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Approver Guide w/o Coding

Customer Training:
Approvers

User Guide

N
o0
Your AP team is using Stampli to take control
e e over the invoice lifecycle.
| |
' As an Approver, our intuitive platform makes it easy for you
s to quickly review and approve vendor invoices and bills.
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Sign Up for Stampli

If you already have a Stampli account, go to Page 7.

1.

Welcome Email

You will receive a Welcome to Stampli
email.

(o to the bottom of the email and note your
Customer 1D, Email, and Temporary

Password.

Click on Take Me to Stampli.

il

ovVEO N

Mi Gmail

Compose

Inbox 144
Starred

Sent

Drafts 5

Stampl Taam -c%-nt ey @stampi com-
e ea——

P ———

WELCOMESZ

Hello Chris,
Stampi's AP automation platiorm makes inwoce spprovals & processing faster

and sasier for all Cick he Sk Dakow 10 COMpAENE YOUF SGNUP PrOCEss WM
Stampi,

Gotting Started

you are o
‘question, o update a fied of an invoice:

St 86X 0n the ink 1 thg emad for instant accoss 10 he e page and
etals. ¥ you need 1o ApOrove an invoice. viet
wotow stamno.Con/aporirw 10 learn more.

# you wil be codng & processing invoices in Stampil, fead this Anicis (must bo
160060 into yous Stamp account).

n

2.

Login + Create Password

In the login page, verify the Customer 1D
and Email address with the Welcome
email.

Enter the temporary password provided in
the email.

Click Log In. You will be prompted to
create a new password.

Share the joy
of better invoice
management.

Refer a new customer.
Get rewarded.

=
STAMPLI

CUSTOMER LOGIN

n
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Approval Request

When AP needs your approval on an invoice, you will "
receive an email or push notification

(_{# L} ':) AP View 1171

Quality Medical Supplies

: 100.00 USD
—— Invoice 1172
> Date: 09/28/2022
Due: 11/07/2022
GETITON # Download on the

1 pages

Tip: download the Stampli mobile app and approve

invoices while on the go 4 Bob Purchaser please review and

approve the invoice

Jane Kim

STAMPLI ¢onvitary & consentio

S'F}EGLI
it 4 | memalc ) B "
poreis \
1 1 s e
Invoice Details : =
When you click on the email link, you will e
see the Invoice Details page. o o
> .
L =
S —
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Conversation Feed

A feed of all communications and
activities for the invoice is available.

The most recent activity is

shown at the top. Here you see that Bob
received an approval request from
Jeanney.

Additionally, you can view the vendor's
past bills.

To view only specific activities, use Filter
Messages.

L
N —
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Viewing the Invoice

A copy of the invoice PDF is on the
right side.

1. Use slider to enlarge or minimize
invoice image
2. Open the invoice in a new window

3. View all attachments related to the
invoice

4. View other pages if there are
multiple pages or attachments

5. Print the invoice

|
ARRIOKS

|
—
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Approve the Invoice

After reviewing the invoice, click the
Approve button to send your approval.

=
STAMPLI

* Invoice 729 T

Warriors Company

AP Authorizer View

@ £ meum. © sska queston

2+ Request prefminary approval

Pending Futther Approval
Bob Purchaser

inyoice
w0200

Warriors Company
sz
& Amount 171,00 Uniced Siates dottar

AdER line 1erms

.Gl Accaunt 1530

cca s
Aot 17100
£ v Please Pay
£ Dep

0841772022 Receved From Stephen €.

Filter Messages

& Bob Purchaser please revew and
approve the invoice

~ G See this vendor's past ivoices.

Stuphen €

v Addiional detals

Stephen €

Stephen €

¥ invo

Staphen €

Staphan €

INVOICE

STAMle Proprietary & Confidential

Mark Invoice as Urgent

If the invoice is urgent, click the
Lightning Bolt to mark the invoice
as urgent.

