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Invoice Entry 2.0

Optimizing the invoice entry process
for accounting clerks




1 Senior UX Designer (myself)
1 UX Manager

1 Director of Engineering

1 Director of Product

1 Product Manager



User Research

Process Mapping

Wireframing

Prototyping

Facilitating Collaboration Sessions

Usability Testing



1 million+ invoices / year



Clerks enter around 30-40
invoices per day

It takes 3 minutes to enter



8.75 hours / week
455 hours / year
18+ days / year



How might we reduce time
spent entering invoices?
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1. When possible, automate invoice uploads

2. Reduce average invoice entry time by 1 min
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INPUT FOCUS STATES

Old Focus New Focus
* Invoice Number: * Invoice Number:
Gray dashed border Blue border & raised shadow

Difficult to identify when indexing Decreased time spent scanning for input
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Unentered Invoice Files

Select a file to attach

Enter Invoice Without Attachment

Upload file
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INVOICE DETAILS % Customize anOICe_592252500pdf & Back to File Library
07/21/18 at 9:31am

P.O. Number: (Optional)

‘ Attach

Lookup P.O.

Multiple separated by a

Template: (Optional)

‘ | Maintenance INVOICE
‘ Q v Supply DUPLICATE
RETURN SERVICE REQUESTED , Headquarters® Order# 5922545-00
Use Last Invoice as Template Date 04/08/19
. ; . Remit P.O. Box 301451 PO #
fRoicelvRe Lro: Dallas, TX 75303-1451 Ship Point | MSH-Laurel
Sales: (866)630-6747/ Via Same Day BWO/1/
Standard v AIR: (877)633-6747 Shipped Date | 04/08/19
(281)564-9700 Terms Net
* Vendor:
- y Bill Attn: Leasing Office ship  |Hawk's Landing
‘ Q v To: Hawk's Landing To: 123 Branch Dr
. 40565 |123 Branch Dr Eagle Mountain, UT 84005
Eagle Mountain, UT 84005
Account: (Optional)
Q --Select an Account-- ‘ v ‘
* Remittance:

I

Ln# Bin Loc. | Product Quantity| Qty. Quantity Unit Price Extended Amount
D iptic Ordered| UM Shipped (Net)

Check v

Property: (Optional) /B/05/1 60559
104x84 WHT VERT BLIND
GL Code: ~ Window Covering
2 /B/09/1 56030 6| Each 6 9.15 54.90
MINI-BLIND 60x64 WHITE
VINYL MINI-BLIND

GL Code: ~ Window Covering
3 /C/06/1 23915 10 | Each 10 2.18 21.80
BIFOLD TOP GUIDE PIN
WITH SPRING 6-1/8"

GL Code: ~ Hardware

4 1CI10/5 748278 6| Each 6' 20.92 125.52
UNIVERSAL NUFIT CHROME
DRAIN STOPPER WITH GRID s
GL Code:  Plumbing
5 /CI1712 56033 12| Each 12 722 86.64
MINI.RIIND d8v6d WHITE

8 8

Q --Select a Property-- ‘ v ‘

* Invoice Number:

Line Items: Show All (5)

Invoice Total: $0.00
View Budget

Save & Add New -




Data Entry Screen Real Invoice

Standard ¥ D Templates
Maintenance INVOICE
P : Post Month: | mm/yyy S 1y DUPLICATE
ik I £ 4 [pomyy RETURN SERVICE REQUESTED H“pg_ ters Order# ___[5922545-00
Vendor/Account: | Q v] @ Add Vendor | ~ Involce Date: | mm / dd / yyyy ‘j R TRl ) g;’i 04/08/19
A Torms: [t 10 . To:_Dallas, TX 75303-1451 Ship Point | MSH-Laurel
po.Numoer (@ v Sales: (866)630-6747/ Via Same Day BWO//
' ’ A/R: (877)633-6747 ‘Shipped Date
Due Date: [mm / dd / yyyy a ((zsl))564-9700 T:fnpse s
Invoice Number: ‘ pleme e INe30 - - |
ssS Routing Tag: \cmm Tags - Bill Attn: Leasing Office Ship |Hawk's Landing
Invoice Total: | § | To: Hawk's Landing To: 123 Branch Dr
NotaAachmert I 40365 |123 Branch Dr Eagle Mountain, UT 84005
4
Eagle Mountain, UT 84005
» Line tem Defauts
v [a [ [ | I[s 000 0o 00 @ Instructions |
Ln# Bin Loc. Product Quantity| Qty. Quantity Unit Price Extended Amount
R ‘Q ‘ ‘ ‘ H $ 000 0.00 000 ® Description Ordered| UM Shipped (Net)
1 /B105/1 60559 8| Each 8 46.89 375.12
k) ‘ ‘ ‘ |[s o0 000 000 @ 104x84 WHT VERT BLIND
GL Code: ~ Window Covering
» |a v |[s 000 000 000 ® 2 /B/09/1 56030 6| Each 6 9.15 54.90
MINI-BLIND 60x64 WHITE
A VINYL MINI-BLIND
el GL Code: ~ Window Covering
o 3 /CI06/1 23915 10| Each 10 218 21.80
Sales Tax: | § Discount: | § Shipping: | § ‘ BIFOLD TOP GUIDE PIN
WITH SPRING 6-1/8"
GL Code:  Hardware




