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Accounts Payable Automation 

Solution Overview 
 

As a part of its technology initiatives, Tutor Perini is seeking to automate and streamline some of 
its existing paper intensive manual workflows within their AP Invoice processing including; 
minimizing manual errors in existing workflows, reducing paper-trail, and migrating towards an 
automated solution which has traceability of records to help them focus more on business critical 
areas and less on paper processing. 

Canon Information and Imaging Solutions has developed an automated solution, leveraging its 
Enterprise Imaging Platform (EIP) and IRIS Document Understanding Technology allowing for 
the following: 

 Processing invoices through integrated invoice imaging, electronic invoice entry, 
content management, approval, and voucher creation.  

 

More Specifically: 

Invoice Processing 

 AP users will follow the current process in cases where invoices are received by regular 
mail.  Invoices will be scanned and emailed to the AP email inbox. 

 We will continue to have the invoices emailed or scanned into the Main AP Emails 
Address for AP to monitor and forward to the Canon AP Email address (please do not 
provide this email address to anyone outside of TPC we only want invoices to be 
forwarded here). 

 A mechanism has been provided for AP users to review and validate the data extracted 
from the invoice.  

 Business owners / project owners have the ability to validate and approve invoices. 
 The verified and approved data will be automatically processed into JDE as a voucher 

with a link to the captured invoice image. 
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Accounts Payable Automation 

Functional Scope 
 

The following outlines the workflow associated with the AP Invoice process: 
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Accounts Payable Automation 

Invoices Received via Email or Hard Copy 

  

Invoice Preparation 
Forward all invoices received via email, with attachments, to 
the Canon AP email address which will be provide to each 
Company via email separately.  All hard copy invoices can be 
scanned and emailed to a monitored AP email address or 
scanned to a monitored network folder for import. 
 
Single page invoices will go straight to the IRIS Verification 
queue.  Multi-page invoices will go to the IRIS Separation 
queue. 
 
NOTE:  If an email contains a link to an invoice, as opposed to 
an attachment, the user must download the invoice and scan 
it to the email address that has been provided. 
 
Please do not send invoices that have more the 100 pages 
these will slow down the invoice processing time. 
 
If you need to have all of the backup to an invoice that is 
more than 100 pages you have the ability to attach that 
within EIP once the invoice gets committed or can attach the 
backup directly into JDE once the invoice is created, make 
sure you save all of the backup on one of your drives and 
attach it later. 

 
PRE-APPROVED INVOICES: 
 
If the Pre-Approval queue is configured for your company/companies 
you can send pre-approved invoices to this queue by putting the words 
“preapproved” in the email subject. 
This will bypass the normal approval policies and will go to the 
user/users that are assigned to this queue to review the wet signatures 
and the GL distribution along with validating the rest of the invoice 
that the coder processed.  Once approved this will generate the 
invoice into JDE. 
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Accounts Payable Automation 

IRIS Invoice Separation 
IRISXtract Invoice Separation  

If a batch contains multiple invoices or 
invoices with a large number of 
attachments, invoice separation may be 
needed.   

NOTE: The diagram shown is based on a 
separation configuration of anything 
more than 2 pages requiring 
separation.  If your company requires 
anything greater than 1 page to be 
separated, Case 2 would also require 
the use of the separation queue. 

 

 

Launch the IRISXtract Verify application. 

To separate invoices within a batch 
select the company specific Separation 
queue.  There will be several queues by 
Company – never send anything to the 
Supervisor or Training Queues TPC does 
not use these. See page 16 for more 
information if something goes to the 
Supervisor Queue – If in the Training 
Queue contact the Helpdesk. 
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Accounts Payable Automation 

IRISXtract Invoice Separation  

A list of batches is displayed. 

Select the desired batch to be 
separated. 

 

The invoice separation screen is 
displayed. 

 The right pane displays an image of 
the first page in the batch. 

 The left pane displays a list of all of 
the documents and pages in the 
batch. 

 

 

 

Most tasks necessary to manually 
separate multi-page invoices are 
performed from the two-pane Unit 
Mode view.  

Unit Mode should be the default view 
when in the Separation queue.  If it is 
not, select the Unit Mode option (from 
the top toolbar).  Unit Mode should not 
be on when accessing any other queue.    

 

Toolbar Options: 

If the orientation of the image needs to 
be adjusted use the green arrow 
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Accounts Payable Automation 

IRISXtract Invoice Separation  

buttons located in the Tool Bar at the 
top of the screen to rotate the image. 

To magnify a specific section of the 
document view use the page icons 
containing the gold squares to focus on 
that portion of the invoice. 

To return to the original invoice view 
use the full page icon at the far left of 
the toolbar.    

