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[bookmark: _Toc8704]Intended Use 
 
The process describes procedures for working with invoices, received from contractors/suppliers (from receiving to paying it). 
The output of the process is a paid invoice. 
 
[bookmark: _Toc8705]Process Participants 
 
· Initiator – any system user; 
· Manager – initiator’s manager, according to the organizational structure;  	Budget Owner – user, responsible for the budget of the organization;  	Accountant – user, who pays invoices. 
 
[bookmark: _Toc8706]Business Process Includes 
 
	№ 
	Object/Process 
	Name 
	Intended Use 

	1 
	Business process 
	Incoming Invoice 
	The process defines all the activities from receiving an invoice to paying it. 


 
Compatibility with other ELMA applications and modules:  	Requires ELMA BPM application;  	Requires ELMA ECM application. 
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Fig. 1. Map of the “Incoming Invoice” process 
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[bookmark: _Toc8710]Configuring Business Process 
 
In ELMA Designer, open the Incoming Invoice process and assign job positions for the following swimlanes: Budget Owner and Accountant.  
When configuring static swimlanes, it is NOT recommended to specify such elements of organizational structure as "group of employees" or "member of department", if a group or a department includes more than one user. 
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Fig. 2. Configuring the Budget Owner swimlane 
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To initiate the business process, click the Start Process button on the main page of the ELMA web 
interface and select the Incoming Invoice process.  
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Fig. 3. “Fill in the incoming invoice form” task 
 
Executor: Initiator. 
Задача: Fill in the incoming invoice form: 
· Invoice – document to approve. Required field. 
· Manager – initiator’s manager, according to the organizational structure.  Transitions: 
· Submit – the document is sent for approval to the manager. 
· End Process – cancel the process. 
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Fig. 4. “Approve the incoming invoice” task 
 
 
Executor: Initiator’s manager. 
Task: Approve the incoming invoice.  
Transitions: 
· Approve – the document is sent to the budget owner for approval. 
· Reject – the document is sent to the initiator for revision. 
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Fig. 4. “Revise the document” task 
 
Executor: Initiator. 
Task: Revise the document: 
· Invoice – attach the revised invoice/invoice version. 
· Manager – filled in automatically. Can be changed. 
Transitions: 
· Submit – the document is sent for approval. 
· End Process – cancel the process. 
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Fig. 4. “Approve the incoming invoice” task 
 
 
Executor: Budget owner. 
Task: Approve the incoming invoice.  
Transitions: 
· Approve – the document is sent to the budget owner for approval. 
· Reject – the document is sent to the initiator for revision. 
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Fig. 5. “Pay the invoice” task 
 
Executor: Accountant. 
Task: Pay the incoming invoice: 
· Invoice – read only field. 
· Accountant’s Note – filled in by the accountant. Required field. 
Transitions: 
· Paid – the invoice is paid. The initiator receives a notification about it. The process is completed.  
· Reject – the invoice is sent to the initiator for revision. 
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