KRN SRR

* Invoice 729

4 wiera £ > Q
Wartirs Company

AP Autarizer view

@ ftewct £ fequest field update @ Ask a quesiion

2 Request preliminary approval

Invosce Status Panding Further Approval
Handied By Bob Purchaser
0841772022 Recenved From Stephen C.

invoice

w017z

Warrors Compary
0872022
ceAm 171,00 Unied States ol

a Ada/E line 1emms.
£l Acco 1530

P ]
17100
Please Pay

Filter Messages

4 Bob Purchaser please revew and
approve the invoice

~ ' See this vendor's past ewoices.

Stuphan €. A tes seconds

A An update has been made 1o the.
 Addiianal detals

Staphan

Stephen ©

Stephen €. i

Staphen €

INVOICE

STAMDU Proprietary & Confidential
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Options when
Approving

1. Enter comments in the free text field
2. Attachfile

3. Add more approvers

4. Submit approval

D pupload e

Current approval status:

W Dray...

|
S —

STAMPLI ¢onviecary & confisentia

Approve other
Invoices

If other invoices require your approval,
click Additional invoices await
your attention or Next Invoice.

i Invoice approval

Thank you. Your approval has been
received.

& 2 additional invoices await your attention

[ Don't show this confirmation again

CIS cxtinvoice (1) )}

|
—
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Indicating
Not Mine

If the invoice does not belong to you,
click the Not Mine button.

|
S —
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Indicating
Not Mine

If you know to whom the invoice should
be sent, click the Yes button and type
in their name.

If you do not know who the approver
should be,, click the No button to send
back to your AP team.

i Not My Involce

Do you know who should approve
this invoice?

L
—
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Reject the
Invoice

When Rejeet is clicked, select the
reason for the rejection from the
drop-down box that appears. The
invoice will then be sent back to your
AP Team

=
STAMPLI

A invoice v Q searct

|
S —
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Field Update
Request

Request an update to an invoice
field (e.g., location, GL account,
cost center, department, etc) by:

1. Selecting a field from the
drop-down box

2. Enter the contact (I the
person is not on the list,
contact AP or your Stampli
Admin)

=
STAMPLI

* Invoice 729
Wartiars Company

L
—
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Ask a Question

If you need further information before
approving the invoice, you can send a
question to a coworker, vendor, or
other external contacts.

Pornding Further Approval
Bob Purchaser

0671772022 Recived From Stephen .
inveice

om0 /z022

Warnors Company
sz
171,00 Uniced Siates dottar

AdER line 1erms

1530

17100

Please Pay

m

STAMPLI soovetany & conitenta

Ask a Question:
Internal

1. Select Ask Co-Workers.

2. Start typing a colleague
name to see autofill options.
Select from the list.* You can
select multiple peaple.

3. Type your question.
4. Attach a file, if needed.
5. Click Send.

i Ask a question

Ask a free-text question

) ® Ask co-workers

" O Ask external contact

Bob Receiver X Bab Purchase X

Please confirm that this project was delivered
satisfactorily

©

Drag & drop file here

L
—
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Ask a Question:

External
Ask a free-text question ‘ D Add a new contact
1. Select Ask External Contact Okt o otk o
option and click Add a o
Contact. e contim s project s deveres st

1) saistactoriy

2. InAdd a New Contact
window, enter contact details.

% = b
The vendor name is

automatically provided. To send
a question to a non-vendor
contact, uncheck Add as a
Vendor Contact.

3. Type your question.
4. Attach a file, if needed.
5. Click Send.

STAMPLI ¢opvietary & confisentia

A )

I A= &f Jil 100% M12:19

€« B O 2

Recipient of a Question

wee

An email is sent to the person who has been

You have an inquiry awaitin
asked a question. A link to the invoice is quiry 9 v "
available in the email. your response  Inbox

e Stampli AP - Pay attention! June 23 «

tome »

Hello Erlich,
Richard Hendricks has sent you a question about this invoice:
Vendor: Pied Piper

Invoice #: 3829489
Can you confirm the project has been delivered?

Thank you!

heJdkZFbI9FI
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@ Question Recipient's
View of Invoice

Similar to Approvers, question
recipients can view the invoice.