The Left Hand Pane: 

 The pages, listed in the left hand 
pane, are all of the invoices and 
supporting documents within the 
batch.  The number/name at the 
top (1659 in this case) will be your 
batch ID, followed by an internal 
system Unit number (1660), 
followed by a document number 
(1661), followed by the pages 
within that document (1662-1664). 

 Notice in this example all of the 
invoices and attachments are listed 
under one document (1661). 

 Each invoice, and their associated 
attachments, needs to be separated 
into their own separate document. 
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Accounts Payable Automation 

IRISXtract Invoice Separation  

Split at this Page 
To separate a multi-page invoice from 
the rest of the batch: 

 Select the first Sheet that is NOT 
part of the multi-page invoice. 

 In this example, let’s assume 
Sheet 1904 and Sheet 1905 
are part of the same multi-
page invoice. Therefore, you 
would select Sheet 1906 
because it is the first sheet 
not associated with that 
invoice.  

 Right-click to display a pop-up 
menu. 

 Click the Split at this Page option. 
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Accounts Payable Automation 

IRISXtract Invoice Separation  

When Split at this Page option is 
selected, the scanned batch is 
separated into two Documents: 

 The first Document now contains 
only the Sheets associated with the 
first multi-page invoice. 

 In this example, Document 1903 
now includes only Sheet 1904 
and Sheet 1905, which are part 
of the same multi-page invoice. 

 A second Document is created 
containing all of the remaining 
Sheets in the scanned batch. 

 In this example, Document 1930 
is created and includes the 
remaining Sheet that was not 
identified as being part of 
Document 1903.  

Next you will need to separate and 
identify which of the Sheets associated 
with the Document are invoice pages 
and which are supporting documents or 
attachments. 
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IRISXtract Invoice Separation  

Mark Remaining Pages as 
Attachment 
To mark the appropriate sheets in the 
invoice as attachments: 

1. Right-click on the invoice page 
containing the data to be analyzed 
and verified. If there are multiple 
invoice pages containing data to be 
analyzed and verified, you should 
right-click on the last Sheet 
containing this data. 

2. Select the Mark remaining pages as 
attachment option.    

This will identify all subsequent 
Sheets within the Document as 
attachments and make them 
inactive during the extraction and 
verification process. 

In this example, we will assume that 
Document 1903 contains one 
invoice page (1904) and one 
supporting document page (1905).  
We do not want the supporting 
document page analyzed so we 
mark it as an attachment. 

 

 

Notice that the Sheet marked as an 
attachment is now greyed-out in the 
Document, indicating that it is inactive. 

 In this example, Sheet 1904 is 
the invoice page (active) and 
Sheet 1905 is the attachment 
(inactive).  
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IRISXtract Invoice Separation  

Re-Sequencing Sheets 
If you need to re-sequence the order of 
the scanned sheets, you can drag and 
drop the Sheet that needs to be moved 
to its correct location within the 
Document. 

 In this example, Sheet 1905 is in 
the wrong location and needs to 
be moved to a location 
immediately after Sheet 1904. 

 It is simply dragged and dropped 
to the new location. 

 

Notice that the Sheet numbers remain 
the same, but are now sequenced in 
the correct order. 

 

Repeat each of the above steps (Split at 
this Page, Mark as Attachment, Re-
Sequence) as needed for each of the 
remaining invoices and their associated 
attachments in the batch.   

When the Invoice Separation process is 
successfully completed, separate 
numbered Documents will be created 
for each multi-page invoice (1903 and 
1928 in this example) and all 
attachment Sheets associated with 
each Document will be identified and 
greyed-out (1905). 
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IRISXtract Invoice Separation  

Merge with Next/Previous 
Document 
If you need to merge two consecutive 
documents into one, you can do so by 
using the Merge with Next 
Document/Merge with Previous 
Document options. 

 In this example, Document 1903 
and Document 1927 are actually 
all sheets relating to the same 
document. 

 

To merge the two documents: 

1. Right-click on any invoice 
page within the documents 
to be merged. 

2. Select the Merge with Next 
Document or Merge with 
Previous Document 
(depending on which is 
appropriate in your given 
case). 

 

 In this example using the Merge 
with previous document option, 
you now see the two documents 
listed as a single document 
(1903 only). 
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IRISXtract Invoice Separation  

Add as Attachment to Previous 
Document 
If a Document is made up entirely of 
attachment pages that support a prior 
document, you can Add as Attachment 
to Previous Document. 

In this example, Document 1920 is 
actually made up of supporting 
documents for Document 1903.  
To add attachments to a previous 
document: 

1. Right-click on any sheet within 
the document to be marked as 
an attachment. 

2. Select the Add as Attachment 
to Previous Document option. 

 

 

Notice that the Sheet numbers are now 
listed under a single Document number 
(1903) and the sheets that were 
previously a separate document are 
now marked as attachments and are 
greyed-out (1905 and 1906). 
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IRISXtract Invoice Separation  

Restore Document/Page 
If you have incorrectly marked a page 
or document for deletion, you can 
return it to its previous state. 

