an invoice you will be able to link the associated purchase order to
the invoice creating one record with two references. To start the linking process you should first create the purchase
order and it should be in the released status. The next step would be to either create an invoice and link to the
existing PO or convert the PO to an invoice

Complete the following steps to link an invoice to a purchase order.

1. From the Dashboard click ‘My Invoice’

2. Create a new invoice or locate an existing invoice

3. Click on ‘Link PO’ from the button bar (Button will only appears if PO exist for vendor and property)

4. Once the link to PO button is selected the purchase order information page will display for you to begin

the linking process.

On completion of the above steps you will have to select the corresponding purchase order line and click ‘Process
Invoice’ for the linking to take place.

Once the invoice is linked to the purchase order you will be able to go back and forth between the two by clicking
the reference numbers located on the line item.

HOME  HELP  EXIT

@ Cancsl [7] Update () Buk Entry [Z] Upload ems |5 Linkto PO |[5] Use Template orward il Change Property [d] Budget Report Property: Artists House North
52 Place:On Hold @] Void

5] Upoad = Aca image

Alert:
A There is a relative PO available to link this invoice to.

Invoice: In Progress Property: Artists House North

Upoate ctrt +u)
Vendor (select a vendor)
WILLIAIS CONSTRUCTION (WILLIAMS) RSN
WILLIAMS CONSTRUCTION (invoics History )
Wendor ID: WILLIANS

1183 HBISCUS AVE
A \voice Date: 08012012 (B8 Invaice Post Period: 042012 +
cA

Invoice Number: WCOD1 Invoice Total: 5000.00

dtdd Remittance Advice: [
S oon R
UNTED STATES oy Priority: Requar ~
CreatedOn: 03282012
reatea an Nooded By: e
CreatedBy:  PNAPPROVERT iy

Pay By: - Associated POs:  None
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o cancel ¥ Pprocess Invoice

ocess an Invoice for this Purchase Order
Purchase Order Information

Vendor WILLIAMS CONSTRUCTION
Valid Purchase orders

Artists House North | 1TPN-128196-042012 | Created on 03/26/2012 | Amount $400.00 -

Invoice Information
Invoice Number
Current Inveice Ameount
Invoice Date

Purchase Order liems
Please select your Purchase Order tems below.

Quantity Description Unit Price: Tax Amount Total Amount
v 1.00| of 1.00 Demo Suite 5 40000 $0.00 £400.00
*Ling tems that have been spiit by property can't be changed during the conversion process
*The sum of line Total Amounts may not match the Total PO amount due to rounding

o cancel % Process Invoice

MNexus Systems: Proprietary and Confidential Contact System Info

Property: Artists House North

Update (trl +u) | Ready For Processing (ctrf + v}
Vendor
WILLIAMS CONSTRUCTION (WILLIAMS)

WILLIAME CONSTRUCTION (Invaios History
“endor ID: WILLIAMS Invoice Humber: | WC001

Invoice Total: 400.00
15183 HIBISCUS AVE :
e Invoice Date: | 03012012 Invoice Post Period: 042012 +
ca ey Remittance Advice: [~
91709 Due On: oanezotz (B8
UNIED STATES ) mmayyyy Priority: Reguiar ~
CreatedOn: 03262012
Needed By: =
Created By:  PHAPPROVER!
Pay By: -

Line ltems (ctrf +1)

Salect Pravious item (ctrl + left arrow) | Select Next ltem (ctri + right arrow) | Edit Selected ltem (ctrl +e)

MTD | MTD ttem
QTY | Des: GL Account Budget| Remaining Price | AUt
! 1890 A 50.00 |  (5400.00) | 5400.00 5400.00
Construction In Progress ‘Spit| Edit

Delete
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Linking Invoices to Purchase orders - Exercise
Please complete the following assignments of creating and linking an Invoice to a PO:

1. Create a new Invoice.

2. Link the Invoice to an existing Purchase order in the released status.

Notes:
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Approval

This section will cover the process of approving Purchase orders and Invoices. If you have been granted the right to
approve Purchase orders and/or invoices the functionalities that will be available are Rejecting, On-Hold, Modify,
Modify GL, and Submit for payment. In this section you will be provided step by step directions on how to
complete each function.

Approving Purchase Orders/Invoices
From the Dashboard under summaty statistics, locate Purchase orders and /or Invoices needing approval by
clicking on ‘Purchase orders to Approve’ or ‘Invoices to Approve’.