Standard +
—

Data Entry Screen

Details

Templates

Real Invoice

Property:

Vendor/Account:

PO. Number:

Invoice Number:

Invoice Total:

CE—r

[a

Use Last Invoice As Termplate

CR—
\
D |

v | @ adavendor | -

Post Month:

Invoice Date:

Terms:

Due Date:

Routing Tag

Note/Attachment:

mm/yyyy ‘
‘mm /dd / yyyy B9

-‘Netw vi

| chooss Tags

‘mm /oad / yyyy m

@

» Line Item Defauits

 [a o | | G e
 [a o | x Jumc o
' fa 7 | \ D
 [a 9 | | G wt
o

0.00 000 ®
0.00 000 ®
000 000 ®
0.00 000 ®

Maintenance INVOICE
Supgly DUPLICATE
RETURN SERVICE REQUESTED H ters Order # 5922545-00
Date 04/08/19
Remit P.0. Box 301451 PO#
To:_Dallas, TX 75303-1451 Ship Point__| MSH-Laurel
Sales: (866)630-6747/ Via Same Day BWO/1/
A/R: (877)633-6747 Shipped Date | 04/08/19 _
(281)564-9700 Terms Net 30
Bill Attn: Leasing Office Ship |Hawk's Landing
To: Hawk's Landing To: 123 Branch Dr
40565 (123 Branch Dr Eagle Mountain, UT 84005
Eagle Mountain, UT 84005
Iastactions]
Ln# Bin Loc. Product Quantity| Qty. Quantity Unit Price Extended Amount
Description Ordered| UM Shipped (Net)
1 /B/05/1 60559 8| Each 8 46.89 375.12
104x84 WHT VERT BLIND
GL Code: ~ Window Covering
2 /B/09/1 56030 6| Each 6 9.15 54.90
MINI-BLIND 60x64 WHITE
VINYL MINI-BLIND
GL Code: ~ Window Covering
3 /C/106/1 23915 10 | Each 10 218 21.80
BIFOLD TOP GUIDE PIN
WITH SPRING 6-1/8"

Line Items




lrelie |nv0|ce_592252500pdf <« Back to File Library

\7: . 07/21/18 at 9:31am

[ 7o Dallas, TX 75303-1451 | Ship Point | MSH-Laurel
> Advanced Sales: (866)630-6747/ Via Same Day BWO/1/
A/R: (877)633-6747 Shipped Date | 04/08/19
(281)564-9700 Terms Net 30
LINE ITEM 1 ® Bill Attn: Leasing Office ship  |Hawk's Landing
To: Hawk's Landing To: 123 Branch Dr
* Line Item Type: 40565 |123 Branch Dr Eagle Mountain, UT 84005
Eagle Mountain, UT 84005
‘ Standard v
GL Account:
‘ Q v Instructions_]
Ln# Bin Loc. Product Quantity| Qly. Quantity | Unit Price Extended Amount
Description: Descripti Ordered| UM Shipped (Net)
1 /B/05/1 60559 8| Each 8 46.89 375.12
104x84 WHT VERT BLIND [
GL Code: ~ Window Covering
- ) 2 /B/09/1 156030 6| Each 6 9.15 54.90
SEIive has | MINI-BLIND 60x64 WHITE [
‘ 1 ‘ ‘ $ VINYL MINI-BLIND |
GL Code: ~ Window Covering
3 1C/06/1 23915 10 | Each 10 218 21.80
Taxable: BIFOLD TOP GUIDE PIN
WITH SPRING 6-1/8"
| GL Code:  Hardware
4 /CI10/5 | 748278 6| Each 6 20.92 125.52
UNIVERSAL NUFIT CHROME
> Advanced DRAIN STOPPER WITH GRID ‘ 4
GL Code:  Plumbing [
5 1CI172 56033 12| Each 12 122 86.64
| MINI-BLIND 48x64 WHITE I
@ Add Line Item | VINYL MINI-BLIND |