1. Click on the document that was 
incorrectly marked or any page 
within a document that was 
incorrectly marked. 

2. Click Document, followed by 
Restore document or Restore 
page (depending on the issue). 

3. The page or document will be 
returned to its previous state.  

Unmark Page as Attachment 
If you have incorrectly marked a page 
as an attachment there is no set 
function to unmark that page.  You 
must use a combination of the Split 
function and the Merge Function to 
return the page to active. 

1. Right click on the incorrectly 
marked page and select Split 
at the Page.  This will 
activate the incorrectly 
marked page and all 
subsequent pages as a new 
document. 

2. Then use the Merge with 
Previous/Merge with Next 
Document option to put the 
original document back 
together. 

3. You can now mark the 
appropriate pages within the 
document as attachments. 
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IRISXtract Invoice Separation  

Commit Job for Verification 
After all of the invoices and their 
associated attachments have 
been separated and marked, the 
batch can be committed for 
verification. To commit a batch: 

Click  File > Commit job 

  

 

 

                           
If using Separator Sheets for document 
separation or marking of attachments 
you simply need to Commit the job 
from within the Separation queue. 

The automatic separation and marking 
of attachments will then be done 
during the document analysis phase. 
The batch will then be placed in the 
Verification queue with the proper 
document splits and attachment pages.  
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Accounts Payable Automation 

IRIS Invoice Verification 

  

Vendor Invoice Verification   
After the scanning process has been completed and the necessary data has been extracted 
from the invoice and imported into the IRISXtract Verify application, a manual verification effort 
is required to ensure the accuracy of this transferred data. The Verify application provides the 
capability for users to easily view, compare, and verify the scanned invoice with the extracted 
data. 
Launch the Verify application.  

The Verify profile list window will be 
displayed. 

To verify the accounts payable 
invoices, select Verification queue. 

If for some reason an invoice goes to 
the Supervisor Queue open up the 
invoice and hit CTRL + F10 this will 
re-analyze the invoice and send it 
back to the Verify Queue. 

 

 
The Job List window will be 
displayed.   

Users will only see invoices listed 
based on the companies the user has 
been granted access to.  

From the list, select the 
invoice/batch that you want to 
verify. 

 

 
The invoice is now ready to be 
manually reviewed and verified. 

Each data field in the right pane 
should be checked to verify that the 
correct information was captured 
from the invoice image. 
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Accounts Payable Automation 

Vendor Invoice Verification 
Select the document from the left 
pane that you wish to verify.  The 
first document listed will be 
selected by default. 

 
If there are multiple documents 
within a batch, you can select any 
document for verification. 

To activate a new document, right 
click on the document number or 
a sheet within that desired 
document. 

Use the Set as active document 
option.  

This will change the system focus 
from the original document 
selected to a document of your 
choosing.  The active document 
will always appear in red text.  
The active sheet within that 
document will always appear 
highlighted in blue.   

You can change the highlighted 
sheet within a document by 
simply clicking on the desired 
sheet.  The image shown in the 
center page will change 
accordingly. 

Once the appropriate document is 
selected, you may begin the 
verification process. 

All documents within a batch 
must be verified before the 
verification process is complete. 
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Accounts Payable Automation 

 

 
 
 
 

Vendor Invoice Verification 

The Verification process is divided 
into two parts: 

 

 Verifying the Vendor 
information fields 

 Verifying the invoice data 
fields 

 Note: The currency code 
field defaults in from the 
Supplier Master and can be 
changed based on the 
invoice currency, simply 
select it from the dropdown. 

 

 

 

 

 

 

The first data field that must be 
verified is the Vendor number.   

If the Vendor number was 
correctly captured, the related 
vendor fields will be automatically 
populated based on that number 
(with data from ERP). It is 
important to verify that those 
fields too are correct:  

 Name of Vendor 
 Country 
 Creditor Street 
 City 
 State 
 Zip 
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Accounts Payable Automation 

 
 

Vendor Invoice Verification 

If the Vendor number field is blank or 
incorrect, you need to search for and 
select the proper ID. 

To search for the Vendor: 

1. With the cursor in the Vendor 
number field, press F4 to open 
the search option 

2. Enter your search criteria (ex. 
Vendor name) and press 
ENTER 

3. Select the appropriate Vendor 
from the list to populate the 
Verify Vendor fields 

If a situation occurs where the search 
is not successful (unable to find the 
Vendor number), the invoice requires 
further investigation and may need to 
submit a ticket to the helpdesk. 

 

 

 
 

 

After the Vendor information has 
been verified, continue verification of: 

 Company Code (determined 
from import channel or an 
extracted company name) 

 
NOTE: If the invoice was sent through 
an incorrect import channel resulting 
in the wrong Company Code, change 
the value to the correct Company 
Code and Cancel the Job.  This will 
give access to the correct user(s) on 
the Job List for verification. 
 