WARRIORS

To respond to a question, the
recipient just needs to type a
response in the Conversation Feed.

© External Contacts

Only the invoice and the question is
visible to external contacts. They will
not see the Conversation Feed or
invoice coding information.

L
N —
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Question Response

Responses to questions or field
update requests can be viewed in the
Conversation Feed.

If further clarification is needed, an
Approver can click Reply.

L
—
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My Inbox

Allinvoices that have been assigned to
you for Approval or for clarification (by
receiving a question or request for field
update by someone else) can be found
in My Inbox.

There are several ways to access the
Inbox:

1. From the main menu, select My
Invoices.

2. Click on the Inbox tray.

To view all invoices with which you have
been involved, go to My Past
Invoices (3).

=]
STAMPLI

& Aninvoice requires approval. Show Invoices readl 1o opprave.

=[= e

Invoice 729

Warrior Company

& Approve invoice
The invoice has been referred for preliminary appraval
06/23/2022 11:08 Steve K.

171.00 USD Inveice
0711712022 - 24 days len
06417/2022 - 6 days ago
3 06/17/2022 - 6 days ago

STAMPLI o e
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Coder Guide

Customer Training %=
Coders/Routers

User Guide

N
)
Your AP team is using Stampli to take control
e e over the invoice lifecycle.

As a Coder/Router, our intuitive platform helps automate

®
tO St a m p | I ' invoice capture, coding, and approval workflows.
L]
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CAPTURE, CODE + SEND

Invoice

- ARCHIVE VERIFY +
I e cyc e FOR AUDITS APPROVE
Lifecycle of an invoice within Stampli
INVOICE + BILL
LIFECYCLE
SENDTO @ L AUTHORIZE
FINANCIAL SYSTEM FOR PAYMENT
STAMPLI
CAPTURE, CODE + SEND
®
Capture,
ARCHIVE @ VERIFY
0 e e n FOR AUDITS APPROVE
J
When Coder/Routers are brought
) Automatically capture and code
invoices and send for approval
SENDTO ® ® AUTHORIZE
FINANCIAL SYSTEM FOR PAYMENT

STAMPLI
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1.

Welcome Email

Sign Up for Stampli WELCOMESD

If you have not yet signed up for a Stampli s - T — ——
; . Rt e i e i A ou will receive a Welcome to Stampli
account, you will need to sign up. il jhuge P
If Iready h St li t, go to P 7.
S e b Go to the bottom of the email and note
sl ey b your Gustomer ID, Email, and Temporary
Password.

your

- Custamer ID: Piac-Pipet
« Emaii: grich baghmannieduar.com
Password": ehisatedusemast

Click on Take Me to Stampli.

Jog . If you have dficulies logging In. eick [Saval vaL 01D

O

STAMPLI ¢opvietary & confisentia

Sign Up for Stampli 2.

CUSTOMER LOGIN Login + Create Password
If you have not yet signed up for a Stampli frre I PV ——
account, you will need to sign up. S IV o s vttt Ltomis

and Email address with the Welcome
‘ email.

If you already have a Stampli account, go to Page 7.
Enter the temporary password provided in
the email.

Click Log In. You will be prompted to
create a new password.

STAMPLI sropietary & confcentiol
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Viewing the Invoice

A copy of the invoice PDF is on the
right side.

1. Use slider to enlarge or
minimize invoice image

2. Open the invoice in a new
window

3. View all attachments related
to the invoice

4. View other pages if there are
multiple pages or
attachments

5. Print the invoice

STAMPLI ¢onviecary & confisentia

Conversation Feed

A feed of all communications and
activities for the invoice is available
in the middle of the screen.

The most recent activity is
shown at the top.

To view only specific activities, use
Filter Messages.

L
—

STAMPLI sropietary & conficentiol
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Billy the Bot

Billy the Bot uses Al and
machine learning to populate
invoice fields. The more that you
use Stampli, the smarter Billy
will become.

All areas that have the Billy icon
are auto-filled values.

