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Meaning

* |tincreases data accuracy.

Document Capture

DEXT removes manual work from the user’s workflow.
It provides insights that helps to stay ahead of deadlines, have better client conversations and enjoy data capacity.

Need not chase clients for information.

Data
Extraction

Data
Verification
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Date
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Publishing
Document

Carisma Solutions confidential. Please do not distribute.

4I) CARISMA SOLUTIONS



Efficiency

Time Saving

Purpose/Importance
Accuracy

Cost Saving Expense Management
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How to Process a Bill (With an Example)
STEP 1: Select Google Chrome and login into DEXT

dext login X | & @& Q
Uk Tech Mahindra Reviewer Images Videos Shopping News Books Maps

About 3,41,000 results (0.23 seconds)

e Dext

— https.//app.dext.com  login

Login to Dext - The world's smartest accounting toolkit
Dext Log in with your email address. Email address. Password. Forgot password? Or use single
sign on. Sign in with Google - Sign in with Apple - Xero logo Sign ...

Xero logo 4O

Dext’s toolkit of products provide you with online accounting ...

More results from dext.com »
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How to Process a Bill (With an Example)

STEP 2: Once logged it accordingly enter the Credentials.

Log in with your email address

Ermil addrgss

Fasowond

Or use single sign on
{5 Sign in with Google
i Sign in with Apple
I= Sign in with Xero

Sign in with Infuit

Commerce
HH with Greenback

Dext Commerce product demo

Book your free demo for a full product tour by one of our experts.

Raad mora
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How to Process a Bill (With an Example)

STEP 3: Once the user logs in the below tab opens up the below screen would pop-up

UENI | Prepare | + Add Documents B Aesources  f

Aciasnl Betep

L orsspct o sotounling ecfwars
" COnnel

Publiih
Fubilizh
Drrmerdciaa] Wlodule Apn
" e Ap Dswhlo®d
W Pemgnalia e yolr sooaund &l up

Cost — pertains to bills to pay
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How to Process a Bill (With an Example)

STEP 3: Check if the bills in the Review Tab has already been processed in Xero.

If processed in Xero — Can be Archived
If not processed in Xero — Then can be processed through Hubdoc.

Status User Date Supplier Category Total Tax Match
Ready Theresa Febro... 03 Sep 2023 Acne Studios AB - A... 40125 - Purchases - .. AUD 3,126.88 AUD Q.00
Ready Theresa Febro... 01 Sep 2023 Acne Studios AB - A... 40125 - Purchases - .. -AUD 161.84 AUD Q.00
Ready Theresa Febro... 01 Sep 2023 Acne Studios AB - A 40125 - Purchases - .. -AUD 153.97 AUD 0.00
Ready Theresa Febro... 01 Sep 2023 Acne Studios AB - A... 40125 - Purchases - ., AUD 7,592 .90 AUD 0.00 | Das'hbnard Eus"‘ess A:cnuntlng
1l Analytics
Purchases overview » Short-term cash flow
Bills All Draft 35 Awaiting approval Awaiting payment 17 Paid Repeating Automate bill entry m-
Business snapshot oL
Search Start date End date Date type
Q, Enter a contact, amount, or reference = ) Any date - Filter ¥ Columns []
Invoices
24028 items | 130,011.53 AUD
Quotes
From Status Reference Date J Due date Paid Due Curr. Files
Acne Studios Australia [ Paid | 82710-0244-Pay: Acne Studios 19 Sept 2023 19 Sept 2023 45 651.34 0.00 Sales overview
Australia
National Storage Awvaiting payment 19667 14 Sept 2023 28 Sept 2023 0.00 2,820.00 1[4 H )
Bills to pay 4
Acne Studios Australia | Paid | 82710-0243-Pay: Acne Studios 12 Sepf 2023 12 Sept 2023 33,856.46 0.00 3
Australia P
FPurchase orders
Furchase overview
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STEP 5: The below tab should be noted before processing the bill:

* Inbox — It includes all the bills (Bills from the To Review Tab, Bills from the Ready Tab & Archived Tab) can be viewed
under this tab.

* |n Processing — Once the bills in the review tab are processing those bills will come under the processing tab.

 To Review — Under the To Review tab emails, images would be found which can be achieved. New Bills with New
Supplier will come under this tab and the category will be unknown (GL)

 Ready - The bills which are to be processed and found under the Ready Tab.

* Achieve - Bills in archive will be duplicate bills or bills pushed from the failed tab.

