M3

Accounting Core: Accounts Payable — Document Imaging

Introduction

Document Imaging in Accounts Payable is available on both the vendor and invoice. This feature
empowers the user to effortlessly scan and link vendor documents like W9s and contracts to the
respective vendor profile. Furthermore, the user can also scan the invoice images directly to the
corresponding invoice within the module. The following will walk the user through the four Methods of
scanning invoices in the Accounts Payable module as well as attaching images to the vendor.

Objective

Recognize the types of supporting documents that are relevant to various invoice transactions.
Understand the importance of attaching appropriate documents for audit trails and compliance.
Demonstrate the step-by-step process of attaching supporting image documents to relevant records.

Steps

Follow the steps below to attach images within Accounts Payable. There are 4 different methods; the first
7 steps are the same for each method.

1. From the top menu bar, click on Maintenance.

2. Click on Companies. Note: if desired to complete on property level, continue the next two
steps. If not, click on desired company level.

1 =feporte=® Maintenance | Administration Ip
4 Print % |3 Companies S| 2
; [0 Daily Report »
ompanies
[ Financial Designer |
ase sele B2 Inventory , | Prope
Crefault O Rurdnet Setun
ff Default O 73

3. Expand the company / property tree by clicking on the (+) symbol.

4. Click on the desired property.

x Companies <
|Property: Test Property

I Default M3 DB Expanded 11th Edition-2021
Test Company

—E Test Marriott Company

5. Click Modules.

6. Click Accounts Payable.

5 W‘ Reports  Maintenance
it [ Save d|[:| Accounts Payable H’m 6
brice Doty h £

h s Deafa 1 Daily Report 2
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7. Click on the Invoice tab.

IrIUIJCILr. IS0 MWLy

| Current Vendor: ||

7 mln\micel Recurring Invuicel

Attaching Images to an invoice Method 1: Scan Documents for Selected Invoice. This method
utilizes a compatible scanner to scan directly to a single invoice.

8. Find the invoice to scan to and select the invoice. Note: The user may navigate to the invoice
by selecting the vendor from the current vendor drop down Method, click on Show > All, and
click on desired invoice. If the invoice is from years prior, click the + sign to increase the year

search.

Update endor
Payment Method

Amount Inv

Al | 100.00| !
Pending 1

Posted
Partially Paid

9. Load invoice into the M3 compatible scanner.*

10. Click Attach Images.
11. Select Scan Documents for Selected Invoice.

istratiocn  Help

10 et} Attach Images 34 Searcl

ach Irm=nee 3 Cozrch Trmanac

r Scan Documents for Selected Invoice

Scan Documents for Multiple Invoices
Browse Pre-5canned Documents for Selected Inveice

Browse Pre-Scanned Documents for Multiple Inveices

12. Click Save.

13. Click OK to the validation message of the invoice saving successfully.

12 _’ H Save ‘@ Cancel Save %

o All documents were stored successfully.

13 |=——ox ]
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Attaching Images to an invoice Method 2: Scan Documents for Multiple Invoices. This method
utilizes a compatible scanner and separator pages to scan multiple invoices simultaneously.

8. Click Reports.

9. Click Separator Pages.

Maintenance

e.

Aging
D Batch Invoices
— B Vendor Invoices
——[Y VendorReporting
Proy B Vendor Analysis

9 —“*D Separator Pages

I

Select the desired criteria. It is recommended to use the Entered on Date and then
select the date range the invoices were entered.

Click Search.

The pop-up window with all the bar code separator pages will populate. Click Print.

Invoice Search - Print Separator Pages — O X
Date Range wendar
a ﬁ: Entered on Date ’;andor: I LI
" Invoice Date “Usar
(" Due On Date [ only show Invoices added by
™ Accounting Period Date Administrator
[11/2212022 ~| o [11/22/2022 ] I only ;";?_"_‘“;nli:;’r‘;‘::: last modified by
—Company / Property———————————————————— —Other Invoice Deta\ls—|
Company: | j Invoice #: I— ] Cc
Property: | hd Invoice Type: |all = D Invoice Sep
1232‘::;::1': I?:\gmg ;I ™ Include Amount = | & Lo lE Erk Bl SEk | c
Reviewed: |any = IEDUBI ™ ;I I
Approved: |Any -

Full Text: I ‘

b Cancel |

Match the separator page with the invoice, with the separator page being on top of its
invoice. Then the next separator page and its invoice and so on. Note: The invoice can
have as many pages as it needs, if the respective separator pages are in between each
invoice, it will not cause trouble.

Load the batch of separator pages and invoice into the M3 compatible scanner.*

10. Click Attach Images.

11. Select Scan Documents for Multiple Invoice.

istration  Help

10 ﬂmﬂ Attach Images

ach Im=nac 38 Caarch Trmanac

- Scan Documents for Selected Invoice
11 Scan Documents for Multiple Invoices

Browse Pre-5canned Documents for Selected Invoice

Browse Pre-Scanned Documents for Multiple Inveoices
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12. Click Save.