STAMPLI ¢opviecary & confisentia

Coding

Using Billy and manual data
entry, fill in Invoice information
including GL, department, and
other required information.

F i A inveice v Q search

2 Invoice 729

Invosce Details Have Been Registered
waiting o be assigned

06123/2022 Received From Stephen C
Invoice Change

07/18/2022 Change

| subsidiary =8
£ Invoice No. W s
~ Vendor ' warrier Company
. . W osanaz

2 Invoice Amount '@ 171.00

n

Ivosce Detail Have Been Registered
Walting 1o be assgned

0471772022 Receohed From David Chau
Inwoice Change

071272022 Change

™
Warriors Company

osn7mz

17100 usp

Add e e sems.

1”00

Marketing, Honeyeomb Wi
3

ot Taxable., 0.00, test sub

m

STAMPLI  sropietary & conficentiol
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Line Items

With Stampli, multiple line items can he
easily handled by using a table.

All numerical fields are auto-calculators.
Enter formulas and Stampli will
automatically calculate the results!

Billy will also auto-populate or suggest
fields based on past invoices.

If you have multi-line invoices from
specific vendors, you can use table
templates.

| . oepartment Class
i

17100 | Marketing Ho.. 3 Fumit

L
N —

STAMPLI ¢onviecary & confisentia

For My Attention

To put invoices out of queue so
other Coder/Routers do not work
on them or to flag specific
invoices for follow up, select
person icon beside the invoice
number.

You can select tags to group
similar invoices together.

Invoice is in your "For My Attention" tab. You™
may add tags now (optional).

L
—
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For My Attention

Select Invoice Processing from the
main menu and go to the For My
Attention tab.

This folder displays:

e Invoices you have marked For My
Attention

e Invoices requiring an action from
you

e Invoices you are awaiting action
from someone

Subsiary

A

Due Date

orr2anz
25 days et

n

STAMPLI -

For My Attention

To remove items from the folder:

1. For invoices manually moved, select
the person icon and click Remove
from For My Attention tab
back to its tray

2. Respond to an inquiry or request for
update or approval.

2+ Remove from For My Attention tab back to its tray |

|
—

STAMPLI sropietary & conficentil
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Anchor Link

To share the URL of the invoice, click on
the Anchor icon beside the invoice
number and click the Copy Link
button.

NOTE: Only users with permission to view
the invoice will be able to see it.

‘v Invoice 729

Wamers Company

=

Comment 4 Roquest heldupdats ) Aska question

@ canceumsctnvosee

invoice Detaiks Have Been Registersd.
Wating to be assigned

06/17/2022 Received From David Chau
invoice Change

071272022 Change

2 inwolce 9

Warriars Company

671202

"o

= Gl Ascour A/t b s
”

Ly

Marketing, Horeycomt Mg,
)

ot Taxabie-, 0.00, test sub

o

+ 6

Click the button to copy the invoice link

Fier Messages.

I

Backto top

v Additonal detalls

David €. A

30 Coing detads have been updated
v Additional detals

David €. Al

[ warnors+Company+7sinwaicasc.

David ¢

Pied-piper

STAMle Proprietary & Confidential

A=)
STAMPLI

Comment

To provide a comment on the invoice -
which will be viewable in the activity
thread - click Comment and write in
the free text field.

Attachments can also be added.

“ Invoice 729

Warriors Company

nent | 2. Renuest e updsie @ Ask s sueston

@ Cancetiepect invoice

o Detals Have Been Registered
Waitng 10 be assgred

061772022 Receved From Davd Chaw
Invaica Change

0272022 Change

Expont

79
Warriors Campany
o202

1700

Al ine tems

s

Fites Messages. -
£ Aoupdate has be et the ield

 Addwonsl decats

Daviac. At

€ Coding detais have been updated
 Addional detsls

DAV C. At e

Page 1 =

WARRIORS

STAMle Proprietary & Confidential
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Field Update
Request

Request an update to an invoice field
(e.g., location, GL account, cost
center, department, etc) by:

1. Selecting a field from the
drop-down box

2. Enter the contact (If the person
is not on the list, contact AP or
your Stampli Admin)

osnrzon2
171,00 Uniced Siates dottar

m

STAMPLI ¢onviecary & confisentia

Ask a Question

If you need further information before
approving the invoice, you can send a
question to a coworker, vendor, or
other external contacts.