COStS Status User Date Supplier Category Total Tax Match
To Review Theresa Febro.. 04 Sep 2023 Unknown supplier AUD 802.48 AUD 0.00 o
Inbox Review Tab
To Review (@) Theresa Febro.. 23 Oct 2020 - AUD 0.00 AUD 0.00
In Processing
TO ReVieW Status User Date Supplier Category Total Tax Match
Ready Theresa Febro... 03 Sep 2023 40125 - Purchases - ... AUD 3,126.88 AUD 0.00
Re 3 d y Ready Theresa Febro... 01 Sep 2023 40125 - Purchases - .. -AUD 161.84 AUD 0.00 Rea dy Ta b
Ready Theresa Febro... 01 Sep 2023 40125 - Purchases - _. -AUD 153.97 AUD 0.00
A rc h ive Ready Theresa Febro... 01 Sep 2023 40125 - Purchases - ... AUD 7,592.90 AUD 0.00
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STEP 6: The bills under the review tab can be processed accordingly.

The details from the below bill will be extracted automatically and come under the below tab.

Invoice
Involce number 001-81027047 Employee Group
Invoice date 2023-09-04 ITEM DETAILS
Terms of payment 30 Days Net/Dagar Netto
— e Item ID 11218294970 Job Code 2999 - Wholesale
Sales order number 001-82073046
VAT-number
Intermal order type Immediate Document Owner Theresa Febrona D inti
Organization number Purchase order number  RetailRefill escription
Customer ID Packing slip number 001-T086383 )
Type Invoice
Delivery 10 001-003032 (Acne Studios Australia - Your ref.
Sydney King Street) Delivery terms AMOUNT
Date 04 Sep 2023
_ _ Currency AUD - Australia, Dollars
Supplier Acne Studios AB - AUD
Article number  Si ol Article nt Unit Amount .
cm; o ou Z °; — uxsn::oonzw - n: ~ :::: — Set Supplier Rules  Google It (5
- ne size Grey/pin -UX- : : T
otal Amount 191.
CBOO43-DFBIO4 M White/Rose  FA-UX-SHIR000052 1 56.26 56.26 5191.95
pink Document Reference 001-B1927947
CI0072-X92104 M Light Grey  FA-UX-SWEA0000T7 1 4068 4068
Mel
ange Tax BAS Excluded
CIO138-BMO102 XS Faded black  FN-UX-SWEA000019 1 7769 7769 Due Date 19 Sep 2023
CIO138-DHUT03  § Vintage Pink  FN-UX-SWEA000019 1 7169 7169
CLOTOO-CVDI02 XS Modgrey  FN-UX-TSHI000014 1 2576 2576
CLO2I0-183102 XS OpticWhite FA-UX-TSHIOD0226 1 3453 us Category 40125 - Purchases - Wholesale (0%) Tax Amount 0.00
CLO21B-BMO103  § faded black  FN-UX-TSHI000018 1 3565 3565
CLO21B-BMOI04 M faded black  FN-UX-TSHI000018 1 3565 3565
CLO21B-BMO10S L Faded black  FN-UX-TSHION0013 1 3565 3565 Customer Net Amount 5191.95
Total quantity  Sales subtotal amount VAT Total
67 5,101.95 0.00 5,191.95 AUD
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Important points to be noted while processing a bill:

e The Document Type to be correctly selected as Invoice while processing a bill.

 Supplier Name as per the name mentioned in the bill.

* Invoice Number — as mentioned on the bill. If Invoice number or reference numbers are not mentioned the user can
put the date as invoice number (02032023)

 Check the Date and Due Date accordingly. If no due date is mentioned, we can mention 7 days as due date

* Check the Total Amount accordingly. Make sure it matches with the bill.

 Check the Tax Rate accordingly based on the bill.

 Make sure the Description is copied correctly as per the details given in the bill.

* If Job code applicable, select it accordingly.

 Then accordingly put a Description which is relevant to the bill.

* Accordingly select the correct GL or Account Code. If not sure of the GL go to Bills to Pays in Xero and accordingly type
the supplier’s name and see which GL it has been posted to.

 New suppliers can be added along with rules.

* Split Line items accordingly as per bill, also check Xero if it is reflected correctly.
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Check the Publish As status accordingly. Bills can be published either to Draft or Awaiting Approval or Awaiting payment.
Draft/Awaiting Approval — the bills pushed to Draft or Awaiting Approval will be reviewed by the reviewer accordingly
and pushed to Awaiting Approval.

Awaiting Payment — Where the bills are approved for payment.

Then Click Publish.

Supplier Rules PAYMENT
Duplicate Cost Items Follow Systems Settings Tax Rate BAS Excluded .

Paid
AutoPublish -~~~ Cu rency

Payment Method
Category 40125 - Purchases - Wholesale (0%) Jyment !