13. Click OK to the validation message of the invoice saving successfully.

12 -—HS“& ’7 Cancel Save W

o All documents were stored successtully,

13 |=———d_ o ]

* M3 compatible scanner list can be found on the Help Center:
https://help.m3as.com/knowledgebase/article/KA-01034/en-us

Attaching Images to an invoice Method 3: Browse Pre-Scanned Documents for Selected Invoice.
This method involves saving a single invoice in either PDF or TIFF format. The file is then imported to
attach directly to the corresponding invoice.

8. Find the invoice to scan to and select the invoice. Note: The user may navigate to the invoice
by selecting the vendor from the current vendor drop down Method, click on Show > All, and
click on desired invoice. If the invoice is from years prior, click the + sign to increase the year
search.

Update Vendor
Payment Method

Pending
Posted
Partially Paid
Paid

Void

All Except Void
Refunded
Partially Refunded

9. The user will need to pre-scan the invoice image as either a TIFF or PDF and save the
invoice image in the "M3 Scans" folder** on the computer.

5 oo x |+

&« = T @] J > ThisPC > LocalDisk(C) >

@new- K O D W NSt =
Name Date modified Type
SWinREAgent 4/26/2024 8:14 AM File folder
9 | = mzRepors 5/10/2024 5:00 PM File folder
T M3 Srans APR/2024 10:03 AN File folder
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10. Click Attach Images.

11. Select Pre-Scanned Documents for Selected Invoice.

istraticn  Help

10 ===} Attach Images 43 Searct

ach Im=nar 34 Qazrch Tranac

I - Scan Documents for Selected Invoice

Scan Documents for Multiple Invoices

11 —) B rowse Pre-Scanned Documents for Selected Invoice

Browse Pre-5canned Documents for Multiple Invoices

12. Click on the saved invoice from the pop-up window.
13. Click Continue.

14. Click OK to the validation message of the invoice saving successfully.

Select File - V:\M3 Scans\, - [m| X
Ak
Name Size  Date Modffied
12 i 5.15.24 - 123 Vendor pdf 51KB 2/21/2024 0214 PM
E Contract - 123 Veendor pdf 177 KB 2/21/2024 0218 PM _ %
Sa
@ Cther Image pdf 5KB 3/25/2023 10:37 AM e
@ Quote - 123 Vendor pdf 30KB  3/29/2023 10:48 AM
@ ZZ3-ME Rebecca - Mar.. 32KB 3/26/2024 10:01 AM

o All documents were stored successfully,

14 > %

Files of Type: | All Compatible Fle T| 13 |

Cancel

Attaching Images to an invoice Method 4: Browse Pre-Scanned Documents for Multiple Invoices.
This method involves saving multiple invoices, each with a separator cover page, together in a single file,
TIFF format only. The file is then imported to automatically attach the invoices by reading the barcode on
the separator page.

8. Click Reports.

9. Click Separator Pages.

Maintenance

Aging
D Batch Invoices
= D Vendor Invoices
B Vendor Reporting
Prog D Vendor Analysis

9 —em-drm Separator Pages
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a. Select the desired criteria. Recommend using the Entered on Date and then select the
date range the invoices were entered.

b. Click Search.

c. The pop-up window with all the bar code separator pages will populate. Click Print.

Invoice Search - Print Separator Pages — [m] x
Date Range wendar
a —& Entered on Date ’7‘45”‘15” I ;I
" Invoice Date User
(" Due On Date [ only show Invoices added by
~ Accounting Period Date Administrator
™ only show Invoices last modified by
11/22/2022 x| to |11/22/2022 hd
/22 J I 122/ J Administrator
—Company / Property———————————————— —Other Invoice Deta\ls—|
Company: | j Invoice #: I— P ) C
Property: | ;I Invoice Type: |all = D Invoice Sep
Document Irmaging E . + -
= Prnt.. Export. . =1 Email C
Invoices: IA” LI ™ Include Amount | & I% |
Reviewed: |any - IEquaI To j I
Approved: |Any -
Full Text: I ‘
b cancel|

d. Match the separator page with the invoice, with the separator page being on top of its
invoice. Then the next separator page and its invoice and so on. Note: The invoice can
have as many pages as it needs, as long as the respective separator pages are in
between each invoice, it will not cause trouble.

e. Load the batch of separator pages and invoice into any scanner and save the image as a
TIFF file only.

f.  The user will save the image in the "M3 Scans" folder** on the computer.
oo\ * +

&~ = = c D > ThisPC > LocalDisk(C) >

@ New ‘};, 18} ED @ Tl Sort -
Name . Date modified
SWinREAgent 4/26/2024 8:14 AM
i — M3Reports 5/10/2024 5:00 PM
f ﬁ M3 Scans 5/15/2024 9:09 AM

10. Click Attach Images.

11. Select Pre-Scanned Documents for Multiple Invoices.

istration  Help

10 ===} Attach Images 33 Searcl

ach Imanas 34 Sazerh Tranac

! - Scan Documents for Selected Invoice

Scan Documents for Multiple Invoices
Browse Pre-Scanned Documents for Selected Invoice
11 | === Browse Pre-Scanned Documents for Multiple Invoices
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12. Click on the saved invoice from the pop-up window.