* Invoice 729
Wartiars Company

AP Autharizer View

oo/

Warmiors Company
osnT/zR
171,00 Uniced States dollar

A e e,
1530

5

17100

Please Pay

m

STAMPLI sropictary & conficentil
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Ask a Question:

Internal |
Ask a free-text question
1. Select Ask Co-Workers. L S

2. Start typing a colleague
name to see autofill options.
Select from the list.* You can © = &
select multiple people. )

Please confirm that this project was delivered

3. Type your question. 2 Drag & drop file here
4. Attach a file, if needed. e
5. Click Send.

L
N —

STAMPLI ¢opvietary & confidentia

Ask a Question:

E I
Xte rna Aska free-text question () Add a new contact
1. Select Ask External Contact [ 1 ae— -

option and click Add a
Contact. I | o St et e

2. InAdd a New Contact o
window, enter contact details.
The vendor name is B

automatically provided. To send
a question to a non-vendor
contact, uncheck Add as a
Vendor Contact

3. Type your question.
4, Attach a file, if needed.

L
—
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Recipient of a Question

sos

An email is sent to the person who has been
asked a question. A link to the invoice is

You have an inquiry awaiting # n
available in the email.

your response  Inbox

e Stampli AP - Pay attention! June 23 P

tome =

Hello Erlich,

Richard Hendricks has sent you a question about this invoice:

Vendor: Pied Piper
Invoice #: 3829489
Can you confirm the project has been delivered?

Thank you!

heJdkZFbI9F|

STAMPLI ¢onviecary & confisentia

© Question Recipient's
View of Invoice

Similar to Approvers, question
recipients can view the invoice.

WARRIORS

To respond to a question, the
recipient just needs to type a
response in the Conversation Feed.

© External Contacts

Only the invoice and the question is
visible to external contacts. They will
not see the Conversation Feed or
invoice coding information.

L
—
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Question Response

Responses to questions or field
update requests can be viewed in
the Conversation Feed.

If further clarification is needed,
an Approver can click Reply.

L
N —
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Save Changes
(Register Invoice)

After coding the invoice, click
Save Changes.

At this point the invoice is
registered and will be
displayed in the Vendor Portal.

v Invoice 729
Warricrs Company

Invoice Detaits Have Been Regisiered
Wating 1o be assigned
081772022 Recaived From David Chau

L
—
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Route for
Approvals

Once the invoice is ready for
approval:

1. Use Billy’s auto-suggestions
or manually enter approver
names. With multiple
approvers, the invoice will be
sent in the order that
approvers are entered.

2. Enter comment as needed.

3. Click Save and Send.

- Invoice 729

m

STAMPLI ..

My Past Invoices

To view the status of all invoices that
you have processed, select My Past
Invoices from the main menu and go
to the My Past Invoices tab.

snpu A My Past invoices ¥

My Past invoices

invore
o18a
*
Pending Approval
2804
*
Aeected Invorce
010
* paidinvolce
004
*  paidinvoce
*  paidinvoce
0180
*  paid involce
. oM
Paid Invoice
*  puidinvoice
o O
Paid Invoice
*  paid invoice
. V&
Pad imvoice
o6a
*  pudinvoice
otes
*  paidinvoice
. Ol
Paid Invoice

Vendor
Designerific
206
Designerific
Office Pipeline

210,212356

Office Pipeline
210, 212356

Office Pipeline
210212356
Designerfic

206

Deugnerfic

206

Quatity Medical Supphes
P

Designentic

206

Designentic

206

Quality Medical Supphes
201

Desugnertc

206

Designentic

206

Designeniic
06

* Last Update

Invoice approval has been
received
08/16/2019 13:06 Meredt

06/18/2019 14:3)

06/14/2019 10:42

06/14/2019 10:30

06/14/2019 10:07

06/13/2019 12:26

06/13/2019 12:00

06/13/2019 11:5¢

06/10/201911:23

06/10/2019 11:22

06/10/2019 10:18

06/10/2019 10:17

06/07/201909:02

06/07/201909:02

Handled By

Jon Buyer

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

AP Department

Processing.