Vendor Catalog  Purchase Orders  Invoices  Vendors  Image Management Budgets Reports  Administration  Training

HOME  HELP  EXIT

Property: Artists House North

¥ouare signed on as PHApprovert View Artts House North v | Go € Current Property (* Region (& All Properties
Accounting Details: Current Accounting Period is & | Property Delegations: (none)
Summeary Statistics

Purchase Orders 1o Approve Receipts to Approve

Quick Search

Invoices to Approve Rejected Receipts.

Tvoices On Aol Receipts Pending Post Approval

By Reference Number ~

Wy Purchase Orders Refected Invoices Keyword Search

Wy Invoices Rejected Purchase Orders. *Only searches the past 45 days

Image Exceptions

1
1
T

Completed Invoices to Approve ] Approved Purchase Orders for Review
]
1
Honth-to-Date Over Budget Categories. 1
1

“ear-to-Date Over Budget Categories.

The list of Purchase orders/Invoices needing Approval will be listed below the summary statistic. To complete the
approval of a Purchase order and/or Invoice complete the following steps.

Invoices to Approve Show: 100 perpage -
Date Property I Mendor - I Reference Amount Days Pending Due Date
03/01/2012 Artists House North WILLAMS CONSTRUCTION WCooz 860000 O 0313142012

Nexus Systems: Proprietary and Confidential Contact System Info

1. From the Summary Statistic list
2. Click on the Vendor Name of the Purchase order/Invoice

3. Click on ‘Approve’ in the Button Bar or ‘Approve and Next’ to approve the next Purchase

order/Invoice
HOME  HELP  EXIT
&) Cancel 7 Hodty =CJ Forward PO_[¢] Updsle Property: Artists House Hlorih
& Approve 5 Approve and Next X Refect| 12 d Route Manually 70 Pass and Routs Manualy (= Previous o, Next

Upload =" Add image

Purchase Order: Px g rove Property: Artists House North

Updats (ctr +u)

ABE'S TAYLOR SHOR | Invoice History ) CreatedOn: 0372372012
Vendor ID: ABE

1013 SXTH AVENUE CreatedBy:  PNCODER!
CORNER 36TH STREET Priority: Regular
NEW YORK PO Post Period: 0372012
s Needed By:

UNITED STATES

Line Items (cir +1)

Select Previous ltem (ctri + left arrow) | Select Next Item (ctrl + right arrow) | Edit Selected item (ctrl + &)
QTY | Description GL Account Arauet Romaining Prime | Amount
1 Dry Cleaning PR90330000 A $0.00 | ($1,150.00) | $550.00 | $550.00
Uniforms - CAM Modify GL
SHIPPING: 50.00
*A sales tax ailocated to the G/L account SALES TAX: $0.00
TOTAL: 855000
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The History log located at the bottom of the Purchase order/Invoice will indicate who
submitted the Purchase order/Invoice and for whom Approval is pending.

Rejecting Purchase Orders/Invoices
To reject a Purchase order/Invoice complete the following steps:

1. From the Summary Statistic list of ‘Putrchase otders to Approve’/’Invoices to Approve’

2. Click on the Vendor Name
3. Click on ‘Reject’ in the Button Bar
4. Select a rejection reason from the drop-down list
5. Click Save
S e Frop S T o

& Approve 35 Approve and Next | ), Refect | li> Approve and Route Nanualy 41> Pass and Route Manualy (- Previous o Next

(&) Upload =F Add image

@ Purchase Order Reject Popup = Windows Internet E.. sl s e o

&) hitp:

Purchase Order: Pending Appic| Property: Artists House North

wwurw payablesnexus.com/NexusTraining/flat/Onsite/purch

@ cancel| [ save|

Update (ctr! +u)
ABE'S TAYLORSHOP | Invaics History )
Vendor ID: ABE

1013 SOXTH AVENUE

CORNER 38TH STREET

NEW YORK

Y

reated On: 03232012
reated By:  PNCODER1
Priority: Regular
PO Post Period: 032012
leeded By:

PLEASE PROVIDE REASON FOR REJECTION BELOW
|

Incorrect GL -
10018

UNITED STATES Incorrect Invoice Date

Inadequate Documentation

Incorrect Amount

Work Incomplete

Incorrect or Inadequate Description

New Vendor Approve - Okto use.