GL Account Description Tax Discount  Shipping Amount 20.32 20.32

Line ltems: Show All (5)

Invoice Total: $512.74 Window Covering 56030 104x84 White vertical blinds $0.00 $0.00 $0.00  $375.12 (®
6.32 ;
View Budget 37.2 3
Window Covering 23915 Mini-blind 60x64 white vinyl $0.00 $0.00 $0.00 $54.90 ®
mini-blind
5.66 5.66
Save & Add New - ' lum‘h P s . . WO ml en nla Tﬂ on |

GL Code:  Hardware




e |nv0|ce_592252500pdf < Back to File Library
M} 07/21/18 at 9:31am

[ 7o Dallas, TX 75303-1451 | Ship Point | MSH-Laurel
> Advanced Sales: (866)630-6747/ Via Same Day BWO/1/
A/R: (877)633-6747 Shipped Date | 04/08/19
(281)564-9700 Terms Net 30
LINE ITEM 1 ® Bill Attn: Leasing Office ship  |Hawk's Landing
} To: Hawk's Landing To: 123 Branch Dr
* Line Item Type: 40565 |123 Branch Dr Eagle Mountain, UT 84005
Eagle Mountain, UT 84005
‘ Standard v °
GL Account: |Llne Itel l lS
‘ Q v Instructions_]
I
o Ln# Bin Loc. Product Quantity | Qty. Quantity | Unit Price Extended Amount
Description: Descripti Ordered| UM Shipped (Net)
1 /B/05/1 60559 8| Each 8 46.89 375.12
104x84 WHT VERT BLIND [
GL Code: ~ Window Covering
. 2 /B/09/1 156030 6| Each 6 9.15 54.90
: . | | i g
Sl e | MINI-BLIND 60x64 WHITE / 1
‘ 1 ‘ ‘ $ VINYL MINI-BLIND
GL Code: ~ Window Covering /
3 1C/06/1 23915 10 | Each 10 2.18 21.80
Taxable: BIFOLD TOP GUIDE PIN
WITH SPRING 6-1/8"
@ off GL Code:  Har
4 /CI10/5 748278 6| Each 6| 20.92 125.52
UNIVERSAL NUFIT CHROME
> Advanced DRAIN #TOPPER WITH GRID | ¢
GL Plumbing [
S 1CI1712 560 12 | Each 12 122 86.64
MINBBLIND 48x64 WHITE I
@ Add Line Item v INI-BLIND 1
GL Account Description Tax Discount  Shippin, Amount
Line Items: Show All (§ ¥ e 2032 20:32
Invoice Total: $512.74 Window Covering 56030 104x84 White vertical blinds $0.00 $0.00 $0.00 $375.12 (@
6.32 .
View Budgq 372 3
Window Covering 23915 Mini-blind 60x64 white vinyl $0.00 $0.00 $0.00 $54.90 ®
mini-blind
5.66 5.66
Save & Add New - Pt S e ¢ nn ¢n nn ¢nnn ¢410.0n A\
;) TALKa Lav nanu LER 1 nou )\ 7 { |
I 1 1 GL Code: ware I I 1 1




Q Search File Name or User

’ [Descending by Date ¥ | Reset Filters

Unentered Invoice Files

Select a file to attach

Enter Invoice Without Attachment

Upload file

INVOICE
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Actions ~
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Q Search File Name or User ’ [Descending by Date ¥ | Reset Filters

Unentered Invoice Files

INVOICE

Select a file to attach

Enter Invoice Without Attachment

Upload file
dsc_12654.pdf 1 invoice_592252500.pdf 5 invoice_stacked.pdf 16
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Reduced average invoice entry time

from 3 minutes to 2 minutes



Reduced time spent wrangling

paper invoices
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