13. Click Continue.

14. Click OK to the validation message of the invoice saving successfully.

** The saved folder may differ from the example above. To locate the name of the folder in which
the user should use, follow these steps. Click Maintenance, click Companies, click Enterprise
level, click the Advanced Settings tab. Under the General Tab, the name of the folder to be

12

Select File - V:\M3 Scans\,

[ ZZ3-ME Rebecea - Mar... 2KB

[EE-
Name Size  Date Modified
5.15.24 - 123 Vendor pdf 51KB  2/21/2024 02:14 PM
@Conﬂad - 123 Vendor pdf 177KB  2/21/2024 0218 FM
@ Cther Image pdf 5KB 3/25/2023 10:37 AM
E Quote - 123 Vendor pdf 30KB 3/29/2023 10:48 AM

3/26/2024 10:01 AM

Save

o All documents were stored successfully,

14

— |

Files of Type: | All Compatible File T 13

added to the user's C drive on the computer will display. In this case "M3 Scans".

Attaching Images to a Vendor profile:

1.
2.

M3 | Enterprising Hospitality

Maintenance

G print 3 |23 Companies G

[ User Manager

Click on the desired property.

Administratiol

From the top menu bar, click on Maintenance.

Expand the company / property tree by clicking on the (+) symbol.

Companies |

|Property: Test Property

=»— T Default M3 DB Expanded 11th Edition-2021

Test Company

&

—E Test Marriott Company
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5. Click Modules.

6. Click Accounts Payable.

5 W‘ Reports  Maintenance

Tetit [ Save élr_"l Accounts Payable oY 6

. Daily Report
prise: Defau i '
3 Accounts Receivable

7. Click on the Contact tab.

| Current Vendor: I |

7 Hh'kcmtal::tl Irwuic:el Recurring Invuic&l

8. Select the desired vendor from the current vendor drop-down list.

rrent Vendor: I ;I fe

38 ~
endor I Contact 4 cit Above Lawncare

A-1 Lending Co.

9. Inthe Documents section, click on the Save Disk next to the desired document to be
attached.

— Documents
— Contract

Expiration Date: IMMfDDfYWY EILI E“

B
rInsurance > 9
ot

Expiration Date: I MM/DD/YYYY E;I E’!
—Wo
Expiration Date: I MM/DDSYYYY EILI El

— Other

Expiration Date: I MM/DD/YYYY EILI gl

10. Select "Scan from Device" if using a M3 compatible scanner.* Or select "Browse and
Attach" if pulling in a saved image from the M3 Scans** folder.

a. For Scan from Device:
i. load invoice into the M3 compatible scanner* and then click Scan from Device.

ii. Once itis finished, click Save and OK.

T [

a Scan from Device
o | Browse and Attach
el By )

| Save 4

| > H ST s o All documents were stored successfully,

i | —ae ]
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b. For Browse and Attach:
i. Click Browse and Attach.
ii. Select document to attach to the Vendor profile.

iii. Click Continue and then click OK to the “stored successfully” message.

Scan from Device
i m—’&owse and Attach
Ld
| —— ]|
Select File - V:\M3 Scansh, - O s
[~
Name Size  Date Modffied
. 5.15.24 - 123 Vendor pdf B1KB 22172024 0214 FM
@ Contract - 123 Vendor pdf 177 KB 2/21/2024 02:18 PM %
ii | m—tother Inage.pot SKB  3/29/202310:37 AM e
B Guate - 123 Vendor pdf J0KB 372972023 10:48 AM
@ Z7%-ME Rebecca - Mar... 32KB  3/26/2024 10:01 AM
o All documents were stored successfully,
P 11
Files of Type: | Al C ible File Types v| I Continue
Cancel

* M3 compatible scanner list can be found on the Help Center:
https://help.m3as.com/knowledgebase/article/KA-01034/en-us

** The saved folder may differ from the example above. To locate the name of the folder in which the user
should use, follow these steps. Click Maintenance, click Companies, click Enterprise level, click the
Advanced Settings tab. Under the General Tab, the name of the folder to be added to the user's C

drive on the computer will display. In this case "M3 Scans".
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