061312018
83 days ago
061472018
82 days ago
0611472015
B2 days ago
06142019
82 days a0
061142019
82 days ago
061212019
83 days ago
0611372015
83 days ago
06/102019
86 days ago
061102019
86 days ago
06/10/2019
86 days ago
06/0772019
89 days ago
0620772019
89 days ago
06/06/2019
90 days ago
0610672019
90 days ago

Due Date

067282019
68 days ago
021132019
53 days ago
067282019
8 days ago
06/2672019
70 days ag0
06/25/2019
71 days ago
0241072019
56 doys a0
0672572019
71 days ago
061252019
71 doys ago
020772019
59 days ago
02072019
59 doys ago
06/1872019
78 days ago
07/0472019
62 days ag0
02/042019
62 days ago
02/0472019
62 days ago

Billycorp v

1.656.89 USD

797.37 USD

#1391 USD

2.006.68 USD

7.725.00 USD

12,735.00 USD.

1,033.62 USD

14,500.00 USD.

10,095.00 USD

1,396.07 USD

13,857,50 USD.

5.300.00 USD

13,857.50 USD.

STAMPLI .
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nvoice Submittal &
rocessing

SUBMITTING INVOICES TO STAMPLI FOR PROCESSING

= Create a Purchase Requisition and obtain the required approvals in Sage Intacct.

*  This Purchase Requisition will then be converted into a PO after approval.

- Submit all 17ON-PROJECT RELATED) invoices to scsapinvoices(@mystampli.com

* PDFs are REQUIRED. Do not send multiple invoices in one attachment, they must be separate.
* DO NOT SEND INVOICES TO Accounting Email after 9/1.
= Update your vendors if they have been sending directly to the Accounting email.

*  When the invoice arrives, it will match to the Purchase Order in Stampli and cost code the bill with auto-coding capabilities. All invoices will require approvals. Some will auto sort to those
approvers, or you will receive a forward for approval within Stampli from the Accounting AP team.

A

(Optional)

Capture, Verify + Aunthorize
Code + Send ] for Payment

Send to Archive

Financial System for Audits
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Utility Guide - Electric (For