Add Paymer e ]

Customer Publish to Purchases
_ _ Publish to Purchases
Employee Group Publish as Draft
Job Code 2999 ' $¢ M :
Job Code . Wholasale fa ) PUb“Sh a8 Draﬂ:
Due Date Extract Line ltems
T LINE ITEMS
gJescrnpuon
Smart Split Rules Create line items
Create line item rules which will be automatically applied to all tems for this Supplier In the Inbox and for future submissions
[ Add Smart Split Rule ‘ Publish | Add To Expense Report Archive More w
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How to Process a Bill (With an Example)

STEP 7: The Final Check

After clicking Publish based on the selected Status the bill will go to Xero.

Purchases overview ?

Australia

Bills All Draft 41 Ayvaiting approval Ayvaiting payment 17 Paid Repeating Automate bill entry m- :
Search Start date End date Date type
Cl  Acne Studios AB - AUD [ ] | = Any date - Filter Y Columns B0
| Submit for approval Delete Print 17 items | 63.975.41 AUD
D From Reference Date J Due date Due Files
C] Acne Studios AB - AUD 001-B1929062 05 Sept 2023 20 Sept 2023 3.168.12 1[5 z
C] Acne Studios AB - AUD 001-B1929023 05 Sept 2023 20 Sept 2023 3.818.70 19 z
C] Acne Studios AB - AUD 001-B1928265 04 Sept 2023 19 Sept 2023 732.70 1 [ z
Purchases overview °
Bills Al Draft 41 Awaiting approval Awaiting payment 17 Paid Repeating Automate bill entry m- :
Search Start date End date Date type
Q, Acne Studios| el A = Any date v Fiter ¥  Columns [
Make payment ‘ Add planned date Print 21items | 2,134.25 AUD
E] From Reference Date Due date FPlanned date Paid Dus Files
E] Acne Studios Australia 82710-0237-Pay: Acne Studios 22 Aug 2023 [ 22 Aug 2023 4+ Add date 51.060.83 1,071.18 13
Australia
E] Acne Studios Australia 82710-0238-Pay: Acne Studios 29 Aug 2023 ) 29 Aug 2023 + Add date 63,226 51 1.063.07 1[N
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Integrating DEXT with Xero

* Navigate to the Connections section of the menu.

* C(lick on Integrations.

* Click Choose Software and select Xero.

* Click on Manage Connection and accordingly connect with the software

Dext | prepare

Manage Connection 4
Status u
[ Sales
Refresh integration data
Expense Reports Ready Th g>a COH"EC“DHS Change connection GENERAL XERO SETTINGS
Disconnect Company
Bank
Ready Th .
I nteg rations Additional Integration Set Additional Integration
Ready Th P.Ubhﬂh ITI-L:|'[I;J|P. () )
currencies
C» Suppliers Costs
Default “publish to Purchases
To Review E) Th destination for Costs
1 Customers
Publish cost items to
Awaiting Approval
: purchases as !
More Lists... I
Ready Th ) :
Default “publish to'
destination for Sales
: Publish sales items to
File Storage sales a5
oo Connections
Publish expense reports

to purchases as Awaiting Approval

S5} My Profile

Warn me when

SR My Team
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Conclusion It empowers businesses to manage their financial documents more
effectively.

It is a valuable tool for businesses and looks out to modernize and
optimize the accounting processes.

It minimizes human errors leading to reliable financial records.
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Difference Between DEXT and HUBDOC

S.NO |BASIS HUBDOC DEXT
Able to code bills to recurring suppliers successfully,
allowing users to process multiple transactions Supplier rule creation accounts for repetitive expense
1 |Features through your accounting software tracking.
Works with QuickBooks Online, Xero etc. directly
linking up data with these accounting platforms. If you[Works with QuickBooks Online, Xero, MYOB Essentials
do not use any of the accounting software, then you'll |etc. Like Hubdoc, if your business uses other
Accounting Software |need to export data to a CSV file to import into your [accounting software not mentioned, it will need to
2 [Integration system manually. follow the export-import manual process.
Provided through Xero 'Central, 50 great f:or existing Accessible in the online application and also mobile-
Customer Support users of Xero, but requires account creation for new FE—
3 |Functions users.
The dashboard is structured in a folder format and The dashboard is structured like Hubdoc, summarises
less data-heavy than its counterpart, clearly outlining | documents and receipts entered in the system, and
actions to take from uploading documents to notifies you of any documents that need attention to
exporting. review others and save on time quickly.
4 |Ease Of Use
Reported lag issues when posting to accounting . : .
_ No lag issues when posting to accounting software.
5 |Lagging Issues software.
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