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MEANING
• The software can capture, digitize, and store invoices electronically, reducing the need for manual data entry. 
• Lightyear specializes in managing accounts payable processes.
• Accounts payable refers to the money a business owes to its suppliers, vendors for goods and services received but 

not yet paid for.
• It is an essential component of a company's financial operations.
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IMPORTANCE & PURPOSE

A magazine is a periodical publication, 
which can either be printed or 
published electronically. 

Carisma Solutions confidential. Please do not distribute. ​

Efficiency & Automation Accuracy Visibility & Transparency

Cost Savings Security Reduced Paper Dependency



PROCESSING BILLS
STEP 1: Bills which are to be processed for the first time appear in the processing tab
Note that they are 3 ways for a bill to be received i.e. Mobile, Email & Uploading of document (Upload)
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Upload option

Panel 1 – List of Bills

Panel 3 – Bill to be 
processed

Panel 2 – Extraction of 
details from bill 

via Mobile 

Via Email



STEP 2: By clicking on Find Map we can search for the supplier by adding in the required details.
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STEP 3: If a bill is received from a new supplier the details should be filled. By filling in the relevant details the user can 
teach the system how to code the bills accordingly.

A magazine is a periodical publication, 
which can either be printed or 
published electronically. 

Carisma Solutions confidential. Please do not distribute. ​



STEP 4: For certain receipts the user should manually enter the data.
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Indicates that it 
should be manually 
coded



STEP 5: Sometimes two or more bills maybe attached together.  Accordingly, the bills should be splited and processed. 
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On the basis of Quantity can find 
out how many bills are attached



APPROVING BILLS
STEP 1: Bills which are processed come under the Approvals Tab. Generally, bills under the approvals tab will 
automatically extract the data from the bill and will be coded to the correct GL based on the previous bill or rules
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Processing Tab

Approvals Tab



STEP 2: This pertains to Bulk Approval.  When certain invoices need to approved together in a single shot the bills can be 
selected accordingly and then click on Bulk Approve.
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All invoices can be approved

Selective invoices can be approvedSelective invoices can be approved



STEP 3: Bills can be pushed back from Review Tab to Approvals Tab
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Selective invoices can be approved

To move the bill from Review 
Tab to Approvals Tab click 
‘Approvals’

The red colour indicates the bill 
is pushed from Review Tab



STEP 4: Every movement of the bill is recorded in Activity. In approval stage bills can be edited.
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Selective invoices can be approved

History of the bill

Bills can be edited



REVIEW TAB

• Secondary Level of Approval
• Check the Amount, Total, Description, Date, Supplier Name, Bill Number.
• Changes can be made accordingly.
• Line Items can also be added,
• Once everything is checked click Sign Off
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SIGN OFF TAB
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Once the invoices are selected click Export to Xero
Changes to the bill can’t be made



DISPUTED TAB

Carisma Solutions confidential. Please do not distribute. ​

When a bill is not ready for 
approval it will be moved to the 
Disputed Tab.
Bills will sit in the Dispute Tab until  
the issue has been solved with the 
supplier

Once the issue is resolved the 
bill can be pushed to the 
Approvals Tab



ARCHIVE TAB
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Invoice would be available 
only for 30 days



INTEGRATION WITH XERO
STEP 1: From the Navigation Pane, head over to Settings > Accounting Software > select Xero from the dropdown menu 
> Connect.
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The user will be redirected to the Xero website and will be asked to login into the Xero account.



STEP 2: Login into the correct Xero account.
Lightyear will automatically sync the following data back from Xero which are required to process your payables bill - Xero 
Suppliers, Accounts, Tax Rates, Tracking Categories.
The name of the Xero company will be displayed Once the connection is established to inform you which account is 
connected.  The connection will remain active even when you log out and back into both systems and any user with 
Export permissions within Lightyear will be able to export bills to Xero.
Syncing of your Lightyear and Xero account is now complete, and you will be connected.
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