Property Management

‘ Property Property Address Unit Count Property M Utility Company (Electric) AP Responsible Contact
[Alexander Estates 2015 Webster Street Merrill, W1 54452 1 Tanya Jennifer M
Birchwood Apartments 2921 George Rd Apartment 102 Wisconsin Aapids, W1 54495 64 Sandra Hanson Water d Lighting Ci JacobT
Blue Stone Estates 940-850 Blue Stone Ln Marathon City, W1 54448 58 Ryan Malone WPS Jennifer M
Gibson Estates 765767 S Gibson St Medford, W1 54451 32 Cathy Wierzba Medford Electric Utility Jacob T
Hilltop Apartments 625 E Chesak Ave Edgar, W1 54426 16 Ryan Malone We Enargy Jenniter M
Mill Street Estates. 724 W. Mill St. Eagle River, W1 54521 56 Cathy Wierzha Engle River Light & Water Utility JacabT
Moon Lake Estates 515 Moon Lake Dr Apartment 12 Rice Lake, WI 54868 204 Wendy Holub Rice Lake Utility JacobT
MNorthside Estates 1201 N Memarial Dr / 2401 Semling Dr Menill, Wi 54452 12 Cathy Wierzba WPS Jennifer M
Pine View Estates 1620 Old Hwy 51 Apartment & . WI 54455 50 Ryan Malone WPS Jennifer M
River Trail Estates 6903 Weston Ridge Dr. Apartment 2 Weston, W1 52476 113 David Marshall WPS JenniferM
River View Apartments 1200 River View Ave Apartment 26 Stevens Point, W1 54481 160 Deb Wisinski WPS Jennifer M
SCS Athens 713 Caraline Street Athens, W1 54411 [ Excel Energy Jennifer M
SCS Black River Falls N6695 Riverview Driva Black River Falls, WI 54615 96 Julie Hutchinson Black River Falls Municipal Utilities JacobT
CS Chilton 1110S. Irish Road Chilton, W1 53014 102 Randi Zimmer WPS Jennifer M
CS Eau Claire 4395 Christopher Drive Eau Claire, W1 54703 188 Mechelle Holland Excel Encrgy Jennifer M
CS Florence 5863 Chapin Street #33 Florence, W1 54121 a4 Laura Munn Flarence Utilities JacobT
CS Fox Point 1901 E 14th Street Merrill, W| 54452 56 Cathy Wierzba Jennifer M
CS Hortonville 121 Givens Road Hortonvills, Wi 54944 112 Austin Emunson WE Energy ennifer
C Homes 401 Ranger Strect Masince, W 54455 25 All Menebrocker WPS ennifer
CS Marshfield Estates 1906 N Hume Ave Apartment 48 Marshfield, W1 54449 160 Paulina Xhemajli WE Energy ennifer
CS Merrill 2301 W.Jackson St. Merill, W1 53452 160 Tanya WPS ennifer
SCSNiagara BB5 Coolidge Ave #17 Niagara, W1 54151 45 Laura Munn WE Energy JenniferM
SCS Oshkash 4105 State Road 1 Oshkosh, W1 54504 172 Rebecca WPS Jennifer M
SCS Rapids 3320 Norton St Apartment 101 Wisconsin Rapids, W1 54484 128 Sandra Hanson Water Warks and Lighting C JacobT
B i 10000 Calumet Street Rothschild, Wi 54474 68 David Marshall WPS Jennifer M
1090 Engel Drive Shawano, W1 54166 200 Amanda Schley Shawano Municipal Utilities? acol
CS Stanley 1419 Pine St Stanley, Wi 54766 48 Jeana Lahr Clark Electric C: i acol
Bay Estates 4155, Grant Ave Apartment 3 Sturgeon Bay, W1 54235 56 Amanda Schley Sturgeon Bay Utilities acol
CS Sunset Estate 845 N Bth Avenue Sturgean Bay, Wi 54235 26 Amanda Schley Sturgeon Bay Utilities acol
SCS Waupaca 1318 Stone Ridge Rd Apartment 12 Waupaca, W1 54981 152 Tim Mueller WPS Jennifer M
SCSWalf River 305 West Wolf River Avenus New London, Wi 54861 New London utilities Jacob T
Urban West 1425 N 12th Ave. Wausau, W1 54401 66 Erin Bastemnan Jennifer M
Village Estates 1150 Dr WI54455 40 David Marshall WPS Jennifer M
Westhaven Apartments 1000 Rangeline Rd/ 1000-1004 20th St/ 1001 19th 5t/ 1920 Beaver Rd Masines, W1 54455 58 Ryan Malone WPS Jennifer M
Westwood Estates 1470 Westwood Dr Apartment 33 Wausau, W1 54401 80 Erin Besteman WPS Jennifer M
Willow Estates 3500 Willow Dr Apartment 5 Plover, W1 54467 183 Nadia Ockwig WPS Jennifer M