New: Vendor Incomplets ~ Missing information

Line items fctrl + 1)

Select Previous ftem (ctri + laft arrow)

MTD | MTD item
Budget Remaining Price
PRI0330000 50.00 | (§1,150.00) | $550.00| $550.00
Uniforms - CAN Modify GL

SHIPPING: | $0.00
* A portion of the sales tax and shipping charges are allocated to the G/L sccount SALESTAX:  $0.00
TOTAL:  $550.00

QY  Description GL Account Amount

1 | Dry Cleaning

© concel (& save

If a Purchase order/Invoice is rejected it will be routed back to the creator for adjustment and
sent back through workflow.

Modify Purchase Order/Invoice
To modify a Purchase order/Invoice complete the following steps:

1. From the Summary Statistic list of ‘Purchase otrders to Approve’/’Invoice to Approve’
2. Click on the Vendor Name
3. Click on Modify in the Button Bar
This will allow the approver to modify header information and line item information
4.  Click on Modify GL
This will allow the approver to modify the GL account only
5. Make modification

6. Click Save
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© cancel [ 7 woary [ rorwaraPo_[£] upaate Property: Artists House Horth
& Approve B2 Approve and Next X, Reject 4> Approve and Route Manualy /1> Pass and Route Manualy ( Previous =) Next
Upload 5 Add image

Purchase Order: rtists House North

Updats (ctrl +u)

ABE'S TAYLORSHOP ( Invoics History )

Crested On: 03232012
Vendor ID: ABE

1013 SIXTH AVENUE CreatedBy:  PNCODER1
CORNER 38TH STREET Priority: Reguiar

NEW YORK PO Post Period: 032012

Pl Needed By:
UNITED STATES

Line Items (cir + )

Select Previous Item (ctrl + left arrow) | Select Next item (ctrl + right arrow) | Edit Selected ftem (ctri +e)

O [Pt Sz Budge | Remaning | Price
PRS0320000 A $0.00 | ($1,150.00) | $550.00
Uniforms - CAM Modify GL.
SHIPPING: | $0.00
=4 portion of the saies tax and shipping charges are silocated fo the G/L account SALESTAX: | $0.00
ToTAL: | $550.00

Amount

1| ry Cleaning

Property

‘Artists House North
unit

Attach to Uni.

Item Details

aty Price Description

[~ Sales Tax? Totak GL Account (Update GL Assiqnment)
$550.00 Uniforms - CAM (PR90330000) -

Item Number Unit of Measurement

Gancel (esc) - Save {ctrl + enter)
Move focus to the Property field (ctr +1)

| o =]

On-Hold Invoices
To place an Invoice On-Hold complete the following steps:

1.

From the Summary Statistic list of ‘Purchase orders to Approve’/’Invoice to Approve’
Click on the Vendor Name

Click on ‘On-Hold’ in the Button Bar

Select an On-Hold reason

Click Save

@ Cancel [¢] Update _? Modify = Forward (= Print [d] Budgst Report

2, Approve 5 Approve and Next ¥l Approve and Route Manually > Pass and Route Manually X, Reject < Previous =) le 53 Place On Houl ) Void
) Upioaa = Add image

Property: Artists House North

Invoice: Pendi

Property: Artists House North

Update (ctrl +u)

WILLIAMS CONSTRUCTION (inveice i crestedon:  0uzRR012 \nvoice Total ss0000
Vendor ID: WILLAMS
15193 HBISCUS AVE Created By: PNCODER! Invoice Post Period: 04/2012
CHIND HLLS Invoice Number: WC002 Remittance Advice: o
A i Date: 03012012 .
51708 choose a reason ;"’"‘;E © oty Priority: Regular
UNITED STATES Thoose a reason " ue On: Heeded By:

Awaiting Completion of Work Pay By: Associated POs:  Hone

Line Items (ctrl + ) I

Select Previous ltem (ctrl + left arrow]

ary  pescription 6L Account :"T:gﬂ :;meq hem  Amount
1| nsta Door Frame - 1650 A $0.00 | (51,000.00) | $600.00 | $600.00
Consiruction n Progress Hodiy GL

SHIPPING: | $0.00

4 sales tax and fothe G/Lsccount SALESTAX:|  $0.00

GROSS TOTAL: | $600.00
HNET AMOUNT: | $600.00
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If an Invoice is placed on hold, the user who placed it On-Hold must reactivate the Invoice. Once
reactivated, the invoice will go back to status it was previously in.