 Business Unit (determined 

based on associated PO 
information or manually entered 
for non-PO invoices) 
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Accounts Payable Automation 

 

Continue verifying: 
 

 Invoice number –Limited to 25  
 Invoice date 

NOTE: The invoice number is validated to 
check for duplicates if ever processed 
through Canon – otherwise once final 
approval to JDE 

 

 

Verify the value of the extracted value 
fields. 

 Net Amount (a calculated field 
based on the formula Gross 
Amount – Tax Amount) 

 Tax Amount 
 Gross Amount 

 

 

 

The Document Type field will be populated 
with one of the following codes: 

 IWO: Invoice with PO 
 INO: Invoice no PO 
 CNO: Credit Note no PO 

 

 

 

The Order Number field is for Purchase 
Order related invoices.  The number may 
be extracted or manually entered. 

The associated Order Type will populate.  

The purchase Order Number field can be 
searched in two ways. 

The user can enter the first character(s) of 
the desired PO and select from the 
resulting list. 

Additionally, with the cursor in the Order 
Number field, press F4 to search for a 
purchase order number.  Key in the search 
criteria and press Enter.  Select the 
appropriate PO from the resulting list. 

The Order Type field will be populated with 
the associated Purchase Order type & 
Business Unit. 
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Vendor Invoice Verification 

The Coder Group is the group responsible 
for coding the invoice.  Coding is either 
entering the GL information for Non-PO 
invoices or selecting the lines for matching 
on a PO related invoice.  The appropriate 
Coder Group will be entered by default. 

The Approval Policy field will automatically 
populate based on the information 
provided on this transaction (Supplier, 
Company Code, Business Unit, Order # and 
Order Type).   

If the invoice has been pre-approved, the 
Pre-Approved Approval Policy will default 
based on the subject line of the words 
Preapproved – this will bypass the approval 
workflow, please be careful when using 
this. There will be at least one person 
assigned to this queue to verify the wet 
signatures and the GL coding before 
approving and pushing to JDE for Invoice 
creation. There will be at least one person 
to review this queue for accuracy. 

The Comment field can be used for 
communication regarding this invoice.  This 
comment is limited to 30 characters. 

 

 

 

When adding a comment this will appear on the 
workflow in EIP for the Coder 
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Vendor Invoice Verification 

When the manual verification process is 
complete the document will be marked 
with a green check signifying 
completion.  When all documents 
within the batch are complete the 
batch will be marked with a green 
check. 

A batch cannot be committed until each 
document within the batch has been 
completed. 

 

 

 

Error States  
The Verify application provides three 
possible error states and uses colored 
text to draw attention to detected 
errors. The field text in question is 
displayed in a pre-defined color and 
related messages are displayed with 
additional information next to the field: 

 Red – Local Error (e.g. field format 
does not match, mandatory field). 

 Green – Information in this field 
requires manual user 
confirmation. 

 Blue – Error between related 
fields (e.g. GL distribution total 
does not equal invoice gross 
amount). 

Note:  Only when there are no Red, 
Green, or Blue error fields will the 
invoice be considered Verified and 
Valid. 
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Vendor Invoice Verification 

To Remove a Document from a Batch: 
 
Highlight the Document Number, right 
click and select ‘set as active 
document’. 
On the tool bar select Document select 
delete document.  You will get a 
comment popup box, just click ok. 
 
This will put a red X next to all of the 
sheets within the document, once you 
click commit this will get deleted. 
 
If you selected the incorrect document 
for deletion, click on Document on the 
tool bar and select ‘restore document’ 
the red X will disappear. 
 
Note:  If you need to re-scan the PDF or 
need a copy before you delete the 
document, on the tool bar select File 
‘print document’ before deleting it. 
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Vendor Invoice Verification 

When the manual verification process is 
complete,  

Click File > Commit job 
 
If you need to stop in the middle of 
verifying the invoice click on Cancel Job 
then resume at a later time. 
 
When logging out always click on File 
then Click Exit program this will release 
the session. 
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Hot Keys 
 

IRIS Hotkeys and Quick Steps 
General Hotkeys 

Cancel Job (exit current invoice) CTRL + E 

Access a Job (displays job list) CTRL + B 

Search in a Field (e.g. Vendor Site ID, Order 
Number) 

F4 

Cancel Search (exit search field view) F7 

Calculate Fields (e.g. Total Amount before Taxes) ALT + C 

Move to Next Field Enter/Tab 
Note: If field text is green (requires user confirmation), 
pressing Enter will confirm value (text changes to black) and 
move to the next field.   

Show Job List CTRL + B 

Calculate Field Alt + C 
 

 


