Scan and Capture

Scan & Capture allows you to upload and process invoices you receive from suppliers. As a result, a so-
called Booking Proposal is created, in the form of a Publication in Concept.

Using this function is very simple:

Navigate via the Expenses menu option to Upload and process expenses
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You can now select invoices from your file explorer and drag them to the page, or select invoices by
clicking on the icon.

The example above shows about 5 invoices that have been selected for processing. Then press

Upload .

Within the page you will now see the various offered invoices being processed. As soon as this overview
is empty, the relevant invoices have been processed and the booking proposals have been created.

UPLOAD AND PROCESS YOUR EXPENSES

Drop here your invoices to be processed [Ren]
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You will now automatically be navigated to the Expenses overview page, where you will see the
expenses just offered in Entered mode.
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We now open the booking proposal of one of the uploaded invoices:
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'ATTACHED FILES

Drop files here or click to
upload.

Check whether all data is correct and, for example, has been assigned to the correct cost category and

then press m , after which the expense will be fully booked within your administration and
processed within the VAT declaration.
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ATTACHED FILES.

Drop files here or click to
upload.

You will see that the invoice in question has also been added to the Edition as a PDF. If you now press
the icon, the linked PDF will be shown.
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Factuuradres
Stadhoudersplartsoen 198
2517 5K Den Haag
Netherlands

Details Google Workspace
Factuumummer 4776399789

Factuurdatum 31jul2023 Totaal n EUR €13,00
Facturerings 1D, 931224347221

Overzicht voor 1 jul 2023 - 31 jul 2023

Subtotaal in EUR €1300
biw (0%) €00
Totaal in EUR €1300

hankelik biwheffing deortvanger worden toegevoegd overeenkomstig artikel 196 van

EUrichtlin 2006/112/EC

Elk openstaand bedrag wordt automatisch in rekening gebracht
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