To Active an Invoice that had been placed On-Hold complete the following steps:
1. From the Menu Bar
2. Click on Invoice registers
3. Click On-Hold Tab
4. Select the Invoice

5. Click ‘Activate’

Invoice Register

show: ETETEE
Al On Hold Approved | Submitted for Payment | Transferred to GL | Paid | Void |

Vendor v Amount  Property Invoice Number Due Date On Hold Date: # of Days On Hold On Hold By
WILLIANS CONSTRUCTION S600.00  Artists House North WC002 037312012 0302672012 ] PNApprover!

© Cancel =7 Forward (0] Upoad 'SP Add image [ £ Actvats | Property: Artists House Horth

Invoice: HOLD

Property: Artists House North
Message from webpage "RG—_—_— |

WILLLAMS CONSTRUCTION (involcs History.

Vendor b WLLIANS CreatedOn: 03262012 Invoice Total 50000
endor ID: WILLIAI
15193 HBISCUS AVE - Created By: PVNEDDEW Invoice Post Period: 1472012
CHINO HILLS. wew Are you sure you want to activate the Invoice? Invoice Number: WC002 Remittance Advice: No
el = Invoice Date:  03/01/2012 Priority: Reguiar
91708

Due On: 037312012 :
UNITED STATES ue on Needed By:

Pay By: Associated POs:  None

Line Items (ctrl + 1)

Select Previous ltem (ctrl + left arrow) | Select Next ltem (ctr! + right arrow} | Edit Selected item (ctrl + )

QTY | Description

W | MTD om
Gl Account Budget | Remaining Price | A"
1| nstal Door Frame 1e80 A $0.00| (51,000.00) | $600.00 | $600.00

Construction In Progress
SHIPPING: | $0.00
* A portion of the saies tax and shipping charges are allocated to the GIL account SALESTAX: | $0.00
GROSS TOTAL: | $600.00
NET AMOUNT: | $600.00

Approver Button Bar - Glossary

Modify / Modify GL Allows you to modify the invoice and / or the GL code.
Forward Sends the Invoice to another user

Upload Upload image

Approve / Approve & Next Approves the PO / Invoice.

Approve & Route Manually Provide your approval and select up to three additional users to approve
the PO / Invoice.

Pass & Route Manually You ate not placing your approval on the PO / Invoice but pass to up to
three users for their approval.
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Reject Decline approval for the PO / Invoice

Previous / Next Skip this document, and go to the previous or next one in the list.

Place on Hold Used if you need to delay the approval, but don’t want to reject the
document.

The following buttons are available only if an image is attached:

Split Screen: Invoice / PO View Select if you wish to see the image and the invoice / PO, or if you wish to
hide the image.

View Image To review a copy of an invoice in a separate window.

Manage Images Allows you to see a folder of all the images attached to the invoice / PO,

select individual images for viewing, and change the primary image.

Upload Image Allows you to browse and add up to 50 scanned files/images from your
computer to be associated with this invoice or PO.
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Approval - Exercise
Please complete the following assignments on Invoice and PO approvals:

1. From the Dashboard, access several invoices requiting approval.

2. Approve the first invoice.

3. Forward the second invoice (send it to your own email address).

4. Modity the GL Code

5. Select a different primary image

6. Place the invoice on hold while waiting to resolve a vendor dispute

Notes:
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Vendors

As a NexusPayables user you will have the ability to look up vendor information for the processing of the invoice. If
vendor record maintenance is required, submit a request with your system administrator.

Complete the following steps to view a vendor record:
1. From the Menu Bar
2. Mouse over Vendor
3. Click Search vendor
4.  Enter a key word with at least two characters

5. Click ‘GO’ to process the search

HOME  HELP  EXIT

[d] Vendor History Report [d] Search by Trads Type

Property: Artists House Horth
Integration Package Enter Keyword

Yardi - G

Search

09 ABCDEEGHIJKLMNOQPOQRSIUVWXY?Z

(Enter a minmum of 2 characters)

Viewing Vendors
Once you click ‘GO’ the page will refresh with the search findings. To view the vendor records complete the

following steps:
1. Locate the vendor

2. Click the ‘View’ icon

The vendor record will open and you will be able to view the listed information

WILLIAMS CONSTRUCTION Last updated on 11/15/2011

(SR ETL I Alternate Addresses | General Info/Settings GL Code Assignment

& vendor Main Page < | Search Results "SF Add Image [07) Upload Image

REMINDER: PLEASE UPDATE ANY INSURANCE DETAILS PRIOR TO MAKING ANY CHANGES TO THE GENERAL INFORMATION.