Utility Processing Guidelines
1. Utilities will be sent ta Stampli for processing scsapinvoices@mystampli.com Only send PDFs to this email. Separate by utility company, do not separate the invoice by unit/page. Property Managers - if you receive  bill at your location, please send in, ALWAYS.
2. Once received in Stampli, the AP Contact will route the appropriate invoices to the Property Manager. The AP Contact will complete their fields as far down as they can go.
3. Allinvoices for electric utilities will be required to be billed to the unit accordingly.
4, The AP Contact will add any nates for clarification as part of the approval process before sending to the Property Manager.
5. Once the Property Manager receives their electric invoices ta be cost centered - the Property Manager will complete the next few steps: Invoices
5a. You are reviewing if the Units on the bill are indeed "Vacant” and SCS should be paying for the electric for the unit.
5b. You are also reviewing if the Units on the bill should be charged to a tenant as they failed to change over the utilities properly as part of the lease agreement, or they took them out of their name too early.
5c. BE CRITICAL!! This step is to ensure SCS does not pay for utilities that should be in the customer's name. You as Property Managers know your tenants, their move in dates, etc.
5. Upon your review, you will comment on the invoice in Stampli {orly, do not email, or Teams), regarding the status of each unit. You will cost code all athers as possible, using the GL Accounts line item feature, to add additional line items.
- Comment Option - 1: This is a vacant urit {AppFolio Unit #} - SCS charge. Thank you
- Comment Option - 2: This charge is for Tenant {NAME} in unit {AppFolio Unit #} - tenant charge should be added to the tenant ledger. | will follow up with the tenant to switch utiltiies to their name. Thank you
Se. Once you have commented on the invoice inStampli, you will contact your tenants for follow up that they need to change the electric bill to their name. Once this contact is complete, please make a note in the tenant file regarding the follow up conversation in AppFc
***There was a great idea during training by Deb Wto reduce errors, she requests a confirmation when following up with the tenant their first week or so (via email or text) - confirming they have indeed changed over the wtilities as instructed as in the lease agreemen
***The more diligence you have to ensure that units' electrical has been changed appropriately as part of the tenants first week or so, will reduce the invoices you must review at the end of the month!
5f. Lease Up properties wil have a bit more to manage, as occupancy increases you will have less to review. You can make ane comment listing any units that are vacant.
***Any properties under construction and still being built and NOT turned over ta leasing will be sent to Construction via SCM. If you receive these bills at your location, please send to ses@invoices. corecon com. This will ensure they are charged to project costs.
6. Once you have verified the invoice, entered your cost centers, and made your comments, you will use the route/approval feature to send it it back to the appropriate AP contact.
***Cost Center Reminder: GL Account: 60030 Utilities, Company: E200, Department: D25 Utilities, Property: You must get to the Unit Level Here (Unit Numbers match AppFolic), Project: Utilities Pass Thru, Cost Code: UT0002 Electric & Gas, Cost Type: UT Utilitie
7. The AP Contact will then review, ensure cost centering is accurate, and submit the invoice for final processing in Stampli to Sage Intacct.
8. The AP Contact will enter tenant ledger charges for all units that should have been charged to the tenant.
9. If the charge is for a vacating tenant, the Property Manager will enter as part of the Security Deposit reconcilation/deduction upon the tenant departure.

in your "For My Atte tampil, you will also rece

***|f there are any questions during the process, please message via Stampli your AP Contact for direction or help. Youwill use the "Ask a question” option to request clarification or ask any questions.
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STAMPLI INVOICE FIELDS

Source PO # (Review for accuracy)
PR
- b ' Amazon Business - Amesican Express Invoice # GL Account (Review for accuracy)
« W 'V oo i i
< ————— V7 m 5
Invoice Date Company
aoir
R [ (verify the math) Department
[ — PO # (Verify Match) Property
GL Account (GL Accounts if splitting) Project
Allocation (if applicable) Cost Code
Subtotals (verify all of the taxes on invoice) Cost Type
« n ‘Memo (Business Purpose)
pre—
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Cost Coding Field
Responsibilites

P STAMPLI INVOICE FIELDS
_ Approver/Coder Fields

. » Source PO # (Review for accuracy)
: Vendor YO/ Amazon Business - American Express Invoice # GL Account (Review for accuracy)
# Invoice Date ¥ oar01/2024 Vendor -
A 724 Invoice Date Company
: = R (verify the math) Department
6 Gux Add/ed PO # (Verify Match) Property

;m,,,,,,‘, GL Account (GL Accounts if splitting) Project

- Allocation (if applicable) Cost Code

Subtotals (verify all of the taxes on invoice) Cost Type

Memo (Business Purpose)
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