VENDOR NAME & INFORMATION

Integration Package  Yardi

Vendor Name WILLIAMS CONSTRUCTION
Tax D#

‘Vendor Address Address
15193 HIBISCUS AVE

cty State/Frovince/Region  Zip/Postal Code
CHINO HILLS cA 91709
Country

UNITED STATES -
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Budgets and GL

NexusPayables integrates with your General Ledger system and reports real-time expenditures. Budgets and actuals
ate sent from the G/L system to NexusPayables for reporting purposes, allowing users to make informed decisions
when approving purchase orders and/or invoices

Invoices and/or
PO’s with GL account
allocations are sent
to the GL

GL — GL
Budgets and
Actuals

NexusPayables
Budgets and
Actuals

NexusPayables
Updated Budgets

and Actuals are
sent to
NexusPayables

To view Budget At-A-Glance complete the following step:
1. Mouse over Budgets on the Menu Bar

2. Select At-A Glance

The At-A-Glace budget screen will open.

Once the page has open you will be able to view the budget in a summary detail organized by Month-to-date and
Year-to-date. You will also be able to organize the information by category, budget, accrual, and variance. Budget
information will also be displayed on purchase order and invoice line item by month and year to date.

Vendor Catalog  Purchass Orders  Invoices  Vendors  Image Management | Budgels | Reports  Administration  Training

HOME  HELP  EXIT

C Search | Budget Forecast Report Property: Artists House North
Search for an Account Budgets
- Searenby Month-to-Date Over Budget Categories
i - Category + Budget Fcoruas Variance
ASSETS 50.00 §1,000.00 (51,000,000
Gold,
Year-to.Date Over Budget Categories
Category~ Budgel Toowas Variance

PROP MAN - CAMN EXPENSE $0.00 $1,150.00 (51,150.00)

£_search_[g] Budget Forecast Report

Nexus Systems: Proprietary and Confidential Conlact System Info
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Notes:
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NexusPayables Reports

NexusPayables provides the ability to run reports at any time by month-to-date or by year-to-date. Reports can be
run in a detail or summary format and by multiple search criteria.

NexusPayables offers two types of reports: predefined and custom reports. Predefined report parameters have been
set by NexusPayables. Custom reports allow the user to set the parameters.

To access predefined reports complete the following steps:

1. Mouse over Reports on the Menu Bar

N

Select Report Type (Invoice Register Reportts)

&

Complete report filter fields

4. Click ‘Generate Report’ to process the report

HOME  HELP  EXIT

[ Invoice Register |d] Generate Report Property: Artists House North

INVOICE REGISTER REPORT TOOL
Report Type Invoice Payment Report -

Report Format & HTuL cel

(Selecta Vendor) (Al Vengors)

@ perna € ApprovaiDate € Created Date (" invoice Date ¢ Submitea Date (* Pais Date (" Calendar Quarter
From: 042012 ~ To: 042012 -

From:

From

ALL -

-

@ Current Property € Wultiple Properties ' Region © Al Properties

NexusPayables Custom Reports
The Custom report feature gives you the ability to create a System Saved report or a My Saved report. System Saved
reporting provides access to users of the system. My Saved reports are only accessible by the report creator.

To create a System Saved or My Saved report, complete the following steps:

—_

Mouse over Reports on the Menu Bar
Select Custom Reports

Select New Report

Select the Report Type

Select Assigned Columns

Click Next Step

Select your report Filters

Name the report

Y >® Nk o»DN

Choose save as ‘System Saved Report’ or ‘My Saved Report’
10. Click Generate Report
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Retrieving Saved Reports
To retrieve your saved reports complete the following steps:

1. Click Reports on Menu Bar

2. Click Custom Reports

3. Select System Saved Reports or My Saved Reports
4. Locate report name

5. Click ‘Generate Report’

Notes:

Nexus Systems, Inc. 49

Proprietary & Confidential



